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(12/31/1995) • FEDERAL BUREAU OF INVESTIGATION 

Precedence: IMMEDIATE Date: 07/11/1997 

To: Richmond Attn: Administrative Officer 

I I 
From: Information Resources 

Field service nnit 
Contact =I IExtension ... l _____ .... 

Approved By: Morris Carol ~· 

Drafted By: .__ __________ ....,..,..,.. __ _. 

Case ID #: 66F-HQ-C1190059 - t/ 
Title: NATIONAL ARCHIVES AND RECORDS 

ADMINISTRATION (NARA); APPRAISAL OF 
FIELD OFFICE RECORDS 
NARA VISIT TO RICHMOND FIELD OFFICE 

Synopsis: Information pertaining to NARA visit to the Richmond · 
Field Office in conjunction with update of FBI Records Retention 
Plan and Disposition Schedules. 

Details: The FBI Records Retention Plan and Disposition 
Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee. et al .• v. William H. 
Webster. et al .• United States District Court for the District of 
Columbia: Civil Action Number 79-1655. This decision r_equires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 

The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit (RDAMS), Field Services Unit, Field Information Support 
Section, IRD. In addition, the NARA representatives will be 
visiting the Baltimore, Los Angeles, Richmond and Washington 
Field Offices. 

b6 
b7C 

On 7/22/97, Supervisor Technician I I and Archives Technicians1---------------a-n.....,. ___ ___, 
._I _________ ___,~i 11 arrive in t~.,,.e ....... ...,.........,.,....,....,....,,.....,....,,..,.,..,,..1...,,.c,-e---,,...0.,..r="' the 

purpose of preparing selected RH case files for the review and 
appraisal by the NARA representatives. 



To: 
Re: 

Richmond Fr- Information Resources • 
66F-HQ-C1190059, 07/11/1997 

On 7/23/97, Archives Specialist_l_-.---..-,-,---...---land 
the NARA representatives involved in the review of the FBI 
Plan/Schedules will arrive in the RH Field Office. The NARA 
representatives are: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Annandale, Virginia 
Special Assistant to 
Ceuter tar EJectranic 

22003 
the Director 

RecorT 

Silver Spring, Maryland 
Appraisal Archivist 

20902 

I Civilian Appraisal Staff I 

Gaithersburg, Maryland 
Archivist 

20877 

All of the representatives from NARA have been issued 

TOP SECRET security clearances. All informal:·:: :·:::~:;·na 
security clearances, may be verified through : -, 
Personnel Security Unit, Security Countermed I 
National Security Division, Extension! I 

.-----___.,O~u~either 7/23/97 or 7/24/97, Archives Specialist I !supervisory Archives Technicianr land the NARA 
representatives would like to provide a brie~ing to the 
management of the RH Field Office. Preferred time of this 
briefing would be prior to the NARA representatives commencing 
the review of the RH case files. Coordination and scheduling of 
this briefing should be handled by RH personnel. 
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To: 
Re: 

Richmond Fr. Information Resources • 
66F-HQ~Cll90059, 07/11/1997 

LEAD (s}: 

Set Lead 1: 

RICHMOND 

AT RICHMOND, VIRGINIA 

Establish appropriate work area for RDAMS employees 
and NARA representatives and access to the RH case files. 

Set Lead 2: 

AT RICHMOND, VIRGINIA 

Coordinate and schedule time and location for briefing 
by RDAMS employees and NARA representatives. 

CC: 1 - IRD Front Office, Room 5829 
1 Room 5336D 

b6 1 oom 5336F b7C 
1 - Room 4933 
1 - oom 4933 
1 - Room 4933 

♦♦ 

3 



(12/31/1995) 

