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REQUEST FOR RECORDS DISPOSITION AUTHORITY

LIAVE BLANK

JOB NO

(See Instructions on reverss) /\/ /- 7 {,3'7.. /

TO GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

2./¢/99

1 FROM (Agency or establuuhment)
U. 5. Department of the Interior

NQTIFICATION TC AGENCY

Z MAJOR SUBDIVISION
Bureau of Indian Affairs

In accordance with the orowisions of 44 U SC 23303a
the Cisposal request nCluding amendments § aLD"-.e2
except for items that may be marked 3JisposiTic” <t
approved’’ of ' withdrawn

n coumn 15 If Ao recoras

3 MINOR SUBODIVISION are proposes for gisposal the signature ot the Arc™ivist g
not required
a4 NAME OF PERSON WITH WHOM TO CONFER S TELEPHONE EXT |OATE N ARCHIVIST OF THE UNITED STATES
Sarah S. Hawkins 7/ 36}70 - .
— &\/_\
343-3574 11423489 T

6 CERTIFICATE OF AGENCY REPRESENTATIVE

that the records proposed for disposal in this Request of

agency or will not be needed after the retention periods specified, and that written concurrence from tne Ganera.
Accountng Office, if required under the provisions of Title 8 of the GAQ Manual for Guidance of Federal Agenc s, 3

attached

A GAQ concurrence @ is attached, or D 1S unnecessary

8 DATE C SIGNA RE OF AGENCY REPRESENTATIVE D TITLE
1/23/89 /W Records llanagement Officer
7 9 GRSOR l 10 ~CT.Ch
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED |  Tak:N
NO (With Incluawe Dates or Retention Perods) JCB | (NARS USE
CITATICN ONL ¥/
>
o a
The attached Bureau of Indian Affairs Records and Files 8'@
Disposition landbook is a complete revision of the previous é\ |
1977, 15 BIAM, Files Operation and Records Disposition Handbook BN 4
Supplement 3. Bureauwide organizational changes during the E b
past 12 years have added new programs to the Bureau and = 3
discontinued others. A frozen series of records have also 3 S
been added. o o
4] =~
> o,
Appendixes to the Handbook include a Correspondence Listing, = g
Location Codes, FRC Center Location, Disposition Schedule o >
Conversions, Functional Areas by Programs, the General RecordE = p
Schedules and the Disposition Schedules. E j?:o
U N
A detailed description has been made of each series which haL @ ;
been accumulated and will continue to be accumulated. Instruct o :
tions are provided for the cutoff, retirement, destruction 8
or permanent retiontion of each series. §*
o, i
This Handbook supersedes all previously approved manuals. 7 !
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GENERAL ADMINISTRATIVE FILES

Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
FILES MAINTENANCE AND DISPOSI- Arrange chronologi- Review anmually __101-TO
Oonsists of the cally. for accuracy.
lan which lists the Destroy when
f the office file superseded by
F 135’s, Record updated plan.
ipt form.
\
2. READING OR CHRONOLOGICAL with most art off at close _102-T1

FILES. A specifically desig-
nated copy (sametimes
designated by green colored
manifold tissue sets) of all
outgoing correspondence
originated by a unit and used
solely as a reading or
reference file.

of calendar

NARA JOB NUMBER by 1021-P3.

3. SUSPENSE (TICKIER) FIIES. Arrange chronologi- Destroy after
Notes, cards or control forms cally by due date. action is
used as reminders to meet a canpleted.

deadline or take same other
action by a specified date.

NARA JOB NUMBER

'16 BIAM Release 1,



GENERAL, ATMINISTRATIVE FILES

. s Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

TEMPORARY CORRESPONDENCE. File with most Destroy after 90 104-TO
of short-term interest recent dated days.

correspondence on

top.

requests for informatil
publications and copies o
plies which require no admin-
istrative action; memoranda and
other papers that do not serve
as the basis of official
actions, such as notices of
holidays, charity drives, or
band campaigns.

NARA JOB NUMBER

o ITION FILES. Documents Arrange by __105-T6.3F

showing evidence of request for requisition number. of fiscal
purchase of supplies or equip- Hold 6 years 3
ment. Files contain requisi- months or i
tion, blue copy of purchase volume
order and related papers. retire to FRC.
Freeze record;
NARA JOB NUMBER destroy
freeze is
lifted.

16 BIAM Release 1,


http:105-T6.3F
http:shawi.rg
http:1rtbi.d1

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
___106-TO

relating to office staffing.

nse AN AT INA a .
oY “Swe W ARYTW Y= AT F AAT. T EERW BEA K XY

REPORTS. Oopies of timesheets
ark~SF-71, Application for

Leave, maintained by Time-
keepers. (Subtect to the
Privacy Act.)

a. Carbon copies of
timesheets, include leave
request (SF-71) forms when
timesheet has been

initialed by employee.

c. lLeave request (SF-71)
forms when timesheet has
pot been initialed by
enployee.

of pay period-:'

Hold 1 year

after cutoff

then destroy if

no longer needed
oy reference.

Hold 3 yearS—e@
until GAO audit,
whichever is
sooner, then

___107a-T1

107b~T3

16 BIAM Release 1,



. - . Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab: Number Instructions Instructions Schedule # Schedule #

Arrange alphabeti-

Destroy __108-T0
Unofficial cally employee name. documents when

placed in Official Personnel
Folders. Generally limited to
information on experience,
education, training, special
qualifications and skills,
position descriptions, and
performance appraisals.

9. Arrange alphabeti- Qut off at close __109-11 -
ies of cally by name of of fiscal year.
: , tra traveler. Destroy 4 years WITHBRAR
authorizations, itinerary after cutoff.

travel vouchers, and similar
papers pertaining to employee
travel exclusive of records
maintained for accounting
purposes. Include passport
information when applicable.
Subject to the Privacy Act
{BIA-16) -

NARA JOB NUMBER

16 BIAM Release 1,



GENERAL, AIMINISTRATIVE FILES

Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
. TRIP REPORTS. Contains copies Arrange alphabeti- Qut off at close _110-T4

o) § nepoztstompe.rvmrsand

official travel when the
individual was granted an
advance for such travel. Also
contains records created as a
result of an official trip
report that does not substan-
tiate the authorized travel
for which the individual was
reimbursed or given advance
funds. Subject to the Privacy

Act (BIA-15).
NARA JOB NUMBER

cally.

of fiscal year.

Destroy 4 years
after cutoff.

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

12. DIRECTIVES - REFERENCE Arrange as Destroy when __112-10
COPIES. Copies of Bureau appropriate. superseded or no
requlations and directives; langer needed
ard Department of the Interior for reference.

or other agency mamial
releases, bulletins, circu-
lars, directives, and pam-
phlets. Files also include
Public laws, House Reports,
Code of Federal Regulations
(CFR), and Federal Register
copies.

NARA JOB NUMBER

16 BIAM Release 1,



NARA JOB NUMBER

Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
13. QONFIDENTTAL DOCUMENT AQCESS Arrarge as Destroy when ~113-T0
FIIES. Files consist of fomms appropriate. superseded.
or lists used to record safe
and padlock cambinations,
signatures and names of
individuals knowing cambina-
tion, and camparable data used
to control access into areas
or files where confidential or
classified information is
stored.
NARA JOB NUMBER
eical reports of agency record cally of fiscal year.
holdings—¢(EQrm BIA-1600)
mm by Department.
a. Reports prepared by Destroy 3 years __114a-T3
Central Office for after cutoff.
sumission to DOI. Wit
b. Area and agency reports. Destroy yOAXS __114b-T2
after cutoff.

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Dispositiaon Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange as Destroy when i —115-T0
appropriate related records
are destroyed or

Authority to Dlspose of
Records, or similar forms,
correspondence and related

papers. Record copy
maintained by Central Office.

for reference and mformatmn
purposes but are not part of
official files.

NARA JOB NUMBER

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

18. PAYROLL DETAIL REPORIS (OFFICE Arrange by pay Qut off at end —118-T0
QOPIES). Office copies of period. of each quarter
payroll detail camputer in fiscal year.
printout reports. Hold during next
then
NARA JOB NUMBER destroy if no
longer needed

for reference.

16 BIAM Release 1,


http:CJ,Jart.er
http:CJ,Jart.er

N

"MISSION' CORRESPONDENCE FILES. Mission correspon-

dence files document the functions and responsibilities

for which an office is primarily responsible.

Program Mission Correspondence Files directly

related to the primary functions of BIA such as

ndian Education, Tribal Resource Development,

IndIag Services, Trust Responsibilities, etc.

(1) Pspgram Mission Files accumulated and
maintained at the Division Level or above
in BIACentral Office and by Area Directors
in the field.

23 cu. ft./yr.

2) Program Mission Files™gmaintained at Branch
level and below in the Ceqtral Office and
offices below the Area Diredtor in the field

Administrative Mission Correspondence Files

related to administrative support activities sux

as personnel, procurement, property, transporta-

tion, travel, communications, and similar intermnal
administrative management functions.

(1) Administrative Mission Files accumulated and
maintained at the Division level and above
in the Office of Administration (Central
Office).

(2) Administrative Mission Files maintained at
othdr levels of BIA.

All

- - = _—— . S IVr P IV I BRI

Permanent. Cut off annually
at close of fiscal year.
Hold 3 years or until volume
warrants and retire to

FARC. Offer to NARS 20
years after retirement.

Cut:-off annually at close of
fiscal year. Hold 3 years
or until volume warrants

and retire to FARC. Destroy
20 years after cutoff.

Cut off annually at close of
iscal year. Hold 3 years
or~yntil volume warrants and
retire to FARC. Destroy 20

years afver cutoff.

Cut off annuaMy at close of
fiscal year. HoM 3 years
or until volume warkhgnts and
r%tire to FARC. Destroy 8
years after cutoff.




EXEQUTIVE MANAGFMENT — 1000

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
ECRETAR Qut off at close IQOI‘P.Z 12093
m_m Oauist of ocpies cally by name of fiscal year.
of inocoming and outgoing Hold 3 years,
Assistant Secretary’s corre- then destooy..
Qaiﬂa-na. i;i‘ies include frmﬂf o FrC.
coples of 8 ficant letters
dispatctied by other offices Tromster to /Uwhw'{
but farwarded to the Assistant A(c}uueflo yesrs
Secretary for information. alter cutk pras

Indians and tribes on various
BIA programs and other sub-

16 BIAM Release 1,



MANAGFMENT —— 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

Becutive Office of the
President and Congress.

NARA JOB NUMBER

3. Arrange alphabeti- Qrt off at close 1203-13
cally by name. of fiscal year:;
hold 3 years
then destroy.

.

16 BIAM Release 1,



S.

b

on of Records
& Jab Number

S

4. AREA DIRECIOR REFORIS 0
CENIRAL OFFICE. Anmmal narra-
tive reports with related data
on area activities amd
grams. Record copy maintained
by Csntral Office unit
requesting report.

a. Central Office copy.

b. Creating Office copy.

Arrange by report
type, thereunder by
location and onte.

by office of origin.

Disposition
Instructi

ons Schedule § Schedule §

Cut off at close 1204b-P5
of fiscal year.

Hold' 5 years;

retire to FRC

when volume

warrants. Offer

to appropriate regional
archives branch

20 years aFﬂu‘CdrdgF:

art off at close 1205-P3


http:activitJ.as

EXEQUTTVE MANAGEMENT —— 1000

——NARAJOB-NUMBER-N1=15=80~]

7.

o Permanemnt Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by location CQut off at close 1206-P3

of area and field offiws
Files include original corres-
porndence, reports, and maps of
building locations on agency
campound. Record copy main-
tained by office of origin.

of fiscal year.
Hold 3 years or
until volume
warrants; retire

BUREAU OOMMITTEE MANAGFMFNT
FILES. Documents created in
Central Office for the estab-
lishment of comittees, in-
cluding task forces, councils,
boards, camnissions, panels,
and camparable groups. In-
cluded are cammittee estab-
lishment proposals, approvals,
reports, minutes, papers re-
flecting changes in comittee
meybership, camittee char-
ters, terminating issuance,
and related papers. Record
copy maintained by Central
Office.

NARA JOB NUMBER N1-75-89-1

Arrange alphabeti-
cally by comittee

warrants; retire
to FRC. Offer
to NARA 20 years

after-retaﬁdcp

1207-P3

16 BIAM Release 1,


http:tenninati.rg

EXECUTTVE MANAGEMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by comittee Qut off file at 1208-T3
name, thereunder by close of fiscal
location. year when
camittee is

created by councils, boards,
camissions, panels and com-
parable groups. Included are
camittee establishment pro-
posals, approvals, comittee
membership, comittee char-
ters, reports, and related
papers. Record copy retained
by office of origin.

NARA JOB NUMBER

dissolved. Hold
3 years or until
volume warrants;
retire to FRC.

Destroy 20 years
after cutoff.

16 BIAM Release 1,



EXBQUTTIVE MANAGFMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange according to Place in 1209-PO
BIA Directives inactive file
cial BIA issuances System. when cancelled
Main- or superseded.
tained by D Retire to FRC
Regulations Staff when no longer
Central Office needed for

reference amd
volume warrants.
Offer to NARA 20

years after
retirement.

16 BIAM Release 1,



EXBEQUTIVE MANAGFMENT -— 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
Arrange as Cut off upon 1210-T3
appropriate. ocampletion or

the proposed amd final issu-
ance of the document, as well
as material documenting con-
sultation/public comments on
the issuances. Record copy
maintained by Directives and
Regulations staff at the
Central Office.

NARA JOB NUMBER

cancellation of
action. Place
in inactive file
when directive
is rescinded or

superseded.

Hold 3 years or
until volume
warrants; retire
to FRC. Destroy
20 years after
retirement.

16 BIAM Release 1,



EXPQUTIVE MANAGEMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

11.\JORMS AND REPORTS NUMERICAL Arrange mmerically. Qut off when 1211-T2

FILE. Case history files con- superseded or

taining_copies of each form or rescinded; place '

report, Pequest for approval, in inactive WITHDitAR T

and justificatjon of re- file. Hold 2

vision, oopies SR prescribing years or until

issuance, reprint althority, volume warrants;

and rela correspondenee. retire to FRC.

Record copy of Bureauwide Destroy 10 years

forms/reports is maintained by after retire-

Directives and Regulations ment.

Staff at Central Office and by

Records Officers for forms/

reports originating in the

area and field offices.

NARA JUOB NUMBER
12. FORMS AND REPORTS REGISTERS. Arrange numerically. Cut off at ose 1212-T0

Documents used for inventory
of all forms and reports in-
cluding cards or register
sheets.

NARA JOB NUMBER

of fiscal yeads

Destroy when no
longer needed.

4 HURAWL

16 BIAM Release 1,


http:cl\di.rq

MANAGEMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
S. Arrange by location. Qut off at close 1213-P3

of fiscal year
in which case is
canpleted or
withdrawn. Hold

the agency. de 3 years or until
staff studies, organi2e volume warrants;
charts and functional state retire to FRC.

Offer to NARA 20

years after
meetings, documents relating retirement.
to overall mission and copies
of published issuances

implementing the changes.
NARA JOB NUMBER

16 BIAM Release 1,



EXEQUTIVE MANAGFMFNT -— 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # .Schedule #
Arrarnge as Cut off at close 1214-P3
appropriate. of fiscal year
plans for 10 and in which plan is
as Tribal Plans, acocamplished,
Fund Distr superseded or

jointly and havmg mportance
to Bureau mission accamplish-
ments. Record copy retained
by office of origin.

NARA JOB NUMBER

withdrawn. Hold
3 years or until
volume warrants;
retire to FRC.
Offer to NARA 20
years after
retirement.

16 BIAM Release 1,



EXBQUTTVE MANAGEMENT — 1000

16.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
. Arrange by project Qut off at close 1215~13
name or alphabeti- of fiscal year

A-123, to determine if goalg
madxieved to assess the
effectiveness of the program,
and to identify successful and
unsuccessful projects.
Included are copies of re-
ports, questiomnaires, evalu-
ation of guidelines, proce-
dural documents; progress
reports, working papers and a
oopy of the final evaluation

report.
NARA JOB NUMBER

cally by program
name.

in which evalu-
ation is com-
pleted. Hold 3
years or until
volume warramts:;
retire to FRC.
Destroy 10 years
after cutoff.

FILES. Files consist of
studies or projects regarding
analyses of administrative
policies and procedures,
manpower surveys, etc.

NARA JOB NUMBER

appropriate.

Qut off at close
of fiscal year
in which survey
is completed.
Destroy 5 years
after cutoff.

1216-T5 .

16 BIAM Release 1,



EXEQUTIVE MANAGFMENT — 1000

18.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
17 ~MANAGEMENT BY OBJECTIVES Arrange chronologi- Qut off at close 1217-13
FIEES. Documents that cally. of fiscal year
accumiiaqte in the process of in which plan is
establishixg BIA short- and campleted or
long-range mahagement objec- superseded.
tives. Incluled @ documents Hold 3 years or
which show time Q! until volume
acoampl ishing d:ject:ives, sige warrants; retire
cedures, milestones, progress to FRC. Destroy
reports and related items. 20 years after
Record copy retained by cutoff.
Central Office.
NARA JOB NUMBER
BIOGRAPHICAL FIIES. Biogra- Arrange as Q0. off at close 1218-P3
phies, photographs, newspaper appropriate. of fideal year
clippings, and related items that indivdidua

pertai.ningtotheBIAAssis-
. Maintained by

Public Affairs Office.

NARA JOB NUMBER

leaves. Hold
years or until
volume warrants:;
retire to FRC.
Offer to NARA 20
years after
retirement.

16 BIAM Release 1,



EXBQUTTVE MANAGFMENT — 1000

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #

Arrange by title or Q. off at close 1219-P3

topic of speech and of fiscal year.
date.

preparation and dissemination
of information to any public
coammmications media. The
files include drafts, clear-
ance docauments, formal press
releases, and related papers.
Record set is retained by
Public Affairs Office.

NARA JOB NUMBER _

16 BIAM Release 1,



EXEQUTTVE MANAGEMENT — 1000

21.

Permanent Tenporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
FREEDOM OF INFORMATION AC] Arrange chronologi-
RIXUEST FIIES. Replies to cally.
FOIA Pequests which include
the letter~Qf request,
estimates of Bearch costs,
reproduction fees);<and related
correspondence.
a. Approved and denied Qrt off at close
requests which do not of calendar year 1221a-T3
result in appeals or in vhich reply
litigation. is sent. De- CORAWN
stroy 3 years
after cutoff.
b. Denied requests resulting Qut off at close
in appeals or litigation. of\calendar year 1221b-T6
in which final
C nnasian WITHBRAWN

NARA JOB NUMBER

16 BIAM Release 1,



EXECUTIVE MANAGFMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- Qut off at close 1222-15

ani statistltal reportsm t'he
administration of the Freedom
of Information Act.

NARA JOB NUMBER

of calendar
year. Destroy 5
pars after

23. PRIVACY ACT REOORLX Arrange by system

Act Records System.
tained by Bureau Privacy Act
Coordinator.

NARA JOB NUMBER

CQut off at close 1223-T3

of calendar

year. oi‘bld 3 WitiCn, i

volume warrants;

retire to FRC.

Destroy 20 years

after cutoff. ¢

16 BIAM Release 1,



EXPCUTTVE MANAGEMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
W. Arrange chronologi- Qut off at close 122415
Wof disclosures cally. of calendar
by the Privacy Act year. Destroy
which cons of lists of on site after
individuals received basic record is
information or on destroyed or 5
notices. years after
disclosure,
NARA JOB NUMBER whichever is
longer.
25. PRIVACY ACT CASE FILES. Rec- Arrange al| - cut off at close 1225-T4
ords created in the settlement cally. of calendar year

of corrections, amendments or
wrongful release of informa-
tion subject to the Privacy
Act.

NARA JOB NUMBER

16 BIAM Release 1,



MANAGFMENT — 1000

as a result of investigations cally by
and studies of BIA activities type.

by Congressional camittees.

Included are papers relating

to the conduct of the inves-

tigation, activities of

dations, and BIA l:eplies.

NARA JOB NUMBER

Qut off at close
of fiscal year
in which in-
vestigation is
campleted. Hold

1227-P3

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange chronologi- Qut off at close 1226~-T2
cally. of calendar
year. Destroy 2
years after
cutoff.

16 BIAM Release 1,


http:OCIIplet.ed

EXBCQUTIVE MANAGEMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
28. [TIGATION CASE FILES. Docu- Arrange mmerically. Qut off at close 1228-P5
mentg relating to actual legal of fiscal year .
procea&lings in which the BIA in which case is I
will be affected. Files con- closed. Hold 5 '
tain advisory Yeports, years; retire to
investigation repd 1liti- FRC when volume
gation reports, statements of warrants. Offer
claims, copies of processe: to NARA 20 years
and pleadings, supporting after retire-
documents and related corre- ment.
spondence.
NARA JOB NUMBER
29. IBGAL ACTIVITY REFORTS TO Arrange by location Qut off at close 1229-P5
CENTRAL OFFICE. Periodic then chronologi- of fiscal year.
reports on legal activities at cally. Hold 5 years~q
the Area Office level. Record until volume

oopy maintained at Central
Office.

NARA JOB NUMBER

warrants; retire
to+~FRC. Offer
to NARA 20 years
after retire-
ment.

16 BIAM Release 1,



h

EXEQUTIVE MANAGEMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

ES. Arrange mmerically Qut off at close 1230-PO

by Act mmber. of fiscal year
BN in which legis-

Mi’gm DY ODOEed latimism-

proclamations, and reports
relating to BIA activities.
Included are

material, drafts, reviews,
minutes of meetings, position
papers, and related corre-
spondence. Record copy
maintained at Central Office.

NARA JOB NUMBER

31. Arrange by Qut off when 1231-TS
mmerically. superseded or

B of information collectmn
requirements of the Bureau on
the public. Includes SF-83,

supporting statements, forms,
regulations or act requiring

the information, GMB approval,
and related documents.

NARA JOB NUMBER

16 BIAM Release 1,


http:recJrlri.rq
http:infOI'llBtimoollect.im
http:relati.rq
http:MiIMIli.rq
http:prep!lri.rq

EXEXUTIVE MANAGEMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
32 \JNTERNAL AUDIT CASE FILES. Arrange by program Qut off at close
Dosyments acaummilated in the office, then by of fiscal year
review.and examination of BIA audit rumber. in which cor-
operations. by BIA or Depart- rective actions
ment of eriQr auditors, to to audit are
ensure acauracy, “propriety, campleted.
legality, and reliabiljty of
the use of assets.
correspandence an scheduled
audits; draft and final audit
report; respanses, coamments,
and recomrendations; reports
on corrective actions planned
and taken; and related working
papers.
a. Office working/informa- Destroy when no 1232a-T0
tional oopies. loiger needed
for refexrence. Wi el
b. Official copy maintained Hold 3 years © 1232b~T3F
by office responsible for until volume
audit control. warrants; retire
to FRC. [reeze
records; destroy
10 years after
NARA JOB NUMBER cautoff.
>,

16 BIAM Release 1,


http:wortd.rq

EXECQUTTIVE MANAGEMENT - 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
33 EXTERNAL AUDIT REPORT FILES. Arrange by Tribe, aut off at close
Oongists of record copies of then by audit of fiscal year
the final audit report files mumber. in which cor-
of any trihal operation or rective actions
tribal contract. Include to audit are
correspondence and related ocompleted.
papers concerning the review
and comments an draft report,
reconciliation of recomme
dations and other responses/
clearance documents, and
plamned corrective actiaﬁ
a. Office working/informa- Destroy when no 1233a-T0
tional oopies. longer needed
for reference.
pld 3 years or 1233b-T3F

b. Official copy maintained
by office responsible for
audit control.

NARA JOB NUMBER

16 BIAM Release 1,



EXPQUTTIVE MANAGEMENT —- 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

Arrange by GAO audit art off at end
mnumber. of fiscal year
in which cor-
rective actions
to audit are
canpleted.

of audits; notifications of
forthooming audits; draft amd
final audit reports; informal
inquiries; and comments on

findings and recommendations.

a. Office working/informa-
tional oopies.

b. Official copy maintained
by office responsible for
audit control.

NARA JOB NUMBER

cutoff.
35. FEDERAL REGISTER NOTICES. Arrange Cut off in 1235-T5
Documents relating to the chranologically. fiscal year of
preparation, review, clearance publication.
and publication of notices in Hold 5 years or
the Federal Register. Record until volume
copy retained in office of warrants; retire
origin. to FRC. Destroy
20 years after Q/ud‘ BQC
NARA JOB NUMBER retirement.

