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LEAVE BLANK (NARA use only) 

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER !U 9 9 
(See Instructions on reverse) /-/c2 -9 -;/ 

TO NATIONAL ARCHNES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED If 1Cj
WASHINGTON, DC 20408 ~-/ -

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 
Federal Bureau of Prisons 

In accordance with the provisrons of 44 2. MAJOR SUBDIVISION 
USC 3303a the disposrtron request,

Office of the Director	 mcludmg amendments, ISapsroved except
for Items that max be marke "dISFu0slilon3. MINOR SUBDIVISION not approved" or withdrawn" in co umn 10 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 11J:l'iJ"ltD ST,,!ES
Omar Herran	 (202) 514-2254 x 1<6,/ I ()-22..-9~ l{j~ I ~/./' 

6. AGENCY CERTIFICATION .IJ 
I hereby certify that I am authorized to act for this agency in matters pertaining to e disposition of its records
 
and that the records Broposed for disposal on the attached ~ page(s) are not now needed for the business
 
of this agency or wi not be needed after the retention reriods srecified; and that written concurrence from
 
the Gener Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal
 
Agencie
 I 

is not required; 0 is attached; or 0 has been requested. 
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

2-- t'1-~~ ~~	 ~~-V'l~~¥. 
7 9. GRSOR 10. ACTION 

ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
NO JOB CITATION USE ONLY) 

SEE ATIACHED 

t this p....oposed e r:hadule have been a.pprolVed bJ': 
AU oha.nges 0 .L • -

7p3/Q1	 7/ZS C;1
~~~ da.teAgency representative date~~~r~ 

NSN 7540-00-334-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE PreSCribed by NARA 

36 CFR 1228 

115-109 
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BUREAU OF PRISONS - OFFICE OF THE DIRECTOR 

1.	 Congressional Correspondence 
Volume: 90 linear feet (est.) Dates: [1992] - present 
Correspondence with Senators, Representatives, and Congressional Committees. Major 
topic is inmate status: transfer, pardon, furlough, etc. Other issues addressed mclude 
referrals of constituents seeking employment, perceived competition between Unicor and 
private industry, and policies on prison employment. 
Disposition: Temporary. Cut offfiles at close of congressional session. Transfer to 
Federal Records Center (FRC) 2 years after close; destroy 12 years after close. 

3.	 State Files 
Volume: [2] l.f. Dates [1991] - present 
Correspondence with State and municipal correctional officials, legislators and busmess 
people regarding topics such as inmates serving both State and Federal terms, requests 
for speakers, condolences, thank-yous, frivolous lawsuits, and potential prison sites. 
Disposition: Temporary. Destroy when 10 years old. 

4.	 Institution Files 
Volume: 8 l.f. (est.) Dates: 1991 - present 
Correspondence and memoranda documenting actions and issues at varIOUScorrectional 
facilities. Examples include privately-managed prisons, age waivers for potential 
employees, staffing patterns, and inmate telephone use. Also included are "after-action 
reports" on disturbances, and memoranda to the Deputy Attorney General (DAG) on 
matters such as inmate deaths and suicides, and media attention. 
Disposition: PERMANENT. Transfer to the FRC in 1year blocks when 5 years old. 
Transfer to NARA in 5year blocks when most recent record is 20 years old. 



2 

..
 

Bureau of Prisons - Executive Secretariat 

5.	 Inmate Files 
Volume: 5 I f. (est.) Dates 1992 - present 
Correspondence regarding inmate status, with the inmate and/or family members. 
Copies of forms and court documents are also occasionally included 
Disposition Temporary Cut off annually and transfer to storage in 5-year blocks 
Destroy when most recent record IS 20 years old. 

. IFile
 
Volume: [15] l.f.
 
Disposition: PERMANENT. Tran
 

years old (N1-129-90-1)
 

8.	 Electronic Correspondence and Reports File 
Dates: 1991 - present (1993 for incoming correspondence). 
Automated tracking system. Outgoing correspondence has been scanned in since 1991, 
incoming documents were added III 1993. 

A. Inputs - Paper copies of incoming and outgoing correspondence and reports 
scanned into the system. 
Disposition: File paper copies tn appropriate program or subject and readtng files 

B. Outputs-

(1)	 Paper copies of correspondence and reports. 
Disposition: File paper copies in appropriate program or subject and reading file. 

(2)	 Reports generated for tracking and control purposes such as the weekly overdue
 
report.
 
Disposition: Temporary. Destroy when no longer needed or when a new report IS
 

generated.
 

C. Electronic Tracking System, including scanned copies of mcoming and outgomg
 
correspondence and reports.
 
Disposition. Temporary. Delete when 20 years old or no longer needed for reference,
 
whichever is Sooner.
 



3 Bureau of Prisons - Executive Secretariat 

, Calendars 
Volume: .751.f 
Disposition: PERMANENT. Tr
 

recor is 30 years old. (Nl-129-90-l/4)
 

10.	 Electronic Version of Records Created by the Electronic Mail and Word Processing 
Applications covering items 1-7 and 9 of the Office of the Director's schedule 
Disposition: Temporary. Delete after recordkeeptng copy has been produced 




