
IREQUEST FOR RECORDS DISPOSITION AUTHORITY L£-\ VE BLAl\;h (N ....Rt.. use on"), 1I0B NUI'v1BER 
r-_--::-:-_-----:- {_S_e_e_I_Il_s l_r_u_c_ll_O_llS_O_Il_'_'1::_1 =: -----j I !'J \ - Lf '/ ~ - I\)- Lj 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)IID.ATE RECEIVED
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6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act fOI this agency In the matters perraming to the disposruon of its Iecor os and that the Iceo Icis 
proposed for disposal attached 15 pages and 19 pagers) iespecnvely are not needed fo: the business of tills agency 01 1I'IIInoi be 
needed after the rerennon penods specified, and that wntten concurrence from the General Accounung Office. unde: the pIOVISIOIl~ ol 
Title 8 of the G 0 Manual for GUIdance of Federal Agencies 

has been Ieguested 
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MMS Bureau Records Officer 
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BUO:'£T 1 (ADM1NlSTRATfON) 
The Minerals Management Service (MMS) IS subnuttmg the attached
 
proposed retention scnedules for review and appraisal The design of each
 
scnedu le IS premised on a functional 01 "Big Bucket" format In lieu of the
 
tradinonal orgamzational format for federal records retention scheduling
 

The disposinon msn uctions have been developed III COl, elation With the /'
 
MMS lines of business functions and processes as they have been rel).IDtred to
 
the OMB and populated Il1 the Depai tment Enter pnse At clnrectu
 

Repository The baSIC missionof the 01 garuzanonhas rerna d the same
 
TI1lS schedule IS wntten to author rze the dlSPoZltlon of tl e~col ds Il1 any
 
media format (media neutral)
 

Attachment I Proposed FunctIonal Record$'" etentlOn Schedule (a k :J "Big
 
Buckets" - -\DMINSTR;'I,TION-BUC "ET I and
 
AttaCllment::: CROSSWALK fOJ .' MINISTRATION-BLICKET I
 

Each bucket summanzes a nque nussion-essential business function and ItS
 

related pi ocesses Th uckets at e divided into sub-buckets The sub-buckets
 
categorize separate Illes of'business that warrant a uruque and dedicated set
 
of disposrnon StI ucuons for the I ecor ds CIeared. received mamtained,
 
pi eset ve I' ultimately disposed off WI(11111 the applicable lme of business
 

-bucket crosswalk IS berng subrrutted fOI the purpose ofprovidmg a
 
c ss-iefei ence between the exisnng NARA-:JpplOved MMS schedules-
includmg item numbers, senes desc: ipnons ana Job numbers With the
 
)ro oosed sub-buckets and dis OSition inst: uctions desirmated su rersedc them
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Minerals Management Service Records Management Handbook
 
MMSM 380.2-H
 

Organization. The Minerals Management Sen/Ice (MMS) IS headquartered 111 the Washmgron, D C 
metropolitan area with Minerals Revenue Management functions headquartered 111 Lakewood, CO The MMS 
has operational centers and support offices located throughout the United States 

Minerals Revenue Management IS responsible for the collection and distrrbunon of all royalty payments, 
rentals, bonus payments, fines, penalties and assessments, and other revenues due the Federal Government and 
Indian Lessors (Tnbal and allotted) as memes or royalties-m-kmd from the extraction of mmeral resources from 
Federal and Indian lands onshore, and from the leasing and extraction of mmeral resources on the Outer 
Continental Shelf (OCS) 

Offshore Minerals Management IS responsible for all offshore acnvities which include resource evaluation. 
environmental review, leasing acnvities, lease management. inspection, and enforcement programs under MMS' 
junsdrction while managing mineral resources on 1 76 bilhon acres of the OCS The MMS' oversight and 
regulatory frameworks ensure that production and dnlling IS done 111 a safe and environmentally responsrble 
manner 

Administration and Budget IS responsible for budget and financial management III addinon to all admimstranve 
activmes of the MMS The functions of this orgaruzanon include planning for and USIng budgetary resources III 

support of the MMS' vaned operating and support programs, e g management analysis, records and paperwork 
management, human resources, safety and health programs, procurement, property and space management. and 
mf01111atlOl1management. 

Polin' and Management Improvement IS responsible for providing policy review and coordinated progi am and 
policy positions on all matters relatmg to the MMS, for providmg a review and assessment capabihty withm the 
Bureau, managing the strategic planning and quality improvement processes, and evaluating programs through 
econormc and programmatic policy analyses 

Office(s) of Record refers to the office belding the official record copy of a specific record when mulnple copies 
are used across offices Most typically, tim IS the office that creates and rnamtams the record, although specific 
offices may be designated to hold official records generated across Program Offices 

Media ThIS schedule covers records 111 all media, format and produced using any and all tools Records may 
include, but not IU11Itedto, paper, word processing documents, presentation matenals, statistical data, 
spreadsheets, databases, e-mail. photographic materials, audio, film, VIdeo, drawings, and any other electronic 
formats that fall withm the unstructured, serm-structured or structured classification 

Litigation Holds and Records Freezes: Tim schedule IS subject to the orders of the court to preserve anv and all 
program records deemed potentially responsive ll1 a legal proceeding where MMS or ItS authorized agents are 
named parties to an applicable proceeding - regardless of media format In accordance WIth such a court order. 
01, by direction of the Department of Justice 01 the Sohcitor of the Department of the In ten or, MMS wil] fully 
suspend all retentron schedule dISPOSItIon mstrucnons 1I1 their entirety, mdefimtely, until instructed to do so 
otherwise by these same authonties by wntten notice 



BUCKET 1 - ADMINISTRATION - SCHEDULE
 
The Adnnmstrative Schedule covers support and admnustrative program management functions earned 
across the agency that support MMS' mission and routme operations, but do not directly document th 
performance of mission functions Admnustratrve records relate to common agency-wide funcuoi such as 
budget and finance, commumcations, information technology and services, payroll and benefits ersonnel, 
procurement and supply, public and congressional relations - includmg FOlA, secunty, suppa ,protectIve 
services, and travel. This records schedule covers admmistrative support records represent and not 
represented by the General Records Schedules (GRS), and covers records in all formats 

The disposrtion and retention penod mdicated m the respective buckets and sub-bu cets of the adrmrnstratrve
 
schedule IS an exception to the General Record Scbedule(GRS)
 
GRS 16 Item 12, GRS 5 Item 3b, Item 4, Item 2, item l , GRS 2 Item 6b, GRS .) item l , GRS 1 Item 18a,
 
Item 2b. Item 6, Item 5, Item 33m, Item 32, item 23, Item Te; Item 13, Item _, Item 2a(b), Item 29a(2); GRS
 
25b, GRS I Item 25, Item 31, Item 21b, GRS 3 Item a(1), GRS1 item lra) Items a & b, Item l b, Item 21a,
 
item 21 (a)2, GRS 5, Item 1. GRS 2 Item 8, Item 22, Item 1a. Item 1, ite 15" Item 16, Item 17, GRS7 Item 1,
 
Item 2, Item 3, GRS 6 Item 1a. GRS 2 Item l b, GRS 23 Item 9, iten c, item 3(a)la, Item a1(b), item 9b.
 
GRS 6 Item l a, GRS :3 Item 3c, Item l a, item 3a (l)a, Item 3a(1)b Item 3a(1), Item 3a(2). Item 3(c), Item 5,
 
item 13, Item 14, Item Sa, Item 4a. Item 9a, GRS18 item 15a" S 4 Item 2. GRS 23 item 1, GRS 111tem3,
 
GRS12 Item 5, GRS11 Item 4b, GRS 12 item 7, iterno. Item ,GRS 13 Item 4a. Item 6, Item 5a, GRS 11
 
Item 2a. Item 1, GRS 18 item 17, Item 8, Item 9, Item 10, mIL Item 21. Item 22, item 23, Item 24a. Item
 
5a. Item 5b, Item 12. Item I6a. Item 16b, Item 14. Item ,GRS 9 Item 3, Item 4b, Item 1a, Item 1b, item 1c.
 
