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- 1..&.,,& .I..ANI(REQUEST FOR RECORDS DISPOSITION AUTHORITY Joe NO rs. Instructionlon flwms) NI-'7yf'9-/TO OATE RECElvEO GENERAL SERVICES ADMINISTRATION
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 z/r-Ifl'

1 FROM (A.~"ey or .,.talllull",,"tI NOTI;:ICATIONTO AGEI\jCY Department of the InteriorU. :; . In accordance wltntneorav's,ans44 uSC 3303a2 MAJOR sueolVISION request,nCluolng ofthedlscosal amename"tss dUO':.e:: Bureau of Indian Affairs exceotfor Itemslnet may be markea dISDOSI~I:" .....:~ 

IOOrOl/ec:l" or 'WI!narawn n COlumn10 If ~c 'ecorcs 
J MINOR SueOIVISION tneSignature ..l.r';:~I"'SIare orQIJOsecl for dISOO5a1 atme s 

not reQuired 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL.EPMONEEXT ARCHIVIST OF THE UNITEO STATES O;TE'3o)C{DSarah S. Hawkins ~ 
343-3574 lt291tS,. " --=----~'" -

6 CERTIFICATE OF AGENCY REpRESENTATIVE 

I hereby certify that I am authorized to act fOI trus agency In matters pertaining to the disposal of the aqencv 5 r'::CO'js 
that the records proposed for disposal In trus Request of pagels) are not now needed for the DuSIness ':" or S 

agency or will not be needed after the retention periods soecrnec. and that written concurrence from 'ne Genera, 
Accounting Office. If required under the prov.srons of Title 8 of the GAO Manual for GUidance of Federal Al)enc es, 
attached 

A GAO concurrence ~ ISattached. or 0 IS unnecessary 

e DATE RE OF AGENCY REPRESENTATIVE o ITL.E 

1/23/89 #.'~ Records ~~nagement Offlcer 

7 , 9 GAS OR I' 10 -CT,::;,', 
8 DESCRIPTIONOF ITEM SUPERSEDED, ,~I(=\jITEM 

(Wltll '"cliUlw. Oat .. or Retenno" Pel'lQlUl JOB I INARS USENO CITATIO~J OIVLr'J 

The attached Bureau o~ Indian Affairs Records and Files 
Disposition :randbook is a complete revision of the previous
1977, 15 BlAH, Files Operation and Records Disposition Handbook 
Supplement 3. Sureauwide organizational chan;es during the 
past 12 years have added new programs to the Bureau and 
discontinued others. A frozen series of records have also 
been added. 

Appendixes to the Handbook include a Correspondence Listing,
Location Codes, FRC Center Location, Disposition Schedule 
Conversions, Functional Areas by Programs, the General Record 
Schedules and the Disposition Schedules. 

A detailed description has been made of each series which ha 
been accumulated and will continue to be accumulated. Instruc 
tions are provided for the cutoff, retirement, destruction 
or permanent retiontion of each series. 

This Itandbook supersedes all previously approved manuals. 

" 5-'08 
Prl'sc.rloea 0)' Ci5"..., 
F PM '"(4 1 C;:-R I 1:. 



GfNERAL AIHINIS'lRM'IVE fIlmi 

Description of Records 
& NARA Jab NlIniler 

Filirg 
Instructions 

Dispositioo
InstructiQ'lS 

PenBnent 
Records 
Schedule • 

'l'elrp>rary 
Records 
Schedule # 

Arran:Je dlronologi-
cally. 

Review anrually 
for accuracy. 
Destroy when 

- 101...JJ'O 

~by 
updated plan. 

MARA JOB NlImER 

2. READING OR QiR(H)ltxiICAL 

1lWl· A specifically desig-
Mted c:qJy (sanetimes 
cksignated by green oolored 
manifold tissue sets) of all 
art:goirg~
originated by a unit am used 
solely as a readi.rg or 
reference file. 

QJt off at close 
of calerdar 
year. Destroy 1 
year after 
cutoff. 

tIlm: 'lhe cbral 
e for the 

Ass secre-

102..JJ'1-

(, 

taIy is 
MARA JOB NUMBER by lO21-PJ. 

3. 5mPENSE (TIa<I.ER} rnzs. 
Nates, cards or oontrol fonns 
used as remiJners to IOOeta 

~ 
cally 

dlrooologi-
by due date. 

Destroy after 
actioo is 
OCIIPleted. 

103...JJ'O ~ 

deadline or take sane other 
actioo by a specified date. 

MARA JOB NUMBER 

,16 BIAM Release 1, 



GENERAL NMINlS'lFATIVE nTffl 

Descriptiat of Realrds 
& MARA Jd> Nlmtler 

~ OORRESroNIEO. 
""Ola,""",,",,,,,,, of short-tenn interest 

have 00 ckx:lDDentaIy or 
t'tAI.....-;._ value am oormally 

nd''''''-'''_ IOOre than 90 
days. Exanpl f transitory 
oonespameooe irx= rootine 
recpests for informat1 or 
p.1blic:atians am ccpies 0 

plies 1rtbi.d1 require 00 admin-
istrative action; mem:>raOOa am 
other papers that do I'Xlt serve 
as the basis of official 
actians, sud1 as not.Ioes of 
holidays, dlarity drives, or 
~ caupaigns. 

HAM JOB NUMBER _ 

RHlJISITIOO flIES. lbc:lJIoonts 
shawi.rg evideoce of request for 
p.u:dlase of SUWli~ or equip-
ment. Files contain requisi-
tim, blue oq:Jy of purchase 
order am related papers. 

MARA JOB NUMBER _ 

Filirg
 
Instructions
 

File with JOOSt 
recent dated 
correspondenoe on 
tq>. 

~eby
requisition number. 

Dispositim 
InstructiCl'lS 

Destroy after 90 
days. 

art. off at -",£,,,_ 
of fiscal year. 
Hold 6 years 3 
JID1ths or until 
volume warrants; 
retire to FB::. 
Jil:r7§ record; 
destra.i after 
freeze is 
lifted. 

Tellp:>rary 
Recx>rds 
Sdledule # 

_104-'1'0 

_105-T6.3F 

16 BIAM Release 1, 

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


Descriptioo of Records 
& NARA Jd:> NuaiJer 

Filirg 
Instructia'lS 

Dispositioo 
Instructions 

Pemanent 
Records 
SChEdule 1# 

6. 
~. Ird.tDed are 
f'ln::tiatal. statements, ozqani-
zatiatal. dlarts ani documents 
relatirg to office staffirg. 

Destroy papers 
when superseded, 
or no lal:jer 

---.Il~ied for 

_106~ 

cally then 
logically. 

chra"D-

a. c.artlal cq>ies of 
timesheets, inc::lu:Je leave 
request (SF-71) forms when 
timesheet has been 
initialed by eaployee. 

Hold 1 year 
after cutoff 
then destroy if 
no lager re:ded 

rererenoe . 

_107a-'1'1 

c. I.eave request (SF-71) 
fonlE when ti:mesheet has 
mt' been initialed by 
eaployee • 

Hold 3 ~,~..o'l"" 

until GNJ aldit, 
whichever is 
sooner, then 
destroy. 

_107b-T3 

16 BIAM Release 1, 



Permanent Teap:>rary 
Descripticn of RecxJrds Fili..rg Dispositicn Records Rscords 

, NARA Jab· Nl.DItler Instructions Instructicns Sdlecl.ll.e , Scbedule # 

lDERS. Unofficial 
perscnnel a whim 000-
tain duplicates of n:tl~~ 

placed in Official Personnel 
Folders. Generally limited to 
informaticn on experierx:e,
educaticn, trai.ni.rq, special
qualifications ani skills, 
pasiticn descriptions, ani 
perfOl.1lliUX:'e awraisals. 

Arrarqe alPlabeti-
cally enployee J1aJIWa. 

Desb:oy 
doaJments when 
superseded or no 
laqer
awlicable• 

_l08-'l'O 

9. 

~,
authorizations, itinerarl 

Arrarqe alPlabeti-
cally by name of 
traveler. 

Q1t off at close 
of fiscal year. 
Desb:oy 4 years
after cutoff. 

_109..J'f4 

IV/THSIIAIN 

travel vcu:bers, ani similar 
papers pertai.ni.rq to errployee 
travel exclusive of records 
mai.nt:ai.ned for aooount inq 
p1X1XlSeS. Ir¥::ltrle passport 
information when awlicable. 
SUb1ect to the Privacv Act ~. 
NARA JOB NUMBER _ 

16 BIAM Release 1, 



'l'enplrary 
Descriptim of Records Filin:J Dispositioo Reoords 

& NARA Jab Nlmiler Instructions Instructia'lS Sdledule # 

• 'lBIP BERmS. contains copies Arrar¥le alJbabeti- art: off at close _110..Jf4 
f reports to supeJ:Visors ani cally. of fiscal year. 

malr&;llElDlim officials document- Destroy 4 years 
'IOIIIJ~~ee travel, fi..rxii.B.Js after altoff. 
J:e(XIII.~·tioos. Include 

records an Wi-
viduals failure to .t a 
prescribed trip repo,Y"f'""o .......... 
documents to substantiate
 
official travel when the
 
iniividual was granted an
 
advaJx)e for sudl travel. Also
 
CD1tains records created as a
 
result of an official trip
 
report that does oot substan-
tiate the authorized travel
 
for which the in:lividual was
 
zeiDbJrsed or given advance
 

\0f'Un:Js. SUbject to the Privacy
 
Act eBIA-lS)'
 

MARA JOB NUMBER _ 

16 BlAHRelease 1, 



TeIIporary 
Descripticn of Records Filin) Di.spositial Records 

, MARA Jci> Nlmiler Instructions InstructiCl1S Sdledule # 

Arran:Je as Destroy when	 _111-'1'0 
awrq>riate.	 organizaticnal

pertainin;J to oont'	 unit is di sc:xm-
actiCl1S am qJeratin)	 timed or 1IIhen 
prooEriIlres •	 an! m 

1a¥Jer 
MARA JOB NUMBER	 _ for reference. 

12.	 DIl<tPflVES - REFERENCE Arran:Je as Destroy when _112-'1'0
OOprg;. Cq>ies of aJreau ~riate. superseded or m 
regulaticns am directives; 1a¥Jer needed 
am Deparbnent of the Interior for refennJ8. 
or other aqercj marwal 
releases, b1lletins, circu-
lars, directives, an:l pam-
puetB. Files also incltde 

\IPUblic laws, Halse Reports,
 
QJde of Federal Regulations
 
CaR), an:l Federal Register
 
ocpies.
 ".,MARA JOB NUMBER	 _ 

16 BIAMRelease 1, 



Description of Records 
, NARA Jet> Nl.mtler 

Filin;J 
Instructions 

13. lDff1lJi1fflAL ooaJMENl' AQ";fflS 
fiTffl. Files consist of fOnDS 
or lists used to record safe 
am padlcx:k <XIIt>inatians, 
signatures am names of 
iniividuals kncw1n:j CCl'It>ina-
tim, am oatparable data used 
to 0CX1tr01 access into areas 
or files where confidential or 
classified infonnation is 
stored. 

NARA JOB NlJmER _ 

Arrar¥Je as 
awrq>riate. 

""'"'"--""'-.I.. reports of agerq record 
rd:r--f,~I:m BIA-1600)

n.:w~~.n't. 

cally. of fiscal year. 

a. 

b. 

Reports prepared by 
central Offiye for 
SIn; ssion to 001. 

Area am agency reports. 

Destroy 3 years 
after art:off. 

114a-T3 

114b-'1'2 

.' 

NARA JOB NUMBER _ 

16 BIAHRelease 1, 



Teoporary
Descriptim of Records Filinj Dispositim Records 

, MARA Joo N\Jnt)er Instructions Instructims Sdledule # 

15. ITIOO ArraR}e as _115...JJ'O
TIm roffl. Irw:::,....~~~ awrq>riate.

dard FaIm 115, Request Tru__
 

AUthority to Dispose of
 
Reool'ds, or similar fonns,
 
~ am related
 
papers. Record cqly
 

maintained by Central Office.
 

NARA JOB NlJmERt.....-.. _ 

.es of reports, studies, awrq>riate • anrually. De-

spec ilation of data, stroy IIBterial
 
drawi.n:Is, pera . s, cl ip- of no further
 
pin]s, etc., whidl arel'w!~~ refenmoe value.
 
far refereJa! am information
 
pnposes but are not part of
 
official files.
 

.... 
NARA JOB NUMBER'-- _ 

16 BIAM Release 1, 



Descriptim of Rean:ds Filin) 
, MARA JdJ Nlmtler Instn1ctims 

17.	 Arrarqe by I'll!IDB of 
BJ,i pnent;. or va dar • 

MARA	 Jtm t«.M1Bt _ 

18.	 PJ\XBJIL gmyr, 0Rt,;KIW; COma: Arrarqe by paywe. fs) • Office ~ies of period.
payroll detail or::mp.rt:er 
printout lepnts. 

MARA	 JOB tumm _ 

Dispositim 
Instructims 

Destroy when 
superseded, 
creolete or when 
all related 

di spoeed of. 

Qrt: off at em 
of each CJ,Jart.er 
in fiscal year. 
Ik>lddurin) next 
CJ,Jart.er then 
destroyifm
lcn;,er IlBlried 
for refen!llCe. 

.. 

Permanent 'l'enp:>rary 
Reconts Recoros 
Schedule t Sd1edule , 

_117-TO 

_118-TO 

• 

16 BIAM Release 1, 

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


''MISSION''COlUlESPONDENCE PILES. Mission correspon- All 
dence files document the functions and responsibilitie
for which an office is primarily responsible. 

__ -	 __ • _ ••• _ •• , ,,'-' •• u •• ...1 

i~.
 Program Mission Correspondence Piles directly
related to the primary functions of BLA such as 

ian Education, Tribal Resource Development,
Ind Services, Trust Responsibilities, etc. 
(1)	 gram Mission Piles accumulated and 

.. id ined at the Division Level or above 
in BtA tral Office and by Area Directors 
in the fie 

(2)	 Progr811 Mission intained at Branch 
level and below tral Office and 
offices bel3W the Area or in the fiel 

b.	 Administrative Mission Correspondence Piles 
related to administrative support activities s 
as personnel, procurement, property, transporta-
tion, travel, communications, and similar internal 
administrative management functions. 
(1)	 Adainistrative Mission Piles accumulated and 

maintained at the Division level and above 
in the Office of Administration (Central
Office). 

(2)	 Admtnistrative Mission Piles maintained at 
othJr levels of BLA. 

Permanent. Cut off annually
at close of fiscal year • 
Bold 3 years or until volume 
warrants and retire to 
PARCo Offer to MARS 20 
years after retirement. 

Cut-off annually at close of 
fiscal year. Bold 3 years 
or until volume warrants 
and retire to PARCo Destroy
20 years after cutoff. 

Cut off annually at close of 
iscal year. Bold 3 years 

til volume warrants and 
FARC. Destroy
r cutoff. 

20 

Cut off at close of 
fiscal year. 3 years 
or until volume war nts and 
retire to PARCo Destr .. years	 after cutoff. 

8 



EXIOClll'IVE ~ - 1000 

Dispositim 
Insb:uctiCDI 

Pennanent 
Reuuds 
Sc:beclll.e • 

TEllpJrary 
Reool:ds 
Sct1tdlle • 

1. ASSISIMJ' "'MY gacr:;Ktf-PIRS mp. a..iat of oqJies 
of bxxainJ ani aJtgoiDJ
Aaaistant Sec::n!t:uy's Ol4Le-
apnIenca. Fil_ incl.\de 
alpi_ of significant lettat8 
diapIt.diad by othar offioea 
bit fOLWlUded to the Aaaistant 
SeCmtmy for infor.tim. 
Also incl.\des Ol4L&ipCAdei1Oe 

part:ainiJq to individJal. 
IrdianI ani tribes m variCAIS 
BIA pzogzdAi ani other am-
jects. RaconI oqJies are 
.aintained \nIar the DepIrt-
1EI1t' s reocn:ds IBIUll. system, 
382 IJI 5. SWig to the 
Privacy Act (BIA 20). 

Arran)a aJplabeti-
cally by 1'1IIE. 

rut off at close 
of fiscal year.
Hold 3 years, 
tben daPtliOf
tr6y..S f&r ~ F(LC • 

rfk~~tr> JOt.llH~ 
A<-c.hitJe~2P yeNS 
~ CtAl-1FP. 

lJ.ol-P3 -1:28l4'3 -

MARA JOB tDlBEJt _ 

.. 

16 BIAM Release 1, 



EXEXm'lVE ~ 

Deacrlpt.icn of Reoozds FiUDJ 
, MARA JdJ IbltJer Instruct1cns 

2.~~~ =_of
lepozt:s, ani other nM'.n ......._
 
i_at in reaptllI8 to
 
CUIJl niCl'Bl ani IIdta IbJse
 
inJrl,riaJ, ilEl.... p!IpIlS


CD'It:.ain1nJ policy 1IIhich
 
dna It relat1cns with the
 
ElclaaJtiva Offica of the
 
PrfBident ani CUIJl s.
 
MARA	 Jtm ._,..,~ _ 

3.	 IIlRIMl <DfDmlfP UIR§IQf- Arrarqe alf.llabeli-
IB«E mp. amies of prior- cally by name. 
ity <XJl1eap:01"denoe to u.s. 
senators, OJiipO: s • ani 
InUan leedets. Maintained at 
oentral Offica. SWiect to the 
Privacv Act CBIA-21l. 

IQRA Jtm ._~&'-. _ 

16 81M Release 1, 

- 1000 

Dispositicn

Instruct1cns
 

OIl off at close 
of fiscal. year. 
Hold 3 years or
until. vol __ 

warrants: ntire 
to PR:. Offer 
to NARA 20 yaars 

--..tIIb... retire-

OIl off at close 
of fiscal. year: 
hold	 3 years 
then	 destroy. 

PenBnent 
Reoozds 
SchIdlle • 

1202-PJ 

1203JI'J ,
 



4.	 ,. .... ''*IVWII m 
aIfDN, (llJl'JCZ. AInIal nIl"n-
tiva dlp.ta with related data 
emana activitJ.as sit pl'O-
CJl • AIocad oapy .untalmd 
by ~iltOlCll Office WIlt 
~ltipUlt. 

a. Central Office copy. 

b. Creating Office copy. 

5.	 BrA IijMIWcx,IVWII. Signi-
fimnt, ..-:W or ~ 
in) lepa:ta CU1D8lI'linIJ direc-
tim of BIA piOtxj1_ qMlB-
tiaw. AaooLd ccpy .untaira! 
by office of origin. 

Diapoaitim 
InBt:ructiaw 

All•• dnc:aologi-
cally, t.hBnudIIr by
lepa:t ldJject ani 
locatJ.m. 

OIl off at cloae 
of fiaall year. 
ibId 5 yMl'B:
twtire to I'R: 
wbmwl. ... 
WiIll.lts. Offer 
to ... 20 yMl'B=~~t= 
Cut off at close 1204b-P5 
of fiscal year.

\ Hold' 5 years;
retire to FRC 
when volume 
warrants. Offer 
to appropriate regional
archives branch rv-
20 years o.~ter ~t ut"'r, 

All•• by l ...... t	 OIl off at clcae 1205-PJ 
type, thanInIIIr by	 of fiaall year.
locatiem ani ~.	 Ibld 3 yMl'B or 

until vol... 
wrmnts: tetin 
to PR:. Offar 
to NMA 20 years 

I "ire ~ _.--&.after «», J")-r=~ 

http:activitJ.as


Descriptim of Records 
& NARA Jci> Nuntler 

6. 
~. Narra statis-
tical ac:xnmts of the hlllml!¥-_ 
of area and field offices. 
Files in::lme original cm:J:es-
~, J:eports, and maps of 
brlldin:j locatioos al agesr:y 
<XIIpOOlXi. Record cx:pj main-
tained by office of origin. 

7.	 IIJRFAIJ CXHU'l1'EE MNWjfMfNT' 
~. nxunents created in 
C81tral Office for the estab-
lishment of oamrl.ttees, in-
cltdi..rr:j task forces, oaJI'X::ils, 
boards, crmnjssioos, panels, 
and c:x:mparable grcA.1pS. In-
clujed am oamrl.ttee estab-
lishment prqxJSals, awrovals, 
reports, minutes, papers re-
flectug charges in cxmnittee 
~p, ccmnittee cnar-
ters, tenninati.rg issuance, 
and related papers. Record 
cx:py maintained by Central 
Office. 

NARAJOB NUMBERN1-75-89-1 

16 BIAMRelease 1, 

EXEXl1I'IVE ~ -	 1000 

Pe.nnanent 'I'eIIporary 
Fili.rg Dispositim Recxn:ds Recxn:ds 

Instructioos Instructions Scheclul.e # Scheclul.e # 

Arran:Je by locatioo	 <lIt off at close 1206-P3 
then	 chralologi- of fiscal year.
cally.	 Hold 3 years or 

lD1til volume 
warrants: :retire 
~-.llJ:jlL:. Offer 
to NARA 2o-'Jeiu::s.~ 
after retire-
ment. 

Arran:Je alJilabeti-	 <lIt off upc:Il 1207-P3 
cally by oamrl.ttee	 d j SlXJI1tinlan::le 
name.	 of ocmnittee. 

Hold 3 years or 
lD1til volume 
warrants: retire 
to FRe. Offer 
to NARA 20 years 
after l!5~ .rr» 
ltleAt f ~ 0Tr 

http:tenninati.rg


EXEXllI'IVE ~ - 1000 

Descriptim of Aecxn:ds
 
, MARA Jci> tbliJer
 

ArI:an)e by C'XIIIDittee 
name, thereurder by 
locatim. 

field of.L'&'''_ 
lisliiileut of -"-.L 

the mqanizati 
tim of the Area Din!~~ 
other line official. ReCtBl;1s 
created by ocmx:ils, boards, 
C'XIIIDi SSialS, panels am ~ 
parable groups. Incltded are 
C'XIIIDittee establishment pro-
posals, awrovals, C'XIIIDittee 
1IEI1ilership, C'XIIIDittee ~ 
ters, ZepoLts, an:i zelated 
papers. Reconi cq:Iy retained 
by office of origin. 

MARA JOB NlHBmt _ 

Pezmanent 
Dispositim 
Instruct.ims 

Aecxn:ds 
Sdledule , 

art: off file at 1208-'l'3 
close of fiscal 
year ttben 
ocmnittee is 
dissolved. fl)ld 
3 years or until 
voluae warrants: 
retire to FK:. 
Destroy 20 years 
after rutoff. 

•
 

16 BIM Release 1, 



Descriptim of Recmds 
, MARA Jet> Nlmtler 

MARA JOB t«MBmt _ 

16 BlAH Release 1, 

EXEXl1l'IVE ~ 

FilinJ
 
Instructims
 

ArraJqe aooordiJq to 
BIA Directives 
system. 

- 1000 

Dispositim 
Instructims 

Tellp>rary 
Recx>l."ds 
Scnedul.e t 

Plam in 
inactive file 
~ camel.led 
or superseded. 
Retire to me 
~ no lCDJl!l" 
neet1ed for 
reference am 
volume warrants. 
Offer to MARA 20 
years after 
retiu!leI at. 

1209-1'0 



EXEXl1l'IVE ~ 

Descriptim of Records 
& MARA Jd.:> NuIItJer 

Filin} 
InstJ:uctiCl'lS 

ArranJe as 
8RJ1Oq>1O iate. 

- 1000 

Dispositim
Instructims 

Pennanent 
Records 
Schedule ff 

'I'enpOrary 
Records 
Sdledule • 

0Jt off upcx1 

cx:mpletim or 
canoellatim of 
actim. Place 
in inactive file 
Wen directive 
is rescirded or 
superseded. 
Hold 3 years or 
until volume 
warrants; retire 
to FRe. Destroy 
20 years after 
retirement. 

121()-1l'J 

16 8IAM Release 1, 



EXFXl1l'IVE MANAGao1mr - 1000 

Descriptim of Records Filin:j 
& MARA Joo NuniJer Instructims 

Arrarr;Je runericall y . 

MARA	 .JOB tumm'-- _ 

12.	 raM? AND ~ REX;1S'l1!R? Arrarr;Je numerically. 
Ib::uments used for inventory 
of all forms am reports in-
cl\di.rq cards or register 
sheets. 

MARA	 .JOB tumm~ _ 

Disposition 
Instructims 

PenlBnent 
Records 
Schedule , 

'I'e!1tJOrary
Records 
Schedule , 

rut off when 1211~ 
superseded or 
resci.rrled: place 
in inactive WITHDiIAI'r'!. 

file. Hold 2 
years or until 
volume warrants: 
retire to FRe. 
Destroy 10 years 
after retire-
ment. 

rut off a 
of fiscal ~.r-.. 

1212..J}'() 

Destroy when m 
lon:Jer needed. 

,I i!uI\AW1! 

16 BIAM Release 1, 

http:cl\di.rq


1'1 
I 

EXm11'IVE ~ - 1000 

Pennanent TaIpOrary 
DescriptiCl1 of Recxn:ds Filing Oispositioo Recx>rds Reool:ds 

, MARA Jd:> NlmJer IrBtruct.ims Inst.ructioos Scbedul.e • Sdledul.e , 

ArranJe by locatiCl1. 0Jt off at close 1213-P3 
of fiscal 
in whidl 

year 
case is 

c:xmp1eted or 
withdrawn. Hold 
3 years or until 
volume warrants; 
retire to fK::. 

menta, repc:u ts, miraJt:es of 
CXIIIIlittee or task force 
JDBet:iJqs, documents relating 
to overall missioo am cxpies 
of PJblished issuaooes 

Offer to MARA 20 
years after 
retil:euleut. 

iDp1E111E!11t.ing the dlarqes. 

MARA JOB tumm'-- _ 

16 BIAM Release 1, 



EXEXl1I'IVE MAtW»1ENI' - 1000 

Desc:riptim of Records 
& MARA Jet> NLmtler 

Fililq 
InstructiCl1S 

Arrarqe as 
aworOPI iate. 

MARA JOB tumm:....- _ 

16 BIAM Release 1, 

Disposition
InstructiCl1S 

out off at close 
of fiscal year
in whidl plan is 
aCXXll'plished, 
superseded or 
withdrawn. Hold 
3 years or tmtil 
volume warrants; 
retire to FRe. 
Offer to MARA20 
years after 
retiIeaieJ at. 

,
 

Pennanent 
Records 
Sdledule • 

'l'eIporary 
Records 

,Sdledule , 

1214-PJ 



EXF.Xl11'IVE ~ - 1000 

Descriptim of Recolds 
, MARA Jc:i> NlmtJer 

15.~~~~~[ ~"Ilated in 
evaluatinj as 
l'8Jlired by CIIB ~I!!AW!Il' 
A-123, to detendne if 'JUIC1IIoCL 

ware achievad, to asses the 
effect!'W'lESS of the ptogzaa, 
ani to identify IU:atSsfUl. ani 
\DUX j fUl. projects. 
Incl.1.ded ate tq)ies of re-
parts, CJ&ItiCDBires, eval.u-
atim of guidelines, ptoc:e-
dural docuoents; plogzess
lepnts, wm:idn} papers ani a 
cqJy of the final evaluatim 
lepolt. 

MARA	 JOB tutBEl\ _ 

16.	 MMWjfJ!fJfI' IMPRlVf.MRfI' CASE 
llU§. Files <DlSist of 
stuiies or projects regardirg
analyses of administrative 
policies am prooedares, 
lIBI'pJWIBr surveys, etc. 

MARA JOB NUMBER'-- _ 

FiU.1I)

Inst:zu::ticnJ
 

Arran:je by project 
name or alpmbeti-
cally by ploglam 
name. 

Arran:je as 
8A)tq>riate. 

Dispositim
InstructialS 

art: off at close 
of fisall. year 
in Wrlch evalu-
atim is 0CIIt-
plated. It)ld 3 
years or mttil 
vol\D8 warrants; 
nJt.he to me. 
~ lOyeara.A-_ art:.off. 

art: off at close 
0," fiscal year 
in which sw:vey 
is oatpleted. 
Destroy 5 years 
after art:.off. 

12l6~ 

16 BIAMRelease 1, 



EXtXl1I'IVE MAtWiDtENI' - 1000 

Permanent TeIIporary 
Descriptim of Recxn:ds Filil'l} Dispositim ReooIds ReooIds 

, MARA JdJ Nlmtler Instn1ctiCl'lS InstructiCllS Sdledul.e , Sdledul.e , 

establ ah"l~ 

lag-raJqe DBbIfilBlEl'1t 
tives. Incl\ded 
whidl show t1JIIefi:"'!II!f"-i~ 
acD .'t.li.shirg dJjectives,........--
~, mU~, ~qn~,
repo:lts ani related it.EllB. 
Record cxw retained by 
Central Office. 

ArranJe chrcn>logi-
cally. 

18. BIOGRAIJ{[CAL FIrffl. Biogra-
pdes, ~, newspaper 
clin>~, ani related it.EIIB 
pertainirq to the BIA Assis-
tant Secretary. Maintained by
Public Affairs Office. 

ArranJe as 
ClR>1Oq>t: iate. 

MARA JOB tumm.l...- _ 

aJt off at close l217-'l'3 
of fiscal year
in lttlidl plan is 
OCIIpleted or ~. 
Hold 3 years or 
until vol\D9 
warrants: reti.te 
to FRe. Destroy 
20 years after 
cutoff. 

off at close 1218-PJ 
of f year
that inii9ol.dlJa.l 

leaves. HoI 
years or until 
volume warrants: 
retire to FRe. 
Offer to MARA20 
years after
retirement. 

16 BIAM Release 1, 



EXfXl1l'IVE ~ - 1000 

Descriptiat of Rec:xn:ds 
, MARA Jet> NlmtJer 

Arrange by title or 
~ic 
date. 

of speedl am 

20. MOO AND IHjSS mP§1§. 
DoaBents pertaini.nJ to the 
preparatiat ani di 5 2IDinatiat 
of infonmtiat to any p.iblic
C'XIIIWmic:atioos1IIEdia. '1he 
files incl\de draf'ts, clear-
ance docuDents, fonaal. press 
releases, am related papers. 
Aeco1d set is retained by 
Plmlic Affairs Office. 

MARA JOB tuif~ _ 

Dispositiat
Instructioos 

art.. off at close 
of fiscal year. 
Hold 3 years or 
until. volume 
warrants: retire 
to~. Offer 
to MARA 20 years 
after retire-
ment. 

art: off at close 
of fisall. year. 
Hold 2 years or 
until. vol\.8B 

"'vcu:~ts: retire 
• Offer 

years 

Pennanent TeII{Jorary 
Rec:xn:ds Records 
Schedule , Schedule t 

UI9-P3 

U2o-P2 

16 BIAM Release 1, 



Permanent 
Descriptioo of Records Dispositioo Records 

, NARA JdJ tbItJer lnstl:uctioos Schedule , 

Arranje dlrax>logi-
cally. 

a. ~ am denied 
requests whidl do mt 
result in aweals or 
litigatioo. 

art: off at close 
of calerdar year 
in whidl reply 
is sent. De-
sb:oy 3 years 
after cutoff. 

122la-TJ 

b. Denied requests resultinj 
in awea1s or litigatioo. 122J.b-II'6 

1IBde. 
years after 
cutoff. 

WITHtlllAWtt 

.. 

16 BIAM Release 1, 



EXlPlrIVE ~ 

22. 

Descriptim of ReooJ:ds 
& MARA Joo Nuntler 

Arrarqe dlrcn>logi-
cally. 

23. 
Recxll:ds crea: 
or revisin;r J:eConI .......~aas 
ani sutmittinj reQlUSStJI'fQr 
inclusim in the BIAPri·-..· ......... 
Act Reoolds system. Main-
tained by au:-eau Privacy Act 
OJordinator. 

Arrarqe by systEm
n1lliler. 

- 1000 

Pennanent 
Dispositim ReooJ:ds 
Instructims Schedule , 

aJt. off at close 1222-'1'5 
of calendar 
year. Destroy 5UGI._ after 

aJt. off at close 1223~
 
of calendar
 
year. Itlld 3
 
years or until
 
volUlle warrants:
 
retire to me.
 
Destroy 20 years
 
after art:.off.
 

16 BIAM Release 1, 



EXEXl1I'IVE ~ 

Descriptim of RecoIds Filin:J 
& MARA Jd:> Nuni:ler Instructims 

Arran)e du'cn>logi-
cally. 

25.	 PRIVACY lCl OOE mffl. Reo-
0Ids created in the settlement 
of COllections, ameu:boE!nts or 
wrcn:Jful release of infOlllB-
tim subject to the Privacy 
Act. 

16 BIAM Release 1, 

- 1000 

Permanent 'l'eIrpOrary 
Dispositim Recolds ReooI:ds 
Instructims Sdledul.e , Sdledul.e , 

ClJt off at close 1224-'I'5 
of calen:Jar 
year. Destroy
m site after 
basic recxJld is 
destroyed or 5 
years after 
disclosure, 
Wic:bever is 
laqer. 

ClJt off at close 1225-T4 
of calen:Jar year 
in Widl dispJte 

settled. De-
crt-~ril&.. 4 years 
after f. 

.. 



EXEXl1I'IVE ~ - 1000 

Pennanent 
Descriptim of Reool:ds Filirg Dispositim Recmds 

, MARA Jd:> NuniJer In!Itructioos Instructims Scbedul.e • 

ArraI'J)e <ilI:a'Dlogi-	 QJt off at close 1226-'1'2 
cally.	 of calerdar 

year. D!Stroy 2 
yau:s after 
cutoff. 

27.	 CDQ<I1mCH\L IIMSTIGATIVE 
~. DxuDents acomlliated 
as a n!JSUlt of investigatia'lS
ani stulies of BIAactivities 
by a:np:essimal. CXIIIIli.ttees. 
Ird.\ded are papers relatin;J 
to the ocniuct of the .inves-
tigatim, activities of 
investigatirg ocmnittees, 
ocmnittee zepc>rts, reo""Aa-
datioos, ani BIAreplies. 

MARA JOB tumm'--- _ 

QJt off at close 1227-Pl 
of fiscal year 
in ~ch in-
vestigatim is 
OCIIplet.ed. Ik>ld 
~1!IaJ'''R or until 
vol 
retire 
Offer to NAH~ 

years after 
cutoff • .. 

16 BIAM Release 1, 

http:OCIIplet.ed


EXEX:l1ITVE ~ - 1000 

Pemanent TE!1p>rary 
Descriptim of RecxmJs Dispositioo Re001ds Reco1ds 

, MARA JdJ Numer InstructiCllS Sdledul.e , Sdledul.e , 

A1Targe mme.rically.	 0Jt off at close 1228-P5 
of fiscal year
in whim case is 

will be aflSlCbd closed. Hold 5
 
tain advisory ~'Vn"'Il-a years: retire to
 
investigatim n!I)~S. me ~ volume
 
gatim 1eptnts, sta,teuillAtts wm:rants. Offer
 
claims, c:xpies of prcJCel!lSEi1t-..,. to MARA20 years
 
am plead1rqs, SlJA)Ortin} after retire-

documents ani related rone- ment.
 
spaderD!.
 

29.	 I.QL ACTlVl'l'X .RIgOO§ '1Q A1Targe by loc:atim 1229-P5 • 
<»mW" OFfICE· Periodic then dln:nologi- of f.Lall.~J 
reports m legal activities at cally. Hold 5 UD:I' __ ~ 

the Area Office level. Reoonl until volume 
c:x:py mintained at Q:!ntral warrants: retil:e 
Office. to,FRC. Offer 

to NARA 20 years

NARA JOB tuem~ _
 after retil:e-

mente 

16 BIAMRelease 1, 



I, 
EXmlfIVE MANAGEJo1EN1' - 1000 

Deac::riptim of Records 
, MARA Joo tbIIJer 

30.~=~=~~orig 
prep!lri.rq, rev.l.aN.l.lliL 
o MiIMIli.rq 00 prc~seclr-
legislatim, Exlec:utiveOtdets, 
procl.aaatiCDI, an1 lepntil 
relati.rq to BIA activities. 
Iroltded are b!dcgroJrd 
JIII!lterial, drafts, revi .. , 
mirutes of meeti.rqs, positim 
papetB, ard related wne-
spcnieID!. Record 0C4'Y 
maintained at O!ntral. Office. 

MARA Jtm N(JjJ~	 _ 

31. 
IlocDDents creap--w-... 
aJbnissim of ard aa:mM....J:w 
am of infOI'llBtimoollect.im 
~ of the ll1reaU on 
the pmlic. In::l\des SF-03, 
SlJAXlI't.i.n) statements, fOl'DB, 
regul.atiCDI or act recJrlri.rq
the infatmtim, am ~, 
ani ralated documents. 

MARA JOB tUmm'-- _ 

16 BIAM Release 1, 

Fili.rq Dispositial

Instructims Instructims
 

Arran)e runerically	 Olt off at close 
by Act fUItJer.	 of fiscal year 

in whicb leqis-
latim is enact-
ed or witldrawn. 
Retire to me 
when no lCO)eI' 
needed for 
i"IJf8qJpce ard 
vol\mle WkI:RI:p
Offer to MARA 
years after 
rethemeJil:. 

Arran)e by	 Olt off when 
runerically.	 ~or 

rE!IIJVed. Place 
in inactive 
fUe; destroy 5 
years fran 
cutoff. 

PeImanent TEI1pOrary 
Records Records 
Scbedul.e t	 Sdledule , 

123O-PO 

1231-T5 

... 

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


EXfXUfIVE MANAGEmNr - 1000 

Descriptiell of RecouJs FiliJq Dispositiell 
, MARA Jcb N\mtJer InstructiCllS InstructiCllS 

Arl'an)e by pIogldDI out off at close 
office, then by of fiscal year
atdit n.mtJer. in which oor'-

rective acliCllS 
to mdit are 

eJBll1! accuracy, c:xmpleted.
legality, ani rel.&.CILI1.I::LL 

the	 use of assets. ......._,;....,Il-
<XJllespadenoe ell ac:tmJl. 
mdits: draft ani final mdit 
lepal l: respcI1Ses, III""!puts, 
am reo "..edatiCllS: lepolts
ell COllective actiCllS plaJ'l1ed 
am taken: ani related wortd.rq' 
papeIs. 

a.	 Office workin;IIinfona- "QtstJr:ov when I'D 

tiCl1al <:q)ies.	 1 needed 
for re'~~~ 

b.	 Official copy mint.ained Hold 3 years 
by office respa Bible for until volUlll!! 
atdit curt:.rol. warrants: retire 

to me. Fmeze 
Iecotds: destroy 
10 years after 

~ Jtm tuHR'I.- _ cutoff. 

Permanent TErIpOrary 
RecxJl:ds Records 
Sdledul.e , Sdledul.e • 

1232a..JI'O ft· 

1232bJr3F ~ 

16 BIAM Release 1, 

http:wortd.rq


EXEXll1'IVE MAN1tGEMENl' - 1000 

DBscriptim of Records
 
II MARA JdJ tbItJer
 

Filin)
 
InstructiCl'lS
 

Arran)e by Tribe, 
then by au:lit 
1'UIb!r. 

Dispositim 
Instruct.iCl'lS 

0Jt off at close 
of fiscal. year 
in which cor-
I'eCtive actims 
to auiit axe 
OCIIPleted. 

Permanent 
Records 
Schedule • 

a. Office 
timal. 

warJdrq/infOI1lB-
~ies. 

Destroy 1Iban no 
la-qer I'1SIdeci 
for Ieferenoe. 

1233a..JI'O 

b. Official cqJy IIIIlint:ained 
by office r:espaasible for 
au:lit OCI1t.rol. 

ld 3 years or 
volume 

~1~1rih:· retiIe 

1233b-1l'3F 

rewr:ds: ~~'N 
MARA JOB IU'J~ _ 10 years 

cutoff. 
after 

.. 

16 BIAM Release 1, 



EXEXl1rIVE MAW\GDtENI' - 1000 

Descriptim of Reoords 
, MARA Joo NuaiJer 

Filirg
Instructims 

Disposition
Instructions 

Pennanent 
Reoords 
Sdledul.e • 

Tellp>rary 
Reoords 
Sdledule I 

34. art: off at em 
of fiscal year 
in whicb cor-
IeCtive actims 
to aldit are 
CCIIPleted. 

a. Office waddn:),/infOl1lB-
timal ocpies. 

1234a-TO 

b. Official oq:Jy maintained 
by office responsible for 
atdit ca1trol. 

1234b-T3F 

MARA JOB t«MBDt _ 

35.	 f1RiBAL RmISTfR tpI'IQ§. ~ art: off in 1235..1ffi 
DocuDents relatirg to the c:brcn>logica1ly. fiscal year of 
preparatim, review, cl.eararDe publicatim. 
ani pmlicatim of mtioes in Hold 5 years or 
the Federal Register. Reoord until volUIE 
oq:Jy retained in office of warrants; retire 
origin.	 to FRe. Destroy 1 rx>
 

20 years after CMT C)-rr

MARA JOB Nt.JtmER _
 ~ iPiIAIilRt. 

16 BT 'elease 1, 



EXEXlll'IVE ~ - 1000 

Permanent Tenporary 
Descriptim of RecxJl'ds Filin) Dispositim Records Records 

, N1tRA Jd> NuntJer InstructicnJ Instructicns Schedule , Schedule t 

36.	 AQIINIS',mATJ'V APPFAIB. 
IkxuDents relatiJq to an 
imiviclJal.'s 8f1'EM'1 of an 
ldDinistrative decisim mder 
25 CfR 2, am related doal-
1IEI'Its. 

N1tRA	 JOB tUmm _ 

37.	 AUXHJL AND SlJIWJ\tQ AIImi 
Cf\SE roffl. [)oaaents 

relat:iJq to the identificatim 
of an imividual with alcxml 
an:l/or sdJstaooe abJse ani 
treatlEnt thereof, am related 
c:b:uaents. 

NlmA	 JOB tumm _ 

38.	 Hamr' ANDSUIlS'lNQ AImE 
&Wq<Cj. Files oootain badaJp
i.rlfamIltim am XepoIts
I:8CJIired by the alcxml am 
SliJst:.aJD! abJse ploglam. 

N1tRA	 JOB tumm _ 

Arrarqe by pICqXddl, 
then alPlabetically 
by name. 

Arrarqe al~-
cally. 

Arrarqe by locatim, 
then chrcn>logi-
cally. 

rut off at close 1236-P5 
of fiscal year

in whim deci-
sim m 8AJMI
 
is 1III!ICIe. Hold 5
 
years or until. 
vol\DB warnmts:
 
1'8t.i.xe to me.
 
Offer to N1tRA 20 
years after .! r>f'_ 
£0' k j( SIt. c.-c.c.r. ~ 

rut off v.en 1237~ 
treatment is 
refused or 
CCIIpleted. Hold 
5 years, then 
destroy. 

rut off at ern 1238~ 
of fiscal. year. 
Hold 5 years or 
mtil volume 
warnmts: retire 
to FRe. Destroy _Lr 
20 years after wtO',...-

-t::etn:eslllent. 