16 B ‘elease 1,



EXDUTIVE MANAGFMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
36. AIMINISTRATIVE APPEALS. Arrange by program, Qut off at close 1236-P5
Documents relating to an then alphabetically of fiscal year |
individual’s appeal of an by name. in which deci- '
administrative decision under sion on appeal
25 CFR 2, and related docu- is made. Hold 5
ments. years or until
volume warrants;
NARA JOB NUMBER retire to FRC.
Offer to NARA 20
years aﬂ:ef' o o a'm
37. Arrange alphabeti- Qit off when 1237-T3
CASE FIIES. Documents cally. treatment is
relating to the identification refused or
of an individual with alcohol campleted. Hold
and/or substance abuse and 5 years, then
treatment thereof, and related destroy.
documents.
NARA JOB NUMBER .
38. Arrange by location, Qut off at end 1238-TS

ALORDL AND SUBSTANCE ABUSE
REPORTS. Files contain backup
information and reports

required by the alcohol and
substance abuse program.

NARA JOB NUMBER

then chronologi-
cally.

of fiscal year.

Hold 5 years or

until volume

warramts; retire

to FRC. Destroy

20 years after ‘{'Gép
retirement.

16 BIAM Release 1,
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EXBQUTIVE MANAGEMENT — 1000

applicants.

of fiscal year
in which project
is completed.
Hold 1 year:;
destroy when no
longer needed
for reference.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
39. SPECTAL PROJECT CASE FILFS. Arrange by project
Documents relating to special then by applicant
projects or initiatives by the name.
Bureau. Files include informa-
tion on project, project gquide-
lines, applications, determina-
tions on approval, budget
levels, and other related
documents.
a. Files on applicants not Qut off when 1239a-TO
selected to participate in applicant is
project. notified of non—
selection. Hold
6 months;
destroy when no
longer needed
for reference.
b. Files on successful Qut off at close 1239b-T1

16 BIAM Release 1,



EXECUTIVE MANAGFMENT — 1000

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by year then Cut off at end
. accession mmber of fiscal year
prepared by an™o in accession are
ferring records to a.Federa destroyed by the
Records Center or Natidna FRC and/or
Archives location. transferred to
NARA. Hold 5
a. Master sets of forms and years or until 1240a-P5
detailed inventories volume warrants;
maintained by Area or retire to FRC.
Bureau Records Officers Offer to NARA 10
for shipments sent under years after
their jurisdictions. etirement. "
LAl

b. Other office copies. Qut off a

= 1240b-T5
of fiscal year.

NARA JOB NUMBER N1-75-89-1 for reference.

16 BIAM Release 1,



AUTOMATED DAT.

SCESSING — 2200

Filing
Instructions

Temporary
Schedule #

schedule for implementing the
proposed system showing begin-
ning date and projected imple-
mentation date; and review and
acceptance of the feasibility
study, docmentation reflect-
ing the user’s review of the
proposal, and related docu-
ments

NARA JOB NUMBER

Arrange as
appropriate.

2201-T5

16 BIAM Release 1,
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AUTOMATED DATA PROCESSING —- 2200

o Permanent Tenporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
2. SYSTEM DESIGN FIIE. Arrange as Destroy when - )
1nC¥Ude a general appropriate. system is a. For systems in which
system~narrative, a flowchart superseded or master data files are
portray. requirements, discontinued. declared permanent, trans-

descriptions, the 1a
each output report,
flow diagram, glossary of
terms and abbreviations in-
cluding a list of references
which support certain require-
ments of the specifications,
and a review and acceptance of
general system design specifi-
cations by user.

NARA JOB NUMBER

fer to NARfwith appropriate

file. ZLO?,C(

For systems in which all
data files are disposable
under this schedule,

cutoff where system is
superseded or discontinued.
Destroy when all magnetic
tape data have been

destroyed. 2,?/015

16 BIAM Release 1,



AUTOMATED DL ’:’K)CESSING — 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number : Instructions Instructions Schedule # Schedule #
Arrange as Destroy when
appropriate. subsystem is a. For systems in which
superseded or master data files are
discontimed. . declared permanent,

/ transfer to NARﬂ~with
appropriate file. ZZD)Q

b. For systems in which all
data files are disposable
under this schedule,
cutoff when system is
superseded or discontinued.
Destroy when all magnetic
tape data have been
destroyed. 2203 L

module qaecificatims M
accuracy and campleteness.

NARA JOB NUMBER

16 BIAM Release 1,



AUTOMATED DATA PROCESSING — 2R00

Permanent Tenmporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Destroy when no 2204-T0
longer needed

a review of the oalputer pro-
gram specifications deter-

acamracy, efficiency,
and completeness.

NARA JOB NUMBER

for reference.

16 BIAM Release 1, 5
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AUTOMATED DAI  OCESSING — 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Destroy when 2205~TO
program is
superseded.

Also includes user review and
acceptance of operations.

NARA JOB NUMBER

16 BIAM Release 1,



AUTOMATED DATA PROCESSING — 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
E. Arranqe_as Destroy when no 2206-T0
appropriate. longer needed
for reference.
7. USER DOCUMENTATION FILE. Con- Destroy when
sists of the following items: appropriate. system is a. For systems in which
an outline of the capabilities superseded or master data files are
and limjtations of the system, discontinued. declared permanent,

instructions for preparing
source documents and samples
of each document, a list or
table of edit criteria, meth-
ods for establishing applic-
able batches and control .
totals, and definition of

error messages.

transfer to NAR#with
appropriate file.
22079

b. For systems in which all
data files are disposable
under this schedule,
cutoff when system is
superseded or discontinued.
»atroy when all magnetic
NARA JOB NUMBER ; tape data have been

| destroyed

16 BIAM Release 1, ~



AUTOMATED DA). _OCESSING — 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange as Cut off when 2208-TO
appropriate. superseded.
Destroy 3 months
after cutoff.
sequence, input, souxQes,
identification of tapes
NARA JOB NUMBER
9. Qut off at close 2209-13

FI1LES. Oomputer printouts appropriate. of fiscal year.
showing utilizatim of machine Destroy 3 years
by project and lost time; used after cutoff.

for internal management of
camputer installation only.

NARA JOB NUMBER

16 BIAM Release 1,



AUTOMATED DATA PROCESSING — 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

16 BIAM Release 1,
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AUTOMATED DA). _OCESSING ~+ 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange as Qut off when 2211-T2

appropriate. superseded.
, System, swsystem, Destroy tape
ap; frequency of pro- data 2 years
gram; hardware after cutoff.

pages, arrl mmber of oopies;
and average time required to
print, decollate, burst, bimd,
and distrilate the report.

NARA JOB NUMBER

16 BIAM Release 1,



AUTOMATED DATA PROCESSING —2200

12.

13.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
OPERATIONAL CONTROL AND Arrange as Qut off when 2212-13
COMPUTER UTILIZATION FILES. appropriate. superseded.
Consist, of system mmber, run Destroy tape
mmber, tagk code; user rmmm- data 3 years
ber, initia e time, run after cutoff.
time, elapsed time, stop and
start time, and computer sys-
tem identifier. Data Dbs used
to prepare a variety of
ports on computer usage for
both intermal and extermal
management .
NARA JOB NUMBER
WORK OR SCRATCH TAPE FILES- Arrange as Degitroy data 2213-T0
Magnetic tape files used for appropriate. when™nQ longer
the duration of a processing needed o1
step or jab. They may be reference.

reused or written over during
or at the end of the job.

NARA JOB NUMBER

16 BIAM Release 1,



AUTOMATED DA.  OCESSING —— 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructiors Instructions Schedule # Schedule #
S. These Arrange as Destroy 2214-1T0
appropriate. according to
programmer
instructions.

15.

16 BIAM Release 1,


http:0CIIplt.er
http:aoocm:Ii.Jq

AUTCMATED DATA PROCESSING - 2200

required printouts of tabula-
tions, ledgers, tables, regis-
ters, and reports.

NARA JOB NUMBER

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange as Dispose of after 2216-T0
appropriate. third update
cycle.
Destroy tape 2217-T0
data when no
longer needed

for reference.

16 BIAM Release 1,



AUTOMATED DAT,  OCESSING — 2200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Destroy tape 2218-1T0
data when no
longer needed
for reference.
i
Dispose of after 2219-T0
FILES. These magnetic tape fourth update

files are updated daily and
oconsist of library transaction
records used to maintain the

tape library.
NARA JOB NUMBEER _

cycle.

16 BIAM Release 1,



AUTCMATED DATA PROCESSING — 2200

. Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange as
appropriate

related information.
(Official record copies of
documents used in development
of the autamated record-
keeping system are maintained
as case files in the
appropriate program areas
having functional respon—
sibility). SUBJECT TO THE
PRIVACY ACT (BIA-25).

a. Oamputer printouts. 2220a-T1
g of fiscal year.
myear then WITHon e
b. Magnetic tape data. Dispose of after 2220b-TO
fourth update
cycle

16 BIAM Release 1,



QOON. 45 = 2300
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Destroy when 2301-T0
(1'e® .0 mlld or

lists, bidders’ list a;pli—
cations such as SF 129 and
related papers.

NARA JOB NUMBFER

BID FIIES. Case files of bids

Qut off at close 2302-T6.3F

of fiscal year
in which bid is
md. min_ WithuAAWN

tain successful

bids in official

oontract case

file. Hold 6

years 3 months , ¢
or until volume

16 BIAM Release 1,



OONTRACTS — 2300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
5S. Arrange Cut off at emd 2303-T6.3F
alphabetically. of fiscal year
unsolicited prmosals .. in which propo- Wi HURAWN

immovative projects, acknow-
ledgement of receipts; re-
lated awarded correspondence.

NARA JOB NUMBER

Arrange by case Qut off at close 2304-T6.3F
number. of fiscal year.

Hold -6-years—3- o‘ZYﬁ .

months or until

volume warrants;

retire to FRC.

destroy when é\(rs 61?{""— C""HCF
freezetis

services on a veint:ursabl
basis. Documments include
original copies of pre-award
data such as basic interagency
agreemt modifications with

tween appropriations,
schedules of withdrawals and
credits, reports and related

'~ ~ papers. Record copy retained
by offioce of origin.

NARA JOB NUMBER

16 BIAM Release 1,
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OCONTRACTS —— 2300

Description of Records
& NARA Job Number

Instructions

Records

Schedule #

GRANT/QONTRACT MONTTORING C2
FILES. Working files main-
monitors résponsible for ad-
ministering BIAN S.
Include copies of dbeuments
found in the official cwtyract
file such as notes and workimg
papers concerning contractor
activities, evaluation of
proposals, reports, and
related correspondence.

NARA JOB NUMBER N1-75-89-1

Arrange by contract
mmber.

Permanent
Disposition Records
Instructions Schedule #
Qut off at close
of fiscal year
in which final

payment is made.

Hold }.years or

until volume
warrants; retire

to FRC. Freeze
records; destroy

6 years after Mdm
retiremant when
freeze is

lifted.

2305~T3F

16 BIAM Release 1,



QONTRACTS — 2300

) Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by grant or Qut off at close 2306-P3

contract mumber. of fiscal year
N in which
ocontracts made contract is
tribes under the . campleted. Hold i
process of Pub G 3 years or until ‘
the administration of pro volume warrams;

grams. Case papers include retire to FRC.
Offer to NARA 20

and narrative progress,
financial payment records,
monitoring reports, and

related correspondence. Case
files cannot be closed ard

retired without the inclusion
of final payment records and
other necessary financial
documents.

NARA JOB NUMBER

16 BIAM Release 1,



S — 2300 ‘
4

Disposition Records
Instructions Schedule #

Records

Schedule #

/ma
buildings and utilities.
NARA JOB NUMBER

Qut off at emd
of project.
Place in
inactive file;
destroy on-site
10 years after
termination of

2307-T10

16 BIAM Release 1,



OONTRACTS — 2300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by contract Qut off at close 2308-T10
mumber. of fiscal year.
Destroy 10 years WITHDRAW N
after cutoff. :

under Indefinite Delivery
Contracts or formally adver-

tised for campetitive bidding.
NARA JOB NUMBER

INDIAN SELF-DETERMINATION
(PUB. L. 93-638) AUDIT FIIES. mumber.
Oonsist of documents created
during contract audits con-
ducted by the Inspector
General or a Certified Public
Accountant firm. Files
include findings, recommen-
dations, and planned cor-
rective actions by contractor.

4

NARA JOB NUMBER !

off at close

16 BIAM Release 1,



(0.0, IS —— 2300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
The ocon- Arrange by comtract Qut off at close 2310-T10
number. of fiscal year.
or commercially Destroy 10 years Wl IDRAWR
after cutoff.

bidder’s application, proposal
including fixed prices on
which bid was made, services
to be provided, agreement,
conditions of contract, budget
financial transactions, moni-
toring reports and related
correspardence. Record copy
maintained at Area Office.

NARA JOB NUMBER

16 BIAM Release 1,



OONTRACTS ——_ 2300

Description of Records
& NARA Jab Number

Instructions

Disposition Records
Instructions Schedule #

Temporary
Records

Schedule #

11.

SERVICE CONTRACT AUDITS.
Documents created in the audit
of contracts which are awarded
after campetitive bidding or

Arrange by contract
number

Qut off at close
of fiscal year
in which all
corrective
actions are
campleted.
Destroy 5 years
after cutoff.

2311-T5

16 BIAM Release 1,
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OONTRACTS — 2300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by contract Qut off at close 2312-T3F
or purchase number. of fiscal year.
the mitlat_wn, ad- Hold 3 years or WITHBRAVN
until volume
award, inspectior i warrants; retire
acoeptance, and paymeq to FRC. Freeze

purchase transactions. ™% records; destroy

#2539 and 2853).

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



OONTRACTS — 2300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

Arrange by grant or Qut off at close 2313-P3
contract mmber. of fiscal year
in which
grants of $100,000 comtract is
: campleted. Hold

correspondence. Gage 3 years or until
cannot be closed and e - volume warrants:;
without the inclusion o 3 retire to FRC.

payment records and other Offer to NARA 20

16 BIAM Release 1,



FACILITTES MANAGEMENT — 2400

Description of Records
& NARA Job Number

Filing

Disposition
Instructions

Schedule #

Records

Schedule #

9.

PLANT MANAGEMENT UTILIT
FEES. This file reflects the
data pertaining to types and

values O ities at various
locations. Data is used in
plamning and prote g ocon-

suption or quantity sates.
The file shows agency codeg,
locations, activity, ernas
program control, original cost
of the utility, present value
of the utility, replacement

Arrange by location.

appropriate.

DesTtON m

perseed.

2409a-T0

2409b-TO0

v

16 BIAM Release 1,



FACILITIES MANAGFMENT — 2400

Description of Records
& NARA Job Number

Filing Disposition Records
Instructions Instructions Schedule #

Schedule #

10.°~FPLANT MANAGFMENT REPAIR AND
MAINTENANCE MASTER. This
maste ile contains cumila-
tive data~xelative to the
repair and mintenance of
mildjm arﬂ SCrucCoures.
Shows agency codes; ecation:
activity; cost coding féature;
FY; dollar cost of labor, re
pair, and upkeep; clearing
acocount and total cost for re-
pair or maintenance.

a. Printout/paper copies used
as record oopy.

b. Magnetic tape data.
NARA JOB NUMBER

Arrange by Ideation. Destroy when

Arrange as Rispose of after
appropriate. d_update

2410a-T0

2410b-TO

16 BIAM Release 1,



FACILITIES MANAGFMENT — 2400

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
agency priority, activity
code, project, work order,
Justification code, and dollar
amount. Also used to estab-
lish priorities for fumding.
a. Printout/paper copies used Destroy when 2411a-T0

as record copies.
b. Magnetic tape data. Arrange as
NARA JOB NUMBER

2411b-T0

16 BIAM Release 1,
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FACILITIES MANAGFMENT — 2400

Permanent Temporary

Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

12 < FLANT MANAGEMENT MAJOR
ALTFRATIONS AND IMPROVEME
IO0G. ~CQontains information
used in Peports regarding the
backlog of mjqr alterations
and improvement Pxgjects. The
file contains age: oQde,
year, BIA priority, area
priority, agency priority,
activity code, project, work
order, justification code, and

-dollar amount. Information is
also used to establish

priorities for funding.

a. Printout/paper copies used Arrange by location: Destroy when 2412a-10
as record copy. syperseded.

b. Magnetic tape data. Arrange as Disposé~af after 2412b-TO
appropriate. third updabte
NARA JOB NUMBER cycle.

16 BIAM Release 1,



FACILITTES MANAGEMENT — 2400

Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

kmmwan

m ’misfllelsused

feet, activity code, heat,
electricity, water, sewer,
mmber of telephones, sanita-
tion, janitorial service,
protection, grounds care,
supervisory service, and year.

a. Printout/paper copies used
as record copy.

b. Magnetic tape data. Arrange as
NARA JOB NUMBER cycle.

2413a-T0

2413b-T0

16 BIAM Release 1,
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FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Qut off monthly. 2501a-T1

WiHE"'

b. Year-end final tapes. 2501b-T4

16 BIAM Release 1,



FINANCE —— 2500

o e Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

Destroy when 2502a-TO

superseded.

b. Magnetic tape data. Qut off when
superseded.

Destroy tape
data 45 days
after-cutofs.

2502b-T0

3. Arrange alphabeti- Qut off at close 2503-T3F
cally. of fiscal year
the de519r1at10n and in which revoca-

of accountable offloers
Maintained at Area.

tion occurs. WITHBRAWN
Hold 3 years or

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE —— 2500

) Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange by account Cut off at close
or case number. of fiscal year
in which settle-
officers;
a. Certificates covering Hold 3 years or 2504a-T3F
final balance settlement until volume
and claims settled by GAO. warrants; retire
Vil AL RAWN,
b. Certificates showing 2504b~TO

periodic settlement.

NARA JOB NUMBER N1-75-89-1

certificate of
settlement is
received.

16 BIAM Release 1,



FINANCE — 2500

7.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
LY INPUT REGISTER FILES. Arrange chronologi-
ig file, also known as the cally.
Input Transaction Register, is
a computerprintout listing of
all a0 S Le into ﬂﬁ
fiscal system dai Shows
batch mmber, documet pfer-
ence mmber, area, agency;
location, fiscal year, appro=
priation, acoounting infor-
mation, description, other
identification, and amount of
transaction. Used to correct
input errors.
a. Printout/paper copy used cut off at close 2507a-T1
as reocord copy. olfiscal year.
DS 0 1 M
after cutd€f.
b. Magnetic tape data. Dispose of after 2507b~T0 .
third update
cycle.

NARA JOB NUMBER

16 BIAM Release 1,



FINANCE —-- 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
. These Arrange chronologi- art off at end 2508-T0

orm BIA- cally. of each quar-

4236, Financial
System Code Sheet. Shows doc-
ument reference, general led-
ger debit or credit, area,
agency location, appropria-
tion, activity, accounting
code, program detail, work
order, object class, distri-
butlcn, and amunt of trans-

—action

Arrange alphabeti- Cut off file at 2509-T3
i cally. end of fiscal
Travel Voucher, rece year in which

invoices, travel authoriza- case is closed.
Hold 3 years or

to employees or money owed to
the goverrment for travel.
Subject to the Privacy Act

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE — 2500

Permanernt Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
10.~~PASSENGFR TRANSPORTATION Arrange alphabeti- Cut off at close 2510-T3
CARRTER) FIIES. OConsist of cally. of fiscal year
copies~qf SF 1169a, Goverrment in which payment
Travel ReQuest, and other is made. De-
related doaments reflecting stroy 3 years
payments to carriess. after cutoff.
Original forms transmisted to
GSA. _
\
11. FREIGHT CARRTER REQORDS. Con- Arrange chronologi~- Cut off at close 2511-13
sist of SF 1103, Goverrment cal of fiscal year
Bill of lLading, and documents in which payment
to freight carriers. is made. De-
stroy 3 years
after cutoff.
12. SUBSIDIARY IEDGER FIILES. Arrange numerically. Quteff at close 2512-T4
Records used as posting and of fiscal yea
control media but subsidiary in which payme
to the general arnd allotment is made. De-
ledgers. Includes Accounting stroy 4 years
Data Input Code Sheets, Batch after cutoff.

Control Sheets, Statements of
Transactions, Financial Status
Reports, Report of Federal
Cash Transactions, and Request
for Advances of Reimburse-
ments.

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Nurber Instructions Instructions Schedule # Schedule #
13.NSIATYS OF OBLIGATIONS FIIES. Arrange chronologi-
Oomputer printouts which show cally.
total™ehligation of funds for
personal bervices, travel,
mli@, and~contracts. Also
shows \.lrli)liga B NAIOUINTS .
Record copy maintainad. at
Area,
a. Printout/paper copy used CQut off at cloee 2513a~T2
for record copy. of fiscal year.
Destroy 2 years WITHURAWN
after cutoff.
b. Magnetic tape data. Destroy after 2513b~T0
third update
rele.

NARA JOB NUMBER

16 BIAM Release 1,



FACILITIES MANAGFMENT —— 2400

Schedule #

Temporary
Records
Schedule #

item; runberarﬂlmits. ol
rent and estimated item data
nmber and units. Data in
this file is used for

plaming.
NARA JOB NUMBER

Filing Disposition
Instructions Instructions
Arrange as Qut off at close
appropriate. of fiscal year.
Destroy 3 years
after cutoff.

2401-13

16 BIAM Release 1,



FACILITTES MANAGEMENT — 2400

Description of Records Filing Disposition
& NARA Jaob Number Instructions Instructions

Records
Schedule §#

Temporary
Schedule #

a. Printout/paper ocopy used Arrange
as reocord copy.

b. Magnetic tape data. Arrange as
NARA JOB NUMBER

2402a-1T90

2402b-TO

16 BIAM Release 1,



FACTLITIES MANAGFMENT — 2400

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
3.
ies used Arrange by location. Destroy when 2403a-T0
as record copy. superseded.
b. Magnetic tape data. 2403b-T0

4. MICRODEX FIIES. Oonsist of
BIA engineering drawings on
microfilm.

a. Paper copies used as

record copy. appropriate superseded.

b. Microfilm data. Arrange as Dalstnoy data
appropriate. after third

NARA JOB NUMBER update cycle.

2404a-190

2404b~TO0

16 BIAM Release 1,



FACILITIES MANAGEMENT — 2400

Permanent Tenporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

general leti;er: ocode. The file
also shows information de—

scribing the building, central
heating, mmber of bedrooms
and classrooms, date roof
installed, date painted, and
building mumber assigned.

a. Printout/paper copies used Arrange by location. =
as record oopy. superseded.

b. Magnetic tape data. Arrange as
appropriate. third update
NARA JOB NUMBER cycle.

16 BIAM Release 1,



FACILITTES MANAGEMENT — 2400

Permanent Temporary
Description of Records Filing Disposition Records Records

. & NARA Jab Number Instructions Instructions Schedule # Schedule #
BULLDINGS AND UTTILITIES PLANS, Arrange by project Qut off when 2406-P3
[RAWINGS AND SPECIFICATIONS. number . building is
Original drawings of construc- destroyed or
tion plans for buildings and transferred from
utilities; also tracings and BIA .
prints of plats; improvements Hold 3 years or
to buildings, water, sewage until volume

and electrical power distri-
bution systems. Record copy
retained by office of origin.

NARA JOB NUMBER N1-75-89-1

warrants; retire

to FRC. Offer

to NARA 20 years

after retire— Laf‘dpp
et

16 BIAM Release 1,



FACILITIES MANAGEMENT — 2400

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
G 2 Arrange by project Qut off at close 2407-T3
LUATY number of fiscal year.
' Hold 3 years or
other pertinent in until volume
buildings and utilitie.s. warramts; retire
data sheets and photographs to FRC. Destroy
for each building and utility 30 years after

are filed in loose-leaf bin- artoff.
ders. Data includes such
items as type of building,
agency, dimensions, cost, con-
struction plan mmber, current
evaluation, type of construc-
tion, amd utilities. Record
copy retained by office of
origin.

NARA JOB NUMBER

Arrange chronologi- Quk off at close
REPORTS. Periodic reports on
B and U activities in narra-
tive amd statistical form.
Record copy retained by ¢
office of origin.