Item l d, item Ie, Item 2. GRS 10 item la. Item 2. itei 5, Item 1. Item 6, Item 4 Item 7: GRS 16, Item 2,
 
Item 7. Item 10, Item 4. Item 7, GRS 14 Item 15. It 11 11, item 21, item 22, Item 23. Item 24, Item 25.ltem
 
26, GRS 23 Item 6a, Item 7, Item 8, Item 1. iten Oa, Hem l Ob, GRS16 Item l a, Item l b Item 5, Item 3a
 
Item 3b, Item 6, Item 5. Item 2b, Item 7, item .sa. Item 13b, GRS 14 item , GRS 18 Item 26, GRS 1 Item
 
26. Item 31, GRS 25 Item 1a GRS 25 iten _, item 3, Item 4, Item 5, Item 6. item 7. item 8, Item 9, GRS 1 
Item 25, Item 30, GRS 20 Item I, GRS ')! Item 1a. Item 2, Item 3a, Item 4a. Item 8. Item 5, Item 6 item 

GRS 16 Item 9, GRS 24 Item 9. GRS ~ Hem II 

The disposition for some of the r ords IS longer than the GRS because the official records are integrated 111 

to the electronic systems and C ordmated retention penods are necessary to Implement the schedule within 

these systems The 7 year re resents the longest retention in the GRS penod 

The records covered b 11lSschedule are considered to be media neutral unless indicated otherwise. Minerals 
Management Servic agrees to mamtam these records regardless of format for the enure retention penods 
indicated 111 accor ance WIth all Federal Regulanons for Records Management mcluding but not lnmted to 

36 CFR Chapt 1225 and 1226 
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Item Title and Description Disposition Authority 
Number 

lA Budget Duties (60) 
All records relating to budget 
development, formulanon and execution 
that support the orgamzation as a whole 
Records include but not IU11Itedto 
analysis, preparation, submission, 
justificanon. morutonng of budget data 

TEMPORARY: Cut off at the 
end of the fiscal year, or when 
actrvity is completed Transfer t 
the FRC 3 years after the cut- f 
DELETE/DESTROY 7 ye 
after cut off 

2-13 

301-02a(l) 
301-02a(2) 
301-02a(3) 
301-02b 

and other related functions and records of 301-05 
the followmg work elements 301-06 

• Perform Budget Duties- PO A, 301-07 
PPA, PAA 

• Provide Budget Support- SB 1 
It PrOVIde General Support Services 

Budget- SB1, SOB 
G Budget Formulation &. 

Justification- SB5 
Q Budget Execution S: Performance 

Management- SB6 

• Perform Budget Management- 7 

IB Human Resources (61) 
All records relatmz to developl;;,", and 
implernenung pohcies and prytedures and 
providing guidance It inch es recoi ds 
that have to deal with bu ot lnruted 
operations such as Job irs, and providing 
personnel services t uieau and 

TEMPORARY: Cut off at the 
end of the fiscal year, or when 
activity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years 
after cut off 

302-06a,b 
504-15 
601-01b 
601-01c 
601-02 
601-03 
601-04a,b.c 

department emplrp ees and supervisors and 602-01 
records generat 111 activmes of the 602-02b 
following wo (elements 602-04 

G Hu an Resources Actions- P AJ 602-05 

• Admmistration Services- SAD, 602-07 

SMT SOP 602-08 

Quality 
Process 

of Work LIfe - SEQ 
Positions- SE! 

602-10a-e 
603-01 

• Benefits 
SEB 

and Benefits Review- 603-02a, b,C 

603-03 

• Classify Positions- SEC 
• Advise/Tram on Ethics- SEE 
• Maintain FPPS Secunty- SEF 
& Staff Positions- SES 
• PrOVIde Employee Relations- SER 

603-04 
605-01 
605-02a-c 
605-07 
605-08 
606-01a,b 
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•	 Delegating EXal11111ll1gUnit (DEU) 
Contracts - SAO, SOF, SWR 

1B(I)	 Official Personnel Management 
All records created 111accordance WIth 
OPM rules for official employee personnel 
files For other Items related to personnel 
and covered by GRS 1 

IB(I)a	 Official Personnel Files - Transferred
 
Employees
 

IB(l)b	 Official Personnel Files - Separated
 
Employees
 

IB(2)	 Employee Medical Files - Lo:rg-tern 
medical records as defined in 5 CFR P rt 
293. 
Sub part E 

1B(2)a Transferred employees / 

1B(2)b	 Separated employees 

Ie	 cial Management Operations (62) 
cords relating to financial acnvities 
pport the organization as a whole 

such as paying bills, collecting 
receivables, compiling and analyzing 
financial data, piepanng mternal (bureau) 
reports. maintauung general ledger, and 
planmng, developing, implementmg and 
maintauung accounttng and nuxed 
financial systems Included also are 

Follow: GRS 1.1 

See Chapter 7 ~f Th	 'GUldeto 
Personnel Record eeptng for 
mstructions (G 1 1 a) 
Transfer fold	 . to National 
Personnel ecords Center 
(NPRC) t LOUIS, MO 30 days 
after I est separation NPRC 
will estroy 65	 years after 
se	 aration from Federal Service 

RS	 1 I b) 
GRS 111 

See 5 CFR Part 293, Subpart E 
fOJ	 instrucuons GRS 1 21a 

Transfer to NPRC, St LOUIS. 
MO, 30 days after separation 
NPRC will destroy 75 years after 
birth date of employee, 60 years 
after date of the earliest 
document 111the folder, If the 
date of birth cannot be 
ascertained; or 30 years after 
latest separation. whichever IS 
later (GRS 1 21 b) 

TEMPORARY: Cut off at the 
end of the fiscal year, OJ when 
activity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years 
after cut off 

/
/
 

v 

601-01a(])
 
602-02 (a)
 

601-01a(1) 

605-08a(2) 

605-08a(1) 

302-01 
30]-02 
302-03 
302-04 
302-05a 
302-07a-c 
302-08 
30]-09 
302-10 
303-01 
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records generated for work elements listed 
here 

•	 Payroll Adnumstration- SEP 

•	 Record Obligations- SFO 

•	 Invoice -Implement Competitive 
Sourcing- PAG 

•	 Admnustranon- SPB. SF I 

•	 Manage Accounts Receivable- SF8 
8 Provide Management for Finance-

SFM 

•	 Support FBMS - FBM 

•	 Adrmmstratrve Support Finance -
SF2 

•	 Support Accountmg Systems -
SF3 

•	 Implement Activity Based Cost 
Codes - SZA 

•	 Manage Travel Charge Card - SF4 
III Manage SGL Accounts - SF5 

SUpp0l1 CFO/External Reports -" 
SF6 

I!I Finance A-123	 - SFA 

1CO)	 Other Payroll Administration-
Individual Pay Record-containi g pay 
data on each employee within 1MS 

ID	 Procurement Se ces (63) 
All records relat g to operations and 
adrmmstratio of acqUISItIOn and 
procureme functions, admmistratron of 

systems (such as IDEAs) and 
purcha card programs that SUpp0l1 the 
orga rzation as a whole Records 
ge erated for the following work elements 
re also included 

•	 Implement Competitrve Sourcing-
PAG 

•	 Provide Procurement Operations 
and Policy- SPO 

•	 Plan and Administer Contracts & 
Agreements (Coastal Impact 
ASSIstance Program )- SPA 

LONG TERM	 TEMPORARY: 
Cut off at the end of the fiscal 
year, or when activiry IS 
completed Transfer to the FRC 
3 years after the cut-off 
DELETE/DESTROY 56 years 
after cut off 

TEMPORARY: Cut off at the 
end of the fiscal year, or when 
activity IS completed Transfer to 
the FRC 3 years aftei the cut-off 
DELETE/DESTROY 7 years 
after cut off 

303-02
 
303-03
 

3(C-056 

501-01 
501-02 
502-01 
502-02 
502-03a 
502-03b 
502-03e 
502-03d 
502-06a 
502-06b 
50::-07 
502-08 
503-01 at 1) 
503-01a(2) 
503-01 b 
503-02a(1) 

Page 4 or 16 
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-
e Aviation Plannmg - DAF 

• Procurernent/Acquisition COR 
Traimng - SPT, SPC 

II Other Procurement Services - S63 

o Alaskan In-house Studies 
Loglstlcs-ABK 

• Telecommumcations Contract 

1D( l)	 Other Procurement Files-
Geological and Geophysical Contracting 
Flies maintamed by the sponsoring 

offshore office 

IE	 Facilities & Space Management 
Services (64) 
All records relating to the overall 
operation of the Support Service 
providing a wide range of ser ccs, 
functions including include cords 
generated for the followu e work elements 
and functions 

•	 Occupationa 
Managem t- SX4 

•	 Provide acihties Management-
SX5 

• erty Management- SX2 

•	 aintenance and Support Services-
SX6 

General Support Services - SX7 

•	 Security Services - SS 1 

•	 Personnel Secunty - SS2 

•	 Homeland Security - SS3 

•	 Pnntmg and publication 
management - SX3 

•	 Adnumstenng the transportation of 
goods and materials progi am for 
MMS 

year, or vhen activity is 
com ieted Transfer to the FRC 

ars after the cut-off 
ELETE/DESTROY 25 years 

after cut off 

TEMPORARY: Cut off at the 
end of the fiscal year. or when 
activity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years 
after cut off 

503-02a(2) 
503-02b,cl 
503-03cyct 
503-0" 
501 05 
- 4-01 
504-0:: 
504-03 
504-04 
504-05 
504-10 
504-11 
504-12 
504-13 
504-14 
503-02e 

401-01 
401-02a-c 
401-06 
401-07 
401-08a-g 
401-09 
402-01 
402-02 
402-03 
402-04 
403-01 
403-02 
404-01a.b 
404-02 
404-03a-d 
404-04a 
404-04b 
./04-05 
404-06 
404-07 
404-08 
404-09a, b,c 
404-10 

Page 5 of 1(, 
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o Providmg mail management, 404-JJa-b 

shuttle operations. mall and couner 
serVIces 

e Slupping and receivmg funcuons 

III Motor Vehicle Program 

Management 
• 
It 

Provide 

Routine 
Physical Secunty- SS I 

Surveillance Tapes 
405-02a,b 
405-03 
-106-01a-e 
406-03 
407-01 
407-02a,b 
407-03 
407-04 
407-05 
407-06 
407-07 