16 SIAM Release 1, 

http:1'8t.i.xe


I,
 

EXEXlJI'IVE MANAGF.MENl' - 1000 

Pennanent Tenp:>rcuy 
Descriptioo of Recxn:ds Filin} Disposition Records Records 

& NARA Jci> NUniJer Instructioos Instructioos Sdledul.e # Sdledul.e # =====================================================================================================
 
39. SPEcrAL m:mx;r CASE wm· 

tb::uments relatin} to special 
projects or initiatives by the 
B.u:eau. Files in::llr:le informa-

.Arran;Je by project 
then by awlicant 
name. 

tioo 00 project, project guide-
lines, awlicatioos, detennina.-
tioos 00 awroval, bD;Jet 
levels, ani other related 
documents. 

a. Files 00 awlicants rx:Jt 0Jt off when 1239a~ 
selected 
project. 

to participate in awlicant is 
rx:Jtified of IXJJl-
selectioo. Hold 
6 nart:hs; 
destroy when 00 

lon;Jer needed 
for referen:;,e. 

b. Files 00 successful 0Jt off at close 1239b-T1 
awlicants• of fiscal 

in which 
year 

project 
is OCI'Ipleted. 
Hold 1 year; 
destroy when 00 

lorger needed 
for referen:;,e. 

16 SIAM Release 1, 



EXEXlJI'lVE ~ - 1000 

Permanent 
Descripticn of Records 

& NARAJcb Nl.miler 
Fili.n;J 

InstructiCl'lS 
Dispositioo 
InstructiCl'lS 

Records 
Sdledul.e * 

40. ArraI'J;Ie by year then 
aocessioo I'1DIiJer 
arr:l/or progzam. 

Olt off at em 
of fiscal year 
in whidl rec:mds 
in acoesaion are 
destrc:7fed by the 
FRC arr:l/or 
transferred to 
NARA. Hold 5 

a. Master sets of forms am 
detailed inventories 

years or lD1til 
volume warrants; 

U4Qa-P5 

maintained by Area or retire to FRC. 
8Jreau Records Officers Offer to NARA10 
for shipoents sent lII'Der 
their jurisdictiCl'lS. 

years after 
ll:E!lllellt. 

.• ,,1 \liKAWft 

b. other office oq>ies. Olt off at 
of fiscal year. 

U40b-Jl'5 

Hold 
then 

5 years 
destroy if 

NARAJOB NuMBER N1-75-89-1 
00 l~ needed 
for refE!l."el'O:!• . 

I 

16 BIAM Release 1, 



l'aISa'l 
gesticn!l am~_nts 
izinj official 
respcnI8 to the .....::OO;:O&.~ 

~, flowchart of UlI~IU.IJ~' 

inj syst:aD: narrative n!D0l.'t. 
deecribinj the existJ.nj SV1!!IItal ..... 
ani the ptqoged syst:aD: flow 
diagram of the pt« pc:aed sys-
tem: cost CUlp'risal of exist-
inj ani ptqJOBed pn:oedures:
detailed cost narrative: a 
schedule for iDplaaentirq the 
PlqlOSEd syst:aD shcwinj beqin-
nin;J date ani projected iDple-
mentation date: am nNiew ani 
aoceptame of the feasibility
sbdy, docuDentation reflect.-
inJ the user's nNiew of the 
pt« posal, ani related docu-
ments. 

MARA JOB tUmER:....- _ 

16 BIAM Release 1, 

Al11tffA1m mT. 

Filin) 
Instructions 

.JCESSING - 2200 

Disposition 
l.nstJ:uctions 

art: off at close 
of fiscal year
in tthldl pro-
posal is acn:tpl-
ed or other fi-
nal detendna-
tion is DBde. 
Destroy 5 years 
after cutoff. 

Permanent 
Reootds 
Sdledule t 

2201.JI'5 

http:existJ.nj
http:UlI~IU.IJ


Al1ICX1ATED ~TA PRCX::ESSll1G -- 2200 

Description of Records 
& NARA Jab Number 

Filirq
Instructions 

Disposition 
Instructions 

Permanent 
Records 
Schedule # 

Tenporary 
Records 
Schedule # 

2. SYSTEM DESIGN FIIE. 
include a general 

i"ili:rrl:ative, a flotNdlart 
requirements, 

a description the data re-
quirements, file data set 
descriptions, the la of 
each outp.It report, 
flCM diagram, glossazy of 
terms an:i abbreviations in-
cludirg a list of references 
which SUWOrt certain require-
ments of the specifications, 
an:i a review an:i acceptance of 
general system design specifi-
cations by user. 

Arrargeas 
awrcpriate. 

Destroy when 
system is 
superseded or 
discontinued. 

a. 

b. 

For systems in which 
master data files are 
declared permanent, trans-
fer to NAR~with appropriate
file. ~ LoU:... 
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 'LD lh 

MARA JOB NUMBER~ _ 

16 BIAM Release 1, 



I~ING - 2200 
I 

PenIanent
 
Descriptim of ReooIds Fil~ Disposition Records
 

, MARA Jd;) NuniJe.r Instructioos Instructions Sdledule t
 

Arl'aJ'qe as	 Destroy ~ 
CtWlqn:iate.	 subsystem is For systems in which 

superseded or master data files are 
discrt1tirued. declared permanent,

taD, the transfer to NAR~with 
general prooem~ appropriate file. 2.1.DJfA... 
DEnts; a fl<MilaJr:t-..ehcJWil 
data flaw, a file fl.'-- .... b. For systems in which allu..J..12 

gram, a nwiew of II:Inlt-.nIRt'AIII data files are disposable
modulespecifications for under this schedule,
acx:uracy ani OCIIpleteness. cutoff when system 1s 

superseded or discontinued.MARA JOB 1«.MBm..	 _ Destroy when all magnetic
tape data have been2111Jb 
destroyed. {,9 

16 BIAM Release 1, 



I
AllKMA1W DM'A mocESSING - ~OO 

I 

Pennanent TenpOrary 
Descriptim of Rec:xnds Fili..rg Dispositioo Reoords Reoords 

, MARA Jd> NlmtJer Instructims Instructims Sdledul.e • Sdledul.e t 

Arran)e as Destroy Wen 00 2204JI'O 
awzopr: iate. lc:n:jer needed 

for r:efere.rD!. 

MARA JOB tut~ _ 

16 BIAM Release 1, 

http:r:efere.rD


.oc::ESSD«; - 2200 

Permanent. TEIIporary 
Daacrlption of ReoJrds FilinJ Dispositim ReoJIds ReoJtds 

• NMA Jd) NlBItJer Instructions Instructions Schedule • Schedule • 

Also ir.,.bdes user revi_ ani 
acu!ptanoe of cperations. 

MARA JOB IUtlBDt _ 

ArranJe as Destroy Wen 2205-'1'0 
awtopr !ate. pIogIdID is 

~seded. 

..
 

16 BIAM Release 1, 



AlJ1Q1ATID lY\TA I'KlCESSING - 2200 

6. 

Descriptim of Reoords 
, HAM JdJ NUntJer 

~~~~tgL[UI.
ists of ptU91aJU specifica-

souroe li.stiJq of pro-
data used, qJtimal 

oo:::Ument:atim, doal-
~IL'''~ a n!View 

Film;, 
Instructicns 

Arrarqe as 
8AJ1q>riate • 

Disposition 
InstJ:ucticns 

Destroy when 00 

lCOJer needed 
for leferenoe. 

Permanent 
Reoords 
Schedule I 

2206-'1'0 

MARA JOB tulBflt _ 

7. WEB OOC'lftJm\TlClf nIE. em-
sists of the followm;, it:.aIB: 
an ootline of the capabilities 
am limitatialS of the systan,
insb:uctims for preparirq 
source documents ani S8I'Iples
of each doCIJIDPI'lt, a list or 
table of edit criteria, meth-
ods for establi.shirg awlic-
able batd1es am oa1trol 
totals, am definition of 
error messages. 

MARA JOB tumm~ _ 

Arrarqe as 
8AJlq>l iate. 

Destroy MIen 
systEm is 
superseded or 
d isa:ri.irued. 

Ia. 

b. 

For systems in which 
master data files are 
declared permanent,
transfer to NAR~with 
appropriate file. 

1-2Diq
For systems in which all 
data files are disposable
under this schedule,
cutoff when system is 
superseded or discontinued. 
D troy when all magnetic 
tape ta have been 
destroye 2-07b 

16 BIAM Release 1, 



Al1RM\TID Il\1. DCESSJN; - 2200 

Deacriptioo of Records 
, MARA Jci:> N\Jnt)er 

Arrarqe as 
aJ04HqJI iate. 

of~_~ 
lUl deck setm. 
by oaIp1ter Qlei~["S 

SEICJ&X'B, irpJt, , 
identificatim of tapeS, 

MARA JOB tDllEIt 2:: 

9. twlIINE ImIJ?ATICIi RI!XXHJ 
fIll§. QmpJter printalts 
showirq utilizatioo of madrlne 
by project ani lost time; used 
for .int.emal IIBI'li!IgaIIeI of 
0CIIpJter irmallatioo ally. 

MARA JOB lD'I~ _ 

Dispositioo 
InstructialS 

Permanent 
Records 
Sdledule • 

TEmporary 
ReooIds 
Sdledule • 

art: off Wen 2208JI'O 
EqJel'SEded. 
Dest.roy 3 II01ths 
after cutoff. 

art: off at close 2209-T3
 
of fiscal year.

Dest.n7t 3 years

after cutoff.
 

16 BIAM Release 1, 



l\l1IU'fATFD lWI7\ IR)CESSING - 2200 

i&>....... 13'-;;I- a-"lI"t!i.~PI!.1·~~'T...I---B!_il"'!fIiU~"'unt;L
"'-1IIIIfif- Ird\des project cxrle, 
i.dell1t::I:.t::icatim J"UIt)er of AlP 
work : date, type, ani 
priority the recp!St: 
recpested ani ted COD-

pletim date: est ani 
actual. IIBJl ani 1IBC::fl1ne-~!.II 
percent CCIIpletim: aD::n!I'1t:-..... 
IIBJl ani JIBC.trlne-.hoo: ani 
last status dlan:je date. 

FiU.rq
InstructiCllS 

Dispositim 
I.nst.J:u::tialS 

Permanent 
Reoords 
Sdledul.e • 

'I8tporary 
Reoords 
Sdledul.e , 

Arrarqe as 
C!AJIClpl iate. 

art: off when 
superseded. 

221()-Jl'2 

0estrc7j tape
data 2 years 
after cutoff. 

16 BIAM Release 1, 

http:1IBC::fl1ne-~!.II


Permanent TEslp>rary 
Descriptim of ReaJIds FilinJ Disposition Records ReaJIds 

, MARA Jci> Nunber Imtructions Instructions Sdledule t Sdledule • 

AITarge as	 0Jt. off Mlen 2211.JJ.'2 
arpzop1iate.	 ~. 

Des\:rc1f tape 
data 2 years 

gram: hIlI:dWi!il.'e	 after rutoff. 
-.oIy, .....J"Vr_ 

ator J.ntmwntim:
 
pit Mdia and awlicab
 
source docuIent:s: Iepa t
 
~, average IUIbar of
 
pgea, and I'UIIber of <:q)ies:
 
and average time ~ to
 
print, decollate, bJrst., bird,
 
and distribJt.e the I'4JOZ"t.
 

MARA JOB tQII~,---- _ 

16 BIAMRelease 1, 



Al1IO'A1U> r:wl1\ PHX:ESSIJ«; -2200 

Desc:riptim of Records 
, MARA Jm Nuntler 

Fili.n) 
Instructims 

ArI:'aRJe as 
llW1qJriate. 

Disposition
Instructions 

art: off when 
superseded. 
Destroy tape 
data 3 years 
after cutoff. 

Permanent 
Reoottls 
Schedule t 

'l'EJlp>rary 
Records 
Sdledul.e t 

2212-11'3 

MARA JOB tutllet _ 

13. 1QI( em sawrot 'JNIE rom· 
Magnetic tape files used for 
the dmltim of a PUX&iSi.n:j 
step or jm. 'lbey IIBY be 
Rnsed or written aver durin} 
or at the em of the jm. 
MARA JOB tumm~ _ 

2213-'1'0 

16 BIAM Release 1, 



PeImIDent
 
Deac:riptim of ReooIds Fllirq Dispositioo Recotds
 

, MARA Jc:i> NlIltJer Instructiaa Instructions Sdledule ,
 

Arl'arqe as Destroy 2214-J}'O
8W1qJriate. aoocm:Ii.Jq to 

1«Jrlc plogumlller 
hIIva '-IQI~""""~ID. instructiCDi.
 
sed in n..tm~
 
tapes are proceaaed
 
cient JUItJer of ........~
 
the retentim period
 ~.rnII1Y' 

they have been SlIXJ! fUll
 
used as irpJt an:I are ocn-
sidered useless.
 

15.	 IIQtIl'IC IBXiIWI TAPE roffl. Arl'arqe as 2215-J}'O
Qrftain data transferred frail 8A)IOpt iate. 
Pi' IOeSBOr plOCJldll decJcs which 
are reed into 0CIIplt.er IIIEIIDlY 
1IIhich generates data ploca:t-
silq fmd:ia1S. 

MARA	 .JOB tumm~ _ 

16 BIAM Release 1, 

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


Al1RJWl'fI) Drm\ ~ING - 2200 

Descriptim of Records 
, MARAJdl NlmtJer 

17.	 fRDfl' 'JNJ; rom. Magnetic 
tapes CU1tainiJq 8CJUX'Oe art:pJt 
data extracted fran the systan
without destroyin} the swroe 
tapes. Used for producin} 
nq.rlred printouts of tabula-
tiCl'lS, led)ers, tables, regis-
ters, ani lepurts. 

Filin} Disposition
 
Instructions Instructions
 

Arran)e as Dispose of after 
8(Prqriate. thini update

cycle. 

Destroy tape 
data when no 
lager or E clad 
for refet'E!RJe. 

Permanent 
Recmds 
Schedule • 

'l'E!qX>rary 
Records 
Schedule • 

2216.JI'O 

2217.JI'O
 

16 81M Release 1, 



NlIQ1A1m OM. .)CESSIt«; - 2200 

Pennanent Tellp:>rary 
Descriptial of Recxm:ts Filin;r Disposition Records Records 

, MARA Jet> NlJn'ber Instruct.icns Instructions Schedule • Schedule • 

Arran:Je as Destroy tape 2218-TO 
applopliate. data WIen IX) 

laqe.r needed 
for tefereJDe. 

19.	 IWH:1'IC 'mPE LImMY aJflB)L Dispose of after 2219-TO 
lllm. 1hese aagnetic tape fanth~ 
files are tplated daily am cycle.
COlSist of library tran:lactial 
recxn:ds used to naintain the 
tape library. 

16 BLAM Release 1, 



AlllOOTfD rwrA PROCESSING - 2200 

Descriptim of Records 
& MARA Jci> Nuntler 

Filirq
Instructims 

" informati 
descriptiCl1S ,
ship, life esta , eases,
prdJates, deposits/ Wl.~drc!W-
als m Irdian ac:xnmts, 
related informatim. 
(Official record cq>ies of 
documents used in developIei It 
of the autanated recxn:d-
keepirq systan are mintained 
as case files in the 
awu:priate proglam areas 
havirg furct.i.mal. respal-
sibility) • SUB.JErl' '1Q '!HE 
HUVA&Y N:r CBIA-25). 

a. o:mp.rt:.er printouts. 

b. ~ic tape data. 

16 BIAM Release 1, 

PeImanent Teqx>rary 
Dispositic.n Records Records 
Instructims Schedule 1# Sd1edul.e # 

a.rt off at ern 222Qa..lJ'l

of fiscal year.

Hold 1 year then
 
destroy.
 

Dispose of after 2220b-TO 
foorth update
cycle. 



<Df~ ...'5 - 2300 

Pernanent 
Descriptim of Records Fili.n;J Dispositim Records 

, MARA Jd> NlmtJer InstructialS Instructions Sc:hedule , 

1. • Ird.u:Jes 
zaxnds of bi<tieni'lllIl!lti~J-_ 
lists, bidclera'list awli-
catiCI"B sudl as SF l29 ani 
related papers. 

ArranJe alpmbeti-
cally. 

2301-TO 

ArranJe aIpmbeti-
cally. 

<lit off at close 
of f.isall. ymr
in whicb bid is 
denied. Main-
tain suo:: ful 
bids in official 

2302~.3F 

16 BIAMRelease 1, 



a:NIRAC1'S - 2300 

DescriptiCll of Records Filirg 
& MARA JdJ NlmiJer Instructions 

3. Arr:anJe 
alPlabetically. 

4. ~. 
fonnal aglreemer1ts-Jt;tetllleE!l1
 
Federal &1tities to ann
 
sezvioes CIl a reiDbJrsabl
 
basis. IDDDents irx::llde
 
original <:q)ies of pze award
 
data sudl as basic i.nteragerqr
 
agreement, 1IIXIifications with
 
SUAXJrtin:J papers, cost esti-
nates, vouctler transfers be-
tween annqn: iatims,
 
schedules of witldrawals am
 
credits, reports am related
 

., - papers. Recx>rd ~ retained 
by office of origin. 

NARA JOB NUMBER>-- _ 

16 BIAMRelease 1, 

Permanent Tes1p>rary 
Dispositim Records Recx>rds 
Instructions Sdledule II Schedule II 

art: off at eni 2303-'l'6.3F 
of fiscal year 

WII fIlJl'lAWNin 1Itbich pLopo-
sal is denied. 
Ik>ld 6 years 3 
DDrt:hs or \.U1til 

art: off at close 2304-'l'6. 3F
 
of fiscal year.
 
Hold -6 yM!:a 3 :<,((5.

DDrt:hs or \D'1ti1.
 
volume warrants;
 
retiLe to me.
 
Freeze recm;ds; _ C~ cvkv f:F 
destroy wheR C;y;(~ (y' 
HCCZC is-

http:2303-'l'6.3F


a:::NIRACl'S - 2300 

Descriptim of Recx:>nis Filin} Dispositim
 
& NARA Jci> NlmtIer Instructia'lS Instructia'lS
 

art: off at close 
of fiscal year 
in whim final 

IID'litors ri!I!~lS. payment is made. 
~in} ~~~~ Hold 1--years or 
IR::lu:le cq>ies of Cbi;:ument:s lUltil volume 
foum in the official ~~..-... warrants; retire 
file sud1 as mtes am WO"'~~ to FRe. Freeze 
papers ~ CXI1t:ractor 
activities, evaluatim of ~;a~~ 

p!:qJC&lls, reports, am EaHe&2Itto when 
related oc:>rrespcnierx. freeze is 

lifted. 
NARA JOB tUmm N1-75-89-1 

Per:manent 'l'EqX>rary 
Records Records 
Sdledule , Sdledul.e # 

2305-T3F 

16 BIAM Release 1, 



<XNmAcrs - 2300 

Descripticn of Recmds Filirg
, HAM Jd> Nl.mtJer Instructims 

ArranJe by grant or 
ocrJtract rumer. 

files 
CD1tracts 
tribes urder thj!!'Qlnb:actiJ 
1'400ESS of FUb. L. 
the administraticn of .........r--.... 

graDB. case papers iJdude
 
awlicaticns, instnaaent
 
awams, special ocniiticns,
 
fiscal am progx:am review
 
checlclists am 1DE!IIm'8l'da,
 
adjusbient notices, fi.narx:ial
 
am narrative l'4ogz ss,
 
f~ia1 payment recx:Jzds,
 
IlDlitorirg zeparts, am
 
related COLLespcn:Ience. Oise
 
files carnJt be closed am
 
retired withalt the irelusicn
 
of final payment recx:Jzdsam
 
other necessazy fi.narx:ia1
 
documents.
 

16 BIAM Release 1, 

Dispositioo
Instructions 

Pennanent 
Reoozds 
Sdledul.e I 

'l'E!IIp>rary 
Rerozds 
Sdledul.e I 

0Jt off at close 2306-P3 
of fiscal 
in "'aien 

year 

ocrJtract is 
OCIIpleted. ibId 
3 years or until 
wIlDe warrants; 
retire to me. 
Offer to HAM 20 
years after 
cutoff. 



S - 2300 

Descriptim of Reoor:ds Filin:J 
, MARA Jd> NuDi:Jer Instructims 

MARA JOB tutlBt _ 

Pemanent 
Dispositim 
Instructims 

Reoor:ds 
Schedule , 

0Jt off at em 2307-T10 
of project. 
Place in 
inactive file; 
destroy m-site 
10 years after 
tenninatim of 
project. 

16 SIAMRelease 1, 



ClJNIRAcrs - 2300 

Descripticm of Reoords Filirq 
& MARA Jd:> NuniJer InstructialS 

• Files caver
 
a ~ of CD1Struction
 
design survey, and irx::ltde
 
the criteria or ratirq pro-

P"'E"'J s, task , c0n-
tractor' s cost tes,
 
agreemall and evaluati
 
these ocnrt:ruclicm pre-

J:eqUi.sites and are issued
 
urder Irdefinite Delivet}'
 
0Jnlract:s or fonally adver-
tised for CXiip:!litive bi<Hin;J.
 

MARA JOB &"1"""'II.1I:I"-- _ 

9. INDIAN m'-tt:l'tH'fINATlaf 
ClUB.L. 93-(38) NJDITFIVS.
 
COOsist of doaJments created
 
durirq OCI1lracl atdits ocn-
ducted by the Inspector
 
General or a Certified Public
 
Aocnmtanl finn. Files
 
incltDe fiR:li..n:Js, I:e:XliiieJ r-
datialS, and planned cor--
reclive aclialS by oontraclor.
 

\ 

MARA JOB NUMBER~ !_ 

16 BIAM Release 1, 

Permanent Terlp>rary 

Disposition Records Records 
InstructialS Sctledule # Sdledule # 

out off at close 2308-'1'10
 
of fiscal year.
 
Destroy 10 years
 
after cutoff.
 

off at close 2309-'1'10 
of year
in whicfi trlit 
is closed. 
Destroy 10 VD:III.~ 

after cutoff. 

.. 



CXJ\ _TS - 2300 

Deacriptiat of ReooI'ds
 
& MARA Jd:> Nl.1n'ber
 

'-iIBYJ~g'I~~. 'Dle cxn-
ttaQtS in this categm:y are
 
q»I~.~!t or amnercially

~~~~for~tive
 
bicUin;J at ects such as 
ADP, refOIeSta asbestos 
remaval., water studbJlfI 
sultants, am food/j
services. 'Ibese files 
those CD1tracts awanIed \D'der 
the aty-Irdian Act. Files 
OCI'lSist of the Sllan ssM 
bictier's awlicatiat, Pl' p:JSal.
ird.tdin;J fixed prices at 
which bid was DBde, services 
to be provided, acp:eement, 
cx:nti tions of CXI1tract, IJld;Jet 
financial transactions, 1IDli-
torirg lE!pOlts am related 
CXJluspcxdeuoe. Aeoold ocpy
maintained at Area Office. 

MARA JOB tumm'-- _ 

Pennanent TeI'rporary 
Filirq

Instructions 
Disposition
lnstnlctions 

Recx>rds 
Sd1edul.e t 

Records 
Sd1edul.e t 

out off at close 231()-1l'10 

of fiscal year. 
Destroy 10 years 
after cutoff. 

16 BIAMRelease 1, 

~I
 



<nnRACI'S -- 2300 

DescriptiOl of Recxm1s Filin;J 
, MARA Jcb NuniJer Instructims 

11.	 S!RVICZ cx:tmW;1' AlJPlTS. 
Dx:unents a:eat.ed in the audit 
of CD1tracts tmidl are awanIed 
after CXltpetitive bid:iJ.R} or 
awaIded urder the Illy Imian 
Act. Files ird.tde finiin)s, 
retUiiilE!i datims am plamed 
cx>Izective actiOlB by an-
tractor. Maintained by Area. 

MARA	 JOB ......."KK:I"'- _
 

Disposition 
Instructions 

out off at close 
of fiscal year 
in tmidl all 
CX>Izective 
actions are 
ocmpleted.
Destroy 5 years 
after cutoff. 

Permanent 'I'enpOrary 
Reoords Recx:m:Js 
Sdledule t	 Sdledule t 

2311-'1'5 

16 SIAM Release 1, 

http:a:eat.ed


<XNI'RACl'S - 2300 

Descriptioo of Rsc:xm:Js Filirl}
, NARA JeD NlDtiJer Instructicns 

NARA JOB NUMBER Nl-75-89-1 

Disposition
Instructions 

out off at close 
of fiscal year. 
Hold 3 years or 
lD'ltil volume 
warrants: retire 
to FRe. Freeze 
recx>Ids: destroy 
5 years after 
retirement when 
freeze is 
lifted. 

Pennanent Te!rp:>rary 
Recxn:ds Records 
Sdledul.e ff SChedule ff 

2312~F 

16 SIAM Release 1, 



CDfIRACl'S - 2300 

Description of Recx>Ids 
, MARA Jd:> Nuniler 

Filirg 
Instructims 

Arrarge by grant or 
curt:ract 1'1lJIIi:)er. 

or Dm:e irx:J.,\&.It!ULI 
OOllespcxdenoe. 
camot be closed am ":':::"..LL'III"-A 

without the irx:J.usim 0 

payment recxuds am other 
necessary finaB::ial documents. 

NARA JOB tumm _ 

Pennanent 'l'enpOrary 
DispJsitioo ReooIds Records 
Instructions scnedul.e • scnedul.e I 

out off at close 2313-P3 
of fiscal year
in wdl 
curt:ract is 
OCIIpleted. ~ld 
3 years or until 
volume warrants: 
retire to me. 
Offer to MARA 20 
years after 
cutoff. 

...
 

16 BIAM Release 1, 



FAq1iTTIES ~ - 2400 

Desc:riptim of Recxn:ds 
, HAM Jd) NuntJer 

Filin:J 
Instructims 

Dispositim
Instructims 

Permanent 
Recxn:ds 
Sdledule t 

Tenp:>rary 
Records 
SChedulet 

. 'lhis file reflects the 
data 
values 0 

inin} to types ani 
ities at various 

locatiCllS• is used in 
plannin;J ani 
amptim or c:pmti 
'!be file sOOws agelC'J
locatialS, activity, 
ptOCJI8dl CO'1ttoI, original oost 
of the utility, pI sent value 
of the utility, n!plac&lEilt 
oost, year CXIIpletedani 
l'E!IXMlted, CU'lSlIIIptimtate or 
c:pmtity, actim code ani 
general ItdJer ac:x:nmt. 

8. Printout/paper ~ies used AtTan)e by locatim. 2409a.JI'O 
as reaJId copy. 

b. Mignetic tape data. 

HAM JOB rumm 

AtTan)e as 
8WIq>tiate. 

Dispose of a 
third upmte
cycle. 

2409b-1I'O~ 

16 BIAM Release 1, 



FACILITIFS Ml\NAGEMENr - 2400 

Descriptim of ReooJ:ds 
, MARA Jcb NuntJer 

Disposition
Instructions 

ile CXlI1tains Cl1III1la-
tive data ative to the 
repair ani of 
buildiJgs ani stb~1I1!S 
Shows agIE!I'C'/ codes: 
activity: a:JSt codinJ ~~LIM 
FY: dollar a:JSt of labor, 
pair, ani ~: c1earirq 
aoccunt ani total a:JSt for re-
pair or maintenaooe. 

a. PrintaJt,lpaper oq>ies used 
as recmd cqJy. 

Destroy when 
superseded. 

241oa.JI'O 

b. Magnetic tape data. Al'rarqe as 
~qn:iate. 

2410b.JI'O 

16 BIAM Release 1, 



FACJJ.TT1J'2 ~ - 2400
 

Permanent Te1porary 
Desc:ript:.im of Recxn:ds Filin) Dispositim Rax>Ids Records 

, MARA Jc:m Nuntler Instructims Instructions Sdledul.e • Sdledul.e t 

a. Printaut/paper ocpies used 
as :n:UJ1d ocpies. 

2411a..JI'O 

b. Magnetic tape data. Arran)e as 
8R>1qJI iate. 

241l.b-'rO 

.. 

16 BIAM Release 1, 

http:Desc:ript:.im


f'ACTJiITT1§ MANAGEMENl' - 2400 

Pennanent 'l'eI1p>rary 
Filin:J Dispositim Records Records 

InstructialS Instructions Sdledul.e , Sdledul.e , 

l,Qi. 'C'rlnt-A 

used in ;w,nri"a 

backlog of 1IA"'i~ 

am bproyanent
file CDltains """...v'I1a 

year, BIA priority, azea: 
priority, agacy priority,
activity code, project, work 
on1er, justificatim code, ani 

, dollar aJIIJlD1t. InfOJ:1lBtim is 
also used to establish 
priorities for f'llrdiIq. 

8. Printout/p!Iper ~ies 
as teOOJ:d <:qJy. 

used 24UaJI'O 

b. Magnetic tape 

Nl\RA JOB ~\..-. 

data. 

_ 

Arrarqe as 
applqlJ:: iate. 

2412b-TO 

.. 

... 

16 BIAMRelease 1, 



fl\CILI'.l'.IES MAW\GEMENr - 2400 

Permanent TeITporary
Descriptim of ReooJ:ds Filin} Disposition Records Reconls 

& MARA Jdl NlmtJer Instructions Instructions SChedule t Sdledule t 

if'"ftNfl' MNDGfJ'fNI' saJEDJII OF 
$J'R\1JQ§. 'l1lis file is used
 
for p activities of
 
each pI office.
 
It identifi work re-
~ m vari dinJs or
 
gnuds. 'lbe file Mm/
 
agacy c:xxies, locatim,
 
of actim, builciirq 1"UIb!r,
 
usage oode, aJ:9I!l in square

feet, activity oode, heat,
 
electricity, water, sewer,
 
n.JIIt)er of telep.ooes, sanita-
tim, janitorial service,
 
protect.im, grounjs care,
 
supezvisory service, am year.
 
a.	 Printrut/paper ~ies used Arrarge by locatim. 2413a-'1'O 

as rEcud copy. 

b.	 Magnetictape data. Arrarge as Dispose of a 2413b-TO 
awl:Qll iate. third update

MARA JOB tumE'R'\...- _	 cycle. 

16 BIAM Release 1, 

http:protect.im


FINANCE - 2500 

Pennanent 'l'eJ1p:>rary 
Descriptim of Aeoolds Filin;J Dispositim Records RecoIds 

, MARA Jd> NuntJer Instructims Instructims Schedule • Schedule • 

a.	 M.:rIthlY tapes. 01t off 1ID1th1y. 250la-Tl. 
Destroy 1year 
after cutoff. 

b.	 Year-eni final tapes. 01t off 2501bJl'4 
of fiscal 
0Qstr0y 4 years
after cutoff. 

c.	 Printart:/paper cx:pies used 2501c-TO 

as reoot:d <:X4JY. 

MARA JOB NUMBER'--- _ 

16 BIAMRelease 1, 



FINANCE - 2500 

Description of Records 
& MARA Jci> Nurrber 

Filin;J 
Instructims 

Disposition
Inst:nlctions 

Pennanent 
Reoords 
SChedule # 

Te!tp:>rary 
Records 
SChedule # 

2. 

ihese files 
used in the f 'na:J~~vs1:en 

such as location, 
lai;Jer structures am descrip-
tims, tribal aw1t:pliatims, 
work orders, am transaction 
cxxies. Tables are retained 
for reference, ocxiin} or 
cxrtVeI'Sionpurposes. 

Arrarqe as 
aw1t:priate. 

a. Printrut cq>ies. 2502ct-JI'O 

b. Magnetic tape data. 0Jt off when 
superseded. 
Destroy tape
data 45 days 

2502b-JI'O 

3. 

MARA'JOB NUMBER Nl-75-89-1 

Arrarqe
cally. 

alPlabeti- 0Jt off at close 
of fiscal year
in Widl revoca-
tion cxx::urs. 
Hold 3 years or 
mrt:il voltnne 
warrants; retire 
l:D"~L. Freeze 
recordS ;i'd8S1ttc:rv 
5 years after 
ret:ireJrent once 
freeze is 
lifted. 

2503-T3F 

Wl1litlMWI'I 

16 BIAM Release 1, 



FINANCE 

Descriptiooof Recx>Ids Filinj

& NARA Jci> Nl.nIiJer Instructioos
 

Arrarqe by acx:nmt 
or case 11lII1i:Ier. 

officers: am:! or 
statements of dif~ am 
related papers. 

a.	 cmtificates oaverinj 
final balam:! settlement 
am claims settled by GNJ. 

b.	 cmtificates showin;J 
periodic settlement. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

- 2500
 

Dispositim
Instructioos 

azt off at close 
of fiscal year
in ldllch settle-
ment is made. 

Hold 3 years or 
until volume 
warrants: retire 
to me. Freeze 
rec:mds; destroy 
6 years after 

irement OI"D:! 

Destroy ~ 
subsequent
certificate of 
settlement is 
received. 

Pemanent 
Recx>rds 
SChedule 1# 

2504a-T3F 

Vii i rlJ.,flAW!f, 

2504b-JrO 



FINANCE - 2500 

Descriptim of Records 
& MARA Jci> Nlmtler 

Filirq
Instructions 

Disposition
Instructions 

Permanent 
Records 
Schedule # 

'l'eIp:>rary 
Records 
Schedule II 

ArranJe 
cally. 

dlronologi-

a 0CIIP11:m--..,pr 
all documentSN.uPJt 
fiscal system
batctl nwrber, 

.......a..&.~ 

enoe nmtJer, an!la, , 
locatim, fiscal. yaar, ClA4tr 
priatim, aaxurtin;J infar-
IIBtim, descl:iptim, other 
identificatim, am anomt of 
transactim. Used to wnat 
iIpJt. errors. 

a. Printa.tt/paper oqJy used 2507a-T.l. 
as :NCXJld oqJy. 

b. Magnetic tape data. 

MARA JOB tU1BI!R'-- _ 

Dispose of after 
tJrlrd update
cycle. 

2507b-'rO ~ 

16 BIAM Release 1, 



FINANCE - 2500 

Te!lp:>rary 
Descriptim of Recol::ds 

& MARA Jet> Nl.nrber 
Filin:J 

Insb:uctioos 
Disposition
Insb:uctions 

Recol::ds 
Schedule 11 

8. • 'lhese 
files oc:n; C!t-~ 

4236, F:inarx::ial AoocXiftt::iR:~ 

ArL'an]e
cally. 

dlrc:n:>logi- art: off at ern 
of ead1 quar-
ter. Destroy 3 

2508..11'0 

systan COde Sheet. Shows ~ 
ument refererxJe, general led-
ger debit or credit, area, 
aqen::y lc:x::atim,8Wzcpria-
tim, activity, aooountin:J 
code, pzogzam detail, work 
order, dJject class, distri-
tutim, am annmt of trans-. 

llD1ths after 
cutoff. 

9. ArL'an]e
cally. 

alPlabeti- art: off file at 
ern of fiscal 
year in which 
case is closed. 

2509-'1'3 

Hold 3 years or 
until volume 
warrants; retire 
Ln'~lL:. Destroy 
aooo GN) 

,
NARA JOB NUMBERNl-75-89-1 

\ 

I 
instructions 
site audit 
records, 

fo 

16 BIAM Release 1, 



FINANCE- 2500 

PeJ:manent 
Descriptim of Recon1s 

& NARA Jci> NlntiJer 
Filin}

Instructicns 
Disposition
Instructicns 

Records 
Sdledul.e # 

Arral'qe alJilabet.i-
cally. 

cut off at close 
of fiscal year 
in which paynent 

251~ 

is made. De-
stroy 3 years 
after cutoff. 

-----11. fREIGHI' CAHRw REXXJQ;. 0Xl- cut off at close 2511-'1'3 
sist of SF 1103, Government 
Bill of I.adi.n}, ani documents 
to freight carriers. 

of fiscal 
in which 
is made. 

year 
payment 

De-
stroy 3 years 
after cutoff. 

12. sumIDIABY TEOOm EITJiS. 
Reoords used as postin} ani 
0CI1tr01 media rut subsidiary 
to the general ani allotment 

Arral'qe numerically. art: 
of foU:':to..Q:lr...... 
in which pa~---60 
is made. De-

2512.JI'4 

l~. Irx::ltdes h:xxJuntin} 
D!ta !npIt Code Sheets, Batdl 
a:ntrol Sheets, statements of 

stroy 
after 

4 years 
cutoff. 

'I'rWlsactions, Financial status
RePorts, Report of Federal 
cash Transactions, ani Request 
for Advarx:les of Reinb.lrse-
ments. 

16 BIAM Release 1, 



FINANCE - 2500
 

Permanent 'l'e!Ip:>rary 
Descriptim of RsooIds Filin;J Dispositim RecxJlds RecxJrds 

& NMA Jci> IbdJer Instructions InstructiOl'lB Schedule • SChedule • 

Arl'arqe du:'cn:>logi-
cally. 

a. PrintaJt/paper 0C'P.f used	 art: off at close 2513a-T2 
for	 :recxn:d 0C'P.f. of fiscal year. 

Dest:wy 2 years WII tlGIiAWIf 
after cutoff. 

b. Magnetic tape data.	 2513bJl'O 

.. 

16 BIAM Release 1, 



F1\CILITIES MANAGFlotENr - 2400 

Permanent 'l'enp:>rary 
Descriptim of ReooIds Filin:J Dispositioo Recm:ds RecoIds 

, MARA Jci> JbttJer Instructicns InstJ:ucticns Scbedule • Scbedule t 

Arran;Je as 0Jt off at close 2401~ 

____ T~ 

• File ideo-
various facilities 

isdictim of the 

&W1cpiate. of fiscal year. 
Destroy 3 years 
after cutoff. 

BIA am tan identifi-
catim; liJysical 
area; agacy: 1 • line 
itaD; n.mtJer am lD'lits; 
rent am est.bated itaa da , 
nlltler ani lD'lits. Dlta in 
this file is used for 
planrrl.rq. 

MARA JOB NtMBmt _ 

16 BIAMRelease 1, 



Descriptim of Recx)l(1s 
& MARA JdJ NuniJer 

• '1his file 
age cy code, activity 

preitJqpn, work order, 
hours, doll mterials, 
~, ~ru~K~~~.~P1E 
estimates, quarter, letim 
code ani name. Infonat 
CD1t.ained in this file is ~_ 
in production of ~ pro-
grana. 

a.	 Printout,tpaper ~ used 
as reoord~. 

b.	 Magnetic tape data. 

FACIT.JTIFS MAN1lGEJt1ENl' - 2400 

Pennanent 
Filinj 

Instructims 
Disposition 
InstructialS 

Reoot:ds 
Schedule , 

2402a~ 

ArrarI)e as 2402b-Jro 
aJ:PLqJLiate. 

16 8IAM Release 1, 

~I
 



fACILITIES ~ - 2400 

Permanent 'I'elrp>rary 

Descriptim of Reoords Filirg Dispositial Recx>rds Recx>rds 
& MARA Jci> NuntJer Instruct.ia1S InstructiCllS Sdledule , Sd1edule , 

a. Printrut/paper 
as recxn:d ~. 

lXlIJ~ Ar'raI'qe by locatim. Destroy when 
supet:seded. 

2403aJI'O 

b. Magnetic tape data. 

MARA JOB J'nJa'~I\...., _ 

Destroy data 
after thinl 
update cycle. 

2403bJI'O 

4. MICRXEXflU,:? 
BIA ergineerirg
microfilm. 

Olnsist of 
drawiRJa m 

a. Paper cq>ies used 
record cqJy. 

b. Microfilm data. 

MARA JOB NlJmm.~ 

as 

_ 

ArrarJ)e as 
aw1tpliate 

ArrarJ)e as 
aw1tpliate. 

.. 
Destroy data 
after thi.td 
updatecycle. 

2404aJI'O 

2404bJI'O 

16 BIAM Release 1, 



F7CI1iI'l'IES twmGEMENr - 2400 

Descriptim of Reoords 
& NARA Jd:> Nunber 

5. 
InfontBtim pertinent 

builc:lin)s is con-
lIBgI1I!tic tape

file. 'lbe f shows area; 
agency codes, I 'on, actioo 
code, original <XJSt ~.Rtn.r!-
ture, Pl&JUit value, rep 
ment cost, dates of ocmplet1 
ani rencwatim, int:en1al. pro-
gn!SS CXJIllIoI, ani actioo or 
geneJ:a1 ledger code. 'lbe file 
also shows infOlllBtim de-
scribinj the buildin}, central 
heatinj, J"llIItJer of bahOClftS 
ani classltxlIB, date roof 
installed, date painted, am 
build.irq r1UII'Iler assigned. 

a.	 Prirlt:rut/paper ocpies used 
as IeCXJld a:py. 

b.	 Magnetic tape data. 

MARA JOB tumER'--	 _ 

Filinj 
Instructions 

Disposition
Instructions 

Arrarge by location. 2405a-TO 
... 

Arrarge as 
awtq>I iate. 

Dispose of after 
th.im update
cycle. 

240~ 

16 BIAMRelease 1, 



F:ACILITIES ~ - 2400
 

Descriptial of Reoords Filin;J 
, MARA Jd:> Nl.1nb!r InstructialS 

6.	 1WIllJlGC! AND l1rutrUf!? PI.N§ « Arran3e by project 
awm«;S AND SPEX:IFICATICH). I'1DliJer • 
Original drawirqs of ocnstruc-
tial plans for buil~ am 
utilities; also tracirqs am 
prints of plats; iDpravements 
to buil~, water, sewage 
am electrical power distri-
b.ttial systems. Rec:mdcqJy 
retained by office of origin. 

NARA	 JOB NUMBER Nl-75-89-1 

Dispositial 
InstructialS 

cut off When 2406-P3 
buildirq is 
destroyed or 
transferred fran 
BIA custody. 
Hold 3 years or 
until volume 
warrants; retire 
to FRe. Offer 
to NARA 20 years r-
after l!eti-re ~ut-ofr-
~ 

16 BIAM Release 1, 



FAGTTJT!ffl MANAGEMENI' - 2400 

Descriptim of Records 
& MARA Jci> NlDItJer 

7. B & U 
• Il:!ta 

~_ i.nventoIy am 
other pertinent tim at 
b1ildi.rqs am utilities. 
data sheets am prt.ograpls 
for eadl b.rlldiJtJ am utility 
are filed in loose-leaf bin-
ders. Il:!ta ild.ldes suct1 
items as type of b.rlldirxj, 
agt!i Cf, dimensic:ns, CXlSt, cx:n-
stIuctim plan 1'UItJer, anlalt 
evaluation, type of CX11Sb:uc-
tim, am utilities. Reoor:d 
0CVf retained by office of 
origin. 

8. 
REfQKlS. Periodic Ieports m 
B am U activities in narra-
tive am statistical fom. 
Raxlld oqJy retained by 
office of origin. 