NARA JOB NUMBER

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Destroy when 2514a-T0
as record copy. superseded.
Within . W

NARA JOB NUMBER

2514b-T6.3

16 BIAM Release 1,



FINANCE —— 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
15.\MONTHLY JOURNAL OF TRANSACTION Arrange chronologi-
FILES. Computer printouts cally.
with a~ljne item entry for
each transastion by appropri- '
ation and activity. Shows
document reference Tamber,
area, agency, location,™~€jisca
year, appropriation, activity
cost code, work order number, Qut off at close
object class, description, of fiscal year.
transaction code and amount, Hold 3 years or
general ledger accounts deb- until volume
ited or credited, and date. warrants; retire
GAO site audit records. to FRC. Freeze
a. Printout used as record 6 ysars 3 months 2515a~T3F
copy maintained by Central after re e
Office Division of once freeze s
Accounting Management. lifted.
b. Magnetic tape data. Destroy tape 2515b~TO0
data after third
update cycle.
c. Other copies. Destroy when no 2515¢-T0
longer needed

NARA JOB NUMBER N1-75-89-1

for reference.

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
16.~STATEMENT OF TRANSACTIOQ Arrange numerically. Qut off at close 2516-T3F

SP~224 ES. Support doc- of fiscal year.
uments eonsisting of SF-224, Hold 3 years or
prepared for.collections, dis- until volume
bursements, and“transfer of warrants; retire
funds between appropxjations to FRC. [reeze
or receipt accounts. GAS gite records; destroy
audit record. Maintained b 6 years 3 months
Central Office Division of after retirement
Accounting Management. once freeze is

lifted.
NARA JOB NUMBER N1-75-89-1
17. NONEXPENDITURE TRANSFER Arrange mmerically: cut off at close 2517-T3F

AUTHORT SF-1151 of fiscal year.
FILES. Oonsist of SF-1151, Hol&~3_years or
which is a notification for until volume
Treasury to transfer funds warrants; retige
fran one appropriation to to FRC. Freeze
another. GAO site audit records; destroy
records. Record copy 5 years after
maintained by Central Office retirement once
Division of Accounting l freeze is
Marjagement . ! lifted.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schednle #
18. SNAQXD PAYABLE AND Arrange chronologi-
JNDELIVERED ORDERS FILES. cally.
Monthiy~computer printouts
which show™dqcume: runber,
area, location,~gppropriation,
activity, cost codejywork
order mmber, abject class
description (mumber of
schedule), other identifi- Cut off at close
cation, undelivered order of fiscal year.
amount, accounts payable Hold 3 years or
amount, amount disbursed, until vol
transaction code, and amount warrants;
and date of last transaction. retire to FRC.
peze 2OOTXAS ;
a. Printout/paper copies used destroy 5 years 2518a-T3F
as record copy; maintained after~sxetirement
by Central Office Division once freeze is
of Accounting Management. lifted.
b. Magnetic tape data. Destroy tape 2518b-TO
data after third
update cycle
c. Other copies. Destroy when no 2518c-T0
longer needed

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE —— 2500

Permanent Tenmporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
19.~JUBLIC VOUCHFR FILES. Oon- Arrange numerically Cut off at close 2519-T3F
sistg of SF-1034, Public Vou- by voucher number. of fiscal year.
cher fOox gervices and pur- Hold 3 years or
chases othé an Personal, until volume
used to docume dishurseme: warrants; retire
of cash in lieu of an_invoice. to FRC. Freeze
GAO site audit records.~Re records; destroy
ord copy maintained by Central 6 years 3 months
Office Division of Accounting after retirement
Management. once freeze is
lifted.
NARA JOB NUMBER N1-75-89-1
20. JOURNAL VWOUCHER FIIES. Con- Arrange numerically: Qut off at close 2520-T3F
sists of GAO Stock Form 1017, of fiscal year. ,
Journal Voucher, for crediting Holg ears or WITHaRAWR
interest to Individual Indian until volupge
office of origin. to FRC. Freeze
records; destroy
NARA JOB NUMBER N1-75-89-1 5 years after
retirement once
freeze is
lifted.

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
: Arrange by voucher Qut off at close 2521-T3F
PAY] mumber. of fiscal year.
2 Hold 3 years or
1166) and show until volume
department, =~ warrants; retire
agency station m to FRC. Freeze
priation summary, records; destroy

voice mumber, amount, and
Disbursing Office check
mmber. Official file copies
are annotated by Treasury
with the Disbursing Office
check mumber. GAO site audit
records. Record copy main-
tained by Certifying Officer.

NARA JOB NUMBER N1-75-89-1

6 years 3 months
after retirement
once freeze is

lifted.

16 BIAM Release 1,



FINANCE -- 2500

Description of Records
& NARA Job Number

Filing
Instructions

Disposition
Instructions

Schedule #

Temporary
Records

Schedule #

22.

LAS DOCUMENTS BY APPROPR

IO FIIES. Mom:hly cmputer
printout, showing in chrono-
logical order, the schedule
mumber and amugt of each
payment made under~ead
appropriation. Total
transferred to SF-224,

ment of Transactions, which
shows appropriated fund re-
ceipts and revolving fund re-
payments, and net disburse-
ments. Files also include
Treasury Form 6652, State—
ment of Differences. GAO
site audit records.

a. Printout used as record
copy; maintained by Cen-
tral Office Division of
Accounting Management.

b. Magnetic tape data.

c. Other copies.

NARA JOB NUMBER N1-75-89-1

Arrange chronologi-
cally.

Qut off at close
of fiscal year.
Hold 3 years or
until volume
warrants; retire
EQ FRC. Freeze

EOOXQS ;7 destrﬂy
6 years™3 months
after retireme
once freeze is
lifted.

Destroy tape
data after third

update cycle.

Destroy when no
longer needed.

2522a-T3F

2522b-TO0

522¢c-T0

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- Qut off at close 2523-T3

cally. of fiscal year.
forms showing sum- Hold 3 years or
mary of Iden- until volume
tifies Julian warrants; retire
agency code, check to FRC. Destroy

6 years, 3 mos.
checks, account mubers, after retire-
ment.

ocopy maintained by Central
Office Division of Accounting
Management.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE — 2500

24.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Cut off at close 2524~T3F

SCHEDULE OF CANCELIED CHECKS
098 ES. Consists of
SF-1098,- listing checks for
cancellation. by Treasury.
Identifies department, bureau,
location, DisbursimyQffice
symbol, mumber, and location.
For each check, shows date 0O
issue, check number, payee,
applicable voucher mumber,
amount, and symbol of appro-
priation or fund to be cred-
ited. GADO site audit records.
Record copy maintained by Cen-
tral Office Division of
Accounting Management.

NARA JOB NUMBER N1-75-89-1

of fiscal year.
Hold 3 years or
until volume
warrants; retire
to FRC. Freeze

16 BIAM Release 1,



FINANCE —- 2500

26.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
25. APPORTTONMENT AND REAPPORTTON- Arrange chronologi- Cut off at close 2525-T3F
MENT. SCHEIX FIIES. Oonsist cally. of fiscal year.
of SF~-I32 and DI Form 521, Hold 3 years or
documents which show budgetary until volume
resources and ended use. warrants; retire
Maintained by Ce 3} Office. to FRC. Freeze
records; destroy
NARA JOB NUMBER N1-75-89-1 5 years after
retirement once
freeze is
lifted.
APPROPRIATION FILES. Arrange chronoldgj Cut off at close 2526-T3F
Oonsist of Treasury Fiscal cally. of fiscal year.

Service (TFS) Form 6200,
showing total amount of
warrant by appropriation.
Includes public law number and
date approved. Record copy
maintained by Central Office
Division of Program, Develop-
ment and Implementation.

NARA JOB NUMBER N1-75-89-1

Qld 3 years or
untityolume
warrantsi~Je
to FRC. Bb2e
records; destroy
5 years after
retirement once
freeze is
lifted.

16 BIAM Release 1,
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FINANCE —— 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- cut off at close 2527-T3F
cally. of fiscal year.
Hold 3 years or
, until volume WITLL.2 W
appropriation s warrants; retire
title, activity, eleme; to FRC. Freeze
camponent/work order records; de-
amount of increase or stroy 10 years

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE — 2500

Description of Records
& NARA Jab Number

Permanent
Disposition Records
Instructions Schedule #

Temporary
Records

Schedule #

gated, and m\obllgated
balance. Used to show status
of funds for area.

a. Central Office copy.

cut off at close
of fiscal year.

2528a-T3F

c. Magnetic tape data.
NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE — 2500

29.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
RGENCY ALIOTMENT STATUS REFPOR] Arrange chronologi- Cut off at close
FIIES,  Camputer printout cally. of fiscal year.
showing™~the abligated/
unobl igated ampunts brought
forward, curre ear net
accrued expenditure, ~ang
undelivered orders.
a. Area copy. Hold 3 years or 2529a-T3F
until volume
warrants; retire
to FRC. [Freeze
records; destroy
5 years after
Stirement once
freeze™i
lifted.
2529b-T2
b. Other office copies. Destroy 2 years
after cutoff.
c. Magnetic tape data. Destroy tape 2529¢c-T0
. data after third
NARA JOB NUMBER N1-75-89-1' update cycle.

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- Qut off at close
cally. of fiscal year.
financial and actual
aobligations including e
acocount, descriptions and
unobligated balance.
a. Record copy maintainted by 2530a-T3F

Central Office Division of
Accounting Management.

c. :Magnetic tape data.
NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE -~ 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
ES. Arrange chronologi- Qut off at close
of fiscal year.
2531a-T3F

Central Office Division of
Accounting Management.

2531b~T7

c. Magnetic tape data.
NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



FINANCE — 2500

Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- Qit off at close 2532-T3F

cally.

of fiscal year.
Hold 3 years or
until volume
warrants; retire
to FRC. [Freeze
records; destroy
5 years after
retirement once
freeze is
lifted.

16 BIAM Release 1,



FINANCE — 2500

. Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- Qut off at close
cally. of fiscal year.
2533a~-P3F
b. Area and agency ocopies. 2533b-TO

NARA JOB NUMBER

34. PBUDGET WORKING FILES. Work Arrange as Qus off at close 25341
papers, cost statements amd appropriate. of fiscal year.
other data accumilated in Destroy 1 year
preparation of projected after cutoff.

fiscal programs, anmual budget
estimates and budget review

purposes.
NARA JOB NUMEBER

16 BIAM Release 1,



FINANCE — 2500

Description of Records Filing
& NARA Job Nunber Instructions

Disposition
Instructions

Schedule #

Temporary
Schedule #

35.
EVALUATION MASTER FILES. Data
contained in these magnetic
tape files are accumlated on
a fiscal year basis and used
for long-range plamming and
budgeting. Information
includes entry type, origina-
tor, organization, transaction
data, budget activity and
suffix cost feature; reser-
vation; program element and
description, history mmber
and estimates for future
fiscal years.

a. Printout/paper copies used Arrange as
as record oopy. appropriate.

art off at close
of fiscal year.

after cutoff.

2535a-T2

b.—Magnetic-tape-data.

W

Destroy-tape-
data after third
update cycle.

16 BIAM Release 1,



FINANCE — 2500

Filing
Instructions

Temporary
Records

Schedule #

a. Record copy maintained by
Central Office Division of
Accourtting Management.

b. cCashier’s copy.

NARA JOB NUMBER N1-75-89-1

Arrange chronologi-

Permanent
Disposition Records
Instructions Schedule #
Qut off after
exception is

cleared by Gen-

Office.

2536a-T3F

16 BIAM Release 1,

LH
My,



FINANCE — 2500

1

NARA JOB NUMBER N1-75-89-1

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
37. "SONSTRUCTION PROGRESS STATUS
REFORP-FIIFES. Monthly com-
puter printeuts by project
showing cost codes description
(labor, supplies, coritxact):
estimated and actual manhours;
amount of the approved pro- Cut off at close
gram; obligations total to of fiscal year
date; current year program; in which action
current year to date; total is campleted.
cost to date. Bottom line Hold 3 years or
shows unobligated balance of frti]l volume
allotments and authorized arrantssyetire
collections. These files are to FRC. Sera:
used to document allotments of records; destroy -
funds to projects. 10 years after cufo
retirement once
a. Printout/paper copies used Arrange chronologi- freeze is 2537a~T3F
as record copies. cally. lifted.
———p—Magnetic-tape-datar Ds B
third update
cycle.

16 BIAM Release 1,



FINANCE -- 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
38. OF .
These files consist of SF-219,
Certificate of Deposit, main-
tained in depos1t rumber
sequence. Shows date, deposit
number, accounting st:ation,
symbol, bank name and loca- Qut off at close
tion, sum, accounting symbols, of fiscal year.
amounts, and department or Hold 3 years or
agency name and address. The until volume
forms are annotated with batch warrants; retire
number; date and are used to to FRC. Biz_e
show deposits of funds in reocords;
banks. 5 years after wh,GFl
Xetirement once
a. Printout/paper copies used Arrange numerically. freeze is 2538a-T3F
as record oopies. lifted.
b. Magnetic tape data. Destroy tape 2538b-T0
data after third
update cycle.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,


http:acc:n.mti.rg
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FINANCE —— 2500

Description of Records
& NARA Job Number

Filing

Disposition
Instructions

Schedule #

Temporary
Schedule #

39.

PATD VOUCHER [IES. These
files contain copies of pur-
chase oxders; original in-
voices; freight bills, as
applicable; copy.of SF-1166,
Voucher and Schedule-Qf Pay-
ments. In addition for~ayto
mated system, also includes™s
copy of the printout showing
voaucher mmber, vendor infor-
mation and amount, code sheet
amd data control sheet. These
files are used to document
purchase of miscellaneous
items and the related payment.

a. Record copy maintained by
Central Office Division of
Accounting Management.

b. Magnetic tape data.

NARA JOB NUMBER N1-75-89-1

Arrange mumerically.

Qut off closed
files at end of
fiscal year.
Hold 3 years or
until volume
warrants; retire
to FRC. Freeze
aoorg ;m
6 Ye2 3 months
after retireme
once freeze™4
lifted.

=i =i

Destroy tape
after third

update cycle.

2539a-T3F

2539b~T0

16 BIAM Release 1,


http:showi.rg

FINANCE --— 2500

Permanent Tenporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
40. AINVICE OF COLIECTIONS FILES. Arrange chronologi- cut off at close 2540-T3F
These consist of Form 5~770 cally. of fiscal year.
showing the unit name, refer— Hold 3 years or
ence to the certificate de- until volume
posit mumber and date, symbol; warrants; retire
appropriation mumber, descrip- to FRC. Freeze
tion, and amount. Used to records; destroy o(:F
show deposits of funds into 5 years after CAl
various appropriations. xetirement once
Record copy maintained by freeze is
office of origin. lifted.
NARA JOB NUMBER N1-75-89-1
41. F . Arrange chronologi- Qut off at close 2541-T3F

STATEMENT OF RECETPTS FILES
Oonsists of SF-108, which is cally.
an anmial report for
miscellaneous receipts to the
Division of Administration in
Washington. Shows receipt
symbol, receipt acocount title;
actual funds received. The
form also has columns for two
fiscal year estimates; how-
ever, none are made at the
Administrative Service !
Center. Included in these
files are comments and work
sheets. Record copy main-
tained by Central Office.

NARA JOB NUMBER N1-75-89-1

of fiscal year.

Hold 3 years or

until volume

warrants; retire

to FRC. Fneeze
records;

5 years after b.d‘d@'
retixgment once

freeze is

lifted.

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
42. UNAPPROPRIATED RECEIPTS TRIAL Arrange chronologi- Qut off at close 2542-T3F
BAIANCE FIIES. Oonsists of cally. of fiscal year.
camputer printouts received Hold 3 years or
from the Treasury reflecting until volume
deposits of tribal funds. warrants; retire
They are used to balance the to FRC. Freeze
General ledger cards. records; destroy
. 5 years after ¢ Juff
NARA JOB NUMBER N1-75-89-1 retirement once
freeze is
lifted.
43, Arrange chronologi- Cut off at close 2543-T3F

SPECIAL, DISBURSING AGENT
FILES. General ledger detail
list which covers Indian
Services Special Disbursing

Agent funds only. Shows debit
and credit entries amd is used

to reflect expenditures in
summary.

NARA JOB NUMBER N1-75-89-1

cally.

of fiscal year.
Hold 3 years or
until volume
warrants; retire
to FRC. Freeze
records; destroy
20 years after
retirement once
freeze is
lifted.

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
44. TRIAL BAIANCE FIIES. Monthly Arrange chronologi- CQut off at close 2544-T3F
reconciliation of Individual cally by month. of fiscal year.
Indian Money Accounts, local Hold 3 years or
form, prepared in each Area until volume
Office showing a trial balance warrants; retire
of general ledger accounts. to FRC. [Freeze
at Area/Agency records; destroy
Offices and sent to Indian 5 years after (,«.GLUFF)'
Services Special Disbursing —retivament once
Agent Office. freeze is
lifted.

NARA JOB NUMBER

16 BIAM Release 1,



FINANCE -— 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
RECONCTILIATION STATEMENT Arrange numerically. CQut off at close 2545-T3F

FIIES. Oonsists of Treasury
Form TUS 5207, Reconciliation
Statement of Funded Checking
Treasurer of the United
States. Prepared by Treasury
for Special Disbursing Agency
monthly. Shows for the Dis-
bursing Agency and for the
Treasurer of the U.S.:

Opening balance, plus deposits
credited, total, less checks
paid, closing balance, plus
deposits credited but not
claimed, plus deposits claimed
but not credited, plus
outstanding checks, ard
totals. Also includes back-up
copies of Certificates of
Deposit, statement of checking
accounts (list of checks
deposited, other supporting
documents, and adding machine
tapes.

NARA JOB NUMBER N1-75-89-1

of fiscal year.
Hold 3 years or
until volume

16 BIAM Release 1,



FINANCE -- 2500

Description of Records
& NARA Job Number

Filing
Instructions

Permanent
Disposition Records
Instructions Schedule #

Temporary
Records

Schedule #

46.

DAY DETALL OOST REPORT

FITES. Computer printout
files 3hqwing pay information

for all B aployees. Shows
area, agency, name, SSN, pay
period mmber, anbsaction

code, accounting data DAl
houxs biweekly gross, FICA™:
a;plimble, retirement, Fed-
eral Employees Goverrment Life
Insurance, health benefits,
and total cost. [(Subject to
the Privacy Act)

a. Originals of yearly and
biweekly printouts main-
tained for record copy
purposes maintained by
Central Office Division of

Accounting Management.
b. Magnetic tapes maintained
by NTSC.

NARA JOB NUMBER N1-75-89-1

Arrange chronologi-
cally.

Qut off at close
of calendar
year. Hold un-
til audited by
GAD or 3 years
after cutoff,
whichever is
earlier; retire
to National

2546a-T3F

2546b-T0

16 BIAM Release 1,



FINANCE — 2500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
47. GOVERNMENT CHARGE CARDS. Arrange Cut off at end 2547-T3
Applications for contractor- alphabetically by of fiscal year.
issued Goverrment charge cards employee name. Hold 3 years or
used in comnection with offi- until volume
cial Government travel. warrants; retire
Include application form to FRC. Destroy
processed for charge card, 10yearsafterc,w+afp
enmployee acknowledgment —retivement.-
statement and related
information. Subject to the
Privacy Act.
NARA JOB NUMBER N1-75-89-1
48. (0., Qut off at the 2548-T3

Material related to the
identification of debts owed

the goverrment by employees
and the collection of

payments,

NARA JOB NUMBER N1-75-89-1 .
|

Arrange
alphabetically by

end of the
fiscal year in
which payment
for debt is made
or cleared.

Hold 3 years or
until volume
warrants; retire
to FRC. Destroy
20 years after (‘.(d"()\cp
~setiroment.

16 BIAM Release 1,



PAYROLL — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Qut off at end 2601-T3

cally. of fiscal year
in which payment
chil yments, based ends. Hold 3
years then
checks of individua destroy on site
enployees. if no longer

needed for
reference.

16 BIAM Release 1,



PAYROLL -- 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
SIUDENT TRAINEE PAYROLL FTIFS. Arrange as
ile contains payroll appropriate.
data for-student employees.
The file is™used to process
biweekly payro or student
trainees employed paxt-time.
a. Printout/paper copies used Cut off at close 2602a-TS
as record copy. of calendar
year. Hold 5 WITHBRAW, -
years after
cutoff or after
audit by GAO,
whichever is
arlier, then
LS hﬂ.) °
b. Magnetic tape data. Dispose of afie 2602b-TO
third update
cycle. WIHLR

16 BIAM Release 1,



PAYROLIL, — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule §# Schedule §

16 BIAM Release 1,



PAYROLL, — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

16 BIAM Release 1,



PAYROLL — 2600

Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

16 BIAM Release 1,



PAYROIL — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange as
appropriate.

Shows name, , X
of financial instituti

P -
indicator that last check wa

sent.

a. Printout/paper copies used

as record copy.

b. Magnetic tape data.

NARA JOB NUMBER

16 BIAM Release 1,



PAYROLIL, — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records

& NARA Job Number Instructions Instructions Schedule # Schedule #
location codes, fiscal year,
appropriation, transaction
data, pay and leave data for
each pay period.

2607a-T3

a. Printout/paper copies used Arrange by pay end
as record copy. period. of pay period.

(o Vadal
b Magnetic tape-data—or————Mrangeas——————————Qak—off 2667

icrofiche data. appropriate. biweekly.

16 BIAM Release 1,



PAYROLL — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schecule #
leave data for all
. i) i d 3 = w
Payroll Liaiso
a. DG Arrange Chronologi- Qut off at close 2608a-TS
as record copy. cally. of calendar
vw. Muov @ (R
data after . if&w\

audit by GAO or
5 years after
cutoff, which-

b. Magnetic tape data. Arrange as

16 BIAM Release 1,



PAYROLL — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
RS LEVI Materials Arrange alphabeti- Qut off at end 2609-T3
etating to the investigation cally. of fiscal year
eport on back taxes owed when collection
A is campleted.
Hold 3 years
then destroy on
site if no
longer needed
for reference.
10. WAIVER OF CIAIMS. Materials Qut off at end 2610-T3
relating to the investigation of fiscal year
and report on indebtedness of in which deter- T

Bureau employees. mination is made

Qut off at end 2611-1T3

11. FIREFIGHTER W2’S. Form W-2 of  Arrange alphabeti-

temporary or intermittent cally. of calendar WITHBRAWN
employees hired during year. Hold 3
firefighting activities. years then

destroy on site

16 BIAM Release 1,



PAYROLL — 2600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Listing Arrange by pay Qut off at end 2612-T0
period. of pay period.
Hold 3 pay WITHBRAWN
periods then
destroy on site
if no longer
needed for
reference.
13. EMPIOYEE OONVERSION CASE Arrange alphabeti- Qut off when 2613-P3
FIIE. Materials related to enmployee is
the conversion of Bureau terminated or

retires. Hold 3  WIthiAwe
years or until

employees employed under Pub.
L. 93-638 contracts when a
program is contracted.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,
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PERSONNEL — 2700

Disposition
Instructions

Schedule #

Temporary
Schedule #

Arrange alphabeti-

to agencies by the Office of
Personel Management. Includes
case files appealed to the
courts, linked with Congres-
siomal investigations or of
demonstrated interest to
Corgressional camittees, the
Executive Office of the
President, or the public.

status of individuals. Records
may be in the form of lists,
rosters or cards.

NARA JOB NUMBER

Qut off at close
of fiscal year
in which action
is campleted.
Hold 3 years or
until volume
warrants; retire
to FRC. Offer
to NARA 20 years

2701-P3

16 BIAM Release 1,



PERSONNEL,_— 2700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
2703a-T0
2703b-1T3
FINAL SALARY CLEARANCE FILES. Arrange as Qut off at fis- 2704-T1
Notification to payroll office appropriate. cal year end

that final salary payment can
be made when employee has been
cleared of BIA property, credit
cards, keys,arﬂmtstaming!

NARA JOB NUMBER

after employee
clearance. De-
stroy 1 year
after cutoff.

16 BIAM Release 1,



PERSONNEL, — 2700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
5. “QFFICIAL PERSONNFL FOLDERS. Arrange alphabeti-
Docwuments accumulated to pro- cally.
vide ahqfficial record of
persomnel actions pertaining to
an employee’s status and
service. The Federxa Perscrnel
Marual specifies the GeQments
required in Official Persom
Folders. Official file copy is
maintained at Central and Area
Persomnel Offices.
a. Folders of employees trans- Pollow 2705a-POPM
ferred to another agency. instructions in
FPM.
b. Folders of separated Qit off file in 2705b-POPM
enployees. accordance with
5 sions in
Subject to the Privacy Act FPM. e
JOPM/GONT-1) . to National
Parsonnel
NARA JOB NUMBER Records Cemter
(civilian), 111
Winnebago
Street, St.
Louis, Missouri

63318, 30 days
after separation
except as
provided in FPM.