IF Information Management and Files (65) 
All records relatmg to Information 
Management and used to report all wo . 
related to IT mformation resources a well 
as Central FIles, Mailrooms, and 
Library/lnformauon Services fo 
developing, coordinatmg, an 
implementing policies, star ards, 
guidelmes, reporting, an providing 
related technical aSSIS nee Reporting for 
this activity occurs 'oughout the 
lifecycle of infor anon. records, data files 

the following work 

elements an functions 

end of the fiscal year. 
activity IS completed 
the FRC 3 years after 
DELETE/DESTROY 

after cut off 

or when 
Transfer to 
the cut-off 
7 years 

202-07 
202-08 
202-11 
202-1-1 
202-17 
202-18 
705-02 
705-16a,b 
705-17a,b 
705-18 
705-19 
705-20a,b 
705-21a,b,c 
705-22 

• D Ivery of Official 
hformation- POD 

Public 705-23 
705-24a, b 

The Federal Records Act and 705-25 

Records Management 
Forms IReports, 

Inmatives, 706-01 
706-02 

Library/Information Services -
PAR 

• The Pnvacy Act and Privacy 
Iniuat 1ves 

• Privacy Impact Assessments and 
Records Management Impact 
Assessmen ts 

Pag, 6 of I () 
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•	 Data analysis for privacy and 
records management classification 
and Impacts 

It Freedom of Information Act 
(FOIA) request analysis and non-
reimbursed fulfillment costs - PAE 

•	 FOIA and Pnvacy Act Appeals 

•	 Section 508 of the Rehabihtation 
Act of 1973, as Amended 

•	 Informanon Collection. Renewals 
and Quality Guidelmes 

•	 Establishment and operation of 
program functions or offices for 
privacy, Records Management, 
FOIA, Section 508, and Web 

•	 Compliance morutonng and 
reporting 

•	 Awareness and training for 
privacy, Records Management. 
FOrA Section 508, and Web 

•	 Operational Data Admimstration 
includmg maintenance, storage, 
mforrnanon dissemination, use 

control and disposal 
It Perform Internal Control 

Package for OMB-SZI 
SZO (MRM) 

• 
Administrative Sun ort Services (66) 
All records relatm to general 
adrmmstrative f ctions and accumulated 

by the indivi 
of subjects 

Include also are labor and operations 
recor of safety awareness programs, 
hea 1 units, Employee ASSistance 
P grams, personal property, moving 
services, vehicle fleet management, and 
any other adrmrnstranve functions and 
records involving activities of the 
following work elements 

•	 ClAP (A&B) - SCI 
•	 Provide General Adm111Support-

PPC PEB, SOL, POB 

Page 7 of 16 
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•	 Implement Bureau &DOI 
1I1ItiatIves-PAF, PAH 

IG(1 ) Administrative Function Files/ Audits 

and Investigation Files 
All records relating to adrmrustranve 
functions MISSion files created and 
mamtained 111 offices whose primary 
function involves support activities such as 

personnel, procurement, property, 
transportation, travel, commumcation, 
budget and sirrular internal management 
functions and audtt/mvestigation files 
relating to internal audits, investigattve 
and evaluation records conducted 111 the 
review of MMS business process These 
records include but are not lnruted to final 
audit or evaluation reports, irunation 
papers, audit methodology and guidehnes, 
rebuttals and other comments on the 
reports and case files relating to special 
mvestigauons that may have resulted In a 
referral to another agency or significant 
enforcement action 
(AMARII QCRlCongresslonal 
Committee .. ) 

TEMPORARY: Cut off at the 
end of the fiscal year, or when 
acnvity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 10 years 

after cut off 

/
/ 

102-01b,d,£
 
102-02
 

",01-05a
 
201-05b
 
201-07C
 
201-08d
 
201-0&
 
201-0~r
 
201-09a
 
201-09b
 
201-10
 
202-04a
 
202-04b
 
202-05
 
202-06
 
202-10
 
202-11
 
202-12
 
202-15
 
202-16a,b
 
203-01
 
30-1-01
 
408-01
 
505-01
 
605-01
 
104-01
 
203-01
 
304-01
 
408-01
 
505-01
 
608-01
 
701-01
 
701-02
 
702-01
 
702-03b(2)
 
703-01
 
703-0Ja(3)
 
703-02b
 
703-03b
 
704-01
 
705-01 a-c
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10(2)	 Director's General Correspondence
 
Files and Bureau History Files
 
All records of a central file of the 
chronological records and outgoing 
correspondences of the MMS DIrector 
Surname copy, and files documentmg 
significant MMS events created, received 
and maintained during the normal course 
of bus mess 

IH	 Planning (67) 
All records relating to the actrvrtres of 
strategic plannmg, performance planrnng 
measurement and reporting, workforce 
plaIU1111g,orgamzational development 
evaluations, COOP plans, and 
management analysis for the organization 
as a whole Includes supervision, 
management, and general admmistrativ 
support of these functions. 

11	 Provide Central Leaders . (68) 
All records relating to co s of 
executives, semor exe itives and 
immediate offices ese costs include 
admmistration a implementation of 
activrty based 
programs 

1J	 Proc s Litigation for Indian Trust (70) 
Al ecords relating to htiganon- the 

rmal process 111 a cOUl1or admimstrati ve 
agency 111which legal rights and 
obhgations are contested by the parties 
and decided by a judge This activity 
covers any and all work associated with 
adrmmstrative 01 judicial htrgation related 
to Indian Trust other than probate It also 
includes hngation support provided by the 
bureaus and offices, legal representation 
provided by the Office of the Solicitor, 

PERMANENT. Cut off at close 
of FY, or when activity IS 
completed Retain on-site or at 
the FRC Transfer legal 
ownership to NARA 25 years 
after cutoff 

end of the scal year, or when 
completed Transfer to 

3 years after the cut -off 
TE/DESTROY 7 years 

er cut off 

TEMPORARY: Cut off at the 
end of the fiscal year. or when 
actrvity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 10 years 
after cut off 

PERMANENT Cut off at the 
end of the fiscal year 111 which 
claim, matter or appeal IS 

disallowed, withdrawn, settled or 
Issued Transfer to the FRC 5 
years after cot off Transfer to 
NARi\ when 20 years old 

708-01 
802-12 / 
102-01c 

702 2 
7. 2-03a 
702-03b(I) 
703-02a(1) 
703-02a(2) 
703-02a(4) 
703-03a 

404-12a 
404-12b 

New Item 

707-04 
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and adjudications provided by the Office 
of Hearings and Appeals records generated 
in acnvities oftbe following work 
elements 

•	 Perform Indian related alternate 
dispute resolution actrviues - ADR 

•	 Prepare Indian Appeals Decision 
Documents 

•	 Review case files and pleadings 

•	 Perform factual investigations and 
legal research 

•	 Prepare legal documents, 
testimony and exhibits 

•	 Respond to discovery requests 

•	 Review judicial orders and 
decisions 

•	 Interior Board of Land Appeals 
(IBLA) 

lK	 Performance and Financial 
Management Reports (73) 
All records relating to the preparation of 
reports for entities external to the bureaus, 
such as the Annual Performance and 
Accountability Report, Submissions the 
Department, FACTS IIand the St ement 
of Accountability and/or Staten nt of 
Transactions (SF-224 or SF- _19/1220) 

lL	 Process Litigation - R ource Use(74) 
•	 All records r atmg to the use of 

cluding records that are 
111 the actrvities of these 

work ements 

•	 orm Federal related alternate 
ispute resolution actrvmes > 

ADR 

Prepare Federal Appeals DeCISIon 
Documents 

•	 Maintain Automated Appeals 
Docketing System 

e of the fiscal year, or when 
activity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years 
after cut off 

TEMPORARY' Cut off at the 
end of the fiscal year in which 
claim, matter or appeal IS 
disallowed, withdrawn or settled 
DELETE/DESTROY 7 years 

after	 cut O~ff ) ",-

""\, I' 

~\" \'~ c. 
\" v.J7Lf)" / -Y~~ 

-' 

707-01 
707-02 
707-03 
707-05 
707-06 

1M 
Employee and Labor Relations (76) 
All records relating to the prOVISIon of 

TEMPORARY: Cut off at the 
604-01 a.b 
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guidance and assistance to management 
and employees regarding all work 
associated with Employee Relations 
(ER)/Labor Relations (LR) issues, 
including grievances, disciplmary and 
performance-based actions, unfair laboi 
practices and negotiations, Inspector 
General and other adrmrustran ve 
investigations. Work activrties also include 
processing incentive awards, conducting 
personnel security, deterrmmng employee 
suitabihry, and managing the employee 
assistance program, ethics program and 
performance management system. 

•	 Informal Counsel/Afrk/Mediation 
- SIA 

•	 Formal Complaints - SIB 

•	 Employee Assistance Program -
SIG 

•	 Manage Labor Relations - SEL 
IN	 Civil Rights - External and Internal
 

(77/78)
 
All records relating to costs of mom tori 
evaluating and adjudicatmg civil righ 
compliance and enforcement funct ns 
covering equal	 opportumty and derally 
funded/assisted	 education and 'aming 
programs with	 State and 10 
governments These elen nts are not 
hrrnted to the work of 0 employees, but 
also include the wor of any Office of 
Bureau employee engaged in responding 
to and resolvin civil rights and equal 
opportumty mplamts Also mcludes 
settlement greements. 