MARA JOB NUMBm~ _ 

16 SIAM Release 1, 

FiliB}

Instructic:ns
 

Dispositiat
Instruct.ioos 

out off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to FRe. D!stwy 
30 years after 
cutoff. 

cut off at close 
of fiscal year. 
Hold 3 years:

ire to FRe. 

Pennanent Teqx>I<uy 
ReconJs ReoonJs 
Sdledul.e • Schedule • 

2407-11'3 

2408-11'3 



FINANCE - 2500
 

Pennanent 'l'errp>rary 
Descriptim of Reoot:ds Dispositim Reoot:ds Records 

" MARA Jeb NuniJer Instructims Schedule • Scbedule t 

ArranJe as 
dWzqJL iate. 

a. Print:out/paper 0CVf 
as l:ecxJLd 0CVf. 

used Destroy 1ihen 
Eq)eI'SEded. 

2514a-'1'O 

b. Magnetic tape data. rut 
of f 
Destroy tape 
data 6 years 3 
I1A1ths after 
cutoff. 

2514b-JI'6.3 

MARA JOB tumER>-- _ 

16 BIAM Release 1, 



FINANCE - 2500 

DescriptiCl'l of Recx>rds 
& MARA Jci:> NlJnt)er 

~~. o:mprt:er printruts
with a . item entry for 
eadl .CI'l by awrq>ri-
atiCl'l an:! act.i. • Shows 
document referE!l"¥:le IM[l)eII" 

area, agency, locatiCl'l, 
year, awzq>riatiCl'l, activ1 
cost cxxle, work onier 1'1UI1t:Ier, 
ci:>ject class, descriptiCl'l, 
transactiCl'l cxxle ani aroount, 
general IEd}er acx:nmts del:r 
ited or credited, ani date. 
GNJ site a\Xlit recx>rds. 

a.	 Printout used as recxn::d 
~ maintained by o:mtral. 
Office DivisiCl'l of 
Aanmtin;} Management. 

b.	 Magnetic tape data. 

, 
I 

c. 
I	 

other copies, 

MARA JOB NUMBER N1-75-89-1 

16 SIAM Release 1, 

Filin;}
 
InstructiCl'lS
 

Arran;Je du'tn:>logi-
cally. 

Di.sp:ISitiCl'l

Instnlctions
 

cut off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to FRe. Freeze 

~QIg§: destroy
6 3 nart:hs 
after ~SU:aDI!11t 
once freeze . 
lifted. 

Destroy tape
data after third 
update cycle. 

Destroy when no 
larger needed 
for reference. 

TE!1'p:mny 
Recx>rds 
Schedule # 

2515a..J!'3F 

2515b-TO 



DescriptiCl'l of Recmds 
& NARA Joo Nuni:Jer 

uments
 
prepared
 
bursements ,
 
funjs between -......,;;.... , 
or receipt a<xD.D'It:s. 
au:lit reoord. Maintained 
Central Office DivisiCl'l of 
Acoamti.n;J Management. 

NARA JOB NtJmER Nl-75=89-l 

17.	 tQJEXPEM>l'lURE '1RANSFER 
Al1IHlRIZATICti(SF-115l) 
~. CcI1sist of SF-115l, 
Wich is a r¥JtificatiCl'l for 
Treasury to transfer funjs 

fJ:all alB ~q>riatiCl'l to 
another. GNJ site aulit 
records. Record <:q¥ 

mintained by central Office 
DivisiCl'l of Acoamtirg
Mar1agement. 

NARAJOB ~ Nl-75-89-l 

16 BIAMRelease 1, 

FINANCE- 2500 

Filirg DispositiCl'l
 
Instn1ctiCllS Instn1ctiCllS
 

Arrarge numerically.	 0It off at close 
of fiscal year. 
Hold 3 years or 
mrt:il volume 
warrants; retire 
to FRe. Freeze 
reoords; destroy 
6 years 3 JID1ths 
after reti.n!ment 
a'a! freeze is 
lifted. 

0It off at close 
fiscal year. 

HoI years or 
mrt:il vm:ume 
warrants; L'C ....~!= 

to FRe. Freeze 
records; destroy 
5 years after 
retire:nelrt cn:::e 
freeze is 
lifted. 

Pennanent 
Records 
Schedule f# 

25l6..JI'3F 

25l7..JI'3F 



FINANCE - 2500 

Pennanent TE!!lp:muy 
Descriptim of Records Filin:J Dispositim Records Records 

& NARA Joo Nl.DIiJer Instructions Instructions Sdledul.e * Sd1edI.1le# 

ArraR;Je 
cally. 

du:alologi-

0Jt off at close 
of fiscal year. 
Hold 3 years or 
lD1til. volume 

a. Pri.ntoutlpaper cq>ies used 
as recor:d 0CP.i: maintained 
by Central Office Division 
of Aa::nJnt.in} Management. 

2518a.JI'3F 

b. Magnetic tape data. 

, , 
c. 'other cq>ies. 

NARA JOB NUMBER N1-75-89-1 

Destroy tape 
data after third 
update cycle. 

Destroy tmen no 
lager needed 
for reference. 

2518b-TO 

2518c-TO 

16 BIAMRelease 1, 

~/ 



FINANCE-

Descriptim of Reool:ds 
& NARA Jd:> NlDIb!r 

Filin;J 
Instructions 

Arrarqe numerically 
by vaJdler l'J.Jl1iJer. 

20. 

NARA JOB NUMBER Nl-75-89-1 

JafflNAL VWCHER FIlffl. CDl-
sists of GNJ stock Fonn 1017, 
Journal. VCJlICher, for creditin;J 
interest to Intividual Intian 
Ibley Accnmts. Maintained by 
office of origin. 

NARA JOB NUMBER N1-75-89-1 

16 SIAM Release 1, 

2500 

Dispositim
Instructions 

0Jt off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to me. Freeze 
reomJs; destroy 
6 years 3 DDJt:hs 
after retiIenelt 
aD! freeze is 
lifted. 

0Jt off at close 
fiscal year. 

HoI 
until vo 
warrants; 
to FRe. Freeze 
recx>rds; destroy 
5 years after 
retiIE!l:sJt once 
freeze is 
lifted. 

Pennanent '1'e!Ip>rary 
Reool:ds Records 
Scheclul.e # Scheclul.e # 

2519~F 

2520-T3F 



Descriptioo of Records
 
& NARA Jet> Nlmt:ler
 

• '1hese files 
are to prepare TreasUl:y 
checks (SF- 66) am show 
department, , locatioo, 
ageI-CY statioo awro-
priatioo SUIIIIBrY, 
mJl!'iler, payee, adJress, in-
voice 11llllb!r, anomt, am 
DisbJrsirg Office dleck 
11lJIIiJer. Official file ~ies 
are anootated by TreasUl:y 
with the DisbJrsirg Office 
dleck 11lJIIiJer. GN) site atdit 
records, Record cx:py main-
tained by Certifyirg Officer. 

NARA JOB NUMBER N1-75-89-1 

FINANCE - 2500
 

Disposition
InstJ:uctions 

art: off at close 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants: retire 
to FRe. Freeze 
rea»;ds: destroy 
6 years 3 1'ID1ths 
after retirement. 
c::n::-,e freeze is 
lifted. 

Pemanent 
Recon:1s 
Sdledule 1# 

2521..JI'3F 

16 BIAM Release 1, 



FINANCE -- 2500 

DescriptiCX1 of Records Filin} 
& MARA Jd> Nlmb!r Instructions 

Arran]e dlralologi-
cally. 

a.	 Printout used as recm:d
 
oc:py; maintained by cen-
tral Office DivisiCX1of
 
h:x:'nmtin} Manage.!le1t.
 

b.	 Magnetic tape data. 

, , 
c. 'other copies. 

MARA JOB NUMBER N1-75-89-1 

16 BIAM Release 1, 

Pennanent Telrp:>rary 
Disposition Records Records 
Instructions SChedule 4# Schedule 4# 

cut off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 

FRC. Freeze 
~~; destroy
6 years JID1ths 2522a-T3F
 
after ret'~"""""
 
once freeze is
 
lifted.
 

Destroy tape 2522b-TO
 
data after third
 
upjate cycle.
 

Destroy when no 
lc::n:Jer needed. 



FINANCE - 2500 

Descripticm of Records 
& NARA Jci> NI.JniJer 

Filirg
Instructions 

Disposition
Instructions 

~I:!:!!lf,-t... 'Ihese files OCBlSist of 
local fOI1lB showirg SlDIl-
mazy of written. Iden-
tifies Julian 

Arran;Je 
cally. 

chrcn:>logi- cut off at close 
of fiscal year. 
Hold 3 years or 
until. volume 
warrants: retire 

agel cy oode, dlec::k maiJeJ:-s to FRC. Destroy 
sdledul.e J'1UIIiJer, am 1'1l1ii'bi!:r 
checks, aocount 1'1DItIers, 

6 years, 3 JII)S. 

after retire-
debits am credits. Recm:d ment. 
cqJy maintained by Central 
Office Divisicm of Aa:nn1t:in} 
Management. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Pennanent 
Records 
Sdledul.e # 

Tenp:>rary 
Records 
Sdledul.e # 

2523-T3 



FINANCE - 2500
 

Descriptim of Records Filin} 
& NARA Jet> Nl.miJer InstructiCl'lS 

NARA JOB NUMBER N1-75-89-1
 

Dispositim
InstructiCl'lS 

azt off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to FRe. Freeze 
rec;mds; destroy 
6 years 3 1ID1ths 
after retirement 
CJI'¥:le freeze is 
lifted. 

'l'EIIpOrary 
Records 
Schedule t 

2524-T3F 

16 SIAM Release 1, 



Descripticn of Records 
& NARA Jci> NlDliJer 

NARA JOB NtIt1BER Nl-75-89-1 

26.	 APPIPPRIATICfi WARRANl' FTTffl. 
OXlsist of Treasuzy Fiscal 
Service (TFS) F'oIm 6200, 
shcwinj total annmt of 
warrant by awrq>riaticn. 
IR::ltKiesplblic law I'1UlIiJer am 
date awroved. Record CXp.{ 

maintained by central Office 
Divisicn of Pr:og:tam,Develqr 
ment am Inplementation. 

~ JOB NUMBER NI-75-89-1 
I 

16 BIAM Release 1, 

FINANCE
 

~ dlrc:wx>logi-
cally. 

- 2500 

Dispositicn

Instructicns
 

art: off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to me. FJ:eeze 
recxn:ds; destroy 
5 years after 
retirement cu:e 
freeze is 
lifted. 

art: off at close 
of fiscal year. 

d 3 years or 
unt1 lume 
warrantS'" -.LC:\....LI.C 

to me. 
records; destroy 
5 years after 
reti:te:lleut once 
freeze is 
lifted. 

Pennanent 
Recxlrds 
Schedule 11 

252~F 

2526~F 

http:LC:\....LI


FINANCE - 2500
 

Descriptioo of Records Fil~
 
& MARA Joo NuniJer Instructioos
 

Arran;Je cbrooologi-
cally. 

MARA JOB NUMBER Nl-75-89-1 

Disposition
Instructions 

art: off at close 
of fiscal year.
Hold 3 years or 
until volume 
warrants: retire 
to FRe. Freeze 
reoozds: de-
stroy 10 years 
after retirement 
CXDe freeze is 
lifted. 

Permanent 
Records 
Sc:bedule # 

'l'E!rporary 
Records 
Sc:bedule # 

2527-1l'3F 

16 BIAM Release 1, 



FINANCE - 2500 

Pennanent 
Descriptial of Records Filin) Disposition Records 

& NARA Jd:> NlmiJer Instructions Instructions Schedule # 

~ c:hraDlogi- cut off at close 
cally. of fiscal year. 

a. Central Office ~. Hold ~~:'S 2528a..lJ'3F 
tmtil vol 
warrants; ret' 
to FRe. Freeze 
reoords; destroy 
5 years after 
retiLeuellt 0l'De 

freeze is 
lifted. 

after cutoff. 

c. Magnetic tape data. Destroy tape 2528c-TO 

NARA JOB NUMBER NI-75-89-1 

16 BIAMRelease 1, 



11 

FINANCE - 2500
 

Descriptioo of Records 
& MARA JdJ NlmiJer 

Filirg 
Inst:zuctialS 

Arran;Je 
cally. 

c:hrcn>logi-

a. Area OCP.{. 

b. other office cq>ies. 

c. Magnetic tape data. 
, 

NAW\ JOB NUMBER Nl-75-89-1! 
I 

16 BlAH Release 1, 

Pennanent TeItporazy
Disposition Reoords Records 
Instructioos SdleduleSdledule * 
ClJt off at close 
of fiscal year. 

Hold 3 years or 2529a~F 
l.D1til. volume 
warrants: retire 
to me. Freeze 
records: destroy 
5 years after 

.........ant-

2529b-Jl'2 
Destroy 2 years 
after cutoff. 

Destroy tape 252~
 
data after third
 
update cycle.
 



FINANCE - 2500
 

Descriptim of Recx>rds Filinj Dispositim
& MARA JdJ Nuntler Instructia1S Instructia1S 

Arran:je dlrCIlologi- art. off at close 
cally. of fiscal year. 

a.	 Recmd oc:.py DBintainted. by 253oa~F 
Central Office Divisim of 
AaxAlntinj Management. 

c. i Magnetic tape data. 

MARA JOB NUMBER Nl-75-89-1 

after cutoff. 