FEDERAL BUREAU OF INVESTIGATION 

Precedence: IMMEDIATE 

To: Baltimore 

Date: 07/30/1997 

Attn: SAC David R. Knowlton 
ASAC Anthony A. Betz 
ASAC Lynne A. Hunt 

~~~I _________ ____. 
From: Information Resources 

Field Ser_ ................................. _____ ~ 
Contact: Extension .... I ______ _. 

Drafted By: 

Case ID #: 66F··HQ-Cll90059 -1..\5 

Title: NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION (NARA); APPRAISAL OF 
FIELD OFFICE RECORDS 
NARA VISIT TO BALTIMORE (BA) FIELD OFFICE 

Synopsis: Information pertaining to NARA visit to the BA Field 
Office in conjunction with update of FBI Records Retention Plan 
and Disposition Schedules. 

Details: The FBI Records Retention Plan and Disposition 
Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee, et al .• v. William H. 
Webster. et al., United States District Court for the District of 
Columbia: Civil Action Number 79-1655. This decision requires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 

The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit (RDAMS), Field Services Unit, Field Information Support 
Section, IRD. In addition, the NARA representatives will be 
visiting the BA, Los Angeles, Richmond and New York Field 
Offices. 

b6 
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To: 
Re: 

Baltimore FA: Information Resources -
66F-HQ-C1190059, 07/30/1997 

of preparing selected BA case files for the review and appraisal 
by the NARA representatives. 

On 8/6/97, Archives Specialist! land 
the NARA representatives involved in the.._r_e_v~i-e-w--o~t-.t~h-e-~F~B~I..-_. 
Plan/Schedules will arrive in the BA Field Office. The NARA 
representatives are: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

I 

Annandale, Virginia 22003 
Special Assistant to the Director 
Center for Electronic bcorls 

-1 ----1 
Alexandria, Virginia 22314 
Archivist I Civilian Annraisal staffl 

-i--1 
Silver Spring, Maryland 
Appraisal Archivist 

I Civilian Appraisal Staff 

Gaithersburg, Maryland 
Archivist I Iextual Reference Era]ch 

20902 

20877 

All of the representatives from NARA have been issued 
TOP SECRET security clearances. All informa ............... ...___._......._ ........ ......._.L..L.I...,_ __ ---. 
security clearances, may be verified through 
Personnel Security Unit, Security Cou i--,_,,_......,.......,.,_.....,... ____ ____. 

National Security Division, Extension 
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To: 
Re: 

Baltimore Fa: Information Resources. 
66F-HQ-C1190059, 07/30/1997 

b6 

I I b7C 
On 8/6/97, Archives Specialist~_,---,----~and the NARA 

representatives would like to provide a briefing to the 
management of the BA Field Office. Preferred time of this 
briefing would be prior to the NARA representatives commencing 
the review of the BA case files. Coordination and scheduling of 
this briefing should be handled by BA personnel. 
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To: 
Re: 

Baltimore Fa: Information Resources. 
66F-HQ-C1190059, 07/30/1997 

LEAD (s): 

Set Lead 1: 

BALTIMORE 

AT BALTIMORE 

Establish appropriate work area for RDAMS employees 
and NARA representatives and access to the BA case files. 

Set Lead 2: 

AT BALTIMORE 

Coordinate and schedule time and location for briefing 
by Mr. Shackelford and NARA representatives. 

CC: 

♦♦ 

1 - IRD Front Office, Room 5829 
1 , Room 5336D 
1 oom 5336F 
1 - Room 4933 
1 -...... --------,1.---JRoom 4933 
1 Room 4933 
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(12/31/1995) • FEDERAL BUREAU OF INVESTIGATION 

Precedence: IMMEDIATE 

To: Los Angeles 

Date: 07/31/1997 

Attn: ADIC Timothy P. McNally 
SAC Anthony A. Betz 

~~r Qpsan p Chrfo&r I 

From: Information Resources 
Field Ser~.i..:.r.,:.:.,_...u.iu..i...1---------, 
Contact: Extension~!-----~ 

Approved By: 

Drafted By: 

Case ID #: 66F-HQ-Cll90059 - \.\Co 

Title: NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION (NARA); APPRAISAL OF 
FIELD OFFICE RECORDS 
NARA VISIT TO LOS ANGELES (LA) FIELD OFFICE 

Synopsis: Information pertaining to NARA visit to the LA Field 
Office in conjunction with update of FBI Records Retention Plan 
and Disposition Schedules. 

Details: The FBI Records Retention Plan and Disposition 
Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee. et al .• v. William H. 
Webster, et al .• United States District Court for the District of 
Columbia: Civil Action Number 79-1655. This decision requires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 

The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit (RDAMS), Field Services Unit, Field Information Support 
Section, IRD. In addition, the NARA representatives will be 
visiting the Baltimore, LA, Richmond and New York Field Offices . 

.------_,on 8/13/~7, Superv~s~ry ~rcbives Technician I I land Archives TechniciansL • ~ I lwi 11 arrive in t~e L!!,oA.,,.....,,F..,i .... e_l __ d..,.....,,O ... f"""f"'"i""c-, -e---.f"'"o_r_t ____ h_e_p_u_r ___ p_o_s_e___. 
or p1epa11119 selected LA case files for the review and appraisal 

the NARA representatives. by 
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To: 
Re: 

Los Angeles ti-om: Information Resourcee 
66F-HQ-Cll90059, 07/31/1997 

On 8/18/97, Archives Specialist~l=.,,...,,.,,..,.....,,...,......,,,.,,,.,,,......,.......,....-...... land 
the NARA representatives involved in the review of tne f'BI 
Plan/Schedules will arrive in the LA Field Office. The NARA 
representatives are: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

I 

Annandale, Virginia 22003 
Special Assistant to the Director 

~lc_e_n_t_e_r_f_o_r_E_]_e_c_t_r_o_n_i_·c--R--'erords 

Silver Spring, Maryland 
Appraisal Archivist I Civilian Appraisal Stalf 

Gaithersburg, Maryland 
Archivist 
Textual Reference 

20902 

20877 

All of the representatives from NARA have been issued 
TOP SECRET security clearances. All information, including 
security clearances, may be verified through! 
Personnel Security Unit, Security Countermea~s"u~r~e~s=-s,....,,.e~c~t~1.~o~n=-,----' 
National Security Division, Extension! I 

On 8/18/97, Archives Specialist! land the 
NARA representatives would like to provide a br1.e£1.ng to the 
management of the LA Field Office. Preferred time of this 
briefing would be prior to the NARA representatives commencing 
the review of the LA case files. Coordination and scheduling of 
this briefing should be handled by LA personnel. 
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To: 
Re: 

Los Angeles .om: Information Resource9 
66F-HQ-C1190059, 07/31/1997 

LEAD (s): 

Set Lead 1: 

LOS ANGELES 

AT LOS ANGELES 

Establish appropriate work area for RDAMS employees 
and NARA representatives and access to the LA case files. 

Set Lead 2: 

AT LOS ANGELES 

Coordinate and schedule time and location for briefing 
by RDAMS employees and NARA representatives. 

CC: 1 ,...... ......................................... f~fice, Room 5829 
1 - Room 5336D 
1 - 5336F 
1 - Room 4933 
1 - oom 4933 
1 - Room 4933 

♦♦ 
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~ (12/31/199:l) • • 
FEDERAL BUREAU OF INVESTIGATION 

Precedence: IMMEDIATE 

To: New York 

Date: o9'/107i9;97, · 
,.(. 

Attn: ADIC James K. Kallstrom·•· 
SAC Joseub cantamessa 

OSM~I----------~ 
From: Information Resources 

Field Services Unit 
Contact: 

Approved By: Morris Carolyn GCMl/f:/ 

Drafted By:1 
Case ID # : ...._6_6_F ___ H...,.Q,---C-1_1_9_0_0_5_9_·_--,_,___,,,,7,--__. 

Title: NATIONAL1.,ARCHIVES AND }<ECORDS 
ADMINISTRATION (NARA) ,/.J!.PPRAISAL OF 
FIELD OFF,ICE RECORDS 
NARA VISIT TO New York (NY) FIELD OFFICE 

I • ~' • ' 

i::~, . . /'. • r· 
Synopsis: Informat::ior'l' -p§!rtaining to NARA visit to the NY Field 
Office in conjuncti0n with update of FBI Records Retention Plan 
and Dispositidri-schedules. 

Details: The FBI Records Retention Plan and Disposition 
Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee. et al., v. William H. 
Webster. et __ al., United States District Court for the District of 
Columbia: Civil Action Number 79-1655. This decision requires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 

The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit, Field Services Unit, Field Information Support Section, 
IRD. In addition, the NARA representatives have visited the 
Baltimore, Los Angeles, and Richmond Field Offices. 

On 9/16/97, Archives Specialist! land 
a NARA representative involved in the review of the FBI 
Plan/Schedules will arrive in the NY Field Office for the purpose 
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To: 
Re: 

New York Fr.: Information Resources • 
66F-HQ-C1190059, 09/10/1997 

of conducting interviews with NY personnel with regards to the 
FBI development and implementation of the Automated Case Support 
(ACS) System. The NARA representatives are: 

Name: 
Address: 

Title: 

SSN: 
POB: 
DOB: 

Silver Spring, Maryland 20902 
Appraisal Archivist 
Civilian AnnraisaJ Staff 

On 9/16/97~ lwould like 
to provide a briefing to tfie management of tfie NY Field Office. 
Preferred time of this briefing would be prior to the NARA 
representatives commencing the evaluation of the ACS System. 

Inasmuch as the ACS System is an integral part of the 
overall FBI's record-keeping process, it must meet appropriate 
Federal standards, as promulgated by NARA, prior to full approval 
as an electronic case file system. Final approval of ACS, by 
NARA, will eliminate the necessity to maintain a paper case file. 
Information provided by NY personnel will greatly assist NARA in 
the appraisal of the ACS System . 

._ __ ....,...,,.......,........,,...lhas been issued TOP SECRET security 
clearances. All inform~tion including ~is security clearance, 
may be verified throughl~-.....,...---,,--------,---'personnel Security Unit, 
Security Countermeasures Section, National Security Division, 
Extensio~ I 
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To: 
Re: 

New York Fr.: Information Resources • 
66F-HQ-C1190059, 09/10/1997 

LEAD (s) : 

Set Lead 1: 

NEW YORK 

AT 

Establish an appropriate work 
.,.....c~a~u~d~i~ic_t......,in....,.q......,A~C~S interviews and evaluation 

I 
Set Lead 2: 

AT NEW YORK 

area for the purpose of 
forl land 

Coordinare. and scbedJJ] e ~aimned ... l a ... u ...... d___.J ... a .... c ... a ... t_,...,· a .... u ........... tor briefing 
of NY management by I I .__ _______ __, .__ ______ ___.. 

CC: 1 -...-...... ....._ ................. ....._ ....... fice, Room 5829 
1 Room 9998 
1 5336F 
1 - Room 4933 
1 - Room 4933 
1 - Room 4933 

♦♦ 
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To: 
Re: 

CC: 

New York Fr. Information Resources -
66F-HQ-C1190059, 09/10/1997 

WORK COPY ROUTING SHEET 

1 - IRD Front Office, Room 5829 
1 - Room 9998 
1 _1------L-Joom 5336F 
1 - Room 4933 

1 
', • • .. ,..-.,_ 1 · Room 4933·• .. 

1 - Room 4933 

♦♦ 
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(12/31/1995) 

------------------ - - ----------------------------

• 
FEDERAL BUREAU OF INVESTIGATION 

Precedence: ROUTINE 

To: Information Resources 

Personnel 

From: National Security 

Date: 06/09/1997 

Attn: 
Boom 4933 

Attn: 
Room 1358 

Security Countermeasures Section 
Facility Securit Unit FSU Room 4364 
Contact: Ext. I ...._ ___ __, 

Approved By: 

Drafted By: 

Case ID #: 260D-HQ-1087013"" '3 7 
HQ 66-19249 -

Title: 

ADMINISTRATION (NARA) 
REPRESENTATIVES REQUEST FOR OFFICIAL VISITOR BADGES 

Synopsis: A roval of re uest for unescorted Official Visitor 
bad es for 

Administrtt:; ::::r:nce: ~ade to Electronic Communication 
(EC) from Information Resources Division 
(IRD), Reco Di 1 ionJ c ival and Micrographics Subunit 
(NARA), to FSU, date 05/08/1997. In view of the SPM's favorable 
adjudication, this matter is referred to the Security Unit, 
Personnel Division (PD), to issue the appropriate Security Access 
Control Systems (SACs) badges for the captioned individuals. 

Details: Request for access to the J. Ed ar Hoover Buildin for 
the captioned individuals was made by 

-----,-..---..-..-....... ------.----IR D, NARA, dated 05/08/1997, advising the captione in ividua s 
sole purpose is to review FBI Plan/Schedules regarding civil 
matters. In addition, it is anticipated that the NARA 
representatives will be visiting the Baltimore, Los Angeles, 
Richmond and Washington Field Offices. 

THIS JS NOT AN ORIGINAL. IF 
ORIGINAL IS FOUND, PLEASE 
REPLACE. 
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To: 
Re: 

• • 
Information Resources From: National Security 
260D-HQ-10B7013, 06/09/1997 

On 05/16/1997, Personnel Security Unit, NSD, received 
term certification that the captioned individuals possess a "Top 
Secret" security clearance. The "Top Secret" clearances are term 
certified until 05/27/199B. It should be noted that prior to 
05/26/199B, recertification of the above individuals security 
clearances must be updated for the individuals to continue to 
have access to FBIHQ. 

On 05/02/1997, the FSU, NSD, completed appropriate FBI 
record checks on the above individuals resulting in no derogatory 
information being identified. 

I Room 4933, Extension! I will b6 
serve as~P-0-1-·n_t_o-f_C_o_n_t_a_c_t_(_P_O_C-.,) for the captioned individuals. b7c 

The POC should notify the FSU when the captioned individuals no 
longer require access to FBI facilities so that records can be 
updated accordingly. 

CC: ~ i I 1 _.....,O.,..f,..f,..1--c .... 1-a""I_V.,..1 ... s---1..,..t_o_r_F,,.....older 
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(12/31/1995) • • 
FEDERAL BUREAU OF INVESTIGATION 

Precedence: IMMEDIATE Date: 07/08/1998 

To: Information Resources 

Butte ITC 

NERCSC 

Savannah ITC 

WRCSC 

Attn: Assistant Director 
Carolyn G. Morris 

Attn: Center Administrator 

Attn: 

Attn: Center Administrator 

I I 

I 

From: Information Resources 
File Serv:ices Unit 
Contact: I Extension~! _____ ____, 

Approved By: 

Drafted By: 

Case ID#: 66F-HQ-Cll86292- J8/ 
66F-HQ-All77333- ~~q 
62C-HQ-Cl186629 - 1-fi,1/ 
66F-HQ-Cll90059 - ,5 ~ 

Title: RECORDS DISPOSITION AND ARCHIVAL CONFERENCE 
FBI HEADQUARTERS 
6/3 - 4/98 

Synopsis: To provide details pertaining to the Records 
Disposition and Archival Conference held at FBIHQ on 6/3-4/98. 

Details: On 6/3 - 4/98, a conference was held at FBIHQ for the 
purpose of discussing records disposition and archival 
initiatives, and the possible utilization of available resources 
from the Information Resources Division (IRD) sponsored 
Information Technology Centers (ITCs). The attendees at the 

b6 
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To: 
Re: 

Information !ources From: 
66F-HQ-Cll86292, 07/08/1998 

Informatio.esources 

conference were from the IRD Front Office, Field Information 
Support Section, Administrative Automation Section, File Services 
Unit, Records Disposition/Archival and Micrographics Subunit 
(RDAMS), and representatives from each of the ITCs. These 
attendees included: 

b6 
b7C 

IRD Front Office 

Carolyn G. Morris Assistant Director 

Field Information Support Section 

David Kitchen Section Chief 

Administrative Automation Section 

Robert Friedman 

File Services Unit 

Section Chief 

Unit Chief 

Records Disposition/Archival and Micrographics Subunit 

Archives Specialist 

Butte, Montana ITC 

Supervisory Archives Technician 
Supervisory Archives Technician 

Archives Technician 

Fort Monmouth, New Jersey ITC 

Center Administrator 
Administrative Officer 

2 
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To: 
Re: • Information Resources From: Informatio.esources 

66F-HQ-C1186292, 07/08/1998 

Pocatello, Idaho ITC 

Savannah, Georgia ITC 

Center Administrator 
Administrative Officer 
Supervisory Archives Technician 

Center Administrator 
Supervisory Archives Technician 

Mrs. Carolyn G. Morris, Assistant Director, IRD, spoke 
to the attendees at the commencement of the conference. Also in 
attendance at the commencement were Mr. David Kitchen, Section 
Chief, Field Information Support Section and Mr. Robert Friedman, 
Section Chief, Administrative Automation Section. 

For the most part, the conference was an open-forum 
discussion in order to "brainstorm" ideas amongst the attendees 
in an effort to solve the file storage problems in the field 
offices and at FBIHQ through the development and implementation 
of joint FBIHQ/ITC records disposition/archival initiatives. In 
addition, the conference also served as a disposition/archival 
briefing for the Ft. Monmouth representatives. 

♦ 

Some of issues/concerns raised by the attendees are: 

Approval, by the National Archives and Records 
Administration (NARA), of authority for the destruction 
of declination case files having less than two volumes 
per case file in the field offices. 

Currently, prosecutive guidelines require notification 
to the FBI, by local authorities, when an offense which may 
involve a violation of a Federal statute occurs. In most 
instances the FBI declines to handle as a Federal matter. At the 
present time, valuable space in the closed file areas of the 
field offices is being consumed by these meaningless and obsolete 

3 



To: • Information Resources From: 
• •• Information Resources 

Re: 66F-HQ-Cll86292, 07/08/1998 

case files. Based on the knowledge of the ITC representatives 
case file classifications containing a large number of 
declination case files include (but are not limited to) 2, 15, 
25, 26, 42, 52, 70, 76, 87, and 91. 

♦ 

♦ 

Solicit support from Special Agent in Charge (SAC) and 
Administrative Officer (AO) Advisory Committees to 
increase budget for file destruction initiatives. 

Projected staffing level for Fort Monmouth ITC (FMITC) 
Archival module. 

At the present time. the FMITC does not have a working 
Archival module functioning. I lare 
interested in determining the staffing level for the module in 
order to ensure that resources, i.e., space, training, equipment, 
etc., are available as required. Archival training will be 
handled by the RDAMS staff, however, the other resources require 
approval of other IRD and FBIHQ entities . 

._.....,,.....,.----,----,,-..,....~lexpressed his opinion that the FMITC 
Archival module should be set up and operated in the same mode as 
the ITC in Savannah, Georgia. Currently the Savannah ITC module 
is operating in a "receive/review/return" mode. Case files are 
received from the participating field offices, reviewed by the 
Savannah Archives Technicians in accordance with the 
retention/destruction provisions of the current Records Retention 
Plan and Disposition Schedules, and the remaining case files are 
returned to the field offices. The Archival modules located in 
the Butte, Montana and Pocatello, Idaho ITCs are operating in a 
"receive/review/retain" mode. A limited number of case files are 
returned to the participating field offices. 

♦ Proposal for ITC personnel to travel to FBIHQ to 
receive training to assist in handling of court order 
expungement backlog. Currently court order expungement 
matters are handled by field office Freedom of 
Information-Privacy Acts personnel and do not receive 
the priority attention required in order to complete 
the process in a timely manner. 
During the week of 7/13/98, employees from the four 

ITCs will receiving, at FBIHQ, appropriate training for the 
handling of a court order expungement. Experienced RDAMS 
Archives Technicians will conduct the training. The training 
will cover the full process of completing a court order 
expungement matter. Following the training period, the RDAMS 
Supervisory Archives Technicians will assign portions of the 
current backlog to the ITC Supervisory Archives Technicians for 
dispersement to the ITC Archives Technicians. Progress and 
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To: • Information Resources From: f 
.• In ormation Resources 

Re: 66F-HQ-Cll86292, 07/08/1998 

success of this effort will be tracked on a monthly basis by the 
RDAMS Supervisory Archives Technicians and the Archives 
Specialist. 

♦ Update Job Descriptions for ITC Archives Technicians. 

At the present time the ITC Archives Technicians are in 
the GS-8 series. An upgrade to GS-9 would be possible if we can 
develop ITC duties which "mirror" the HQ duties, but knowing the 
results of the recent Administrative Services Division study of 
the HQ Archives Technicians position, we must be on solid ground. 
Assignment of court order expungement matters may provide the 
enhancement necessary to warrant the upgrade. 

♦ Approval, by NARA, of authority for the destruction at 
FBIHQ and in the field offices of case files which are 
below all thresholds (sections and/or serials) as set 
forth in the current Records Retention Plan and 
Disposition Schedules. 

During the conference representatives from Space 
Management Unit, Facilities Management and Security Section, 
Administrative Services Division spoke to the attendees on the 
funding and acquisition issue concerning obtaining additional 
space for field office records. This issue is based on a b 6 
proposal, byl I that the FBI explore the possibility b7C 

of acquiring the 20,000 - 25,000 square footage which is 
available within a facility next to the Pocatello ITC. 

5 



To: • Information Resources From: Informatio~esources 
Re: 66F-HQ-C1186292, 07/08/1998 

Additionally, representatives from NARA made a 
presentation pertaining to the relationship between the FBI and 
NARA and the ongoing initiatives to "speed-up" the destruction of 
obsolete records and the transfer ofthose records having 
historical and/or research value to NARA. Current initiatives 
include the approval of the following: 

♦ 

♦ 

♦ 

Authority for the destruction of declination case files 
having less than two volumes per case file. 

Authority for the destruction of case files which are 
below all retention thresholds. 

Elimination of the requirement for the FBI to remove 
and seal all Federal Grand Jury, Federal Income Tax and 
Title III (Electronic Surveillance) material from case 
files prior to being transferred to NARA. 

Provisions of the FBI Records Retention Plan and 
Disposition Schedules requires that these categories of material 
be removed from the case files and sealed. Based on comments by 
the NARA representatives, this requirement was imposed on the FBI 
by the Department of Justice. According to NARA, no other 
federal agency is subjected to this or any similar requirement. 

♦ Approval, by NARA, to accept a "bulk" transfer of all 
obsolete microfilm case files. 

Currently the microfilm is reviewed and those case 
files having historical and/or research value are reproduced into 
a hard-copy form, reviewed for declassification by the Historical 
Executive Review Unit, Office of Public and Congressional Affairs 
(OPCA) and transferred to NARA. This an extremely burdensome and 
time consuming process and a "bulk" transfer agreement would 
lessen the man-hours required to handle these records. This 
effort will be coordinated between the RDAMS, OPCA, and NARA. 
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To: •• Information Resources From: Informatio .. esources 
Re: 66F-HQ-C1186292, 07/08/1998 

The archival conference was informative and excellent 
ideas were discussed. With the exception of the proposal 
pertaining to the inclusion of the ITC personnel in the court 
order expungement process, logistics of the other proposals are 
currently being discussed and a communication detailing these 
subsequent discussions will be prepared. 

CC: 

♦♦ 
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To: 
Re: 

b6 
b7C 

CC: 

♦♦ 

• Information Resources From: • Information-Resources 
66F-HQ-Cll86292, 07/08/1998 

WORK COPY ROUTING SHEET 

1 - IRD Front Office, Room 5829 
1 - Mr. Kitchen, Room 9998 
1 - Room 5881 
1 -l------.....Ll:~.U.U...,10475 
1 - Room 10108 
1 - Room 4933 
1 - Room 4933 
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•• 

Mr. Michael Miller 
Director 
Modern .Records Program - NWM 
National Archives and Records 
Administration. 

8601 Adelphi Road 
College Park, Maryland 20740 

Dear Mr. Miller: 

U.S. Department of Justice 

Federal Bureau of Investigation 

Washington, D. C. 20535 

November 18, 199_8 

Reference is made to the letter dated October 19, 1998, 
from Lewis J. Bellardo, Deputy Archivist of the United ~tates, 
National ·Archives and Records Administration (NARA). 

Referenced letter requested agency comments· regc:3.rding 
the scheduling of electronic copies of program records and · 
administrative records that were previously scheduled under 
General Records Schedule (GRS) 20, Items 13, 14, and 15. 

For your information, the draft prop6sals have been 
reviewed by the appropriate personnel of the Federal Bureau of 
-Investigation (FBI) ,· and the FBI has nO ·objections to the full 
implementation of the proposed . revisions to GRS 2 O. ·· 

As you are aware, the records disposition practices of 
the FBI have been scrutinized and approved by the United States 
District Court for the District of Columbia in the civil matter 
of American Friends Service Committee, et al., v. William H. 
Webster. et al.; United States District Court for the District of 
Columbia; Civil Action Number 79-1655 and are closely monitored 
by representatives of NARA. In view of these facts, and inasmuch 

---~-~. 6F~HQ-C11900S9 

Dep. Dir: __ _ 
Chief of 

Staff, __ _ 

Off. of Gen. 
Counsel _ _ 

Asst. Dir.: __ 
Crim. Inv. 
CJIS __ _ 

Finance 
Info. Re•----
lnsp .. _ _ _ 
Lab. 
Natio-na-,-1 Sec=--. -
Personnel 
Training __ 

Off. of EEOA 
Off. of Public 

& Cong. Alls. 
Director's Office-

i 
i 
~ - Mr. Tanner, Room 7149 
i - IRD Front Office, Room 5829 

~ ~ I ~oom 101offr,y{/] , 
i .Room ~047~'. r 
~ -._ _________ __,I Room 104 7 5 · 
i 
rfS: ws (.7) 
i 
i 
i 

r 
i 
i 
I MAIL ROOM D 

I 
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• 
Mr. Michael Miller 

as the GRS is designed to cover common category of records and 
the descriptions are very general in nature, the FBI only uses 
the disposition authority granted by the GRS as "guidance," not 
"rule." 

Please be advised that the current practice whereby the 
FBI must formally request NARA authorization, utilizing Standard 
Form (SF) 115, for alterations to the current Records Retention 
Plan and Disposition Schedule, as well as any proposed 
dispositions for newly created categories of records, will 
continue. All newly submitted SF-llSs will, if applicable, 
include a request for disposition authority for the electronic 
versions of the FBI records. In addition, if it is determined to 
be necessary, previously approved disposition authorities will be 
resubmitted for the electronic format of the records. 

Any further questions concerning this matter may be 
b6 directed to! IFBI Archives Specialist, at 
b '/ C ... I ________ ___, 

Sincerely, 

Eugene J. O'Leary III 
Deputy Assistant Director 
Information Resources Division 



~-~. 

r· ' 

Mr. Michael Miller 
Director 
Modern Records Program - NWM 
National Archives and Records 

· Administrat.ion. 
8601 Adelphi Road 
College Park, Maryland 20740-6001 

Dear Mr. Miller: · 

U.S. Department of .Justice . .. 

Federal Bureau of Investigation 

Washington, D. C. 20535 

December 16, 1998· 

This is to inform you that Mr. Dennis R. Weaver; 
Section Chief, Information-Management Section, Infb~rnation 
Resources Division, has been designated Records Poli~y Officer 
for the Federal Bureau of Investigation (FBI) effective 
immediately. · 

All questions pertairiing to o~erall FBI record~ 
management policy.matters .should be directed to Mr. Weaver at· 
(202) 324-2307 or the following address: 

Federal Bureau of Investigation 
J. Edgar Hoover Building · 
Room 9998 

.935 Pennsylvania Avenue, N.W . 
. Washington, D.C. 20535-0001 

With regards to the FBI Records Disposition/Archival 
and Micrographics Program,! !continues in 
his position as FBI Archives Specialist. Questions pertaining to bG 

b 7C 

1 - IRD Front Office, Room 5829 
Dllp.Dlr. 1 - Mr. Weaver, Room 9998nr-
ADDAdm,--l ~ I Room 1010 
ADD Inv. 
Asst. Dir-.: __ _, Room 1O475 

Adm.Sein. -1 -7._ _________ _.I Room 104 7 5 Crim.Inv.__ _ _ -----lnlp. ws :ws 
lnlllL __ _ 

Lllb.---
1.egalCoun. _ 

Rec. lllgnt. ~ 
Tech.Serva,-- . ,..... ___ _ 

Cong. Alls. on. _ 
on:otEEO-
on.u.._a 

( 7) 

lnt.Atla. -
on. of Publlc Aflll. _ 
T~Rm._ 
Dlnictor's Sec'y_ MAIL ROOM 0 
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Mr. Michael Miller 

archival and mi9ro9raphics policy matters should be directed to 
._ ________ ~Jat! lor the following address: 

Federal Bureau of Investigation 
J. Edgar Hoover Building 
Room 4933 
935 Pennsylvania Avenue, N.W. 
Washington, D.C. 20535-0001 

It is requested that Mr. Weaver andl lbe 
placed on your official mailing list. ._ ________ ~ 

2 

Sincerely yours, 

Eugene J. O'Leary III 
Deputy Assistant Director 
Information Resources Division 

b6 
b7C 



.. National -t. - -
A_rcf3zVeS at College Park • 

8601Adelphi Road College Park, Maryland 20740-6001 

June 23, 1997 

Chief, Archival Subumt 
Federal Bureau oflnvestigation 
935 Pennsylvania Avenu.e NW - Room 4933 
Washington, D.C. 20535 

Dea~._ ____ _, 

Thank you for your revised disposition request for the Federal Bureau oflnvestigation (FBI) 
abstracts, which we have registered as Job No. Nl-65-97-3. Please be advised that we will begin 
our appraisal of the abstracts as soon as the 1997 update of FBI recordkeeping by the National 
Archives and Records Administration has been completed. 

Inasmuch as your revised request has been registered, we are canceling and returning your 
original disposal request for the abstracts (Job No. Nl-65-93-2). If you have any questions, 
please call me a~ lo~ I 
Sincerely, 

J Civilial! Appraisal Staff _ 

Enclosure 

National Archives and Records Administration 

b6 
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REQUEST FOR RECOF DISPOSmON AUTHORITY 

ERAL SERVICES ADMINISTRATION 

NA ONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. FROM 

3. MINOR SUBDIVISION 

TELEPHONE EXT. 

LEAVE BLANK 

NOTIFICATION TO AGENCY 

In accordance with the provisions ol 44 
U.S.C. 3303a the disposal request, including 
amendments, is approved except for items 
that may be marked "disposition not 
approved" or "withdrawn• in column 10. If no 
records are proposed for disposal, the 
signature of the Archivist is not required. 

b6 
~~~~~~~~~rn~~,--------L _____ _J1--..... ___ __._ _________ b7C 