•	 ternal Civil Rights captures all 
costs to Implement 29 C F R 1614 
and EEOC management Directive 
715 Costs are not hrmted to the 
work of EEO employees, but also 
include the work of any Office of 
Bureau employees engaged 111 

responding to and resolving civil 
nghts and equal opportunity 
cornplamts EEO Program - SIC, 
SID 

Page I I of I h 
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end of the fiscal year, or when 
activity IS completed Transfer to 
the FRC 3 years after the cut -off 
DELETE/DESTROY 25 years 
after cut off. 

end of the fiscal year, or when 
actrvity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 25 years 
after cut off 

605-04 
605-07 
607-0Ja,b 
607-02 ,c 
607-0 

607 " 
7-05a, b 

607-06a,b 
607-07a,b 
607-08a, b 
607-09 

605-03a-g 
605-06a-b 



• EEO Program Special Projects 
Funding - SIS 

• Sexual Harassment - SIE 

• Civil Rights - SIH 
/

/ 

10 Plan IT Investments (80) TEMPORARY: Cut off at the 
All records relating to plannmg for new IT 
investments, the plannmg and 
modermzation or major enhancement of 
existmg IT investments, and all work 
related to IT prototypes 

end of the fiscal year, 
activrty IS completed 
the FRC 3 years after 
DELETE/DESTROY 
after cut off. 

or when 
Transfer 
the cut-
7ye 

t 
f 

Records generated 111 the process of the 
following work elements are also 
included 

• Project management and plannmg 
related to IT development, 
development and major 
enhancement / 

• LIfe cycle costs analysis and 

plannmg / 
• Organizational Impacts of IT / 

investment and analysis / 
• Eval uation of software and 

hardware options and meth,rs 

• Development and subrms on of 
CPIC documents for th preselect 
and select phases 

• AnalYSIS of requir rents based on 
business proces e-engineenng, 
including nee sary policy and 
procedures nformation/data, 
security, rchitecture and 
mfrastr cture 

• Pro ct feasibihty determmation 

IP Acqui IT Investments (81) TEMPORARY: Cut off at the 
All . cords relatmg the full acquisition of end of the fiscal year, or when 
ai T investment Other records mel ude activity IS completed. Transfer to 

ut not limited to the procurement and the FRC 3 years after the cut-off 
implernentanon of an IT investment or DELETE/DESTROY 7 years 
useful segments/modules, Exhibit 300 after cut off 
parts 1,2 or 4 of exlubit 53, the control and o 
evaluation phases of CPIC and investment -:r;,')control process The following work
 
elements' records are also included
 

• Fmalized re oorts on cost benefit 

Page I ~ 01 Iii 
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analysis (CBA/BCA) 

•	 Development of software 
apphcations and incremental 
reviews 

•	 Testing of user acceptability, 
functionahty and mteroperabihty 

reports 

•	 Implementation and testing, 
tra111111gprocedures 

•	 Installation of hardware/software 

•	 Analysis of teclmical user 
requirements and logical and 
physical design reports 

Data conversion in to new systems• 
•	 Acquisrtion Information Systems -

SPI 
All other records directly related to 

acquisition 

lQ	 Operation, Maintenance, and 
Management of IT Investments (82) 
All records relating to Operation, 
Maintenance, and Management of)lf 
Investments portraying when an)T 
investment IS operational (steJdy state) 
after formal acceptance ,Tyt means the IT 

investment or useful se~e~1t/module of 
an IT investment has b en delivered, 
deployed, and IS per nmng the miSSIOn 
Tasks required m aging an investment 111 
operations and amtenance IS reported 
under this ac -ity, includmg performance 
monitonnz nd reporting performed by an 
operatic al analysis Tim activity includes 

retire ent/disposal costs of the 
111V tment, which IS the final phase 111the 

II cycle of the investment 
hese work elements are also mcluded 

•	 Operational analysis and network 
Infrastructure 

•	 Admmistratrve, technical. telecom 
support functions 

• Training of users, admimstrators 
Maintenance and system support service 

•	 Customer su ort services, 

/ 
/ 

TEMPORARY: Cut off at the 401-03a "-
end of the fiscal year, or when '401-03b -----, 
activity IS completed Transfer to 401 -03e i . .: 

the FRC 3 years after the cut-off 401 -03d(J) / .i;,=\ :. 
DELETE/DESTROY 7 years ,j01-03d(2) i 1\': II"""I 

after cut off	 I 0 . b~ i 401- 3e : ~.->.: 
/' ? ' I 401-04a \.... I~! 

-::t'-';'/ /} 401 -04b »: (,CJ' 
I,K:;'-/" / /'-800-02a,b/ X.

/\ R7, IV 800-04a, b 
,	 \' \ __) 800-05 

.: / \-i.. 800-06a 
/ "." 

J-- '. / ~:;I\ 800-06b 
, l' 800-08 

r , <" ',;-'.. r 
I ~ ,J c.,) 800-09b 
\ . '11 ..:"-~ 

" -1..1) 0- -- 800-11 
'\ .-... 802-01a,b

,I::: 802-02 
'J 

802-03a,b 
802-04a,b 
802-G8a,b,c 
802-10a,b 
8G2-11a,b,c 
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systems and database backups 

•	 COTR and contract functions 

•	 Upgrades, maintenance, 
replacement, disposal funcnons 

•	 Project management functions 
directly related to IT 

•	 Program Source FIles 

•	 Web and Data Management 

•	 Application Development Files 

lR IT Security (83) 
All records relating to Secure IT -
perforrnmg work to achieve and maintain 
compliance with OMB security policies 
and NIST guidance, including compliance 
with the Federal Information Secunty 
Management Act, including all IT secunty 
program records and records for secunng 
individual IT systems, applications, and 
infrastructure These work elements are 
also included 

•	 IT secunty traunng and awaren s 

•	 IT secunty Policies and Proc ures 

•	 Monitonng and testing 
•	 Life cycle cost analysis id 

planning 

•	 Risk and vulnerabi y assessment 
•	 Secunty control , authentications 

•	 All other reco s directly tied to IT 
security 

IS IT Architecture 84) 
All records reI mg to the development, 
coordmatio and implementation of 
policies, ndards, guidehnes and 
proVISI 1Sor related assistance for 
Ente rise Architecture (EA) TillS also 
111 Ides records created by the Intenor 

iterpnse Arclutecture (lEA) and bureau 
architecture teams 111 the course of the 
development, management and utilization 
of the enterpnse architecture. Records 
created by the Intenor Enterprise 
Architecture (lEA) are also part and parcel 
of the record scheme In addition, this 
schedule also covers 

Page	 140116 

/ 

/ 

/
/ 

802-05a,bTEMPORARY: C 
802-06a.bend of the fiscal y ar, or when 
802-07activity IS com eted Transfer to 

the FRC 3 y rs after the cut-off 
DELETEI ESTROY 7 years 

after c off 

" 

~I 
J 

201-11TEMPORARY: Cut off at the 
800-01a.bend of the fiscal year, or when 

activity is completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years 
after cut off 

5/3/2010 



Alternative/Renewable Energy Support 
Systems (LBKs), which produce IT 
infrastructure design and implementation 
records that consist ofrecords of 
individual projects designed to provide 
and support new agency IT infrastructure, 
systems and services Information 
technology hard ware and software 
purchases and related records are also 
mcluded 
Work elements that highlight the records 
under EA and LBKs are. 

•	 Establishment and Operation of IT 
Architecture 

•	 Conducting functions directly 
related to operation of architecture 

tools (DEAR, BEAR) 
•	 AnalYSIS and maintenance of 

bUS111essprocesses 

•	 Data Modelmg 
•	 Architecture analysis and 

compliance reports 

•	 Creation, maintenance and 
modernizanon bluepnnts of targ 
archi tectures 

•	 All trammg records 
•	 All other records directl 

EA 
•	 Development of tee real system 

specifications an project plans 
•	 Designing of' ational databases, 

applications nd server SIde 
processes 

•	 Procur lent of mformanon 
tee logy hard ware, software 
ai maintenance contracts 

II other records relating to 
renewable energy support systems 

IT apital Planning and Project 
Management (85) 
All records generated 111 the course of IT 
Capital Planning and Investment Control 
on the portfolio of IT investments 111 
accordance WIth OMB's requirements 
including all program Ieports for portfoho 

Page	 15 of 16 
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TEMPORARY: Cut off at the 802-09a,b,c 

end of the fiscal year, or when 
activity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years 
after cut off 

5/312010 



management and project management not 
attnbutable to mdividual IT projects or 
mvestments Work elements for activity 
85 also include. 