Destroy tape 253~ 

16 SIAM Release 1, 



FINANCE - 2500 

Pennanent 
Descriptioo of Recx>J:ds 

& NARA Jd> Nl.mtler 
Fili.n;J 

Instructi.ms 
Dispositioo
Instructioos 

Records 
Sdledul.e • 

31. 
~~~O~.II~JUt~e~r~pr~:int:ruts~~·of 
SF-133, 00 Il.d;Jet 
Executioo, giv 
bD)et status by aoocbtt". 
annmt:s available, \lI'd)li\,fQ"~ 
balarDeS, advaJ'x)es, reilib.Jrse-
menta, acx::rued expenlltures, 
ume1.ivered orders am net 

AITan;Je 
cally. 

c::.flrcnJlogi- art: off at close 
of fiscal year. 

a. Recx>J:dCXP.r' naintained by 
Central Office Division of 
Aanmti.n;J Management. warrants; 

to FBC. Freeze 
recx>Ids; destrc7f 
5 years after 
retil:eneJ at once 
freeze is 
lifted. 

253la~F 

after cutoff. 
, 
I 

c. Magnetic tape data. 

NARA JOB ~ N1-75-89-1 

~tape
data a 
update cycle. 

2531c-TO 

16 SIAM Release 1, 



11 

FINANCE -

Descriptioo of ReooIds 
& MARA Jcb NlIIdJer 

Filin;J 
Insb:uctialS 

Arrarqe
cally. 

dn:c:n>logi-

preparati,.,.....-.n.¥ 
estimates am ebiiQI1::i 
8AJIOYed bd;Jets. 

MARA JOB NUMBm Nl-75=89-1 

2500 

Dispositioo
Insb:uctialS 

0Jt off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retiJ:e 
to FRC. Freeze 
recxm1s: destroy 
5 years after 
retirement (X'D! 

freeze is 
lifted. 

Te!1porary 
Records 
SC:bedul.e 

2532~F 

16 BIAM Release 1, 

, 'I'~ 



FINANCE - 2500
 

Descriptim of Recxn:ds 
& MARA Jci:> NuniJer 

Filirq
Instructions 

Arran;Je dlrtn>logi-
cally. 

b. Area ani agel ~ 

NARA JOB tUmm~ 

cq;>ies. 

_ 

34. IlJOOEif t«RQl«; F11ffl. Work 
papers, cost statements am 
other data acx::unulated in 
preparatim of projected 
fiscal plCXjZartS, anrual tuiget
estiDates am tuIget review 
pnpoees. 

NARA JOB NUMBER~ _ 

Arran;Je as 
8R>:t'q)I'iate • 

Disposition
Instructions 

Pennanent 
Records 
Schedule , 

'l'ellp>rary 
Records 
Schedule t 

cut off at close 
of fiscal year. 

Hold 3 years or 
until. volume 
warrants; n!tire 
to FRe. FJ:eeze 
zecx:n::ds: offer 
to MARA 20 years 
after n!ti.r:e-
mente 

2533a-P3F 

2533b-TO 

a.m off at cl 
of fiscal year. 
Destroy 1 year 
after cutoff. 

2534 ....l~ 

16 BIAM Release 1, 



Descriptim of RecxJzds 
& MARA Jm Nlmb!r 

35.	 IBQWI PINtm«i AND 
EVAWATIaf Ml\S'lm nuw. Dlta 
ocntained in these DBgIlI!tic 
tape files are acn-,lated m 
a fiscal year basis ani used 
for lCOJ-raRJI! p18l1l'lin} ani 
l:utJ!!tinJ. Infonaatim 
inchdes entzy type, origina-
br,~tim,~m 
data, I:utJ!!t activity ani 
suffix cost feature: reset'-
vatim: pIogzam elE!lEl1t ani 
descriptim, history I'UIiJer 
ani estinBtes for future 
fiscal years. 

a. Printout:/paper ~ies used 
as teCX>zd cqJy. 

FnWKE - 2500 

PeImment 
Filirq

InsttuctiCl1S 
Dispositim 
Instruct.iCl1S 

Recxn:ds 
Sdledul.e t 

Arran;Je as 
8A>ZtJpz iate. 

rut off at close 
of fiscal year. 

2535a-T2 

Destroy 2 years 
after cutoff. 

2S351:t-'N 

data after thini 
upjate cycle. 

16 BlM Release 1, 



FnWK:!E - 2500 

Descriptioo of ReooJ::ds 
& MARA Jd> NI.miJe.r 

Filin;J 
InstructialS 

Arrarge du:alologi-
cally. 

Dispositioo
InstructialS 

a.rt off after 
exoeptioo is 
cleared by Gen-
eral Aa:::nmtin;J 
Office. 

PerDanent 
ReooJ::ds 
Scbedule * 

'l'E!Ip:>rary 
Recx>rds 
Scbedule # 

a. ReooJ::dCXP.f maintained by 
Central Office Divisioo of 
Aa:::nmtin;J Management. 

Hold 3 years or 
until volume 
warrants: retire 
to FRe. freeze 
recm:ds: destroy 
. aocoJ:'darDe 

2536a-JI'3F 

b. cashier's CXP.f. 

MARA; JOB NUMBER Nl-75-89-1 
I 

Hold 2 years 
then destroy. 

2536b-T2 

16 SIAM Release 1, 



FINANCE - 2500 

PenDanent 
Descriptim of Records 

& NARA Joo NuniJer 
Fil~ 

Instructims 
Dispositim 
Instructims 

RecxJilds 
Schedule 11 

37• ~ mcx:iRtSS 
• fblthly c:xm-

showirg 
Jl't:euts 

CXlSt 
by project 

• descriptim 
(labor, SUWlies, ) : 
estiDated am actual. maJ'11hollrrs.: 
annmt of the awroved pr0- art: off at close 
gram: ooligatims total to 
date: current year proglam:
cunellt year to date: total 
CXlSt to date. IDttan line 
shows urmligated balance of 
allobte rts am authorized 

of fiscal year
in whidl actim 
is c:xmpleted. 
Hold 3 years or 
.......~.,-volume 

oollectims. 'Ihese files are to FRC. 
used to document allotments of 
ftmis to projects. 

rec:x>rds: 
10 years 

destroy 
after c..J" 

J!5i.1Blak 0IXle 

a. Print:aJtjpaper 
as rec:x>rd ~ies. 

~ies used ArranJe chronologi-
cally. 

freeze 
lifted. 

is 2537a-T3F 

third update
cycle. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 



FINANCE - 2500
 

Descriptiat of Recm:ds 
& MARA Jcb Nuni:ler 

38.	 CERl'IFICATE OFJEWIT FIlffl. 
'1hese files oc:nsist of SF-219,
Certificate of peposit, main-
tained in ~it n.mber 
seqt.IE!I'n:!. Shows date, deposit 
1'11JliJer, acc:n.mti.rg statiat, 
syntx:»l, bank mme am loca-
tiat, sum, acc:n.mti.rg syntx:»ls, 
annmts, am deparbDent or 
a<JE!!>cf mme am adkess. '1he 
fOl1lB are anootated with batdl 
1'J.D1iJer; date am are used to 
show deposits of f\uD; in 
banks. 

a.	 Pri.ntaJtlpaper cq>ies used 
as record cq>ies. 

b.	 Magnetictape data. 

MARA	 JOB NUMBER Nl-75-89-1 

16 SIAM Release 1, 

Filirq
Instructioos 

Arran}e numerically. 

Dispositiat 
Instructioos 

rut off at close 
of fiscal year. 
Hold 3 years or 
lD1til volume 
warrants; retire 
to FRe. Freeze 
records; ~ 1 
5 years after ~ ~ 
Diltb &llart ~ 
freeze is 
lifted. 

Destroy tape
data after thini 
update cycle. 

2538a-T3F 

2538~ 

http:acc:n.mti.rg
http:acc:n.mti.rg


Descriptioo of Recx>rds 
& NARA Jdl Nuntler 

~~gJg~LW~. 'Ihese 
f curt:ain oq>ies of pur-
cbase ; original in-
voices; f' bills, as 
applicable; of SF-1166,
VCA1Cher am f Pay-
ments. In acklitioo ~ 
mated systan, also irolu:leS 
~ of the print:.rut showi.rg 
vaJCher 1'1UIliJer, ven:Jor infer-
matioo am ano.mt:, code sheet 
am data 0CI1tr01 sheet. '1hese 
files cue used to cJoc,unent 
pm:ilase of mi saUlaneous 
items am the related payment. 

a.	 Recntd ~ maintained by
central Office Division of 
Acxnmtirg Management. 

b.	 Magnetic tape data. 

NARA JOB NUMBER N1-75-89-1 

16 BIAM Release 1, 

FINANCE - 2500 

PenDanent 
Filirg

Instzuctims 
Dispositioo
Instructims 

Records 
SChedule 11 

Cl.lt off closed 
files at em of 
fiscal year. 
ibId 3 years or 
mltil volume 
warrants; retire 
to FRC. Freeze 

~~;
6 ~ 

destroy
•.....,.3 1ID1ths 

Arran}e numerically. after ~ti'LrE!merrt: 
once freeze . 

2539a-T3F 

lifted. 

Destroy tape 
after third 

2539b-JI'O 

update cycle. 

http:showi.rg


FINANCE - 2500
 

Pennanent 'I'eITp:>rary 

Descriptioo of Records 
& NARA Jd> Nt.nrber 

Filin;J 
Instructions 

Disposition 
Instructions 

Reoor:ds 
Sd1edule 1# 

Records 
Sd1edule 1# 

40. ADVICE OF CX>!lJi!TT(H) FTTE3. 
'1hese consist of Fonn 5-770 
showin;J the mti.t name, refer-
ence to the certificate de-
posit I'LDIiler am date, syntx>l; 
applcpriatioo 1'LDIiler, descr~ 
tim, am anomt. Used to 
show deposits of furxIs into 
various 8f4>IqJI iations. 
Reoold cxpy maintained by 
office of origin. 

ArrarJ:Je 
cally. 

chrcn.llogi- cut off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to FRe. Freeze 

~;~1-~ 
~H ,'t aDe 

freeze is 
lifted. 

2540-T3F 

NARA JOB NUMBERNl-75-89-1 

41. STATn1EN1' OF mpgPl'S rom. 
o:n;ists of SF-lOS, which is 
an annual. report for 
m; soel.lanea.JS receipts to the 
Divisim of Mm.inistratioo in 
~. SIlO'It'S receipt 
syni:)ol, receipt ac:x:n.mtti tie; 
actual furxIs received. '!he 
fom also has columns for two 
fiscal year estimates; h0w-
ever, J'lale are made at the 
1dninistrati ve service ! 
eenter. Ioclu:ied in these 
files are ocmnents am work 
sheets. Record cxpy main-
tained by Central Office. 

ArrarJ:Je 
cally. 

chrcn.llogi- cut off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to FRe. Freeze 

records; ctest.rcr .L rr-. 
5 years after tAN[" ~ 

~H: 'P'at aDe 

freeze is 
lifted. 

2541-JI'3F 

NARA JOB NUMBERNl-75-89-1 

16 BIAMRelease 1, 



Descriptioo of Records 
& NARA Jci> NlDd::Ier 

42.	 UNAP.fB)mIATED RfPITPl'S 'IRIAL 
BNANCE FIll'S. CDlsists of 
CXIIplter pr:intaJts received 
fran the Treasw:y reflectirg
deposits of tribal. f'ums. 
'!hey are used to balaooe the 
General led:Jer cams. 
NARA JOB NUMBER N1-75-89-1 

43.	 SPEX;IAL DISIIJRSIR; }Qm' 
~. General led:Jer detail 
list whidlcovers Iniian 
sezvioes Special Disblrsirg 
Agent f'ums ally. Shows debit 
am credit entries am is used 
to reflect expentitures in 
SlD'I'I1BlY • 

NARA JOB NUMBER Nl-75-89-1 

FINANCE 

Filirg
Inst.n1ctioos 

Arrarqe
cally. 

Arrarqe
cally. 

chrcn:>logi-

chrcn:>logi-

- 2500 

Dispositioo
Inst.n1ctioos 

cut off at close 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants; retire 
to FRe. Freeze 
Iecords; destroy 
5 years after ~ 
I!eti.l:aaaRl: cn::le 

freeze is 
. lifted. 

cut off at close 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants; retire 
to FRe. Freeze 
records; destroy 
20 years after ~ 
Ieei!.=el'lII!ut cn::le 

freeze is 
lifted. 

Pennanent 
Reoords 

Sdledul.e * 
2542-T3F 

2543-T3F 

16 BIAM Release 1, 



FINANCE - 2500 

Descriptim of Records 
& NARA Jcil Nuni:ler 

Fili~ 
Instructims 

Dispositim 
Instructims 

Pennanent
Recoros 
Schedule * 

'l'e!lporary 
Records 
Schedule # 

44. 'l1UAL BAlANCE nyC? M::I1thl.y
reoanciliatiCll of In:tividual 
In:tian M:ney Accounts, local 
form, prepared in eadl Area 
Office showiJ'g a trial balarD! 
of general led:]er acxxmrt:s. 
Prepared at Area/kJercY
Offices am sent to In:tian 
Sezvioes Special Disbn'sin} 
Agent Office. 

NARA JOB NUMBER~ _ 

ArranJe c:tlrcn>logi-
cally by 1IDlth. 

aJt. off at close 
of fiscal year. 
Hold 3 years or 
mrt:.il volume 
warrants; retire 
to FB:. Freeze 
recpzds; ~ j 1'0 
5 years after (,cM11T1""' 
Eat iI 'It once 
freeze is 
lifted. 

2544-T3F 

16 BIAM Release 1, 



FINANCE - 2500
 

Descripticn of Reoords 
& MARA JdJ Nl.1niJer 

FilirY:J 
Instructicns 

Dispositioo 
Instructicns 

Pennanent 
Reconts 
Schedule 41 

'l'el'rpOrary 
Records 
Schedule 41 

45. RFXmCITJATICI{ S'l'ATWNl' 
~. CDlsists of Treasul:y 
Form 'IUS 5207, Reca.::iliatioo 
statement of Fun:Ied ~ 

Arl:'an!Je numerically. cut off at close 
of fiscal year. 
Hold 3 years or 
until volume 

2545-T3F 

Aooount Maintained with the warrants: retire 
Treasurer of the United 
states. Prepared. by Treasul:y 
for Special DisrursirY:J 1qerCj 
JDlthly. Shows for the Dis-
bJrsirY:J 1gercj ani for the 
Treasurer of the u. s. : 

to FRe. Freezer=:~ 
wtio&:_.1t c::n:;,e 

freeze is 
lifted. 

0penin:J balaooe, 
credited, total, 

plus deposits 
less dlecks 

paid, closirY:J balaooe, plus 
deposits credited rut oot 
claimed, plus deposits claine:l 
rut oot credited, plus 
wt.st.an:lin} dlecks, ani 
totals. Alsoiocltrles back-up 
copies of certificates of 
Deposit, statement of dleck.i.rg 
acx:omt:s (list of dlecks 
deposited, 
dQcuments,~. 

other SURJOrtirY:J 
ani addin;J mac:hlne 

MARA JOB NUMBER N1-75-89-1 

16 BIAM Release 1, 



FINANCE - 2500 

Description of Recx>rds Filin:} 
& NARA Jcb Nlmi:Ier Instructions 

Arrarge c:tu:'ax>logi-
cally. 

area, agel r:y ,
 
period nmiJer,
 
code, ac::x:xJUJ'Iti. data,
 
hours, biweekly gross, FICA •
 
awlicable, retiLSOellt, Fed-
eral atplayees Gavernuent Life
 
Insurarx:le, health benefits,
 
am t:atal oost. (SUbject to
 
the PrivacY Act)
 

a.	 originals of yearly ani
 
biweekly printouts main-
tained for record ocpy
 
p.1rpOSeS maintained by
 
Central. Office Division of
 
AccDmtin:} ManagEment.
 

b.	 Magnetic tapes maintained
 
by Nl'SC.
 

NARA JOB NUMBER N1-75-89-1 

16 BIAM Release 1, 

Disposition 
Instructions 

Olt off at close 
of caleniar 
year. Hold un-
til auiited by 
GN:) or 3 years 
after cutoff, 
whidlever is 
earlier: retire 
to Natimal. 
Persa1nel. ~, 
st. Ia.ti.s, K> as 

lume warrants. 

Destroy tape
data after third 
update cycle. 

Permanent Te!tporary 
Records Records 
Sdledul.e # Schedule # 

2546a..JI'3F 

2546b-TO 



FlNANCE - 2500 

Descriptioo of Recx>rds 
& MARA Jcb NuntJer 

Filirg
Instructions 

Dispositioo
Instructions 

Pennanent
Recoms 
Sdledul.e * 

47. oovmNMENl' ClfARiE ~. 
AR>lications for oart:.ractor-
issued GaveITment charge cams 
used in OCIua...timwith offi-
cial GaveITment travel.. 
Iool.\Xle awlicatim form 
pr:ucessed for charge cam, 
euplayee ackoowledJl'lf!IIt 
statanent am related 
infOIllBtim. SUbject to the 
Privacy Act. 

ArrarJ;Je 
alPlabetica1ly
euplayee name. 

by 
art: off at ern 
of fiscal year.
Hold 3 years or 
until. volume 
warrants: retire 
to FRe. Destl:tly ~.r(">
10 years after CM;,-or t-
:mtiJ P"SIIit • 

2547-'1'3 

MARA JOB NUMBER Nl-75-89-1 

48. DEBl' CPUWITCfi WFS. 
Material related to the 
identificatioo of debts awed 
the government by euployees 
am the oollectioo of 
payments. 

MARA JOB NUMBER Nl-75-89-1 , 

ArrarJ;Je 
alPlabetica1ly 
name. 

by 
art: off at the 
ern of the 
fiscal year in 
which payment
for debt is made 
or cleared. 
Hold 3 years or
until volume 
warrants; retire 
to FRe. Destroy .L rt> 
20 years after ~""I 6t4"'"" 

-P?t j lR"9Rt!. 

2548-'1'3 

16 BIAM Release 1, 



PAYOOLL - 2600
 

Descriptim of Rean:ds FilirxJ 
& NARA Jci> NlmiJer Instructims 

1. Arran;Je alJilabeti-
cally. 

Dispositiem
Instructia1S 

0It off at ern 
of fiscal year 
in lrthidl payment 
ems. Hold 3 
years then 
destroy emsite 
if 00 l~ 
needed for 
reference. 

Pennanent Te!tp:>rary 
RecoIds Records 

Sdledul.e #Sdledul.e * 
2601-T3 

16 SIAM Release 1, 



Descripticn of Reool:ds 
& NARA JdJ N\.miJer 

2. 

a.	 Printa.rt:.,lpaper c:q>ies 
as rec:xn:d cqJy. 

b.	 Magnetic tape data. 

PAYROIL - 2600 

PenDanent 
Filin:J 

Instructioos 
Dispositicn
Instructims 

Reool:ds 
Sdledul.e II 

ArranJe as 
aw:r:qxiate. 

cut off at close 
of calemar 
year. Hold 5 
years after 
cutoff or after 
al.Ktit by GNJ, 
whidlever is 

lier, then 

Dispose of ~-~ 
third update
cycle. 

... 

2602a~ 

WITH8MIl,-

2602b-JI'O 

16 BIAM Release 1, 



PAyroIL - 2600 

Descriptim of Reuolds 
, MARA Jet> NuIItJer 

Filin} 
Instructims 

Dispositim
Instructims 

Permanent 
Reoolds 
Sc:hedule , 

roll 
scripted 
to fight f _'-IWIO 
8Jraau lards. D1l:~IICJI'1et1 
tape file CU1t.ains eel 
histm:y of payments Dade 
eaplayees am decluctims 
witheld. 

a. PrintaJtlpaper oq>ies used 
as reand oqJy. 

art: off at close 
of cal.entar. 
ibId 3 ~ 
after art:off, 
then destroy. 

26O:,a-'1'3 

b. Magnetic tape data. 2603bJro 

16 BIAM Release 1, 



PAYroIL - 2600 

'I'enp>rary 
Descriptim of Recmt1s FilinJ Disposition Reoonls 

& MARA JdJ N\.mtler Instructioos Instructions Schedule I 

a. Printart:/paper Qq)ies used 
as rean:d <:qJy. 

D:!stroy data 
\Iihen ~, 
d::JSolete, or no 
laqer neecled 
for referel"De. 

2604a.JI'O 

b. Magnetic tape data. Arrarqe as 
8RRq4 iate. 

2604b.JI'O 

16 BIAM Release 1, 



PAYROLL - 2600 

Pennanent 'l'e1'p>rary 
Descripticm of Recxn:ds Dispositim Rea:JJ:ds Rea:JJ:ds 

, MARA Jci> NunIJer lrBtructims SctliedJl.e , Scbedule , 

8. Ar:rarqe
cally. 

alJflabeti- D:!rsb:oy data 
when SlpIseded, 
d::lI!Iolete, or I'D 

lCDjler needed 
for refetence. 

2605a-'ro 

b. Magnetic tape data. 

MARA JOB .......u..:.o"- _ 

D.tspoae of after 
third~ 
cycle. 

260SbJro 

16 BIAM Release 1, 



PAYroIL - 2600 

Permanent TE!1porary
Desc:riptim of Recmds Dispositioo Records Records 

, MARA Jci> NuntJer Instructioos Scbedul.e , Scbedul.e , 

Arrarge as
 
aw·ltpriate.
 

a. PrintaJt:,lpaper cq>ies used 
as :recxn:d ocpy. 

Destmy lIh!n 
superseded, cb-
solete, or no 
lcn;Jll!I' needBi 
for reference. 

2606a-'lU 

b. Magnetic tape data. 26()Q)JI'() 

NARA JOB tUmm!....- _ 

16 BIAM Release 1, 



PAYroLL - 2600 

Descriptioo of Records 
& NARA Jd:> NI.miJer 

Filirg 
Instructia1S 

Dispositioo 
Instructia1S 

Pennanent 
Reco:r:ds 
Schedule # 

Tenp:>rary 
Records 
Schedule 11 

7. 

batch am :recxn:d codes, 
locatioo ocxJes, fiscal year, 
aw:r:qn:iatiat, transactioo 
data, pay am leave data for 
each pay period. 

a. Pr.int:.aIt!paper cq>ies used 
as :recX>:r:dcc:py. 

Arrarqe 
period. 

by pay Q.rt off a 
of pay period. 
Destroy 3 years 
after cutoff if 
no lager needed 
for refet:'E!l'D:!. 

2607a.JI'3 

MZW" as 
awZ"q)riate. 

O:lt eff 
bi\oleekl.y. 
Destroy data 
year after 
cutoff. 

1 

16 BIAM Release 1, 



PA~IL - 2600 

Pemanent 
Descriptim of Recxm]s Filirg Dispositim Reocn:ds 

& NARA Jci> NlmiJer Instructioos Instructioos Sc:heclul.e , 

a. Printa.rt:,lpaper oopr 
as reoor:d copy. 

ArraRJe 
cally. 

Clu:ax>logi- cut off at close 
of calerr:Jar 
year. Destroy 
data after 
a\dl.t by GNJ or 
5 years after 
cutoff, whidl-
ever is earlier. 

2608a.JI'5 

b. Magnetic tape data. ArraRJe as 
c!wI'q)riate. 

2608b-TO 

16 BIAM Release 1, 



PAYROLL - 2600
 

DescriptiCll of Reoords 
& MARA Jd:> NlJnt)er 

10.	 WAIVER OF Cl.A1H? Materials 
relati.n;J to the investigatim 
ani I:Ep:>rt m iniebtedness of 
Blreau E!lployees. 

11.	 f'lIG"X<ifI'ER W2/S. Fonn W-2 of 
taIpJrazy or intennittent 
eaployees hired durin:] 
firefightin:] activities. 

16 BIAM Release ,1, 

Filin:]
 
Instructims
 

ArrarJ;Je alpmbeti-
cally. 

ArrarJ;Je alPlabeti-
cally. 

DispositiCll
Instructims 

0Jt off at em 
of fiscal year 
lrdlen oollectiCll 
is CXIIpleted. 
Hold 3 years 
then destroy m 
site if m 
ICD)er needed 
for referelXle. 

0Jt off at em 
of fiscal year 
in which deter-
mination is Dade 

oollectiCll of 
.---.." ... waived. 

0Jt off at ern 
of caleniar 
year. Hold 3 
years then 
destroy on site. 

Pemanent 'l'E!Ip:>rary 
ReooJ:ds AeoJI:ds 

Sdledu.l.e * Sdledu.l.e * 
2609-T3 

2610-T3 

Wllh6MWlf 

2611-T3 

Wil HellAWft 



PAYroLL - 2600 

Descriptioo of Reoo.rds 
& NARA JdJ NlDdJer 

Fil~ 
InstructialS 

Arrarge by pay
period. 

13. 9IPIDYEE cnNERSlal CASE 
rII&;. Materials related to 
the c:awersim of 8Jreau 
Ellployees Ellployed umer PUb. 
L. 93-638 ooot.racts when a 
pt:'Ogl:am is ooot.racted. 

NARA JOB NUMBER Nl-75-89-1 

Dispositim 
Instructims 

rut off at em 
of pay period. 
Hold 3 pay
periods then 
destroy at site 
if I'D lcn;Jer 
needed for 
refereJDe. 

rut off when 
Ellployee is 
teJ:m:inat.ed or 
retires. Hold 3 
years or lD1til 

lume warrants: 
ret to FRC. 
Offer 20 
years after 
retil:SlllelIt. 

Permanent TeIJporary 
Records Reoo.rds 
Sdledul.e t Sdledul.e # 

26U.JI'O 

WITHaMWN 

2613-P3 

16 BIAMRelease 1, 

http:teJ:m:inat.ed


f&§UHL - 2700 

Descriptic:m of Aeoou]s 
, HAM JdJ tbIb!r 

1. ~~~~BIII~MmH~ 
• Dx:uments rel.atin;J

~to~rn;::t~Kims of pe:tSCiliJel. 
El!llployai by or Ellplay-
.ant with the Gav'8ll'liilellt.. 
Wcae rel.at.iCRlbip with 
GaYerraant ~ security 
cl.earaJ'X:Ie, exclusive of in-
vastigativa 1epot ls furnished 
to agencies by the Office of 
Persoi lJel. Mllnagel" It. In:::l.\des 
case files awealed to the 
courts, linked with a:lhpes-
sicnU. investigatims or of 
deIIICIslzaled interest to 
QJhj1 ssiallll ocmnittees, the 
Executive Office of the 
Pn!sident, or the pt>lic. 
~ J(IS tUmm _ 

NARA JOB tumm _ 

ArraI'qe alPlabeli-
cally by IlIDI! of 
inUvidual. 

Al2&.~i 
cally. 

Dispositial
InstructialS 

QJt off at close 
of fiscal year
in mich actic:m 
is OCIIpleted. 
IfDld 3 years or 
\D1lil wlllllB 
wrrants: zeti.re 
to fR::. Offer 
to MRA 20 years 
after zeti.re-
1I!I1l. 

.. 
~wheA 
superseded, 
dJsolete or no 
lexger neecJtn 
for refereJ'D!. 

Permanent 
AeooJ:ds 
Sd1edule t 

2701-Pl 

16 BIJ\M Release 1, 



~-2700 

Pennanent 
Descr.ipt.ial of Recxu:ds 

" ~ Jd:> NuIItler 
Filirq

Instructia'lS 
Dispositioo 
:rnst:.r\.rt.ioos 

Reoords 
Sd1edul.e , 

Arrarqe as 
app10pl late. 

a. Print:aJt/paper <Jq)ies. Destroy~. men 270Ja-TO 

b. Magnetic tape data. aJt off 1ID1thl.y.
Destroy tape 
data after au:lit 

2703bJl'J 

MARA JOB N{MI!R _ 

by GAO or 3 
~II""'" after 

ff, 

4. fINN, SAIARX gfAIWfCE roffl. 
Natificatim to payroll office 
that final salary payment can 
be III!Ide men E!II'playeehas been 
cleand of BIAprqlerty, credit 
0U'ds, keys, am out.st.arx:Urq I 
debts. ' 

Arrarqe as 
awn~Jl.'iate. 

aJt off at fis-
cal year erd 
after eaplayee 
c1~. De-
stroy 1year 
after cutoff. 

2704.J}'1 

MARA JOB NtIHR _ 

16 BIAM Release 1, 



~-2700
 

Descripticm of Reoot:ds
 

" MARA Jci> N\JIdJer
 

Arrarqe aJ.Pmbeti-
cally. 

8. 

b.	 Folders of separated
eaployees. 

N:rlect. to the Privacy Act 
(OHIIooyl=l) • 

MARA JOB tumm	 _ 

16 BIAMRelease 1, 

Dispositicm 
InstructiCl1S 

fbllow 
.imtructims in 
Fm. 

Fm. 
to Natia1al 
ParBanel 
Recxn:ds center 
(Civilian), 111 
WiDletlago 
street, st. 
IDuis, MissaJri 
63318, 30 days
after separaticm 
except as 
provided in Fm. 

Permanent TEI1p:>rary 
Iti::xJlds Iti::xJlds 

Sdledul.e • Sctledule • 

2705a-roIM 

2705b-roIM 



PmSOONEL - 2700 

Descriptim of Records Fililq
& MARA Jd:> NlmiJer Instructims 

6.	 ArrarI)e as 
8R)Lopriate. 

16 BIAM Release 1, 

Dispositim
Instructims 

Pennanent 
Records 

Sdledul.e * 
TE!lrp>rary 
Records 

SChedule * 
Destroy after 1 
year if I'D 

laqer needed 
for referel'D! or 
upa1 transfer/ 

~liI!pillllLtti~'m of 
euplayee ,
wdlever is 

2706..JI'l. 

sooner. 

transfer or 
separatim of 
euplayee. De-
stJ:uj 3 years 
after cutoff. 



fMjg'mEL 

Descriptim of Recm:ds
 
, MARA Joo tbIiJer
 

Arran)e by npJIt8:;.~~~~~~~As created in the prep- type, then by
aratim, tim, ani locatim ani in 
CXI1BOlida of regular ani c.hJ:cn)loqica1
special lepo1 ts to sequet'D!. 
the Office of MIInI!ge-
~. lR::llXied are reEled:s 
P&Jalal civilian eapl---"' ..... 
hludicawed pelEQIS, ani 
Fedaral. m.playment qprlunity 
Pl0CJl8ilS: biemial. leports m 
oc:o.-uons ani other oawpra-
ble up:nts. 

MARA JaJ tuaER	 _ 

9.	 M'U1Q\TIaf OF f&§UtiEL Arrarge c.tm:n>logi-
ACl'I<Jf DIffi. SF-50's, cally.
exclusive of tb:Ise in Official 
A!laoIle1. Folders, aocunul.ated 
to provide a recold for in-
spections, statistics, ref-
etElkJi!S, preparatim of 
lepn:ts, etc. Maintained by 
Au:.... e1. Offices. 

MRA JaJ tumm.	 _ 

16 8IAM Release 1, 

- 2700 

Pennanent 
Disposition
InstJ:uctims 

Records 
Sdledule • 

ClJt off at close 2708~ 

of fiscal year. 
Destroy 2 years 
after cutoff. 

ClJt 0 2709~ 
Destroy 2 
after cutoff. 

... 



I'fB$OONEL - 2700 

Descriptial of Recxn:ds Filin}
& MARA Joo NuntJer Instructions 

AI:rarqe JUDerica1ly. 

e1ig'.AlJJ~ 
positial .....-
of ngisters,

ployllEl1t, am sel~Ced ......,...-

DIlintained by Pm-ogy..-J.
 
Offices.
 

MARA JOB IUH!R _ 

11. IBJOl'lClf 0PNmJNITX 
RJIlfiI'U§ UWl. Cl:t1sists of
 
all positial vacan::ies ani
 
aJ'1I'lCJlD'D!! nmileJ:s. Main-
tained in Area am Central.
 
Office Persmnel. Offices.
 
MARA JOB NlIH!R _ 

Dispositim 
Instructims 

Pennanent 
ReooIds 
Schedule , 

Te'Iporary 
Records 
Schedule t 

cut off at close 
of fiscal year. 
Destroy 2 years 
after cutoff 
provided re-
(Jlirements of 
Federal Pe1:sc:n-
ne1 Mamal. are 
cilserIed. 

211()-Jl'2 

cut off at close 
of fiscal year. 
Destroy 2 years 
after cutoff. 

2111-'1'2 

.. 

16 8IAM Release 1, 



Descriptim of Aecolds 
& MARA Job tbIber 

15.	 APP1jICAN1' SUPPI¥ nIB -
ltClTlE. Ikx1Iments such as 
applicatims far aplaylEr1t, 
epUificatim ratin} sheets, 
CU1t.rol logs, awlicant re-
ferrals, ani mJ.ated papers. 

MARA JOB tu1BER _ 

16.	 AWU:CMf sum,y ntl -
nw;:TlVE. Files established 
when an 8A>licant is nat 
cpllified, declines, is nat 
aalected far 8AX)Libienl, or I 
"'-' awlicatim far E!lploy-' 
1IB1l is nat updated. Inch.ded 
are awlicatiCllS for Federal 
aploynenl ani related papers. 

MARA JOB NUMBER	 _ 

~-2700
 

Filirq Dispositim
Instructims Instructioos 

Arran}e as Place in 
awroqa iate. Official 

Persa.Jel. Folder 
Wll!Il	 EIIployee
transfers or 
separates. 

File	 m rif#Jl 
side	 of Official 
Par .... Jel. Folder 
if irdividual is 
E!IIplayed. Dis-
pose	 of acx:m:d-
. to 091 

Arran}e as	 0Jt off at cl 
aw1qJI !ate.	 of fiscal year.

Destroy 2 years
after cutoff. 

Permanent 
Aeconls 
SChedule • 

2714-R>IM 

271SJroIM 

'. 
2716-'1'2 

16 BIAM Release 1, 



fI!&HJEL - 2700 

Deacriptim of Recmds 
, MARA Jcm N\mt)er 

FiUlIJ 
Instructims 

Dispositim 
Instructicns 

Pe.nnanent 
Recmds 
Sdledule t 

TeItp)rary 
Aean:ds 
Sc::bedll.e t 

MRAJaJlUHR 

Arrarqe
cally. 

alPlabeti- rut off em of 
fiscal. year in 
mich dacisim 
of award is 
1III!de. DesUW 2 
years after rut-
off. 

2717~ 

18. lltC!JfI'IVE MIARm 1C&\.K1' tum. 
AMu:ds Pzocp:8iD leports, iB:lu-
din) <:q)iea of feeder lepatts 
to Office of Pelaclilel. 
M!uIlCjQEi It. 

allflabeti - rut off at close 
of fiscal. year. 
IMIb:oy 2 years 
after attoff. 

2718~ 

MARA JOB NlIHR 

19. Pfm'CIIW«E RATDQ;. Cb1val-
iervJe <:q)ies whidt an! mt 
filed in Official Persa1nel. 
!bIders. 

Arrarqe allflabeti-
cally by Ellployee~. 

rut off 
of fiscal 
Destroy 2 years 
after cutoff. 

2719Jl'2 

MARA JOB rumm 

16 BIAM Release 1, 



Pf.RSCMmL - 2700 

Permanent 'I'E!!1porary 
DescriptiCl1of ReoonJs FilinJ DispositiCl1 ReooI:ds ReaJr:ds 

& MARA Jet> Nunb!.r InstructiCl1S II'IJt.nrtioos Sdledule • Sd1edule • 

Arran;Je alpmbeti- cut off at close 2720-'1'1 
cally by eaployee of fiscal year 
name. in 1tbich final 

decisiCl1 is 
made. Destroy 1 
year after 
a.rt:off. 

21.	 Bm'I'ICtf 1"I§QUJTI(If ml§. cut off file at 2721Jf5 
Dxunent:s 1tbich describe close of fiscal 
duties, I"eSpaasibilities, an:! year. Destroy 5 
lqJ8rvisory I"eSpalJibilities yaars after art: 
of each positiCl1 witJrln the off. Descrip-
organizatiCl1. 'Ibese iJd.o:Ie tims of c:xn-
cq>ies of positiCl1 deacrip- value 
tiCl'lS of General. Schedule am n!tained 
Wage 8oaJ:d positims, ameni-
1IIE!I1ts, an:! oert1ficatims. 
Maintained by Persc:nlel. 
Office. ... 

MARA	 .JOO tuHR _ 

16 BIAM Release 1, 



ftB$Q'iNEL -

Daacriptim of ReoJzds
 
, MARA JdJ tbItJer
 

AlTan)e by position 
ruIiJer. 

MARA~ IDlER _ 

2700 

Disposition 
lJBtructiCl'lS 

0Jt off at close 
of fiscal year. 
Destroy 5 years 
after art:.off. 
surveys of am-
t.in.d.D.J value 
-.y be mtained 
as rod«lOud 
DBt.erial.. 

PenBnent. 
ReoJzds 
Sdledul.e • 

2722Jf5 

16 81M Release 1, 



ltBA'mEL - 2700 

23. 

Descriptim of Reootds 
, MARA Jd> NlmJer 

An'an;Je as 
8RJlopl !ate. 

Dispositim 
Instructi<DI 

cut off at close 
of fiscal year
in ltbicb actim 
is OCIIpleted. 
Destroy 3 years 
after cutoff. 

MARA JOB tUmm _ 

24. CUSSIFICATICIi APWAL roW;. 
Doa.Iments aoamulated when an 
aaployae 1I(pMt1s his joo 
classification Wicb bd.lde 
the letter of "R&'l, oqJy of 
jd> dem:::riptim, classifier's 
n:Jtes am evaluatim am 
latter advisin} E!1playee of 
the firal decisim. 

MARA JOB tumm _ 

Arnm.Je as 
aw:tq>I !ate. 

cut of 
of fiscal 
in ltbicb actim 
is OCIIpleted. 
Destroy 3 years
after cutoff. 

16 BIAM Release 1, 

Pe.nnanent 
Rea.n:ds 
Schedule t 

2723-'1'3 

2724-T3 



~-2700 

Permanent. TE!1p>rary 

Descriptim of Recxn:ds 
, MARA Jci> NuntJer 

FUinJ 
Instnrtims 

Dispositim 
Instruct.ims 

Recxn:ds 
Schedule • 

ReaJIds 
Schedule t 

cut off at close 
of fiscal year. 

a. registers.
'1bese an! of 
printxluts before 
nDJct.im-in-~ for 

Arran)e dm:I'1ologi-
cally by reqister 
date. 

Destzoy 2 years 
after cutoff. 
If an 8AJ8Blor 
orurt case is 

2725a-l1"2 

eadl CXiip!titive 
affected by the 
J:'t!dIctim. 

1 peniinJ, deatzoy 
2 years after 
the case is 
resolved. 

b. Work cards. Used in 
oarpUinJ t:etentim 
registers. 

Destroy after 
all RIF actiOl'B 
are oarpleted. 

2725bJro 

c. Notice to &lployees and 
related. papers. 

Arran)e 
cally. 

ctm:n:>logi- 272Sc-roIM 

~ 

"-

d. PlaoeliBll files. lbcu-
menta which result fran 

Arran)e as 
8ARqJI iate. 

Destroy 2 years 
after RIF is 

2725d-l1"2 

att:aapt:s to secure new oarpleted. 
positims for 
employees. 

displ~ 

MARA JOB NUMBm 

16 BIAMRelease 1, 



PFgjCtmEL - 2700 

Descriptim of Rean:ds
 
, MARA Jd:> NlIniJer
 

ArranJe alpmbeti-
cally by eq>layee 
naJDe. 

MARA	 JOB tUtBm _ 

27.	 mPlDYEE f'INAt«:IAL STA'l'fJQ!NI' ArranJe alpmbeti-
~. Files for rutside em- cally by E!IIPlayee
ployment, financial interests name. 
ani related papers. 

IQRA	 JOB tu&:R _ 

16 BIAM Release 1, 

Pennanent 
Dispositim
lnstnlctions 

Records 
Schedule • 

art: off at close 2726-T7 
of fiscal year 
in whim final 
decisim is 
made. Desl:LOy 7 
years after cut-
off. 

2727.Jf2 

ee leaves JJOE~ 
tim. Destroy 2 " 
years
off. 

after cut-



DaacriptiCll of AeooI:ds 
, MARA Jet> tflmt)er 

eel
 
act.iCll taJtI!Q
 
interviews •
 

MARA	 JOO IUH!R __ ~~ __ 

29.	 DISCJUJIIHl(l'l(Jf CXJtPIADfl' em» 
CASE roffl. nx:unents <DlSist 
of investigati<DI of discrimi-
natiCll OCIIplaints by Ellployees 
of, ani awlicants for Ellploy-
ment with BlA, because of 
race, religiCll, etc. Incl.\ded 
are ocpies of OCIIplaints, in-
vestigatiCll lepJ1 ts, hearin}
trara:::ripts or SlIlIIlBries, 
statements of witnesses, am 
related papers. 

MARA	 JOB tU1Bm _ 

I'J#iU'iNEL 

Film;r
 
InstructiCllS
 

Arran:Je aJ.plabeti-
cally by Ellployee 
name. 

- 2700 

Dispositim

Instructims
 

0Jt off at close 
of fiscal. year
in which aploy-
ee is t:nmsfez-
red or separa-
tad. Destroy 6 
DA.u. after 
cutoff. 

0Jt off at close 
of fiscal. year
in which final 
decisim is 
1II!Ide. Destroy 4 
""""."""'"after rut-

.. 

Petmanent 
ReaJtds 
SCbedule • 

2728~ 

2729JI'4
 

16 BIAM Release 1, 



Descriptim of Reootds 
" MARA Jc:i> tbIiler 

a. 

b. All other papers. 

MARA	 JOB tumm _ 

31.	 INDrIIIlll\L DIP1DDE 'DWNII«i 
DIffl. case files ca1ta:inin:J 
awlicatioos for tra:inin:J,
authorizatialS, schedules, re-
ports of ptogzess, attenJarx:le 
am related documents. 

NMA	 JOB tu1Bm _ 

16 81M Release 1, 

FmSCMmL - 2700 

FilinJ Dispositim
InstructiaB Instructioos 

Arran:Je alpmbet.i-
cally by Ellployee 
name. 

Upal separatim, 
file in Official 
PersaIJel. 
Folder. 

Destroy Wen 
file has been 

..............~ve for 5 

Arran:Je by office rut off when 
am thereurder Ellployee
alpm,etica1ly by transfers or 
Ellployee name. teami.nates • 

Destroy 3 years 
after cutoff. 

Pennanent 
Reootds 
Scbedu.le • 

273oa-roIM 

273<b-T5 

2731-'1'3 

http:Scbedu.le


~-2700 

Permanent. 
Deacriptim of ReulIds FiU.n;r Dispositim Rea:>Ids 

& MARA Jd> N\mb!r IrBtl'uctims Inst.ructims Sdledul.e , 

ArraI'qe a1.pmbeti-
cally by eaployee 

Destroy
inUvidual 

2732-'ro 

name. n!UJld ~ 

separat.im
eaployee. 

of 

33. ~ RI!!RI(t FUm. File 
incl\des cputerly, sad-
arrual., or arnal. It!pOlts of 
t:raJ.nin.J, ao, ....listil&d:s, ani 
ooanHnat:.J.n;r actims. MI!lin-
tabled by Oent.ral. Office ani 
Area Offices. 

ArraI'qe chralologi-
ly. 

0It off at close 
of fJ.scal year.
Destroy 5 years 
after art: off or 
after Office of 
A!tsttilBl 111m-
alJBwll: nwiew, 

2733-T5 

1IIhicbeYer is 
~JOOtumm ier. ... 

34. 'lU1TIgf ASSISDK'E fUll. 
Documents irx::ltde employee 
recp!St:s for ani 8AJl'CMllsor 
d1S8144ovals for tuitim 
asaistaooe, college tran-
scripts, grade leports, ani 

ArraI'qe al.Pmbeti-
cally by enplayee 
name. 

0It off at 
of fiscal year 
iD Wic:h ocm'S8 
is CXIIpletedor 
2 years after 
date of last 

2734Jf3 

mated papers. actim. De-

MARA JOB tumm 
stroy 3 years 
after rutoff. 

16 8IM Release 1, 



~-2700
 

FUiJq
IrBtruclims 

ArrarI)e alpmbet.i-
cally by arployee 
name. 

36. 'l1NIflKj IBXBII AQIINIS'lRA-
TlVE roffl. Dx:uments re-
latin) to departmental, 
bJreau, ani OIM fonal. train-
in} pIoqLdIE Sldl as Mana-
gerial DeYelcpiEiit, ExeaJt.ive 
DeYelcpiEiat, etc. Iool.\des 
papers regardirq annmoe-
ments, awlicatims, select.im 
am atterdarD!. 

NARA JOB tumm _ 

16 BIAM Release 1, 

Dispositim
IrBtruclims 

<l1t off when 
employee
tnmsfers or 
tenDinates. 
Destroy 6 JiD1ths 
after rutoff. 

<l1t of at the 
close of fiscal 
year. Desb:oy 
5 years after 
rutoff. 

2735-11'0 

2736Jr5 



l"P«'flNEL - 2700 

Descripticn of Recx>Ids 
& MARA Jd:> NlIItJer 

FilinJ 
:Inst.nrtiCllS 

37 HfjNQH INSUIWQi roffl. 
CknJist of Health Benefits 
Registraticn ani Notices of 
Olan)e in &1rolllllent status 
FallI, (signed orig:inal.s): ani 
Traralittal am IUmBl)' ~Lt 
to OUTier, showi.n.J IUIIJer of 
employees 0CJYered, ad:Jed, 
dtq:p!d, etc. 

Ar1'arqed aIpla-
betically. 

OIl off at close 
of fiscal year 
in which 
aIployee is 
separated.
Destroy 3 yaars 
after rutoff. 

2737..1f3 

HAM ~ fUIIIBlIlt _ 

..
 

16 BIAM Release 1, 



PEImOO:L - 2700 

Pennanent 
Descriptia'l of Recolds FiliJq Dispositial Records 

, MARA Jci> Nlmtler IrBtructia'lS IrBtructia'lS Sd1edul.e , 

Arran)e as 
dAJlq>l iate. 

co-owner. 

b. Magnetic tape data. 
MARA JOB tutBm'-- _ 

art. off ---"''I~.. 
Destroy tape 
data after amit 
by GSA or 3 
years after 
cutoff, 
whidlever is 
earlier. 

2738b-TO 

16 DIM Release 1, 



~-2700
 

Desc:riptim of Recxmls 
" MARA Jd;) NlIniler 

Fil~ 
Instructims 

39. I'tBiQH:L lQ'ICIi nTI. Files 
txnIist of data irp.rt:s taken 
fnIIl eadl penD lli!l. actim 
effective within the 1ID1th. 
Used for JID1thl.y ani arnJal. 
per9CDle1 XEIpOX ts ani for 
research pnpcses. 

Al'1'aJ'qe as 
awzopxiate. 

a. Print.out/paper cq>ies. 

b. Magnetic tape data. 

MARA JOB NlMBEIt _ 

Pennanent 'I'erlp>rary 

Dispositim Recxn:ds Recxn:ds 
Instructions SChedule • SChedule • 

D!stroy 1h!n 
Eq)e1secJecl. -

0Jt off BD1thly. 
Destroy tape 
data after aufit 
by GPD or 3 
years after 
cutoff, 1Ittrl.d1 
ever is earlier . 

.. 

16 BIAM Release 1, 

2739a-Tl. 

2739bJn) 

http:1Ittrl.d1


IroIWY ~ 

Descriptim of Recxn:ds Filirq 
, MARA Jd> NUniJer Instn1ctions 

ArrarI)e by vehicle 
I"I.IIIber • 

2.	 CXMRItQfI' 'lRAN$NMTIaf ArrarI)e c::flrcn>loqi-
RfXmST (GIR) DIm. ItixJlds ly. 
such as SF-1120, Widt document 
the issue or receipt of 
aoc:nmtable papers involved in 
travel am transportatim
f'l.n::tim. 

NARA JOB tumm\.....- _ 

3.	 00VJ!BtI'NI' BTIrs OF IADD«l ArrarI)e runerica1ly 
(GRI,l FIlm. Registers used to by register 11\lItt)er. 
aCXXJlD1t for bills of ladirg. 

~ JOB tUHR'l.- _ 

AND IKXlJRElttENr - 2800 

Dispositim 
Instn1ctions 

Pennanent 
ItixJrds 
Schedule , 

art: off at close 
of fiscal year 
in ltbidt vehicle 
leaves ages 'C'f • 
Desb:oy 4 years 
after cutoff. 

2801-T4 

Desb:oy 1year 
after all 
entries m the 
nbuds are 
cleated. 

2802-T1 

DestJ:oy 3 years 
after final 
entJ:y m 
register. 

2803-T3 

16 SIAMRelease 1, 



Descriptioo of Recoros Filin;J 
& NARA Jd> N\.arber Instructioos 

Arrarqe numerically 
by shipnent 11UI1tler. 

5.	 1mP!RI'X PB fa PI' wm. a:pies
of purchase orders DBintained 
as prqxnty receipt recxn:ds. 

NARA JOB NUMBm""--- _ 

6.	 E:XCESS ARDW, fB)PfmY Arrarqe numerically. 
filffl. Reports of excess 
personal prqlerty am transfer 
of excess personal prqlerty. 

NARA JOB NlJo1BER~	 _ 

Permanent 
Dispositioo Recoros 
Inst.ructioos Sdledule fI 

cut off files at 2804-'1'3 
close of fiscal 
year. Destroy 3 
years after cut-
off. 

cut off at close 2805..JI'2
 
of fiscal year.

Destroy 2 years
 
after cutoff.
 

cut off 2806-'1'3 
of fiscal 
Destroy 3 UD:Il~ 

after cutoff. 

16 BIAMRelease 1, 



HPPmlX ~ 

Descriptim of Recxn:ds
 
& HAM Jd> Nl1IIb!r
 

7.	 1B>WU1 '11WfSltCI'Igf fQJRCE ArJ:an;Je by locatim 
lXXUt!M' nTR. Documents am plc:p!1ty
aoaJIlI.ll.atedin <UItrollln:J am identificatim 
ac::xnmt:.irg for nmexpadable 1'A.DIb!r. 
pemcnll plqJert:y in the BIA. 
Papers reflect the 8aJrlsi-
tim, assi91iil!iIt, transfer am 
diS(X'Sitim of prqlerty. 
Incltdes cx:pies of BIA-4310, 
PrqJerty Aanmtability 
Transactim, ani BIA-43U, 
PrqJerty Invoice. 

MARA JOB N{JjJ~	 _ 

ANDFroaJREmNr - 2800 

Pennanent 
Dispositim
Instructicns 

Recxn:ds 
Schedule • 

Destroy Wen 2807~ 
~,
dJsolete, or 00 

lcn;JeJ: needed 
for refetalOe. 

Bestzoy 1year 2998 '1'1 
after prqlerty 
is returned • 

... 

16 BIAMRelease 1, 



Description of ReooIC1s 
& MARA Jci> N\mt)er 

10. fR)PI!Rl'Y INVF?fJ.mY r.mrnqz.
o:n;ist of r.hYBical inventory 
documents pertainin;J to BIA 
personal prcp!rty. 

MARA JOB NUMBm.'--

11. J:tMNImY 
Inventory
control. 
locations 

_ 

amroL FIIJ!S. 
cards used for stock 
Maintained at sane 
in adlition to or in 

lieu of carprt:erized inventory. 

NARA JOB NUMBER'-- _ 

16 BIAMRelease 1, 

IroPfRl'X ~ AND 

FiUJq

InstJ:uctions
 

ArrarI)e alPlabeti-
cally. 

ArrarI)e as 
"W1opliate. 

PHXl.JREMENr - 2800 

Disposition
Instructions 

Destroy ~ new 
cam is issued, 
provided item 
has been 
returned. 

rut off after 
next arrual. 
listin) or next 
ocmplete r.hYBi-
cal inventory is 
taken, :rEICXX a-
ciled, am ap-
proved. Destroy 
~~:'S after 

cut off at c1 
of fiscal year.
Destroy 2 years 
after cut off. 

PeITnanent 
Reoords 
Scbedul.e t 

2809JI'O 

2810-T2 

2811-'I'2 

http:INVF?fJ.mY


ImPERIY MAN1tGfm!1' AND ~ - 2800 
(PRXlJREMENI' - 2850) 

Descriptim of Recxn:ds 
& NARA Jcb Nlmtler 

Dispositim
Instructims 

12. B:WID OF SURVEY AND IOOS 00. 
'!HEFT FITffl· Reports ani other 
documents relatirg to the 
daIIage, loss, or theft of 

Arrarge as 
8R>Icp.riate. 

art: off at close 
of fiscal year. 

IiJld 3 years or 
pt'q)erty. until volume 

warrants; retire 

a. Reports involvirg peclDli.al:y 
liability. 

to me. 
10 years 
cutoff. 

Destroy 
after 2812a-l1'3 

after cutoff. 

13. PR>PmlX PASS WJiS. Hard- &""'..at'ID alPlabeti- art: off after 2813..JIU 
carried authorizatims for 
:rem:wal of pt'q)erty or 

cally by 
.irdividual. 

expiratim or 
revcx:::ation. 

naterials ~ offices are ~b\QI~ 3 DOrt:hs 
beirg relocated. after c:utO • 

16 BIAM Release 1, 



FroIm1'X ~ AND PRXl.JRD1Fm' - 2800 

Pennanent 
Dispositim 
Instzu::tiCllS 

Recor:ds 
Sd1edule • 

Arrarqe as art: off at close 
atPzq>ziate. of fiscal year. 

8.	 Aepnts imrolV'I"n'o.nAI,m Destroy 5 years 2812a-'1'5 
liability. after cutoff. 

b.	 All ather zep:>L ts. Destroy 3 years 28l2b-1l'3 
after cutoff. 

13. 1Blftm'X PftSS roffl. Rani-
carried authorizatiCllS for 
rE!IIOVal. of prqJerty or 
aaterials lItben offices are 
beiJq relocated. 

Arrarqe alPlabeti-
cally by name of 
Wividual. 

2813-TO 

NARA JOB tUmm~ _ .. 

16 BIAMRelease 1, 



PR)PfRlY MAN1!GEJo1ENr AND PRX.l..JREJt1EN - 2800 

'l'enp>rary 
Descriptim of Records Filin} Disposition Records 

& NARA Jcb NuniJer Instructims Instructions Schedule t 

14.	 fP§U'fAL PR>PERrY M1\S'l!R FIlE. 
'Ibis DBgnet:ic tape naster file 
omtains data reflectin} all 
acx:nmtable pI'q)erty itens 
t:llroughoot the BIA. '1he file 
reflects action code, document 
referE!I'XJe1"lJIIi)er: area, aga 'Cf , 
unit, am ncmeHclature codes: 
BIA identification 1'1l.1Ilb!r: book 
or pun:hJse value: 1IBke or 
ather identification: serial 
1"lJIIi)er: am naneJ .:lature 
descripticn. rata is used to 
pI"E!p!I'e lep'>Its. Record cqJy
maintai.nEd at CE1t.ral. Office. 

a.	 Print:a.ttlpaper cq>ies used 
as lecxnd oc:py. 

h.	 Magnetic tape data 

MARA JOB NUMBER'--	 _ 

16 BIAM Release 1, 

Arrarqe as 
aw1q>riate. 

Destroy ~ no 2814a-JI'O 
laqer needed 
for refet"E!l'XOle. 

Oispgsa gf after 
thitd update
cycle. 



Permanent 
Descriptim of RecxJJ:ds 

, MARA Jd:> NlJnt)er 
Filin} 

Instructims 
Dispositim 
Instructims 

Records 
Sdledul.e t 

15. RI!'AL IBMa<lX MI\S'IIR mi. 
'Ihi.s magnetic tape file om-
tains data pertinent to real 
piqmly itena urder the 
jurisdictim of the BIA. 'lbe 
file reflects area;agecy 
codes, activity, unit desiq-
natim, holdi.n:J agBr:y desig-
natim, usage code, year
8aJ1ired, assigned brlldi.n:J 
1'"I.II'IiJer, pIq)erty code, GSA 
locatim code, cost, CM1eI'Ship 
codes, size of prcp!rt.y, am 
card code. 

a. Printrut:/paper cq>ies used 
as recxJtd ocpy. 

ArranJe by locatim. Olt off at en! 
of fiscal year, 
hold 1 year then 
destroy if no 

2815a~ 

lonJer needed 
f.r refe.I'E!l'De. 

h. Magnetic tape data. 
apptopt iate. third update

cycle. 

MARA JOB NUM~ _ 

16 BIAM Release 1, 



moPml'X MNW!EMFm' AND PRXIJREMENr - 2800 

Descriptim of ReooIds 
, MARA Jci> N\.mtJer 

16.	 tWtllUP SUPPUMfNl'ARY AIJRSS 
nu;. o:m:ains basic aclhess 
codes for each location in 
BIA. Shows SUR>lement:aJ:y 
acHress, mailin;J aclhess, area, 
agen •.y code, GSAlocatioo code, 
am date established. 

a.	 Print:art;lpaper cq>ies used 
as reocn:d oc:py. 

17.	 SIWE NICQTIOO AND tJrJ1J-
1ATICIf UTe:;. Ibcuments shew 
a1locatim, use, ani Ielease of 
buildin} space. Incl1.ded axe 
reqlESt.s for space, record of 
assigJ liB its, reports, S\.lIVI!!!YS, 
space layart:s, ani floor plans 
ani xelated papers. 

MARA JOB NUMBER~	 _ 

16 BlA .ease 1, 

Pemanent 
Reoor:ds 
Schedule • 

2816a-'1'1 

2817~ 

Filinl
 
Instructions
 

Arrarge as 
awzopliate. 

Di.spJsitioo 
Instructions 

rut off at close 
of fiscal year, 
hold 1 year or 
tmtil no lCD)l!!!r 
needed for 
xeference, then 
destroy. 

~-----bb~.~~~9RA~~i~g~t~~~da&ta~.r-----------------------------99i~~~BeBee~e~f~a~~~~----------------------~~~Rl~
third update
cycle • 

.. 
cut off at close 
of fiscal year 
in 1IIIhichassign-
ment is tennina-
ted. Destroy 2 
Vb!ItI!S after cut-



PlPPmlY MANlQMFNl' AND ~ - 2800 

Descriptim of Recmds FilinJ 
& MARA Jd:> NuniJer InstructiCllS 

Arrarged. by lepolt 
type, thereun:ier 
cbrcn>logica1lyam 
by locatim. 

19.aJ.1\Rl1!,R; EVAWATIaf rom. 
SUrveys am 8AID1isals Dade to 
adjust rental rates for feder-
ally-owned facilities c:x:nJPied 
by 8IA enplayees. InfcmlBtim 
inclldes descriptim, location, 
am evaluatim of q.mrters. 

MARA JOB tumm"--- _ 

Disposition 
InstructiCl'lS 

Pen1Bnent 
Recmds 
Sdledul.e I 

<lIt off at close 
of fiscal year. 
Destroy 2 years 
after cutoff. 

2818-'1'2 

<lIt off at close 2819~
 
of fiscal. year
 
in ttbich quar-
ters an!
 

.. 

16 BIAM Release 1, 



PR>PfRlY ~ AND PRJa.JREMENI' - 2800 

Te!lp>rary
Fililq Dispositim Reooros 

Instructims Instructions Sdledul.e t 

Arrarqe as
 
tion in::ltdes awroved awr:qn: iate.
 

sdledUbiLof deductims, assign-
ments to , vtU:bers, 
~itions pIqJerty, am 
rurrent recei	 ies 
of quarters. 

a.	 Area Office files. art: off at close 28208.JI'2 
of fiscal year
in which new 
deductions are 
placed in ef-
fect. Destroy 
after 2 years. 

b.	 h:JerCY files. art: off at close 2820b-T0 
fiscal year

in . tenant 
vacates 
terse 
after 6 J101ths. 

NARA JOB NUMBER~ _ 

16 BIM Release 1, 



IR>PER1'X ~ AND IroaJREJmlr - 2800 

Pe.nnanent Tenp:>rary 
Descriptim of Recxn:ds Filin;J Disposition Records Records 

, MARA Jd> Nlmtler InstructiCllS Instructims Sdledul.e t Sdledul.e • 

21.	 ArranJe JUDerically 2821-TO 
AeqlESt f<mIB or work m:deni aIder 
for buildi.nj m:i.ntenaooe. nmber. 

MARA JOB RMBDt	 _ cancelled. 
Destroy 3 lD1ths 

22.	 ISEY aJflK)L rnzs. nxunent:s AtZ8ige as Destroy when 2822-TO 
relatin;J to acxnmt:ability of 8WlqJ1 iate. Slp!1seded by 
keys issued. updated listirr}. 

MARA JOB tumm'l........ _
 

\I 

... 

16 BIAMRelease 1, 

http:buildi.nj


IroPERlY MANN]fMWf AND ~ - 2800 

Permanent TerIpOrary 
Descriptim of Rec.xnds Fil.iJq Dispositim Records Records 

, MARA Jet> NuntJer Instructions Instructions Sdledule , Sdledule , 

23. IIIS'Rm 8EX:.YcrR INB1I' TAfti. 
1bese JID1thl.y magnetic tape 
files omtain both persooal 
pt:q?erty ani finance trans-
actions. Shews batch ani 
header, identificatial, erd-of-
file identification, Julian 
date, statim code am message 
1"ADItJer, batch recxn:d c::nmt, 