I hereby certify that I am author ed in matters pertaining to the disposal of the agency's records; that the 
records proposed for disposal in is Request of 1 page(s) are not now needed for the business of this 
agency or will not be needed after t 
General Accounting Office, if require 
Federal Agencies, is attached. 

re.ter.tion periods specified; and that writter, concurre; ice from the 
nder the provisions of Title 8 of the GAO Manual for Guidance of 

A. GAO concurrence: D is unnecessary . 

B. DATE 

11 18 1 

7. 
ITEM 
NO. 

1 

115-108 

. SIGNATURE OF AGENCY REPRESENTATIVE . TITLE 

Records Officer - Information Management Division 

Brief summaries abstracted from documents which have n placed on 
record within FBI criminal, security, applicant, personnel an administrative 
case files. 

Abstracts do not contain any information that is not detailed in ful 
complete document in the case fi,le. Information captured includes 
document, date, source and/or destination, preparer (in case of outgoin 

_ and incoming_repo!ts)~ subject and c.ise J!l~ !!_umbe~--

Abstracts can not be used for historical or research purposes without the 
corresponding complete document inasmuch as the information contained 
within the abstracts is in a extremely abbreviated form. 

DISPOSITTON: Destroy immediately. 

NSN 7540-00-634-4064 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSl/SE 
ONl 

STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



• \Vashington National Records Center 
Wasbington, DC 20409 

June 25, 1997 

Dear Records Official: 

Enclosed are Notices of Intent to Destroy Records for records 
scheduled to be destroyed October 1997. Please review these 
notices immediately _and n9tify _ us _ if the fecord_s ai;:e __ .i,nc9rrectly __ 
scheduled for destruction or must be retained for litigation or 
claims. You must notify us in writing and provide ~n explanation 
of why the records should be retained. You must include a new 
proposed date for destruction. 

Please note you may be charged for the storage of records that 
are correctly scheduled and for which you request an extension of 
the retention period. 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. 

Record Groups 

15 thru 181-84-0088 
181-84-0110 thru 343-82-0036 
343-82-0041 thru 527-94-0077 

Name .. Number 

On some notices you will see a three line description of.the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year fallowed by month. - T-he ----r=emaining- ------ - -
information describes the type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has. 

Sincerely, 

!i~n~~ 
Accession and Disposal Branch 

Enclosu_res 

b6 
b7C 



• \Vasbington Nationql Records Center 
\'(ashington, DC 20409 

June 25, 1997 

Dear Records Official: 

Enclosed are Notices of Intent to Destroy Records for records 
scheduled to be destroyed October 1997. Please review these 
notices immediately _and nptify _ u_s if the ~ecorcl._s __ a:i;-e __ tps;::orrectly 
scheduled for destruction or must be retained for litigation or 
claims. You must notify us in writing and provide an explanation 
of why the records should be retained. You must include a new 
proposed date for destruction. 

Please note you may be charged for the storage of records that 
are correctly scheduled and for which you request an extension of 
the retention period. 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. b6 

Record Groups Name __ Number 

343-82-0041 thru 527-94-0077 

15 thru 181-84-0088 I 
181-84-0110 thru 343-82-0036 

--------------,.-----------' 
On some notices you will see a three line description of.the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. - ~he ~emaining -- 
information describes the type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has. 

Sincerely, 

!i~l!::::~ 
Accession and Disposal Branch 

Enclosu_res 

National Archi~:es 

b7C 
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NOTICE Of INTENT TO DcSTROY R~CORDS 
DA Tt Or ~Orie~ 

~1/01/91 
Dl~~O~Al DAT~ 

19911 ~ 

R~CORDS ~tSCRl~llON 
The reeorOs OescriDeO in liis nrnire awear el~iD~ !or ms~sal on lie Oare snown. In AOCC~IOO NUMBCR IUBGROUI 
accoraance wiln Jo CrR 1,,~.1M(c)1 lne~ will oe aeslro~eo ~~ aa~s lrom tne aale ol 

tni~ notice. ~ou snoulo annotate ~our ~r 1Jo (all co~ie~) lo snow Ina! tne recoro~ ~o~-~,-~~l1 
nave Dee11 Oeslroi~: No o~er Win is r~uirea.11 ~u 00 IIJI roncur in ~e scn~u~ Dl!flO!Af. AUrnOR~ 
ae~truclion ol lnese recora~, ~ou ma~ re~ue~t an e~lension ol lne retention ~erioa ~~ 
~roviain~ writlen ju~lilicali~n (incluain~ a ~ro~osea new ai~~o~al aale) witnin lne r, ~~NI l Vt. 
~!~ai ienoa lo 1ne Oireclor ol lne f~eral recoros cenler inOicaleO & IM riiM. !Em DCOCRlrTI~ 

~OWM~ (Cu. ~.) 

1.~~~ 

RcM~R~~ 1 1 1 ~ij~ij~ 

l~(llI~~ 16·44·~~-l·] 1~-4~-~~-~-l lU~Il (~~f fllf 

no 
i.,7:l"i 
!J;v 

ti.~, ~Err. Of JU~lI~f. 
J, f~~~~ ~~~~~~ ijl~~ · ~ij~~ ~~}J 
Q~~ ~fNN~1t~iNll l~f. ~.W, 
ij~~~INGlijN 0( l~~J~-ij~Ol 

NATIONAl ARCHIVt~ AND R~CORD~ ADMINl~lRATION 

~l~~tN,lijN Nlll~~ll ~f(~R~~ 

f,f.Mff~ 

W~~HINtl~N, ~( l~~~g 

• 



: "'· " Nation.a/A h~ . • 
·.t~' fl:C tVeS at College Park 

8601 Adelphi Road College Park, Maryland 20740-6001 

June 30, 1997 

Chief, Archival Subunit 
Federal Bureau oflnvestigation 
935 Pennsylvania Avenue NW - Room 4933 
Washington, D.C . . 20535 

De~._ _____ __, 

Per our telephone conversation ofJune 25, 1997, I am withdrawing Job. No. Nl-65-97-2 and 
returning your SF 115. The records described on it are already covered by Job No. Nl-65-88-3, 
which authorizes the Federal Bureau oflnvestigation to destroy immediately those temporary files 
whose destruction is mandated by court order. 

If you have any questions, please call me at_, ________________ __. 

Civilian Appraisal Staff 

Enclosure 

National Archives and Records Administration 
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REQUEST FOR RECO DISPOSITION AUTHORITY 

N TIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WA HINGTON, DC 20408 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 
including amendments, is approved except 
for items that may be marked "disposition not 
approved" or "withdrawn" in column 10 . 

. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

. AGENCY CERTIFICATION 

I hereby certify that I am auth ized to act for this agency in matters pertaining to the disposition of its 
records and that the records pro osed for disposal on the attached ____1__ page(s) are not now needed 
for the business of this agency or ill not be needed after the retention periods specified; and that written 
concurrence from the General Acco ting Office, under the provisions of Title 8 of the GAO Manual for 
Guidance of Federal Agencies, 

Q has been requested. 

7 
ITEM 
NO. 

115-109 

ITLE 

FBI Archives Specialist 

8. DESCRIPTION OF ITEM AND PRO OSED DISPOSITION 

Case files, or any portions of the contents, including sp cific information within 
individual documents, whose continued maintenance by e FBI may conflict with 
the provisions of the Privacy Act of 1974 (Title 5, United tes Code [USC], 
Section 552a); the Federal Youth Corrections Act (Title 18, SC, Section 5021); 
the Controlled Substance Act (Title 18, USC, Section 3607 / T e 21, USC, 
Section 844); in accordance with guidelines of the Federal Pre-Tr I Diversion 
probation program or is mandated by Court Order. 

DISPOSITION: 

A. Case files authorized for eventual destruction by a NARA-approved 
disposition schedule. · 

DESTROY immediately. 

B. Remaining Case Files 

Submit SF-115 to NARA for appraisal on an individual basis. 

NOTE: This is in amendment to NARA Job Number Nl-65-88-03, approved on 
1/20/88. 

NSN 7540-00-334-4064 
PREVIOUS EDITION NOT USABLE 

9. GRS OR 
SUPERSEDED 
JOB CITATION 

STANDARD FORM 

1O.ACTION 
TAKEN (NARA 
USE ONLY) 

b6 
b7C 



~ft ·'•t ..... 
National ~ -

·Archives at Colle'ge Park • 
Date 

Reply to 
Attn of 

Subject: 

To 

September 26, 1997 

NWR 08.97 

8601 Adelphi Road College Park, Maryland 20740-6001 

MEMORANDUM TO FEDERAL RECORDS OFFICERS: Final report on GILS 
implementation by Federal agencies 

GILS is a Federal government-wide initiative that identifies public information resources, 
describes the information available in-those resources, and provides assistance in obtaining 
the information. Every Executive Branch agency was required to have a GILS system in 
place by December 1995. In December 1995, the Archivist recommended that the GILS 
Board conduct an evaluation of GILS to determine if the service was meeting user 
information needs. The board approved the recommendation and five Federal agencies, 
includin NARA funded the study, conducted b~ lof Syracuse University 
and.__ ____ ,........ fthe University of North Texas. The Office of Management and Budget 

1s effort as well as an advisory group representing eight federal agencies. 

~ompleted their study this June and recently released their report, which 
....... 1s_a_v_a..,1I""'ab..,l,...e_o_n_t,,..h-e ... I_.nternet <http:/ /www-lan. unt. edu/slis/research/gilseval/titpag. htm>. The 

report contains a variety of findings and recommendations organized around four broad 
categories called "opportunities." The opportunity to "resolve GILS relationship with other 
information handling functions" has particular importance for records managers. 

The study found that GILS has not worked as an effective records management tool for 
scheduling records. Initially, the hope was that GILS could support both public access and 
records management activities. For example, the 0MB Bulletin 95-01 (which mandated the 
establishment of GILS in the Executive Branch) actively promotes GILS as a records 
management tool, even to the extent of suggesting that GILS could be used in place of the 

- -sF n 5, Request for Records Disposition Authority, for record·s scheduling. However, -- . 
experience has shown that GILS does not adequately support records scheduling for three 
reasons: 

1. Agencies are describing all kinds of information in GILS records -- individual 
pamphlets, books, motion pictures, catalogs of publications based on subjects, 
individual automated information systems as well as aggregated systems. Because 
records managers inventory and schedule records at the series level, these 
different aggregations do not match normal schedule entries. 

National Archi1·es ~·1tt?R"::cords Administration 
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2. The GILS data elements do not provide all the information required for 

scheduling. 

3. The current implementation of GILS does not take into account the processes , 
upon which the scheduling and appraisal are based. These include workflow 
procedures, authorization, and security requirements that are not a part of the 
current GILS. 

For these reasons, NARA supports the study's recommendation to "uncouple the GILS from 
records management." 

At the same time, the study recommends using GILS primarily as a information dissemination 
tool for public access to Government information. Adoption of this recommendation to 
focus GILS' purpose is supported by the recommendation not to diffuse GILS by trying to 
use it for records scheduling. 

Although GILS may not be the best mechanism for automating records management, it is a 
useful resource for records managers. Some agencies, most notably the Treasury 
Department and the Environmental Protection Agency, currently are using GILS as one 
means of identifying records that need to be scheduled. Also, some NARA appraisal 
archivists monitor GILS to find agency information resources that have yet to be scheduled. 
Thus GILS provides benefits for records managers apart from the original concept that GILS 
could be used as a way to automate development of schedule items and submission of 
schedules to the NARA. 

The two recommendations described above also complement NARA's plan to develop a life
cycle system for managing Federal records that would include records surveying and 
inventorying, scheduling, and appraisal as its major components. In addition, the system 
would allow access to approved recoJds sche9ules:.._1'he syst~Il! will be_d~velop_ed follo_wing 
a business process reengineering (BPR) of the NARA appraisal and scheduling processes, as 
called for in the Strategic Plan. This BPR, which NARA plans to begin in FY 1999, will 
involve NARA's stakeholders and should result in more effective, timely, and streamlined 
processes for scheduling agency records. 