•	 Management and review 
submission of MMS Business 
Cases (Exhibit 300s) to DOl and 
the Office of Management and 
Budget, 

o	 Developmg the Bureau's IT
 
Portfolio of investments (
 
53),
 

• 
•	 'oject Management 

eval IOns and QC reports 

etermination of Organizational 
impacts of CPIC 

•	 All other records directly related to 
Capital Plannmg and Project 
Management for IT 

Page 1601 16 
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Bucket 1. ADMINISTRATION-CROSSUIAL/(
 
New Schedule
 

Sub-Bucket Description & Retention
 

IA Budget Duties 
All records relating to budget development, 
formulation and execution that support the 
orgaruzation as a whole Records include but not 
limited 10 analysis, preparation. submission, 
justification, momtormg of budget data and other 
re lated functions and records of the following 
work elements 

0 Perform Budget Duties- POA, PP A. 
PAA 

•	 Provide Budget Support- SB 1 

•	 Provide General Support Services 
Budget- SB2. SOB 

•	 Budget Formulation & Justification-
SB5 

•	 Budget Execution & Perf01111anCe 

Management- SB6 

•	 Perform Budget Management- SB7 

TEMPORARY: Cut off at the end the fiscal 
year or when activtty IS completed Transfer to 
FRC 3 years after the cut-off. 
DELETE/DESTROY/Destroy 7 years after cut 
off 

IB Human Resources 
All records relating to developing and 

implementmg policies and procedures and 

May 2010 

Series No. 

201-04 
202-13 
301-()I 
301-020(1) 

301-020(2) 
30J-02a(3) 
30I-02b 
301-05 
301-06 
301-07 

302-06a,b 
504-15 
60I-OIb 

Former Schedule 
Title 

Management Stattsncal Report Files 
Information Collection Budget Files 
Budget Development and Admin Files 
Monthly Budget Status Report Files/Magnetic 
Tapes 
Monthly Budget Report/Paper 
All Other Copies 
Other Copies 
Budget Apportionment Files 
Budget Background Record'S 
Budget Correspondence Files 

Leave Appltcatton Files 
Employee Exit Clearance Report 
Supervisor's Files and other copies 

Retention 

2 yrs 
7 J'l"S 

6yrs 

Erasure 
-

3 yrs 
When superseded
 

2 yrs
 
2 yrs
 
2 yrs
 

3 yrs 

2 J'rS 

I yr 

NARA
 
Authority
 

NCl-57-84-7 
GRS16 J2 
NC1 -57-84-7 

NCI-57-84-7 
Nl-473-S8-I 
GRS53b 
NJ-473-88-J 
GRS54 
GRS52 
GRS51 

GRS26b 
GRS23 I 
GRS 1 I8a 

4 



providing guidance. It includes records that have 
to deal with but not limited operations such as 
job fairs, and providing personnel services to 
bureau and department employees and 
supervisors and records generated in activities of 
the following work elements: 

•	 Human Resources Actions- PAJ 

•	 HR Administration Services- SAD, SMT, 
SOP 

•	 Quality of Work Life - SEQ 

•	 Process Positions- SE 1 

•	 Benefits and Benefits Review- SEB 

•	 Classify Positions- SEC 

•	 Advise/Train on Ethics- SEE 

•	 Maintain FPPS Security- SEF 

•	 Staff Positions- SES 

•	 Provide Employee Relations- SER 

•	 Delegating Examining Unit (DEU) 
Contracts - SAO, SOF, SWR 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

IB(l)Official Personnel Management 
All records created in accordance with OPM 
rules for official employee personnel files. For 
other items related to personnel and covered by 
GRSl. 

FOLLOW GRS1.1 
IBl(a) Official Personnel Files 

601-01c 
601-02 
601-03 

601-04a- c 
602-01 
602-02b 
602-04 
602-05 

602-07 
602-08 

602-10 a-e 
603-01 

603-02a,b,c 
603-03 
603-04 
605-01 

605-02a-c 
605-07 
605-08b 

606-01a-b 

Staffing and Classification Files 
Employee Record Cards 
Employee Locator Files 
Personnel Action Report Files 
OPM Certificates 
Pending / unsuccessful application 
Merit Promotton Flies 
Employee Performance Files a. b, c, de, f 
Position Description Files 
Incenttve Award Program Files 
Employee Award Ftles 
Training Authortzatton Controls 
Tratntng Record History Files 
Training Reports 
Training Records 
Employee Confidential Files 
Financial Disclosure Reports 
Personal Injury Files 
EMF-Temporwy short term records 
Temporary Help Services 

Transferred Employees 

2 yrs NCI-57-84-7 
3yrs GRS12b 

Superseded GRS16 
- NI-473-88-1 

2 yrs GRS 1.5 
2yrs GRS133 
2yrs GRS132 
5 yrs GRS123 
5 yrs GRS1.7a 
3yrs GRS113 
2yrs GRS112 
5 yrs GRS29b 
5 yrs GRS129b 
3 yrs GRSI29a(2) 
5 yrs GRSI29a(2) 
6yrs GRS25b 
6yrs GRS125 
3 yrs GRS131 
1yr GRS121b 

6 yrs 3 mos GRS3(a) 1 

See FPMfor GRS1 1a 601-01a(2) 

May 2010 2 



See Chapter 7 of The Guide to Personnel 
Recordkeeptng for instructions (GRS 1.1 a) 

IBI(b)Official Personnel Files 

IB(2)Employee Medical Files 

Long-term medical records as defined in 5 CFR 
Part 293, 
Sub part E 

IB(2)a Employee Medical Files-Separated 
Employees 

IB(2)b Employee Medical Files-Transferred 
Employees 
Ie Financial Management Operations (62) 
All records relating to financial activities that 
support the organization as a whole such as 
paying bills, collecting receivables, compiling 
and analyzing financial data, preparing internal 
(bureau) reports, maintaining general ledger, and 
planning, developing, implementing and 
maintaining accountmg and mixed financial 
systems. Included also are records generated for 
work elements listed here: 

•	 Payroll Administration- SEP 

•	 Record Obligations- SFO 

•	 Invoice -Implement Competitrve
 
Sourcing- PAG
 

•	 Administration- SPB, SFI 
•	 Manage Accounts Receivable- SF8 

May 2010 

602-02(a) 

601-01a(1) 

605-08a(2) 

605-08a(1) 

302-01 
302-02 
302-03 
302-04 
302-05a 

302-07a-c 
302-08 
302-09 
302-10 
303-01 
303-02 
303-03 
303-04a 
303-04b 

Application for Employment-Successful 
Appltcants 

Separated Employees 

Separated Employees 

Transferred Employees 

Time and Attendance Source Records 
Time and Attendance Input 
Pay Differential Approval .. 
Payroll System Report Files 
Individual Employee Pay Record 
Savings Bond Purchase Fzles 
Combined Federal Campaign 
Thrift Savings Plan 
Direct DepOS1fStgnup Form 
Expenditure Flies 
General Ledgers 
Appropriation Allotment Fzles 
Accountable Officers Files-Finance 
Accountable Officers Fzles-Other 

transfer to an GRS1 A and B 
agency 

65 YRS GRS11b 

75 yrs GRS121a 

- GRSI21a(2) 

2yrs GRS51 
6yrs GRS28 
3 yrs NI-473-88-1 
3 yrs GRS222 

Update GRS21a 
4 mo GRS21 
3 yrs GRS215 

When Superseded GRS216 
When Superseded GRS217 

2 yrs GRS71 
6yrs 3 mo GRS7.2 
6yrs 31110 GRS73 
6 yrs 3 1110 GRS61a 

2 yrs NCI-57-84-7 

3 



•	 Provide Management for Finance- SFM 

•	 Support FBMS - FBM 

•	 Administrative Support Finance - SF2 

•	 Support Accounting Systems - SF3 

•	 Implement Actrvity Based Cost Codes -
SZA 

•	 Manage Travel Charge Card - SF4 

•	 Manage SGL Accounts - SF5 

•	 Support CFO/Extemal Reports - SF6 

•	 Develop Policies/Procedures for Finance 
-SF9 

•	 Finance A-I23 - SFA 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity IS completed Transfer to 
the FRC 3 years after the cut-off 
DELETEIDESTROY 7 years after cut off 

IC (1) Financial Management Operations-
Individual Pay Records 

LONG TERM TEMPORARY: Cut off at the 
end of the fiscal year, or when activity is 
completed. Transfer to the FRC 3 years after the 
cut-off DELETEIDESTROY 56years after cut 
off 

lD Procurement Services (63) 
All records relating to operations and 
administration of acquisition and procurement 
functions, administration of acquisition systems 

302-05b Individual Employee Pay Record 

501-01 Vendor Reference Materials
 
501-02 Equip Tech Manuals, Operattng Ins!
 