batch IIDlI!Y CD1t.rol total, 
document reference n.miler, 
locatim code, BlA8A>LopL 18-
tion am activity code. 

Arran)e as 
an>LopLiate. 

a. Printout/paper copies used 
as recxn:d copies. 

Olt off tdlen 2823a-TO 

superseded, hold 
for 2 nart:hs 
after cutoff 
then destroy. 

Destroy tape
data 1nart:h 
after cutoff. 

16 BIAM Qelease 1, 

~/
 



IBJPER1'X ~ AND ~ - 2800 

Permanent 
Descriptiem of Recxn:ds 

& MARA Jci> NlaItJer 
FilinJ 

Instructions 
Disposition
Instructions 

Records 
Sdledule t 

24. B§mL._gjl~.---I=;Lle@
of RJst Office forms -~ ....._-
receipts for n!gistered am 
certified mail., insured mil, 
am special delivery receipts 
am forms, l:EpJl:ts of loss, 
etc. 

MARA JOB tutBm _ 

_ 
Arran;Je 
cally. 

dm:nologi- Olt off at close 
of fiscal year.
Destroy 1year 
after rutoff. 

2824-'l'1. 

25. MMJ· SNtPI.aD«i REl<RI' roffl. 
PeriaUc statistical l:EpJrls 

em the 8IIIJlD1t. of postage used 
am weight/size of outgoinJ 
mail. 

MARA JOB NlJiIIBElt _ 

Arran;Je 
cally. 

dm:nologi- Olt off at close 
of fiscal year. 
Destroy 3 years 
after rutoff. 

2825-J1'3 

after update. 

MARA JOB NUMBER~ _ 

16 BIAM Release 1, 



PlPPfRl'X twW:fJ'Rl1' AND IHXlJREMml' - 2800 
(PROCl.JREMENl' 

Deacriptim of ReooLds 
, MARA Jd> N\.mtJer 

Filin:.J 
InstructiCl'lS 

1. A.rrar¥Je as 
awLOPL late. 

2. IBXlJRIJIIIf1' RfXjlS'm§. IkJcu-
ment:s DBintained primrily for 
LEpOL tin) p1IpClses ~ch cal-
tain a list.:inJ of IUIbers 
assigned to pII'chase oLdeza 
am UJlIUacts. Infonatim 
also iJcl.mes names of vadaLa 
ani raJrlsitim I"UItlers as 
assigned in originatin:j 
offices. Maintained by Area. 

MARA JOB tumm _ 

- 2850) 

Dispositim 
InstructiCl'lS 

Destroy ~ 
superseded or no 
la-qer needed 
for reference. 

OIl off at close 
of fiscal year. 
Destroy 6 years 

~~ cutoff. 

Pennanent 
AeooLds 
Schedule t 

2851...1J'O 

2852-'1'6 

16 81M Release 1, 



FR>PERl'Y MANAGD1ENl' AND PRXtJREMENI' - 2800 
(PRXtJREMENI' - 2850) 

Descripticn of Recx:n:ds 
& MARA Jci> Nl.miJer 

3. • Cktlsist 
~252, used for 

small pm:'C.ba~ whieb oomal.ly 
do rDt exceed $2, • 'Ibis 
is a procurement files 
ani ilx:ltde original . 
ticn, green ani pink oq>ies a 
pm::base order, oq>ies of 
invoices, infonnaticn related 
to pm::base negotiaticn, ani 
infonnaticn related to paynert:
of invoices. 

MARA JOB NUMBER NA-75-89-1 

16 BIAM Release 1, 

FiliI¥}
Instn1cticns 

Dispositicn
Instn1cticns 

Pemanent 
Recx:n:ds 

Sdledul.e * 
'l'E!Iporary 
Records 

Sdledul.e * 
.ArrarY:Je runerica1ly. 0It off at close 

of fiscal year 
2853-T3F 

in whieb payment 
is made.Hold 3 
years or lD1ti1 
volume warrants; 
retire to FRe. 
Freeze recxmJs;
destroy 6 years 
after retirement 
alOe freeze is 
lifted. 

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


ImPERl'X MANAGD1ENr AND moaJREMEN1' - 2800 
CmoaJREMEN1' - 2850) 

Descriptim of Records 
& NARA Jet> NlmtJer 

Filirq
InstructialS 

Dispositim
InstructialS 

use, or 
sezvioes. 

ArraJ'¥1e by fiscal 
year then by
requisitim runiJer. 

art: off at close 
of fiscal year. 
Iilld 2 years 
then destroy if 
no lCDJer needed 

2854..JI'2 

this file do oot :ret:An:t.. for ref~. 
devel.opteilt of a ~:dli~~ 
order. 

16 BIAM Release 1, 



SAFEl'Y - 2900 

Pennanent TeJIpOrary 
Descriptim of Reoot:ds Disposition Reoot:ds Records 

& twlA Jet> N\mi:)er Instructims SChedule t SChedule t 

Arrarqe as	 out off at close 2901-T3 
8A'lqJI iate.	 of fiscal year.

Destroy 3 years 
after cutoff. 

" 
2.	 SAfEl'X AND HFAIfDJ J:NSPEa1Cfi Arrarqe c:tu:mologi- off at close 2902-T3 

J<.taqm;. Aecurr~ reports on cally, then by of f year.
sanitary cxnti.tims of IE!pOlt type am Destroy 1I~~1''1IZ 

facilities.	 lccation. after cutoff • .. 

16 BIAM Release 1, 



SAFElY - 2900 

Petmanent 
Desc:riptim of Rea>Ids 

& NARA Jci> Nunber 
Fil~ 

Instructims 
Disposition 
lnst.nIctions 

Records 
Sdledul.e t 

J.	 EmBjfJ!q PIANNn«; CASE FlUS. 
case files consist of 
~~plans 
~ch provide for cxntiruity
of agacy qJeratims am other 
backgrourd papers such as 
c:bu'qes to plan, ooordinatirq
actims, ani other documents. 
Aec:mtJ cqJy lIBintained by 
office respcmsible for pte-
paratim am issuance of plan. 

NARA JOB NUMBm'-- _ 

Arran)e as	 art: off tmen 290J.JI'5 

aw1qn iate.	 superseded or 
dJsolete. 
Destroy 5 years r r: 
after lethe=- tul- dtl'-" 

~ 

16 BIAM Release 1, 



SAFEIY - 2900 

Pennanent 'l'EsIpOrary 
Desc:riptim of Aea>l:ds Filin;J Dispositim Reoords Rea:n:ds 

, MARA Jd:> N\mtJer Instructicns Instructims Sdledule t Sd1edul.e t 

art: off at close 
of fiscal year
in tttrldl test is 
calpleted. 

a.	 Omsolidatsd or CXiipze- Arran}e by file Dest:t:w 5 years r r- 2904a..JI'5 
hensive lept>zls reflectin;J type, thereafter after R!1:int C tti- ~r-I-
cqacy n!SUl.ts of tests runerica11y. .-It 
c:xnlrted \B'der aaezgacy
plarB. Maintained in 
Central. Office. 

fran E!IIII!nJE!IlCY cperaticns dWzopziate. after rutoff.
 
~est:s sudl as .instnx:ti.cns
 

pB)~d.l:laI11ts, staff
 

16 BIAMRelease 1, 

c 

http:n!SUl.ts


SAFElY - 2900 

Descriptial of ReaJzds Filin}
, MARA Jet> tbrber Inst.ructims 

ArranJe a1.plabeti-
cally by Ellplayee 
surname. 

MARA JOB t«JI3m"-- _ 

Dispositial
InstJ:uctions 

cut off at close 2905-'1'3 

of fiscal year
in midl cp!r-
ator is separa-
ted, transfer-
red, or ~ 
LeCisial of 
authorization to 
qJeIate GcM!m-
ment vehicle. 
ISItroy 3 years 
after cutoff. 
If cperator
transfers within 
the Bn'eaU, sen! 
file to new duty
station. 

16 BIJ\M Release 1, 



SAFElY - 2900 

Pennanent 
Deacriptim of Aeoonls 

& MARA JdJ NUniJer 
Filin)

Instructims 
Disposition
InstructiCl1S 

Recx»:ds 
Scbedule , 

1. 

File by locatim 
then c.tlraDlogi-
cally. 

out off at close 
of fiscal year 
in Wich case is 
closed. Destroy 

2906-1I'6 

6 years after 
cutoff. 

2. SF 91, ~tor's 0-......... 

of MXor Vehicle Acci 

3. SF 91A, lr'M!stigatim 
Aepcnt of ~ Vehicle 
Accident 

4. R:>lioeRepor: ts 

MARA JOB tUmm'- _ 

16 BIAMRelease 1, 



SAFE:.IY - 2900
 

'I'elltX>rary
Descriptim of Recmds FilinJ Dispositim Reconis 

& MARA Jci> Nt1niJer InstructiCl1S Instructims SChedule t 

ArrarIJe by eq>loyee 
name. 

art: off at close 
of fiscal year 
in Wi.cb injmy 
claim is settled 

2907..JI'3 

,u'l'WQII:iIU 

am all actim 
is CXIIpleted. 
Forward to Per-
sonnel Office 
for fili.rq m 
left side of 
Official Per-
scrn!l. Folder. ( '7 

~ 

1. 01 134,Aa:ident/Incident 
Rlepnt 

2. CA 1, Federal. E}rployee 
Notice of TralDlBtic Injmy 
am Claim for CUlp::rsatim 

3. CA 2, Oocupatimal Illness 
or Disease 

4. CA 16, 
inatim 

Request for Exanr 
aOO/or Treatment. 

MARA JOB NUMBER=--- _ 

16 BIAMRelease 1, 

http:SAFE:.IY


SAFEI'Y - 2900 

Descriptim of Recxn:ds Filirg
, MARA Jd:> Nuni:ler Instruct.iCllS 

AI:ran}e alpmbeti-
cally. 

a.	 SlJAlOItirg the
 
1m1Ua1ri~:f SF-46, ft:Jtor
 
Vehicle 1 fication
 
O:u'ds to atpl....,,"""~
 

b. 

c.	 case files with SURJOI"tirg
 
documents pertainin;J to
 
Tort Clabs filed by an
 
irdividual against the
 
u. s. Gavenwnent: 

d.	 Rec::olds CD1Oel1'lin;J
 
irdividuals which have
 
arisen as a IeSU1.t of that
 
irdividuals misuse or
 
danBge to Gavenwnent-owned
 
or Gavemment-leased JOOtor
 
vehicles, other equipnent,
 
facilities am salary
 
OYeIpB}'IIB1ts 'as a IeSU1.t
 
of misuse of leave re-
latirg to <H: claims
 
deemed invalid.
 

MARA JOB NUMBER~ _ 

16 BIAM Release 1, 

Pennanent 'I'ellp>rary 

Disposition Recxn:ds RecxlIds 
InstructiCllS Sdledule t Sdledule t 

art off at close 2908-P3 

of fiscal year 
in Wich case is 
settled. ibId 3 
years: retiIe to 
FRe. Offer to 
MARA 20 years 
after retire-
ment. 

... 



~-3200 

Pennanent 
Descriptim of Records 

& MARA Jd:> NuntJer 
Filin)

Instructions 
Dispositim
Instructims 

Records 
Sdledul.e I 

1.	 AgCtgIIfPl'M DIffl. o:nsist 
of documents associated with 
groups awlyin) for Federal 
reoogrdtim as an In::Iian 
Tribe. Files cxm:ain the 
letter of petitim, respmses 
to criteria for sm:vice 
eligibility (25 em 83.7a-q), 
fJ.rJ:Iin)Bfor/against acknow-
ledjEielt of the group am. 
final deteJ:minatim zeports.
RecDzd ccPy DBintained at 
Central Office. 

Az"I'aRje alpmbeti-
cally by tribe. 

cut off at close 3201-PlO 
of fiscal year
in Widl case is 
closed. Hold 10 
years: retire to 
FR::. Offer to 
MARA 20 years L rr-
after mtim- CMr d,r 
bUll. 

.. 
.. 

16 BIAM Release 1, 



Descriptim of Recxmls 
& MARA Jci> Nuntler 

2.	 INDIAN JUIngl' FUNm CIA1H5 
CASE FIlffl. Infornatim 
CQlSists of trilJaJ. claims 
against the u.s. filed pJr-
suant to the Irdian Claims 
camdssim Act. D:xunents 
incltde the effective 
secretarial plan, leqislatim 
authoriz:i.rq distributim of 
f'lD'm, socioeccn:nic 1EpOr:ts 
m tribes involved, tribal 
resolutions/CDlStitutims, 
Area Office J:eCXiiilEidatims, 
results of BIA researdl U!lx>rt 
whidl identifies 1Ittlo will 
share in the awanI ani 
transcript of hearinJ reootd. 
Recxn:d OCW lIBintained by 
O!ntral Office. 

NARA JOB tumm~	 _ 

16 BIAM Release 1, 

~-3200 

FilinJ 
Instructions 

ArraJqe aIplabeti-
cally by tribe. 

Disposition
Instructions 

Permanent 
RecX>nm 
Schedule , 

'l'enporary
Recx>nm 
SCbedul.e , 

cut off when 
case is closed. 
Hold 1years or 
l.D1til volume 
warrants: retire 
to FRC. Offer 

3202-P7 

to MARA 20 years .cc 
after ruti:!e Ct.A.f.crr- r 

IIIE!At.. 

http:authoriz:i.rq


EMPIPXMENr ASSISTANCE -- 3300 

Pennanent Tenporary 
Descriptial of Records Disposition Records Records 

& !'<lARA Jd> NlmiJer Instr:uctions Sdledul.e # Sdledul.e # 

1. EMPlDXMENl' ASSISTANCE CASE 
~. case files am related 
in:Jexes for irdividuals who 
are given assist:aooe in 
CXi IIt!CtiOO with direct 
euployment sezvioes or adult 
vocatimal. t.rai.niJq. '!hey 
i.tx:ltde cg>licatialS for 
assist:arDe; departure am 
arrival schedules; recxn:t1s 
document:.in:J finan::ial 
assist:arDe; t.rai.niJq plans, 
ci>jectives, am oourses 
pll"SlISd; cnmsel.iD} am 
guidaooe sezvioes received 
(web irx:hnes CXJDDmity 
liviD}, orientatial, lDlsiD},
etc. ), euployment referral, 
plaoE!lllert records, am reports 
00 pr:CJg1ess. Maintained by 
office pravictin;J assist:aooe. 
SUbject to the Privacy Act 
CBIA-231. 

a. Eligible applicants
racei vin;J sezvioes. 

\ 

! 

Arrar¥:Jed by case 
1"I.D1b!r; irDexed 
alpmbetically by 
Sl1I1lalDE! • 

out off at close 
of fiscal year
in web 
applicant is 
detennined 
ineligible to 
receive sezvioes 
or when eligible 
applicant case 
is CXIIpleted. 

Hold 5 years or 
mrtil volume 
warrants; retire 
to FRe. Freeze 
records; offer 
to !'<lARA 20 years 

after i!'et:~ 
ment.. ~ c..{ 

330la-P5F 

then 
site. 

destroy on 

NARA JOB NUMBER N1-75-89-1 

16 BIAM Release 1, 



R1PI.OYMFm' ASSISTANCE - 3300 

Descriptim of Records 
& NARA Jd> N\mi:)er 

Filirg
Instructims 

Dispositim
Instructims 

2. ~ ASSIS'mNCE 1<tiBJK1S. 
original c:q>iesof special or 
periodic narrative ani 
statistical LepoLts sOOwin;J 
pLogLaDlplans, cbjectives,
activities, ani pLogLess. 
ReooLd c:x:py retained by area 
office. 

NARA JOB NUMBERNl-75-89-1 

Arrarqe dlrcn>logi-
cally by report.in;J
period ani locatim. 

cut off at close 
of fiscal year. 
Hold 3 years or 
until. volume 
warrants: retire 
to FRe. Offer 

~~(A,+~F~ 
meuto. 

3302-P3 

3. c;r;rm-r REmS"l'ER IQG. Logs 
used to assign case I'BlIIiJers 
clients, usually DBintained 
fiscal year. 

NARA JOB NUMBERN1-75-89-1 

to 
by 

Arrarqe as 
8R)zqn:iate. 

cut off at close 
of fiscal year. 
Hold 3 years or 
until. volume 
warrants: retire 
to FRe. Destroy I _cr-20 years after C,14T"" 01'""1-
~hEIfBiL. 

3303JI'3 

4. N:RS CRER REX;IS'l'm IQG. UJgs 
used to assign lrt'Ork order 
nmbeLsm client payments, 
DBintained by fiscal year. 

NARA JOB NUMBERN1-75-89-1 

Arrarqe 
~riate. 

as cut off at close 
of fiscal year. 
Hold 3 years or 
lmtil volume 
warrants: retire 
to FRe. Destroy 01- ~ 
20 years after l'-" 0 

!et::id: alB it:. 

3304JI'3 

16 BIAM Release 1, 



1nJSD«; - 3400 

PernBnent 
Descriptim of Recxn:t1s Filil'q Disposition Reoonts 

& MARA Jab Nlmiler InstnJctims InstJ:uctims SChedule , 

1. IDE IMfBJYDPl' IBXiRM (HIP)
Am..ICUfl' Q\SE FIUS. Consist 
of: 
- tribal. enrollment infm-

mtim, 
- ocnUtim of existin) halS-

iJg, 
- family size an:! u",asitim, 
- inoCIne, 
- inability of awlicant to 

secure halSiIq fran other 
SOllIOeS, an:! 

- eviderx:le that awlicant has 
I'Dt received HIP assi.st:.arDe 
after July 1, 1975. 

Arrarqe by case 
J"UIt)er , .iJD!xed 
alpmbetically by 
suzname. 

out off at close 3401-P5 
of fiscal year 
~ case is 
ocmpleted. Jk)ld 
5 years or lD1ti1 
volume warrants: 
reti.ze to FRe. 
Offer to MARA 20 l""""" 
years after Aa=. CM-ron-
t!kB,aat.. 

SUbiect 
(BIA-IO) 

to the 
• 

Privacy Act 

MARA JOB NlJo1EJm,-- _ 

• Periodic 
narra statistical 
zep:J1ts m the ~~""-
pzuqzam. 1he original of 
OCI1SOlidated reports resultiIq 
fran area am aqercy feeder 
reports. Recants cqJy 
naintained by Central Office. 

cally, t:heremrler 
locatim. 

by 

, 
QIt 9ft a:t gla1e 
of fiscal year. 
Hold 3 years or 
\D'1til volume 
warrants: zetire 
to FRe. Offer 
to NARA 20 years 

~-.....s~ ...ire-

MARA JOB NUMBER'-- _ 

16 BLAM Release 1, 



lAW ENFURCEMENI' - 3500 

Descriptim of Aecx>I:ds 
& MARA Jd> NUntJer 

-JilL~~~m...nlll:2. 
U!POIts prepared by law 

m_ent officers involvirq 
cases 1II.Ilder, suicide, 
ani liquor v tiCl'l!l. In-
clldes witness stlIttalE!J'd:s 
statutes involved, p 
nature of offense, evi 
seized, ~, ani f 
displSitim U!polt. Jamd 
~ retained in law enforce-
ment office havin) juris-
dictim ani respmsibility for 
investigatim. SUbiect to the 
Privacy kt CBIA-1S). 

MARA	 JOB NlJo1BI!R\....- _ 

2.	 mnw, lAW AND <RD REXXK§. 
ReaJlds of Tribal law am 
Older codes, ordinarxJes, am 
resolutioos requirirq iJA'I'tMll 
arrj,Ior review by the a.treau. 
ReaJru cq:Jy retained by Area.. 

MARA JOB NlJo1Bm\....- _ 

Filirq Dispositim

InstructiCl'l!l InstructialS
 

ArranJe by case	 cut off at close 
raJIIber.	 of fiscal year 

of case closirq. 
ibId 5 years or 
\D'Itil voluae 
warrants: retire 
to FRe. Offer 
to MARA 20 years 
after retire-
ment. 

ArranJe as	 cut off at cl 
awzq>riate.	 o~ fiscal year. 

Hold 3 years or 
\D1t.il volume 
warrants: retire 
to FRe. Offer 
to MARA 20 years 
after retire-
ment. 

Pennanent 
Recotds 
Sdledul.e • 

'1'eI1p:>rary 
Records 
Sdledul.e • 

3501-P5 

16 BIAMRelease 1, 



IAW mFURCEMENr - 3500 

Descriptim of Reoolds Filin}
& MARA Jd> NuniJer Instructims 

Arrarqe as 
CiRJIqJI iate. 

a.	 Files ml.tU;JLlQ''U) 

security violati of 
sufficiently serious
 
nature to be classed as
 
felarles.
 

b.	 other files telatin} to
 
alleged security

violatims.
 

NARA JOB ~~~	 _ 

16 BIAM Release 1, 

Dispositim
InstructiCllS 

CUt	 off at close 
of fisc:al.year
in Mlidl final 
actlm is made. 
Hold 3 years or 
\D'1til volume 
warrants. Offer 
to MARA 20 years 
rethatl!l at. 

off at close 
of f year 
in~dl 
oorrectdve or 
disciplinary
actlimis 
taken. Destroy 
2 years after 
cutoff. 

Pennanent 
Records 
Sdledul.e • 

350Ja-PJ 

3503b-Jl'2 

.. 



lAW EmURCEMENI' - 3500 

~~ipt·im of Records 
II£'.I:~:A. Joo NI.DtiJer 

4.	 • Ird.tIie 
periodic sta . am other 
zeports by Area Off); to 
C81tral. Office cxrItalLnlJ.........,;::KA.il 
infonnatim as I'UI'ber of 
In:lian CDJrt civil am 
criminal cases; I'lUIltler am 
type of offenses, I1llI'Ii:Jer 
arrested, CUlVicted., am 
penalties i.nposed. Record 
cx:py retained by Area. 

NARA JOB NUMBJ!R Nl-75-89-1 

\ 

! 

16 BIAM Release 1, 

Filin} Dispositim

InstJ:uctions InstJ:uctions
 

Arrarqe as	 Cllt off at close 
awzq:>ziat.e.	 of fiscal year. 

ft>ld 5 years or 
until volume 
warrants; retire 
to FRC. Offer 
to NARA 20 years 
after retire-
ment. 

'l'E!rp:>rary 
Records 
Sdledule 1# 

3504-P5 



J.Nf~- 3500 

Descriptial of ReooIds 
& MARA Jd> NlmtJer 

Disposition
Instructions 

Pennanent 
Records 
Sdledul.e t 

5. INDIAN roLla: 1qQJ4Y S'lUI»fl' 
CASE DIffl. Files C01tai.n 
infOl1lBtial al sb.dents 
awlyin;J for admissim into 
the 8aIdemy am .ircl\de awli-
catialS, certificates of can-
pletial, SF-78, transcript am 
other related documents. 

art: off when 
in:llvidual 
leaves the 
police systan. 

8. Paper cq>ies of file 
mintained as reoold ocpy. 

Arr'arqe 
cally. 

alpm,eti- Hold 3 years or 3505a-PJ 
until volume 
warrants; retire 
to PRe. Offer 
to MARA 20 years I CC-
after lethe CuhT\T 
b&lt. 

b. Microfiche or 
mted/1lJadrlne 
<X4>ies. 

MARA JOB tUmm. 

other auto-
readable 

_ 

Arr'arqe as 
aw1qJriate. 

Destroy as 
infOl'DBtial is 
superseded or 00 

laqer neeied 
for refereJ"O!. 

3505b-TO 

6. IlIllJIgm 'lFAINItIl 
1WI'QW\lS. Incltde item; such 
as lecture notes, rutli.nes, 
ani other related mterials 
used by police academy instruc-
tors for trainin] purposes, 

MARA JOB NUMBm _ 

Arr'arqe as 
aw1opriate. 

art: off at erd 3506-PJ 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants; retire 
to FRC. Offer 
to NARA 20 ~ J ~F 
after -let:i:ra= c,Gl1"'Q r 

16 BIAMRelease 1, 



lNf~-3500 

Pennanent 
Descriptim of Recxn:ds FUhq Dispositim Recxuds 

, MARA Joo NlmtJer Instructims Instructions 5dledule I 

7. gASS 10m DIm. Omsists of 
documents sudl as class 
roster, IE4X>rts m disciplin-
ary actims, separatim, 
awards, eni of class IepaI lB, 
class Pttos, daily activity 
IepaI ts, med!cal/injuty 
IepaI lB, ani other tel.ated 
documents m classes at the 
Irdian Rllioe Academy. 

Al'rarqe as 
dWIop1 !ate. 

rut off at eni 3507-P5 
of oaurse. Hold 
5 years or until. 
volume warrants: 
rethe to FRC. 
Offer to MARA 2~ r-r: 
years after c t.l1-d't1-
fctitall!S at. 

MARA JOB NlItBER _ 

8. AOONISlRATIVE INVESTlGla'I<ItS. 
Dx:uments sudl as disciplinary
actims, investigatialS m vdo-
latialS of academy rules/regu-
latims ani other tel.ated doru-
menta pertaininJ to stu:Ients 
of the Irdian Rllioe Acadany. 

MARA JOB tUmm. _ 

Al'rarqe alpmbeti-
cally. 

rut off at eni 3508-PJ 
of fiscal year
in whim invest!-
gatim is c::xmple-
ted. Hold 3 
years or until 
volume warrants: 
retire to FRC. 
Offer to MARA 20J ~C.r 
years after ~ <4~ r 
,ztHUJA it. 

16 BIAM Release 1, 



SOCIAL SERVI<E3 - 3600
 

Descriptim of Rec:x>Ids
 
, MARA Jd:> NlIItJer
 

1.	 Arran)e by case 
nJDt)er or alpm,eti-
cally by name. 

near a reservatim, UJUeB-
padeslCe reganiin;J eligibility
for assi..staJx,e ani type of 
assistance given. Maintained 
by agen:;y office. AAiect to 
Privacy M (PIA-8). 

MARA	 JOB tumm"--- _ 

2.	 Arran)e by case 
Folders "..........,..,... nJDt)er or alpm,eti-
for seNioes, or cally by name. 
rejection of 8A>lication, 
RJtice to an>licant, certi-
ficate of Irrlian Blood, ad-
dress or assurance of resi-
de!rDe on or near a I1!SeIVa-
tion, case plans, CXJUrt Older 
am narrative entries of <XJIl-
t.acts with client. ReooJ:d 
~ mintained. at ageJCf.
SUbiect to the Privacy Act
 
CBIA-8) •
 

MARA JOB NUMBER'I....- _ 

16 BIJ\MRelease 1, 

PenBnent TerIporary 
Dispositim ReooJ:ds Rec:x>Ids 
Instructia1S Schedule t Schedule t 

0Jt off at close	 3601-T5 
of fiscal year 
when	 case 
closes. Hold 5 
years: n!t.ire to 
~. Destroy 30 
years after 

--·-"'ff. 

0Jt off at close 3602-T5 
of fiscal year 
when case W~~~
closes. Hold 5 
years: n!t.ire to 
FllC. Destroy 30 
years after 
cutoff. 



SOCIALSERVIC!ES 3600-

Descriptim of Reoolds 
, MARA Jcb Nuntler 

3. INDIAN gmn AOOPl'lClf 
File incltdes: 

RfXXRl). Arrarge alPlabeti-
cally. 

- Final adoptim deCl:ee; 
- Name ani tribal. affiliatim 

of dlild; 
- Names am acihess of biolo-

gical parents; 
- Identity of any agacy 

havinJ files or infonatim 
relatin;J to so:h adqJtive
plaoaslt; ani 

- Any affidavits relatiB} to 
the adqJtim. 

Reoold cq:Jy DBintained 
Central Office. 

by 

NARA JOB tUiI~ _ 

Penniment 
Disposition Reootds 
Instructions Sdledul.e • 

cut off at close 3603-P5 
of fiscal year 
in Wi.dl 
decisim en 
adqJtim is 
DI!de. Hold 5 
years or until. 
vol\llle warrants; 
retire to FRe. 
Offer to MARA 20t- ""'p
years after ~" 0 r-
tat i &Ju~. 

.. 

16 BI.AM Release 1, 



SOCIALSERVI<m- 3600 

Permanent 'l'E!IIp>rary 

Descriptim of Recotds Dispositim Reoords Records 
, MARA Jet> N\.mtJer Instructioos Sdledule , Schedule , 

4. OOCIAL smvICE J<&U<11). Re-
~ periodic or special
lepcJl:ts m activities ~ch 
reflect case load hads ani 
track experditures. Files 
in:::l.txIe narrative ani sta-
tistical lepolts. AeaJId oq:Jy 
mintained by O!illtal Office. 

HAM JOB ..............."'- _ 

ArranJe 
cally. 

chrcn>logi- 0Jt off at close 3604-P3 
of fiscal year. 
Hold 3 years or 
\D1til volume 
warrants: retire 
to me. Offer 
to MARA 20 years + .r r: 
after ~ C<t art-
diiSil. 

5. SQMQ§ <1M Ctgt-CASH 
A$lS'lNQ) rom. DJcuments 
incltxle family profile, 
client~ lepolts, 
treatment/setVice plans, 
OOllespct derDe regardin:J
eligibility for assistance am 
type of assistance given. 
Recx>ld oq:Jy mintained at 
agency. 

NARA JOB NUMBER~ _ 

ArranJe 
I"I.Idler • 

by case 0Jt off at close 
of fiscal year. 
Destroy 5 years 
after cutoff. 

360SJl'S 

.. 
, 
! 

16 8D\M Release 1, 



'lRI1W.. 00VERNMENr - 3700 

Pennanent 'l'e1p)rary 
Descriptim of Recx»:ds Filin) Dispositioo Recx>J:ds Records 

& MARA Jci> Nuniler Instructions Instructions Scbedul.e , Sdledule , 

Arrarqe cf1rc:n)logi- 0Jt off at eni 3701-P3 
cally than aIpla- of fiscal year. 
betically by tribe. ibId 3 years or 

lD1ti1 vol1Be 
warrants; reth'e 
to FRe. Offer 
to MARA 20 years 
after retire-
ment. 

2.	 'IRtIN. amqwm QJNlIPS AND rut off at close 3702-1'5 
CXI§'lTlVf.I<I§. Ird.\de tribal. of fiscal. year.
oo1po1ate dlarter, CXD!Ititu- ibId 5 years or 
tialB, lllllBndmellts, electioo lD1ti1 volQIIB 
p1ooed1u:es, votin) 1eSUl.ts, warrants; reth'e 
petitim for ulOO1poratimam to FRe. Offer 
I'elated 0011espcxdence. TIT-.NAIorA 20 years 
RecxmJ oqJy maintained at ire-
O!ntral Office. 

.. 

16 BIAMRelease 1, 

http:1eSUl.ts


'lRTRM, 00VERNMENl' - 3700 

Descriptim of Recxn:ds Filin}
& MARA Jci> Nl1ntJer Instructims 

3.	 Arran)e du:'cn>logi-
"~----""[WY"icia1 cally.:recx>=:ld~!o~~;;'Y~Oftr
 

meetings, ordinances, am
 
resoluticms: irx:l\din;J <nmeil
 
DJeiID::l'ship am related
 
OOIZeepadr::rD!. Recxn:dcqJy
 

DBintained by ltqercy.
 

MARA	 JOB tUH!Rt.- _ 

4.	 'lRm\L MfMRI'1§HIP P''? List Arran)e alpmbeli-
of tribal IIE!IdJers showin;r cally.
name, n!Se1Vatim, agacy,
sex, degree of blood, resi-
dence, allobteilt status, am 
gel aeral. dockets for tribal. 
citizenship courts. Also 
iB::ltde birth, lIBLriage am 
death recx>lds. SUbject to the 
Privacv Act (BIA-7). 

MARA	 JOB tumm'--- _ 

Pennanent 'l'eIrp>rary 
Dispositioo Records Records 
Instructims Sdledul.e , Sdledul.e , 

0Jt off at close 
of fiscal year.
Hold 3 years or 
mrt:il voluae 
warrants: retire 

FRe. Offer 
to NAR~~!IjgS 
after ret.ize-
mente 

3703-P3 

0Jt off at close 
of fiscal year.
Hold 5 years or 
mrt:il volume 
warrants: retire 
to FRe. Offer 
to MARA 20 years
after utk:8 c~ ~. 

3704-P5 

~ 

.. 

.. 

16 BIAM Release	 1, 



'11UBM. 00VERNMENl' - 3700 

5. 

Descriptim of RsoonJs 
& MARA Joo Nl.Drber 

Wic:h atvv-.*-h_ 

t\u'ds in the u. s. 'ftt:!l!tStItY, 
qivin) descriptims of the 
transact.ims, incl\d.in}
debits, credits, and Clklalt 
balances. 

MARA JOB MMBEIt _ 

Filin)
Instructims 

ArranJe alpmbeti-
cally by tribe. 

cally by tribe 
thereurder c:hralo-
logically. 

MARA JOB tumm'l....- _ 

Disposition
Instructions 

cut off at close 
of fiscal year. 
Hold 3 years or 
until vol\lllle 
warrants: retire 
to FH:. Freeze 

: destroy 
30 
retin!ment, 
freeze is 
lifted. 

of fiscal year. 
Hold 3 years or 
until vollDB 
warrants: retire 
to me. Offer 
to MARA 20 years 
after retire-
ment. 

Pernanent 
Reoolds 
Schedule t 

'l'et'porary 
ReooJ::ds 
Schedule t 

3705-T3F 

16 BIAMRelease 1, 



'l1UBI\L OOVERNMENI' - 3700 

Descriptim of Records 
, MARA JciJ NuntJer 

8.	 'l1WERS LICI!J§E ruW. Ome 
files m inlivic:lJal. trader:a 
incl.\dinJ awlicatiCDI, I:xnl 
fOlllB, ocpies of liOESIJOS,ani 
related CXJllespadeilCe. 
Recxmi cqJy maintained at 
1qercy. SUbiect to the 
Privacy Act. (BIA-9). 

MARA JOB tUmER~	 _ 

16 8IAM Release 1, 

Disposition
Instructions 

cut off at close 
of fiscal year 
of CUItract ex-
piratim. Hold 
3 years or until 
volume warrants: 
retire to me. 
Offer to MARA 20 
years after 
ret:itanent. 

ClIt. off at close 
of fiscal year 
of case closin}. 

ld 5 years or 
ua .......... volume
 

to me. 
to MARA 20 Vl!:li!1Wa 

after retire-
ment. 

... 

Pennanent 
Records 
Scbedul.e • 

3707-PJ 

3708-P5
 



'lBIML 00VFRI4ENl' - 3700 

Deacriptic:n of Records
 
, MARA JdJ Nt.1dJer
 

£IilII~.	 or.tains recxnds of an-

vital infonatic:n, eli-

iteria for Alaska
 
natives, c:x:JYerB 8A)l.ic:ants

11410: n!lSide aska , claiJD
 
resi.c:1enJe: reside Alaska ,
 
claim out-of-state I1!lI~1'D! 
reside outside Alaska , ""AIIii~ 

resi.c:1enJe: , reside outside 
Alaska , claim out-of-Alaska 
resi.c:1enJe. Maintained to al-
low	 qdatin) of in:Uvicbll rec-
ords with data such as "I'P"'1 
decisic:ns, c.barqes in n!lSi-
~, c:harqes as a result of 
adIIinistrativefiJdin;Js,'to 
produce	 O!rtificates of Iniian 
Blood.	 SUbject to the Privacy
Act	 BIA-7. 

a.	 Printout/paper ocpies of ~ al(ilabeti-
Master file used as cally. 
reooId ocpies. 

b.	 Magnetic tape data. ~ as 
8AJIopriate. 

c.	 Reoovery tape used to show ~ as 
eadl transaction. awrq>riate. 

MARA JOB Nt.Jmm'-- _ 

16 BIAMRelease 1, 

Dispositic:n
 
Instructioos
 

art: off at eni 
of enroll.JDent 
period. Ibld 5 

• or until 
vol.""WCnrant:s 
retire 
O~er to 20-=ita~ C4A-\= 

3709a-P5 
\0 

.. 
Dispose after
third update
cycle. 

3709b-'l'O 

art: off after 
eac:il transaction 

37Q9c-JI'4 

Ie;troy tape
data 4 yrs.
after cutoff. 



'l1UBAL 00\1'E'RNMENI' 3700 

Desc:riptim of Reoor:ds 
, MARA Joo NUntJer 

~WUIIItII;B~lIUZ!.
pert:aj.niJq to eacb 

ibal 1I!f!Iber residinj 
m the '0 reserlatim. 
Olntai.ns tr enrollment 
infOnlBtim tribe, in-
dividual am family ifi-
catim ruri:Jer; relatim 
family head: type of roll: 
area, agelK:.Y, state, am res-
ezvatim code: resident sta-
tus: parent am tribe identi-
fication 1"A.IIIber: sex code: 
date of birth am death: 
Irrlian status code; blood 
deglee: am name. Sltrlect to 
the	 Privacy Act CBIA-7). 

a.	 Pri.nt:.a.Jt:!paper ~ies of
 
Master file.
 

b.	 Magnetic tape mster file
 
data.
 

c.	 Reccvery tape used to shcM 
each t.rar"s!ction. 

MARA JOB NUMBER~	 _ 

Filin;r
 
Instructims
 

Arrarqe al(ilabeti-
cally. 

Arrarqe as 
8R>lopriate. 

Arrarqe as 
8R>l'q)I"iate. 

Disposition 
Instruct:ims 

art: off at em 
of enrollment 
period. Hold 5 
years or until. 
volume warrants; 
&.~r!-&."'" to FRe. 

a...... MARA 20 .rn 

Dispose of after 
third update 
cycle. 

art: off after 
each trans-
action. Des-
troy tape data 4 
years after cut-
off. 

Permanent 'l'erIp>rary 
Records Reoords 
Sdledul.e •	 Sdledul.e • 

37108.-P5 

WITHtlllAwtt 

3710b-T0 

WlltlDM'O 

371~4 

16 BIAM Release 1, 

I.~ 

http:Olntai.ns


1WJW, ~ 

Fil.iDJ 
Instructims 

a.	 Print:.out/paper tq)ies of
 
final payments used as
 
recx>Ldtq)ies.
 

b.	 Magnetic tape data Arrarqe as 
produced for final applq4iate. 
payments. 

c.	 Regimal. DisbJrsirg Office Arrarqe as 
tape. awrcpriate. 

MARA JOB NtM3ER'-- _ 

16 SIAMRelease 1, 

- 3100 

PeJ:manent 
Dispositim
Instructims 

RecoI:ds 
SChedule I 

0Jt off at ad 
of enrollDl!nt 
period. Itlld 5 
years or until. 
vo~um warrants: 
n!t.iJ:e to FK:. 
Offer to MARA20 31118-115 
years after 
retirement. WIIIID;::,c/t 

311l.b-T3 
of .L~~ 

of f' ~~ ..........

mant. HoI
 
years or \D1ti
 
volume warrants:
 
retire to FRe.
 
Destroy 20 years

after retire-
ment.
 

Destroy 1year 3711cJ1'l.
 
after dlecks are
 
issued.
 



'1RIBM.. 00VERNMENl' - 3700 

Descriptim of RecoJ:ds
 
, MARA Jd:> NuniJer
 

Arran:Je as 
8RJltpl iate. 

capita IJBY]men1ts

special sta
 
tim sudl as
 
JlBililq lists, acjI!t--QElta:JOr.

family sizes, etc.
 
tains enrollment Won~l.cI1
 
showilq tr:lbal., iniividual,
 
ani family identificatim
 
1"AJIIt)er: area, agacy, state,
 
ani resezvatim code: IeSident
 
status, allobiellt n.mb!r, par-
ent am tribe identificatim
 
n.mtJers: sex code: date of
 
birth am death: resolutim
 
data: IR:lian status code:
 
blood deglee: 1IBiden name: am
 
family histoty.
 

a.	 Printrut/paper c:q>ies used
 
as rec:m:d OC4JY.
 

b.	 Magnetic tape of Master
 
file.
 

c.	 Regional DisbJrsilq Office
 
tape used to produce
 
dlecks.
 

MARA JOB NUMBER~	 _ 

16 BIAMRelease 1, 

PenIanent. 
Disposition Records 
Instructions SChedule , 

rut off at em 
of enrollment 
period. ibId 5 
years or lD1li1 

ume warrants: 
ret to fRe. 
Offer 20 
years 
ret:iteua at. 

3712a-P5 

Dispose of after 
t:hitd update
cycle. 

3712b-JI'O 

Destroy 1year
after dlecks are 
isslIled 

3712c-'l'l. 



'l1UBM. OOVERNMENI' - 3700 

Descripticn of Recxn:ds 
& NARA Jci> NuniJer 

Filirg
Instructioos 

~ alJilabeti-
cally. 

NARA JOB IUt1BER Nl-75-89-1 

14. INDIAN CXXJRl' REXX)R[S. Records 
of courts of In:tian offenses, 
urder 25 em 11. (Records of 
tribal. courts belen;} to the 
tribe am are rxrt: covered by 

~ 
cally. 

alPlabeti-

this sc:::iledul.e.) 

Disposition
Instructioos 

out off at close 
of fiscal year 
in tthlch final 
per capita 
payment is 
made. Hold 10 
years or until 
volume warrants: 
retire to me. 
Offer to NARA 20 
years after 
retil:ement. 

out off at c1 
of fiscal year 
of case c1os-
irg. Hold 3 
years or until 
volume warrants: 
retire to me. 
Offer to NARA20 
years after 
retil:euent • 

Permanent TEIIporary 
Records Recxn:ds 
Scbedul.e 11 Scbedul.e 11 

3713-PlO 

3714-PJ 

16 BIAM Release 1, 



'IRlBM. 00VERNMF.Nl' - 3700 

Permanent Tellp>rary 
Descriptim of ReooI'ds FiliJr;J Dispositim Records Records 

& MARA Joo NUntler Instructims Instructims Schedule • Schedule • 

15.	 fJR>UMENl' APPFAIS. D:x::uments ArI'arqe aJ.Plabet.i- rut off at close 3715-P5 
relatiJr;J to an irdividual's cally by tribe then of fiscal year
8AJMl of a decisim r:egardi.n) by last name. in which deci-
denial of enrollment ani sim m 8JP'f'1 
related docuDent:s. SUbiect to is DBde. ~ld 5 
the Privacy Act (BIA-7). years or until 

voltDB wanants;
MARA	 JOB tU1IJm _ n!tiJ:e to FRC. 

Offer to MARA aq .~r-
years after C ""1- ()\ \-
liIiIt h. It. 

16.	 "mn awmJI APPFAIS. tkJcu- ArI'arqe aJ.Plabet.i- rut off at close 3716-P5, 
menta relatiJr;J to an intividu- cally by tribe then of fiscal year
 
al's 8AJ9Bl of a decisim by last name. in which deci-
ngardinJ blood c:pmb.D ani sim m arpea]

related docuDent:s. SUbject to is DBde. ~ld 5
 
the Privacy Act (BIA-7). years or until
 

volume wanants:
MARA	 JOB N(Jmm _ retire to FRC. 

Offer to MARA 2~ r-r: 
years after C CA., - orr 
wtLaiL.~~ 

\ 

l 

16 BIAM Release 1, 

http:00VERNMF.Nl


'lRIML oovmNMENr - 3700 

Pennanent 'l'et'IX>rary
Descriptim of Records Filin} Dispositim Recxn:ds Records 

, MARA Joo Nuniler Instructims Instructims Sc:bedul.e t ~ulet 

17. JUIgBD' (Pm Q\PI'm) APPFAIS. 
Docuaents relatirg to an 
irdividual's aR*'! of a 
declaim ~ a per
capita distributim am 
related doa.aents. SUb'lect to 
the Privacv Act (BIA-7). 

Arrarqe 
alPlabetica1ly by
tribe then by last 
name. 

art: off at close 
of fiscal year 
in 1Ittrl.dl 
decisim m 
arpeal is made. 
ft)ld 5 years or 
until volume 

3717-P5 

MARA JOB tumm _ 
warrants: J:etire 
to FRe. Offer 
to MARA 2Q ~ 
after c...~ c)t-- t-
,Wt:H iIi_ iItI. 

18. UClA. cemwg; Q\SE roffl. 
Docuaents relatirg to liquor 
ordinaooes passed by tribal 
govemin} bodies. 

Arrarqe 
cally. 

alpmbeti- art off 1h!n 
Slp!Iseded. 
ft)ld 5 years or 
until vol\&! 

3718-P5 

MARA JOB tumm _ 
warrants: retire 
to FRe. Offer 
to MARA 2P ~ 
after Cur- e+l- ' 

16 DIAM Release 1, 



'mTBN. OOVERNMENI' - 3700 

Pemanent 
Descriptim of Recmtls FilinJ Dispositioo Records 

& MARA Jet> Nl.Jnt)er Instructions Instructions Schedule , 

19. 'D\XATI<If C\SE FII"S. DJcu-
menta relat.irq to the taxatioo 
of oon-Intian in:lividuals 
residirg 00 Irdian lams. 
MARA JOB NtJo&R _ 

Arran:Je by loc:atim, 
then alpmbetically. 

cut off when 
in:lividual m 
lon:JeI" mintains 
the same resi-
dE!rD!. Hold 5 
years or until. 
volume warrants: 
retire to me. 

3719-P5 

Offer to MARA 2<) 
years after CcA~ 
letHaiB:t;. 

rf'""' 

20. AII§E nM!STIGM'I<If CASE 
nl£!. ())cuments relatirg to 
the repel liB} ani investi-
gatioo of in:lividuals a<nJSed 
of sexual abJse, PtYsical 
arose or child ablsejneglecl. 
Incl\des witness statements, 
place ani nature of offense, 
evicierD! seized, ~, 
ani final disposition. Recold 
c:qJy retained by the office 
investigatirYj the charges.
SUb1ect to the Privacy Act. 
(BIA-IS) • 

Arran:Je 
mntler. 

by case cut off at close 372o-P5 
of fiscal. year
of case closiB}. 
Hold 5 years or 
until volume 
warrants: retire 
to me. Offer 
to MARA 20 ~ L rv» 
after J::et:rre- C~O\'""r-
oM!ft'b 

MARA JOB NUMBER _ 

16 BIAMRelease 1, 



'lJUBM, OOVERNMEN!' - 3700 

Pemanent 'l'e!1porary 
Descripticn of Recx>rds Filin} Dispositicn Recx>rds Recx>rds 

& MARAJcil NlJId:)er Instructioos Instructioos SChedule #Sdledul.e * 
21. TRWN. nooUMENl' 

APPLIC'MICI§. 19)1icaticn 
fom am related lIBterial for 
the enrollment of iniividuals 
in a Federally recxJgluzed
tribe. 

ArI'arqe 
cally. 

alpmbeti- cut off at end 
of calemar 
year. Hold 5 
years or lD1til. 
volume warrants; 
retire to PRe. 

3721-P5 

MARAJOB NtlMI3m Nl-7S-89-1 
Offer 
years
.zetH 

to MARA 20J r-r-
after C~dr-t-

m. 
22. mlPUMENl' YmInC'ATI<If WiS. 

Material related to requests 
for am verificatim of tribal 
enrollment, JIIIE!IIiJershi, or 
blood quantum of iniividuals. 
Requests are generally for the 
p.u:pose of verifyin} eligi-
bility for a sezvioejbenefit 
or similar pzog1am. 

ArI'arqe 
cally. 

alpmeti- cut off at end 
of calemar 
year. Hold 2 
years then 
destroy. 

3722~ 

23. pmw. cmsus FIIE. Books, 
lEd}el:s, am other material 
related to the historical 
recmds of iniividuals for 
tribal. census infonnation. 

MARAJOB NUMBERNl-75-89-1 

ArI'arqe as 
awrcpriate. 

cut off at end 3723-P3 
of fiscal year
in Wich census 
is oc:upleted. 
Hold 3 years or 
until volume 
warrants; retire 
to PRe. Offer 
to MARA 20 years ..L -c 
after !19t~ t c.A.{() r" 
1B9J1t,.. 

16 BIAMRelease 1, 



amoIT - 4200 

Desc:riptim of Recx>Ids 
, MARA Jc:i> NuniJer 

FUin;J 
Instructims 

Dispositim 
Instructioos 

Pennanent 
Recx>Ids 
Schedule • 

1. INDlNf II§"INI§C; 1JMUPMm' 
(JIll) GIWfl'/<X.tfIRACl' CASE 
vIm. ReooJ:ds CD'lSist of 
applicatim, agU!iBiBll, tui-
gel, zepJIls ani related 
OOll8EipCkdel K:le. &trIect to 
the Priyacv Act eBlA-ill. 

AITarge by project 
mntJer. 

cut off at close 
of fiscal year. 

8. Area case fUes. Jt)ld 3 years or 420la-PJF 
\D1lil volume 
warzants: retire 
to FRe. Freeze 
ItlW1ds: offer 
to MARA 20 years J ~rr: 
after oIiEt!i!:e- Q.. CNrcrn-
sull. 

b. other ~ies. Destroy 2 years 
after cutoff. 

MARA JOB Nlimm'-- _ 

16 BIAM Release 1, 



cmDIT - 4200 

Pemanent 
Descriptim of Reool:ds FilinJ Dispositicn Records 

& MARA Jd:> NlmiJer Instructims Instructicns Sdledul.e * 
2. INDIAN UlAN CASE wffl. 

Recm'ds whim dooDlBlt direct 
revolvinJ loan flD'Ds am 
guaranteed or insured loans to 
Irdian organizatims, grrups 
or individuals. SUbiegt to 
the Privacy Act CBIA-13). 

A.rrarqe by 
11UIIber. 

case ClIt off at ern 
of fiscal year
in whim loan is 
paid, c:aIDel.led 
or at:hezwise 
dispcari of. 

m iJd.me C!R>li-
caticn, loan 
i.nsuraJx:,e agt:eemeJ It (if
C!R>licable), finar¥::ia1 
reports, :recolds of pay-
payment, eligibility
certificate ani related 

lD1til volume 
warrants; retire 
to me. Destroy 
20 years after 

b.	 case files of witlxJrawn, Destroy 3 years 4202b-T3 
declined, or c:aIDel.led after cutoff. 
C!R>lications. 

\ 

MARAJOB NUMBERNl-75-89-1 ! 

16 BIAM Release 1, 



cm:DIT - 4200 

Descripticn of Records 
& NARA Jci> NuniJer 

Filin;J 
Instructioos 

3. ~. 
c:xmtain pertinent loan infar-
mticn as required by original 
acp:eement. SUbject to Privacy
Act CBIA-13). 

NARA JOB NtJmER Nl-75-89-1 

Arrarge as 
ClRlLopriate. 

NARA JOB NtJMI3m. Nl-75=89-1 

Disp:lSiticn
Instructioos 

art: off at close 
of fiscal year
in Mlidl case is 
closed. Ik>ld5 

--~raa:J1:'S or until. 
volume liIrnmta:.. __ 
retire to FRe. 
Offer to NARA 20 
years after 

art: off at close 
of fiscal year
in Mlidl case is 
closed. Ik>ld3 
years or lDltil 
volume warrants; 
retire to FRe. 

'l'E!Ip:>rary 
Records 
Schedule , 

4203-P5 

4204~F 

of fiscal year.
mterial used to SUWlement Destroy 1year 
the recxn:d cqJy of reports. 

16 BIAM Release 1, 



rnEDIT - 4200 

Permanent 
Descriptim of Recxn:\ls Filirq Disposition Recxn:ds 

, MARA Jm NlIIIb!r Instructims Instructions Scbedul.e , 

_~. Irx::hde IEpOlts of 
1JIt:IllJ.'IIBabIeoollectims ani 

,............u. year trans-
actims: czedit IEpOrt 
irx:1lKlin}profi sta~ 
menta, Iecaciliatim'~~ 
irdividual statements of 
delirquencies: periodic narra 
tive ani statistical IEpOlts. 
Maintained by central Office. 

Arran:Je 
cally. 

dlrcn>logi-

NARA JOB &"IUI''IIEIII'-. _ 

7• Q<QJ1T 0PJ!Wd'I<H? AIJDlT 
REBJmj. Special reports 
prepared by BIA aulltors or by 
p.lblic ac:xxJlD1tants m credit 
qJeratims. Reoord. cqJy 

retained by Area. 

Arran:Je 
cally. 

dlrcn>logi-

MARA JOB NtImER~ _ 

art: off at close 
of fiscal year. 
Hold 3 years or 
until. volume 
warrants: retire 
to FK:. Offer 
to NlmA 20 years 
after ~k-er ~ 
4iUit. 

, 

4206-PJ 

rt> 

off at close 
of f year. 
Hold 3 or 
until volume 
warrants: retire 
to...FRe. Destroy 
20 years after 
cutoff. 

4207..JI'3 

16 BIAM Release 1, 



CREDIT - 4200
 

Descriptim of Reoor:ds FiliD}
, MARA Jci> Nunber InstJ:uctioos 

Arran}ed aIplabeti-
cally. 

Dispositicn
InstructiCl'lS 

rut off at close 
of fiscal year
in midl stodt 
is di sposed. of. 
Iilld 3 years or 
until. volllDB 
warrants; retire 
to FK:. FI'eeze 
1eCQtcJs: destroy
10 years after 
rutoff. 

'l'eIIp:>rary 
Recm:ds 
SCbedule t 

4208...1J'3F 

16 BIAMRelease 1, 



mvIIOIMENI'AL <.e-. ...f.'lY SERVICES - 4300 

Description of Records 
, MARA Jd:> Nunb!r 

Filin)
Instructions 

1. 
stuli.es ani 

SUIVeyS of the of 
projects ani activitl"~VI 
affect the quality of the 
b.Jmn envhaiiEill. 'lbese 
files are generally associated 
with a 14' ipCSal that 1lIIY 
significantly dlanje the 
envhCi_:ul. AecxJ1d~ 
Mtained by office of origin. 

ArrarJ;Je runericall y. 

MARA JOB lDIBI!Jt _ 

Disposition
Instructions 

Perm:ment 
Records 
Sdledul.e tI 

ClJt off at close 
of fiscal year 
statement is 
CCIIpleted. Hold 
3 years or until 
volume warrants: 
ret.h:e to fR:. 

4301.JI'3F 

of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to FRe. Offer 
to NARA 20 years 
after retire-
nenl. 

MARA JOB tumm~ _ ... 

16 BIAMRelease 1, 



mvI:ROOMENl7\L OOALITY SERVICES - 4300 

'I'e!rporary 
Descriptim of Records Fili.R) Disposition Recx>ros 

& NARA Joo Nur/t)er Instructions Instructions Schedule # 

3. aJlIlVRAL RI!SgJRCES FIlE. 
o:xrt:ains infonnatim reganIi.RJ 
historical am ardlaeological
sites irx:lldirg the a.u.t:ural. 
AesaJroes survey AepOl:t,
~ies of ocnsultatim with 
state officers, advisory
cnmcils, ani tribes: d0cu-
ments specifyiRj Im'eau 
act1ms IaJ.Iind to oarply
with the Matima! Historic 
PreseIvatim Act. Reoor:dcq7j 
r:et:ained by area, 

NARA JOB tUmm"-- _ 

Ar:I:'arqe 
I1l.D'I'ber • 

by project cut off at end 
of fiscal year. 
Hold 5 years or 
until volume 
warrants: retire 
to FRe. Offer 
to NARA 20 year!!
after 4etH. ~ 
LEal. 

4303-P5 

L. rc 

4. Ifl\ZARIXm WASTE n1ffl. ~ 
tains infonnatim reganIi.RJ 
the assesS"'eut am designatim
(or not) of a locatim as a 
hazar:dous waste site ani 
related infonnatim. 

MARA JOB NUMBER _ 

Ar:I:'arqe by locatim. cut off tIten 4304-P5 
actim mclean-
~ has been 
exmpleted. Hold 
5 years or until 
volume warrants: 
retire to FRe. 
Offer to NARA 2q .rcx 
years after cu..'r ~ 
'ftItHeJllI!!nt • 

16 BIAM Release 1, 



ElMlQf1ENI'AL CUALI'IY SERVICES- 4300 

Descriptim of Reool:tls 
& MARA Jcb Nlmt:ler 

5.	 HAZARlXlE SlJOOTANC!j CASE 
~. Materials relatirg to 
the identificatim anl/or 
I'E!IIDVal. of hazardals substan-
ces (ather than hazardaJs 
waste materials identified 
thrcuJh the Enviralment:al. 
Protectim 1qerr::y assessment 
procedures) • File ir¥::lmes 
any follCM-Upactivities or 
J:~ on the project ani 
other related cloa.me1ts. 

MARA JOB NUMBER Nl-75-89-1 

6.	 WATER SAMPLOO [TTffl.
Materials relatirg to the 
testirg ani results of water 
SlJA>lies. Test results are 
used to detennine safety 
levels of dlem.icals/CXIlpCAlI'Ds 
of water SUWlies. 

16 BIAM Release 1, 

Pemanent
 
Filirg Dispositim Records
 

InstructialS InstructialS
 Sctledule * 
Arrarqe by locatim, cut off at close 4305-P3 
then al}ilabetically of fiscal year 
by type of in whim project 
Sl1bst:arD:! • en:Js. Hold 3 

years or until. 
volume warrants: 
retire to FRe. 
Offer to MARA ap r-r: 
years after ~crrr: 
'RitiY:P'P1;rt. 

Arrarqe by project,	 cut off at ern 4306-'1'5 
then locatim.	 of fiscal year 

in whim testirg 
is oatpleted ani 
re.inblrsement is 
made. Hold 5 
years, then 
destroy if no 
l~ needed 
for reference. 



~	 CUALITX SERVICES - 4300
 

Descriptiat of Records 
& NARA JdJ NI.miJer 

7. SOILTES'1'JJIG MaterialsWJiS. 
relatirg to the t.estirg of 
soil sanples, the results of 
whim are used to detennine 
safety levels of dlemica1s/ 
cx.apcmxJs in soil in or aram 
aJreau facilities. 

8.	 a:t«:&a$ Q«l!!fflfR1'J:!i T.t$'l'OO. 
Materials relatirg to the 
testirg of CXXlCIete, gravel., 
etc. used for ooostructiay
ergineerirg pn:poses. Test 
results are used for detenni.n-
irg adequacy of the naterial/ 
oatp:U'D used in ergineerirg
projects. 

16 BI.AM Release 1, 

Filirg Dispositioo

Instructions Instructions
 

ArranJe by project	 a.rt off at ern 
then locatiat.	 of fiscal year 

in whim t.estirg
is OCIIpleted am 
:reiDbJrsement 
made. li:>ld 5 
years, then 
destroy if no 
laKJer needed 
for :referen::le. 

ArranJe by project	 a.rt off at erx:l 
then locatiat.	 of fiscal year 

in whim testirg
is OCIIpleted am 
:rei.nblrsement 
made. Hold 5 
years, then 
destroy if no 
larger needed 
for :refererx:le. 

PeJ:manent	 Te!tpOrary 
Reoo1:ds Records 
Sdledul.e # Sdledul.e # 

43u7-11'5 

4308-11'5 



mv:m:H1ENI'AL 

Descriptiat of Recx>ros 
& NARA Jd> NuntJer 

Filin} 
Instructioos 

9. SAFE WATER J:lUNKIKj N:r 
'l'Wl'Oll'«l. Tests am results of 
water t:estirg to detennine 
safe levels of microorganisms, 
bacteria, etc., in aa:xmiarK:e 
with the safe water Dri.nki.rq 
Act. 

ArrarJ;Je by project 
then locatiat. 

aJALI'1Y SERVICES - 4300 

PenIBnent
 
Dispositiat Recxn:ds
 
Instructioos Sdledul.e t#
 

art: off at em 4309-T5 
of fiscal year
in which t:estirg 
is OCIIpleted am 
reiDb.1rsEmes it 
made. Hold 5 
years, then 
destroy if 00 
lc:n;Jer needed
 
for ref~.
 

16 SIAM Release 1, 



fURES'1RY - 4400 

