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JOB NUMBER

REQUEST FOR RECORDS DISPOSITION AUTHORITY /V/-	 O'lC'-O~-~ 
TO	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date Received 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 6/S/0&' 
FROM (Agency or establishment) NOTIFICATION TO AGENCY 
Department of the Intenor 

2 MAJOR SUBDIVISION	 Inaccordancewith the prm isrons of 44 USC, 3303a,the 
drsposinon request,mcludmg amendments,ISapprovedexcept forOffice of the Secretary Itemsthat maybe marked drsposinon notapprovedor 
"withdrawn" In column 103 MINOR SUBDIVISION 

N/A 

<\ NAME OF PERSON WITH WHOM TO CONfER 4 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES 

Pamala R Qualhch	 202-20R-3909 '~I,J-18-of ;IIIY'? c-fL. ".IL) 
5	 AGE-NCY INFORMATION 

I hereby certify that I am authorized to act for this agency 111 matters pertaining to the disposmon of ItS records and that the 
records proposed for disposal on the attached _4_ pagers) are not needed now for the business of this agency or will not be 
needed after the retention periods specified, and that written concurrence from the General Accounting Office, under the 
provisrons of Title 8 of the GAO Manual for GUidance of Federal Agencies 

IZIls not required	 D IS attached, or ohas been requested 

DATE SI;:::~nR(:a:;~;M.t TITLE 

May 14,2008 (	 Office of the Secretary Records Officer 

7 ITEM NO 8 D[SCRIPTION OF I rEM AND p-;;POSl:h DISPOSITION 9 GRSOR 10 ACTION TAKEN
 
SUPERSEDED lOB (NARA USE ONL Y)
 

CITATION
 

I 101 - Program Correspondence [See Attached
 
1101 I - High-Level Officials Crosswalk]
 
I 101 2 - A II Others
 

1102 - General Adrnuustratron Files
 
I 103 - Suspense FIles
 
1104 - Chronological Files
 
1105 - Transitory FIles
 
1106 - Tracking and Control FIles
 
1107 - Fmdmg Aids/Index FIles
 
1108 - General Reading FIles
 
1109 Daily Schedules, Calendars, and Appointment Books
 

1109 I - Secretary, Dep Secretary, Asst Secretanes,
 
Sohcrtor, Inspector General
 
1109 2 - Dep Asst Secretanes, Directors, Staff ASSistants
 
11093 - All Others
 

I 110 - Rounne Procurement FIles
 
III I - Working Papers
 
1112 - Cobell Email Backup Status Notificanons
 

[See Attached List of Record Descnpnon and Requested
 
DISposition Authority ]
 

- -1))-109 I'RL VIOUS LDI nON NO I USABLE STANDARD FORM II) (REV 3-91) 
Prescnbed by NARA 36 CFR 1228 



1100 - Records Common to Most Offices 

1101 - Program Correspondence. Incoming and outgoing correspondence
 
concermng the actions, plans, and initiatives of an office.
 

1101.1 High-level Officials. Correspondence maintained by high-level 
officials, meluding the Secretary, Deputy Secretaries, Assistant 
Secretaries, the Inspector General, Solicitor, and Deputy Solicitor. 

Disposition: Permanent. Cut otT !it elose of e!ileR8.!ir year. Transfer te 
1'<lARA finer 10 years. Cu 1" c) f f co ~ c N 0 f ,c iIt ''s f~/'" 1;..1-~n .'./ ~It.. I'~ L! 

It.) OVf..Ao. ({J.."'N~t:i.ft... Ie N<\IlA ItFf£({ S Yf./jfl-s,'. ~ o«; J.,. (":N..;k: ~ 

1101.2 All Others. Correspondence maintained in all other ofti~s. CL,A-"':i5f...'i,'t../0'1
A)7..J~1 ,I 

Disposition: Temporary. Cut off at close of calendar year. Destroy after 5 
years. 

1t - General Administration Files. Files relating to the internal 
admirus . n or housekeepmg activrties of the office rather than the functions 
for which the 0 - e exists. In general, these records relate to the office 
organization, staffing cedures, and communications; the expenditure of funds, 
day-to-day administration 0 ' Ice personnel, including travel; supplies and 
office equipment requests, and rece' and the use of office space and utilities. 
They may include copies of reports (inclildi work progress, statistical, and 
narrative reports) which are prepared in the of tIc d forwarded to the requesting 
office. ancl other materials that do not serve as officia umentation of the 
program or the office. 

Disposition Temporary. Cut off at close of calendar year. Destroy after 2 •
 
(GRS 23-1)
 

t-l03--.:..Su~~ Files. Papers arranged in chronological order as a reminder that
 
an action is requirea-on-a-spec.liic date.
 