502-01 Purchase Transaction FInding AIds
 
502-02 Purchase Transaction Index FIles
 
502-03a Purchase Order/Requistttons -After7/3/95 

56yrs GRS21b 

Superseded NC1-57-84-7 
Superseded NC1-57-84-7 
No longer GRS239 

- GRS33c 
- GRS33a(l)a 

May 2010 4 



(such as IDEAs) and purchase card programs 502-03b Purchase Order/Requtsuions-Before 7/3/95 3yrs GRS33a1(b) 
that support the organization as a whole. Records 502-03c Copies 2yrs NCl-57-84-7 
generated for the following work elements are 502-03d ADP equipment Approvals 3 yrs GRS39b 
also included' 502-06a Recurrzng Invoice Accountable Officers' 6 yrs 3 mo GRS61a 

• Implement Competitive Sourcing- PAG 

• Provide Procurement Operations and 
Policy- SPO 

• Plan and Administer Contracts & 
Agreements (Coastal 
Impact Assistance Program)- SPA • 

• Acquisition Information Systems - SPI 
• Aviation Planning - DAF 

Procurement/Acquisition COR Training • 
- SPT, SPC 

• Other Procurement Services - S63 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETEIDESTROY 7 years after cut off 

502-06b 
502-07 
502-08 

503-01a(1) 
503-01a(2) 

503-01b 
503-02a(J) 
503-02a(2) 
503-02b,c,d 
503-03a-d 
503-0./ 
503-05 
50./-01 
50./-02 
50./-03 
504-04 
504-05 
504-10 
50,/-11 
50,/-12 

Recurring Service Invoice Files/Other 
Recetvtng Report Certtficatton 
Real property Files 
Transaction> 25,000 
Transactton < 25,000 
Other Copies 
Contract/Grant Monuoring Fdes<25, 000 
Transactions without dollar amount 
Contracting Officer/Related /Other copies 
Soltctted and unsolicited Bids 
Unsuccessful Grant Application files 
Grant Admtn Ftles 
Supply&PropertyFEDSTRIP Requisttton Fzles 
Publtcatton or Forms Requisttton Files 
Receiving Reports 
Supply Room Requests 
Publtcatton or Forms Stock Record FIles 
Accountability Files 
Excess Personal Property FIles 
Personal Property Accountability Number 

2yrs 
-

10 yrs 
6 yrs, 3 
3 yrs 

-
6 yrs 3mos 

3 yrs 
-
-

3yrs 
2yrs 
3yrs 

-
2yrs 
2yrs 
2yrs 
3 yrs 
3yrs 
2yrs 

NC/-57-84-7 

GRS33c 
GRS31a 
GRS33a(1)a 
GRS33a(1)b 
NCl-57-84-7 
GRS33a(I) 
GRS33a(2) 
GRS33C 
GRS35 
GRS313 
GRS3I4 
GRS38a 
GRS33c 
GRS34a 
GRS38a 
GRS39a 
GRS1815a 
GRS42 
GRS231 

Files 
504-13 
504-14 

Survey Board Reports 
Property Management ADP Files 

2yrs 
2yrs 

GRS1815b 
GRS231 

ID(I) Other Procurement Files- 503-02e Geological and Geophysical Contracttng 35 yrs Nl-473-88-1 
Geological and Geophysical Contracting Files Files 
maintained by the sponsoring offshore office 
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LONG TERM TEMPORARY: Cut off at the 
end of the fiscal year, or when activity is 
completed. Transfer to the FRC 3 years after the 
cut-off DELETE/DESTROY 25 years after cut 
off 
IE Facilities & Space Management Services 
(64) 
All records relating to the overall operation of 
the Support Services providing a wide range of 
services, functions including records generated 
for the following work elements and functions 

•	 Occupational Health & Safety
 
Management- SX4
 

•	 Provide Facilities Management- SX5 

•	 Property Management- SX2 

•	 Maintenance and Support Services- SX6 

•	 General Support Services - SX7 

•	 Security Services - SS 1 

•	 Provide Physical Secunty- SS! 
•	 Routine Surveillance Tapes 

•	 Personnel Secunty - SS2 

•	 Homeland Security - SS3 

•	 Printmg and Publication Management -
SX3 

•	 Administering the transportation of goods 
and matenals program for MMS 

•	 Providing Mail Management, Shuttle 
Operations, Mail and Couner Services 

•	 Shipping and Receiving Functions 

•	 Motor Vehicle Program Management 

May 2010 

401-01 
401-02a-c 

401-06 
401-07 

401-08a-g 
401-09 
402-01 
402-02 
402-03 
402-04 
403-01 
403-02 

404-03a-d 
404-01a-b 

404-02 
404-04a 

404-04b 
404-05 
404-06 
404-07 
404-08 

404-09a,b,c 
404-10 

404-11a 
404-11b 
404-13a 
404-13b 
404-14 

404-15a 

Communication Ftles/Directory Files 
Post Ofjice and Private Mat! Records 
Credentials Files-Receipts, Indexes 
Metered Mad Fzles 
Mat! and Deltvery service Control Files 
Postal lrregulartttes File 
Printing-Project Flies 
Mailing Lists 
Internal Management Ftles 
Jotnt Committee on Printtng Ftles 
AlMS Space Files 
Space and Maintenance Correspondences 
Classified Document Flies 
Security- VIsitor Control Files 
Credenttal Flies 
Security and Protecttve Service Files 
Factlities Security Plans 
Survey and Inspectton Files/Govt 
Survey and Inspection Ftles/Pvt 
Investigative Flies 
Security Clearance Admtn Ftles 
Personnel Security Clearance (a)?? 
Personnel Security Clearance Status 
Securtty Vtolattons/Sertous 
Security Violations/Other 
Top Secret Files/Registers/Docs 
Forms Accompanying Documents 
Property Pass Files 
Key Accountability Files/Max Security Areas 

2 mos 
1 yr 
-

6yrs
 
1yr
 
3yrs
 
1 yr
 

3 mos
 
2yrs
 
3 yrs
 
2yrs 

2yrs 
2yrs 

5 yrs 
2 yrs 
2yrs 

Whensuperseded 
3 yrs 

4 yrs 
2yrs 
2yrs 
5yrs 

Whensuperseded 
5 yrs 

2yrs 
5 yrs 

-
3 mos 
3 yrs 

GRSl13 
GRS125 
GRSl14b 
GRS127 
GRS12 6 
GRS128 
GRS128 
GRSJ3 4a 
GRSJ3 6 
GRS135a 
GRSl12a 
GRS111 
GRS18 
GRS1817 
Grs1817 
GRS188 
GRS188 
GRS189 
NI-473-88-1 

GRS188 
GRS1810 
GRS1811 
GRS1821 
GRS1822 
GRS1823 
GRS1824a 
GRS185a 
GRS185b 
GRS1812 

6 .
 



TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off 

IF Information Management and Files (65) 
All records relating to Information Management 
and used to report all work related to IT 
information resources as well as Central Files, 
Mailrooms, and Library/Information Services for 
developing, coordinatmg, and implementing 
policies, standards, guidelines, reporting, and 
providing related technical assistance. Reporting 
for this activity occurs throughout the hfecycle 
of information, records, data files and mclusive 
of the followmg work elements and functions: 

• Delivery of Official Public Information-

May 2010 

404-15b 
404-16a-c 

404-17 
405-01 

405-02a.b 
405-03 

406-01a 

406-01b 
406-01c 
406-01d 
406-01e 
406-03 
407-01 

407-02a.b 
407-03 
407-04 
407-05 
407-06 
407-07 

202-07 
202-08 
202-11 
202-14 
202-17 
202-18 
705-02 
705-16a. b 

705-17a,b 
705-18 
705-19 
705-20a,b 

Other Areas 
Security Incidence Reports 
Classified Document Container Fries 
General Travel and Transportation Fzles 
Travel Reimbursement Files 
Accountability Records 
Commercial Freight and Passenger Ftles-
Origtnal Vouchers 
Freight-Payment Records 
Issuing Office Copies 
Obligation Copy of Commercial 
Unused Ticker Redemptton Forms 
Lost or Damaged Shtpment Flies 
Motor Vehicle Correspondence Files 
Motor Vehicle Operating Ftles 
Motor Vehicle ACCident Files 
Motor Vehicle Correspondence Flies 
Motor Vehicle Release Flies 
Motor Vehicle Report Files 
Motor Vehicle Operator Files 

Records Disposition Lists 
Files Inventory and DIsposition Plans 
Microform Management 
Microform Inspection Record') 
Records Holding Files 
Records Management Flies 
Cope Fee Collection Register 
FOIA Files 
FOIA Appeal Flies 
FOIA Report Flies 
FOIA Admin Fzles 
Privacy Act Request Fzles 

6 mos GRS1816a 
3 yrs GRS1816b 

Whensuperseded GRS1814 
2yrs GRS187 
6yrs GRS187 
1 yr GRS93 

GRS94b 
6yrs 
lOyrs GRS91a 
6yrs GRS91b 

- GRS91c 
3 yrs GRS91d 
6yrs GRS91e 
2yrs GRS92 
1 yr GRS101a 
6yrs GRS102 
2yrs GRS105 
4 yrs GRS101 
3 yrs GRS106 
3 yrs GRS104 

GRS107 

6yrs GRS162 
3 yrs Nl-473-88-1 
6yrs GRS167 
2 yrs GRS1610 
3 yrs GRS16.J 
6yrs GRS167 
2yrs GRS1415 
6yrs GRS14 11 
6yrs GRS 14 21 
2yrs GRS1414 
2yrs GRS1415 
2 yrs GRS14 21 
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• 
POD 
The Federal Records Act and Records 

705-2Ia,b,c 
705-22 

Prtvacy Act amendment Fries 
Privacy Act Accounting Flies 

4 yrs 
5 yrs 

GRS14 22 
GRSI423 

Management Initiatives; Forms /Reports, 705-23a,b Privacy Act Control Flies 5 yrs GRS14 24 
LIbrary/Information Services - PAR 705-24 Privacy Act Report Files 2yrs GRSI425 

• The Privacy Act and Privacy Initiatives 705-25 Prtvacy Act Admin Flies 2 yrs GRSI426 