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
PERSONNF Destroy after 1 2706-T1
A" i i year if no
longer needed

on the left side of the 0ff1—
cial Persormel Folder in accor-

16 BIAM Release 1,



PERSONNEL, — 2700

o~

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
FEROONNEL STATISTICAL REFORTS. Arrange by report Cut off at close 2708-T2
Recrds created in the prep- type, then by of fiscal year.
aration;~goordination, and location amd in Destroy 2 years
consolidation of reqular and chronological after cutoff.
special persontiel reports sequence.
the Office of Persdmel Manage-
ment. Included are repPoxts on
Federal civilian employme
handicapped persons, and
Federal Employment Opportunity
Programs; biemnial reports on
ocapations and other campara-
ble reports.
NARA JOB NUMBER
NOTIFICATION OF PERSOMNEL, Arrange chronologi- CQut off\monthly. 2709-T2

ACTION FILES. SF-50's,
exclusive of those in Official
Persamel Folders, accumilated
to provide a record for in-
spections, statistics, ref-
erences, preparation of
reports, etc. Maintained by
Persomnel Offices.

NARA JOB NUMBER

cally.

Destroy 2 years
after cutoff

16 BIAM Release 1,



PERSONNEL,_— 2700

11.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
, LES. Vacancy Arrange mmerically. Cut off at close 2710-T2
ements, certificates of of fiscal year.
dleg, crediting plans, Destroy 2 years
position deacriptions, copies after cutoff
of registers,™effers of em provided re-
ployment, and selbeted papers quirements of
Offices. nel Manmaal are
observed.
NARA JOB NUMBER
Qut off at close 2711-1T2
BULLETINS (POB). Oonsists of of fiscal year.
all position vacancies and Destroy 2 years
amouncement mumbers. Main- after cutoff.

tained in Area and Central
Office Persormel Offices.

NARA JOB NUMBER

16 BIAM Release 1,



PERSONNEL — 2700

Disposition
Instructions

Permanent
Records
Schedule #

Records

Schedule #

amlimtims for employment, series.
qualification rating sheets,
control logs, applicant re-
ferrals, and related papers.

NARA JOB NUMBER

16. APPLICANT SUPPLY FILE - Arrange as

INACTIVE. Files established appropriate.

when an applicant is not
qualified, declines, is not
saelected for appointment, or
when application for elplay—'
ment is not updated. Included
are applications for Federal

employment and related papers.
NARA JOB NUMBER

Place in
Official
Personnel Folder

when employee
transfers or

separates.

File on right
side of Official
Personnel Folder
if individual is
employed. Dis-
pose of accord-
ing to OPM

2714-FOPM

2715~TOM

16 BIAM Release 1,



PERSONNEL, _— 2700

18. JINCENTIVE AWARDS REFORT FILES.
Awards program reports, inclu-

ding copies of feeder reports
to Office of Persomnel

Management.
NARA JOB NUMBER

alphabeti-

19. PERFORMANCE RATINGS. Oorven- Arrange alphabeti-
ience ocopies which are not cally by employee
filed in Official Persomnel name.
Folders.

NARA JOB NUMBER

years after cut-
off.

Qut off at close
of fiscal year.

Destroy 2 years
after cutoff.

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange alphabeti Qrt off end of 2717-T2
cally. fiscal year in
wvhich decision
of award is
made. Destroy 2

2718-T2

16 BIAM Release 1,



— 2700

Disposition Records Records
Instructions Schedule # Schedule #

Qut off at close 2720-T1
of fiscal year

in which final

decision is

made. Destroy 1

year after

cutoff.

21. POSITION DESCRIPTION FILES.
Documents which describe
duties, responsibilities, and series
supervisory responsibilities
of each position within the
organization. These include
copies of position descrip-
tions of General Schedule and
Wage Board positions, amend-
ments, and certifications.
Maintained by Persomnel
Office.

mmerically aQrt off file at 2721-TS
close of fiscal

year. Destroy 5

years after cut

off. Descrip-

NARA JOB NUMBER

16 BIAM Release 1,



PERSONNEL, — 2700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by position Qut off at close 2722-T5
mumber. of fiscal year.
g systematic examin- Destroy 5 years
€ after cutoff.
of all posi Surveys of con-
area. timuing value
reports, may be retained
classification surveys as nonrecord
position review certifi- material.

cations, recommendations, and
related papers.

16 BIAM Release 1,



PERSONNEL, — 2700

Temporary
Schedule #

24.

qanizatials. aurrent

staffing patterns; amd
classifier’s comments.

NARA JOB NUMBER

CIASSIFICATION APPFAL FILES.
Docauments accammlated when an

employee appeals his job
classification which include
the letter of appeal, copy of
jab description, classifier’s
notes and evaluation and
letter advising employee of
the final decision.

NARA JOB NUMBER

Permanent
Filing Disposition Records
Instructions Instructions Schedule #
Arrange as Qut off at close
appropriate. of fiscal year
in which action
is campleted.
Destroy 3 years
after cutoff.

Arrange as Qut offe
appropriate. of fiscal

272313

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
2725a-T2
272510

2725c~-POPM
related papers.

d. Placement files. Docu- Arrange as
ments which result from appropriate.
attempts to secure new
positions for displaced
enployees. ‘

NARA JOB NUMBER

16 BIAM Release 1,



PERSONNEL, — 2700

Permanent Tenporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Qut off at close 2726-T7
cally by employee of fiscal year
- i name. in which final
ployee \evanoes decision is
brg : made. Destroy 7
and disciplinary measures years after cut-
These materials inchude off.

hearings, designation of
comittee members, comnittee

reports, arﬂrelatedpapers.
NARA JOB NUMBER

27. PEMPLOYEE FINANCIAL STATEMENT
FILES. Files for outside em-
ployment, financial interests
and related papers.

NARA JOB NUMBER

16 BIAM Release 1,



— 2700

Flling Disposition
Instructions Instructions

Schedule #

Schedule #

of mvestiqatias of discrimi-
nation complaints by employees
of, and applicants for employ-
ment with BIA, because of
race, religion, etc. Included
are copies of complaints, in-
vestigation reports, hearing
transcripts or summaries,
statements of witnesses, amd
related papers.

NARA JOB NUMBER

Arrange alphabeti- Qrt off at close
cally by employee of fiscal year
name. in which employ-
ee is transfer-
red or separa-
ted. Destroy 6
months after
cutoff.

aut off at close
of fiscal year
in which final
decision is
made. Destroy 4
after cut-

2728-T0

2729-T4

16 BIAM Release 1,



PERSONNEL, — 2700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
a. Upon separation, 2730a-FOPM
' i- file in Official
fication Placement Rec- Personnel
ords, disability retire- Folder.
ment examination, and fit-
ness for duty examination.
b. All other papers. 2730b-TS

NARA JOB NUMBER

31. INDIVIDUAL EMPIOYEE TRAINING
FILES. Case files containing

applications for training, alphabetically by

authorizations, schedules, re- enmployee name. tesminates.
ports of progress, attendance Destroy 3 years
and related documents. after cutoff.

NARA JOB NUMBER

2731-13

16 BIAM Release 1,
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tained by Central Office amd
Area Offices.

NARA JOB NUMBER

34. IUITION ASSISTANCE FILES.
Documents include employee
requests for and approvals or
disapprovals for tuition
assistance, college tran-
scripts, grade reports, amd
related papers.

NARA JOB NUMBER

Arrange alphabeti-
cally by employee
name.

Permanent Tenmporary
Disposition Records Records
Instructions Schedule # Schedule #

2732-T0

individual
record upon
separation of
employee.

2733-1T5

16 BIAM Release 1,



PERSONNEL, — 2700

bureau, and OPM formal train-
ing programs such as Mana-
gerial Development, Executive
Development, etc. Includes
papers regarding ammounce-
ments, applications, selection
and attendance.

NARA JOB NUMBER

Permanent Temporary
Disposition Records Records
Instructions Schedule # Schedule #
Qit off when 2735-190
employee
transfers or
terminates.
Destroy 6 months
after cutoff.
Qut of at the 2736-TS
close of fiscal
year. Destroy

16 BIAM Release 1,



PERSONNEL, — 2700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
37 HEALTH INSURANCE FILES. Arranged alpha- cut off at close 2737-13
Oonsist of Health Benefits betically. of fiscal year
Registration and Notices of in which
Change in Enrollment Status employee is
Form, (signed originals); and separated.
Transmittal and summary Report Destroy 3 years
to Carrier, showing mmber of after cutoff.

enployees covered, added,
dropped, etc.

NARA JOB NUMBER

16 BIAM Release 1,



PERSONNEL, — 2700

Permanent Tenporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
38 PAD MASTER FILE. Oontains a Arrange as
boord of bond deductions appropriate.
. 0 ad by each employee
and is updated with deductions
from the paytwell process.
Shows SSN, bond twapber, Area
Office code, name, biwegekly
deduction, face value o
bond, note face value,
acammlation of amount
deducted, refund code, effec-
tive issue date, SSN to be
issued, name to whom sent,
address, co-owner, and name of
co—-owner.
a. Printout/paper copies ooz 2738a-T
b. Magnetic tape data. Qut off monthiy. 2738b-TO
Destroy tape
NARA JOB NUMBER data after audit 1,DRAWE
by GSA or 3
years after
autoff,
whichever is
earlier.

16 BIAM Release 1,



PERSONNEL, — 2700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
39. PERSONNEL ACTION FILE. Files Arrange as

consist of data inputs taken appropriate.

from each persamel action

effective within the month.

Used for monthly and anmual

personnel reports and for

research purposes.

a. Printout/paper copies. Destroy when 273%a-T1
superseded. -

b. Magnetic tape data. Qit off monthly. 273%-T0
Destroy tape

NARA JOB NUMBER data after audit
by GAO or 3
years after
cutoff, which

ever is earlier.

16 BIAM Release 1,


http:1Ittrl.d1

PROPERTY MANAGFMENT AND PROCUREMENT — 2800

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #

Arrange by vehicle Qut off at close 2801-T4
mmber of fiscal year

in which vehicle

leaves agency.

Destroy 4 years
after cutoff.

2. GOVERNMENT TRANSFORTATION Arrange chronologi- Destroy 1 year 2802-T1
ly. after all

entries on the

records are

cleared.

REQUEST (GIR) FILES.

such as SF-1120, which document
the issue or receipt of
accountable papers involved in

travel amd transportation
function.

NARA JOB NUMBER

3. GOVERNMENT BILIS OF IADING Arrange mmerically
{GBL) FIIES. Registers used to by register mumber.
account for bills of lading.

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGEMENT AND PROCUREMENT — 2800

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange mmerically Qut off files at 2804-T3
by shipment number. close of fiscal
year. Destroy 3
years after cut-
off.
mmerically. Qrt off at close 2805-T2

of fiscal year.

as property receipt records. Destroy 2 years

NARA JOB NUMBER

6. EXCESS PERSONAL PROPERTY Arrange mumerically.

personal property and transfer
of excess personal property.

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGFMENT AND PROCUREMENT — 2800

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
7. Arrange by location Destroy when 2807-T0
and property superseded,
accumlated in controlling and identification obsolete, or no
accounting for nonexpendable number. longer needed
personal property in the BIA. for reference.
Papers reflect the acquisi-
tion, assigmment, transfer amd
disposition of property.
Includes copies of BIA-4310,
Property Accountability
Transaction, and BIA-4312,
Property Invoice.
NARA JOB NUMBER _
Destroy-1-year 28608-T%
after property
is returned.

als.
concerning individuals which
have arisen as a result of
that imdividual’s misuse of or
damage to the loaned proper-
ty. Subject to the Privacy
Act (BIA-1).

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGFMENT AND PROCUREMENT — 2800

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Destroy when new 2809-T0
card is issued,
provided item
has been
returned.

10. 2810-T2

PROPERTY INVENTORY LISTINGS.
Oonsist of physical inventory
documents pertaining to BIA
personal property.

NARA JOB NUMBER

11. JINVENTORY OONTROL FILES.
Inventory cards used for stock
ocontrol. Maintained at same
locations in addition to or in

lieu of computerized inventory.
NARA JOB NUMBER

2811-T2

after axt off.

16 BIAM Release 1,
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PROPERTY MANAGFMENT AND PROCURFMENT — 2800
(PROCUREMENT —— 2850)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
12. BOARD OF SURVEY AND LOSS OR Arrange as CQut off at close
THEFT FIIES. Reports and other appropriate. of fiscal year.
documents relating to the
damage, loss, or theft of Hold 3 years or
property. until volume
warrants; retire
to FRC. Destroy
a. Reports involving pecuniary 10 years after 2812a-T3
liability. cutoff.
b All other reports.- 2812b=-T3
after cutoff.

. Hand-
carried authorizations for
removal of property or
materials when offices are
being relocated.

16 BIAM Release 1,



PROPERTY MANAGFMENT AND PROCUREMENT — 2800

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange as CQut off at close
of fiscal year.
Destroy 5 years 2812a-TS
after cutoff.
Destroy 3 years 2812b-T3

after cutoff.

13. PROPERITY PASS FILES. Hand-
carried authorizations for cally by name of
removal of property or individual.
materials when offices are
being relocated.

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGEMENT AND PROCUREMENT — 2800

Description of Records
& NARA Job Number

Schedule #

Temporary
Records
Schedule #

14.

— b, Magnetic tape data

PERSCNAL, PROPERTY MASTER FIIE.
This magnetic tape master file
contains data reflecting all
acocountable property items
throughout the BIA. The file
reflects action code, document
reference mmber; area, agency,
unit, and nomenclature codes;
BIA identification mmber; book
or purchase value; make or
other identification; serial
rmumber; and nomenclature
description. Data is used to
prepare reports. Record copy
maintained at Central Office.

a. Printout/paper copies used
as record ocopy.

2814a-TO

NARA JOB NUMBER

Filing Disposition
Instructions Instructions

Arrange as

appropriate.
Destroy when no
longer needed
for reference.
bDispose—of-after
thnird update
cycle.

16 BIAM Release 1,



AND — 2800

Permanent Temporary
Description of Records Filing Disposition Records - Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
15. REAL PROPERTY MASTER FILE.
This magnetic tape file con-
tains data pertinent to real
property items under the
jurisdiction of the BIA. The
file reflects area/agency
codes, activity, unit desig-
nation, holding agency desiqg-
nation, usage code, year
acquired, assigned building
mober, property code, GSA
location code, cost, ownership
oodes, size of property, and
card code.
a. Printout/paper copies used Arrange by location. art off at ed 2815a-T1
as record copy. of fiscal year,
hold 1 year then
destroy if no
longer needed .
fer reference.
bh. Magnetic tape data Arrange-as— - Dispose-of after 2815b=70
appropriate. third update
cycle.

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGFMENT AND PROCUREMENT —— 2800

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
16. FEDSTRIP SUPPLEMENTARY ADDRESS Arrange as
FILE. Oontains basic address appropriate.
ocodes for each location in
BIA. Shows supplementary
address, mailing address, area,
agency code, GSA location code,
and date established.
a. Printout/paper copies used Qut off at close 2816a-T1
as record copy. of fiscal year,
hold 1 year or
until no longer
needed for
reference, then
destroy.
b, Magnetic-tape-datas Dispese-of-after 2816b=-T0_
third update
cycle.
NARA JO|
17. SPACE ALIOCATION AND UTILI- Arrange by building Qut off at close 2817-T2

of fiscal year
in which assign-
ment is termina-

allocation, use, and release of
building space. Included are
requests for space, record of
assigmments, reports, surveys,

space layouts, and floor plans
and related papers.

NARA JOB NUMBER

16 BIA wease 1,



PROPERTY MANAGEMENT AND PROCUREMENT — 2800

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
______ . . Docu- Arranged by report Qut off at close 2818-T2
type, thereunder of fiscal year.
e requirements and chronologically and Destroy 2 years
by location. after cutoff.
19. CQut off at close 2819-T1
of fiscal year
adjust rental rates for feder- in wvhich quar-

ally-owned facilities oocupied
by BIA employees. Information
includes description, location,
and evaluation of quarters.

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGFMENT AND PROCUREMENT —— 2800

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
20.~QUARTFRS ASSIGNMENT FILES. Arrange as
sgmation includes approved appropriate.
schedule of deductions, assign-
ments to quarters, vouchers,
requisitions Yer property, and
current receipted entories
of quarters.
a. Area Office files. Qut off at close 2820a-T2
of fiscal year
in which new
deductions are
placed in ef-
fect. Destroy
after 2 years.
b. Agency files. Cut off at close 2820b-TO
of. fiscal year
in which tenant
vacates g
te_rs Des 9N

after 6 months.

NARA JOB NUMBER

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

22. KEY OONTROL FIIES. Documents Arrange as Destroy vwhen 2822-T0
relating to accountability of appropriate. superseded by
keys issued. updated listing.

NARA JOB NUMBER

16 BIAM Release 1,
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PROPERTY MANAGFMFNT AND PROCUREMENT — 2800

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
23. HISTORY RECYCIE INFUT TAPE. Arrange as
These monthly magnetic tape appropriate.
files contain both
property and finance trans-
actions. Shows batch and
header, identification, end-of-
file identification, Julian
date, station code and message
mmber, batch record count,
batch money control total,
document reference mumber,
location code, BIA appropria-
tion and activity code.
a. Printout/paper copies used Qut off when 2823a-T0
as record copies. superseded, hold
for 2 months
after cutoff
then destroy.
h. Magnetic tape data Qut off monthly 2823h~T0
Destroy tape
data 1 month
after cutoff.

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGFMENT AND PROCUREMENT —— 2800

Permanent Temporary
Description of Records Filing Disposition Records Reccds
& NARA Jab Number Instructions Instructions Schedule # Schedule #
e

25.

of Post Office forms
receipts for registered and
certified mail, insured mail,
amd special delivery receipts
and forms, reports of loss,
etc.

NARA JOB NUMBER

Arrange chronologi-

CQut off at close
of fiscal year.
Destroy 1 year
after cutoff.

2824-T1

MALL SAMPLING REFORT FILES.
Periodic statistical reports
on the amount of postage used

and weight/size of outgoing
mail.

NARA JOB NUMBER _

Arrange chronologi-
cally.

Cut off at close
of fiscal year.

Destroy 3 years
after artoff.

2825-T3

16 BIAM Release 1,



AND — 2800
( PROCUREMENT — 2850)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Destroy when 2851-T0
superseded or no
longer needed
for reference.
Docu~ Qut off at close 2852-T6

PROQUREMENT REGISTERS.

ments maintained primarily for
reporting purposes which con-
tain a listing of mmbers
assigned to purchase orders
and contracts. Information
also includes names of vendors
and requisition mmbers as
assigned in originating
offices. Maintained by Area.

of fiscal year.
Destroy 6 years
after cutoff.

NARA JOB NUMBER

16 BIAM Release 1,



PROPERTY MANAGFMENT AND PROCUREMENT — 2800
(PROCUREMENT — 2850)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
. Consist Arrange mmerically. Cut off at close 2853-T3F
of fiscal year
3 which normally in which payment WITHL2AWN
. This is made.Hold 3
is a procurement ; years or until
and include original = volume warrants;
tion, green and pink copies o retire to FRC.
purchase order, copies of Freeze records;
invoices, information related destroy 6 years

after retirement
once freeze is
lifted.

to purchase negotiation, and
information related to payment
of invoices.

NARA JOB NUMBER NA-75-89-1

16 BIAM Release 1,


http:oomal.ly
http:pm:'C.ba

PROPERTY MANAGEMENT AND PROCUREMENT — 2800
{PROCUREMENT -—— 2850)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
. Original Arrange by fiscal cut off at close 2854-T2

year then by of fiscal year.
equipment requisition mmber. Hold 2 years
then destroy if
services. RequiBiti no longer needed
this file do oS i for reference.
development of a purchaseé
order.

16 BIAM Release 1,



SAFETY — 2900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
1. AFETY AND SEQURITY INSPECTION Arrange as Qut off at close 2901-13
CASE FILES. Documents con— appropriate. of fiscal year.
cerning _the ion of Destroy 3 years
adequacy of protective and after autoff.
pu:evaﬂ:ative peasures taken
mirst fire ha ags, a‘plo.
sions and accidents,™apd to
assure the adeguacy of
measures taken to
information and services from
sabotage or unauthorized
entry.
NARA JOB NUMBER
2. SAFETY AND HEAITH INSPECTION Arrange chronologi-~ Q. off at close 2902-T3

REPORTS. Recurring reports on
sanitary conditions of
facilities.

cally, then by of fideal year.
report type and Destroy PATE
location. after cutoff.

.

16 BIAM Release 1,



SAFETY — 2900

: Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

3. EMERGENCY PIANNING CASE FILES. Arrange as Qut off when 2903-T5

Case files consist of appropriate. superseded or

emergency operating plans obsolete.

which provide for contimity Destruy 5 years @C

of agency operations and other rettre- Cuf ¢

m

by
office respansible for pre-
paration and issuance of plan.

NARA JOB NUMBER

16 BIAM Release 1,



SAFETY — 2900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
4. EMERGENCY TEST AND EXFRCISE Cut off at close
FILES. of fiscal year
in which test is
canpleted.
. a. Oonsolidated or compre- Arrange by file Destroy 5 years (: 2904a-TS
hensive reports reflecting type, thereafter after retire- ccd‘o@
agency results of tests mmerically. - - .
conducted under emergency
plans. Maintained in
Central Office.
2904b-T3

appropriate. after cutoff.

and facilities, and copi
of reports.

NARA JOB NUMBER _

16 BIAM Release 1,
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SAFETY — 2900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab NMumber Instructiohs Instructions Schedule # Schedule #
- Qut off at close 2905-T3
cally by employee of fiscal year
surname. in which oper-
vehicles, ator is separa-
tests, govern- ted, transfer-
, safe red, or upon

driving awards, vo .
misuse of vehicles, a

lated correspondence.
NARA JOB NUMBER

recision of
authorization to
operate Govermn—
ment vehicle.
Destroy 3 years
after cutoff.

If operator
transfers within

16 BIAM Release 1,



SAFETY — 2900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
File by location Qut off at close 2906-T6
then chronologi- of fiscal year
cally. in which case is
1. Data Bearing Upon closed. Destroy
Rployment of 6 years after
B cutoff.

of Motor Vehicle -'— 1

3. SF 91A, Investigation

Report of Motor Vehicle

Accident

4. Police Reports

NARA JOB NUMBER

16 BIAM Release 1,



SAFETY — 2900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
Arrange by employee CQut off at close 2907-T3
name. of fiscal year
in which injury Renat i
ated injuries to BIA claim is settled
employees. and all action WiTHon
(record copy) e is campleted. R

% ; Forward to Per-
Department of Labor. “Byrea sommel Office
copies maintained by Area for filing aon
Safety Managers and used for left side of
Official Per-
soamel Folder.
tion of claims. Includes in- ~Destroy 3 years |
vestigative reports, medical I after cutoff. '
examinations, directly related
ocorrespordence, and accident
reports such as:

1. DI 134, Accident/Incident
Report

2. CA 1, Federal Employee
Notice of Traumatic Injury
and Claim for Compensation

3. CA 2, Occupational Illness
or Disease

4. CA 16, Request for Exam—
ination and/or Treatment.

NARA JOB NUMBER

16 BIAM Release 1,
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SAFETY — 2900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Qut off at close 2908-P3

cally. of fiscal year
in which case is ...
a. s supporting the settled. Hold 3
: f SF-46, Motor years; retire to
fication FRC. Offer to
oS ; NARA 20 years
after retire-
b. BEmployee claims submit ment.

to the office of wOrlman z
Compensation (OWC);

c. Case files with supporting
doaments pertaining to
Tort Claims filed by an
individual against the
U.S. Goverrment;

d. Records concerning
individuals which have
arisen as a result of that
individuals misuse or
damage to Govermment-owned
or Govermment-leased motor
vehicles, other equipment,
facilities and salary
overpayments as a result
of misuse of leave re-
lating to OWC claims
deemed invalid.