NARA believes that adoption of the two recommendations will make GILS more effective as 
a public access tool while paving the way for a fully functional sutomated records 
management system. A true records management system would not duplicate GILS but 
would be developed from re-engineered processes. It will require different information than 
is needed for public access in some respects, organize the information differently, and include 
systems capabilities such as electronic authentication and enhanced security. Regardless of 



• • 
the outcome of the study, NARA will remain active in the evolution of GILS and will 
continue to work with the Office on Management and Budget on the revision of the 0MB 
Circular 95-01, due to expire this coming November. 

~~ 
MICHAEL L. MILLER 
Director, Records Management Programs 



November 7, 1997 

NWROl.98 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION 
RESOURCE MANAGERS: Electronic Availability of Agency Records Schedules. 

In 1996, the National Archives and Records Administration (NARA) launched a prototype 
project to make agency records disposition schedules available through World Wide Web 
technology. Known as the Agency Records Disposition Online Resource (ARDOR), the 
project gathered electronic copies of agency schedules, converted the copies into Hypertext 
Markup Language (HTML), and made them available for viewing with a web browser. At 
least partial schedules for 3 8 agencies are presently included in the system and are full-text 
searchable. Access to ARDOR is now limited to NARA staff through our internal Intranet; a 
limited number of records managers in Federal agencies also have access via special technical 
arrangements. 

we· are planning to make ARDOR available from o~r public web page by December 31, 
1997. This will mean that anyone with a connection to the World Wide Web will be.able to 
view all agency schedules in the system. 

The principal rationale for creating ARDOR has been to test various aspects of having 
schedules on line in order to dev~lop user requirements for a true automated life-cycle 
records management system as described in our revised Strategic Plan for 1997-2007, Ready 
Access to Essential Evidence: For us, ARDOR is a testVehicle to identify internal user needs 
for the future system that will support scheduling and appraisal and allow staff to learn what 
capabilities a system would need to be most useful. It also allows us to examine the range of 
schedule formats used by agencies and determine which might serve as models we should 
investigate further during development of the automated system. That having been said, we 
do recognize that the data in ARDOR, limited though it is, is useful in itself. 

It is appropriate to expand access to the ARDOR prototype at this time for three reasons. 
First, it is a valuable tool as we begin to implement the goals outlined in the NARA Strategic 
Plan. One of our principal goals is an increased focus on the front-end of the records life 
cycle to ensure essential eyidence is created, identified, maintained, and appropriately 

National Archives and Records Administration 



• 
scheduled. ARDOR will contribute to this goal by helping identify and refine our customers' 
needs for records disposition information. This is an essential step as we prepare to conduct 
a comprehensive Business Process Reengineering study of appraisal and scheduling. 

Second, records scheduling in the Federal government has historically been a decentralized 
process that involves many different agencies, and hence many different requirements. 
ARDOR will be instrumental in allowing us to analyze how different agencies use records 
schedules to manage records. ARDOR will also allow our internal and external customers to 
test and comment on a system that provides multi-agency access to disposition information. 
This will assist our Business Process Reengineering study in developing the concrete 
requirements needed to build a records life cycle information system. Many records 
managers from Federal agencies (as well as from state and local governments) have requested 

-- use of ARDOR. There is a demand for disposition information across the government to -
analyze how records generated from similar functions are appraised and scheduled. Access 
to ARDOR will help strengthen the development and application of records disposition 
schedules right away. 

Finally, it is clear that ARDOR will meet an important information dissemination need beyond 
the records management community. Public interest groups and individual citizens wish to 
use the system to guide their understanding of how the current functions of government are 
documented. We are eager to support this need, to the extent that ARDOR can at this point. 
As stated in our Strategic Plan, we are fully committed to helping the American people 
inspect for themselves the record of what government has done. ARDOR will assist people 
in their search for this information and will also help agencies to provide it. As a repository 
of records schedule information, ARDOR will reduce the burden on agencies to provide 
records disposition information to individual requestors. 

It is important to understand that, as a prototype, ARDOR has a number of inherent 
limitations. There is no intent, now or in the future, to cover all Federal agencies, or provide 
schedules for all records of agencies that are included. As noted above, the effort to 
centralize schedule information in electronic form is j11st getting underway. In addition, 
ARDOR is strictly a reference tool and does not serve as an authoritative source for records 
schedules. We work in close partnership with agencies to keep the system as accurate and up 
to date as possible, but the infrastructure needed to assure complete accuracy does not yet 
exist. All users are instructed to consult with official agency records schedules for 
authoritative disposition information. ARDOR will provide the name and address of the 
agency records management officer ( or other designated individual) for each posted schedule. 

To maximize the benefits of the ARDOR pilot project, we would like to include as many 
schedules as feasible. Please let us know if your agency wishes to participate. 



• 
Contac~ @arch2.nara.gov) with any 
questions about ARDOR or our plans to make 1t publicly available. 

Sincerely, 

Director 
Records Management Programs 

b6 
b7C 
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Attachment 

Records Management Training Opportunities, Washington, DC 

Available in November and December 1997 

Managing Electronic Records, November 18-20, Archives II · 

Creating and Maintaining Adequate and Proper Documentation, December 1-2, Archives II 

Records Scheduling and Disposition, December 3-4, Archives II 

Evaluating and Promoting Records Management, December 5, Archives II 

Using the WNRC Services, December 9, Washington National Records Center 

to register for classes c_all~-----...-!ptl I extensio1 
or e-mail a_ ~arch2.nara.gov .__ _ ___. 

for more information and a complete course listing for FY98, visit the NARA Web site at: 
http :llwww.nara.gov/nara/rm/tb98. html 

b 6 
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Washington National Records Center 

[ ll .. S,.. 1,,-y I .. u>· J lib I .11 .. L 
a·.. r:·[)(i/:,1:;: l··!OIJl,lEH {:I. J)(i ···· i:;:DD/ii 49·••"·•· 

9.:.':":i F'FNN'::iY!..I.NiNTf.'.; <~I..JF .. N .. l>J .. 
,~1t1f:;J··IT N(:iTf:-tN ~ "OC ?0!:';::!:!::;····000:I. 

October 15, 1997 

Dear Records Official: 

Enclosed are three items: 

I • 

Received by 

b6 
b7C 

wtzshington, DC 20409 

Date 

• of Intent to Destroy Records for Record Groups 
These 

are scheduled to be destroyed in January 1998. 
Because of our delay in sending the Notices to you, we will 
not begin disposing of these records before January 23, 
1998. 

• A copy of a printout which lists all the records for which 
you are receiving a notice. We hope that the printout will 
help you track the notices. 

• A copy of this letter. Please acknowledge receipt of these 
notices by immediately signing, dating, and returning the 
letter in the envelope provided. Returning the letter only 
acknowledges that you received the notices; it does not mean 
that you agree that the records are correctly scheduled. 

Please review these notices immediately and notify us if the. 
records are incorrectly scheduled for destruction or must be 
retained for litigation or claims. You must notify us in writing 
and provide an explanation of why the records should be retained. 
You must include a new proposed date for destruction. 

You may be charged for the storage of records that are correctly 
scheduled and for which you request an extension of the retention 
period. 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. 

Record Groups Name Number 

Nmional Arc/Jives and Records .Administration 
-r=:..-. --·=--= .,_ 



,-.- < ,•;· ,, ,, 

12 thru 88-93-0031 
88-93-0125 thru 338-91-0323 
338-91-0326 thru 527-97-0007 

• 
On some notices you will see a three line description of the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. The remaining 
information describes the type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has. 

Sincerely, 

Accession and Disposal Branch 

Enclosures 

b6 
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,. DAlt Or NOll~~ ... ms~S~lDAtc 
, Nor1c~ Of ·1NTcNl ro o~~lROY R~COR~~ · · 10/~1/91 l ~~ijffl · · 
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. RcCORD~ D~~CRl~TION · · 
Tne reror~ iiescriOOO in 10ii nolii:e ~~a1 elij~le lor ~,~!81 on 1ne Cale !OOW11. In ACCE!~OO NUMBrn &JBGROUI 
accoraance wiln Jo CrR 1~~~.1o~(c), ,~e~ will oe oe~lro~ea ~ij oa~~ rrom ~eoaleol 

' ' lni~ notice, You ~noula annotate ~our ~~ 1J~ '(all co~ie~) 10 ~now l~a! ~e reco~ ~o ,. ~ ~- ~ ~ ~4 
nave oeen ae~lro~ea, ~o olner aclion is re~uirea.11 ~ou.ao nol ooncur in !~e scneaulea ._ ___ . --+----
aeslruclion ol t~ese records, ~ou ma~ re~uesl an extension ol lne relenlion ~erioa o~ Dl~~O~Al AUT~ORlrY , ~OWMt (Cu: ~,) 
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March 19, 1998 

Dear Records Official: 
.....____K........,eCe,.,..,..,.I V.......,.eU ........ DJ-----.v-oa_J 1/7 fa<t 

Enclosed are three items: 

• Notices of Intent to Destroy Records for Record Groups 
<i,( These 

records are scheduled to be destroyed in July 1998. 

• A copy of a printout which lists all the records for which 
you are receiving a notice. We hope that the printout will 
help you track the notices. 

• A copy of this letter. Please acknowledge receipt of these 
notices by immediately signing, dating, and returning the 
letter in the envelope provided. Returning the letter only 
acknowledges that you received the notices; it does not mean 
that you agree that the records are correctly scheduled. 

Please review these notices immediately and notify us if the 
records are incorrectly scheduled for destruction or must be 
retained for litigation or claims. You must notify us in writing 
and provide an explanation of why the records should be retained. 
You must include a new proposed date for destruction. 

You may be charged for the storage of records that are correctly 
scheduled and for which you request an extension of the retention 
period. 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. Our fax number is 301-457-7117. 

Record Groups 

13 thru 064-84-0009 
064-94-0031 thru 357-73-0091 
357-76-0068 thru 527 

Number 
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On some notices you will see a three line description of the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. The remaining 
information describes the type of records. Information on 
accessions not entered -in the new format appears on the notices 
as it always has. 

Sincerely, 

z~.~ 
Accession and Disposal Branch 

Enclosures 

_., - " 
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May 15, 1998 

Chief of Staff 
Department of Justice 
Tenth and Constitution Avenue, NW 
Washington, DC 20530 

Dear Mr. Hogan: 

8601 Adelphi Road College Park, Maryland 20740-6001 

In November 1997, 0MB directed the National Archives and Records Administration's 
(NARA) to switch its records center program from a direct funded to a fully reimbursable 
program by FY 2000. Many agencies were notified of this determination through the 0MB 
budget passback process. Since notification, NARA has been working on details of how the 
reimbursable program will work and on preparing cost estimates for Federal agencies. As part 
of the process, NARA will enter into Interagency Agreements with its customer departments 
and agencies, and will establish a regular, periodic billing cycle in each agreement. To assist 
your agency in planning for the expense of records center services for the FY 2000 budget 
process, NARA estimates your agency's total cost for FY 2000 at $2,192,900. This charge 
consists of two components as follows: 

(1) The first component is for all costs related to physically maintaining the 
662,200 cubic feet of Department of Justice records stored in the records center 
system. The storage cost is projected to be $2.08 per cubic foot for a total 
storage service cost of$1,377,400; this charge is estimated and based on your 
agency's records inventory as of the end of FY 1997. Storage service costs are 
based on 1997 and 1998 actual obligations and rent rates, respectively, 
compounded to fiscal year 2000 using 0MB Federal pay raise assumptions and 
non-pay category int1ation rates. 

(2) The second component is a base level service fee that covers all costs 
related to the accessioning, disposal, referencing, refiling, and interfiling, and 
all other functions performed in the servicing of Department of Justice records. 
This base level fee is your agency's share of these costs in relation to the 
volume of Department of Justice records stored in the records center system. 
This charge is estimated at $815,500. 

In developing the base level service fee, only agencies with similar service 
levels and costs were considered. Service costs for agencies and records that 
are atypical, such as Internal Revenue Service tax returns and Department of 
Defense official military personnel folders were excluded from this base level 



., • • 
service fee calculation. As with the storage service fee, the base level service 
fee has been compounded to fiscal year 2000 using 0MB Federal pay raise 
assumptions and non-pay category inflation rates. 

Since the estimated storage and base level service costs are based on actual FY 1997 records 
holdings, any increases/decreases over the next three (3) years will affect your agency's 
charges in FY 2000. Records center holdings are currently increasing at a rate of 2.5 percent 
a year. Although the specific increase for your agency's records center holdings may vary, the 
2.5 percent is a good factor to use in budgeting for grmvth. The base level service will also 
increase/decrease in relation to the volume of your agency's records. 

Legislation is required to establish the revolving fund that will be used to finance these 
operations. NARA is actively pursuing the appropriate language ~th 0MB for enactment in 
time for the FY 2000 appropriation cycle. 0MB has stipulated that NARA is to be the sole 
source for agency records center services through FY 2002 for agencies currently using NARA 
records centers. Records accessions through FY 2002 should continue to be transferred to 
NARA's records centers. Agencies currently storing records in agency or private sector 
records centers may continue to do so. This is to allow NARA sufficient time to work with 
GSA to reduce rent costs and for NARA to achieve other cost efficiencies. After FY 2002, 
agencies may choose to store records with NARA, a private sector records center, or establish 
its own agency records center pursuant to guidelines that NARA will issue. NARA's goal is 
to provide your agency with the best balance of service and cost so that NARA will be your 
records center provider of choice. 

In closing, I would like to emphasize that the cost estimates provided above are preliminary 
and subject to change. We hope you will find them useful in preparinf your FY 2000 budget. 
If you have any questions, please contac~ pfmy staff a_ I I -,----
Sincerely, 

,1 

'}:?~~ 
/llU~L1.CLAYPOOLE~ 

Assistant Archivist for 
Regional Records Services 
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cc: 
Department of Justice 
Systems Policy Staf£'IRM/JMD 
Suite 850, WCTR 
1001 G Street NW 
Washington DC 20530 

Departm~nt of Justice 
U.S. Marshals Service 
Suite 990 
600 Anny-Navy Drive 
Arlington VA 22202-4210 

Department of Justice 
Bureau of Prisons 
Communications and Archives Section 
320 First Street NW 
Washington DC 20534 

Department ofJustice 
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Drug Enforcement Administration (AMRR) 
Room W9168 
700 Anny Navy Drive 
Arlington, VA 22202 

David V. Kitchen 
Department of Justice 
Federal Bureau of Investigation 
Field Information Support Section 
Room 5336D, JEH Building 
935 Pennsylvania Avenue NW 
Washington DC 20535-0001 

• 
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Department ofJustlce 
Federal Bureau of Investigation 
J.E. Hoover Building, Room 4933 
935 Pennsylvania Avenue NW 
Washington DC 20535-0001 

Department of Justice 
Foreign Claims Settlement Commission 
Room6002 
600 E Street NW 
Washington DC 20579 

• 
b6 
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Washington National Records Center 
4205 Suit/and Road Suitland, MD 20746-8001 

June 29, 1998 

Dear Records Official: 

Enclosed are Notices of Intent to Destroy Records for records 
scheduled to be destroyed October 1998. Please review these 
notices immediately and notify us if the records are incorrectly 
scheduled fbt ·ct-es·truction. or rriust· be -retained Ior 11 tigalfi>n or 
claims. You must notify us in writing and provide an explanation 
of why the records should be retained. You must include a new 
proposed date for destruction. 