~~~Jm~~~lRUI§. ~ 
_ ......_~ans for the CO"If:1m'Vati.cn 

izatiCl'l of forests 
urder urisdicticn. 
Ravised per cally to slot 
volllll! of t1lIil:Je:nllUllth 
growth pota1tial. •..w.._ 

different fona of JlBl'B"bIIIlE!Ir1t 
an:I allowable arnal. rut 
sustained yield 1IIIUB)aII!!I1t. 
Reoold cq:Jy is retained by 
office of origin. 

2.	 Tmtp SAlE CXIf'lBg' mffl. 
Reoolds CXI'D!I1'linj 0 ;;;;etcial 
c:ut:tin) of ~ 
tipiJer, in::l\dirg activity 
tq)ies of CUItract:s with 
Iniian an:! I'Dl- In:lian mills. 
IrI::l.tdes sales plans, an:! 
other related documents. 
~Id cq:Jy retained by ageCj 
office. 

MARA JOB tumm'l....- _ 

Dispositicn 
Inst:J:w:::tiaE 

ArraI'qe dlrmologi-	 ClJt off when 
cally, then by	 Sl\IE!lsedai by
locaticn or as	 new plan. JiJld 
8W1opI iate.	 3 years or until 

vol\De 1IRUTaI1ts: 
Ietire to me. 
Offer to MARA 20 
years after 
ret:.irement. 

off at close 
of f year
in whidl 
tract is 
p1.eted. Retire 
to me 5 years
after cutoff or 
5 years after 
litigaticn, 
whidlever is 
later. Offer to 
NARA 20 years
after retire-
ment. 

PeImanent 
RecxJIds 
Schedule 

4401-P3 

, 

Tellp>rary 
RecxJIds 
Scbedu.le , 

4402-1'5 

16 B~ Release 1, 
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Descriptim of Recmds 
& MARA Jell N\mt)er 

3. 
...... ~. ERJA)01 t the 

tid1er sale , rut are 
DBintained SEpn'8tely.--"'-
cards (Fonn BIA-5311) give 
abstracted history of tiptJer 
cuttinq, .in::l.\dinJ I'llmI! of 
res ervatim , p.u:dmser, 
seller, CU1tract J'UIber, 
8I1D.D1t. of Ixni, infOlllBtim on 
bids, volUlll!!Sam rates of 
tilltJer cut, aDD.D1ts received, 
ani st:unplge data. Recxmi 
cqJy retained at O!ntral. 
Office. 

4.	 TIMBm. WI'S rnQKj. TiJIber 
1ID1E!y reooms ani Timer Scale 
Aecxnd sheets maintained in 
1ed;Jers by Q:Jntrollirq Aocount 
(Form BIA-5320), to SUllllBI'ize 
all tiDtJer sale transactims. 
Value ani volume of ti.IrlJer \, 
cut, by ownership, is shown ' 
for each oontract. Record 
oqJy retained by office of 
origin. 

NARA JOB NtJMBm.	 _ 

FOOtS'lRi 

Filirg

Instructims
 

ArrarI)e by locatim 
then CU1tract 
ra.mtJer. 

- 4400 

Dispositim
InstructiCl'lS 

cut off at close 
of fiscal year
in which om-
tract expires. 
ibId 5 years or 
until volume 
wm:rants: retire 
to PR:. Offer 

MARA 20 years 

Pennanent 
Recm:ds 
Sdledul.e • 

'l'e'rporary 
Rax>rds 
Scbedule • 

4403-P5 

ArrarI)e chra1olCXJi-
cally, t:herel.urler by 
location. 

cut off at close 
of fiscal year 
~ which om-

4404-'1'5 
... 

tract is caD-
pleted. 
years or 

Hold 5 
mrt:il 

volume warrants: 
retire to FRC. 
Destroy 20 years 
after cutoff. 

16 BIAM Release 1, 



FU<ES'lRY - 4400 

Permanent '.l'EsI1X>rary
Descriptim of Reoords FiU.n} Dispositim Records Recm:ds 

, MARA Jcb N\Jnt)er InstructiCl1S InstructiCl1S Sdledul.e t Sdledule t 

5.	 IQfl1II¥ 8I$K1<l' OF TIMIfR wr. 
Ckn90lidated scale np:nts m 
FonD BIA-5309 or ecpivalent
SUIIIIII!lrizin;J lID1th1y volume, 
value of tiDiJer cut am total 
for each ttillract, am Ielated 
infonatim used as a dleck m 
the purdlaser's ttIIpliance
with tents of the ocntract. 
Reoold cq1f retained by Area. 

MARA	 JOB 1UtI1Bt _ 

by pennit i.ssuaooe 
rAlIIiler. 

tmcts)
 
BIA-5328 or its eqI..i.ba1E¢

with Ielated cm:lespadence
 
ani other recolds. Reoold
 
cqJy retained by office of
 
origin.
 

MARA	 JOB tUmm'-- _ 

16 BIAMRelease 1, 

0Jt off at close 440~
 
of fiscal year

in whidl ttIl-
tract is cxm-
plet.ed. ibId 3
 
years or until.
 
vol\De warrants:
 
retin! to PIC.
 
..trw 20 years
 
after cutoff.
 

of fiscal year

of permit expi-
ratim. AE!tire
 
to PIC 5 years
 
after CXIIpletim

of pennit or any
 
1itigatim ,
 
whichever is
 
la fer to
 
MARA 20 VD:i~~ 

after retire-
ment. 

~/
 



FURESIRY 

Descripticm of Rsoozds
 
& MARA Joo Nl1lrber
 

ArranJe by locaticm, 
then alPlabetically 
by in:iividual. 

MARAJOB NUMBERNl-75-

8.	 100 SCAlE SHEEl'S. Reoords of ArranJe by locat1 
aIIDD1t of ti.Db!r ~ fran then numerically.
tribal or allottee loggin:j 
mtits. 

MARAJOB NUMBERNl-75-89-1 

- 4400 

Permanent Te!lporary
Dispositioo Records Recx>rds 
Irlst.r\rtioos Sdledule ., Scbedul.e # 

01t off at close 4407-T5F 
of fiscal year
in which permit
expiIes. Hold 5 
years or until 
volllllW!! warrants: 
retire to F'k:. 
FJ:eeze recm;ds: 
destroy 5 years I rr: 
after :s;:e\!HE!\I£iM ~l'" crt1""" 
aDe freeze is 
lifted. 

aJt off at close 4408-T5F 
of fiscal year
• .ch loggin:j 
tmit ~~..-
pletecl. 
years or lD1t' 
vol\nne warrants: 
retire to F'k:. 
Freeze~: 
destroy 20 years ~ .L rt: 
after let~ ~0'fT 

c::n:::le freeze is 
lifted. 

16 BIAM Release 1, 



fU{ESIRY 

Descriptim of Recolds 
, NARA Jd:> Nlmiler 

sale cart:ract:s (fom BIA-
anj fonaby cperatialS that 
are prepared anj Mtained at 
1tgIE!n:ies. Maintained by 
agelqr fonalty office. 

Al'nm}e by locatim 
tben du:'a'Dlogi-
cally. 

NARA JOB tut~~ _ 

10. 
tblthly lepo1 ts m 
BIA-5310 prepared to ~-= .........-.&: 

scales ani certify their 
acx:uracy • RecX>ld oq'JY
retained at agency office. 

m\RA JOB ''nJII~~ _ 

Al'nm}e cfn'aDlogi-
cally, t:hereurder by 
locatim. 

- 4400 

PeImanent 
Dispositim Reoolds 
Instructims Sdledul.e • 

rut off at close 44~
 
of fiscal year
 
in 1t'bicb ocn-
tract is oca-
leted. Retire 

after rutof •
 
Destroy 20 years
 
after rutoff.
 

'rut off at close 441()Jl'3F 
~f fiscal year.
 
ibId 3 years or
 
\D1t:.i1 vol\DB
 
warmnt:s: retire
 
to me. Freeze
 
A!OUIds: destroy
 
20 years after
 

---- .....'ff c::D:)e 

16 BIAM Release 1, 



FORES'IRY - 4400 

Descriptim of Recmtls 
& NARA Jcb NtmtJer 

a.	 Re:md ~ DBint:ained at 
Central Office. 

b.	 other cq>ies. 

NARA JOB NUMBER~	 _ 

Fil~
 
InstructiCtlS
 

Arran:;Je du:a'k>logi-
cally, then by
locatim. 

Dispositim 
Instructicns 

cut off at close 
of fiscal year. 

Hold 5 years or 
until vol1.llDl! 
warrants: retire 
to~. Offer 
to NARA 20 years 
after retire-

... 

Permanent
Reooros 
Schedule t 

4411a-P5 

441lb-T5 

16 BIAM Release 1, 



Descriptim of Reoolds 

" MARA Jet> NuntJer 

13.	 NIU\L FDWgAL S'D\'lUfJfl'S 
fIR INDIAN S¥MTI1§. D0cu-
ments relat.J..rq to Iniian mills 
cuttirI} I'D1- Iniian ti1!'b!r, 
ledjer sheets, profit ani loss 
statements, balaJ"D! sheets, 
detailed qmatirq statements, 
i.nva1t:my lists, wood analy-
sis, footage cut, DBrket price 
am ather data. Used for a 
yearly a'IIp'rative analysis of 
qmatims am to detennine 
per capita distrirutim of 
timer sales profits. Main-
tained by Area forestty
office. 

NMA	 JOB tumml..- _ 

16 BIAM Release 1, 

Fa<ES1RY - 4400 

Dispositim
Instructims 

Pemanent 
Records 
SChedule , 

Arrar'qe by locatim. Destroy when 
~or 
dJsolete. 

44U-TO 

out off at end 4413-P3 
of fisall. year. 
Iklld 3 years or 
until vol\mIB 
warrants: ret:.im 
to FR::. Offer 
~~""''Illi. 20 years 

Ire-



Descriptim of Reool:ds 
& MARAJci:> NuniJer 

21.	 FIRE 'lmSPl\SS. Reoonls dcx::u-
mentirg any fire causirg 
damage or destructim to 
:rmian-owned resruroes. 
Ird.u:les litigated actiatS 
resultirg fran fire lIespass. 
SUbject to Privacy Act 
(BIA-241. 

MARAJOB Nt.JMBm Nl-75-89-1 

• Sheets for 
each ial (Fonn 5-5329, 
or equivalent) 
post.irq of experrlitures 
deducticn; fran tribal am 
federal. f'\JrD; for each fiscal 
year, sbJwirg current am 
ac""DD.llatedtotals. 

MARAJOB NUMBERNl-75-89-1 

16 BIAM Release 1, 

FORESIRY - 4400 

Permanent 
Filirg Dispositim Reool:ds 

InstructialS InstructialS Schedule * 
ArrarxJe alPlabeti- art: off at close 4421...JI'3F 
cally by last nane. of fiscal year

in whim settle-
ment	 or other 
final det:ezmi.na-
tim	 of case was 
made. Hold 3 
years or lD1til 
volume warrants: 
retire to FRe. 
FIeeze rec;xn:ds, 
destroy 5 years _ I LC'" 
after J!e&k&uit ~ 

aD!	 freeze is 
lifted. 

cally, then by of fiscal year 
statement type statement is 
witJrin h:jercj. CXIlplet.ed. Hold 

3 years or lD1til 
volume warrants: 
retire to FRe. 

offer to lVU'~~ 

years after 
retirement . 

http:CXIlplet.ed
http:det:ezmi.na


RAt«;E •.	 4500..7~ -

Desc:riptim of ReooJ:ds Filin)
& NARA Jcb NuniJer Instructims 

AlTan)e by location 
.D.I~. Periodic plans am then du:tn>logi-

mthe~m, cally.
am IIIIU'BJI!IDE!! of
 

lards urder jurisdictim.

Racm:d oqJy l1!ta by ages 'IC'f
 
for whim plan was dl"Ilfbd
 

MARA	 Jtm nuo:-...:.~ ..::::..~ 

2.	 IWQj tIt1T C¥E mm. Rae-
cm:Js used for grazin) lard 
acxnD'Itability whim give 
infonatim m rarqe pmalts 
or ocmt:racts, irx::ludin;J name 
of cxxllLactor, ran.Je area, 
authorized stock, grazinJ 
season, grazin} value, rud::Jer 
of livestock grazed, ll!Sel:Va-
tim, pennit period, etc. 
REoJzd oqJy retained by office 
of origin. 

MARA	 Jtm rumm~ _ 

16 BIAM Release 1, 

Disposition
Instructions 

cut off at close 
of pennit peri-
od. ibId dm-
in) EU:Ceeding 
pennit period or 
a mi.niDa of 5 
years, whichever 
occurs first: 
Mtite to me. 
Offer to MARA 20 
years after 
retiIaDent. 

0It off at close 
of pel1Iit pari-
ode Ibld~ 

an:eec.ti.nJ 
lA=I~t period or 

of 5 
years, 
occurs firsf, 
retire to me. 
Offer to NARA 20 
}6U'S after 
retitaieJ It. 

PeI1imlel1t 
ReooIds 
Sdtedule t 

4501-P5 

4502-P5
 

http:an:eec.ti.nJ


IWq MAN1!GD1ENl' - 4500 

Descriptim of Reoords 
& NARA Jd:> NlmiJer 

4.	 IWQi SURVEY mffl. 
stuties of the grazirg ~ 
tial on particular rarge 
areas, ilx:lm.irg a detenni.na-
tim of such factors as water 
availability, type of forage, 
fen::::irg,tqxlgraply, ilx:lldes 
a recxn:d set of area naps re-
latirg to these activities. 
Recx>l:d CXP.i is retained by
office of origin. 

NARA JOB ~ N1-75-89-1 

16 SIAM Release 1, 

Filin;y
Instructims 

Dispositim
Instructims 

Permanent 
Recx>rds 

Sdledul.e * 
'l'enporary 
Recm:ds 

Sdledul.e * 
ArraRJe by locatim. Destroy ~ 4503~ 

superseded 
dJsolete. 

or 

ArraRJe by locatim 
then dlrcn:>logi-

lye 

a.rt: off at close 
of fiscal year.
Jk)ld 5 years or 
until volUlDl! 

4504-P5 

warrants: retire 
to me. Offer 
to NARA 20 years 
after retire-

http:detenni.na


JWq~-4500 

Descripticn of Recm:tls 
& MARA Jet> Nurd:ler 

Filirg
InstructiCl'lS 

Dispositicn
InstructiCl'lS 

Permanent 
Records 

Sc::bedul.e * 
Te!1porazy 
Records 

Sc::bedul.e * 
5. 

NARA JOB NUMBm Nl-75=89-1 

Arl:'aRJe rumerically 
by bid. 

Cllt off at close 
of pennit peri-
od. Hold dur-
irg suooeedin) 
pennit period or 
a min.inum of 5 

~chever 

450SJl'5F 

Freeze reoo.td~ 
destroy 20 years 
after :wtizp-. ~ ~ 

6. GBAZD«; PfHl[T QSE FIlffl. 
BicHer's pt:tlJOSal. for grazinj 
privileges~ statement ard cer-
tificate of award; grazirg 
pennit, in::lu:Un:J authority 
fran owner to grant grazirg 
privileges at allotted lard 
ani DXlifications, if any; 
penal or surety lxn:i~ ard re-
lated oorrespcn:lenoe. Main-
tained by user agency office. 

Arl:'aRJe alpmbeti-
cally. 

cut off at close 4506-P5F 
of fiscal year. 
Hold 5 years or 
tmtil volume 
warrants; zetire 
to FRe. Freeze 
reoonl~ Offer to 
NARA 20 years _ L. ("'("'I
after R1t:ila- C.GcA- c1O"" • 

..maRt. 

MARA JOB NUMBER Nl-75-89-1 

16 BIAMRelease 1, 



RANGE MANAGHIDfl' - 4500 

Pennanent TeIt'porary 
Descriptim of Rscxn:ds Filin;J Disposition Rea>rds Rea>rds 

& MARA Jd:> Nt.miJer Instructions Instructions Sdledule t Sdledule # 

7.	 • Periodic ani 
special agel cy 
varirus PlaSeS of rarqe
wildlife qJerations ani re-
lated OOllESpOidI:!iDe. Reoold 
oqJy of CDlSOlidated lepJlt 
retained by Central. Office. 

MARA	 JOB tUtlBmt _ 

8.	 IWQ! .AND WlJQ(m INS rop. 
Prints of eadl rese.rvatim's 
forest ani forage areas, rarqe 
tmit 1IIIpS, an:l blueprint, 
black~te print, ani 
linen cq>ies of allubueul plat 
books for In:Uan lams. In-
cltded also is lIBn.1SCript or 
anJ"Dtated IlBterial, ani CD! 
oqJy (the recotd set) of eadl 
versim. 

MARA JOB NUMBER'I-- _ 

ArranJe dn'alologi-
cally then by 

__ ~,gtim. 

ArranJe by locatim. 

out off at close 4507-P5 
of fiscal year.
Hold 5 years or 
until volume 

__ 1@l'l'8I1It:s: retire 
to er
 
to MARA 20 ._ ••w:::.-_
 

after retire-

1'IEI'It. 

out off men 4508-P3 
Iqmseded by 
new print or 
1lBP. Hold 3 
years or until 
volUlll! warrants: 
retire to me. 
Offer to MARA 2et <r> 
years after Cc.M- o~. 
-NtH i!SneRl. 

16 BIAMRelease 1, 



JW«2E w. .Joan' - 4500 

Pennanent Terp:>Iary 
DescrJptim of Records 

& MARAJdl NUniler 
Fili.n:J 

InstJ:\rtims 
Dispositicn 
Instructims 

Records 
Sdledule II 

Records 
Sdledule , 

9. 
wg. are official 
recm:d cxpies im 
projects with relate~~ 
respcrdenoe ani papal. ---~-

ArraRJed by case 
ramtJer. 

art: off at close 
of fiscal year. 
Hold 3 years or 
\D1til vol\De 
warrants; retiJ:e 

4509-T3F 

OJi~ 

the preparatim of iDliv.id1al 
livart:ock, agrialltu:ral., or 
haDe extemim PlOCJC • 'l11e 

to me. Freeze 
WOQIds: destroy 
after fzeeze is 

nand give info.matim m 
PlOCJCCM ao' .....Ust.ent:s, ani 
are used for historical ref-

fted. 

_aU! ani in doc:uB1t.J.n;J BIA 
furx:tic:na cx:n:m:nirJ) 
tural pmlUits 8IIDI:J 

agriall.-
Irdians. 

MARA JaS IUtIBPJt _ 

10. ARIi'A Of'FlCl BIIJAL OOUfSlCif 
I<QU<I§. Repents sucn as: 
ArnJal. CCl'B)lidatim of 
statistical data frail 1qents'
JID1thl.y ani pericxUc zepozts. 

MARA JOB IUtIBmt _ 

AIran)ed dm:noloqi-
cally by report:.in) 
period, then by type 
am locaticn. 

art: off at close 
of fiscal yaar. 
Hold 3 years or 
until volU118 
warrants; retiJ:e 
to me. Freeze 
recmds; destroy 
after freeze is 

4510-T3F 

lifted. 

16 BIAM Release 1, 



JWQ; MANAGMNI' - 4500 

Pennanent 
Descriptim of Rec:mds 

, NARA JdJ NUntler 
Dispositim
Instructims 

Records 
Sdledul.e • 

11.	 Arrarqe as 
Files irx::l att'rClpr late.
 
rehabilitatim plam _...;;:r--_
 

projects for fhe rehabilita-
tim, felD! <D'lStnJctim,
 
~ devel.opiIEill, mstoc:Jd.Jq
 
of fish an:J,Iorgame, etc., ani
 
other related documents.
 

NARA	 .nm tumm _ 

12.	 !IM"m RIQfI'S OOE rom. Arrarqe as 
Files relatil'YJ specifically to 8WropIiate. 
water rights, irx::lldin:.Jd0cu-
ments such as water rights
certificates, state/federal.
8grEBeil adj1.dicatims, am 
ather related documents. 

tNA.nm ~	 _ 

cut off at close 4511-PJ 
of fiscal year
in ~dl project WITHflftAWM 
erds. Hold 3
 
years or until.
 

---~J.1IIIB warmnt:s:
 

cut off at close 4512-PJ 
of fiscal year 
in ~dl water 
rights issue is 
resolved. Hold 
3 years or until 
volume warmnt:s: 
retire to FRe. 
Offer to NARA 20 r-r: 
yMI'S after CM:t- ~ 
!!'etit als at:. 

16 BD\M Release 1, 

http:mstoc:Jd.Jq


JWq~-4500 

Descriptim of Recm:ds 
, MARA Jet> NlBItJer 

Filin)
Inst.ructime 

Dispositial
Inst.ructialS 

Pennanent 
ReoJrds 
Scbedul.e I 

13. III"I PARl'lTICHP lAND CASE 
1lU§. Files <U1Sist of 
docuDents m imividuals 
resid.iBJ in the partitimed
Ian:! area, census erunera-
time, liW!St:.ock i.nventaries 
an:! other related doa.IIIents 
used in the detendnatim of 
dispadtim or allocatim. 
Nrlect to the PrivacY 14 
CBIA-6) • 

a. Paper c:q>ies used as 
IaXlrd 0CP.f. 

An8uge
alpmbetically. 

art: off at close 
of fiscal year
in ~dl case 
closes or act.im 
m final deter-
minatim is 
oaIpleted. a,ld 
5 years or until 
volanewnants: 
retire to me. 
Offer to MARA 2Q 
years after ~ 
.. zth aI. 

4513a-P5 
,..." 

b. Magnetic tape data. 

MARA Jcm tI.ItBm _ 

Deatley tape 
data after t:hini 
update cycle. 

4513b-'l'O 

.. 

16 BIAM Release 1, 



IWR MANAGEMENI' - 4500 

Descriptim of Rean:ds 
, MARA Jd:> NuniJer 

FiUrg
Instructims 

Dispositim
Instructioos 

Permanent 
Reoonls 
Sdledul.e I 

14. IPPI PARl'1TIcmv lAND nII§.
<l:nIists of sm:vey infOl.'1lBtim 
collected m lard be~ used 
within the partitimed area. 
Material in this file lIllY be 
used in IIBkJ.rg det.enrlnatims 
as to the dispnaitim of Ian:! 
in the partitimed ana. 
SWrlect to the Privacy Act 
CBIA-6) • 

a. Paper ocpies used as 
nuJzd oqJy. 

ArranJe as 
8AJtopt!ate. 

. 0Jt off at en! 
of fiscal year
in whidl final 
actim m lard 
is OCIIplet:ad. 
ibId 5 years or 
\B1til vollDe 
warrants: retire 
to FK:. Offer 
to MARA 20 ~ 1 4514a-P5 
after RltiR CU1rd ~ 
Bail. 

b. Magnetic tape data. 

MARA JOB tumm _ 

Dalttoy tape 
data after third 
~te cycle. 

4514b-TO 

.. 

16 BIAM Release 1, 



R& - 4600 

Deacriptim of ReooIds
 
& MARA Jc:i> Nuntler
 

ArrarJje by locatim 
oode, then alpmbeti-

whidl the allotment cally by last name, 
ani assi of Federal then by allobieJll 
GaverrDent I to tribes ard I"IJIIber • 
irdividual ard their 
Edlsequent custody the 
Irdians, un:Ier Acts of 
OJiI}ZCW or tr:eaty ric#Jts, 
used to establish IJdian 
ric#Jts ard titles to lard. 
Iooltded are allob&eilt books 
or scbedul.es, secretarial 
moos, allobieJll or estate 
r:ea>r:d cards, tribal. lard 
agr:eaues Its, lard r:eqisteJ:s ard 
r:ea>r:ds books, rEU>r:dsof ocn-
tested lani allobieJll cases, 
ani related UJr:r:espoIdes ICe. 

\ ,
I 

Pennanent. '1'EfI1X>rary 
Dispositim Records Records 
Inst.ruclions Schedule # Schedule f 

0Jt off at close 4601-P5 
of fiscal year
file beo MIAS in-
active. Hold 5 
years or \D1lil 
volume warrants: 
r:etire to me. 
Offer to MARA 20 
years after :re-
tirement. 