• Privacy Impact Assessments and Records 
Management Impact Assessments 

706-01 
706-02 

Technical Publtcatton Controls'Techntcal 
Publtcatton Background Files 

I yr 
6 mos 

NCI-57-84-7 
NCI-57-84-7 

• Data analysis for privacy and records 
management classification and impacts 

• Freedom of Information Act (FOIA) 
request analysis and non-reimbursed 
fulfillment costs - PAE 

• FOIA and Privacy Act Appeals 

• Section 508 of the Rehabilitation Act of 
1973, as Amended 

• Information Collection, Renewals and 
Quality Guidelines 

• Establishment and operation of program 
functions or offices for privacy, Records 
Management, FOIA, Section 508, and 
Web 

• Compliance monitoring and reportmg 

• Awareness and training for privacy, 
Records Management, FOIA, Section 
508, and Web 

• Operational Data Administration 
including maintenance, storage, 
information dissemination, use, control 
and disposal 

• Perform Internal Control Review 
Package for OMB-SZI (OEMM), SZO 
(MRM) 

• Records Management (W ASC) - SQR 

May 2010 8 



TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

IG Administrative Support Services (66) 
All records relating to general administrative 
functions, such as chronological, suspense, 
transitory, tracking, technical reference, 
directives, office administrative, mission subject, 
bureau history files, schedules of daily activity, 
directives, general payroll, and a host of other 
files that are administrative in nature. Included 
also are labor and operations records of safety 
awareness programs, health units, Employee 
Assistance Programs, personal property, moving 
services, vehicle fleet management, and any 
other administrative functions and records 
Involving activities of the following work 
elements: 

• ClAP (A&B) - SCI 
• Provide General Admin Support - PPC, 

PEC 

TEMPORARY: C at the end of the fiscal 
year, or whe ivity is completed. Transfer to 
the F years after the cut -off 
j)J,,-rFTEIDESTROY 7 years after cut off. 

Administrative Function Files/ Audits and 
Investigation Files 1o ~ e0v{2..7 
All records relating to administrative functions. 

102-01b 
102-01d 
102-01e 

Administrative Functzons 
Director 's Chron Files 
Other COPleS 

5 yrs 
-

3 mo 

N1--I73-88-1 
GRS236a 
GRS23.7 

Mission files created and maintained in offices 102-02 Office Administrative Ftles - GRS238 
whose primary function involves support 103-01a Schedule of Daily Acttvtties-Htgh Level No longer needed NCl-57-84-7 
activities such as personnel, procurement, 103-01b Schedule of Daily Activities-Low Level No longer needed NCl-57-84-7 
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property, transportation, travel, communication, 
budget and similar internal management 
functions and audit/investigation files relating to 
internal audits, investigatrve and evaluation 
records conducted in the review of MMS 
business process. These records mclude but are 
not limited to final audit or evaluation reports, 
initiation papers, audit methodology and 
guidelines, rebuttals and other comments on the 
reports and case files relating to special 
investigations that may have resulted in a referral 
to another agency or significant enforcement 
action. (AMARJIQCRJCongressional 
Committee .. ) 

104-01a 
10-/-01b 
201-03 
201-05a 
201-05b 
201-08d 
201-08e 
201-08f 
201-09a 
201-09b 
201-10 

202-04a 
202-04b 
202-05 
202-06 
202-10 
202-12 
202-15 
202-16a 
202-16b 
203-01 

304-01 

408-01 

505-01 

608-01 

704-01 

708-01 

802-1 

Electronic Mad and Word Processing Copies 
Other Copies 
Management Survey Background Flies 
Management Information Report Files/Weekly 
Management Information Report Files/Annual 
Management Control Records-Annual 
Tracking Fdes 
Review Files 
Administrative Issuances-Notices 
Administrative Issuances-Case Files 
Project Control Files 
Forms Files-Record Copy 
Background Materials 
Reports Control Files 
Project Control Fries 
Bulletin and Numbered Memorandums 
Memorandum of Understanding Files 
IRM Trtenntal Reports 
Federal Register Notices 
Semiannual Regulatory Agenda 
Electronic Mail and Word Processing 
Files/Other Copies 
Electronic Mail and Word Processing 
Fzles/Other Copies 
Electronic Mall and Word Processing Files/ 
Other Copies 
Electronic Mali and Word Processing Files 
Other Copies 
Electrontc Mad and Word Processing Flies/ 
Other Copies 
Library Catalog Cards and Finding Aids 

Electronic Mad and Word Processing 
Files/Other Copies 
Electronic Mail and Word Processing 

May 2010 

2 years NCI-57-84-7 
5 years Nl-473-88-1 
2 years Nl-473-88-1 
2yrs GRS231 
20yrs Nl-473-88-1 
No longer needed Nl-473-88-1 
6mos GRS23 lOa 
- GRS23 lOb 
6 mos NCl-57-84-7 
3 yrs NCl-57-84-7 
10 yrs NCl-57-8-/-7 
- GRS1614d 
1 yr GRS1614e 
- -
1 yr GRS161a 
- GRS161b 
1 yr GRS165 
5yrs GRS163a 
- GRS163b 
2yrs GRS166 
2yrs GRS165 
- GRS162b 
1 yr GRS167 

Nl-473-88-1 
1 yr GRS1613a 

GRS1613b 

6 mos 

6mos 

6mos 

6mos 
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•
 

I G(2)a- Director's General 
Correspondence/Bureau History Flies 
All records of central files of the chronological 
records and outgoing correspondence of the 
MMS Director. Surname Copies 

PERMANENT: Transfer to the FRC 2 years 
after cut-off. Transfer to National Archives in 5 
year blocks when 20 years old 
IH Planning (67) 
All records relating to the activities of strategic 
planning, performance planning measurement 
and reporting, workforce planning, 
organizational development, evaluations, and 
management analysis for the organization as a 
whole. Includes supervision, management, and 
general administrative support of these functions 

•	 Emergency Management and COOP 
Planning- SX I 

TEMPORARY: Cut off at the end of the 
fiscal year, or when activity is completed. 
Transfer to the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off 

May 2010 

70J-OJ 

20J-07c 
70J-02 

702-0J 

702-03b(2) 
703-01 

703-02a(3) 
703-02b 

705-0Ia,b, c 

/o2-lc 
20J-07a,b 

702-02 
702-03a 

702-03b(1) 
703-02a(1) 
703-02a(2) 
703-02a(4) 

703-03a 

404-12a 

404-12b 

Congressional Committee Investtgation 
Heartng Flies 
Orgamzauonal Files-Other Copies 
Legislative Programs-
Informational Publtcation Files 

PR Flies-Other Copies 
Visuals, Exhtbtts, Graphic Files 

Duplicate Recordings 

Films from outside sources 
Public Information Offices Records 

Director 's General Flies 
Organizational Fzles 
Informational Publication Master Files 
PR Flies-Speeches, Addresses and Comments 
PR-News Releases-Public Affairs 
Video Recordings 
Motion Picture Films 

Ftndtng Aids & Production Documentation 
Photographs of MA1S Officials 

Emergency Planntng Records-Correspondence 
Flies Relating to Admtn and Ops 

Continuity of Operatton Plan (COOP)(ADP) 

Permanent NJ-57-84-7 
Permanent NCl-57-84-7 
Permanent NCl-57-84-7 
Permanent NCl-57-8.J-7 
Permanent NCJ-57-84-7 
Permanent NCl-57-84-7 
Permanent NCl-57-84-7 
Permanent NCl-57-84-7 
Permanent NCl-57-84-7 

2yrs GRS1826 

When Superseded Nl-473-88-1 
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11 Provide Central Leadership (68) 
All records relatmg to costs of executives, 
senior executives and immediate offices. 
These costs include administration and 
implementation of activity based cost 
management programs. 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

1J Process Litigation for Indian Trust (70) 707-04 Interior Board of Land Appeals Permanent NCJ-57-84-7 
All records relating to htigation- the formal 
process in a court or administrative agency in 
which legal rights and obligations are contested 
by the parties and decided by a judge. This 
activity covers any and all work associated with 
administrative or Judicial litigation related to 
Indian Trust other than probate. It also 
includes litigation support provided by the 
bureaus and offices, legal representation 
provided by the Office of the Solicitor, and 
adjudications provided by the Office of Hearings 
and Appeals records generated in activities of the 
following work. 

PERMANENT· Cut off at the end of the fiscal 
year in which claim, matter or appeal is 
disallowed, withdrawn, settled or issued Transfer 
to the FRC 3 years after cut-off. 

Subsequent legal transfer ofthe records to the 
National Archives ofthe Uruted States Willbe as 
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Jointly agreed between the United States Department 
of the Interior and the National Archives and Records 
Adrrumstration 

lK Performance and Financial Management 
Reports (73) 
All records relating to the preparation of reports 
for entities external to the bureaus, such as the 
Annual Performance and Accountability Report, 
Submissions to the Department, FACTS II and 
the Statement of Accountability and/or 
Statement of Transactions (SF-224 or SF-
1219/1220). 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 7 years after cut off. 

lL Non-Indian Process Litigation for 707-01 MMS Appeals Flies 
Resource Use(74) 707-02 Watver/Departure Requests 
All records relating to litigation- the formal 707-03 Mineral Leasing Claims/Federal 
process in a court or administrative agency in 707-05 Hearing Fzles 
which legal rights and obligations are contested 707-06 Fishermen's Fund 
by the parties and decided by a judge. This 
activity covers any and all work associated with 
admmistrative or judicial litigation involving oil, 
gas, geothermal and non-energy mineral leasing, 
regulating resource use, hydropower licensing, 
appeals of enforcement actions, citizens' 
complaints and related issues of litigation other 
than Indian Trust. 
Federal Records Signed by the Assistant 
Secretary of BLM are also included under this 
Bucket. 