Please note you may be charged for the storage of records that 
are correctly scheduled and for which you request an extension of 
the retention period. 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. 

Record Groups -

12 thru 307-93-0069 
307-93-0116 thru 345-93-003, 
346-72A3059 thru 521-97-0045 

Name Number 

On some notices you will see a ' three line description of the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. The remaining 
information d~~cribes th~·t ype of records. Information on 
accessions not entered in the new format appears on the notices 
as it always h a s. 

Sincerely, 

Accession and Disposal Branen 

Enclosures 

GG-I-/Q-/ 19005°1- 03 
National ArdJil'es and Record.~ A(iministration 
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,1 -National . Archives at College Park 

August 5, 1998 

NWM 15 .98 

8601 Adelphi Road College Park, Maryland 20740-6001 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Request for comment on proposed 
changes to the General Records Schedules 

The National Archives and Records Administration rm}Jlished the enclosed notice in the Federal 
Register today, to request comments on a proposed change to the General Records Schedules. The 
proposed schedule, Nl-GRS-98-2, contains items that are currently scheduled with an indefinite 
retention, e.g., "destroy when no longer needed." These items need to be changed because the 
Archivist has determined that indefinite retention periodsai:'e inappropriate for the GRS. In 
conducting the review of the GRS items with indefinite retention periods, NARA identified a few 
items that were described as "duplicates" or otherwise clearly nonrecord copies. These items will 
be deleted because a definitive Government-wide retention period cannot be applied to nonrecord 
materials, and the item numbers will be reserved to preserve the current numbering for the 
continuing authorities. 

The Federal Register notice contains the full text of the GRS items that will be changed and an 
explanation for the proposed retention period for each item. We urge you to review the proposed 
changes carefully, and coordinate with the offices within your agency that maintain the records 
covered by the items in the.schedule. Please take careful notice of the proposed retention periods. 
The GRS disposition instructions are mandatory for all Federal agencies subject to the Federal 
Records Act. If any of the proposed retention periods seem inappropriate for your agency, please 
notify us in writing as provided in the Federal Register notice, with an explanation of why any of 
the retention periods are not satisfactory. We need your response by the end of the comment 
period (September 4) in order to consider it before the Archivist approves the schedule. If the final 
changes do not meet your agency's needs, you will need to submit an SF 115, Request for Records 
Disposition Authority, in accordance with 36 CPR 1228.42. 

The Federal Register notice may be accessed ori the Internet by filling out the form at 
<http://www.access.gpo.gov/su_docs/aces/aces140.html>. Choose "1998 Federal Register," enter 
the date of the notice (08/05/98), and enter "National Archives and Records Administration" in the 
search field. 

National Archives and Records Administration 



• • 
The notice contains instructions for submitting comments. Please be sure the enter the registration 
number for the schedule, "Nl-GRS-98-2," in the subject line if you use electronic mail or 
otherwise prominently cite the number in your response. We look forward to hearing from you. 

~ 
MICHAEL L. MILLER 
Director, Modem Records Programs 

Enclosure 
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for the enforcement of the Act or for 
developing information regarding the 
causes and prevention of occupational 
injuries, illnesses, and accidents. 

In 219 CFR 1910.132, Personal 
Protective Equipment (PPE), employers 
are required to perform a hazard 
assessment of the workplace and to 
certify that it has been performed. They 
are also required to certify that their 
employees have received, and 
understood PPE training. 

OSHA inspectors will require 
employers to provide them with access 
to information during Agency 
inspections. The documents, which can 
be written or computer generated, are 
needed to verify that employers are in 
compliance with the standard. 
Additionally, the documents may be 
used as a "grandfather" mechanism. 
That is, an employer can verify that an 
existing hazard assessment and/or 
training program already meeL<; the 
standards. This will eliminate the need 
for the employer to reassess the 
workplace or retrain employees. 
Todd R. Owen, 
Departmental Clearance Officer. 

IFR Doc. 98-20927 Filed 8-4-98; 8:45 am) 
BILLING CODE 4510-27-M 

DEPARTMENT OF LABOR 

Employment and Training 
Administration 

Migrant and Seasonal Farmworker 
Advisory Committee 

AGENCY: Employment and Training 
Administration (ETA), U.S. Department 
of Labor. 
ACTION: Notice of establishment of the 
Migrant and Seasonal Farmworker 
Employment and Training Advisory 
Committee. 

SUMMARY: A Committee has been 
established to advice the Secretary and 
the Assistant Secretary for Employment 
and Training (ET A) regarding the 
overall operation and administration of 
Migrant "and Seasonal Farmworker 
programs authorized under Title IV, 
Section 402 of the Job Training 
Partnership Act, as amended, as well 
the coordination of other programs 
providing services to migrant and 
seasonal farmworkers. The Committee 
shall prepare and submit directly to the 
Secretary, not later than January 1 of 
each even numbered year, a report 
containing information on the progress 
of migrant and seasonal farmworker job 
training programs and recommendations 
for improving their administration and 
effectiveness. 

The Committee will consist of 
approximately fifteen members as 
follows: twelve (12) members from the 
Section 402 community appointed by 
the Secretary from among individuals 
nominated by Section 402 grantee 
organizations, and three (3) members 
from organizations, associations and 
other Federal agencies with expertise 
relative to migrants and seasonable 
farmworkers, to be appointed directly 
by the Secretary. The membership of the 
Committee shall represent all 
geographic areas of the United States, 
including the Commonwealth of Puerto 
Rico, with a substantial migrant and 
seasonal farmworker population. A 
majority of the members shall have field 
experience in the operation and 
administration of Section 402 programs. 

The Committee will function solely as 
an advisory body and in compliance 
with the provisions of the Federal 
Advisory Committee Act. 
ADDRESSES: Any written comments in 
response to this notice should be sent to 
the following address: Anna W. 
Goddard, Director, Office of National 
Programs, U.S. Department of Labor, 
Employment and Training 
Administration, Room N-4641, 200 
Constitution Avenue, NW., Washington, 
D.C. 20210. Telephone: (202) 219-5500, 
extension 122 (this is not a toll free 
number), 

Signed at Washington, D.C. this 30th day 
, o[July, 1998. 
Alexis M. Herman, 
Secretary of Labor. 
[FR Doc. 98-20925 Filed 8-4-98; 8:45 am) 
BILLING CODE 451o-30-M 

NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

Changes to the General Records 
Schedules; Request for Comments 

AGENCY: National Archives and Records 
Administration, Office of Records 
Services-Washington, D.C. 
ACTION: Notice. 

SUMMARY: NARA is required by 44 
U.S.C. 3303a(a) to provide an 
opportunity for public comment on 
proposed records schedules that will 
authorize the destruction of Federal 
records. This notice contains the full 
text of proposed changes to the General 
Records Schedules which are issued by 
NARA to provide mandatory disposal 
authorities for temporary administrative 
records common to several or all 
Federal agencies (44 U.S.C. 3303a(d)). 
NARA is departing from its normal 
practice of publishing notice of 

availability of records schedules in this 
instance in order to accelerate the 
review process and maximize the 
exposure of the proposed changes. This 
notice also includes the rationale for the 
proposed changes, equivalent to the 
appraisal report. Consequently, this 
notice provides all available information 
for interested parties who may wish to 
comment. 
DATES: Comments must be received on 
or before September 4, 1998. 
ADDRESSES: Comments may be sent 
electronically to the e-mail address 
<records.mgt@arch2.nara.gov>. If 
attachments are sent, please transmit 
them in ASCII, WordPerfect 5.1/5.2, or 
MS Word 6.0. Comments may also be 
submitted by mall to the Life Cycle 
Management Division (NWML), 
National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001, or by 
FAX to 301-713-6852 (attn: Marc 
Wolfe). In order for comments to be 
considered, the NARA registration 
number for this schedule-Nl-GRS-98-
2-must be included in a subject line or 
otherwise prominently stated. 
FOR FURTHER INFORMATION CONTACT: 
Michael L. Miller, Director Modern 
Records Programs (NWM), National 
Archives and Records Administration, 
8601 Adelphi Road, College Park, MD 
20740-6001. Telephone: 301-713-7110. 
E-mail: <records.mgt@arch2.nara.gov>. 
SUPPLEMENTARY INFORMATION: Each year 
Federal agencies create billions of 
records on paper, film, magnetic tape, 
and other media. To control this 
accumulation, agency records managers 
prepare schedules proposing retention 

. periods for records and submit these 
schedules for NARA approval, using the 
Standard Form (SF) 115, Request for 
Records Disposition Authority. These 
schedules provide for the timely transfer 
into the National Archives of 
historically valuable records and 
authorize the disposal of all other 
records after the agency no longer needs 
the records to conduct its business. No 
Federal records are authorized for 
destruction without the approval of the 
Archivist of the United States. Two 
mechanisms are used to provide that 
approval-agency schedules and 
General Records Schedules. Agencies 
develop and submit to NARA for 
approval schedules for the records that 
are unique to the agency. Once 
approved by the Archivist, the agencies 
may apply the approved disposition 
authorities to the records for as long as 
they remain unchanged. To reduce the 
effort required of agencies in scheduling 
all their records, the National Archives 
and Records Administration issues 
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General Records Schedules to provide 
disposal authorities for temporary 
administrative records that are common 
to several or all agencies. 

The changes proposed in Nl-GRS-
98-2 consist of items that are currently 
scheduled with an indefinite retention, 
e.g., "destroy when no longer needed." 
Because the Archivist has determined 
that indefinite retention periods are 
inappropriate for the GRS. Nl-GRS-98-
2 was developed to replace the 
indefinite retention periods with more 
specific retention periods. In conducting 
the review of the GRS items with 
indefinite retention periods, NARA 
identified a few items that were 
described as "duplicates" or otherwise 
clearly nonrecord copies. These items 
will be deleted because a definitive 
Government-wide retention period 
cannot be applied to nonrecord 
materials, and the item numbers will be 
reserved to preserve the current 
numbering for the continuing 
authorities. 

The proposed schedule, N 1-GRS-98-
2, contains the following provisions: 

GRS 1, Civilian Personnel Records 

4. Offers of Employment Files. 
Correspondence, including letters and 

telegrams, offering appointments to 
potential employees. 

a. Accepted offers. 
Destroy when appointment is 

effective. 
23. Employee Performance File 

System Records. 
a. Non-SES appointees (as defined in 

5 U.S.C. 4301(2)). 
(3) Performance-related records 

pertaining to a former employee. 
(a) Latest rating of record 3 years old 

or less, performance plan upon which it 
is based, and any summary rating. 

(b) All other performance plans and 
ratings. 

Destroy when 4 years old. 
(5) Supporting documents. 
Destroy 4 years after date of appraisal. 

b. SES appointees (as defined in 5 
U.S.C. 3132a(2)). 

(2) Performance-related records 
pertaining to a former SES appointee. 

(a) Latest rating of record that is less 
than 5 years old, performance plan upon 
which it is based, and any summary 
rating. 

(b) All other performance ratings and 
plans. 

Destroy when 5 years old. 
(4) Supporting documents. 
Destroy 5 years after date of appraisal. 
36. Federal Workplace Drug Testing 

Program Files, 
Drug testing program records created 

under Executive Order 12564 and 
Public Law 100-71, Section 503 (101 

Stat. 468), EXCLUDING consolidated 
statistical and narrative reports · 
concerning the operation of agency 
programs, including annual reports to 
Congress, as required by Public Law 
100-71. § 503(0. 

This authorization does not apply to 
oversight program records of the 
Department of Health and Human 
Services, the Office of Personnel 
Management, the Office of Management 
and Budget, the Office of National Drug 
Control Policy. and the Department of 
Justice. 

a. Drug test plans and procedures, 
EXCLUDING documents that are filed in 
record sets of formal issuances 
(directives, procedures handbooks, 
operating manuals, and the like.) 

Agency copies of plans and 
procedures, with related drafts, 
correspondence, memoranda, and other 
records pertaining to the development 
of procedures for dmg testing programs, 
including the determination of testing 
incumbents in designated positions. 

Destroy when 3 years old or when 
superseded or obsolete. [See note (2).] 

Noles: (2) Any records covered by items 
36a-e that are relevant to litigation or 
disciplinary actions should be disposed of no 
earlier than the related litigation or adverse 
action case file (s). 

General Records Schedule 3, 
Procurement, Supply and Grant 
Records 

16. Contractor's Statement of 
Contingent or Other Fees. 

Standard Form 119. Contractor's 
Statement of Contingent or Other Fees, 
or statement in lieu of the form, filed 
separately from the contract case file 
and maintained for enforcement or 
report purposes. 

Destroy when superseded or obsolete. 

General Records Schedule 14, 
Information Services Records 

1. Information Requests Files. 
Requests for information and copies 

of replies thereto, involving no 
administrative actions. no policy 
decisions; and no special compilations 
or research and requests for and 
transmittals of publications, 
photographs, and other information 
literature. 

Destroy when 3 months old. 
14. FOlA Reports Files. 
Recurring reports and one-time 

information requirements relating to the 
agency implementation of the Freedom 
of Information Act, EXCLUDING annual 
reports to the Congress at the 
departmental or agency level. 

Destroy when 2 years old. 
15. FOIA Administrative Files. 
Records relating to the general agency 

implementation of the FOIA, including 

notices, memoranda, routine 
correspondence, and related records. 

Destroy when 2 years old. 
26. Privacy Act General 

Administrative Files. 
Records relating to the general agency 

implementation of the Privacy Act, 
including notices, memoranda, routine 
correspondence, and related records. 

Destroy when 2 years old. 
34. Mandatory Review for 

Declassification Reports Files. 
Reports relating to agency 

implementation of the mandatory 
review provisions of the current 
Executive Order on classified national 
security information, including annual 
reports submitted to the Information 
Security Oversight Office. 

Destroy when 2 years old. 
35. Mandatory Review for 

Declassification Administrative Files. 
Records relating to the general agency 

implementation of the mandatory 
review provisions of the current 
Executive Order on classified national 
security information, including notices, 
memoranda, correspondence, and 
related records. 

Destroy when 2 years old. 

General Records Schedule 16, 
Administrative Management Records 

2. Records Disposition Files. 
Descriptive inventories, disposal 

authorizations, schedules, and reports. 
a. Basic documentation of records 

description and disposition programs, 
including SF 115, Request for Records 
Disposition Authority; SF 135. Records 
Transmittal and Receipt; SF 258, 
Request to Transfer. Approval. and 
Receipt of Records to National Archives 
of the United States; and related 
documentation. 

(I) SF 115s that have been approved 
by NARA. 

Destroy 2 years after supersession. 
(2) Other records. 
Destroy 6 years after the related 

records are destroyed, or after the 
related records are transferred to the 
National Archives, whichever is 
applicable. 

b. Routine correspondence and 
memoranda. 

Destroy when 2 years old. 
7. Records Management Files. 
Correspondence, reports, 

authorizations, and other records that 
relate to the management of agency 
records, including such matters as 
forms. correspondence, reports. mail, 
and files management; the use of 
microforms, ADP systems, and word 
processing; records management 
surveys; vital records programs; and all 
other aspects of records management 
not covered elsewhere in this schedule. 
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Destroy when 6 years old. 
8. Committee and Conference Files. 
b. Records created by committees. 
(1) Agenda, minutes, final reports, 

and related records documenting the 
accomplishments of official boards and 
committees, EXCLUDING those 
maintained by the sponsor or 
Secretariat. 