NARA JOB NUMBER

16 BIAM Release 1,



ACKNOWLEDGMENT — 3200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
1. . Omsist Arrange alphabeti- Qut off at close 3201-P10

ACKNOWLEDGMENT FILES

of documents associated with
groups applying for Federal
recognition as an Indian
Tribe. Files contain the
letter of petition, responses
to criteria for service
eligibility (25 CFR 83.7a-q9),
findings for/against acknow-
X

cally by tribe. of fiscal year
in which case is
closed. Hold 10
years; retire to
FRC. Offer to

~mesrt

16 BIAM Release 1,



ACKNOWLFDGMENT — 3200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
2.  INDIAN JUDGMENT FUNDS CIAIMS Arrange Qut off when 3202-F7

CASE FIIES. Information cally by tribe. case is closed.
consists of tribal claims Hold 7 years or
aqainst the U.S. filed pur- until volume
suant to the Indian Claims warrants; retire
Commission Act. Documents to FRC. Offer
include the effective to NARA 20 years

Secretarial plan, legislation
authorizing distribution of
funds, socioceconamic reports
on tribes involved, tribal
resolutions/constitutions,
Area Office recommendations,
results of BIA research report
which identifies who will
share in the award and
transcript of hearing record.
Record copy maintained by
Central Office.

NARA JOB NUMBER

16 BIAM Release 1,
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EMPIOYMENT ASSISTANCE -- 3300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
1. EMPIQYMENT ASSISTANCE CASE Arranged by case CQut off at close
FIIES. Case files and related mumber; indexed of fiscal year
indexes for individuals who alphabetically by in which
are given assistance in surname. applicant is
comnection with direct determined
employment sexrvices or adult ineligible to
vocational training. They receive services
include applications for or when eligible
assistance; departure and applicant case
arrival schedules; records is completed.
docaumenting financial
assistance; training plans,
abjectives, and courses
pursued; counseling and
guidance services received
(wvhich includes commnity
living, orientation, housing,
etc.), employment referral,
placement records, and reports Hold 5 years or
on progress. Maintained by until volume
office providing assistance. warrants; retire
Subject to the Privacy Act to FRC. Freeze
(BIA-23). records; offer
to NARA 20 years
a. Eligible applicants . after 3 3301a-PS5F
receiving services. q ment,. (U
Hold 2 years 3301-02
i then destroy on
determined not needed. site.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



EMPIOYMENT ASSISTANCE —— 3300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schecule #
2. PMPIOYMENT ASSISTANCE REPORITS. Arrange chronologi- Qrt off at close 3302-P3
Original copies of special or cally by reporting of fiscal year.
periodic narrative and period and location. Hold 3 years or
statistical reports showing until volume
program plans, objectives, warrants; retire
activities, and progress. to FRC. Offer
Record copy retained by area to NARA 20 years fafa
office. after retire— Cul?
ment-
NARA JOB NUMBER N1-75-89-1
3. CLIENT REGISTER 10G. Ilogs Arrange as Qrt off at close 3303-T3
used to assign case mmbers to appropriate. of fiscal year.
clients, usually maintained by Hold 3 years or
fiscal year. until volume
warrants; retire
NARA JOB NUMBER N1-75-89-1 to FRC. Destroy Ya
20 years after Q,u.{‘d'F ~
Fetiremont.
4. ORDER REGISTER IOG. Logs Arrange as Qut off at close 3304-T3
used to assign work order appropriate. of fiscal year.

mmbers on client payments,
maintained by fiscal year.

NARA JOB NUMBER N1-75-89-1

Hold 3 years or

until volume

warrants; retire

to FRC. Destroy

20 years after Wt—‘-"(:f
retirement.

16 BIAM Release 1,



HOUSING — 3400

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
1. HME JMPROVEMENT PROGRAM (HIP) Arrange by case Qut off at close 3401-P5
APPLICANT CASE FILES. OConsist mmber, indexed of fiscal year
of: alphabetically by when case is
- tribal enrollment infor- surname. campleted. Hold
mation, 5 years or until
-~ condition of existing hous- volume warrants;
ing, retire to FRC.
- family size and composition, Offer to NARA 20
- income, years after re= cutoFF
- inability of applicant to tirement.
secure housing from other
sources, amd
- evidence that applicant has
not received HIP assistance
after July 1, 1975.
Subject to the Privacy Act ¢

of fiscal year.
location. Hold 3 years or
until volume
warrants; retire
to FRC. Offer
to NARA 20 years

program. The original of
oonsolidated reports resulting
from area and agency feeder
reports. Records copy
maintained by Central Office. ment.

NARA JOB NUMBER

16 BIAM Release 1,



LAW ENFORCEMENT -- 3500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
FILE Arrange by case Qut off at close 3501-P5
prepared by law mmber. of fiscal year
officers involving of case closing.
5 As mmiu' suicide, Hold 5 years or
and liquor viv until volume

: wvarrants; retire
statutes involved : to FRC. Offer
nature of offense, evi - to NARA 20 years

oopy

ment office having juris-
diction and responsibility for
investigation. Subject to the
Privacy Act (BIA-18).

NARA JOB NUMBER

2. IRIBAL 1AW AND ORTFR RECORDS. Arrange as CQut off at close
Records of Tribal Law and appropriate. ofs fiscal year.
Order codes, ordinances, and Hold 3 years or
resolutions requiring approval until volume
and/or review by the Bureau. warrants; retire
Record copy retained by Area. to FRC. Offer

to NARA 20 years
NARA JOB NUMBER after retire-

ment.

16 BIAM Release 1,



IAW ENFORCEMENT -— 3500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange as
appropriate.

CQut off at close 3503a-P3

sufficiently seti
nature to be classed as
felonies.

b. Other files relating to
alleged security
violations.

NARA JOB NUMBER

16 BIAM Release 1,



IAW ENFORCEMENT — 3500

Permanent Temporary
Besc 1pt10n of Records Filing Disposition Records Records
> A Job Number Instructions Instructions Schedule # Schedule #
4. . Include Arrange as Qut off at close 3504-P5
and other appropriate. of fiscal year.
repoztsbyAreaOffl Hold 5 years or
Central Office co i until volume

information as rumber of
Indian court civil and
criminal cases; mmber and
type of offenses, number
arrested, convicted, and

NARA JOB NUMBER N1-75-89-1

warrants; retire
to FRC. Offer
to NARA 20 years
after retire-
ment.

16 BIAM Release 1,



IAW ENFORCFMENT — 3500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
5. INDIAN POLICE ACADEMY STUDENT Qut off when
CASE FILES. Files contain individual
information on students leaves the
amlyng for admission into police system.
and include appli-
caticms, certificates of com-
pletion, SF-78, transcript and
other related documents.
a. Paper copies of file Arrange alphabeti- Hold 3 years or 3505a-P3
maintained as record copy. cally. until volume
warrants; retire
to FRC. Offer
to NARA 20 years ~
after retire— Cu‘HYFF
-ment.
b. Microfiche or other auto- Arrange as Destroy as 3505b-T0
mated/machine readable appropriate. information is
ooples. superseded or no
longer needed
for reference.
NARA JOB NUMBER )
6. INSTRXTOR TRAINING Arrange as Qut off at end 3506-P3
MATERIALS. Include items such appropriate. of fiscal year.

as lecture notes, outlines,
and other related materials

used by police academy instruc-

tors for training purposes.
NARA JOB NUMBER

Hold 3 years or
until volume

16 BIAM Release 1,



JAW ENFORCEMENT — 3500

Permanent Temporary
Description of Records Filing Disposition Records Reacords
& NARA Job Number Instructions Instructions Schedule # Schedule #
7. CIASS WORK FILES. Oonsists of Arrange as Qut off at emd 3507-P5
documents such as class appropriate. of course. Hold
roster, reports on disciplin- 5 years or until
ary actions, separation, volume warrants;
awards, end of class reports, retire to FRC.
class photos, daily activity Offer to NARA 20
reports, medical/injury years after Quﬁpﬁ:
reports, and other related —retirement.
documents an classes at the
Indian Police Academy.
NARA JOB NUMBER
8. AIMINISTRATIVE INVESTIGATIONS. Arrange alphabeti- Cut off at end 3508-P3
Documents such as disciplinary cally. of fiscal year
actions, investigations an vio- in which investi-
lations of academy rules/requ- gation is comple-
lations and other related docu- ted. Hold 3
ments pertaining to students years or until
of the Indian Police Academy. volume warramts;
retire to FRC.
NARA JOB NUMBER Offer to NARA 20 F
years after Qu.(‘eF
~retirement,

16 BIAM Release 1,



SOCTAL SERVICES — 3600

Disposition
Instructions

Schedule #

Schedule #

pondence regarding eligibility
for assistance and type of
assistance given. Maintained

by agency office. Subject to_
Privacy Act (BIA-8)

NARA JOB NUMBER

CQut off at close

3601-TS

rejection of amlication,
notice to applicant, certi-
ficate of Indian Blood, ad-
dress or assurance of resi-
dence an or near a reserva-
tion, case plans, court order
and narrative entries of con-
tacts with client. Record
ocopy maintained at agency.
Subject to the Privacy Act
{BIA-8).

NARA JOB NUMBER

Arrange by case

Qut off at close

16 BIAM Release 1,



SOCIAL SERVICES —— 3600

Permanent Tenmporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
3. N . Arrange alphabeti- Qut off at close  3603-P5
File includes: cally. of fiscal year
in which
- Final adoption decree; decision on
- Name and tribal affiliation adoption is
of child; made. Hold 5
= Names and address of biolo~ years or until
gical parents; volume warrants;
- Identity of any retire to FRC.

agency
having files or information
relating to such adoptive
placement; and
- Any affidavits relating to
the adoption.

Record copy maintained by
Central Office.

NARA JOB NUMBER

Offer to NARA 20
years after Cut-oFF
retixament,

16 BIAM Release 1,



SOCIAL SERVICES — 3600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
4. SOCIAL, SERVICE REFORIS. Re- Arrange chronologi- Qut off at close 3604-P3
quired periodic or special cally. of fiscal year.
reports on activities which Hold 3 years or
reflect case load trends and until volume
track expenditures. Files warrants; retire
include narrative and sta- to FRC. Offer
tistical reports. Record copy to NARA 20 years
maintained by Central Office. after vetire- Catoff
et
NARA JOB NUMBER
Qut off at close 3605-TS

5. SERVICES ONLY (NON-CASH

ASSISTANCE) FILES. Documents

include family profile,
client-contract reports,
treatment/service plans,

correspondence regarding
eligibility for assistance and

type of assistance given.
Record copy maintained at
agency.

NARA JOB NUMBER

Arrange by case
mumber.

of fiscal year.

Destroy 5 years
after cutoff.

16 BIAM Release 1,



16 BIAM Release 1,
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TRIBAI, GOVERNMENT — 3700

Permanent Tenporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- art off at close 3703-P3

cally. of fiscal year.

4. TRIBAL MEMBFRSHIP ROLIS. List Arrange alphabeti- art off at close 3704-P5
of tribal members showing cally. of fiscal year.
name, reservation, agency, Hold 5 years or
sex, degree of blood, resi- until volume
dence, allotment status, and warrants; retire
general dockets for tribal to FRC. Offer
citizenship courts. Also to NARA 20 yearsd\dcp
include birth, marriage and after retixege C
death records. Subject to the -ment.

Privacy Act (BIA-7). .
NARA JOB NUMBER

16 BIAM Release 1,



TRIBAL, GOVERNMENT — 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange alphabeti- axt off at close 3705~T3F
cally by tribe of fiscal year.
Hold 3 years or

IR IGETD g AV
TAT S Ir Sy S e r-xn-r LY AL

al!_-_»_- Amualestimtesof
come-and budgets prepared by
the tribes amd_approved by the
AmDimtor- Retord_copy
maintained in Area.

NARA JOB NUMBER

thereunder chrono-
logically.

until volume

3706=P3

until volume
warrants; retire
to FRC. Offer
to NARA 20 years
after retire-

16 BIAM Release 1,



TRIBAL GOVERNMENT -— 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by area or Qut off at close 3707-P3

agency thereumder by of fiscal year

contract muber. of contract ex-
piration. Hold
3 years or until

pondence. Re 3% volume warramts:;

maintained by Area. retire to FRC.
Offer to NARA 20

NARA JOB NUMBER years after
retirement.

8. TRADERS LICENSE FILES. Case Qit off at close  3708-P5
files on individual traders of fiscal year

including applications, bond
forms, copies of licenses, and

16 BIAM Release 1,



IRIBAL, GOVERNMENT — 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
AL NATIVE ENROLIMEN]
FHES. Oontains records of an-
Ces vital information, eli-
gibility~griteria for Alaska
natives, and covers applicants
who: reside iAlaska & claim
residence; reside™in Alaska &
claj.ll wt-Of-state AL OO0 ;
reside outside Alaska & tlaim
residence; & reside autside ™
Alaska & claim out-of-Alaska
residence. Maintained to al-
low updating of individual rec-
ords with data such as appeal
decisions, changes in resi-
dence, changes as a result of Qxt off at emd
administrative findings, & to of enrollment
produce Certificates of Indian period. Hold 5
Blood. Subject to the Privacy yxg. or until
Act BIA-7. vol .Ngarrants;
retire tq FRC.
a. Printout/paper copies of Arrange alphabeti- Offer to NARA 20 3709a-P5
Master file used as cally. yrs. after £
record copies. retiremant. (M m
() WALrawn
b. Magnetic tape data. Arrange as Dispose after 3709b-T0
appropriate. third update
cycle.
c. Recovery tape used to show Arrange as Qut off after 3709c-T4
each transaction. appropriate. each transaction
Destroy tape
NARA JOB NUMBER data 4 yrs.
after cutoff.

16 BIAM Release 1,



TRIBAL GOVERNMENT 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
cation mumber; relation
family head; type of roll;
area, agency, state, amd res-
ervation code; resident sta-
tus; parent and tribe identi-
fication mmber; sex code: art off at end
date of birth and death; of enrollment
Indian status code; blood period. Hold 5
degree; and name. Subject to years or until
the Privacy Act (BIA-7). :
a. Printout/paper copies of Arrange alphabeti- : NARA 20 3710a-P5
Master file. cally. years afts
t'umlt. WITHRRAWR

b. Magnetic tape master file Arrange as Dlspose of after 3710b-10
data. appropriate. thlid update
cycle WIIHDRAWN

c. Recovery tape used to show Arrange as Cut off after 3710c-T4
each transaction. appropriate. each trans-
action. Des-
NARA JOB NUMBER troy tape data 4
years after cut-
off.

16 BIAM Release 1,
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IRIBAL GOVERNMENT — 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
11\ JUDGMENT ROLL SYSTEM FILES.
Used to show distribution of
monleg to Indian tribes. Shows
FJudgme: dentification code;
individual name, sex, and i
tifi@tim e : m;
date postmarked:; date letter
sent; tribe enrollmerit; date
of birth and death; ancestQ Qut off at end
name and roll mmber; status of enrollment
code; tribal document mumber; period. Hold 5
dates of appeal actions; and years or until
type and date of decision. volume warrants;
retire to FRC.
a. Printout/paper copies of Arrange alphab Offer to NARA 20 3711a-P5
final payments used as cally. years after
record copies. retirement. WILHDRE ¥
b. Magnetic tape data Arrange as At off at close 3711b-T13
produced for final appropriate. of Tigcal year
payments. of final\ pay-
ment. Hold
years or unti wintonan
volume warrants;
retire to FRC.
Destroy 20 years
after retire-
ment.
c. Regional Disbursing Office Arrange as Destroy 1 year 3711c-T1
tape. appropriate. after checks are

NARA JOB NUMBER

issued.

16 BIAM Release 1,



TRIBAI, GOVERNMENT — 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
e CAPTTA MEMBFRSHTP MASTER Arrange as
FHLES. Files allow tribes to appropriate.
produce membership rolls, per
capita payments and to abtain
special statistical informa-
tion such as wting lists,
mui’g lists' age~catego i&,
family sizes, etc. Alsp con-
tains enrollment informatiq
showing tribal, individual,
and family identification
mmber; area, agency, state,
and reservation code; resident
status, allotment mmber, par-
ent and tribe identification art off at end
mumbers; sex code; date of of emrollment
birth and death; resolution period. Hold 5
data; Indian status code; years or until
blood degree; maiden name; and Yelume warrants;
family history. retire to FRC.
Offer tO-NARA 20
a. Printout/paper copies used years afte 3712a-P5
WITHORAWN

b. Magnetic tape of Master Dispose of after 3712b-TO

file. third update —

cycle. piRe

c. Regional Disbursing Office Destroy 1 year 3712c-T1

tape used to produce after checks are

checks. issuded

NARA JOB NUMBER

16 BIAM Release 1,



TRTBAL _GOVERNMENT — 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Qut off at close 3713-P10
cally. of fiscal year
in which final
Qf paymmt to mem- per capita
tribes. In- is
made. Hold 10
ments, disbursement years or until
including ledger books, “syp volume warrants;
porting vouchers, exhibits retire to FRC.
schedules, changes of address, Offer to NARA 20
returned notices/mail when years after
addressee has moved, and all retirement.
related correspondence.
Include materials related to
stop payments of checks issued
and cancelled checks, as
appropriate.
NARA JOB NUMBER N1-75-89-1
14. INDIAN COURT REOORDS. Records  Arrange alphabeti- Qut off at cldse 3714-P3

of courts of Indian offenses,
under 25 CFR 11. (Records of
tribal courts belong to the

tribe and are not covered by
this schedule.)

cally.

of fiscal year
of case clos-
ing. Hold 3
years or until
volume warrants;
retire to FRC.
Offer to NARA 20

years after
retirement.

16 BIAM Release 1,



TRIBAL,_ GOVERNMENT — 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
15. ENROLIMENT APPEAIS. Documents Arrange alphabeti- Qxt off at close 3715-P5
relating to an individual’s cally by tribe then of fiscal year
appeal of a decision regarding by last name. in which deci-
denial of enrollment and sion on appeal
related doauments. Subject to_ is made. Hold 5
~7). years or until
volume warramts;
NARA JOB NUMBER retire to FRC.
Offer to NARA 2
years after CWw ldgr
etipament.
16. BIOOD CUANTUM APPEALS. Docu- Arrange alphabeti- Qxt off at close 3716-P5,
ments relating to an individu- cally by tribe then of fiscal year
al’s appeal of a decision by last name. in which deci-
regarding blood quantum and sion on appeal
related documents. Subiject to is made. Hold 5
the Privacy Act (BIA-7). years or until
volume warrants;
NARA JOB NUMBER retire to FRC.

Offer to NARA 20
years after cat OFp
retiremart.

16 BIAM Release 1,
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TRIBAL GOVERNMENT — 3700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schecule #
17. JUDGMENT (PFR CAPITA) APPFAIS. Arrange Qut off at close  3717-P5

Documents relating to an alphabetically by of fiscal year
individual’s appeal of a tribe then by last in which
decision regarding a per name. decision an
capita distribution and appeal is made.
related documents. Subiject to Hold 5 years or
the Privacy Act (BIA-7) until volume

NARA JOB NUMBER

18. LIQUOR ORDINANCE CASE FILES.
Documents relating to liquor
ordinances passed by tribal

governing bodies.

NARA JOB NUMBER

Arrange alphabeti-
cally.

warrants; retire
to FRC. Offer

after G OCE

retiremont.

Qrt off when
superseded.

Hold 5 years or
until volume
warrants; retire
t:o FRC. Offer

after Cu'«\g'mg

~reEiramernt:

3718-P5

16 BIAM Release 1,



TRIBAL, GOVERNMENT —— 3700

Description of Records
& NARA Job Number

Filing
Instructions

Records
Schedule #

Disposition
Instructions

Temporary
Schedule #

19.

20.

. Docu-

TAXATION CASE FILES
ments relating to the taxation

of non-Indian individuals
residing on Indian lands.

NARA JOB NUMBER

ABUSE JNVESTIGATION CASE
FILES. Documents relating to
the reporting and investi-
gation of individuals accused
of sexual abuse, physical
abuse or child abuse/neglect.
Includes witness statements,
place and nature of offense,
evidence seized, photographs,
and final disposition. Record
oopy retained by the office
investiqating the charges.
Subject to the Privacy Act
{BIA-]8).

NARA JOB NUMBER

Arrange by location,
then alphabetically.

Arrange by case
mmber.

Qut off when 3719-P5
individual no
longer maintains
the same resi-
dence. Hold 5
years or until
volume warrants;
retire to FRC.
Offer to NARA 2
years after C«
retivement.

Qut off at close 3720-P5
of fiscal year

of case closing.

Hold 5 years or

until volume

warrants; retire

to FRC. Offer

to
ree Rt oFF
et

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
21. TRIBAL ENROLIMENT Arrange alphabeti- aut off at end 3721-P5
APPLICATIONS. Application cally. of calendar
form and related material for year. Hold 5
the enrollment of individuals years or until
in a Federally recognized volume warrants;
Offer to NARA 20
NARA JOB NUMBER N1-75-89-1 years after Cui~ofE
~retivament.
22. ENROLIMENT VERTFICATION FIIES. Arrange alphabeti- cut off at end 3722-T2
Material related to requests cally. of calendar
for and verification of tribal year. Hold 2
enrollment, membership, or years then
blood quantum of individuals. destroy.
Requests are generally for the
purpose of verifying eligi-
bility for a service/benefit
or similar program.
23. RIBAL CENSUS FILE. Books, Arrange as cut off at end 3723-P3
ledgers, and other material appropriate. of fiscal year
related to the historical in which census
records of individuals for is campleted.
tribal census information. Hold 3 years or
until volume
NARA JOB NUMBER N1-75-89-1 warrants; retire
to FRC. Offer
to NARA 20 years
after retire- U'&-OW

16 BIAM Release 1,



CREDIT -- 4200

Permanent Terporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
1. INDIAN BUSINESS DEVELOPMENT Arrange by project Qut off at close
{IBD) GRANT/CONTRACT CASE mumber. of fiscal year.
FILES. Records consist of
application, agreement, bud-
get, reports and related
correspandence. Subject to
a. Area case files. Hold 3 years or 4201a-P3F
unmtil volume
warrants; retire
to FRC. [Freeze
records; offer
to NARA 20 years
after retire- C W
st
b. Other copies. Destroy 2 years 4201b-T2
after cutoff.

NARA JOB NUMBER

16 BIAM Release 1,



CREDIT -- 4200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
2. INDIAN IOAN CASE FIIES. Arrange by case Cut off at end
Records which document direct number. of fiscal year
revolving loan funds and in which loan is
guaramteed or insured loans to paid, cancelled
Indian organizations, groups or otherwise
or individuals. Subject to disposed of.
the Privacy Act (BIA-13).
Approve Hold—3~years—or —42026~13—
ns which include appli- until volume
cation, loan guarenty o warrants; retire
insurance agreement (if to FRC. Destroy

applicable), financial
reports, records of pay-
payment, eligibility
certificate and related

20 years after
eCITemen

papers

b. cCase files of withdrawn, Destroy 3 years 4202b-T3
declined, or cancelled after cutoff.
applications.

%
NARA JOB NUMBER N1-75-89-1 !

16 BIAM Release 1,



CREDIT —— 4200

) Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange as Cut off at close 4203-P5
of fiscal year

ca'ttampe.rtlrmtloanmfor-

in which case is
closed Bold5

Offer to NARA 20

terlalusedtosu;planent
the record copy of reports.

years after

—xetiremant
Arrange as Cut off at close 4204-T3F
appropriate. of fiscal year

in which case is
closed. Hold 3
yearsoruntil

16 BIAM Release 1,



CREDIT —— 4200

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi-~ Qut off at close 4206-P3
FIEE cally. of fiscal year.
re gable collections and Hold 3 years or
year trans- until volume
actions; anmua cmedit report warrants; retire
including profit/Yegs to FRC. Offer
ments, reconciliation™shee to NARA 20 years
individual statements of 53 after xetire-
delinquencies; periodic narra merrt—
tive and statistical reports.
Maintained by Central Office.
NARA JOB NUMBER
4207-T3

7. CREDIT OPERATIONS AUDIT
REFORTS. Special reports
prepared by BIA auditors or by
public accountants on credit
operations. Record copy
retained by Area.

cally.

NARA JOB NUMBER

16 BIAM Release 1,



CREDIT — 4200

16 BIAM Release 1,



ENVIRONMENTAL . _J[TY SERVICES — 4300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange mmerically. art off at close 4301-T3F

of fiscal year
statement is
at campleted. Hold
3 years or until
volume warrams;

projects and activit By
affect the quality of the
hman enviromment. These
files are generally associated
with a proposal that may
significantly change the
enviroment. Record Copy
retained by office of origin.

ocopy retained by office of
origin.