1L(2) Process Ltttgation- 707-04 Inferior Board of Land Appeals (IBLA) Permanent NCI-57-84-7 
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PERMANENT: 
Cut off at the end of the fiscal year in which 
claim, matter or appeal is disallowed, withdrawn, 
settled or issued Transfer to the FRC 3 years 
after cut-off. 

Subsequent legal transfer of the records to the 
National Archives of the United States will be as 
jointly agreed between the United States Department 
of the Interior and the National Archives and Records 

1M Employee and Labor Relations (76) 
Provide guidance and assistance to management 
and employees regarding all work associated 
with Employee Relations (ER)/Labor Relations 
(LR) issues, including grievances, disciplinary 
and performance-based actions, unfair labor 
practices and negotiations, Inspector General and 
other administrative investigations. Work 
activities also include processing incentive 
awards; conducting personnel secunty; 
determining employee suitability; and managing 
the employee assistance program, ethics program 
and performance management system. 

• Informal Counsell ADRIMediation - SIA 

• Formal Complaints - SIB 

• Employee Assistance Program - SIG 

• Manage Labor Relations - SEL 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 

604-01a,b 
605-04 
605-07 

607-01a-b 

607-02a-c 
607-03 
607-04 

607-05a-b 
607-06a-b 
607-07a-b 
607-08a-b 

607-09 

Labor Management Relations Files 
Personnel Counseltng Records 
Personal Injury Ftles 
Ethics Program/Attendance Fries/Others 

Financial Disclosure Report Ftles 
Ethics Agreement FlIes 
Notification of Violation of Crimtnal Conflict 
of Interest Flies 

Non-Federally Funded Travel Files Ethtcs 
Program Flies 
Ethics Questtonnatres/Other Flies 
Ethics program training Files 
Ethics Program Procedures 

5 yrs GRS128 
3 yrs GRS126 
3 yrs GRS131 
3yrs GRS251a 

6yrs GRS252 
6yrs GRS253 

6yrs GRS25.J 
GRS255 

3yrs GRS25.6 
6yrs GRS257 
3yrs GRS258 
6yrs GRS259 
6yrs 
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DELETE/DESTROY 25 years after cut off. 

IN Civil Rights - External and Internal 605-03a-g Equal Employment Opportunity Ftles 7yrs GRSl25 
(77/78) 605-06a-b Grievance Appeals Files 7yrs GRSl30 
All records related to all costs of monitoring, 
evaluating and adjudicating civil nghts 
compliance and enforcement functions covering b.,j\~ ~ ~ -€J>r~.t~, ) 

, 
equal opportunity and federally funded/assisted 
education and training programs with State and 
local governments. These elements are not 
limited to the work of EEO employees, but also 

, include the work of any Office of Bureau 
employees engaged in responding to and 
resolving civil rights and equal opportunity 
complaints. Also includes settlement agreements. 

Internal Civil Rights captures all costs to 
Implement 29 C.F.R 1614 and EEOC 
management Directive 715. Costs are not limited 
to the work of EEO employees, but also include 
the work of any Office of Bureau employees 
engaged in responding to and resolving civil 
rights and equal opportunity complaints, Also 
includes the cost of settlement agreements. 

• EEO Program - SIC, SID 

• EEO Program Special Projects Funding -
SIS 

• Sexual Harassment - SIE 

• Civil Rights - SIH 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
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DELETE/DESTROY 25 years after cut off 

10 Plan IT Investments (80) 
All records relating to planning for new IT 
investments, the planning and rnodermzation or 
major enhancement of existing IT Investments, 
and all work related to IT prototypes. 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity IS completed. Transfer to 
the FRC 3 years after the cut-off 
DELETE/DESTROY 25 years after cut off. 

IP Acquire IT Investments (81) 
All records relating the full acquisrtion of an IT 
Investment. Other records include but not limited 
to the procurement and implementation of an IT 
investment or useful segments/modules, Exhibit 
300 parts 1, 2 or 4 of exhibit 53, the control and 
evaluation phases of CPIC and investment 
control process. 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer to 
the FRC 3 years after the cut-off 
DELETEIDESTROY 25 years after cut off 

lQ Operation, Maintenance, and 
Management of IT Investments (82) -lAM 
All records relating to Operation, Maintenance, 
and Management of IT Investments portraying 
when an IT investment is operational (steady 
state) after formal acceptance. This means the IT 
investment or useful segment/module of an IT 

May 2010 

-;
 
~ 

7
,
 

800-02a,b 
800-04a,b 

800-05 
800-06 
800-08 
800-09 
800-11 
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System Documentation Files 
Source Documents 
Error/Edit Ltsttng Files 
ADP Source Program Ftles 
Raw Data Magnetic Tapes 
Print and Plotter Tapes 
Data Processing Control Records 

-
1 yr 

-
-
-
-
-

NI-473-88-1 
NCI-57-84-7 
NCI-57-84-7 
NCI-57-84-7 
NCI-57-84-7 
NCI-57-84-7 
NCI-57-84-7 
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investment has been delivered, deployed, and is 
perforrrung the mission. Tasks required 
managing an investment in operations and 
maintenance is reported under this activity, 
including performance monitoring and reporting 

performed by an operational analysis. This 
activity includes retirement/disposal costs of the 
investment, which IS the final phase in the life 

cycle of the investment 
Reportmg under this activity correlates to the 
operations and maintenance component of the IT 
investment reporting for mdividual mvestments, 
systems, or projects planned in Exhibit 300 and 
parts 1, 2 or 4 of Exhibit 53 and the Steady State 
Phase of the Capital Planning and Investment 
Control Process. 
Operation, Maintenance, and Management of IT 
Investments (001 Work Activity 82) includes 

government and contractor personnel records, 
supervision and management of these functions 
over the life of the IT investment after full 
acquisition is complete, including direct and 
indirect periodic or continuing costs of 
operation, maintenance, and management. 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer 
to the FRC 3 years after the cut-off 
DELETEIDESTROY 7 years after cut off 

lR IT Security (83) - IAI 
All records relating to Secure IT - performing 
work to achieve and maintain compliance with 
OMB security policies and NIST guidance, 

801-01a-c 
802-01a,b 

802-02 
802-03a,b 
802-04a.b 

802-08a,b,c 

802-05a.b 
802-06a.b 

802-07 

Creation, Use and Maintenance Files 
Oversight and Compliance Files 
IT Facility Site Management, Equipment 
IT Asset and Configuration Management 
System Backup and Tape Library Records 
IT Operation Records 

Maintenance of Security of Systems and Data 
User Identification, Profiles, Password Ftles 
Computer Security Incident Handling 

- GRS201 
5yrs GRS241a 
3 yrs GRS242 
1 yr GRS2-t 3a 

- GRS244a 
1 yr GRS248 

1 yr GRS245 
6yrs GRS246 
3 yrs GRS247 
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including compliance with the Federal 
Information Security Management Act, 
including all IT secunty program records and 
records for securing individual IT systems, 
applications, and infrastructure. This work 
activity should be used to capture all IT security 
records mcluding planning, acquisition, and 
operation and maintenance of IT investments. 
Reportmg under this activity includes security 
records reported on the OMB exhibits 53 and 
300 for individual mvestments and the 
establishment and operation of an IT secunty 
program and office. 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer 
to the FRC 3 years after the cut-off 
DELETEIDESTROY 7 years after cut off 

IS IT Architecture (84) - lAD and All 201-11 Feasibility Studies 5 yrs GRS169 
records relating to Enterprise Architecture (EA) 800-01a.b System Feasibility Files 5yrs NCl-57-84-7 
that provides a strategic planning framework that 
relates and aligns Information Technology (IT) 
with the MMS busmess functions and 
investments that it supports. The schedule also 
covers records of: 
AlternativelRenewable Energy Support LBKs-Rene"vable Energy Support Systems 5 yrs GRS 24-11 
Systems (LBKs) which support IT infrastructure 
design and implementation records that consist 
of records of individual projects designed to 
provide and support new agency IT 
mfrastructure, systems and services. Information 
technology hard ware and software purchases 
and related records are also included 
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TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer 
to the FRC 3 years after the cut-off 
DELETEIDESTROY 7 years after cut off 

IT Capital Planning and Project 802-09a,b,c Financing IT Resources and Services 3 yrs GRS249 
Management (85) - lAY 
All records generated in the course of IT Capital 
Plannmg and Investment Control on the portfolio 
of IT investment portfolio analysis, which also 
mcludes 

•	 Management and review submission of
 
MMS Business Cases (Exhibit 300s) to
 
DOl and the Office of Management and
 
Budget;
 

•	 Developing the Bureau's IT Portfolio of 
investments (Exhibit 53); 

Maintaining liaisons with the DOl regarding 
MMS information technology investments 

TEMPORARY: Cut off at the end of the fiscal 
year, or when activity is completed. Transfer 
to the FRC 3 years after the cut-off 
DELETEIDESTROY 7 years after cut off 

, 
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