16 BIAM Release 1, 

http:scbedul.es


RF.AIJIY - 4600
 

Descriptim of Records 
& MARA Jd:> Nuni:ler 

~~~~~~. ~luE: relative to allotments 
of 1 which is still in 
trust sta rut owned by
Irrlian inUv Recolds 
i.ncl\de patents, am 
certificates of CXlQt.alCY 

J.	 lAND ASSIQRNlS. ~l\de 
n!ICX)lds at assigJIE Its of 
tribal lam for which an 
inUvidual has equitable
ownership. 

FiliJq 
Instructi.ms 

ArranJe by locatiat 
code, then alpmbeti-
cally by last J1iDIIe, 
then by allobieilt 
J'IlDIt)er • 

Dispositiat
Instructions 

cut'off at close 
of fiscal year.
Hold 5 years or 
1.D1til volume 
warrants: mtire 
to FRe. Offer 
to MARA 20 years 
after .mtire-
menl. 

art: off at close 
of fiscal. year 
in Mlich files 
beo:lnes in-
active. Hold 5 
v..arr::z or \D1til 
vol_~an:ant::s 
mtire 
Offer to NAI'I~ 

years after 
mtiu:!ii1ent• .. 

Pennanent 
Records 
Sdledul.e t 

4602-P5 

460J-P5
 

16 BIAMRelease 1, 

http:Instructi.ms


k i -- 4600 

Descriptim of Records 
& MARA Jeb Nl.mtler 

Fililq
:Inst.I."1.ttiCllS 

Dispositim
Instructions 

Permanent 
Records 
Sdledul.e , 

TeIporary 
Records 
SChedule , 

MARAJOB 

Arrarqe by locatim 
oode, then by allot-
ment n.mtJer, then 
alpmbet!cally by 
last name. 

out off at close 
of fiscal year 
in ~ch files 
beolnps in-
active. Hold 5 
years or until 
volume warrants: 
reti.te to me. 
Offer to MARA20 
years after 
retirement. 

4604-P5 

5. IMD Gl1IT <XINEYANCE. Aecmds 
in::l.tde lard titie q>inions, 
J:EpOJ:ts by agescy superin-
ten:Ients am (Xu J:espci deuce 
justifyilq the ~ of 
lard by gift. 

AUdlgB by 
oode, then by 
paroel,Isectim 
ramtJer. 

<lit off at close 
of fiscal year.
Hold 5 years or 
until. volume 

4605-P5 

MARA JOB 

16 BIAM Release 1, 



RFAIJI'Y - 4600 

Descriptim of Records 
& MARA Jd> NlmtJer 

Filin;J 
InstructiCX'lS 

Dispositioo
Instructions 

Pennanent 
Reoo1:ds 
Schedule # 

Temporary 
Records 
Sdledule # 

6. IAND PIAT ~. ID::uments 
whidl show parcels of lard 
allot;tej to :rmi.ans, ard other 

A.rrarqe 
by book 

rumerically 
mmiler. 

out off when 
books becxDe 
inactive. Hold 

4606-P3 

items sudl as townsite, re-
clamatioo witldrawals, resez-
voirs, agel cy ard sdlool re-
sexves, etc.; also plat I'JJlIt-
bel:', township, rarge, ard 
meridian. NotatiCX'lS00 plats 

3 years or lD1ti1 
volume warrants: 
retire to FRe. 
Offer to MARA 20.L _r» r> 
years after c:~crr-r-

..mtL :ut. 
imicate bcAJrDariesof lard 
allot;tej, 
charges 

allotment mmiJer 
in lard ownership, 

ard 
if 

any. 

MARA JOB NUMBER Nl-75-89-1 

-...J::r:~ 
actI 

sIlcJwinj lard trans-
. tdirq legal de-

by book J'1UDi:)er. books becxDe 
inactive. Hold 

scriptioo 0 

sim, sectioo, 
(subdivi-

~ 
3 years or lD1ti1 
volume warrants: 

ard acreage); IRtian and "TY"''-- retire to FRe. 
lish namesof allottee; date Offer to MARA, 20 
tract reported to Secretary of 
the Interior for patent; date 
of 8RJrOVal: patent 11l.1IIber, 
Irdian's allobte rt 1'1Ul'IiJer; 

years after 
retiI:E!llert. 

file l'IlI1iler of heirship: am 
other transactions relatin;J to 
the tract. 

MARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 



REt - 4600 

Descriptia1 of Records 
, MARA Jd:> Nl.IIrber 

Filin}
Instructia1S 

ArJ:an;Je by locatim, 
then alrflabetically 
by last 11I!IIIIe, then 
by lard paroel./t.ract 
J'RJI'Iber • 

Disposition
Instn1ctions 

0Jt off at close 
of fiscal year 
that trarEactim 
is aborted. 
Destroy 5 years 
after cutoff. 

,
 

Pennanent 
Records 
Schedule # 

'1'errpOrary 
Records 
Sd:adule t 

4608-'1'5 

16 BIAMRelease 1, 



REALTY - 4600 

Descriptim of Reoor:ds Filin} 
& MARA Jd> NuntJer Instructims 

m . case Arran:Je by locatim, 
oaverirg lard trans- then al(:ilabetically

act! sudt as lard aoqui- by tribe name, then 
sitim m f of partiru- by lard parcell
lar tribe, eit_rqe ........... plat...-.. section/or

tribe ard ncn- .RDISI\S n.mtJer.
 
made to ncn- Irdians,:'-clldlan;;pes
 
between InUans by deed
 
patent in fee, ard gift
 
ocrtVeyarD!! made to aoother
 
lRtian or tribe by an order
 
transferrirg inherited
 
int.erest in Imian lard.
 
Incllded are resolutims fran
 
tribes agreein} to exdlanje,

awraisal lqx>rts (fonerly
 
certificates), oonespadeuce
 
justifyin} transactims, title
 
q>inions by legal oaunsel,
 
letters to ll1reau of lard
 
Management to issue patents in
 
fee to ncn-Imians, petitions
 
for sale, reports by 1I:jerr::y
 
SUperi.nt:erDents, certificates
 
of in:Jebtedness, original
 
bids, abstract. of bids, cq>ies
 
of advertisEments, written
 
CXlI!JE5.t of heirs to sell, ~
 
related oorrespordenoe. '
 

MARA JOB NUMBER~ _ 

16 BIAMRelease 1, 

Pennanent 'l'enp>rary 

Disposition Reooros Rax>lds 
Instructions Sdledule # Schedule t 

cut off at close 4609-PlO 
of fiscal year
in ~ch file 
becxJtl!S in-
active. Hold 
for 10 years: 
retire to FK:. 
Offer to MARA 20 
years after re-
tb:El\leIil. 



REA.. - 4600
 

\D1Ill.I.ott:Atill. 
related doc:ulbeQt.s 
c:Ie!rD! of lard oWh8fElhip 
as: abstracts, hardlt.eE1d 
ents: recxn:d books of <XI!IW!!V 

aRJe of deed: title 'l:::lY:UIU.I 

zepozls: ard related imexes. 

MARA JOB tumm~	 _ 

11.	 lJfITIAL <JJtjQ(VATlQ§ OF lAND 
SURVEY fI'8TD tm!S. Notebooks 
ocmainiJq the initial c::bsez-
vatiCl'lS of an enJineer or 
other specialist used. to DDre 

precisely establish the metes 
ard lnJrds to piqloint ard 
analyze the resources of a 
specific piece of lard. 

MARA JOB ~~	 _ 

Filin:J
 
Instructions
 

Arrarqe by locatiCl'l, 
then alpmbetica1ly 
by last name, then 
by lam paroel or 
sect.iCl'l J"I.IIIber 

Arrarqe by locati 
then by lard paroel/
sect.iCl'l/plat 1'UIiler. 

Disposition
Instructions 

art: off ~ 
books becall! 
inactive. }k)ld 
2 years or until 
volume warrants: 
retire to me. 
Offer to MARA 20 
years after 
rethE5iEiIt. 

art: off at close 
of fiscal year 

bee 'lies in-
}k)ld 5 

years or 11 
volume wm:Tal'lts 
retire to me. 
Offer to MARA 20 
}6l1'S after re-
tizE!Delit. 

Permanent 
Recxn:ds 
Sdledul.e • 

461O-P2 

4611-115
 

16 BIAM Release 1, 



RFAUIY - 4600 

Pennanent 
DescriptiCl'l of ReooJ:ds Filirq Disposition Reooros 

& MARA Jci:> Nuni:ler Instructions Instructions SChedule t 

12 • • I))cuments ClJt off Vel 4612-P5 
reflect en are c0n- superseded.
ducted by the Blreau Hold 5 years ornT--LarY'l 

Management or other 0CI1trac- until volume
 
tors to establish exterior warrants; retire
 
bcu1daries ani other adminis- to me. Offer
 
trative surveys cxn!uct.ed 20 years

within the botDdaries of the after ret
 
reserwtiCl'l. mente
 

MARA JOB NlMBI!Jt	 _ 

13.	 IMD Ml\PS AND PlANS. Township Atldlgl!! allflabeti- cut off at close 4613-P3 
maps, plats ani town plans, cally by reservatiCl'l of fiscal. year
giviJq detailed infOlllBtiCl'l then by IIBp nmfJer. in ~en file 
such as sectiCl'l, township, I:leOC.lleS in-
rarge of lani ani, in saae active. Hold 3 
cases, ownership, together years or until 
with related trac~ ani volume warrants: 
documents. retire to me. 

Offer to MARA 20 _..L~'"
MARA JOB rumER'-- _	 years after-Ee-- (...c.clq -rIl....r 

~i:ra'Ie~. 

16 BIAM Release 1, 

http:cxn!uct.ed


R&. - 4600 

DescriptiCll of Recx>I'ds
 
,. MARA JdJ NlIntler
 

AlTarge JUDerically
14.~~~~~~~a;ggz. trt book 1'I.JIliJer. 

lards 8CXJlirecI J:rtJllft-..Q)e 

Department of Agricul , 
which pJrchased lards urder 
Acts of CDglees bebIa!n 1933 
ani 1937. &1tries incltde 
tract. rudJer, nmneof grantor,
legal desCI: iptiCll of lard, 
date of ~ trt the 
AttonEy General, date of 
deed, am p.n:dlase prioe. 

MARA	 .JOB tUmER'-- _ 

15.	 IMP ¥XIJISlTIaf MAPS IPJIW. AlTarge aJPmbeti-
original annotated IIBpS ani cally trt tribe name 
cxpies used as base JDBpS then nap 1'I.JIliJer. 
shc:JwiJq the township, reB~ 
vatiCll txudaries ani locatiCll 
of lard pm:hased urder the 
In:lian Reorganization Act. 

MARA	 JOB NUMBm.'-- _ 

Pe.nnanent 'I'ellp>rary 
Disposition Recx>Ids Recx>rds 
Imtructicn; Schedule , Schedule • 

art: off Wen 4614-P2 
books bee' "If!! 
inactive. Hold 2 
years or lD1ti1. 
volume warrants; 
retire to FR:. 
Offer to MARA 20 

~II!BJ:S after Ie-

0Jt off at close 461S-P2 
of fiscal year.
Hold 2 years or 
until volume 
warrants; retire 
to FRe. Offer 
~ NARA 20 years rc: 
after lJet:i:re r-~o, 

16 BIAM Release 1, 



RFAUI'Y - 4600 

Pennanent 
Descript:.im of Reoor:ds 

& NARA Jcb NlmtJer 
Filirg

InstructiCllS 
Dispositim 
Imtructions 

Records 
Sdledule # 

16.	 INm BIQfl\:Qf-til\Y roffl. AIlan:J8 alpmbeti- cut off at close 4616-P3 
Reoords irliicat.in;J right- cally by tribe, then of fiscal year
of-way or _sene Its granted by last JlZIIIII! ( if in Mrlch right-
aver IIdian lards for roads, awlicable) then by of-way is ter-
power lines, nlilroads, 0CIIt- lard sectioo,tparoel minated. Hold 3 
IIlDlicatim lines, irrigatim n.mtJer. years or lD1ti1 
ditd1es, canals, pipelines, volume warrants: 
etc. Irx:l\des doc:uDent:s Sldl retire to me. 
as awlicatiCl'lB, tribal reso- Offer to MARA 20 _r-r-
lutiCl'lS, ard naps or tracirg years after c, wt- dT""r 
illust.ratirq right-of-way. .1 e:t!it:eaellt. 
Recx>ld c:qJy naintained at 
office approvirg official. 

MARA	 JOB tUmm~ _ 

i.rg reoor:ds related to then rune.rically by of fiscal year
 
the 00 custody, am lease n.mtJer, then in which lease
 
deposit of f\u'Dj fran alp-.abetically by expires. Hold 3
 
leases of Irdian Ian:! or ""'OAr last name or tribe. years or until
 
J:eSOUroeS. Also iooltdes re- velurE war-

OOIds of the disl::Jursement of rants: retire
 
sudl fun:Js. Maintained by me. Freeze
 
agency office. , be
 

destroyed 20
 
MARA JOB tumm~ _
 years after 

cutoff. 

16 BIAMRelease 1, 



REA - 4600
 

Permanent 'l'E!1porary 
Descriptim of Recor:ds FiliIg Disposition Recor:ds Records 

, MARA Jd> Nlmber Inslruclions Instructions Schedule • Schedule t 

, oil and gas, busi-
ness, ite, and surface 
land f , and other sm:-
face land 1 : sam and 
gmvel. permits. llXle cqJy 
of lease, lease trans-
mittal fann for lease 
bcn:i, statement and cer-
tificate of awanIs, lease 
assigall&ats. Also cxntain 
land descriptim, heirship and 
c:uneul ownership of Irdian 
Trust lams, idenlificatim of 
owners. SUb1ect to the 
Privacy Act CBIA-5). 

Arl:'an;Je by locatim, 
then lease 1"UItler, 
then alPlabelically 
by last name or 
tribe. 

a. Ian:I lease case files doc-
1Df!f1t:.irq mineral., oil or 
gas leases aver $25,000 
per anrun. 

b. All other land lease case 
files. RecoIdcqJy min-
tained by office awrovirg
lease. ! 

NARA JOB NUMBER\.-- _ 

16 BIAM Release 1, 

cut off at close 
of fiscal year
in Widl lease 
is tenninated or 
expired. 

4618a-PS 

Hold 5 years or 4618b-T5 
l.U1ti1 volume 
warrants: retire 
to FRe. Dest:l:t¥ 
7 years after 
cutoff. 



RFAUI'Y - 4600
 

Descriptim of Reoon1s 
& MARA Joo NlJnt)er 

Filin:J 
Instructims 

ArranJe by locatim, 
then lease 1UIber, 
then alpmbetically 
by last name or 
tribe. 

MARA JOB tutlBflt _ 

20. NAT.lCJH!lre OIL AND GAS IEASE 
B:Ifl) nus. Files consist of 
the Ixni docunent iniicat.i.rq
pr.in:::ipal ani surety ani other 
relat.ecl papers. original. 
bcnjs maintained by Central. 
Office. 

MARA JOB NUMBER~ _ 

ArranJe by locatim, 
then lease 1UIber, 
then al(ilabetically 
by last name or 
tribe. 

16 BIAM Release 1, 

Permanent 'l'enpOrary 

Dispositial Records Records 
Instructicn; Sdledul.e t Sdledul.e t 

cut off at close 4619-T4 
of fiscal year 
in ltbidl lease 
expires. Des-
troy after 4 
years. 

4620-T3
 



RFAI.:IY - 4600
 

Description of Records FiliIq
& NARA JdJ Nl.miJer Instructioos 

21. '==:fi~~~=~~1
~	 ists of ArraI'qe by location,. then reservation, 
i.nteragerLy agreeme!lats betlileeA--_ then alpmbetically 
U.S. Geoloqical survey or tiirrt~~L
 
an-eau of Mines am private
 
finns to oc:niuct research am
 
assessment of mineral value on
 
lIdian lams. Recx>J:dcopy

maintained by central Office.
 

NARA JOB lO1BER Nl-75-89-1 

22.	 'lQiN wr USE mMITS. 'l'EIIp>- ArraI'qe by location, 
rary files ~ use of then by town lot 
lams restricted fran sale or J'1l1IIi:)er • 
lam. for whidl it has been 
inpx:tsible to secure clear 
legal title. Ioolldes cq>ies 
of rent receipts, related 
DBterial am. all ather town 
lot use pennits. 

NARA JOB NUMBERNl-75-89-1 

16 BIAM Release 1, 

'I'E!tporary 
Disposition Records 
Instructions SChedule * 
rut off at close 4621-P5 
of fiscal year
in which stmy 
is OCIIpleted. 
Hold 5 years or 
U1C:I:::Io-~.lume 

warrants; il!t~a-....~ 
to FRC. Offer 
to NARA 20 years 
after retire-
ment· 

rut off at close 4~22-'l'3F 
of fiscal year
in whidl pennit
expires. Hold 3 
years or lD1til 
volmne warrants; 
retire to FRC. 
Freeze reoords; 
destroy 5 years , IYl 
after J::5i1iaaaat ~I ~ 

oooe freeze is 
lifted. 



RFAI..:IY -- 4600
 

Desc:riptim of ReconJs 
, MARAJdl NuntJer 

24.	 IDL fS'm'IE AJJAW!W. NQgi
nu§. Appraisal. lepc>lts used 
by Realty Officers in nego-
tiatinJ leases, lam tran.:I-
actialS, or for causes !nvolv-
irq litigatim. In::l.lI:Ies in-
ventories, lam asseSS"f!Ilts 

am bprovanent:s, irx:lmirg 
reviews ani evaluatiCllS of 
awraisal leports. Recold 
oq:Jy maintained by originatinj
office. 

NARA	 JOB tUmm~ _ 

Fi1~
 
InstructiCllS
 

Arrarge by locatial, 
then by policy 
ra.miJer. 

Arrarge by legal 
descriptim. 

Dispositial 
InstructialS 

cut off at close 
of fiscal year
in whim policy
is caooelled or 
terminated. 
Destroy 2 years 
after cutoff. 

cut off at close 
of fiscal year 
in whim ap-
praisal ex-
pires. Hold 10 
years; retire to 
me when vol\DB 
w:n..,..,.,I'If-Cl. Offer 
.:LT"ftftI'lft. 20 years 

,
 

Permanent 
Rea>r:ds 
Schedule t 

4623-'1'2 

4624-PlO 

16 SIAM Release 1, 



REA.. - 4600 

Pennanent
 
Descriptim of Recxmls Filirq Disposition Recotds
 

, MARA Jd> Nl.mtler Instructions Instructions Sd1edul.e ,
 

ArranJe by lard Destroy ~ 4625-TO 
locatim. superseded, 

dJsolete, or no 
I1U'IJle l~ needed 
0CJlU1ty atl_ ..... for reference.ReseIvatim n.... ...... __
 

1IIIpB, ani aerial dX~lI'8Ims
 
used for ~ ani
 
use plaJ1lli.rq pmposes.
 

~	 JOB tutlBmt _ 

26.	 RrAL fSTATI IWRI' mrA CARD Arrarqe by I DeslIOy men 4626-TO 
llU§. Q:nsists of DBrket CtxIe. superseded, 
data m 1«Xnded real estate oI:lSolete or no 
transact.ialS used for pre- 1 needed 
parirg ~isal leport. for ~~enc:le
 
Maintained at area ani
 
ageuc:y.
 

MARA	 JOB tumER~ _ 

16 BIAMRelease 1, 

http:plaJ1lli.rq


RFAI.llY -- 4600 

Pennanent 
DescriptiCll of Reoonls 

& MARA JdJ Nl.1Itb!r 
Filirq 

InstructiCllS 
Disposition
Instructions 

Recxn:ds 
Sdledul.e # 

ArranJe by location out off at close 4627-P5 
rode. of fiscal year

in Wi.dl stu:Iy
is CXl'Iplet.ed. 
Hold 5 years: 
l.D1til. volume 

or 

warrants: retire 
to FRe. Offer 

MARA JOB tD1lBDt ..:: 
to MARA 20 years 
after mtire-
mente 

28. 1<I§2KVATIq! lAND WE AND 
pMqQHlQfJ' P1Nf DIffi· 
original tracinJs, sepias, am 
mylars of design plans am 
ocnstructiCll plans for lam 
use developtEilts CIl Inii.an 
reservatia1S. Rec:m:d c:qJy 

name. 
out off at close 
of fiscal. year
in mic::h project 
Ian is CCD-

P • Hold 5 
UD:II,Y"d'-ftr \D'Itil 
volume WJ~rtts 

4628-115 

lIBintained by office 
origin. 

of mtire to 
Offer to MARA 2 

MARA JOB tumm~ _ 
years after 
tlfre!lert: • 

re-

\ ,
I 

16 BIAMRelease 1, 



RFAU1'Y - 4600
 

Descriptim of Recmds Film;, 
& MARA Jab NuntJer Instructims 

ArranJe alpmbeti-
cally by zeport

pI shiimd:s	 title. 
mtim -..--
en:Je, m all fh~!S 
Plqlt!l.ty IIBI'1lilCJE!meiI~ 
<D1tain infOl1lBtim ~~liI 
8(X)Idsitims ani disposal 
lani, surface leases ani 
pemits, oil ani gas ani other 
1Ilininq leases ani pemits, 
land	 pl.anrlin) ani real estate 
8AJrclisal. 
MARA JOB NlII~	 _ 

30.	 tIETI§IfIP wffl. Proofs of ArranJe alpmbeti-
heirship extracted fran case cally by last name. 
files of inllvidual IRiians. 
Reoold cqJy lIBintained at area 
Title Plant. 

MARA JOB tUmER~ _ 

16 BIAM Release 1, 

Dispositioo
InstructialS 

cut off at close 
of fiscal. year.
Hold 5 years or 
lD1ti1 volume 
warrants: retire 
to me. Offer 
to MARA 20 years 
after retire-
ment. 

cut off ...L' .....~. 

of fiscal. _.ro.. 
in which case is 
c;loeed. Hold 3 
years or lD1ti1 
volume warrants: 
retire to me. 
Offer to MARA 20 
years after 
retizEllE!l It. 

PenIBnent 
Records 
Sdledul.e f 

4629-1'5 

463O-P3 

http:Plqlt!l.ty


RFAIll'Y -

Descrlptim of Reootds Filirq

,. NARA Jc::i> N\.mt:Jer InstructiCl1S
 

Arrarqe by locatim, 
...-~. cue files relatirq to then alpmbetica1ly • 

of deceased Ddians, 
ists of persalS

reoeivin} of hearings, 
depositiCl1S, wU mtioe of 
heariJqs, li.st.in:JB 
awmisals of int.eJ:ests 
sesseti by the dece;Itsed, sum-
IIBlY of family history, other 
det:erJainiJg heim, guanllan-
ship papers, final settlement, 
ani related OOttespade!n:-,e. 
In:Jex to prc:ila.te cases CXI1-
tains 1liDIIe, allobiellt ra.mtJer, 
date of death, date of deter-
minatim of heim, am file 
rutiJer. 'lhese files lIllY be 
separate files or put of the 
A1lobial\:: case Files. Reootd 
OC4)iesDBintained by ageJry 
office. 

MARA ~ tumm:.- _ 

16 BIAM Release 1, 

4600 

Disposition
Instructicns 

art: off at close 4631-P3 
of fiscal year 
in which case is 
closed. Hold 3 
years or until 
vol\Be warrants: 
retire to FRe. 
Offer to NARA 20 
years after 
cutoff. 

.. 

http:prc:ila.te


RFA - 4600 

TeI1p:>rary 
Descriptim of Recxn:ds Filirg Disposition Reoords 

& MARA Jd:) NlDrber InstructiCl'lS Instructions Schedule t 

a.	 Printout/paper oc:pies of art: off at ad 4632a-P5 
data used as recold 0Cf'Y of fiscal year. 
by agellcy office. Hold 5 years or 

11 vol\BB 

b.	 Magnetic tape data. Arrarge as ().j spose of after 4632b-TO 
aw1opriate.	 thitd update

cycle. 

MARA JOB NUMBER~ _ 

16 BIAM Release 1, 



RFAUIY - 4600 

PenIBnent 
Descriptim of Reoords Filinq Dispositim Ret:x>Ids Ret:x>rds 

& MARA JdJ N\mi:)er Instructims Instructims Sdledu.l.e , Sdledu.l.e , 

ArraI'qe l"lJIIIerica1ly, 
irdex aIplabeti-
cally. 

art. off at close 
of fiscal year
of case c1osinq. 

4633~ 

ibId 
until 

3 years or 
vo1l111B 

warrants; retUe 
to FRe. Des~ 

MARA JOB NtJotBm1.....- _ 

30 years after 
cutoff. 

...
 

16 BIAM Release 1, 



RFh - 4600 

Permanent Testporary 
Descriptim of Reoords FU~ Disposition Recx>rds Recx>rds 

, MARAJdl NuntJer Instructims Instructims Sdtedu.le , Sdtedu.le # 

34. ~~~~~w:;.
Ue incl\des regular ani 

townsi data that is received 
ftaD the e plant. Infer-
DBtim is fran legal 
de SCI iptim of I within 
sectim, township, range
of an m:a of both ani 
riC#lt-of-vay. FUe sOOws 
resmvatim oocJe: range:
township: sectim: IIll.tiple 
use (county) oocJe: meridian: 
raI'¥JB 
north 

east or west: township 
or south: 0CJlD1ty, state, 

ani township 
subdivisim: 

IlC!IIDe ani oocJe: 
blocJc: lot: 

cross-refen!llOe resezvatim 
code: ard subdivisim J'lBIIIe. 

a. Print:.rutsjpaper 
used as recxn:d 
title plant. 

oq>ies 
ocpy by 

Arrarqe by 
resenatim code. 

off 
of f 
fk>ld 5 

at close 
year. 

4634a-P5 

Wltil vol 
warrants: ret. 
to FRC. Offer 

\ 

! 

to HAM 20 years
after cutoff. 

b. Magnetic tape data. Arrarqe as 
awrq>riate. 

Disposeof after 
third update 
cycle. 

4634b-Jl'O 

NARA JOB NUMBm~ _ 

16 BIAM Release 1, 

http:Sdtedu.le
http:Sdtedu.le


RFAI.:IY - 4600 

Descriptim of Recxn:ds Filing
 
, MARA JdJ NuIItJer Inst.ructims
 

~~. Infonatim m this 
n!!Ceived fran the 

Were the data is 
rYr--"'~"""CDIglessimal. 

Aeoonl: prdJB files: recmd 
of sales: leases, rights-of-
way: deaths: deeds: 
CDqI ssional, Prest 
ard secretary Acts: ani riN1IIln'" 

specified dJaJments. File 
shows extract CU1troI n.mile:r, 
lard descr: iptim by cparter
sectim, township, r:arqe, 
tract reservatim code, tract 
nmtJer, avm:age fractimal. 
interest cx:mveyed, lard 
descriptim remark, III1l.tiple 
use (0CUIty) code, ani DBSter 
rese:rvatia'l code. 'Ihese files 
are used to shaw a oarplete 
historical reootd m all 
Inlian lams. 
a.	 Printruts/paper c:q>ies Arrarge by reserva-

used as record ~ by tim code, then by
title plant. lard descriptim. 

b.	 Magnetic tape data. Arrarge as 
approprfate • 

NARA JOB NUMBER'--	 _ 

Permanent 'I'e1tJOrary
Disposition Reoords Reoords 
Instructions Sdledule t Schedule # 

.. 
art: off at 4635a-P5 
of fiscal year.
Hold 5 years or 
Wltil volume 
warrants; retire 
to FRe. Offer 
to NARA 20 years 
after cutoff. 

Dispose of after 
third update
cycle. 



REi-. - 4600 

Descriptim of Records 
& MARA JdJ Nuntler 

~.... InfOIllBtim iJx::ltded 
file is received fran 

the ti plants Were it is 
takEn fran iatal. 
Aecxmi, prdJa files, 1«XJlds 
of sales, deeds, ified 
docuDent:s, ani ega! 
recoJ:ds. File stXJWB 
CXIIltzol 1'UIIler: dncu'B1t , 
nwber ani date: owner reRer-
vatim code: owner (allotment) 
mnt-r ani 1lI!IIIt!: grantor-
grantee code: relatiCDlhip 
code: fractimal. interest ac-
qu.iJ:al: ani DBSter resm:vatim 
code. Files are used to DBin-
tain inlividual. legal CJWI'lI!I'-
ship reco1ds ani tribally-
owned lani. 

8.	 Prlnt:a.tt/paper CXW used 
as 1«XJld cxw by title 
plant. 

b.	 Magnetic tape data. 

MARA JOB tumm~	 _ 

16 BIAM Release 1, 

Pennanent	 'l'eIIp>rary 

FiU~ Disposition Recx>rds Recx>rds 
Instructions Instructions Schedule , Schedule , 

ArranJe by locatim, 
then alJilabet.ically 
by last name. 

art: 0 

of f' 
Hold 5 vealrEt'01' 
wrt:il volume 

46368-P5 

WITHUftAWN 

warrants: retire 
to FRe. Offer 
to MARA 20 years
after cutoff. 

ArranJe as 
8WIq)riate. 

Disposeof after 
thinl update
cycle. 

4636b-TO 

WlltiUi'tl\fjl~ 



RFAllI'Y - 4600 

DescriptiCl1 of Recxn:ds 
, NARA Jc:i> Nlmtler 

Filin} 
InstJ.'ucti.ms 

DispositiCl1 
InstructialS 

Pennanent 
ReoonIs 
Schedule , 

'l'eqx>rary
Reooros 
Schedule , 

. InfOI1llltiCl1 
this file is taken fran 

vari legal 
ard 

Ian:! CJWI'V!l'Ship 
is received CI1 

ocxiiJq 
offices. 

fraa 
File 

agacy 
n!II'dd 

type, rarqe \D'li.t, 
code, rarqe lDlit 
acres, pendttee J"IIIDe, 
identificatiCl1 n"*'er, 
lDlit 1ID1ths, class, Intian or 
I'D1- Irdian stip.tlatiCl1 0Dde, 
allobiEill n"*'er, acres, Ian:! 
descriptiCl1 by cpart:er-
quarter, CXUIly 0Dde, Jdn:l of 
lard, sectiCl1, t.owrmh.ip, 
rarqe, ard stip.tlated JDlE!Y. 
File is used to prepare 
lislinjs shcwirq lard 
occupancy by 1ocatiCl1. 

a. Prinlout/p!Iper cxpies used Arrarqe by locatiCl1, cut off a 4637a-P5 
as recmd cqJy. then alPlabelica11y 

by pennittee name. 
of fiscal 
Hold 5 years or 
lDltil volume 
warrants: retire 
to FRe. Offer 
to MARA 20 years 
after a.rt:off. 

b. Magnetic tape data. 

NARA JOB NUMBm. 

Arrarqe as 
~rq>riate. 

Dispose of after 
third update
cycle. 

4637b-J1'O 

16 BIAMRelease 1, 



RFA. - 4600
 

Descriptim of Recxmls 
& MARA Joo Nl.mtler 

FilinJ 
Instructims 

Disposition 
Instructims 

tr 
1Itbo awn 1 m the lIeser-
vatim. File~"q;ll1ta1r11S 
ard historical DIh'1acnu. 
mtim ani provides
with a method of ~[U-LL 

lease In:x:ae, est:ablishiJq 
ownership, det.enrl.niJq lard 
am water usage, ani 
f'umi.shiJq financial analysis
for BIA ani tribal managanent. 

a. Printout/paper tq)ies used 
for recxml 0CP.f. 

rut off at ad 
of fiscal year. 

ld 5 years or 
ua".~vol\D8 
warranOK· retire 
to me. 
to MARA 20 yeElnS <; 

after cutoff. 

4638a-P5 

b. Magnetic tape data. 

MARA JOB tumm'-- _ 

ArranJe as 
8RJ1Oq>1O iate. 

Ili.spose of after 
thinl update
cycle. 

4638bJI'O 

I, ~ , V J I~ 

16 B~ Release 1, 



RFAUl'Y - 4600 

Descriptim of Recx>rds Filirg
, NARA Jci> NuntJer Instructims 

the AbEmJeen 
ocmaiI'B nao,~ .......l 

at Inlian lam dWl:JtBI'B 
regardless of sex onro.. ..... 

Shows DaleY CXIIpJtati 
each lease. 

a. PrintaJt/paper ocpy used 
as	 recx:Jld ocpy. ram¥at:1m, then 

al cally by
last J'lIDIe. 

b.	 Magnetic tape data. Arrarqe as 
8R>I¥ iate. 

MARA JOB tUmER'--- ~_ 

Petmanent Tatporary 
Dispositioo Recx>rds Records 
Instructims SCbedul.e , Schedule , 

art: off at close 4639a-P5 
of fiscal year.
Hold 5 years or 
\D'1til. vol\Be 
warrants; 
I"etire to FK:. 
Offer to MARA 20 
ua. .._ after 

Dispose of a 4639b-TO 
tN.rd update
cycle. 

16 BLNM Release 1, 



REI-. - 4600 

Permanent 
Deacripticm of ReoOl:ds Fil~ Dispositim Recxn:tIs 

, MARA JdJ Nlmtler Instructims Instructions Sdledule • 

a. Printout,tpaper ocpies used 
as recxn::d c:qJy. 

name. 

b. Magnetic tape data. Arran)e as 
arP1qJliate. 

MARA JOB NUMBER~ _ 

16 BIAM Release 1, 

0Jt off at close 464oa-P5 
of fiscal year. 

ld 5 years or 
volUlll! 

wcu:rarres:· retire 
to FRe. 
to MARA 20 yec!ll's ..... 
after cutoff. 

Aispose of after 4640b-T0 
thir:d cycle. 



Descriptim of ReooIds 
, MARA Jcb NuIrtler 

41. 

a.	 Pr.i.nt:cut!paper cq:>ies used 
as rec:oJ:d cqJy. 

RF.AI1lY -

FiU.n;J 
Instructims 

b.	 Magnetic tape data. ~as 
8WJ:q:JJ:iate. 

MARA JOB Nl.JI1BER'-- _ 

4600 

Dispositim 
Instructims 

ClJt off at close 
of fiscal. year.
ft:)ld 5 years or 
lD1t.il. volume 
warrants; retire 
to FRe. Offer to 

20 years
 
f"tooll:.y....,... ff.
 

Dispose of a 
tlWd update
cycle. 

PenIBnent 
Records 
Sdledu.l.e • 

464la-P5 

4641b-1I'O 

16 BIAMRelease 1, 



REf.. _ - 4600 

Permanent 
Descripticn of Records Fil.in:;J Disposition Records 

" MARA Jd:> Nuntler Instructions Instructions Sdledul.e t 

a. Printout/paper ocpies used 
as MOOJ::d c:qJy. 

b. Magnetic tape data. 

MARA JOB tuH!R=-- _ 

Arran)e as 
appzqn: late. 

43. INDIAN lAND RFXXR:6. Files 
inclule lard description, 
CU1zeul ownership, prdJate ard 
title history of In:Iian trust 
lard. Also incllde recxnds 
~ imividuals who 
have received ovezpayment (s) 
Mlative to lard di S(X'S81., 
leases, sales ard rentals 
naintained by Title Plants. 
SUbject to the Privacy Act 
(BIA-4) • 

NARA JOB NUMBER"'- _ 

Arran)e al(ilabeti-
cally by last nane, 
then by lard 
descripticn. 

rut off at close 
of fiscal year. 
Hold 5 years or 
until. vol1.lll! 

'---1IIap:m'd:s: retize 
to Offer to 
MARA 20 vea~ 
after cutoff. 

4642a-P5 

Dispose of after 
thlni tPte. 

4642bJ1'O 

rut off at close 
of fiscal year. 
Hold 5 years or 
\D1til volume 
warrants: retize 
to~. Offer 
to MARA 20 ~ 
after-lietiw:: ~ 

~at. 

I 

4643-1'5 

('("' 

16 BlAMRelease 1, 



RFAU.I'Y - 4600
 

PenMnent 'l'eqx>rary
Descriptim of Records Filin.J Disposition Recx>rds Recx>rds 

& MARA Jd:> NuntJer InstructialS Instructions Schedule # Schedule If 

44. INDIAN 'IBm lAND ~. 
Files <D1tain IIDIt.gage recmds 
ani ~ documents. 
SWrIect to the Privacy Act 
(BIA-12) • 

MARA .JOB nYrux:.l!'-. _ 

ArraR:fe 
alpmbetically. 

art: off at close 
of year in Wicfl 
nmtgage is sat-
isfied. ibId 5 
years or until 
volUIE warrants: 
n!th'e to me. 

4644-P5 

Offer to MARA ~?1 .rr-
years
2atit: 

after 
d. 

c,M""- err""'" 
' 

cally. of fiscal 
actim~ 

year 

pletecl. ibId 5 
years or until 
volume warrants: 
n!th'e to me. 
Freeze realms: 
offer to MARA 20 
years after 
retiJ:emes at. 

16 BIAM Release 1, 



RlAOO AND,~ jRJRl'AT!OO - 4700 

Permanent 'I'enporary 

Descriptim of Reoolds Fili.rg Dispositim Records Records 
& MARA Jd:> NuniJer Instructims Instructims Schedule , Schedule # 

1. RW> <XI§'lBg'IQf I'Bl1'!r1' 
1lU§. Project case files 
J:elatin;J to the OCXlSt.nrtim 
ani IIIlint:.enaooe of roads ani 
bri&jes iooltdin} pZqJOSals, 
q»erat.in) schedules, road 
ea.........ls ani deeds, ri~-of-

Arrarqe by project 
rami:Ier. 

cut off at close 
of fiscal year 
of project OCID-
pletim. Hold 5 
years or until 
volume warrants: 
Mtire to me. 

4701-P5 

way doc:unent:s, cost estimates, 
pIOCj1 ZepoLts, final state-
ments or a.....ries of project 
costs, OOL1esp:xdeJ1ce ani 
J:elated uaterial. 

Offer to MARA 20 -1 

years after C~1 
~d::d:1!C!lbI!lIt• 

ra: 

AHaArJa ~laJi- QIt eff at GlGII8 470lrll'S 
cally, then by 
locatim. 

of fiscal. year.
Hold 5 years or 
until vol\DB 
warrants: Mtire 
to me. Desb:oy 
~O years 
rotoff. 

after 

\ 

! 

16 8IM Release 1, 



IPAOO AND 'lRANSroRl'ATIOO - 4700 

Descript.im of Recxuds 
& HAM Jet> NuntIer 

Filin) 
Instructims 

Di.spositim 
Instructims 

Permanent 
Records 
SChedule t 

'l'eIIporary 
Records 
Sdledule t 

Arrarqe by locatim. out off at close 
of fiscal year
that project. is 
CXIIpleted. Hold 
5 years or until 
voltne warrants: 
mtiJ:e to me. 
Offer to MARA20 
years after m-
tirement. 

4703-P5 

4. RW> ~ MP fAm. In-
cltde tracin;JB, blueprints, 
profiles of road am bri~ 
CD1Structim projects, ~ 
vatial road maps, and related. 
descriptims of rrutes. 

MARA JOB tumm 

1'UIi:Jer. 
by project. out off at close 

of fiscal. year 
of project. ~ 
pletim. Hold 5 
years or until 
voltne warrants: 

to me. 
MARA20 

4704-P5 

~ 

... 

16 BIAMRelease 1, 



RWl? AND 'IRANSroRI'ATI~ - 4700 

DispositiCl'l
InstructiCl'lS 

Permanent 
Recxnds 
Sdledule , 

Tenp>rary 
Recxnds 
Sdledule , 

5. IIlNJZ l1fVRlItRX. File 
incl\des the followinj it.ell& 
for roads m BIA larxJs: area, 
agacy ani reservatim code; 
xart:e 1UItJer, sectim; road 
length, cpllity code; CXBt of 
seal coat by mile ani sectiCl'l; 
class; PI setll type of sur-
face; aJlzeill ani plamed road 
surface type; estiDates for 
plarl1Sd ~; scf1oo1 bIB 
usage code; status of road 
sectim; ocunty secliCl'l; 
state; avm&ge traffic; user 
benefit; plan benefit; am net 
benefit. 

a. Printout,lpaper cq:Jy used 
as recxnd cq:Jy. 

Arrarx)e by Mea then 
cq:s cy then by 
resmvatiCl'l code. 

0Jt off at close 
of fiscal year 
of project cx:m-
pleliCl'l. 8lld 5 
vears or \D1ti1 
volume warrants; 
retire to FRe. 

47058-1'5 

Offer to MARA 20..l 
years after C~ 
~lha,alt. 

_"'C-

MARA JOB tUmER 
tape file, dis-
pose of after 
third update
cycle. 

16 BIAMRelease 1, 



Jn1\OO AND'IRANSroRl'ATIOO - 4700 

Descriptim of Reoot:ds 
, MARA Jci> N\mtJer 

Filin}
Instructions 

Dispositim
Instructions 

Permanent 
Recmds 
Sdledule • 

Te!tp:>rary 
Records 
Schedule • 

6. IIUOOE INVBflmX un;. File 
incltdes the followin} itans 
for brid)es m BIAlards: 
area, 8CJE!Icy, reservatim, 
route, sectim, mile, p:Bt, 
state, 0CJlD1ty, sctmol route, 
year built, stn£tmal. dlarac-
teristics and other stn£tmal. 
data, ocnH.tim of st.nJct::m:e, 
estbated n!IIBininJ life, pro-
posed inprovements. 

a. Print:aut,lpaper 
as recxn:d ~. 

~ used art: off at close 
of fiscal year
of project c::x.-
pletion. Hold 5 
years or until 
volume warrants: 
reti.re to me. 
Offer to HAM 20 
years after c.~ 

-I!eti:t4!!II!ntJ. 

4706a-P5 

tape files dis-
pose of after 
third update 

16 BIAM Release 1, 



Rl1\OO AND 'lRANSroRl'ATIOO - 4700 

Descriptioo of Records Filinj

& MARAJd> NuntJer Instruct.ioos
 

~by locatim 
then time pericx:l. 

ani related lIB1~ 
are at Federal ~~ 
Administratioo. 

a.	 Reoot:d c:qJy maintained by 
Central Office. 

b.	 other c:q>ies. 

MARA JOB NUMBERNl-75-89-1 

16 BIAM Release 1, 

PeImanent 'l'e!1porary 
Dispositioo
Instruct.ioos 

Records 
Schedule t 

Records 
Sdledul.e t 

cut off at close 
of fiscal year
of pr:o;p:am
oarpletioo. 
Hold 3 years
\D1til volume 

or 

warrants: retire 
to FRe. Destroy 
20 years after 
duplicate. 

4707a.JI'3 

Destroy when I'D 

laqer needed 
or reference. 

470~ 



RY\OO AND TRANSFURl'ATIOO - 4700 

PenIBnent. 
Descriptim of Recx>rds 

& NARA Jci> Nl.miJer 
Filin)

Instructicn; 
Disposition
Instructions 

Recx>rds 
SChedule #I 

8. 

am rela 
road omstructi 

Arran;Je c:.tlraDlogi-
cally, then by 
Ieport type or 
locatim. 

mai.ntenaooe activit! 
CDJt:ainirg such infoma 
work pzoglam status; amual 
Sl1IIIlIinY of road ooostructim 
OCIIpleteddurin) the year, 
with unit cost; amual road 
inventOIy givin) classifica-
tim of the roads system am 
miles un:Ier maint.enaooe; 
PlqJOSed projects; reooId of 
work pLOJIam; am projects am. 
ci>ligaticn;. 

Cllt off every 3 
years at close 
of fiscal year. 

3 years or 
until 
warrants: ...~~~ 
to FRe. 

a. Recmd c:qJy maintained 
Central Office. 

by 20 years after 
retirement. 

4708a..JI'3 

b. other copies. 
i,

I 

Destroy when 00 

l~ needed 
4708b-TO 

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

16 BIAM Release 1, 



'lHJST FUNIE AND lIM - 4800 

Descriptic:n of Aeoulds 
& MARA Jd> tbItJer 

Dispositic:n
Instruct.ic:ns 

PerRBnent 
Aeoulds 
Sdledul.e • 

1. ArranJe mmerically 
by aoccurt:, then by 
locatic:n. 

rut off at close 
of fiscal year.
Hold 3 years or 
until. vol\De 
warrants: retire 
to fR:. Offer 
to N1tRA 20 years 
after Ietire-
mente 

4801-PJ 

2. rut off at close 
of fiscal year.
Hold 10 years or 
until. vol\De 
~~t:s: retire 

Offer 

4802-PlO 

N1tRA JOB tumER\.- _ 

16 BIAM Release 1, 



'IHJST FUNIl3 AND lIM - 4800 

Descriptiat of Records 
& MARA Jcb Nl.miJer 

OCI'lSist of
 
Treasury by the
 
b.1rs~ Agent. ...--.,~-" 
SF-1219, statement of Al:XlOUJ'It 
ability; am SF-1220, state-
ment of Transactiat Acc:lordin:J 
to 19»:opriatims, F'url:Js, am 
Receipt Aoooonts. GNJ site 
au:lit reoords. 

MARA JOB NtJmm Nl-75-89-1 

4. IQJlHIN cmx::K RFnWCIJJ"ATT~ 
TJ§TTNG FITfS. CCIrp.tt.er 
printaIt sOOwi.n;J aocounti.n;J 
syDix>1, serial J'U'It)e.r, am 
aJID.D1t for all d1ecks written 
for the Irdian SeIvioes 
Special Disblrs~ Agent. GNJ 
site au:lit reoords. 

MARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Fil~
 
Instructims
 

Arrarge dlrcn:>logi-
cally. 

Arrarge dlrcn:>logi-
cally. 

Dispositiat
Instructims 

a.It off at close 
of fiscal year.
Hold 3 years or 
mItil volume 
warrants; retire 
to FRe. Freeze 
recxn;ds; destroy 
6 years 3 IID1ths 
after retiIaDent 
aDe freeze is 
lifted. 

a.It 0 t close 
of fiscal 
Hold 3 years 
mItil volume 
warrants; retire 
to FRe. Freeze 
reCX>rds; destroy 
6 years 3 natths 
after retiLatert: 
once freeze is 
lifted. 

4803-T3F 

4804~F 

http:CCIrp.tt.er


'1KJST FUNOO AND lIM - 4800 
(lIM - 4850) 

DescriptiCl'l of Records
 
& NARA Jet> Nl.1niJer
 

~~~~~~. ~lls 
ra;~rts for witldrawal. of 

:flu'Ds,cq>ies of 
awlicati or smplus
:flu'Ds,client reports, 
ani related • 
Also incllDed are aut:l'lor .es 
for disbursement, VQlChers, 
rc7jal.ty ani productiCl'l state-
ments, heirship data, dlarges 
of aah'ess, SF 1047 (PUblic 
Va!dler for Refun:Js) document-
irq payments/re:flu'Ds,canoel.-
led dlecks, st:q> payments am 
other related documents. 
Record cqJy generally retained 
at Area. SUbject to the 
Privacy Act. (BIA-3). 

NARA JOB NUMBER Nl-75-89-1 

Permanent 
Filirq

Instructioos 
Disposition
Instructions 

Records 
Sdledul.e # 

Arrarqe alJilabet.i-
cally. 

out off at close 
of fiscal year. 
As volume war-

4851-P5 

rants, :retire to 
PRe 5 years 
after prct>ate 
ani ather 
actioos are 
cx.upleted. 
Offer to NARA 20 
years after 
:retheueJ'1t• 

16 BIAM Release 1, 

http:rc7jal.ty


'1HJST FUNIl3 AND lIM - 4800 
(IIM - 4850) 

Pemanent Te!Tporary 
Descriptiat of Recxn:ds Filirg Disposition Records Records 

& MARA Jci> NlJnt)er InstructialS InstructialS Schedule 4# Sdledul.e 4# 

Arran;Je alPlabeti-
cally. 

a. Recx)l:d0CP.i. <lIt off at close 4852a-P5 
of fiscal year. 
Hold 5 years or 

il volume 

to FRe. 
ta MARA 20 val_ 

after retire-
ment. 

b. other cq>ies/duplicates. Destroy lhm 00 

larger needed 
for reference. 

4852b-TO 

MARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 



mm FUNOOAND lIM - 4800 

Descrlptim of Reoords 
& MARA Jd> Ntmb!r 

HAM JOB NtMBElt	 _ 

4.	 lIM 1lJPI..ICA11!i B§l'lJ«i AND 
a:tmpL RfXUQj. Ccpies of 
post.inJ ani CU1trol records, 
ani wortmheets. Maintained in 
AnIa. &Piect to the Privacy
Act (PIA-3). 

HAM JOB NlMBElt	 _ 

\ ,
I 

16 BIAM Release 1, 

(lIM -

FiUnJ 
Inst.ructi.ms 

ArrarI)e alpmbeti-
cally. 

ArrarI)e alpmbeti-
cally. 

4850) 

Dispositim 
Inst.ructi.ms 

<l1t off at close 
of fiscal. year. 
As volume war-
rants, retire to 
me after BIA 
audit or 5 years 
after cutoff, 
micbeYer is 
earlier. Offer 
to HAM 20 years 
after retire-
ment. 

<l1t off at close 
fiscal year. 

Des~JJ/ 3 years 
ClJ1~f. 

Permiment 
Recxuds 
Sdledul.e • 

4853-P5 

4854-'1'3 

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


'lHJST FUNIE AND lIM 
(lIM - 4850) 

- 4800 

DescriptJ.m of RecoI:ds 
& MARA Jci> Nunb!r 

Filin} 
Instructims 

Dispositim
Instructims 

PenBnent 
RecoI:ds 
Scbedul.e • 

'l'Eqlorary 
RecoI:ds 
Scbedul.e • 

5. lIM NAME mi. 'Ibis DBSter 
file amtains the names of 
iniividJals lllo have an lIM 
llCCXU1t. Shows ac:xnmt na-
her, census 1'UIber, allotliiaut 
code, type of transactim, 
sntajE!iC}' designatim. Infer-
natim m this mgnetic tape 
file is used for lID1thl.y am 
semianmal lIM lep>rts. 'nip! 
I'IBintained l7.i NISC. Nrlect 
to the Privac.y Act (BIA-3). 

rut off Wen 
superseded. 

8. Print:cutlpaper CXlpies used 
as IaXJld copy. 

Ai:ldlge
cally. 

alpmbeti- Hold 1 year 
destroy. 

then 48558-'1'1 

8Rllqll late. data 2 1'ID1ths 
after cutoff • 

... 

16 BIAMRelease 1, 



'lRJST FUNOOANDlIM - 4800 
(lIM - 4850) 

Descripticn of Records 
& NARA Jci> Nl.m'ber 

6.	 lIM B1t.I.ANC'E RHlARDmffl. 
'Dlis file oootains a listinj 
of .intividual lIM aa:nmts, 
ren~ the 1IDlE!y balaIDe. 
Irrlividual aa:nmts are 
updated by deposit am with-
drawal data furnished by Area 
Office. File is used for 
aaxJlD1tin;J of lIM aa:nmts. 
Magnetic tape maintained by 
Nl'SC. SUbject to the Privacy
Act (BIA-3). 

a.	 Printout./paper cq>ies used 
as recxa:d oc:.py. 

7 •	 Q\SH Q)IUcrI~ FIIES. 
CcXlsist of deposit tickets, 
official receipts, bills for 
oollecticn am checks written 
to BIA for deposit to the u. s. 
TreasuIy. 

NARAJOBNUMBERN1-75-89-1 

Filinj Disposition
 
Inst.n1ctions Instructions
 

aIt off at close 
of fiscal year. 

ArranJe alpmbeti-	 ibId 3 years
cally.	 after cutoff 

then destroy. 

ss. 
ArranJe as	 aIt off at close 
awrq>riate.	 of fiscal year. 

Hold 3 years or 
until volume 
warrants; retire 

"'" to FRe. Freeze 
records; destroy 
5 years after ~t-~ 
PSt~SlaeRt 0I'De 

freeze is 
lifted. 

Pennanent Tenp:>rary 
Reoords Reoords 
Schedule 1# Schedule # 

4856a~ 

4856J:J-'1"3 

4857~F 

16 BIAMRelease 1, 



'1BJST FUNIlS AND lIM - 4800 
CIIM - 4850) 

Descripticn of Records 
& MARA Jcb NuniJer 

Filin:J 
Insb:uctioos 

Dispositioo
Instructioos 

'1'erIporary 
Records 
Sdledul.e # 

a. Paper ocpies/printruts 
used as :reoord copies, 

4858a-T3F 

WIHIBr.A'Nff 

:reoords; ~~~ 
5 years after 
retil:e:iSIt eRE 

freeze is 
lifted. 

b. Magnetic tape data. 

MARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Arrarge as 
CJWIq)riate. 

Dispose of after 
third update
cycle. 



'lBJST FUNOOAND lIM - 4800 
nIM - 4850) 

Pe.nIBnent 
Descriptioo of Recot:ds 

& NARA JciJ NlmDer 
Dispositioo 
InstructialS 

RecoJ:ds 
Sdledul.e # 

files OCXlSist of SF-215, 
Deposi1: .cket, maintained in 
deposit sequerDe.
Shows date, . 1"IJIIt)er, 

Arrarqe m.nnerically. cut off at close 
of fiscal year.
Hold 3 years or 
lDltil volume 
warrants: retil:e 

4859~F 

a<:XXllD1tirg statioo, 
bank name ani locatioo, 
acxnmtirg syniJols am 
cm:::mrt:s, ani department 

l, 

or 

to FRe. Freeze 
reoo1ds: destroy 
10 years after 
retiIetoelit alOe 

agel 'C';I name am alllIess, freeze is 
anootated with batch l'1UlIiJer lifted. 
am date to verify
deposits. 

bank 

NARAJOB NUMBERNl-75-89-1 

16 SIAM Release 1, 



IRRIGATICIf AND lU'lER - 4900 

Descriptim of Recon:Js Filirq Disposition 
, MARA Jd:> NlmtJer n&t:J:1rtions Instructions 

1. RIVER BASIN mtJIlJ"J§ roffl. 
stu:Uesm irrigatim,
ecx:aaalc, CO'IiitiCl'1S, an:! 
resouroes at Irdian rese~ 
vatims located near river 
basins (adl as the Misaouri 
River Basin), to be used in 
deYalq:»irq pzogzCiiiB for the 

AITan)e by locatim. cut off at close 
of fiscal year 
sb.dy is 0CIIr 
pleted. Hold J 
years or \D'1til 
vol\Be warnmts: 
Mtire to fR:. 
Offer to MARA 20 

4901-PJ 

aEM. 

MARA JOB tuII!Bt _ 

years after 
cutoff. 

-......:~......--. In::l\de ocpy of 
ease ag:IeEiilEut for the 

project, iptim am sum-
IIBlY of project:, , l'8R}e 

n!SCIUn:IE!S, sbdies, va 
storage data, operatim am 
1lIlint:enarD! plans, SlIIIIIBrY of 
costs, finarx::ia1 plan, am 
related oouespadence. 

then project 1UItJer. of fiscal year
in whim project 
is ocmpleted.
Hold J years or 
tmtil volume 
warnmts: retire 
to FRe. Offer 
., MARA 20 years 
after retire-

16 BIAMRelease 1, 



IRRIGI\TICfi AND IOlER - 4900 

Desc::riptim of Recolds 
, HAM Jd> Nuntler 

Fililq
Instructims 

Dispositim 
Instructi.ms 

Permanent 
Records 
Sdledul.e , 

Arl'arqe by loaltim, 
then by project 
J'UIt)er. 

art: off at close 
of fiscal year.
Hold3 years or 
lD1ti1. volllllB 
warrants: ret:.i.m 
to FRe. Freeze 
UWlds: desboW 
20 years after 
cutoff aD! 
freeze is 
lifted. 