NARA JOB NUMBER

16 BIAM Release 1,



ENVIRONMENTAL SERVICES — 4300

Description of Records
& NARA Job Number

Filing
Instructions

Records

Schedule #

3.

QULIURAL RESOURCES FILE.
Contains information regarding
historical and archaeological
sites including the cultural
Resources Report,
copies of consultation with
state officers, advisory
ocouncils, amd tribes; docu-

with the National Historic
Preservation Act. Record copy
retained by area.

NARA JOB NUMBER

HAZARDOUS WASTE FILES. OCon-
tains information regarding
the assessment and designation
(or not) of a location as a
hazardous waste site and
related information.

NARA JOB NUMBER

Arrange by project
number.

Arrange by location.

Permanent
Disposition Records
Instructions Schedule #
art off at end 4303-P5
of fiscal year.
Hold 5 years or
until volume
warrants; retire
to FRC. Offer
to NARA 20 years
after retire- CA‘W
et
Qut off when 4304-~P5
action on clean-
up has been

conpleted. Hold

5 years or until
volume warrants;

retire to FRC.

Offer to NARA 20

years after Q;od' JFP
retirement.

16 BIAM Release 1,



ENVIRONMENTAL QUALTTY SERVICES — 4300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

5. HAZARDOUS SUBSTANCE CASE Arrange by location, Qut off at close 4305-P3

FILES. Materials relating to then alphabetically of fiscal year

the identification and/or by type of in which project

removal of hazardous substan- substance. ends. Hold 3

ces (other than hazardous years or until

waste materials identified volume warrants;

Protection Agency assessment Offer to NARajg

procedures). File includes years after dpp

any follow-up activities or wetirement.

reports on the project amd

other related documents

NARA JOB NUMBER N1-75-89-1
6. WATER SAMPLING FILES. Arrange by project, Cut off at end 4306-T5

Materials relating to
testing and results of water
supplies. Test results are
used to determine safety
levels of chemicals/campounds
of water supplies.

then location.

of fiscal year
in which testing
is cawpleted and
reimbursement is
made. Hold S
years, then
destroy if no
longer needed
for reference.

16 BIAM Release 1,



ENVIRONMENTAL QUALITY SERVICES —— 4300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
7. SOIL TESTING FILES. Materials Arrange by project Qut off at end 43u7-TS
relating to the testing of then location. of fiscal year
soil samples, the results of . in which testing
which are used to determine is completed and
safety levels of chemicals/ reimbursement
capounds in so0il in or around made. Hold 5
Bureau facilities. years, then
destroy if no
longer needed
for reference.
8. . Arrange by project cut off at end 4308-T5

Materials relating to the
testing of concrete, gravel,
etc. used for construction/
results are used for determin-
ing adequacy of the material/
projects.

then location.

16 BIAM Release 1,



ENVIRONMENTAL QUALITY SERVICES — 4300

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
9. SAFE WATER DRINKING ACT Arrange by project CQut off at end 4309-T5
TESTING. Tests and results of then location. of fiscal year
water testing to determine in which testing
safe levels of microorganisms, is completed and
bacteria, etc., in accordance reimbursement
with the Safe Water Drinking made. Hold 5
Act. years, then
destroy if no
longer needed

for reference.

16 BIAM Release 1,



FORESTRY — 4400

1.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
it MANAGEMENT PLANS. Over- Arrange chronologi- Qut off when 4401-P3
plans for the conservation cally, then by superseded
and utilization of forests location or as new plan. Hold
under BIAjurisdiction. appropriate. 3 years or until
Revised periddically to show volume warrants;
volume of timber~growth, retire to FRC.
growth potential undm Offer to NARA 20
different forms of mansjegent, years after
and allowable anrual cut unbie; retirement.
sustained yield management.
Record copy is retained by
office of origin.
NARA JOB NUMPBER
TIMBER SALE OONTRACT FILES. Arrange by contract Qxt off at close 4402-P5
Records concerning commercial mumber. of fibcal year
cutting of Indian-owned in which™eq
timber, including activity tract is com

ocopies of contracts with
Indian and non-Indian mills.
Includes sales plans, and
other related documents.
Record copy retained by agency
office.

NARA JOB NUMBER

pleted. Retire
to FRC 5 years
after cutoff or
5 years after
litigation,
whichever is
later. Offer to
NARA 20 years
after retire-
ment.

16 BIAM Release 1,
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FORESTRY — 4400

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
Arrange by location Qrt off at close 4403-P5
then contract of fiscal year
mumber. in which con-
tract expires.
cards (Form BIA-5311) give © Hold 5 years or
abstracted history of timber until volume

seller, contract mmber,
amount of bond, information on
bids, volumes and rates of
timber cut, amounts received,

and stumpage data. Record
copy retained at Central
Office.

NARA JOB NUMBER

warrants; retire
to FRC. Offer

4. TIMBER SALES IEDGERS. Tinber
money records and Timber Scale
Record sheets maintained in
ledgers by Oontrolling Acoount
(Form BIA-5320), to summarize
all timber sale transactions.
Value and volume of timber |
art, by ownership, is shown
for each contract. Record
oopy retained by office of
origin.

NARA JOB NUMBER

Arrange chronologi-
cally, thereurder by
location.

Qut off at close 4404-T5

of fiscal year v
imrwhich con-

tract is com-

pleted. Hold 5

years or until

volume warrants;

retire to FRC.

Destroy 20 years

after cutoff.

16 BIAM Release 1,



FORESTRY — 4400

.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
MONTHLY REPORT OF TIMBER CUT. Arrange by contact Qut off at close 4405-T13
Oonsol idated scale reports on mber. of fiscal year
Form BIA-5309 or equivalent in which con-
summarizing monthly volume, tract is con-
value of timber cut and total pleted. Hold 3
for each contract, and related years or until
information used as a check on volume warrants;
the purchaser’s campliance retire to FRC.
with terms of the contract. Destroy 20 years
Record ocopy retained by Area. after cutoff.
NARA JOB NUMBER
SPECTAL - ALLOTMENT CUTTT) AXTFanJge-FRet-ic: Qut-offa D
PFRMITS. Special timber by permit issuance of fiscal year
cutting permits (not con— mmber. of permit expi-
tracts) ch~include form ration. Retire
BIA-5328 or its equivalen to FRC 5 years

with related correspondence
and other records. Record

oopy retained by office of
origin.

NARA JOB NUMBER

after completion
of pemit or any
litigation,
whichever is
lata Offer to
NARA 20 yea?s
after retire-
ment.

16 BIAM Release 1,



FORESTRY - 4400

Filing
Instructions

Disposition

Instructions Schedhile #

Temporary
Records

Schedule #

10G SCALE SHEETS. Records of
amount of timber removed from
tribal or allottee logging
units.

NARA JOB NUMBER N1-75-89-1

Arrange by location,
then alphabetically
by individual.

Arrange by locatid
then mmerically.

Qut off at close
of fiscal year

in which permit
expires. Hold 5
years or until
volume warrants;
retire to FRC.
Freeze records;
destroy S years _l_d_FF
after retirement (M
once freeze is
lifted.

Qut off at close

4407-T5F

4408~T5F

16 BI2AM Release 1,



FORESTRY — 4400

10.

) Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange by location Qart off at close 4409-T5

of fiscal year

agency forestry office.
NARA JOB NUMBER

RT . Arrange chronologi- Qut off at close 4410-T3F
cally, thereunder by "Of fiscal year.
BIA-5310 prepared to cheéd location. Hold 3 years or

until volume

scales and certify their
warramts; retire

accuracy. Record ocopy
retained at agency office.

NARA JOB NUMBER

16 BIAM Release 1,



FORESTRY — 4400

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

Qut off at close
of fiscal year.

Hold 5 years or 4411a-pP5
until volume

to FRC. Offer
to NARA 20 years

after retire-
ent

b. Other copies. Destroy 5 years 4411b-15
after cytoff.

NARA JOB NUMBER -

16 BIAM Release 1,



FORESTRY — 4400

Filling Disposition Records Records
Instructions Instructions Schedule # Schedule #

Arrange by location. Destroy when 4412-T0
obsolete.

by location Qut off at end 4413-P3
of fiscal year.

Hold 3 years or

until volume

warrants; retire

to FRC. Offer

FOR_INDIAN SAWMILIS. Docu-
ments relating to Indian mills cally.
cutting non-Indian timber,
ledger sheets, profit and loss

inventory lists, wood analy-
sis, footage art, market price
and other data. Used for a
yearly camparative analysis of
operations and to determine
per capita distribution of
timber sales profits. Main-
tained by Area forestry
office.

NARA JOB NUMBER

16 BIAM Release 1,



FORESTRY — 4400

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
21. FIRE TRESPASS. Records docu- Arrange alphabeti- Qut off at close 4421-T3F
menting any fire causing cally by last name. of fiscal year
damage or destruction to in which settle-
Indian-owned resources. ment or other
Includes litigated actions final determina-
resulting fram fire trespass. tion of case was
Subject to Privacy Act made. Hold 3
(BIA-24). years or until
volume warrants;
NARA JOB NUMBER N1-75-89-1 retire to FRC.
Freeze records,
destroy 5 years
after wetirement
once freeze is
lifted.
CRMULATIVE FORESTRY-COMBPAR Arranged-chronologi~ Qut-off 2 1422-p3
ITVE_STATEMENTS. Sheets for cally, then by of fiscal year
each reservation (Form 5-5329, statement type statement is

ore!.;uivalent) containing

federal funds for each fiscal
year, showing current and
accumilated totals.

NARA JOB NUMBER N1-75-89-1

within Agency.

campleted. Hold
3 years or until
volume warrants;
retire to FRC.
1eezZEe ecoras ;
offer to RARA-2(
years after
retirement.

16 BIAM Release 1,
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RANGE M

JEMENT —— 4500

acoountability which give
information on range permits
or contracts, including name
of contractor, range area,
authorized stock, grazing
season, grazing value, mumber
of livestock grazed, reserva-
tion, permit period, etc.
Record copy retained by office
of origin.

NARA JOB NUMBER

w.

retiretoFRC
Offer to NARA 20
years after
retirement.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by location Qut off at close 4501-P5
then chronologi- of permit peri-
cally. od. Hold dur-
ing succeeding
permit period or
a minimm of 5
years, whichever
oocaurs first;
NARA JOB NUMBER _ retire to FRC.
Offer to NARA 20
years after
retirement.
RANGE UNIT CASE FILES. Rec- Arrange by Qut off at close 4502-P5
ords used for grazing land muber. of pemit peri-

16 BIAM Release 1,
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RANGE MANAGEMENT ~— 4500

L. Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange by location. Destroy when 4503-T0
superseded or
absolete.
4. Arrange by location Qut off at close 4504-P5

RANGE SURVEY FILES B33

studies of the grazing poten™ then chronologi-
tial on particular range ~

areas, including a determina-
tion of such factors as water
availability, type of forage,
fencing, topography, includes
a record set of area maps re-
lating to these activities.
Record copy is retained by
office of origin.

NARA JOB NUMBER N1-75-89-1

of fiscal year.
Hold 5 years or
until volume
warrants; retire
to FRC. Offer

16 BIAM Release 1,
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RANGE, MANAGFMENT —— 4500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange mmerically art off at close 4505-TSF

related correspondence. Rec-
ord copy retained by office of
origin.

NARA JOB NUMBER N1-75-89-1

of permit peri-
od. Hold dur-

6.

GRAZING PFRMIT CASE FILES.
Bidder’s proposal for grazing
privileges; statement and cer-
tificate of award; grazing
permit, including authority
from owner to grant grazing
privileges on allotted land
and modifications, if any:
penal or surety bond; and re-
lated corresporndence. Main-
tained by user agency office.

NARA JOB NUMBER N1-75-89-1

Arrange alphabeti-
cally.

Qut off at close 4506~P5F
of fiscal year.

Hold 5 years or

until volume

warrants; retire

to FRC. Freeze

record; Offer to

NARA 20
after-patl-m.-y?ars C,aj‘o‘m
m'—

16 BIAM Release 1,



RANGE MANAGEMENT — 4500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
REFOR] Arrarnge chronologi- Qut off at close 4507-P5
special agency répo . cally then by of fiscal year.
variousphasesofrange i Hold 5 years or

wildlife operations and re-
lated correspondence. Record
oopy of consolidated report
retained by Central Office.

NARA JOB NUMBER

unt11 volume

Prints of each teservation'
forest and forage areas, range
unit maps, and blueprint,
black-and-white print, and
linen copies of allotment plat
books for Indian lands. In-
cluded also is mamuscript or
amnotated material, and one
copy (the record set) of each
version.

NARA JOB NUMBER

Arrange by location.

4508-P3

16 BIAM Release 1,



RANGE Mi.  _MENT — 4500

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arranged by case Qrt off at close
mmber. of fiscal year. 4509-T3F
Hold 3 years or OO‘MJJWW‘
projects with until volume

warrams; retire
to FRC. [Freeze

m Sed I
the preparation of indiv.
livestock, agricultural, or
home extension programs. The
record give information on
program acoaplishments, and
are used for historical ref-
erence ard in documenting BIA
functions concerning agricul-
tural pursuits among Indians.

yecords:
after freeze is

NARA JOB NUMBER

10. AREA OFFICE ANNUAL EXTENSION Arranged chranologi- axt off at close 4510-T3F
RERCRTS. Reports such as: cally by reporting of fiscal year.
Armual consolidation of period, then by type Hold 3 years or
statistical data from Agents’ and location. until volume .
monthly and periodic reports. warrants; retire
to FRC. [reeze
NARA JOB NUMBER_ records;
after freeze is
lifted.

16 BIAM Release 1,



RANGE MANAGEMENT -- 4500

Permanent Temporary
Description of Records Filing Disposition Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange as art off at close 4511-P3
oaments ammi.ate. of fmlmr
nehabihtatlm plans and in which project WITHERAWN

projects for fire rehabilita-
tion, fence construction,
water development, restocking
of fish and/or game, etc., and
other related documents.

NARA JUOB NUMBER

ends. Hold 3

12. WATER RIGHTS CASE FILES. Arrange as Cut off at close  4512-P3
Files relating specifically to appropriate. of fiscal year
water rights, including docu- in which water
ments such as water rights rights issue is

certificates, state/federal

agreement adjudications, amd
other related documents.

NARA JOB NUMBER

resolved. Hold

3 years or until
volume warrants:
retire to FRC.

Offer to NARA 20

years after QM‘D-M
retiremert.

16 BIAM Release 1,
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Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule §# Schedule #
13.
FILES. Files consist of
documents on individuals
residing in the partitioned Qut off at close
land area, census emamera- of fiscal year
tions, livestock inventories in which case
and other related documents closes or action
used in the determination of on final deter-
disposition or allocation. mnination is
Subject to the Privacy Act campleted. Hold
{BIA-6). 5 years or until
volume warramts;
a. Paper copies used as Arrange retire to FRC. 4513a-P5
record copy. alphabetically. Offer to NARA 2
years after
retirement.
b. Magnetic tape data. Arrange as Destroy tape 4513b-TO
appropriate. data after third
update cycle.

NARA JOB NUMBER

16 BIAM Release 1,



RANGE MANAGFMENT — 4500

Description of Records
& NARA Job Number

Instructions

Permanent
Disposition Records
Instructions Schedule #

Temporary
Records
Schedule #

14.

HOP1_PARTITIONED IAND FILES.
Oonsists of survey information
ocollected on land being used
within the partitioned area.
Material in this file may be
used in making determinations
as to the disposition of land
in the partitioned area.
Subject to the Privacy Act
{BIA-6) .

a. Paper copies used as
record oopy.

b. Magnetic tape data.

NARA JOB NUMBER

Arrange as
appropriate.

. Qut off at exd

of fiscal year

in which final

action on land

is completed.

Hold 5 years or

until volume

warrants; retire

to FRC. Offer

to NARA 20 years 4514a-P5
after retire—~ JfL

Destroy tape
data after third
update cycle.

4514b~-TO

16 BIAM Release 1,



@

— 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
1. D _ALLOIMENT CASE FILES Al Arrange by location Qut off at close  4601-P5
3 code, then alphabeti- of fiscal year
cally by last name, file becomes in-
nent of Federal then by allotment active. Hold 5
Goverrment land to tribes and mumber. years or until
individual ahe, and their volume warrants;
subsequent custody b retire to FRC.
Indians, under Acts of Offer to NARA 20
Congress or treaty rights, years after re-

tirement.

rights and titles to land.
Included are allotment books
or schedules, secretarial
orders, allotment or estate
record cards, tribal land
agreements, land registers and
records books, records of com—
tested land allotment cases,

amd related correspondence.
NARA JOB NUMBER

16 BIAM Release 1,
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REALTY — 4600

Permanent Tenmporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #

Arrange by location Qrt off at close  4602-P5
code, then alphabeti- of fiscal year.

cally by last name, Hold 5 years or
then by allotment until volume
mumber. warrants; retire

to FRC. Offer
to NARA 20 years
after .retire-
ment.

3. IAND ASSIGNMENTS. Include Qut off at close  4603-P5

records on assigmments of code, i- of fiscal year
tribal land for which an cally by in which files
individual has equitable becames in-

ownership. active. Hold 5

or until

NARA JOB NUMBER

16 BIAM Release 1,
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k o —- 4600
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
4. DAENIO, FEES AND CERTIFICATES Arrange by location Qut off at close 4604-P5

D OOMPEIENCY. Records in- code, then by allot- of fiscal year
clude~documents relating to ment number, then in which files
patents, fees, certificates of  alphabetically by becames in-
ocampetency amd related doc- last name. active. Hold 5
uments not included in in- years or until
dividual case files fqr land volume warrants;
allotments. retire to FRC.

Offer to NARA 20
NARA JOB NUMBER years after

retirement.

5. LAND GIFT CONVEYANCE. Records Arrange by location Qut off at close 4605~-P5

include land title opinions, code, then by Iand of fiscal year.
reports by agency superin- parcel/section Hold 5 years or
tendents and correspondence mmber. until volume
justifying the conveyance of nrants; retire
land by gift. to offer

to NARA D RAYS
NARA JOB NUMBER after retire

ment.

16 BIAM Release 1,



REALTY —— 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
6. LAND PIAT BOOKS. Documents Arrange mmerically Qut off when 4606-P3
which show parcels of land by book mumber. books became

allotted to Indians, and other
items such as townsite, re-
clamation withdrawals, reser-
voirs, agency and school re-
serves, etc.; also plat num-
ber, township, range, ard
meridian. Notations on plats
indicate boundaries of land
allotted, allotment mmber and
changes in land ownership, if
any.

NARA JOB NUMBER N1-75-89-1

a caa 'y
1—..M -~

hooks showing landtrans
actions-ipcluding legal de-
scription of}and_(subdivi-
sion, section, township, range
and acreage); Indian and E)
lish names of allottee; date
tract reported to Secretary of
the Interior for patent; date
of approval; patent rnumber,
Indian’s allotment number;
file mmber of heirship; and
other transactions relating to
the tract.

NARA JOB NUMBER N1-75-89-1

A Y arces -

bybookmmber

inactive. Hold

3 years or until

volume warrants;

retire to FRC.

Offer to NARA 20

years after C,d\d'P“:

&b a e gO() 7/~

books become
inactive. Hold
3 years or until
volume warrants;
retire to FRC.
Offer to NARA 20

years after
retirement.

16 BIAM Release 1,



RE: —— 4600
Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Sctedule #
Arrange by location, Qut off at close 4608-TS
then alphabetically of fiscal year
by last name, then that transaction
by land parcel/tract is aborted.
rmmber. Destroy 5 years
after cutoff.

16 BIAM Release 1,



REAITY — 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
. Case Arrange by location, Qut off at close 4609-P10
then alphabetically of fiscal year
by tribe name, then in which file
. f of particu- by land parcel/ becames in-
lar tribe, e between section/or plat active. Hold
tribe and non- ANS mmber. for 10 years;
made to non-Indians, retire to FRC.

patent in fee, and gift
conveyance made to another
Indian or tribe by an order
transferring inherited
interest in Indian land.
Included are resolutions fram
tribes agreeing to exchange,
appraisal reports (formerly
certificates),

justifying transactions, title
opinions by legal counsel,
letters to Bureau of Land
Management to issue patents in
fee to non-Indians, petitions
for sale, reports by Agency
Superintendents, certificates
of indebtedness, original
bids, abstract of bids, copies
of advertisements, written
consent of heirs to sell, and
related correspondence. '

NARA JOB NUMBER

Offer to NARA 20
years after re-
tirement.

16 BIAM Release 1,



REA. = 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
10. . COopies Arrange by locatiaon, Qut off when 4610-P2
ol*Qeeds issued to Indians, then alphabetically books become
g land (allotted and by last name, then inactive. Hold

and similar or by land parcel or 2 years or until
mhents section muber volume warrants;
dence of land ors such retire to FRC.
Offer to NARA 20
ents; record books of CORve years after
ance of deed; title exa - retirement.
reports; arﬂrelatedmdaces

NARA JOB NUMBER

11. INITIAL OBSERVATIONS OF LAND Arrange by locati CQut off at close  4611-P5

SURVEY FIFLID NOTES. Notebooks then by land parcel/

ocontaining the initial obser- sectioryplat mmber.

vations of an engineer or

other gpecialist used to more

precisely establish the metes

and bounds to pinpoint and

analyze the resources of a Offertomzo

specific piece of land. years after re—-
, tirement.

NARA JOB NUMBER

16 BIAM Release 1,



REALTY — 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
aut off when 4612-P5

tors to establish exterior
boundaries and other adminis-
trative surveys conducted
within the boundaries of the
reservation.

NARA JOB NUMBER_

13. LAND MAPS AND PIANS. Township Arrange alphabeti- Qut off at close 4613-P3

maps, plats and town plans, cally by reservation of fiscal year
giving detailed information then by map mumber. in vhich file
such as section, township, becames in-
range of land and, in same active. Hold 3
cases, ownership, together years or until
with related tracings and volume warrants;
docauments. retire to FRC.
Offer to NARA 20
NARA JOB NUMBER years after-re— CMP
~tirement.

16 BIAM Release 1,


http:cxn!uct.ed

— 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange mmerically Qut off when 4614-P2
by book number. books become
inactive. Hold 2
Department of Agricul years or until
which purchased lands under volume warrants;
Acts of Congress between 1933 retire to FRC.
and 1937. Entries include Offer to NARA 20

tract number, name of grantor,
legal description of lamd,
date of approval by the
Attormey General, date of
deed, and purchase price.

NARA JOB NUMBER

ears after

JAND ACQUISTTION MAPS BOOKS.
Original armotated maps and
ocopies used as base maps
showing the township, reser-
vation boundaries and location
of land purchased under the
Indian Reorganization Act.

NARA JOB NUMBER

CQut off at close 4615~-P2

of fiscal year.

Hold 2 years or

until volume

warrants; retire

to FRC. Offer ¥
%0 NARA 20 years

after ¥etire~ C,«?“OPF

et

16 BIAM Release 1,



REALTY — 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
16. mw Arrange alphabeti- CQut off at close 4616-P3
Records indicating right- cally by tribe, then of fiscal year
of-way or easements by last name (if in which right-
over Indian lands for roads, applicable) then by of-way is ter-
power lines, railroads, com- land secti minated. Hold 3
munication 1lines, irrigation mmber. years or until
ditches, camals, pipelines, volume warrants;
etc. Includes documents such retire to FRC.

as applications, tribal reso-
lutions, and maps or tracing
illustrating right-of-way.
Record copy maintained at
office approving official.

NARA JOB NUMBER

the collectian, custody, and
deposit of funds Berived from
leases of Indian land or othes
resources. Also includes re—
cords of the disbursement of
such funds. Maintained by

agency office.
NARA JOB NUMBER

Offer to NARA 20
years after cuwtoEF
~ebirement.

ARV ]I

TOUXLT L

16 BIAM Release 1,



REA ~— 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
18 JINDIAN LAND IEASE CASE FILES. Arrange by location, Qut off at close
ineral, oil and gas, busi- then lease mmber, of fiscal year
ness,~hamesite, and surface then alphabetically in which lease
land farming, and other sur- by last name or is terminated or
face land leases; sand and tribe. expired.
gravel permits. 1ude copy
of lease, lease borxt, trans-
mittal form for lease an
bond, statement and cer-
tificate of awards, lease
assignments. Also contain
land description, heirship and
aurrent ownership of Indian
Trust lands, identification of
owners. Subject to the
Privacy Act (BIA-5).
a. Iand lease case files doc- pblid 5 years or 4618a-P5
umenting mineral, oil or ; olume
gas leases over $25,000 warrants e
per anmum. to FRC. Offw
to NARA 20 years
after retire-
ment.
b. All other land lease case Hold 5 years or 4618b-TS
files. Record copy main- until volume
tained by office approving warrants; retire
lease. { to FRC. Destroy
7 years after
NARA JOB NUMBER cartoff.