Destroy when 3 years old. 
(2) All other committee records. 
Destroy when 3 years old. 
I 0. Microform Inspection Records. 
b. Agency copy of logs and other 

records documenting the inspection of 
temporary microform records, as 
recommended by 36 CFR Part 1230. 
Destroy when 2 years old or when 
superseded, whichever is later. 

14. Management Control Records. 
Records created in accordance with 

procedures mandated by 0MB Circular 
A-123, Management Accountability and 
Control Systems, and PL. 97-255, the 
Federal Managers' Financial Integrity 
Act. Under these authorities, agencies 
are required to perform evaluations of 
their accounting and administrative 
controls to prevent waste, fraud, and 
mismanagement. 

e. Tracking.files. 
Files used to ensure the completion 

and timeliness of submission of feeder 
reports, including schedules of 
evaluations, interim reporting, lists of 
units required to report, and 
correspondence relating to the 
performance of the reviews. 

Destroy 1 year after report is 
completed. 

General Records Schedule 17, 
Cartographic, Aerial Photographic, 
Architectural, and Engineering Records 

2. Reserved. _ 
3. Drawings of Temporary Structures 

or Objects or of Structures or Objects 
Not Critical to the Mission of the 
Agency 

Drawings of structures and buildings 
such as telephone and electric lines, 
storage sheds, parking lots, furniture 
and equipment, and comfort stations. 

Destroy when superseded or after the 
structure or object has been retired from 
service. 

4. Drawings of Electrical, Plumbing, 
Heating, or Air Conditioning Systems. 

Destroy when superseded or after the 
structure or object has been retired from 
service. 

5. Contract Negotiation Drawings. 
Drawings prepared during contract 

negotiation for buildings or objects 
lacking historical, architectural, or 
technological significance; drawings 
related to electrical, plumbing, heating, 
or air conditioning projects; or drawings 
superseded by final working/as built 
drawings. 

Destroy when final working/as-built 
drawings have been produced. 

6. Space Assignment Plans. 
Outline floor plans indicating 

occupancy of a building. 
Destroy when superseded or after the 

structure or object has been retired from 
service. 

7. Reserved, 
8. Engineering Drawings of Routine 

Minor Parts. 
Drawings of such objects as fasteners, 

nuts, bolts, wires, screws, nails, 
pipefittings, brackets, struts, plates, and 
beams, if maintained separately or if 
segregable from a larger file. 

Destroy when superseded or after the 
structure or object has been retired from 
service. 

9. Drawings Reflecting Minor 
Modifications. 

Repetitive engineering drawings 
showing minor modifications made 
during research and development, and 
superseded by final drawings, if filed 
separately or if readily segregable from 
a larger file. 

Destroy when superseded or after the 
structure or object has been retired from 
service. 

10. Paint Plans and Samples. 
Plans and paint samples for painting 

all areas of buildings Jacking historical, 
architectural, or technological 
significance and plans and samples for 
painting appliances, elevators, and other 
mechanical parts of buildings. 

Destroy when superseded or after the 
structure or object has been retired from 
service. 

General Records Schedule 18, Securily 
and Protective Services Records 

24. Security Violations Files. 
Case files relating to investigations of 

alleged violations of Executive Orders, 
laws, or agency regulations for the 
safeguarding of national security 
information. 

[a. Files relating to alleged violations 
of a sufficiently serious nature that they 
are referred to the Department of Justice 
or Defense for prosecutive 
determination, exclusive of files held by 
Department of Justice or Defense offices 
responsible for making such 
determinations. 

Destroy 5 years after close of case.] 
SUB-ITEM 24a IS UNCHANGED 

FROM CURRENT SCHEDULE. 
b. All other files, exclusive of 

documents placed in official personnel 
folders. 

Destroy 2 years after completion of 
final action. 

General Records Schedule 21, 
Audiovisual Records 

Still Photography 

I. Photographs of routine award 
ceremonies, social events, and activities 
not related to the mission of the agency. 

Destroy when 1 year old. 
2. Personnel identification or passport 

photographs. 
Destroy when 5 years old or when 

superseded or obsolete, whichever is 
later. 

4. Reserved. 

Graphic Arts 

5. Viewgraphs. 
Destroy 1 year after use. 
6. Routine artwork for handbills, 

flyers, posters, letterhead, and other 
graphics. 

Destroy 1 year after final publication. 
8. Line copies of graphs and charts. 
Destroy 1 year after final production. 

Motion Pictures 

10. Reserved, 
11. Routine surveillance footage. 
Destroy when 6 months old. 
12. Routine scientific, medical, or 

engineering footage. 
Destroy when 2 years old. 
13. Reserved. 

Video Recordings 

15. Reserved. 
18. Routine surveillance recordings. 
Destroy when 6 months old. 
19. Routine scientific, medical, or 

engineering recordings. 
Destroy when 2 years old. 
20. Recordings that document routine 

meetings and award presentations. 
Destroy when 2 years old. 
21. Reserved. 

Audio (Sound) Recordings 

25. Reserved. 
26. Daily or spot news recordings 

available to local radio stations on a 
call-in basis. 

Destroy when 6 months old. 
27. Reserved. 

Explanation of Changes 

1. GRS 1, item 4a, Correspondence 
related to accepted offers of 
employment. Current disposition 
instruction: Destroy when no longer 
needed. Revised disposition instruction; 
Destroy when appointment is effective. 

The original disposition (1952) for 
this item was "destroy when position is 
accepted." An agency may have an 
administrative need for the information 
in this correspondence until the 
individual officially joins the agency. 

2. For the following GRS items, the 
specific language in the current 
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disposition instruction will be retained, 
but the clause containing the phrase "if/ 
when no longer needed" will be 
deleted. The disposition instruction for 
some of these items sets a maximum 
retention period, not a mandatory 
retention period. The indefinite (when 
no longer needed) clause allowed 
agencies to destroy the records sooner. 
For other items, the indefinite language 
allowed agencies to retain the records 
for an unspecified period of time 
beyond a minimum period. Removing 
the clause will establish uniform, 
consistent retentions periods for these 
records throughout Government. Should 
any agency wish to establish a different 
retention period, it may submit an SF 
115, Request for Records Disposition 
Aut/)ority in accordance with 36 CFR 
1228.42. 
GRS 1, item 23a(3) and (5), Non-SES 

performance records 
GRS 1, item 23b(2)(b) and (4). SES 

performance records 
GRS 1, item 36a, Drug testing records 
GRS 3, item 16, Contractors statement of 

contingent or other fees 
GRS 14, item 1, Requests for 

information 
GRS 14, items 14, 15, 26, 34, and 35, 

FO!A. Privacy Act, and mandatory 
review records 

GRS 16, item 7, Records management 
subject files 

GRS 16, items 8b (1) and (2), Committee 
files 

GRS 18, item 24b, Security violations 
files 

GRS 21, items l, 5, 6, 8, 12, 19, and 26, 
Audiovisual records 
3. GRS 16, item 2a covers records 

disposition inventories, forms (SF 115, 
Request for Records Disposition 
Authority, SF 135, Records Transmittal 
and Receipt, and SF 258, Agreement to 
Transfer Records to the National 
Archives of the United States), and 
reports. 

Current disposition: Destroy when 
related records are destroyed, or 
transferred to the National Archives, or 
when no longer needed for 
administrative or reference purposes. 

A review of this item revealed that the 
retention period for the SF 115, which 
provides continuing records disposition 
authority, should be different from the 
other records covered by this item. 
Consequently, the proposed disposition 
provides for two sub-items: 

(1) SF 115s that have been approved 
by NARA. 

Destroy 2 years after supersession. 
(2) Other records. 
Destroy 6 years after the related 

records are destroyed, or after the 
related records are transferred to the 

National Archives. whichever is 
applicable. 

The six year retention period for sub
item b is based on agencies' use of the 
SF 135 and SF 258 to determine the 
location of records in response to a 
FOlA or other request for the records. 

4. GRS 16, item 2b, Routine records 
disposition correspondence. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy when 2 years old. Similar items 
in other general schedules have a two
year retention period. 

5. GRS 16, item 10, Microform 
inspection records. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy when 2 years old or when 
superseded, whichever is later. The 
inspection of microform copies of 
temporary records is optional (36 CFR 
1230.22(b)). Should agencies choose to 
inspect temporary microforms, the 
recommended interval is two years, but 
as agencies are not bound to that 
interval, any inspection records should 
be maintained until they are 
superseded. 

6. GRS 16, item 14e, Management 
control tracking files. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy 1 year after report is completed. 

This item covers feeder reports, 
inter;im reports, and other records 
created in support of the development 
of annual and other management control 
reports. The support records should be 
needed only for short-term follow-up 
purposes after the relevant report is 
finalized. 

7. The series title for GRS 17, item 3 
was modified to read ''Drawings of 
Temporary Structures or Objects Not 
Critical to the Mission of the Agency," 
and "furniture and equipment" was 
added to the description of the item. 
These changes make the item more 
accurate and complete, in concert with 
the NARA instructional guide, 
"Managing Cartographic, Aerial 
Photographic, Architectural, and 
Engineering Records." 

8. GRS 17, items 3, 4, 6, 8, 9, and 10, 
Architectural drawings, space 
assignment plans, and paint plans and 
samples. 

Current disposition instruction: 
Destroy when no longer needed for 
administrative purposes. 

Revised disposition instruction: 
Destroy when superseded or after the · 
structure or object has been retired from 
service. 

These temporary architectural • 
drawings, floor and paint plans, and 

paint samples have utility only as long 
as they accurately reflect the design and 
layout of the current structure, or as 
long as the agency is occupying/using 
the structure or object. - ,, 

9. GRS 17, item 5, Contract 
negotiation drawings. 

Current disposition instruction:. 
Destroy when no longer needed for 
administrative purposes. , 

Revised disposition instruction: 
Destroy when the final/as-built 
drawings are produced. 

These are preliminary drawings made 
during contract negotiations and are not 
needed after final working/as built 
drawings have been made. 

10. GRS 21, item 2, Personnel 
photographs. · 

Current disposition instruction: 
Destroy when 5 years old or when no 
longer needed. 

Revised disposition instruction: 
Destroy when 5 years old or when 
superseded or obsolete, whichever is 
later. 

These identification and passport 
photographs are needed only for as long 
as they are current. 

11. GRS 21, items 11 and 18, Routine 
surveillance motion picture and video 
recordings. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction; 
Destroy when 6 months old. 

These are obviously very short-term 
administrative records. Tapes and films 
that document illegal or otherwise 
questionable behavior or circumstances 
would be made part of an investigative 
file. NARA checked with several 
agencies and found a range of 2-120 
days in the recommended retention 
period. NARA is proposing 6 months to 
accommodate the spectrum. Based on 
comments received during this 
comment period, NARA may adjust this 
retention period to provide a minimum 
period that will suit the needs of most 
agencies. 

12. GRS 21, item 20, Video recordings 
of routine meetings and award 
presentations. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy when 2 years old. 

GRS items covering administrative 
correspondence and subject files 
generally have a two-year retention 
period. As these recordings contain 
similar information the same retention 
period would be appropriate. 

13. GRS 17. items 2 and 7. Duplicate 
aerial photographs and architectural 
models. · 

GRS 21, items 4, 10, 13, 15, 21. 25, 
and 27, Duplicate photographs, films, 
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videos, and sound recordings; 
recreational films and videos; and 
library sound recordings. 

These items are nonrecord. The aerial 
photographs (GRS l 7 /2a and b) are 
described as "unannotated duplicate 
(s)" and "unannotated prints when 
original film negatives exist." 
Architectural models are three
dimensional objects not normally 
considered documentary records. The 
audiovisual materials are described as 
"duplicate items in excess of record 
elements required for and films and 
videos "acquired from outside sources 
for personnel entertainment and 
recreation," and "library sound 
recordings." As such they do not meet 
the definition of Federal records, and 
therefore should be removed from the 
GRS. The disposition of the materials 
described by these GRS items should be 
provided in guidance, not records 
schedules. In order to preserve the 
numbering of the remaining items in 
these schedules, these items should be 
reserved. 

Dated: July 31, 1998. 
Geraldine N. Phillips, 
Acting Assistant Archivist for Records 
Services-Washingwn, DC. 
(FR Doc. 98-21023 Filed 8-4-98; 8:45 am) 
BILLING CODE 7515--01...P 

NATIONAL CREDIT UNION 
ADMINISTRATION 

Notice of Changes in Subject of 
Meeting 

The National Credit Union 
Administration Board determined that 
its business required the deletion of the 
following item form the previously 
announced closed meeting (Federal 
Register, Vol. 63, No. 144. Pages 70320-
40321, Tuesday, July 28, 1998) 
scheduled for Thursday, July 30, 1998. 

8. One (I) Personnel Action. Closed 
pursuant to exemptions (2) and (6). 

The Board voted unanimously that 
agency business required that this item 
be deleted from the closed agenda and 
that no ear lier announcement of this 
change was possible. 

The National Credit Union 
Administration Board also determined 
that its business required the addition of 
the following item to the closed agenda. 

9. Human Resources Automated 
System. Closed pursuant to exemptions 
(2), (4), and (9) (B). 

The Board voted unanimously that 
agency business required that this item 
be considered with less than the usual 
seven days notice, that it be closed to 
the public, and that no earlier 

announcement of this change was 
possible. 

The previously announced items 
were: 

I . Administrative Action under 
Sections 205 and 206 of the Federal 
Credit Union Act and Part 708 of 
NCUA's Rules & Regulations. Closed 
pursuant to exemption (8). 

2. Administrative Action under 
Section 206 of the Federal Credit Union 
Act. Closed pursuant to exemptions (4), 
(7), {8), (9)(A)(ii) and (9) (B). 

3. Administrative Action under 
Section 206 of the FCU Act. Closed 
pursuant to exemptions (2) and (8). 

4. Administrative Action under Part 
704 ofNCUA's Rules and Regulations. 
Closed pursuant to exemption (8). 

5. Corporate Examiner Review Task 
Force Recommendations. Closed 
pursuant to exemption (2). 

6. Appeal from a Federal Credit Union 
of the Regional Director's Denial of a 
Community Charter. Closed pursuant to 
exemption (8). 

7. Three (3) Administrative Actions 
under Part 7 45 of NCUA's Rules and 
Regulations. Closed pursuant to 
exemption (6). 

8. Seven (7) Personnel Actions. 
Closed pursuant to exemptions (2) and 
(6). 

FOR FURTHER INFORMATION CONTACT: 
Becky Baker, Secretary of the Board, 
Telephone (703) 518-6304. 
Becky Baker, 
Secretary of the Board. 
IFR Doc. 98-21006 Filed 8-3:-98; 10:31am) 
BILLING CODE 7535--01-M 

NATIONAL SCIENCE FOUNDATION 

Sunshine Act Meeting 

AGENCY HOLDING MEETING: National 
Science Foundation, National Science 
Board. 
DATEANDTlME: August 13, 1998, 1:00 
p.m., Closed Session; August 13, 1998, 
2:15 p.m., Open Session. 
PLACE: National Science Foundation, 
4201 Wilson Boulevard, Room 1225, 
Arlington, VA 22230. 
STATUS: Part of this meeting will be 
open to the public. Part of this meeting 
will be closed to the public. 
MATTERS TO BE CONSIDERED: 

Thu~day, August 13, 1998 

Closed Session (1:00 p.m.-2:15 p.m.) 

-Minutes, May 1998 
-Personnel 
-Awards and Agreements 
-NSF Budget & Long Range Planning 

Thursday, August 13, 1998 

Open Session (2:15 p.m.-5:30 p.m.) 