4903~F 

4. IRBIG.\TJ:af Nm RJNm <D§'l1IP-
'l'l(lf PRlJJ!X:T rom. originals
of CDlStructim projects,
associated 1IBpS, surveys,
sbdies, ani related UJIles-
pel de!1Oe. 'lbey inc1lde his-
tories of projects ani other 
relevant documentatim. 

NARA JOB tuHR~ _ 

art: off at close 
of f.isall. year
of project CXIIr 
pletim. li>ld 3 
UDlI __ or lU1til 

destroy 20 VDI__ 

after cutoff 
0I'X"e freeze is 
lifted. 

4904~F 

16 BIAM Release 1, 

" 



IRRIGATIaf AND IWER - 4900 

Descriptim of Recmds
 
, MARA Job Ibtler
 

Arnm;Je runerica11y 
by project JUIt)er. 

6.	 IRRIGM'Iaf MNS MD 1lWIDIjS.
CkJpies of maps ani drawiJqs 
shCJwin;J irrigated area, lam 
Pt'ip:IS8d for restoratim, 
water drainage, brlldirgs, 
etc. 

MARA	 JOB rumm~ _ 

Dispositim
IrBtructims 

art: off at close 
of fisall year
of cxmpletim.
ft)ld J years or 
lD1ti1 1101\1118 

warrants: mt.ire 
to FK:. Offer 
to MARA 20 yau:'S 
after retire-
DEIlt. 

0Jt off at close 
of fisall year.
ft)ld J years 
then offer to 

• Offer to 
20 years 

Permnent 
RecoI:ds 
Sdledule , 

4905-PJ 

4906-PJ 

16 BIAMRelease 1, 



IRRIGl\TIOO AND RMm - 4900 

Permanent '1'e1pJrary 
Descriptial of Recm:ds 

, MARA JdJ NlIntler 
FilinJ 

InstructiCl1S 
Dispositial
Instructicns 

Recm:ds 
Sdledul.e , 

Records 
SChedule , 

7. 

fOlecasts, """""'~ 
plans, ani relatEO"tJ9l:ltl!S 
par:lerD!. 

Al"r:'arqe c.tlrcD>loqi-
cally, then by
locatial. 

art off at close 
of fiscal year. 
Hold 3 years or 
until. volume 
warrants ani 
retim to FR:. 

4907-T3 

MARA ~ ._"au&;j"'- _ Destroy 20 years 
after cutoff. 

8. IRRIGATIOi 1<til'U<I§. Periodic 
narrative ani statistical 
lepurts al irrigatial qJel'8-
tiCl1S, CD1Structial ani DBin-

Arran)e by locatial 
then by lEpOlt type. 

art: off 
of fiscal yair. 
Hold 3 years or 
until. volune 

4908-PJ 

t:enaJ'¥:)e • warrants: retire 
to FR:. Offer 

MARA JOB tuml!Rl....- _ to MARA 20 years 
after retire-
ment. 

9. AND 
~. Reoords ~dl VUlI'-G..LI 

water am power usage readi.rqs
for custaners services by
project. 

Al"r:'arqe 
cally. 

dlraloloqi- ~ off at close 
of fiscal year. 
Hold 3 years or 
lD1til volume 

4909-T3F 

MARA~ lUHRt...- _ 

16 BIAMRelease 1, 



:nmGM'I~ AND IQlER - 4900 

Desc:riptim of Aecxm]s 
& MARA Jcb NuntJer 

Dispositim
Instructims 

Permanent 
Aeoor:ds 
Sdledule t 

10. 
IIXi6L CZ\SE UIE. FUes 
CUIUacts ani related papers
grantin;J penanent water 
riC#Jts to in:H.vidJals, ani 
legal. case files involvin;J 
irrigatim 1IBtters. 

~ JOB nuI''IIJEOI\....- _ 

Arrarqe 
1"I\Jd:)er. 

by case fUe aJt off at 
fiscal year em 
of acxxurt: 
closin). Hold 3 

--'lI8I!UrB or until 
volumei!llan;aat:s 
retiJ:e to FK:. 
Offer to MARA 20 
years after 
retiraDent. 

491o-P3 

11. 
tmIJ'I'I1§. Acx:xu1ts 
omt:ainin;J power aery 

~, agU80eilts, 8A>li 
tims, cc:ntracts ani bUlin} 
recatds. Maintained by office 
of origin. sutrlect to the 
Privacy It;t (BIA-26). 

~ JOB IUIIH\. _ 

Arran)e IUllerically 
by custaaer acxnmt. 

4911..1f3F 

16 BIJ\M Release 1, 



IRRIGI\TI~ AND IUlER - 4900 

Descriptim of ReoJlds 
& MARA Jd:> N\.mt)er 

Filin;J 
Instructims 

Dispositim
Instructims 

Pennanent 
ReoJlds 
Schedule t 

Tenp>raty 
ReoJrds 
Sdledule t 

Arrar'qe by IEp>rt 
type then c:hJ:aD-
logically by
locatim. 

cut off at close 
of fiscal year. 
Hold 3 years or 
until. volllDe 
warrants: retiJ:e 
to PRe. nwze 
recx&ds: destroy 
20 yaars after 
cutoff CDJe 
fl'eeze is 
lifted. 

4912-T3F 

cally,
tim ani 

rustaner 

NARA JOB tUmm:.-... _ 

14. 

NARA JOB tUmm"-- _ 

Arrar'qe 
by book 

l1l.1IDel"ica11 
rutiJer. 

Y a.t off at c1 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to FRe. Fleeze 
lec:or;d: destroy 
20 years after 
cutoff aD!! 
freeze is 
lifted. 

4914-T3F 

16 BIAM Release 1, 



IRRIGM'I~ AND HMm - 4900 

PeJ:manent 'I'E!rporary 
DeacriptiClt of Reoolds 

" MARA Jc:i> NuntJer 
Fililq 

In!Itructims 
DispositiClt 
In!Itructims 

Raxnds 
Schedule , 

Raxnds 
Schedule t 

, 
. Original mps, 

ani tracings of 
CIt systaI& am 

An8i1ge by location. <lit off at close 
of fiscal year.
Hold 3 years or 
until vol\DB 
warrants: retire 

49~ 

to PR:. Desb:oy 
10 years after 
cutoff. 

16. IUIER AND IRRIG1aI~ .. <lit off at close 4916-11'3 
gJEm. Work Oldei:s for lCIU-
tine DBint.enarD! of power 
plant Sldl as light fixtures, 
brlldbq nprlrs, etc. 

of fiscal. year
in whidl wrlt is 
calPleted. ~ 
stray 3 years 
after cutoff. 

MARA JOB 

17. =zQ1L SURVEIS. stuiies of the 
irrigatiClt ani cultivatim 
potential of the soil in 
particular areas, irolu:li.ng a 
dete:ndnation of the Jbysical 
dlaracteristics of the soil, 

Arran:Je by locatim, 
then chralologi-
cally. 

Place 
inactive f 
~ 
I:¥ a new SUIVeY. 
Hold 3 years or 
until voluae 

4917-P3 

«."IiQ8itim, ani ocn:lltion of warrants: retire 
the native vegetation. to PR:. Offer 

MARA JOB tUmER 
to MARA 20 years 
after rethe-
mente 

16 BIAM Release 1, 



IRRIGATIOO AND KMm - 4900 

18. 

Descriptim of Recx>lds 
& MARA Jcb NudJer 

Imm·
erosim CCI1troI il 
ocnJ8l'Vatim ildtdinq 
amotat.ed base IIIIpB shDwinJ 
erosim cxnUtim, tectmical 
survey IIBpB shDwinJ typE of 
soil, ani:mps shDwinJ lard 
Pl'ipOBed for restoratim ani 
water drainage. 

NARA JOB I«.MfI!Jt _ 

FiliJq 
Instructims 

ArJ:arqe by locatim. 

then du:a1ologi-
cally. 

Dispositim 
Instructims 

Olt off at close 
of fiscal year. 
Hold J years or 
until vollDS 
warrants: retire 
to FR:. Offar 
to NARA 20 years_ft-.... retire-

of fiscal. year. 
Hold J years or 
until volume 
warrants: retb:e 
to FR:. Offer 
to. tIARA 20 years 
after retb:e-
mente 

Petmanent 
Recx>lds 
SChedule • 

4918-PJ 

16 BIAMRelease 1, 



IRRIGl\TIaf AND IUIER - 4900 

Descriptim of ReoOlds
 
, MARA Jci> NUntJer
 

ArranJe runerica1ly 
by case, then by 
locatim ani year. 

21. IRBIGld'lCif ASSES§MI!Nl' CJQF.
IIDUxa\TI<Hi. Files of
 
C:011espcx~ am lists
 
relati.rg to Dldificatim of
 
q»eratim ani IIBintenance
 
ass eS!!IIIE!iiIt m:ders.
 

Pennanent TE!rp>rary 

Dispositim Records RecoIds 
Inst.ructims Scbedul.e t Sdledule t 

<lit off at close 492()-1l'JF
of fiscal year
of case closin}. 
Hold J years or 
1D1til vollmB 
WI!Ir11U1ts: retire 
to PK:. D"'e 
rMMcJs: dalb:oy 
10 years after 
cutoff OlD! 
freeze is 
lifted. 

<lit off at close 4921..I}'JF
of fiscal year.
Hold J years or 
.... n~ volume 

16 BIAMRelease 1, 

http:relati.rg


IRRIGATICfi AND !aim - 4900 

Pennanent 'l'ErIporary
Descriptim of Jeaotds Fililq Dispositim Records Reuuds 

, MARA JdJ N\.mt)er Instructims Instruct.ims Schedule , SChedule , 

... 

22. 
Plans for Cll:1P-I~~1 

particular lards a:NIIi!1:I'IEf....jL 
n!lative1y ICDJperiod. 'lbey
bd.\de a ctq) histaty of the 
lard givilq the crops that 
have been grown m the lani 
ard the yield ciJtained for 
each. 

MARA JOB IUtIEI!lt _ 

Ar.t:an;Jed by plan 
type. Raxud CXJPY 
retained by office 

origin. 

4922-T3F 

23. Ar.t:an;Jed by SQIIIIIry 
type ani locatim. 
Jeaotd CXJPY DBin-

~~ .......by office of 

4923-T3F 

W~ '. 
MARA JOB NlMmt _ 

16 BIAM Release 1, 



mJCATIQ{ - 5000
 
CCDfl'INUDIl mJCATIaf - 5200)
 

Dispositim
Inst:ructims 

1. Arrarqe
cally. 

aIpIabeti- 0Jt off at close 
of fiscal. year
in Wlich loan is 

5201JI'5 

W~i\ 
B. 
b. 
c. 

~J.c::ati_""',6.""" 
~ of agraaillilt 
~CI1B 

repaid or can-
celled. I:&itroy 
5 years after 
aJt:off. 

d. Client's acIJol.astic 

e. 
f. 

140000ess lepw: t:s 
Raceipt:s of payIEI1t 
Reports of deliDp!nt 

payments 

'. 

16 BIAM Release 1, 



mJQ\TIOO - 5000 
(CXIfl'lNUD«! ED.Ja\TIOO - 5200) 

Pemanent TEIIporary 
Descriptiat of Aeoolds Dispositim Aeoolds Aeoolds 

, MARA Jm NlmtJer Instructiam Sdledul.e t Sc.hld11e • 

2. IIIgg EIDl\TICIf GIWfl'/
SCJI)IMSHIP QSE wm. 
Reoold OCJIY kept by office 
DBki.rg grant. 1Icl\des: 

ArranJe aJ.plabeti-
cally. 

cut off at close 
of school year
in which case is 
closed. ibId 5 

5202-115 

a. AWlicatim 
years or until. 
volume warrants: 

b. AwaId retiIe to :me. 
c. 
d. 

Reoc"'iEimtiam 
Sdlolastic or other 

plog:tess lepolts (does 
not .iJx:lute trara:::ripts
which are DBintained 

Offer to MARA 20 .oc: 
years after c.. c.vt- or-r 
!eMi: .1 .. 

e. 
un:Ier 

Recmds 
5417-115)
at mi suse of turds 

f. 
or aYe1'pElyIIIE!! 

Related CXJlU:SpOi derx::e '. 
SUbject to the 
(BIA-22). 

Privacy Act 

MARA JOB l'IUI"lI:Ir.oI~ _ 

16 BIAM Release 1, 



EWCATIOO - 5000
 
Ccx:N1'INUING EWCATIOO - 5200)
 

Descriptim of Reool:ds 
& MARA Jd> NlmiJer 

3. 

letters fran Intian stuients 
request.irg fi.nan::ial. .
 

4. 00 
'1hese recxmls . to 
vocatialal CXJUrSeS 0 

for adults am irx::lme 
naterial as JlD1thl. y/anra.Jal.
1eports, inllvidual pLogLess 
1eports am related carre-
sporderx:e. Record ocw 
DBintained by office of 
origin. 

MARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Filirq
InstructialS 

~ alJilabeti-
y. 

Arran:Je alPlabeti-
cally. 

Dispositim 
InstructialS 

aIt off at close 
of scbool year. 

after cutoff. 

aIt off at close 
of scbool year. 
Hold 3 years or 
until volume 
warrants: zetire 
to FRe. Offer 
to MARA 20 years 
after zetire-

5203-'1'3 

5204-P3 



fDJCATIOO - 5000
 
CSQl)QL FACII.J:Tm; - 5300)
 

Descriptim of Reootds
 
, NMA Jcm IbIIler
 

Arran)e alPlabeti-
cally by sdlool. 

2.	 SCJIX)L mJII'ttQfl' PU\Ntf1Kl Arran)e by sdlool 
nIlS. 1hese files are lc::a!tim. 
aoclJJIIllateddurin;J the 
p18l'l'li.nJ stages of eqnipnent 
lads for schools. Irx::l.tded 
are~~am 
justificatims, analyses of
 
needs, CUiiiBlls m ~
 
layouts, am final decisions.
 

NARA JOB NUMBER\.- _ 

16 BIAMRelease 1, 

Dispositim
InstructiCDJ 

0It off at close 
of fiscal year 
when printed 
cqJy is distri-
b.tted. Hold 5 
years or until. 
volgae wrrant:s: 
retire to FR:. 
Destroy 25 years 
after cutoff. 

QJt off at c1:til8E! 
of fiscal year 
lttlen final 
decisim is 
reached. Hold 3 
years or until. 
volume wrrant:s: 
reth'e to FRe. 
Destroy 10 years 
after cutoff. 

Permanent 
la,xuds 
Sdledule t 

5301-'1'5 

5302.JI'3 

http:p18l'l'li.nJ


EDJCATIOO - 5000
 
C5(]I)QL FACILITIES - 5300)
 

Descriptim of Reoolds FilinJ 
& MARA Jci> NuniJer Instructims 

otW1S.LD'~.
tiatB _,-.aol 

estiDBtes of 
priority ranJdn;J ""~_"" J 

Also incltdes any aSl!!lbs.:IlatEd 
legislatim ani ocpies 0 

hearings or CCIIIIlitt.ee ....aronrt·d'., 

Pennanent TEI1poraty 

Dispositim Recx>Ids Records 
Instructims Schedule t Schedule • 

<lit off at close 5JOJJI'4
 
of fiscal year.
 
Destroy 4 years
 
after cutoff.
 

.~ 

16 BIAM Release 1, 

http:CCIIIIlitt.ee
http:otW1S.LD


IDJa\TIOO - 5000 
(SCH:X)L FACILITIES - 5300> 

TeDporary 
Descriptim of ReaJtds 

& MARA JdJ N\Jnt:)er 
Filirq 

Instructions 
Dispositim 
Instructions 

Records 
Schedule f 

a. PrintaJtlpaper cqJy used 
as recxxtd cqJy. 

Arrarge 
mntJer. 

by project 5304a~ 

b. Magnetic tape data. 

MARA JOB NtJmm~ _ 

Arrarge as 
awlq>riate. 

.. 
Dispose of after 
third update
cycle. 

5304b-Jl'O 

16 BIAM Release 1, 



mKla'Itft - 5000
 
(SCHOOL F.ACILrTlES - 5300>
 

De9criptim of ReooI:ds FilinJ 
& MARA Jd> N\lnt:)er Inst.ructialS 

NARA .JOB tUmm.\..- _ 

Dispositim 
Inst.ructims 

<lit off at close 
of fiscal year 
lIt11en oonstruc-
tim is oeD-
pleted. Hold3 
years or until. 
volume warrants: 
retire to FRe. 
Destroy 10 years 
after cutoff. 

... 

TeIIp>rary 
Raxn:ds 
Schedule t 

5305Jl'J 

16 B~ Release 1, 



mJCATIat - 5000
 
(SQl)QL OPmATJ;CR)- 5400)
 

1. S'lUII!Nl' Q\SE Ulffl. Irx::l\des: ~alJDbeli-
cally.

a. Att.erdaooe can1s 
b. AWliart.im for enrollment 
c. Grade lEpJI ts/cards
d.	 Pan!ntal. <XIlElt!fits
 

(oriqinals)
 
e. Adrlevaneul test SCX>les 

(SCX>les ally: destroy
 
booklets)
 

f. Dllllmizatim 1900lds 

g. Census card 

Sdrlect to tbe Privacy Act
 
CBIA-22) •
 

MARA	 .JtE -_ .......~~~-----------
2.	 S'lVIBfl' QSE rom ~ alJOilabeli-

(IlJPLICAm) • '1hese are cally.
\R)fficial infOl1lBtim or 
WiiWB'lien:l! files that 0CI1lai.n 
~lioates of DBterial suc:b as 
a 1IbdIInt' s at.t.erdimce 19OO1d, 
grade leptJlts, etc. SUbject 
to the Privacy Act CBIA-22). 

MARA JOB N(Jmm\.- _ 

'l'eIIpOrary 

Dispositim 
Instructims 

Ra:xJI'ds 
Schedule , 

cut off at close 5401-P5 
of school year
in whim sbdent 
graduates or 
leaves schlol. 
'l'l'anIfar file to 
new schlol qJCI1 

nquest: othet-
wise, mId 5 
years or until 
volllllE!! warrants, 
retire to me. 
Offer to MARA 2?, re: 
years after 

....zethesads. 
C ~\ 

Destroy Wen m 
laqer netded. 

5402-'1'0 

16 BIAM Release 1, 

http:AWliart.im


mJC7a]~ - 5000
 
(SCHJQL OPERAnCW - 5400)
 

Permanent 
Descriptim of RaJozds Dispositim RaJords 

, MARA Jd> N\.mt)er InstzuctiCllS Scbedul.e • 

3.	 Arran)e alpabeti- out off at close 5403-P5 
cally.	 of school year. 

Hold 5 years or 
a.	 Inlivimal. andl'b.rWlw, \D1til vol\De
 

ticnal fiscal. files warrants: retire
 
sb.dents to me. Offer
 

b. Invoices	 to MARA 20 years r: 
c. O!rD!l.led d'Iecb	 after ..Iat::ire c,J- ~r 
d. Bank stataEnts 
e. ~ies of deposit slips 

&iriect to the Privacy M 
(BIA-22) • 

MARA JOB nul'1DI:tI1\.- _ 

-""':0 • - CDItains the oourses
 
taught !dual sc:bools
 
am J.n::l\des the
 
school code, the <DJrSe
 

identificatim ruItJer am
 
title.
 

NMA JOB tumm'- _ 

16 BIAM Release 1, 



fWCATICIt - 5000 
(SCHX>L OPERATIOOS - 5400} 

Descriptim of ReooIds 
& NMA Jcm NuatJer 

Fllirq
IrEtructialS 

Dispositim 
IrEtructialS 

Permanent 
ReooIds 
Scbedul.e , 

TEqJorary 
Reool:ds 
Scbedul.e , 

Arrarqe
cally. 

c.hrcn>loqi- 0It off at close 
of acb:Jolyear.
Hold 3 years: 
or lD'1t.il. voltIE 

5405-P3 

vurants: retire 
to l'R:. Offer 

NMA Jtm 
to NQA 20 years 
after n!tiIe-
mente 

6. I,IIIU\RI ~ fUmi· cams 
showin} aut:oors, titles sub-
ject, cross-refm::elloe, etc., 
ani iJdicatin} descriptive
details hx:1\.dirJ}locatim of 
it:.eltaon the she!vee. 

Arrarqe as 
cgJlqJliate. 

54Q6-JrO 

HARA Jtm 

.. 
7. MJDlO-VJSUM, MIm!mAL. In-

cl.\des slides, DDtim pic-
tures, ~. original
mly is rec:md oqJy. 

Arrarqe as 
aw<LqJI iate. 

0It off at close 
of acb:Jol year.
Hold 3 years or 
\D1til. volume 

5407-P3 .. 

warrants: retire 
MARA JOB tom:·~S 

to NARA 
after rotoff. 

16 BIAMRelease 1, 



mJCATIaf - 5000
 
CSCHX>L OPERATIOOS - 5400)
 

Per:nBnent Tellp>rary 

Desc:r:ipt:.im of Recx>zds Filin} Dispositim RecOLds Reoozds 
Scbedule ,& MARA Jc:i> NlBIiJer Instructims Instructims Sdledul.e , 

8. sam, IIISRJ« m'P.. 
Irolldes 1li!IIIIe, locatim, size 
of reservatim W1ere school is 
located, authority establish-
in) school, date sc.mol 
cp!al, draiMge am irri-
gatim features in vicinity,
nmtJer of eaplayees, narrative 
histOIy of school, 1istin;J of 
brlldinjs, legal descriptim, 
ownership of lani, ani related 
OOZLespoiderD!. 

HAM JOB IUH!R'-- _ 

Arran;Ie by locatim. QJt off at close 
of sc.mol year. 
ibId J years or 
l.D1t.il volume 
warrants; zetiJ:e 
to FK:. Offer 
to MARA 20 years 
after cutoff. 

5408-PJ 

9. INDIAN scmoL P1M.IZA1'ICIf 
PImWS CISEP) DIffl· 03Ip1-
teL' gaaerated fontB used for 
stment CXU1t, eligibility ani 
other factors which affect 
school bDJet allocations. 

Arran;Ie as 
8Wzopziate. 

QJt off at close 
of fiscal. year. 
ibId J years 
tAen destroy. 

5409-T3 

tIARA JOB tU&R1...- ~-

16 BIAMRelease 1, 

http:Desc:r:ipt:.im


EWCATIOO - 5000 
(SOIOOL OPERATIOOS - 5400) 

Descripticm of Records 
& MARA Jci> Nl.miJer 

Filirg 
Instructions 

DispositiCll 
Instructions 

Pennanent 
Records 
Schedule # 

10. S'IUIBll' nmIlMENf SYSTQf 
(SFS) FlUS. CaJprt:er 
generated foms used for 
statistical p.lZJXISeS which 
show stment name am aikD:'ess, 
school, parent or guardian,
tribe, census roll l'J.DDher, 
family 1'DlIliJers, am ather 
related infonnaticm. 

cut off at close 
of school year. 

a. Original foms. Arran:Je 
cally. 

alPlabeti- Hold 3 years 
dest.r<7jr • 

am 541oa..JI'3 

16 BIAM Release 1, 



EWCATIOO - 5000 
CSCHX>L OPERATIam - 5400) 

Dispositim
Inst.t:uctims 

_ 11. S'lUIINl' ATl'E%fllMQ I<QQK1S. 
Att:en:IaJ'xEzepozts used to 
devel.cp sdlool census 
zepozts. '1hese do rot in:::lme 
iniividual att:en:IaJ'xE retX)zds 
in sbdent case files. 

art: off at em 
of sdlool year. 

a. Drlly ani DD1thl.y
att:en:IaJ'xE zeports. 

ArrarIJe 
cally. 

c::tlrmoloqi- Hold 3 years 
then destroy. 

541la..JI'3 

b. Arn.1al. scbJol census ani 
att:en:IaJ'xE SlDIIlIiU'Y 
zeports. Recxmi ocpy 
DBintained by 1qercj or 
Area OIEP office. 

ArrarIJe alPlabeti-
cally by sdlool name 
or locatim. 

Hold 3 years;
retire to FRC. 
Offer to NARA 
20 years after 

• Zet=iESll8llt. 

541lb-P3 

c..whtt 

NARA JOB NUMBm Nl-75-89-1 

12. SCJIX)L 'mANSRm'ATICI{ Rtag(l§. 
CCI1sist of school vehicle 
zeports such as: 

a. Mileage ani mai.nt:enarDe. 
Maintained by schools. 

ArrarIJe 
cally. 

c:hrcn>loqi- art: off at close 
of school year. 

Destroy 3 years 
after cutoff. 

5412a..JI'3 

b. 1vx:ident. 
Area. 

Maintained at Destroy 6 years
after cutoff. 

54l2b-T6 

16 BIAM Release 1, 



EDJCATIOO - 5000 
(saroL OPERATIOOS - 5400) 

Descripticn of Recolds 
& MARA Jci> Nlmt:Jer 

Film;,
Instructions 

Dispositim
Instructions 

Arrarge by locatim 
then dlrcn:>logi-
cally. 

a.rt off at close 
of sdtool year. 

Hold 3 years or 
lD'1til volume 
warrants: retire 

a. P.rogx:amnarrative 
am statistical Ieport. 
RecoId 0CP.f retained at 

to FRe. Offer 
to MARA 20 years 
after retire-

5413a-P3 

o:mtral. Office. ment. 

b. IDcal. periodic n!pOrts 

prepared on status/
activities of sdtool 
locations. 

Hold 5~'"'''''''' 
then de!;tr1~..1 
no lcn;JeI' nee~t-.... 
for reference. 

5413b-T5 

MARAJOB NUMBERNl-75-89-1 

16 BIAM Release 1, 



EIXJCATIOO - 5000
 

Descriptioo of Rec:X>rds 
& NARA Jd> Nl.miJer 

NARA JOB NUMBER Nl-75-89-1 

15.	 m1CATICfi m:GWf AUDIT CASE 
FIUS. CCmsist of infomation 
aocunul.ated durin:} aullts of 
school qJeratioos to assure 
aocuracy, pLq>riety, am 
legality of the use of 
assets. Files in::l\Xie final 
aullt reports, responses, 
UllilA Its, reoc:mnen:Iations, 
COLLective action plans am 
related workin3'papers. 
Recmd c:qJy retained at 
CBttral Office. 

16 SIAM Release 1, 

Csap:>L 

Filin:}

Instructioos
 

Arrarqe as 
apprq>riate. 

Arrarqe by school 
locatioo code. 

OPERATIOOS - 5400) 

Dispositioo

Instructioos
 

art: off at close 
of school year
in which survey 
is CXllpleted. 
Hold 3 years or 
until volume 
warrants; retire 
to me. Offer 
to NARA 20 years 
after retire-
ment. 

art: off at close 
~~x>l year 

Pemanent 
RsooLds 

Sdledul.e * 
5414-P3 

5415~ 



Descriptioo of Reocmis 
& NARA Jci> Nl.nrber 

infonnatioo rela 
award of CD1tracts/grants
activities authorized un:ler 
PUblic Law 100-297. 

a. Part A CtKltracts/Grants. 

b. Part B Grants. 

- NI\RA JOB tlfJ"Rf7l NJ,-lS-89-1 

17.	 5'lVIEfl' 'lRANSaUPl'. Official 
file ocxrt:aini.rq a transcript 
Widl details a st:trle.nt' s 
academic perf~ by 
course, Irx::lu:ie seocn:1ary or 
post-secxalary transcript 
material. File does JXJt 
irx::lu:ie irrlividual grade 
J:ep>rts or report cards ~ 
these are irx::lmecI in ~ 
Sb.dent case Files. SUbject 
to the Privacy Act (BIA-22). 

NARA JOBNUMBERNI-75-89-1 

16 BIAM Release 1, 

EWCATIOO - 5000 
(SCHX>L OPERATIOOS - 5400) 

Fil:in;J 
Instructions 

Dispositioo
Instructions 

Pennanent 
Reoords 
Schedule # 

Tenporary
Recoros 
SChedule # 

ArraIl:je by type of 
instrument, then by
sdlool locatioo 
code. 

0It off at close 
of fiscal year. 
Hold 5 years or 
\D1til volume 
warrants; retire 
to FRe. Offer 
to NARA 20 years 

after ~,(l:' 5416a-P5 

0It off ~ 5417-P5 
stuient leaves 
sdlool or 
graduates. li:>ld 
5 years or lD1ti1 
volmne warrants; 
retire to FRe. 
Offer to NARA 20 
years after .re=-. 
j:.HaERti. C wt ~ 

http:st:trle.nt
http:ocxrt:aini.rq


m.JCATION - 5000
 
(SCHX>L OPERATIONS- 5400)
 

Pennanent TelTp:>rary
Descriptiat of Reooros Filin} Disposition Reooros Reooros 

& MARA Jcb Nunber Instructions Instructions Schedule # Schedule # 

18. EXWl'JOClW, OOID CASE FlIES. Arran;Je alIila- art. off when 
Documents relatirg to the re-
ferral, evaluatiat, diagrxJsis 
ani plaoemeJlt of a stuient in 
an exceptiooal category. In-
cllde referrals; evaluatiat 

betically. sbxlent leaves 
school, servioes 
are tenni.nated, 
or plaoement is 
oot made. Rec-

SlIIIIDiU"ies,psydloloqical re-
ports, or similar diagoostic 
reports; professiooal Iep>rts 
at diagnosis ani recx:uue.rda-
tions for plaoemesIt; parental/ 

ord of sbdents 
placed for ~ 
vices lIBy be 
transferred to 
IeOeivirg school 

guantian ~s for test-
irg, plaoemeJIt, cJoc:,ment re-
lease or transfer, etc.; prog-

upa1 stu:lent 
transfer. If 
sbxlent does oot 

ress SlIIIIDiU"ies/leports;orig-
inal c:q>ies of the Inllvidual 
mucatim PIoglant Plan (JEP) 
of servioes provided ani 
needed; other related dcx::u-

transfer, follow 
procedures for 
retiIement to 
FRC. 

menta. SUbject to the 
Privacy Act. (BIA-22). 

a. case files of sbdents 
referred or evaluated, rut 
Jl2t placed for servioes. 

Hold 2 years 
after cutoff, 
then destroy. 

5418a-T2 

b. case files of sbdents 
placed for services. 

MARA JOB NUMBER Nl-75-89-1 

Hold 3 years or 
until voltnne 
warrants; retire 
to FRC. Destroy 

5418b-1.'3 

10 years a~.L 1')0 
mt:HeJIIII!!.1 ft;... (..(.AI( - ~ 

16 BIAM Release 1, 



ED1CATI~ - 5000 
CSCJI)QL OPmATICH) - 5400} 

Descripticm of Recx>Ids Fllin) Dispositicm
, tIARA Jd> Nlmber Instructic:ns Instructic:ns 

19.	 INDJ:VlIllAL J!DQTI<I! IBXiIWt Arrarqe as 
CN) PlN§ C~ <De' I§) • apptopt late. 
OnIists of teacher/therapist 
WOJ:'k:iJq cxpies of !EP's for 
sbdents placed in an E!XU!pl-
iCDll. cat.egmy am receivin) 
services. Nrlect to the 
Privacy Act CBIA-22). 

MARA	 JOB ,--IDI:tIItL- _ 

rut off at eni 5419-'1'1 
of eadl scmol 
year. Hold 1 
year for 
MfarakJe p.rr--
poses, then 
destroy. 

"
 

16 BIAM Release 1, 



20.	 INJ1!H)IYE RfSImmAJ, <mDl\tQ 
(IIIi) 1BXiRM:, ID:::ument:s ~ 
lat.irg to the referral, evalu-
ation, ani placalHll of a stu-
dent in the Inler1Sive Residen-
tial Pl:cgxam. Iool\des refet-
ml.s: evaluatim a....,ries, 
paymoloqical LepoLts or simi-
1ar di.agrKJstic LepoLts: pro-
fessional LepoLts m di.agoosis
ani Lei' 1.1&datiaa for ser-
vices: parent:al/guardian ap-
pzuvals for evaluation, pl~ 
menl, dnc:!1IIH1t release or 
transfer: pzogLess SlBIIIBries/
LepoLts: sezvices plan: ani 
ather related docuIDents. 
SUbiect to the Privacy Act 
(BIA-22) • 

a.	 case files of sb.dents 
referred or evaluated bIt 
DQt placed. 

b.	 case files of sb.dents 
placed ani reoeivin;J 
sezvioes. 

EWCATlctt - 5000
 
(SCHX?L OPERATICH) - 5400)
 

Permanent 
FilinJ Disposition ReooI:ds 

Instructiam Instructions sctmul.e t 

Arrarqe a].plabeti-	 rut off Wen 
cally.	 sb.denl leaves 

sc:h:JoI, sezvices 
tezminate or 
plCiC&l&llis ml 
DBde. 

Hold 2 years, 542oa~ 
then destroy. 

Hold 2 years or 5420b-T2 
lD1lil volume 
warrants: retire 
to FRe. Destroy 
10 years after 
cutoff. 

16 BIAM Release 1, 



EruCATION - 5000
 
CSUl'PUMENl'AL m:x:;RAMS - 5500)
 

Desc:riptioo of Reoords 
& NARA Jet> NuniJer 

1.	 ClfAPIJR 1 PRlJ!rI' fITES. 0Xl-
8ist of name of school, 
descriptioo of school, ~ 
tiooal statements, SlIIIIIBJ:Y of 
sbdent needs, nmb::g- of 
eligible sb.J:ient:s, staffiIq 
recpin!ments, staff t:rainin;J, 
facilities/eqnipnent justi-
ficatiat, b.D}et an:l Parent 
Advisory Cb.uY:!il oertifi-
catiat. Recol:d cqJy min-
tained at Central Office. 

NARA JOB NtJMBm Nl-75-89-1 

2.	 CJP.PIm 1 a::MPIAINl' fIT&,? 
CCI1sist of documents acx::urtIl-
lated as a result of can-
plaints abrut expeniiture of 
rums an:l irx:lu:Jes the can-
plaint OOIZespordero! an:l 
backgra.mi stnties of the 
project, investigations, 
f~, an:l related corre-
spademe. CcI1plaints are 
patential. ocmt cases. ReooLd 
cqJy DBintainErl at Central 
Office. 

NARA JOB NUMBER NI-75-89-1 

16 BIAM Release 1, 

Filin} Dispositioo

Instructioos Instructioos
 

Arran;Je by locatioo	 art: off at close 
then	 c::tlra'Dlogi- of fiscal year
cally.	 in wm project 

teLminates. It>ld 
3 years or until. 
volume waLT8l1ts: 
ret:.iLe to FRe. 
D:!stroy 5 years 
after cutoff. 

Arran;Je c::tlra'Dlogi-	 art: off at close 
cally, then by case	 of fiscal year 
I'1UI'I'iJer or name.	 in whim can-

plaint is re-
sol ved, Hold 3 
years or until. 
volume waLT8l1ts: 
retire to FRe. 
Destroy 5 years 
after wtiw-

,.JAeftt. Cc.d--dfP 

PeImanent Te!lp:>rary 
Reoords Records 
SCbedul.e 1# Sdledul.e 1# 

5501-'l'3 

5502-'l'3 

http:backgra.mi


fDlCATIOO - 5000 
CSUPP1D1ENrA.L mx;RNf) - 5500) 

Permanent 
Descrlptim of Rea>lds Filirg Dispositim Recm:ds 

, MARA Jcb NuntJer InstructiCl'lS Inst.tuctiCl'lS Sdledule • 

AITarqe by locatim art: off at close 
then c::flray)logi- of schJol year
cally.	 in which uIl0rt 

is OCIIplet.ed. 

a. AeooId cqJy DBintained 
Q!ntral Office. 

at 
Hold 3 years or 
until. volume 
warrants, ret.i.n! 
to~. Offer 
to MARA 20 years 
after ret.i.n!-
mente 

5503a-PJ 

b. InfOl1lBtimcqJy DBin-
tained at Area Office. .. 

5503b-T2 

MARA JOB NlMJm~ _ 

16 BIAM Release 1, 

http:OCIIplet.ed


mJCATIW - 5000
 
CSUJ?PIDotmmL PROORAMS - 5500)
 

Pennanent 
Desc:riptim of Recxuds FiliB} Dispositim Recx>I:ds 

& MARA Jdl NUntIer Instructims Instructims Sd1edul.e t 

4. TlT1I IV DIffi. Dx:l.Iments in-
cl\de the awraved project!
recp:!St for funiin;J, advice of 
allotment, bD)et, fi.narK:ia1 
transactia1S, zepozts ani 
J:e1.ated cot:zespoideaD!. 
Maintained at sdlool. 

MARA JOB NtMBI!Jt _ 

ArrarJ;Je 
cally. 

dlraDlogi-

5. Tl'lVi VII - mrngw.liDQ-
TICIi wffl. <DEist of 
awraved project, advice of 
allotmeut, bD)et, fi.narK:ia1 
transactims. Maintained at 
sdlool. 

NARA JOB lU'I~ _ 

ArrarJ;Je 
cally. 

dlraDlogi-

rut off at close 
of schx>l year. 
DeslIoy 4 years 
after rutoff. 

rut off at close 
of schx>l year. 
DeslIoy 4 years 
after rutoff. 

5504..1J'4 

5505..IJ'4 

16 SIAMRelease 1, 



mJa\TICfi - 5000 
CSUPPI.DIE.NI'AL m:x;RAM:; - 5500) 

Permanent 
Descriptim of Records 

& NARA Jcb NlmtIer 
Filin;J 

Instructioos 
Dispositim
Instructioos 

Recxn:ds 

SChedule * 

state PliIIlS 
terin;J ~'dlri!ll9Q:-o 
f\n'ds received u_~'"
tracts with the mA. dent!-
fies method am extent 0 

payments, eligibility criter 
for schJoI districts am stu-

Arrar¥Jed alpmbeti-
cally by state. 

art: off at close 
of fiscal year. 
ibId 3 years or 
until volume 
warrants: I"etire 
to FRe. Destroy 
6 years after 
retirement. 

5506-'1'3 

dents, general. f'urxi SlJR)Ort, 
special services, recxxds am 
leports, b.d:}et am oart:ract 
procedures, costs, am special
cxniitioos, am atber infonna.-
tim as required. '!he state 
Plan File irx:l\des plans fran 
each school district with 
estimates of J<Jtt Fums 
required. 

MARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 



tD.JCATIaf - 5000 
(stJPPJ:Bmm\L ~ - 5500) 

Pennanent Tellp>rary 
"-bescriptim of Reoolds Dispositim Reootds Records 

, MARA Jc:i> NlmtJer Instructims Sdledule t Sdledule t 

7. JaIIgH)'PI1fiV N:r S"D\TE 
NRJAL REEg<J: DIm. Reports 
an! pn!p1red by state edooa-
tim ~ies am CXI'1tain 
stat:allents of receipt ani 
experditure of .JtM ftntB. 
Expen:litlm!s an! shown by 
CXUJty for eadl type of 
88lVica. Sbdent att:.err:1aooe 

Al'l'an}ed aJ.pmbeti-
cally by locatim. 

cut off at close 
of fiscal year. 
Destroy 6 years 
after cutoff. 

5507-T6 

CX'JlII'UiscnI between all 
sb.dents ani .JtM stuients are 
shCJwn for each county. 'nix 
rates ani ass! saed valuatims 
are shown for eadl county • 
.JtM enrollments are shown by 
grade ani by age. 'lbeae files 
are used to dJtain statistical 
infOJ:1ll!ltimfor leptJl ts. 

MARA JOB tUIIBt _ " .. 

16 BIAM Release 1, 



EIl1CATICfi - 5000 
(~ PRXiRAMS - 5500) 

Pennanent 
Descriptioo of ReooIds 

& MARA Joo NlJnt)er 
Filin;J

Instructia'E 
Disposition
Instructia'E 

Recmds 
Schedule t 

8. ~-=~w;x,.~~.
of oq>ies of Jam-

saH)~ey oontracts with 
states the a:lu-

out off at close 
of fiscal year. 

cat.im of in pmlic 
scbools, am. J:ela Dateri-
al. Reo:JrdcqJy by 
or.t:ract.iJq Officer. 

oe when m 5508a-TO 

for n!fet'E!!l'D!. 

b. Official reoor:d cqJy. Hold 3 years 
lD'ltil vol1llllB 

or 5508b-P3 

warrants: retire 
MARA JOB tumER _ • offer 

20. years 

., 

16 BUM Release 1, 



EDlCATI~ - 5000 
CSUPPlD1ENrAL mx;RAMS - 5500) 

Pemanent 'l'E!DpOrary 
Descriptioo of Reoonls 

& NARA Jd:> Nl1IIiler 
FiliR} 

Instruct.ia1S 
Dispositioo 
Instruct.ialS 

ReooLds 
Sdledule t 

ReooLds 
SChedule t 

9. IQn'ImIt«; RQWlS. DJaJments 
relatiR} to nr.ni.toriR} ocn-
clJct:ed to evaluate a pLogLam's 
pLogLess, adU.evaoeslt of 
ci:Jjectives, attainnent. of 
aawiemi c/dcn:mitmy stardaLds, 
fiscal expenlitm:es, etc. 
Incltde L'ECUliiB datialS, 

ArraJr;Je by locatioo. art:. off at em 
of fiscal year
in tmidl 
COLLective 
actia1S are 
OCIIpleted. Hold 
3 years then 
destroy. 

5509-'1'3 

fird.irgs, follOllt-Upani 
pLogLess LepoLts 
acticns. 

00 coLLective 

\ ,
I 

16 BIAM Release 1, 



BIA Permanent Items Location 

Item Number Location 

1201-p3
1204a-p5
1204b-p5
1205-p3
1207-p3
1236-p5
2406-p3
3201-pl0
3202-p7
3301a-p5f
3302-p3
3401-p5
3505a-p3
3506-p3
3507-p5
3508-p3
3603-p5
3604-p3
3704-p5
3715-p5
3716-p5
3717-p5
3718-p5
3719-p5
3720-p5
3721-p5
3723-p3
4201a-p3f
4303-p5
4304-p5
4305-p3
4506-p5f
4512-p3
4514a-p5
4606-p3
4613-p3
4615-p2
4616-p3
4637a-p5
4643-p5
4644-p5
4701-p5
4705-p5
4706-p5
4901-p3
5202-p5
5401-p5
5403-p5
5407-p3
5408-p3
5411b-p3
5417-p5 

central Office 
Central Office 
Area 
Area 
Central Office 
Area 
Diff 
Central Office 
Central Office 
Area & Agency
Area 
Area & Agency
Academy
Academy
Academy
Academy
Central Office 
Central Office 
All 
Central Office 
Central Office 
Central Office 
Central Office 
Area 
All 
Area 
All 
Agency
Area 
Cen't-ra-l- -- --0-f-f-iGe--

-Central Office 
Agency
Area 
Central Office 
Title Plant 
Title Plant 
Title Plant 
All 
Area 
Title plants
Title plants
Area 
Central Office 
Central Office 
c.o. & Area
 
Area
 
Area & Agency

Schools
 
All
 
All
 
School
 
Schools
 