16 BIAM Release 1,



REALTY —- 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
19. . Oopies of Arrange by location, Qut off at close 4619-T4
submitted or received then lease mmber, of fiscal year
from U.S. Geological Survey then alphabetically in which lease

egarding~qil and gas opera- by last name or expires. Des-
i pas tribe. troy after 4
years.

20. Qut off at cloee

NATION-WIDE OIL AND GAS LFASE
BOND FIIES. Files consist of then lease mmber,

the bond document indicating then al;habetimlly
principal and surety and other by last name or
related papers. Original tribe.

bonds maintained by Central
Office.

NARA JOB NUMBER

16 BIAM Release 1,



REALTY —— 4600

Disposition
Instructions

Permanent Temporary
Records Records
Schedule # Schedule #

u.s. GeologlcalSutveyor
Bureau of Mines and private
firms to conduct research and

assessment of mineral value on

Indian lands. Record copy
maintained by Central Office.

NARA JOB NUMBER N1-75-89-]

Qut off at close
of fiscal year
in which study

4621-P5

22.

JOWN IOT USE PERMITS.
rary files concerning use of
lands restricted from sale or
land for which it has been
impossible to secure clear
legal title. Includes copies
of rent receipts, related
material and all other town
lot use pemmits.

NARA JOB NUMBER N1-75-89-1

Arrange by location,

then by town lot
mmber.

Qut off at close
of fiscal year
in which pemit
expires. Hold 3
years or until
volume warrants;
retire to FRC.
Freeze records;
destroy 5 years
after retirement &
once freeze is
lifted.

4622-T3F

i oFP

16 BIAM Release 1,



REALTY -- 4600

24'

FILES. Appraisal reports
by Realty Officers in nego-
tiating leases, land trans-
actions, or for causes involv-
ing litigation. Includes in-
ventories, land assessments
and improvements, including
reviews and evaluations of
appraisal reports. Record
copy maintained by originating
office.

NARA JOB NUMBER

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrarnge by location, Qut off at close 4623-T2
then by policy of fiscal year
mumber. in which policy
is cancelled or
terminated.
Destroy 2 years
after cutoff.
Arrange by legal Cut off at close 4624-P10

of fiscal year

16 BIAM Release 1,



REA. _— 4600
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
25.°\REAL_ESTATE APPRAISA Arrange by land Destroy when 4625-T0
REFERENCE FILFS. Oonsists of location. superseded,
pountysassessor’s maps, qm— dmlete' or no
rangle mapsg, reservation maps, longer needed
county atlasés, copies of BIA for reference.
Reservation Road“Maps, plat
maps, amd m'ial photQgraphs
used for appraisal and land
use plamming purposes.
NARA JOB NUMBER
26. g _MARKE Arrange by location Destroy when 4626-T0
FILES. Oonsists of market Code. superseded,
data on recorded real estate gbsolete or no
transactions used for pre- 1onger needed
for prerence.

16 BIAM Release 1,


http:plaJ1lli.rq

REALTY —— 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
27. AND USE FEASIBILITY AND Arrange by location Qut off at close 4627-P5
MARKETABLLITY STUDY FIILES. code. of fiscal year
Narratiye reports, and related in which study
papers resulting from studies is campleted.
to evaluate and analyze use Hold 5 years; or
and development Of reservation until volume
land. Record copy maintained warrants; retire
by agency. to FRC. Offer
to NARA 20 years
NARA JOB NMUMBER after retire-
ment.
28. RESERVATION IAND USE AND Arrange by pxpject Qut off at close 4628-P5
name. of fiscal year

DEVELOPMENT PLAN FILES.
Original tracings, sepias, and
mylars of design plans amd
construction plans for land
use developments on Indian
reservations. Record copy
maintained by office of
origin.

NARA JOB NUMBER

16 BIAM Release 1,



REALTY — 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Peri- Arrange alphabeti- Qrt off at close 4629-P5
: cally by report of fiscal year.
shments, statistical infor- title. Hold 5 years or

plated correspond- until volume
o warrants; retire
to FRC. Offer
to NARA 20 years
acquisitions and disposals-Qf after retire-
ment.

permits, oil and gas and other
mining leases and permits,
land plamning and real estate
appraisal

NARA JOB NUMBER

4630-P3

30. HEIRSHIP FIIES. Proofs of

heirship extracted from case cally by last name. of fiscal

files of individual Indians. i v
Record copy maintained at area <losed.

Title Plant. years or until

NARA JOB NUMBER retire to FRC. -

Offer to NARA 20

years after
retirement.

16 BIAM Release 1,


http:Plqlt!l.ty

REALTY — 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

; PROB AS Arrange by location, cut off at close 4631-P3
S. Case files mlatmg to then alphabetically. of fiscal year

s of deceased Indians, in which case is
oonta ists of persons closed. Hold 3
receiving se of hearings, years or until

3y notice of volume warrants;

hearings, listings ant retire to FRC.
appraisals of interests pos Offer to NARA 20
sessed by the deceased, sum- years after
cutoff.

date of death, date of deter-
mination of heim and file
mmber. These file may be
separate files or part of the
Allotment Case Files. Record
ocopies maintained by agency
office.

NARA JOB NUMBER

16 BIAM Release 1,


http:prc:ila.te

REA. - 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
32.\RANGE HEIR FILE. Information
sluded in this file is
received on coding sheets from
the age: offices. File
shows record 4t pe, range unit
allotment mmmber; name of
Ini.r, distribution tad e,
authority, Indian idemtifi-
cation mmber, decimal share
owned, and stipulation code.
File is used to prepare
listing of heirs on Indian
lands by name.
a. Printout/paper copies of Arrange by lovation, Cut off at end 4632a-P5
data used as record copy then alphabeticall of fiscal year.
by agency office. g ji..ast: name of lgl 5 vﬁag or —
arrats; retire
to FRC\ Offer
to NARA 20~years
after cutoff.
b. ic data. Arrange as Rispose of after 4632b-T0
Hegnetic tape appropriate. third update
cycle. byl HORAVN

NARA JOB NUMBER

16 BIAM Release 1,



REALTY — 4600

Description of Records
& NARA Job Number

Permanent
Filing Disposition
Instructions Instructions

Temporary
Schedule # Schedule #

Arrange mmerically, Qut off at close
index alphabeti- of fiscal year
cally. of case closing.
Hold 3 years or
until volume
warrants; retire
to FRC. Destroy
30 years after
artoff.

4633-T3

16 BIAM Release 1,



REAL - 4600

Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

right-of-way. File shous
reservation code; range;
township; section; multiple
use (county) code; meridian;
range east or west; township
north or south; county, state,
and township name and code;
subdivision; block; lot;

cross-reference reservation
ocode; and subdivision name.

a. Printouts/paper copies Arrange by
used as record copy by reservation code.

title plant.

4634a-F5

WiTHBRAWN

b. Magnetic tape data. Arrange as Dispose of after 4634b-T0
appropriate. third update

WlitieXawh

NARA JOB NUMBER

16 BIAM Release 1,
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REALTY — 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
35 JAND CHAIN OF TITLE PIAl
FRES. Information on this
filenis received froam the
title pilants where the data is
taken fram~the Congressional
Record; probate files; record
of sales; leases)\ rights-of-
way; deaths; deeds;“patents;
Congressional, Presidentjal,
and Secretary Acts; and othes
specified docments. File
shows extract control mmber,
land description by quarter
section, township, range,
tract reservation code, tract
mmber, average fractimnl
interest conveyed, land
description remark, multiple
use (county) code, and master
reservation code. These files
are used to show a camplete
historical record on all
Indian lands.
a. Printouts/paper copies Arrange by reserva- Qrt off at end 4635a-P5
used as record copy by tion code, then by of fiscal year.
title plant. land description. Hold 5 years or {ITHERAWN
until volume
warrants; retire
to FRC. Offer
to NARA 20 years
after cutoff.
b. Magnetic tape data. Arrange as Dispose of after 4635b-T0
appropriate. third update IERAWN
NARA JOB NUMBER cycle. ;

e




— 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
36 N\ JNDIVIDUAL, CHAIN OF TT]
FHES. Information included
in thig file is received from
the title plants where it is
taken from Congressional
Record, probate files, records
of sales, deeds, ‘specified
documents, and othex~legal
records. File shows extra
control mmber; document type,
mmber and date; owner reser-
vation code; owner (allotment)
mmber and name; grantor-
grantee code; relationship
code; fractional interest ac-
quired; and master reservation
code. Files are used to main-
tain individual legal owner-
ship records amd tribally-
owned land.
a. Printout/paper copy used Arrange by location, Qrt off at emd 4636a-P5
as record copy by title then alphabetically of fiscal\year.
plant. by last name. Hold 5 years g WITHURAWN
until volume
warrants; retire
to FRC. Offer
to NARA 20 years
after cutoff.
b. Magnetic tape data. Arrange as Dispose of after 4636b-T0
awrmriate : cyt;le te WiHHDRAWK

NARA JOB NUMBER

16 BIAM Release 1,



REALTY — 4600

Disposition
Instructions

Schedule #

Temporary
Records

Schedule #

quarter, county code, kind of
land, section, township,
range, and stipulated money.
File is used to prepare
listings showing land
occupancy by location.

a. Printout/paper copies used
as record copy.

b. Magnetic tape data.
NARA JOB NUMBER

Arrange by location,
then alphabetically

by permittee name.

appropriate.

aut off at close
of fiscal yea
Hold 5 years or
until volume
warrants; retire
to FRC. Offer
to NARA 20 years
after cutoff.

Dispose of after
third update
cycle.

4637a-P5

0 dhd

4637b~TO

16 BIAM Release 1,



———_.4600

Permanent Temporary
Descr on of Records Fil Disposition Records Records
& Nl\l?Aipt1 Job Number Instructingons Instructions Schedule # Schedule #
38.INDIAN IAND INFORMATION SYSTE
FILES. This file contains
tribal~and nontribal members
who own 1and on the reser-
Vatj.m- File cp ains current
and historical pérsonal infor-
mation and provides the tribes
with a method of acqg Ihg
lease income, establishing
ownership, determining land
and water usage, and
furnishing financial analysis
for BIA and tribal management.
a. Printout/paper copies used Arrange by Qrt off at ed 4638a-P5
for record copy. reservation. of fiscal year. -
Qld 5 years or W
ntil volume
antss retire

to FRC. Offe

to NARA 20 ye

after cutoff.
b. ic data. Arrange as Bispose of after 4638b~T0

Hegnetle tape appropriate. third update
cycle. ’ e

NARA JOB NUMBER

16 BIAM Release 1,



REALTY — 4600

Permanent ’Iurporrgsry
Descr: on of Records Fil Disposition Records Reco
& l‘igtRiA Jab Number Imtt\lcizals Instructions Schedule # Schedule #
39.1EASE DISTRIBUTION SYSTEM
IIES. Data on this file
covers. three reservations in
the Aberdeen Area. File
contains persepal information
on Indian land owne: B,
regardless of sex or.age.
Shows money camputations.on
each lease.
a. Printout/paper copy used ge by Qut off at close 4639a-P5
as record copy. esexyation, then of fiscal year.
alphabetically by Hold 5 years or N
last name. until vol B
wvarramts;
retire to FRC.
Offer to NARA 20
vars after
cutof
b. ic data. Arrange as Dispose of aftg 4639b-T0
Hegnetlc tape appropriate. third update
cycle. TN

NARA JOB NUMBER L

-

16 BIAM Release 1,



RE:. — 4600

Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #

privileges and for
permittees. File prov
authorization for grazing
privileges on individual

Indian or tribal-owned land

from which payments are made
on yearly basis.

a. Printout/paper copies used Arrange

as record copy.
name,

b. Magnetic tape data. Arrange as
appropriate.

NARA JOB NUMBER

16 BIAM Release 1,



REALITY — 4600

41.

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
LG GEDGRAPH OCATION
DIRECIORY. The information in
this file-is taken from the
@ BOgYap > Imtim
Codes Marual. It-ghows state
and county code, state and
county name, and state
abbreviation for all BIA
locations.
a. Printout/paper copies used Arrange Qut off at close 4641a-P5
as record copy. alphabetically by of fiscal year.
state name then by Hold 5 years or LATR N
county name. until volume
warrants; retire
to FRC. Offer to
ARA 20 years
after~cutoff.
b. Magnetic tape data. Arrange as Dispose of afte: 4641b-TO
appropriate. third update
cycle. Wittimnea

NARA JOB NUMBER

16 BIAM Release 1,



REs

.—= 4600

Description of Records
& NARA Job Number

Filing
Instructions

Disposition
Instructions

Records
Schedule §#

Records
Schedule #

43. ]INDIAN IAND REQORDS. Files
include land description,
arxrent ownership, probate and
title history of Indian trust
land. Also include records
ooncerning individuals who
have received overpayment(s)
relative to land disposal,
leases, sales and rentals
maintained by Title Plants.

Subject to the Privacy Act
(BIA-4).

NARA JOB NUMBER

Arrange alphabeti-
cally by last name,
then by land
description.

Qut off at close
of fiscal year.
Hold 5 years or
until volume
warrams; retire
to FRC. Offer
to NARA 20 years
after _retire=

merer—

4643-P5

16 BIAM Release 1,



REALTY — 4600

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
44. Arrange Qut off at close 4644-P5
Files contain mortgage records alphabetically. of year in which
and supporting documents. mortgage is sat-
Subjject to the Privacy Act isfied. Hold 5
{BIA-12). years or until
volume warrants;
NARA JOB NUMBER retire to FRC.
Offer to NARA 20

action com-
pleted. Hold 5
years or until
volume warrams;
retire to FRC.

Freeze records
offer to NARA 20

years after
retirement.

16 BIAM Release 1,



ROADS AND .  JPORTATION — 4700
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
1. ROAD CONSTRICTION PROJECT Arrange by project Qrt off at close  4701-P5
FILES. Project case files munber. of fiscal year
relating to the construction of project com-
and maintenance of roads and pletion. Hold 5
bridges including proposals, years or until
operating schedules, road volume warrants;
easements and deeds, right-of- retire to FRC.

way docauments, cost estimates,
progress reports, final state-
ments or summaries of project

costs, correspondence and
related material.

NARA JOB NUMBER

Offer to NARA 20
years after CJW‘P’P
—retirement.

16 BIAM Release 1,



ROADS AND TRANSPORTATION —— 4700

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #

Arrange by location. Qut off at close 4703-P5

of fiscal year

that project is

campleted. Hold

5 years or until

volume warrants;

retire to FRC.

Offer to NARA 20

years after re-

tirement.
4. ROAD PROJECT MAP FIIES. In—- by project Qut off at close 4704-P5
clude tracings, blueprints, of fiscal year
profiles of road and bridge of project com-

construction projects, reser- Hold S
vation road maps, and related

descriptions of routes.

pletion.

NARA JOB NUMBER

16 BIAM Release 1,



ROADS AND TRANSPORTATION — 4700

Description of Records
& NARA Job Number

Filing
Instructions

Temporary
Schedule #

ROADS INVENIORY. File
includes the following items
for roads on BIA lands: area,
agency and reservation code;
route number, section; road
length, quality code; cost of
seal coat by mile and section;
class; present type of sur-
face; current and plamned road
surface type; estimates for
plamned changes; school bus
usage code; status of road
section; county section;
state; average traffic; user
benefit; plan benefit; and net
benefit.

a. Printout/paper copy used
as record copy.

NARA JOB NUMBER

Arrange by area then
agency then by
reservation code.

Permanent
Disposition Records
Instructions Schedule #
cut off at close 4705a-pP5

of fiscal year

of project com-
pletion. Hold 5

years or until

volume warrants;
retire to FRC.

Offer to NARA 20

years after Cu){‘d’\cP
~retirement.

P

AN

tape file, dis-

16 BIAM Release 1,



ROADS AND TRANSPORTATION — 4700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
6. ERIDGE INVENIORY FILE. File
includes the following items
for bridges on BIA lands:
area, agency, reservation,
route, section, mile, post,
state, county, school route,
year built, structural charac-
teristics and other structural
data, condition of structure,
estimated remaining life, pro-
posed improvements.
a. Printout/paper copy used Arrange by area then Qut off at close 4706a-P5
as record copy. agency then of fiscal year
reservation. of project com-
pletion. Hold 5
years or until
volume warrams;
retire to FRC.
Offer to NARA 20
years after c .~ v
—retirement.
Arrange-as —For-magnetioc 4706b~T0
tape files dis-
pose of after

third update

16 BIAM Release 1,



ROADS AND TRANSPORTATION — 4700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange by location cut off at close
then time period. of fiscal year
of program
Oopies campletion.
Hold 3 years or
Administration. until volume
warrants; retire
to FRC. Destroy
a. Record copy maintained by 20 years after 4707a-T3
Central Office. duplicate.
b. Other copies. Destroy when no 4707b-TO

longer needed

NARA JOB NUMBER N1-75-89-1 or reference.

16 BIAM Release 1,



ROADS AND TRANSPORTATION — 4700

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

campleted during the year,
with unit cost; anmual road
inventory giving classifica-
tion of the roads system and
miles under maintenance;

obligations.

a. Record copy maintained by
Central Office.

b. Other copies. !

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



TRUST FUNDS AND ITM — 4800

Permanernt Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
L
1. QR ACOOU ES. Rec- Arrange mmerically Qrt off at close 4801-P3
by account, then by of fiscal year.
statements of inocome-producing location. Hold 3 years or
security a 3 such as until volume
stocks and barkdg, and related warrants; retire
correspondence. R to FRC. Offer
retained by office of erigi to NARA 20 years
after retire-
NARA JOB NUMBER ment.

4802-P10

16 BIAM Release 1,



TRUST FUNDS AND ITM — 4800

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange chronologi- cut off at close 4803-T3F

cally. of fiscal year.
Hold 3 years or
until volume
warrants; retire
to FRC. [Freeze

ability; and SF-1220, State-
ment of Transaction According
to Appropriations, Funds, and
Receipt Accounts. GAO site
audit records.

NARA JOB NUMBER N1-75-89-1

annmt for all checks written
for the Indian Services
Special Disbursing Agent. GAD
site audit records.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,


http:CCIrp.tt.er

TRUST FUNDS_AND IIM — 4800

(ITM - 4850)
Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Qut off at close 4851-P5
cally. of fiscal year.

As volume war-
rants, retire to

FRC 5 years

after probate
Also included are author 'es and other
for disbursement, vouchers, actions are
royalty and pmductlon state— conmpleted.
ments, heirship data, changes Offer to NARA 20
of address, SF 1047 (Public years after
Voucher for Refunds) document- retirement.

ing payments/refurds, cancel-
led checks, stop payments and
other related documents.
Record copy generally retained
at Area. Subject to the
Privacy Act (BIA-3).

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,


http:rc7jal.ty

TRUST FUNDS AND ITM — 4800

(ITM - 4850)
. Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #

CQut off at close 4852a-P5
of fiscal year.
Hold 5 years or
antil volume

b. Other ocopies/duplicates.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



TRUST FUNDS AND IIM — 4800

(ITM -~ 4850)
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
3.J1IM _POSTING AND QONTRO Arrange alphabeti- Qut off at close 4853-P5

REORDS. Records which cally. of fiscal year.
documert. receipt and dis- As volume war-
bursement of the individual’s rants, retire to
money. Included are collec- FRC after BIA
tion vouchers and Jjeyms audit or 5 years
vouchers. Maintained b after cutoff,
Area. Subject to the Privag vhichever is
Act (BIA-3). earlier. Offer

to NARA 20 years
NARA JOB NUMBER after retire-

ment.

4. Arrange alphabeti- Cut off at close 4854-T3

OONTROL RECORDS. Oopies of cally. bf _fiscal year.
posting and control records, Destray 3 years
and worksheets. Maintained in after citeoff.

16 BIAM Release 1,


http:Inst.ructi.ms
http:Inst.ructi.ms

FUNDS AND IJM — 4800

Description of Records
& NARA Jab Number

Schedule #

Schedule #

5. IIM NAME FILE. This master
file contains the names of
individuals who have an IIM
acoount. Shows account -
ber, census mmber, allotment
code, type of transaction,
subagency designation. Infor-
mation on this magnetic tape
file is used for monthly and

4855a-T1

35

(ITM - 4850)
Filing Disposition
Instructions Instructions
Qut off when
superseded.
Arrange alphabeti- Hold 1 year then
cally. destroy.
Arrange-as Destroy—tape-
appropriate. data 2 months
after cutoff.

16 BIAM Release 1,



TRUST FUNDS AND ITM — 4800

(IIM — 4850)
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
6. ]IM BAIANCE FORWARD FILES. Cut off at close
This file contains a listing of fiscal year.
of individual IIM accounts,
reflecting the money balance.
Individual accounts are
updated by deposit and with-
drawal data furnished by Area
Office. File is used for
acocounting of IIM accounts.
Magnetic tape maintained by
Act (BIA-3).
a. Printout/paper copies used Arrange alphabeti- Hold 3 years 4856a-T3
as record copy. cally. after cutoff
then destroy.
——h——Magnetie-tape-data:——————Arrange—as -Bestroy—tape —4856b~T3——
—appropriates
_Aafter artoff.
7. CASH QOLIFCTION FIIES. Arrange as Qut off at close 4857-T3F
Oonsist of deposit tickets, appropriate. of fiscal year.
official receipts, bills for Hold 3 years or
oollection and checks written until volume
to BIA for deposit to the U.S. warrants; retire
Treasury. T to FRC. Freeze
records; destroy
NARA JOB NUMBER N1-75-89-1 5 years after ud*oﬁ("

rebirement once
freeze is
lifted.

16 BIAM Release 1,



TRUST FUNDS AND ITM — 4800

(ITM - 4850)
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
8. GENERAL I1EDGER DETAILED
LISTINGS. Reports used for
reconciltiation of subsidiary
accounts to~general ledgers.
Information consisgts of all
financial transactiong such as
deposits, disbursements,-trans-
fer of furds from one age
to another, cash balance and
repayments. Maintained at
Area.
a. Paper copies/printouts Arrange chronologi- Qut off at close 4858a-T3F
used as record copies. cally. of fiscal year.
iQld 3 years or
unti volume
arra sJetire WITHBRAWN
to FRC. Fréege
records; destro
5 years after
retirement once
freeze is
lifted.
b. Magnetic tape data. Arrange as Dispose of after 4858b-TO
appropriate. third update
NARA JOB NUMBER N1-75-89-1 cycle.

16 BIAM Release 1,



TRUST FUNDS AND ITM — 4800

(ITM - 4850)
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange mmerically. Qut off at close 4859-T3F
of fiscal year.
i maintained in Hold 3 years or
deposit R until volume ATHDRAWN
Shows date, deposi warrants; retire
acocounting station, 3wy to FRC. Freeze
bank name and location, Swm Yecords; destroy

10 years after
retirement once
freeze is

lifted.

acocounting symbols and
amounts, and department or
agency name and address,
ammotated with batch number
and date to verify bank

deposits.
NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



IRRIGATION AND POWER — 4900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
1. . Arrange by location. Qut off at close 4901-P3
Studies on irrigation, of fiscal year
econamic, corditions, and study is com-
resources at Indian reser- pleted. Hold 3
vations located near river years or until
basins (such as the Missouri volume warrams;
River Basin), to be used in retire to FRC.
developing programs for the Offer to NARA 20
area, years after
cautoff.
NARA JOB NUMBER
CASE FILES. Include copy of then project mumber. of fiscal year
and-lease agreement for the in which project
project, description and sum- is campleted.
mary of project, maps, range Hold 3 years or
resources, studies, wate until volume

storage data, operation amd

maintenance plans, summary of

ocosts, financial plan, and
related correspondence.

NARA JOB NUMBFR_

warrants; retire
to FRC. Offer
%0 NARA 20 years
after retire-

sprt.

16 BIAM Release 1,



IRRIGATION AND POWER — 4900

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #

Arrange by location, CQut off at close 4903-T3F
then by project of fiscal year.
number. Hold 3 years or
until volume
warrants; retire
to FRC. [reeze
records; destroy
20 years after
cutoff once
freeze is
lifted.