Disposition: Temporary. Cut off when reply is received.
 
needed for agency business.
 

110"' - Chronological Files. Copies of outgoing communications, arranged by
 
date. and maintained for periodic review by staff members and as a convenience
 
file.
 

Disposition: Temporary. Cut off at close of calendar year. Destroy after 1 year. 

nsitory Files. Copies of correspondence, messages, and other
 
documents mamtaine or of documents which require no
 

http:J.."'N~t:i.ft


/'OJ~A?L lOy vyJ'---
compilations or re v u~:::il:1V~0~I~V~1l:1g:n:o:a:d:n:1~in:i:st~ra:t:iv~e:o:r~p~o~li~C~y~d;e~C~i;si;o;n;s;a;n~d~n;o~s:p:ec:i:a~1 I /' /J <",,~j~ l 
; '2.3-7 
Disposition Temporary. Destroy when no longer needed for agency 

acking and Control Files. Logs, Registers, and other records used to 
control or documen ' correspondence, reports. or other records. 

Disposition Temporary. Cut off at date of last entry. Destroy a ter _ 
23-8) 

- Finding Aids/Index files. Electronic spreadsheets, card indexes. or other 
documents g d to track and locate documents through work flow, case 
status, subject files, or ot 1 . ent information. 

Disposition Temporary. Cut-off when superseded, or cords listed in the - t,p
aid/index are disposed. Destroy when no longer needed (if superse " disposeco";~:,?, 
with related records (if not superseded). ?-7J-'l 
1108 - General Reading Files. Documents that contain copies of reports, 
correspondence, or other informanon that concems a specific subject or group of 
subjects, mamtamed solely as a reference copy. 

DispOSItIOn: Temporary. Destroy when no longer needed for agency business. 

1109 - Daily Schedules, Calendars, and Appointment Books. Calendars. 
appointment books, schedules, logs, diaries, and similar records relating to 
meetings. appointments, trips, visits, and similar activities. 

1109.1 Secretary, Dep. Secretary, Asst. Secretaries, Solicitor,
 
Inspector General. Daily schedules for the Secretary, Deputy Secretary,
 
Solicitor, Inspector General, and Assistant Secretaries.
 

Disposition: Permanent. Cut off when official's tenure is over. Transfer to
 
NARA after 5 years
 

1109.2 Dep. Asst. Secretaries, Directors, Staff Assistants. Daily
 
schedules for all other officials whose schedule warrants retention, such as
 
Deputy Assistant Secretanes, Office Directors, and Staff Assistants.
 

Disposition: Temporary. Cut off when official's tenure is over. Destroy
 
after 3 years.
 

Others. Daily schedules maintained by all other department
 
employees and contrac 0
 



Disp05itieH'l:Temporarv Destroy when no longer needed for agency
 
business. (GRS 23-5b)
 

0- Routine Procurement Files. Requisitions, purchase orders, and other 
docun ts concerning the routine acquisition of property utilized for the use of 
the office, s as supplies, furniture, equipment, and other small purchases. 

or purchases in excess of $2,000 are covered elsewhere 
in this schedule. 

Co~S 
Disposition Temporary. Cut off at close 'fiscal year in which final payment is (L i 
made. Destroy after 3 years. (GRS 3-3a 1b) (..il f·"'·~y./'2-,0. \b 

III I - Working Papers/Drafts. Drafts, notes, correspondence, and other 
working papers generated dunng program business. Drafts that show substantive 
changes should be tiled in accordance with the final document's disposition 
instructions 

Disposition: Temporary. Cut off when final version is produced, or at close of 
calendar year if no final version will be created Destroy when no longer needed 
for agency business 

I 2 - Cobell Email Backup Notifications. These files document the receipt of 
agenc zuidance instructing employees to "print and tile e-mail messages that 
relate to th tree Functional Areas of I ) American Indian trust reform, including 
the High-Level lementation Plan or any of its subprojects; 2) the Cobell v. 
Kempthorne lirigatioin r 3) adrrumstration oflndividual Indian Money (lIM) 
accounts." Messages rerm ·ng employees of this guidance are received weekly 
in electronic format, printed out, d maintained in paper format by each Office 
of the Secretary employee with emai 

These tiles are classed as Indian Fiducrary Trus 

Disposition Permanent. Retain in individual files of eac ency employee with 
email access for length of service of employee with employing ice, or until no 
longer needed, whichever is sooner. Retire to office files upon depa 
employee from office, or to records center. Subsequent legal transfer oft 
records to the National Archives of the United States will be as jointly agreed Co-Jv.J b t 
between the United States Department of Interior and the National Archives and j\} I'~of~·.~S" ~c: 
Records Administration. I'f'i.Ji' ,,>~, 

http:I'f'i.Ji