-Swearing in of NSF Director 
-Minutes, May 1998 
-Closed Session Items for November 

1998 
-Chair's Report 
-Director's Report 
-Briefing-PCAST Environment Report 
-Break 
-Science and Engineering Indicators 

(SEI) Plan 
-Presentation on International Issues 
-Strategies for Human Resource 

Development 
-NSB Strategic Plan 
-Report from Committees 
-Other Business 
-Adjourn 
Marta Cehelsky, 
Executive Officer. 
[FR Doc. 98-21005 FilE>d 8-3-98; 10:31 am] 
BILLING CODE 7555--01-M 

NUCLEAR REGULATORY 
COMMISSION 

Policy on Conduct Of Adjudicatory 
Proceedings; Policy Statement 

AGENCY: Nuclear Regulatory 
Commission. 
ACTION: Policy statement: update. 

SUMMARY: The Nuclear Regulatory 
Commission (Commission) has 
reassessed and updated its policy on the 
conduct of adjudicatory proceedings in 
view of the potential institution of a 
number of proceedings in the next few 
years to consider applications to renew 
reactor operating licenses, to reflect 
restructuring in the electric utility 
industry, and to license waste storage 
facilities. 
DATES: This policy statement is effective 
on August 5, 1998, while comments are 
being received. Comments are due on or 
before October 5, 1998. 
ADDRESSES; Send written comments to: 
The Secretary of the Commission, U.S. 
Nuclear Regulatory Commission, 
Washington, DC 20555, ATTN: 
Rulemakings and Adjudications Staff. 
Hand deliver comments to: 11555 
Rockville Pike, Rockville, Maryland, 
between 7:45 am and 4:15 pm, Federal 
workdays. Copies of comments received 
may be examined at the NRC Public 
Document Room, 2120 L Street, NW. 
(Lower Level), Washington, DC. 
FOR FURTiiER INFORMATION CONTACT: 
Robert M. Weisman, Litigation Attorney, 
U.S. Nuclear Regulatory Commission, 
Washington, DC 20555, (301) 415-1696. 
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National ~ . Archives at College Park 
8601 Adelphi Road College Park, Maryland 20740-6001 

August 17, 1998 

NWM 16.98 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Request for comment on 
additional proposed changes to the General Records.Schedules 

·- . . -This memorandum-asks~ for your comments-on adoiticmal changes' to the General Recoros 
Schedules (GRS) which the National Archives and Records Administration published 
today in the enclosed Federal Register notice. These changes are an addendum to the 
proposed Nl-GRS-98-2, which was published for comment in the August 5 Federal 
Register and sent to you under NWM 15.98. These changes relate to various items which 
are currently scheduled with an indefinite retention, e.g., "destroy when no longer 
needed." These items need to be changed because the Archivist has determined that 
specific retention periods are more appropriate for the GRS. 

The Federal Register notice contains the full text of the GRS items that will be changed 
and an explanation for the proposed retention period for each item. We urge you to 
review the proposed changes carefully, and coordinate with the offices within your 
agency that maintain the records covered by the items in the schedule. The GRS 
disposition instructions are mandatory for all affected Federal agencies. If any of the 
proposed retention periods seem inappropriate for your agency, please notify us in 
writing as directed in the Federal Register notice, with an explanation of why any of the 
retention periods are not satisfactory. We need your response by the end of the comment 
period (September 16) in order to consider it before the Archivist approves the schedule. 

c- If the approved changes do not meet your agency's needs, yap.will need to subn1itan SF 
115, Request for Records Disposition Authority, in accordance with 36 CFR 1228.42. 
Also, please note that the addition of these items does not change the due date for 
comments on the items that were published on August 5. 