Cut off at close 4904-T3F
o, of fiscal year

R_Or of project com-

pletion. Hold 3

of construction projects, then by loce
associated maps, surveys, dn:tnologimlly h
studies, and related corres- year.

pondence. They include his-

tories of projects and other

relevant documentation.

NARA JOB NUMBER ‘ —_

16 BIAM Release 1,



IRRIGATION MAPS AND DRAWINGS.
Oopies of maps and drawings
showing irrigated area, land
proposed for restoration,
water drainage, buildings,
etc.

NARA JOB NUMBER

16 BIAM Release 1,



IRRIGATION AND POWER — 4900

Permanent Tenmporary
Description of Records Filling Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
ATIC Arrange chronologi- Qut off at close 4907-T3
= cally, then by of fiscal year.
= location. Hold 3 years or
plans, and rel until volume
pondence. warrants and
retire to FRC.
NARA JOB NUMBER Destroy 20 years

after cutoff.

8. IRRIGATION REPORTS. Periodic Arrange by location Qut off at elqse
narrative and statistical then by report type. of fiscal year.
reports on irrigation opera- Hold 3 years or
tions, construction and main- until volume

tenance. warrants; retire
to FRC. Offer
NARA JOB NUMBER to NARA 20 years
after retire—- -

ment.

9. Qut off at close

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #

4910-P3

granting permanent
rights to imdividuals, amd
legal case files involving
irrigation matters.

NARA JOB NUMBER

11. Arrange mmerically Qut off at 4911-T3F

records. Maintained by office
of origin. Subject to the
Pxivacy Act (BIA-26).

NARA JOB NUMBER

16 BIAM Release 1,



JRRIGATION AND POWER — 4900

penodic billings to cuStomers
for power usage.

NARA JOB NUMBER

Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange by report Qut off at close 4912-T3F
type then chrono- of fiscal year.
logically by Hold 3 years or
location. until volume
warrants; retire
to FRC. [reeze
reconds; destroy
20 years after
cutoff ance
freeze is
4913-T9——

14. JRRIGATION/POWER CUSTOMER

AOCOUNT TEDGFR SHEETS AND
SCHEDULES. Records which
docauments receipt of monies
resulting from custamer power
billings, including collection
forms.

NARA JOB NUMBER

Arrange mmerically
by book number.

4914-T3F

16 BIAM Release 1,



Permanent Temporary
Filing Disposition Records Records
Instructions Instructions Schedule # Schedule #
Arrange by location. Qut off at close 4915-T3
of fiscal year.
Hold 3 years or
until volume
warrants; retire
to FRC. Destroy
10 years after
artoff.
16. Arrange by location.  Cut off at close 4916-T3

EOWER AND IRRIGATION WORK
ORDERS. Work orders for rou-
tine maintenance of power
plant such as light fixtures,

building repairs, etc.
NARA JOB NUMBER

17. SOIL SURVEYS. Studies of the Arrange by location,
irrigation and cultivation then chronologi-
potential of the soil in cally.
particular areas, including a
determination of the physical
characteristics of the soil,
ocamposition, and condition of
the native vegetation.

NARA JOB NUMBER

16 BIAM Release 1,



Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Qut off at close 4918-P3
of fiscal year.
Hold 3 years or
until volume

showing
erosion condition, technical
survey maps showing types of
soil, and maps showing land
proposed for restoration and

to.NARA 20 years
after retire-

16 BIAM Release 1,



IRRIGATION AND POWER — 4900

Disposition
Instructions

Schedule #

Schedule #

21.

as water availability

I -

correspondence and lists
relating to modification of
operation and maintenance
assessment orders.

NARA JOB NUMBER

Qut off at close
of fiscal year
of case closing.
Hold 3 years or
until volume
warrants; retire
to FRC. [reeze
records: destroy
10 years after
cutoff once

4920-T3F

4921-T3F

16 BIAM Release 1,


http:relati.rg

IRRIGATION AND POWER — 4900

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
Arranged by plan Qut off at close 4922-T3F
otz type. Record copy of fiscal year.
particular lands aring. 2 retained by office Hold 3 years or
relatively long period. They origin. until volume
include a crop history of the warrants; retire

lamd giving the crops that
have been grown on the land
and the yield obtained for

tomcm

23. _ ERM CRORRING PIA Arranged by summary Qut off at close 4923-T3F
SUMMARY. Records™y ocon- type and location. of fiscal year.
tainasumaryofsi g Record copy main- Hold 3 years or (A)PW\)M
data on long-term cropping aine

plans.

NARA JOB NUMBER

16 BIAM Release 1,



(QONTINUING EDUCATION - 5200)
, Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arrange alphabeti- Qrt off at close 5201-TS
cally. of fiscal year
in which loan is Withdown
repaid or can-
a. for loan celled. Destroy
b. Oopy of agreess: 5 years after
Cc. Recommendations cutoff.

16 BIAM Release 1,



EDUCATION —— 5000
JCONTINUING EDUCATION - 5200)

Description of Records
& NARA Job Number

Filing Disposition Records
Instructions Instructions Schedule #

Schedule #

2. HIGHER EDUCATION GRANT/

SCHOLARSHIP CASE FILES.
Record copy kept by office
making grant. Includes:

a. Application

b. Award

c. Recomendations

d. Scholastic or other
progress reports (does
not include transcripts
which are maintained

under 5417-PS)
e. Reoords on misuse of funds
or overpayment
f. Related correspondence
Subject to the Privacy Act
{BIA-22) .

alphabeti- Qut off at close 5202-P5

Arrange
cally. of school year

in which case is
closed. Hold 5
years or until

volume warrants;
retire to FRC.
Offer to NARA 20
yearsafterc,a/f‘dpp
—retirement.,

16 BIAM Release 1,



EDUCATION — 5000
(CONTTNUING EDUCATION - 5200)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Scnedule #
CQut off at close 5203-T3
of school year.
after otore, T
—
Arrange alphabeti- Qut off at close 5204~-P3

cally.

for adults and include suc
material as monthly/anmial
reports, individual progress
reports and related corre-
spondence. Record copy
maintained by office of
origin.

NARA JOB NUMBER N1-75-89-1

of school year.
Hold 3 years or
until volume
warrants; retire
to FRC. Offer
to NARA 20 years
after retire-

16 BIAM Release 1,



ON —— 5000

{SCHOOL, FACILITIES - 5300)
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Qut off at close 5301-TS
of fiscal year
when printed
ocopy is distri-

buted. Hold 5
years or until
volume warrants;
retire to FRC.
Destroy 25 years
after cutoff.

facilities ani summary of
space requirements.

NARA JOB NUMBER

2. SQNOL POUIPMENT PLANNING Arrange by school
FILES. These files are location.
accumlated during the
plamning stages of eq.)jmt -
needs for schools.
are egquipment requiramts and
justifications, analyses of
needs, camments an equipment
layouts, and final decisions.

NARA JOB NUMBER

16 BIAM Release 1,


http:p18l'l'li.nJ

EDUCATION — 5000
(SCHOOL, FACILITIES - 5300)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
Arrange by project Qrt off at close 5303-T4
mmber. of fiscal year.
Destroy 4 years

after cutoff.

16 BIAM Release 1,


http:CCIIIIlitt.ee
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EDUCATION — 5000
SCHOOL, FACILITIES — 5300

Description of Records
& NARA Jab Number

Filing
Instructions

Disposition
Instructions

Schedule #

Temporary
Records

Schedule #

4. FUCATIONAL FACILITIES INVE
URY, MASTFR . This file

contains data related to the
classroom including capacity
of other education facili-
ties. The file reflects area
and agency codes, builtding
mmmber, occupant capacity v
school and dormitory, building
condition code, building gross
square feet, year building
oonstructed, year building
renovated, mmber of teacher
stations, and roam net square
feet.

a. Printout/paper copy used
as record copy.

b. Magnetic tape data.

NARA JOB NUMBER

Arrange by project
number.

appropriate.

5304a-T1

5304b~TO

16 BIAM Release 1,



EDUCATION — 5000
(SAHOOL, FACILITIES - 5300)

Filing
Instructions

Disposition Records
Instructions Schedule §#

Schedule #

mendations for a particular
facility. Files also include

Arrange by project
mumber.

Qut off at close
of fiscal year
when construc-
tion is com-
pleted. Hold 3
years or until
volume warrams;
retire to FRC.
Destroy 10 years
after cutoff.

5305-T3

16 BIAM Release 1,



EDUCATION — 5000
{SCHOOL, OPERATIONS -~ 5400)

Description of Records
& NARA Job Number

Filing
Instructions

Permanent
Disposition Records
Instructions Schedule #

Schedule #

L

STUDENT CASE FILES. Includes: Arrange alphabeti-

a. Attendance cards

b. Application for enrollment

C. Grade reports/cards

d. Parental consents
(originals)

e. Achievement test scores
(scores only; destroy
booklets)

f. Immmization records

g. OCensus card

. These are
unofficial information or
convenience files that contain
duplicates of material such as
a student’s attendance record,
grade reports, etc. a&gﬂz
to the Privacy Act (BIA-22).

NARA JOB NUMBER

cally.

Arrange alphabeti-

cally.

aut off at close 5401-P5
of school year

in which student
graduates or

leaves school.
Transfer file to

new school upon
request; other-

wise, hold 5

years or until

volume warrants,
retire to FRC.

Offer to NARA 20

years after c ot

~retirement.

Destroy when no
longer needed.

5402-1T0

16 BIAM Release 1,
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EDUCATION — 5000

L, O ONS - 5400
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
ACO) Arrange alphabeti- Qut off at close 5403-P5
cally. of school year. .
Hold 5 years or (A)F“\&WV\

a. until volume

tional fiscal warrants; retire

students to FRC. Offer
b. Invoices

ot e A= ofF
—~ et

c. Cancelled checks
d. Bank statements
e. Oopies of deposit slips

identification mmber and
title.

NARA JOB NUMBER

16 BIAM Release 1,



Permanent Tenporary
Description of Records Filing Disposition Records Records

& NARA Job Number Instructions Instructions Schedule # Schedule #

Qut off at close 5405-P3

6. LIDRARY CATALOG FILES. Cards Arrange as
showing authors, titles sub- appropriate.
ject, cross-reference, etc.,
amd indicating descriptive
details including location of
items on the shelves. library

-

NARA JOB NUMBER

7. AUDIO-VISUAL MATERJAL. In- Arrange as Qut off at close  5407-P3
cludes slides, motion pic- appropriate. of school year. ?
tures, photographs. Original Hold 3 years or
only is record copy. until volume
warrants; retire
NARA JOB NUMBER to FRC. Offer 5
to NARA
after cutoff.

16 BIAM Release 1,



EDUCATION — 5000
{SCHOOL, OPERATIONS - 5400)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
8. SCHOOL HISTORY FOLDER. Arrange by location. Qut off at close 5408-P3
Includes name, location, size of school year.
of reservation where school is Hold 3 years or
located, authority establish- until volume
ing school, date school warrants; retire
opened, and irri- to FRC. Offer
gation features in vicinity, to NARA 20 years
mmber of employees, narrative after cutoff.
history of school, listing of
buildings, legal description,
ownership of land, and related
corresporndence.
NARA JOB NUMBER
9. ]INDIAN SCHOOL POUALIZATION Arrarge as Cut off at close 5409-T3
PROGRAM (ISEP) FILES. OCompu- appropriate. of fiscal year.
ter generated forms used for Hold 3 years
student count, eligibility and then destroy.

other factors which affect
school budget allocations.

NARA JOB NUMBER )

16 BIAM Release 1,
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EDUCATTON —— 5000
(SCHOOL, OPERATIONS - 5400)

Description of Records
& NARA Job Number

Filing
Instructions

Records
Schedule #

Disposition
Instructions

Schedule #

10.

STUDENT ENROLITMENT SYSTEM
(SES) FILES. OCamputer
generated forms used for
statistical purposes which
show student name and address,
school, parent or guardian,
tribe, census roll number,
family numbers, and other
related information.

Cut off at close
of school year.

5410a-T3

16 BIAM Release 1,



EDUCATION -~ 5000
(SCHOOL, OPFRATIONS — 5400)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
11. Qut off at end
of school year.
a. Daily and monthly Arrange chronologi- Hold 3 years 5411a-T3
attendance reports. cally. then destroy.
b. Ammual school census and Arrange alphabeti- Hold 3 years; 5411b-P3
attendance summary cally by school name retire to FRC.
reports. Record copy or location. Offer to NARA
maintained by Agency or 20 years after CM
Area OIEP office. —retirement
NARA JOB NUMBER N1-75-89-1
12. SCHOOL, TRANSPORTATTON REPORTS. Arrange chronologi- Cut off at close
Consist of school vehicle cally. of school year.
reports such as:
a. Mileage and maintenance. Destroy 3 years 5412a-T3
Maintained by schools. after cutoff.
b. Accident. Maintained at Destroy 6 years 5412b-T6
Area. after cutoff.

16 BIAM Release 1,



EDUCATION —— 5000
(SCHOOL, OPERATIONS - 5400)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
Arrange by location Qut off at close
i of school year.
5413a-P3
5413b-TS

activities of school
locations.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



EDUCATION ~— 5000
(SCHOOL,_OPFRATIONS - 5400)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jaob Number Instructions Instructions Schedule # Schedule #
Arrange as Qrt off at close 5414-P3
appropriate. of school year
in which survey
K 'zations and is campleted.
studies regarding~the educa- Hold 3 years or
tion of Indian childrém until volume
BIA/non-BIA schools. Reco warrants; retire
copy retained at Central to FRC. Offer
Office. to NARA 20 years
after retire-
NARA JOB NUMBER N1-75-89-1 ment.
15. EDUCATION PROGRAM AUDIT CASE Arrarge by school CQut off at close 5415-T5

FIIES. Oonsist of information location code.
accumlated during audits of
school operations to assure
acauracy, propriety, and
legality of the use of
assets. Files include final
audit reports, responses,
caments, recamendations,
oorrective action plans amnd
related working papers.
Reocord copy retained at
Central Office.

16 BIAM Release 1,



EDUCATTON - 5000
SCHOOL, OPERATTONS - 5400

Description of Records
& NARA Job Number

Filing
Instructions

Permanent
Disposition Records
Instructions Schedule #

Temporary
Records

Schedule #

award of contracts/grants
activities authorized under
Public Law 100-297.

a. Part A Contracts/Grants.

b. Part B Grants.

Arrange by type of
instrument, then by
school location
code.

Cut off at close
of fiscal year.
Hold 5 years or
until volume
warrants; retire
to FRC. Offer

_ ——— NARA-JOB-NUMBER-Ji=75-89-1

17. SIUDENT TRANSCRIPT. Official Arramew student

file containing a transcript
which details a stident’s
academic performance by
course. Include secondary or
post-secondary transcript
material. File does not
include individual grade
reports or report caxds,‘
these are included in the
Student Case Files. Subject

to the Privacy Act (BIA-22).
NARA JOB NUMBER N1-75-89-1

Qut off when
student leaves
school or
graduates. Hold
5 years or until
volume warrants;
retire to FRC.
Offer to NARA 20
years after re-=
tirement. Cuf oFF

5417-P5

16 BIAM Release 1,
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EDUCATTON -— 5000
(SCHOOL: OPERATTIONS — 5400)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
18. [EXCEPTIONAL, CHIID CASE FIIES. Arrange alpha- Cut off when
Documents relating to the re- betically. student leaves
ferral, evaluation, diagnosis school, services
and placement of a student in are terminated,
an exceptional category. In- or placement is
clude referrals; evaluation not made. Rec-
summaries, psychological re- ord of students
ports, or similar diagnostic placed for ser-
reports; professional reports vices may be
on diagnosis and recammenda- transferred to
tions for placement; parental/ receiving school
guardian approvals for test- upon student
ing, placement, document re- transfer. If
lease or transfer, etc.; prog- student does not
ress summaries/reports; orig- transfer, follow
inal copies of the Individual procedures for
BEducation Program Plan (IEP) retirement to
of services provided and FRC.
needed; other related docu-
ments. Subject to the
Privacy Act (BIA-22).
a. Case files of students Hold 2 years 5418a-T2
referred or evaluated, but after cutoff,
not placed for services. then destroy.
b. Case files of students Hold 3 years or 5418b~T3
placed for services. until volume
warrants; retire
NARA JOB NUMBER N1-75-89-1 to FRC. Destroy

10%3%#
~retirement.

16 BIAM Release 1,



EDUCATION — 5000
(SCHOOL, OPERATIONS - 5400)

Permanent: Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
19. INDIVIDUAL EDUCATION PROGRAM Arrange as CQut off at end 5419-T1
appropriate. of each school

Consists of teacher/therapist
working copies of IEP’s for
students placed in an except-
ional category and receiving
services. Sublect to the
Erivacy Act (BIA-22).

NARA JOB NUMBER

year. Hold 1

16 BIAM Release 1,



EDUCATION — 5000
(SCHOOL, OPERATIONS — 5400)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
20. mmmm Arrange alphabeti- Qut off when
cally. student leaves
lating to the nefm:ral evalu— school, services
ation, amd placement of a stu- temminate or
dent in the Intensive Residen- placement is not
tial Program. Includes refer- made.
rals; evaluation summaries,
psychological reports or simi-
lar diagnostic reports; pro-
fessional reports on diagnosis
and recoomendations for ser-
vices; parental/guardian ap-
provals for evaluation, place-
ment, document release or
transfer; progress summaries/
reports; services plan; and
other related documents.
Subject to the Privacy Act
{BIA-22).
a. Case files of students Hold 2 years, 5420a-T2
referred or evaluated but then destroy.
Dot placed.
b. Case files of stadents Hold 2 years or 5420b-T2
placed and receiving until volume
services. warrants; retire
to FRC. Destroy
NARA JOB NUMBER 10 years after
artoff.

16 BIAM Release 1,



EDUCATION - 5000
(SUPPLFMENTAL _PROGRAMS - 5500)

Description of Records
& NARA Job Number

Filing
Instructions

Disposition
Instructions

Schedule #

Temporary
Records

Schedule #

1.

CHAPTER ] PROJECT FIIES. Con-
sist of name of school,
description of school, func-
tional statements, summary of
student needs, mumber of
eligible students, staffing
requirements, staff training,
facilities/equipment justi-
fication, budget and Parent
Advisory Council certifi-
cation. Record copy main-
tained at Central Office.

NARA JOB NUMBER N1-75-89-1

CHAPTER 1 OCMPTAINT FILES.
Oonsist of documents accum-
lated as a result of com-
plaints about experditure of
funds and includes the com—
plaint correspondence arnd
background studies of the
project, investigations,
findings, and related corre-
spondence. Complaints are
potential court cases. Record
copy maintained at Central
Office.

NARA JOB NUMBER N1-75-89-1

Arrange by location
then chronologi-
cally.

Arrange chronologi-
cally, then by case
mmber or name.

CQut off at close
of fiscal year
in which project
terminates. Hold
3 years or until
volume warrants;
retire to FRC.
Destroy 5 years
after cutoff.

art off at close
of fiscal year
in which com—
plaint is re-
solved. Hold 3
years or until
volume warramnts:;
retire to FRC.
Destroy 5 years
after -xetires.
_merte— Cod~EF

5501-T3

5502-T3

16 BIAM Release 1,
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EDUCATION — 5000
(SUPPLEMENTAL PROGRAMS - 5500)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Jab Number Instructions Instructions Schedule # Schedule #
3. (HAPIER 1 ANNUAL EVALUATICN Arrange by location Qut off at close
REECORT FILES. Include pre- then chronologi- of school year
and post-test scores from cally. in which report
standard achievement tests, is campleted.
mmber of emplayees, mmber of
weeks services weére provided
to individual students
studenmts’ birth year, amd
other information as required
Hold 3 years or 5503a-P3
a. Reocord copy maintained at until volume
Central Office. warrants, retire
to FRC. Offer
to NARA 20 years
after retire-
ment.
Destroy 2 years 5503b~-T2

b. Information copy main-
tained at Area Office.

NARA JOB NUMBER

after cuteff.

16 BIAM Release 1,
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EDUCATION -— 5000

{SUPPLEMENTAL _PROGRAMS - 5500)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
4. IITLIE IV FIIES. Doouments in- Arrange chronologi- Qrt off at close 5504-T4
clude the approved project/ cally. of school year.
request for funding, advice of Destroy 4 years
allotment, budget, financial after artoff.
transactions, reports and
related correspondence.
Maintained at school.
NARA JOB NUMBER
5. = art off at close 5505-T4

TION FILES. Oonsist of

approved project, advice of
allotment, budget, financial

transactions. Maintained at
school .

NARA JOB NUMBER

Arrange chronologi-

cally. of sdloo: year.
Destroy 4 years
after cutoff.

16 BIAM Release 1,



EDUCATTON —— 5000
(SUPPLEMENTAL PROGRAMS - 5500)

Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
Arranged alphabeti- cut off at close 5506-T3

cally by state. of fiscal year.
Hold 3 years or
until volume
: warrants; retire
fies method and extent o 6 years after
payments, eligibility criteria retirement.
for school districts and stu-
dents, general fund support,
special services, records and
reports, budget and contract
procedures, costs, and special
conditions, and other informa-
tion as required. The State
Plan File includes plans fram
each school district with
estimates of JOM Funds
required.

NARA JOB NUMBER N1-75-89-1

16 BIAM Release 1,



ETUCATION — 5000

{SUPPLEMFNTAL, PROGRAMS - 5500)
\ Permanent Temporary
bescription of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
7. ’ Arranged alphabeti- Cut off at close 5507-T6
ANNUAL REPORT FILES. Reports cally by location. of fiscal year.
are prepared by state educa- Destroy 6 years
tion agencies and contain after cutoff.

statements of receipt and
expenditure of JOM funds.
BExpenditures are shown by
county for each type of
servica. Student attendance
ocmparisons between all
students and JOM students are
shown for each county. Tax
rates and assessed valuations
are shown for each county.
JOM enrollments are shown by
grade and by age. These files
are used to abtain statistical
information for reports.

NARA JOB NUMBER

16 BIAM Release 1,



(SUPPLEMENTAL PROGRAMS — 5500)
Permanent Temporary
Description of Records Filing Disposition Records Records
& NARA Job Number Instructions Instructions Schedule # Schedule #

8. ! .
of copies of John-
son-O"Malley contracts with

Quit off at close
of fiscal year.

b. Official record copy.

NARA JOB NUMBER




EDUCATION — 5000
(SUPPLEMENTAL PROGRAMS - 5500)

Permanent Temporary
Description of Records Filing Disposition Records
& NARA Job Number Instructions Instructions Schedule # Schedule #
9. MANITORING REPORTS. Documents Arrange by location. art off at end 5509-T3
relating to monitoring con- of fiscal year
ducted to evaluate a program’s in which
progress, achievement of corrective
abjectives, attaimment of actions are
academic/dormitory standards, oampleted. Hold
fiscal expenditures, etc. 3 years then
Include recammendations, destroy.

findings, follow-up and
progress reports on corrective
actions.

16 BIAM Release 1,
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BIA Permanent Items Location

Item Number Location

1201-p3 Central Office
1204a-p5 Central Office
1204b-p5 Area

1205-p3 Area

1207-p3 Central Office
1236-p5 Area

2406-p3 Diff

3201-plo0 Central Office
3202-p7 Central Office
3301a-p5f Area & Agency
3302-p3 Area

3401-p5 Area & Agency
3505a-p3 Academy
3506-p3 Academy
3507-p5 Academy
3508-p3 Academy
3603-p5 Central Office
3604-p3 Central Office
3704-p5 All

3715-p5 Central Office
3716-p5 Central Office
3717-p5 Central Office
3718-p5 Central Office
3719-p5 Area

3720-p5 All

3721-p5 Area

3723-p3 All

4201a-p3f Agency
4303-p5 Area

4304-p5 _Central office--
4305-p3 Central Office
4506-p5f Agency
4512-p3 Area

4514a-p5 Central Office
4606-p3 Title Plant
4613-p3 Title Plant
4615-p2 Title Plant
4616-p3 All

4637a-p5 Area

4643-p5 Title plants
4644-p5 Title plants
4701-p5 Area

4705-p5 Central Office
4706-p5 Central Office
4901-p3 C.0. & Area
5202-p5 Area

5401-p5S Area & Agency
5403-p5 Schools
5407-p3 All

5408-p3 All

5411b-p3 School
5417-p5 Schools