The notice contains instructions for submitting comments. Please be sure to enter the 
identification number for these schedule items, "NI-GRS-98-2a," in the subject line if you 
use electronic mail or otherwise prominently cite the number in your response. We look 
forward to hearing from you. 

~~~~ 
Director, 
Modem Records Programs 

Enclosure 
National Archives and Records Administration 
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for derivative refugee status but are not 
accompanying or following to join the 
principal applicant, as required under 
section 207(c)(2) of the Act. 

Qualifying for Derivative Refugee 
Status 

Section 101(a)(42) of the Act defines 
a refugee as a perso_n who is unable or 
unwilling to return to (or under 
circumstances specified by the 
President to remain in) his or her 
country of origin '"because of 
persecution or a well-founded fear of 
persecution on account of race, religion, 
nationality, membership in a particular 
social group, or political opinion." The 
Act provides two means by which a 
persuffmay beadmitted to t.~eUnited 
States with refugee status. Section 

or child of a principal refugee may not 
be admitted to the United States prior to 
the admission of the principal refugee. 

Eligibility for Service Interview 

While the statute Is clear on who can 
derive refugee status, the Service 
realizes there may be humanitarian 
reasons to include in a case unit other 
individuals who cannot derive refugee 
status, such as an elderly parent or an 
unmarried adult son or daughter. As 
these persons cannot statutorily derive 
refugee status from the principal 
applicant, they must qualify as refugees 
in their own right. However, such 
individuals may be given a refugee 
interyi~w-as long as_they are hm1seji0Jd 
members and are part of the same 
economic unit as the interviewed 
principal refugee applicant. In such 
cases these individuals are not required 
to fall within a designated processing 
priority to gain access to the U.S. 
refugee program, as they may be 
accorded the same priority as the 
principal applicant. 

Lautenberg Amendment 

207 (c) ( l) of the Act allows the Attorney 
General, within certain numerical 
limitations set by the President, to admit 
to the United States as refugees, persons 
who apply for refugee status from 
abroad and who are determined to meet 
this definition. Persons who qualify as 
refugees under section 10l(a)(42) of the 
Act are often referred to as principals, 
principal refugees, or principal 
applicants. Subject to the numerical 
limitations established pursuant to When processing refugee cases under 
subsections 207(a) and (b) of the Act, the special adjudication procedures 
section 207(c)(2) entitles eligible based on section 599D of the Foreign 
spouses and children. defined in section Operations, Export Financing, and 
101 (b)(l) of the Act as unmarried · Related Programs Appropriations Act of 
children under the age of 21. of any 1990, Public Law 101-167 dated 
refugee who qualifies for admission November 11, 1989, Amendment 290 
under section 207(c)(l) of the Act to be known as the Lautenberg Amendment, 
admitted with refugee status if the Service officer must determine 
accompanying or following to join the whether additional family members 
principal refugee. Spouses and children qualify for category membership under 
who accompany or follow to join a the Lautenberg Amendment. In an April 
principal refugee under section 24, 1990 memorandum, the Attorney 
207(c)(2) are often referred to as General specified that certain persons 
derivatlves·or derivative refugees. These , _ who _ar!,! not !_he_i:t.!_S~_h•·~ category_ . 
are the only means provided for in the members may be adjudicated as iflliey 
Act by which a person may be admitted were category members. According to 
with refugee status. this memorandum, persons who are 

The plain language of section members of the same household and/or 
207(c)(2) of the Act provides for only are economically dependent on a 
spouses and children to derive refugee category applicant, are physically 
status from a principal refugee. There is present with the category applicant at 
no basis in law to expand the category the time of the interview, .and would be 
of persons who may derive refugee traveling with the category aplicant will 
status. Accordingly, persons other than be considered category applicants for 
spo1:'ses and children, as defined in purposes of adjudication of their refugee 
section 101 (b)(l) of the Act, of a claims. Accordingly, applications by 
principal refugee are not eligible for persons who fall within these criteria 
derivative refugee status and must may be adjudicated under the reduced 
qualify as principal refugees under evldentiary burden of the Lautenberg 
sections 101(a)(42) and 207(c)(l) of the Amendment. 
Act in order to be admitted to the 
United Scates with refugee status. 

Because section 207 (c) (2) of the Act 
requires that a derivative refugee 
accompany or follow to join the 
principal refugee, a person approved for 
derivative refugee status as the spouse 

Dated: July 28, 1998. 
Doris Meissner, 

Commissioner, Immigration and 
Naturalization SeNice. 
(FR Doc. 98-21948 Filed 8-14-98; 8:45 am] 
BILLING CODE 4410-10-M 

NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

Addttlonal Changes to the General 
Records Schedules; Request for 
Comments 

AGENCY: National Archives and Records 
Administration, Office of Records 
Services-Washington, DC. 
ACTION: Notice. 

SUMMARY: NARA is required by 44 
U.S.C. 3303a(a) to provide an 
opportunity for public comment on 
proposed records schedules that will 
authorize the destruction of Federal 
records, including General Records 
Schedules issued by NARA to provide 
mandatory disposal authorities for~ 
temporary administrative records 
common to several or all Federal 
agencies (44 U.S.C. 3303a(d)). This 
notice contains the full text of 
additional proposed changes to the 
General Records Schedules that were 
not published in the Federa] Register 
notice of August 5, 1998 (63 FR 41868). 
This notice also includes the rationale 
for the proposed changes, equivalent to 
the appraisal report. Consequently, this 
notice provides all available information 
for interested parties who may wish to 
comment. 

DATES: Comments on these proposed 
changes must be received on or before 
September 16, 1998. There is no 
extension on the comment period for 
the proposed changes published in the 
August 5, 1998, Federal Register notice. 
ADDRESSES: Comments may be sent 
electronically to the e-mail address 
<records.mgt@arch2.nara.gov>.1f 
attachments are sent, please transmit 
them in ASCII, WordPerfect 5.1/5.2, or 

--MS Word,6.0. Comments may al~o be __ = 
submitted by mail to the Life Cycle 
Management Division (NWML), 
National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001, or by 
FAX to 301-713-6852 (attn: Marc 
Wolfe}. In order for comments to be 
considered, the NARA registration 
number for this schedule-Nl-GRS-98-
2a-must be included in a subject line 
or otheiwlse prominently stated. 
FOR FURTHER INFORMATION CONTACT: 
Michael L. Miller, Director Modem 
Records Programs (NWM), National· 
Archives and Records Administration, 
8601 Adelphi Road, College Park, MD 
20740-6001. Telephone: 301-713-7110. 
E-mail: <records.mgt@arch2.nara.gov>. 
SUPPLEMENTARY INFORMATION: Each year 
Federal agencies create billions of 
records on paper, film, magnetic tape, 
and other media. To control this 



• • Federal Register/Vol. 63, No. 158/Monday, August 17, 1998/Notices 43959 

accumulation. agency records managers 
prepare schedules proposing retention 
periods for records and submit these 
schedules for NARA approval, using the 
Standard Form (SF) 115, Request for 
Records Disposition Authority. These 
schedules provide for the timely transfer 
into the National Archives of 
historically valuable records and 
authorize the disposal of all other 
records after the agency no longer needs 
the records to conduct its business. No 
Federal records are authorized for 
destruction without the approval of the 
Archivist of the United States. Two 
mechanisms are used to provide that 
approval-agency schedules and 
General Records Schedules. Agencies 
deveiop and submit to NARA for 
approval schedules for the records that 
are unique to the agency. Once 
approved by the Archivist, the agencies 
may apply the approved disposition 
authorities to the records for as long as 
they remain unchanged. To reduce the 
effort required of agencies in scheduling 
all their records, the National Archives 
and Records Administration issues 
General Records Schedules to provide 
disposal authorities for temporary 
administrative records that are common 
to several or all agencies. 

The changes described in this Federal 
Register notice consist of General 
Records Schedule items that are 
currently scheduled with an indefinite 
retention, e.g., "destroy when no longer 
needed." These items were 
inadvertently omitted from the August 5 
Federal Register notice. 

The proposed schedule, N l-GRS-98-
2, published in the August 5, 1998 
notice, is being amended to include the 
following provisions: 

Genera! Records Schedule 9, Travel 
and Transportation Records 

I. Commercial Freight and Passenger 
Transportation Files 

e. Unused ticket redemption forms, 
such as SF 11 70. 

Destroy 3 years after the year in which 
the transaction is completed. 

5. Records Relating to Official Passports 
c. Passport registers. 
Registers and lists of agency 

personnel who have official passports. 
Destroy when superseded or obsolete. 

GRS 23, Records Common to Most 
Offices Within Agencies 

I. Office Administrative Files (See note) 

Records accumulated by individual 
offices that relate to the internal 
administration or housekeeping 
activities of the office rather than the 
functions for which the office exists. In 

general, these records relate to the office 
organization, staffing, procedures, and 
communications, including facsimile 
machine logs: the expenditure of funds, 
including budget records; day-to-day 
administration of office personnel 
including training and travel; supplies 
and office services and equipment 
requests and receipts; and the use of 
office space and utilities. They may also 
include copies of internal activity and 
workload reports (including work 
progress, statistical, and narrative 
reports prepared in the office and 
forwarded to higher levels) and other 
materials that do not serve as unique 
documentation of the programs· of the 
office. 

Destrcy -.vhen 2 year~ old. 
Note: This schedule is not applicable to the 

record copies of organizational charts, 
functional statements, and related records 
that document the essenllal organizallon, 
staffing, and procedures of the office. which 
must be scheduled prior to disposition by 
submitting an SF 115 to NARA. 

7. Transitory Files 

Documents of short-term interest 
which have no documentary or 
evidential value and normally need not 
be kept more than 90 days. Examples of 
transitory correspondence are shown 
below. 

a. Routine requests for Information or 
publications and copies of replies which 
require no administrative action, no 
policy decision, and no special 
compilation or research for reply. 

b. Originating office copies of letters 
of transmittal that do not add any 
information to that contained in the 
transmitted material, and receiving 
office copy if filed separately frorri 
transmitted material. 

c. Ouasi-official notices including 
memoranda and other records that do 
not serve as the basis of official actions, 
such as notices of holidays or charity 
and welfare fund appeals, bond 
campaigns, and similar records. 

Destroy when 3 months old. 

8. Tracking and Control Records 

Logs. registers, and other records used 
i:o control or document the status of 
correspondence, reports, or other 
records that are authorized for 
destruction by the GRS or a NARA
approved SF 115. 

Destroy or delete when 2 years old. 

9. Finding Aids (or Indexes) 

Indexes, lists, registers, and other 
finding aids used only to provide access 
to records authorized for destruction by 
the GRS or a NARA-approved SF 115, 
EXCLUDING records containing 
abstracts or other information that can 

be used as an infonnation source apart 
from the related records. 

Destroy or delete with the related 
records. 

· Explanation of Changes 
1. GRS 9, item le, Unused ticke·t 

redemption forms, such as SF 1170. 
Current disposition instruction: Destroy 
when no longer needed for 
administrative use. Revised disposition 
instruction: Destroy 3 years after the 
year in which the transaction is 
completed. 

Three years is the basic audit cycle 
specified by the General Accounting 
Office for those records documenting 
financial transactions that are not 
considered site audit records. 

2. GRS 9, item Sc, Passport registers. 
Current disposition instruction: Destroy 
when no longer needed. Revised 
disposition instruction: Destroy when 
superseded or obsolete. These registers 
will be of value to the agency only as 
long as they contain current 
information. Agencies submit an annual 
report to the Department of State which 
lists official passports issued and 
information concerning control of 
passports issues to agency personnel. 
The register is another tool to keep track 
of passports on hand. 

3. GRS 23, Item 1, Office 
Administrative Files. Current 
disposition instruction: Destroy when 2 
years old, or when no longer needed, 
whichever is sooner. Revised 
disposition instruction: Destroy when 2 
years old. 

This retention period will satisfy 
administrative needs and ensure 
consistency in retention among 
agencies. 

4. GRS 23, Item 7, Transitory Files. 
Current disposition: Destroy when 3 
months old, or when no limger needed, 
whichever is sooner. Revised 
disposition instruction: Destroy when 3 
months old. 

This retention period will satisfy 
administrative needs and ensure 
consistency in retention among 
agencies. 

5. GRS 23, Item 8, Tracking and 
Control Records. Current disposition 
instruction: Destroy or delete when no 
longer needed. Revised disposition 
instruction: Destroy or delete when 2 
years old, or 2 years after the date of the 
latest entry, whichever Is applicable. 

These administrative records are 
comparable to those covered by item 1 
of this schedule. A two-year retention 
period should be adequate. 

6. GRS 23, Item 9, Finding Aids (or 
indexes). Current disposition 
instruction: Destroy or delete with the 
related records or sooner is no longer 

J 
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needed. Revised disposition instruction: 
Destroy or delete with the related 
records. 

Finding aids for temporary records are 
not needed after the related records are 
destroyed when they do not serve as an 
Independent information resource. 
Maintenance of the finding aids for the 
life of the related records will help the 
agency to make the records accessible. 

Dated: August 13, 1998. 
Michaelj. Kurtz, 
Assistant Archivist for Records Services
Washington, DC. 
[FR Doc. 98-22221 Filed 8-14-98; 8:45 am] 
BILLING CODE 75HHlt..f' 

· -NATIONAL·SCIENCE FOUNDATION -

Agency Information Collection 
Activities: Proposed Collection; 
Comment Request 

AGENCY: National Science Foundation. 
ACTION: Notice. 

TlT\.E OF COLLECTION: Survey of 
Industrial Research and Development 
(0MB Control No. 3145-0027). 
SUMMARY: Under the Paperwork 
Reduction Act of 1995, Pub. L. 104-13 
(44 U.S.C. 3501 et seq.), and as part of 
its continuing effort to reduce 
paperwork and respondent burden, the 
National Science Foundation (NSF) is 
inviting the general public or other 
Federal agencies to comment on this 
proposed continuing information 
collection. 
FOR FURTI-iER INFORMATION CONTACT: For 
further information or for a copy of the 
collection instmment and instructions 
contact Ms. Mary Lou Higgs, Acting 
Clearance Officer, via surface mail: 

- National Science Foundation, ATTN:-~ 
NSF Reports Clearance Officer, Suite 
295, 4201 Wilson Boulevard, Arlington, 
VA 22230; telephone (703) 306-2063; e
mail mlhiggs@nsf.gov, or FAX (703) 
306-0201. 
SUPPLEMENTARY INFORMATION: 

1. Abstract 

The proposed continuing information 
collection involves the estimation of the 
expenditures on research and 
development performed within the 
United States by industrial firms. A mail 
survey, the Survey oflndustrial 
Research and Development, has been 
conducted annually since 1953. 
Industry accounts for over 70 percent of 
total U.S. R&D each year and since its 
inception, the survey has provided 
continuity of statistics on R&D 
expenditures by major industry groups 
and by source_of funds. The survey is 

the industrial component of the NSF 
statistical program that seeks to 
"provide a central clearinghouse for the 
collection, interpretation, and analysis 
of data on the availability of, and the 
current and projected need for, 
scientific and technical resources In the 
United States, and to provide a source 
of information for policy formulation by 
other agencies of the Federal 
government'' as mandated in the 
National Science Foundation Act of 
1950. Statistics from the survey are 
published in NSF's annual publication 
series Research and Development in 
Industry. The proposed collection will 
continue the survey for three years. 

2. Expected Respondents 
·-=Fhe-su.r.vey will.be.mailed.to.a_~. 

statistical sample of approximately 
23,400 companies to collect information 
on the amount and sources of funds for 
and character of R&D performed and 
contracted out by industrial firms, and 
information on sales and employment of 
the firms themselves. 

3. Burden on the Public 

To minimize burden. over 90-percent 
of the companies selected for the Survey 
of Industrial Research and Development 
are asked to respond to the Form RD-

at: National Science Foundation, ATTN: 
NSF Reports Clearance Officer, Suite 
295, 4201 Wilson Boulevard, Arlington, 
VA 22230; through e-mail to 
mlhiggs@nsf.gov; or via FAX (703) 306-
0201. 

Special Areas for Review: NSF 
especially request comments on: 

(a) whether the proposed collection of 
Information is necessary for the proper 
performance of the functions of the 
Foundation, including whether the 
information will have utility; 

(b) the accuracy of the Foundation's 
estimate of the burden of the proposed 
collection of information; 

(c) ways to enhance the quality, 
utility, and clarity of the information to 
be collected; and 
~(g)_y.,~ys to minim!ze the burden of 
the collect10n of lnformat1on on those - · · ~.-~ 
who are to respond, e.g., permitting 
submission of responses through the use 
of automated, electronic, mechanical. or 
other technological collection 
techniques. 

Dated: August 12, 1998. 
Mary Lou Higgs, 
Acting NSF Clearance Officer. 
[FR Doc. 98-22007 Filed 8-14-98; 8:45 am] 
BILLING CODE 7555-01~ 

NUCLEAR REGULATORY 
COMMISSION 

1 A, the abbreviated version of the basic 
survey questionnaire, Form RD-1. 
Further, only companies with five paid 
employees or more are asked to 
participate in the survey and extensive Documents Containing Reporting or 
use is made of the descriptive codes and Recordkeeplng Requirements: Office 
information on the establishment list of Management and Budget (0MB) 
that is the source of the survey sample Review 
to avoid sampling firms in Industries AGENCY: U.S. Nuclear Regulatory 
that traditionally do not perform R&D. Commission (NRC). 
NSF, with input from the Bureau of the 
Census, the collection and compiling ACTION: Notice of the 0MB review of 
agent for the survey, estimates that the information collection and solicitation 
average·arniual reportlng·and r-ernrd- _ -· .. of public comment. 
keeping burden on each Form RD-lA SUMMARY: The NRC has recently 
respondent will be 1 hour and on Form submitted to OMB for review the 
RD-1 respondents will be 15 hours. The following proposal for the collection of 
total annual burden is estimated at information under the provisions of the 
43,000 hours, calculated as follows: Paperwork Reduction Act of 1995 (44 

RD-lA respondents: 22,000 us c Ch 35) 
d 1 1 b d 

. . . apter . 
respon ents x response x ur en 1. Type of submission, new, revision, 
hour=22,000 hours/year. or extension: Revision. 

RD-1 respondents: 1,400 respondents 2. The title of the information 
x 1 response x 15 burden hoiJrs=21,000 collection: 
hours/year. 

All respondents: -10 CFR Part 35, Medical Use of· 
22,000+21,000z43,000 burden hours/ Byproduct Material 
year during 1999, 2000, and 2001. -NRC Fonn 313 Application for 

Material License, and Supplemental 
Comments Requested Forms, NRC Form 313A, Training and 

Dates: NSF should receive written Experience, and NRC Form 313B, 
comments onor before October 16, Preceptor Statement 
1998. 3. The form number If applicable: 

Addresses: Submit written comments NRC Form 313, 313A and 313B. 
to Ms. Mary Lou Higgs, Acting 4. How often the collection is 
Clearance Officer, through surface mail required: Reports of medical events; 



Mcip.orandum e 

Subject Date 

Reimbursement Program for Records 
Stored in Federal Records Centers AUG 20 1998 

To 

Records Management Officers 
Bureaus 

Records Management Liaisons 
Offices, Boards and Divisions 

Select JMD senior Management 
Staff 

From '("'lr" ?":;·::;-:-T>~~r.~~.......,""""
Mary 
Direc o 
Informa ion Management 

and Security Staff 
Information Resources Management 

In November 1997, the Office of Management and Budget (0MB) 
directed the National Archives and Records Administration (NARA) 
to switch its records center program from a direct funded to a 
fully reimbursable program by FY 2000. Agency budget offices 
were notified of this determination through the 0MB budget 
passback process. The reimbursable program is applicable to All 
records centers operated by NARA nationwide. 

NARA has furnished us with FY 1997 records holdings by record 
group in order_to assist the department in planning for the 
expense of records center services for the FY 2000 budget 
process. In addition, we have obtained a separate listing for 
the holdings of record group 060 (Offices, Boards and Divisions 
(OBD)) which has enabled us to project an estimated cost pattern 
for each OBD that utilizes the services of a records center. 

The reimbursement charge consists of two components as follows: 

1. The first component is for all costs related to 
physically maintaining the records stored in the records 
center system. The storage cost is projected to be $2.08 
per cubic foot. 

2. The second component is a base level service fee that 
covers all costs related to the accessioning, disposal, 
referencing, refiling, and interfiling, and all other 
functions performed in the servicing of Department of 
Justice records. The base level fee for the department 
(excluding Immigration and Naturalization Service) is 
projected to be $1.23 per cubic foot. 

Attached is the FY 2000 - Adjustments-to-Base document prepared 
by the Budget staff, Justice Management Division, which has been 



Subject: Reimbursement Program for Records 
stored in Federal Records centers 

e 
Page 2 

distributed to component budget offices. Although there is no 
guarantee of funding, these amounts are being requested from 0MB 
in the FY 2000 budget. The cost estimates provided are 
preliminary and subject to change, and actual volumes may affect 
FY 2000 charges. 

The attached budget document, which includes a growth factor of 
2.5% per year and an inflation factor of 2.1% per year, is 
intended to provide an estimate for planning purposes. 

If you have any questions, please contact~l ________ ~lon 

I I 
Attachment 

b6 
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24~ul-68 10:09:28AM 
FILE NARA ATB WK4 -

FY 1997 Actual 

!COMPONENT 

Volume Storage Cost Service Cost 

(cu.ft.) @$2.08 @.$1.23 

GENERAL ADMINISTRATION_ ' 10,906 $22,684.20 $13,414.21 

OFFICE OF LEGISLATIVE AFFAIRS_ 212 440.45 260.46 

OFFICE OF PUBLIC AFFAIRS __ 138 286.40 169,36 

• OFFICE OF PROFESSIONAL RESPONSIBILITY- 94 19517 115.47 

OFFICE OF INFORMATION & PRIVACY_ 38 78,11 46,19 . 
JUSTICE MANAGEMENT DMSION 10~25 21,683,97 1~822.73 

JMD EXECUTIVE SECRETARIAT 3,926 8,166.74 4,829.37 

DFINANCE- 5,592 11,631.75 6,878.39 

D INFORMATION MGMT, & SECURITY_ 686 1,427.66 844.24 

JMD~OCUREMEHTSERVICES-- 167 347.15 205,29 

JMD MAIL MANAGEMENT/FASS, ____ 53 110.65 65,44 

ADMIN REVIEW & APPEALS ___ ,_ 3,917 8,146AO 4,817.34 

EXECUTIVE OFFICE FOR IMMIGRATION REV- 3,279 6,819.36 4,032.60 

OFFICE OF THEPARDONATTORHEY- 63S 1,327.04 784,74 

OFFICE OF THE INSPECTOR GENERAL-·-·- 353 733,36 433.67 

U.S,PAROLECOMMISSIOH_, __ , __ 4,791 9,965.28 5,892.93 

GENERAL LEGAL ACTIVITIES - 215,099 447,405.65 264,571.61 

SOLICITOR GENERAL, ____ ,, ____ 16 32,55 19.25 

TAXDMSIOH •• - ... ·----- 47,324 98,434.88 58,209.09 

CRIMINALDMSION,.,_, ____ 38,564 80,212.63 47,433.43 

CMLDMSIOH--·····--· 70,004 145,60813 86,104,87 

EN'IIR & NAT\ RESOURCE DIVISION.-- 34,631 72,031.82 42,595.74 

LEGAL COUNSEL-.-··--··-- 166 344.98 204.00 

CML RIGHTS DIVISION 22,905 47,642.24 28,173.05 

IHTERPOL----······---·-- 1,490 3,098.33 1,832.19 

RUST DIVISION,, •. _, 23)83 48,427.67 28,637.52 

~TTORHEYS--···- 234,010 486,740.86 287,832.34 

U.S. TRUSTEE SYSTEM FUND,_, ____ 50)68 104,556.96 61,829.35 

FOREIGN CLAIMS SETTLEMENT COMM (150)- 2,336 4,858.88 2,873.28 

U.S.MARSHALS,--•·- 4,623 9,615.84 5,686.29 

COMMUNITY RELATIONS SERVICE---- 232 482,56 285.36 

FEDERAL BUREAU OF INVESTIGATION ,_.,,_ ••• 5,533 11,508,64 6,805.59 

DRUG ENFORCEMENT ADMINISTRATION--... 24,447 50,849.76 30,069.81 

IMMfRATION AND NATURALIZATION SERVICE • •• 429,199 892,733,92 2,417,365.94 

FEDERAL PRISON SYSTEM •.•• ·-···-·- 81,592 169,711.36 100,358.16 
,. 

OFFltE OF JUSTICE PROGRAMS ___ ,,,,,.,_] 788 1,639,04 969,24 

COWilUNITY POLICING,,,.,,_,,,,,,,,,,,,,.,,,,,,,,,,,,,,,. 20 4122 24.38 

~OTAL DOJ ••••• - ... , ... ,,,. ____ ,,,... 1091395 $2210101.60 $3,231867,02 

"ForliS,tlilratepercubicfeelforselliceis$5,63 

NOTE: ne gr0\\1n factor is 2.5% per year and ~e Klflati011 lactor is 2.1% per iear. 

Total 

Cost Estimate 

136,098 

701 

456 

311 

124 

34,507 

12,996 

18,510 

2,272 

552 

176 

12,964 

10,852 

2,112 

1,161 

15,858 

711,977 

52 

156,644 

127,646 

231,713 

114,628 

549 

75,815 

4,931 

77,065 

714,573 

166,386 

7,732 

15,302 

768 

18,314 

80,920 

3,310,100 

270,070 

2,608 

66 

$5501969 

DEPARTMENT OF JUSTICE 
NATIONAL ARCHIVES AHO RECORDS PROJECTIONS 

FY2000, ADJUSJMENTS.TO.SASE 

FY 1998 Estimate 

Volume Total 

tcu.ft.l Storaae Cost Service Cost Cost Estimate 

11~13 $23,739.68 $14,038.31 137,m 

222 400,94 212.58 734 

144 299,72 11114 411 

98 204,36 120.85 325 

39 81.74 48,34 130 

10,910 22,692.81 13~19,31 36,112 

4,109 8,546.70 5,054.06 13,601 

5,852 12,172.92 7,198.41 19,371 

718 1,494.08 883,52 2,378 

175 363,30 214,84 578 

56 115,80 68.48 184 

4,099 8,525A1 5,04U7 13,567 

3,431 7,136.63 4,220.22 11,357 

668 1,388.78 821.25 2,210 

369 767.48 453.84 1,221 

5,014 10,428.91 6,167.10 16,596 

225,106 468,221.20 276,880.81 745,102 

16 34,06 20.14 54 

49,526 103,014.56 60,91716 163,932 

40,358 83,944.53 49,64017 133,585 

73,261 152,382.66 90,110.90 242,494 

36,242 75,383.10 44,577,50 119,961 

174 361.03 213.50 575 

23,971 49,858.79 29,483.81 79,343 

1,559 3,242.48 1,917.43 5,160 

24,366 50,680.77 29,969.88 80,651 

244,897 509,386,48 301,223.74 810,610 

52,606 109,421.47 64,705.96 174,127 

2,445 5,084.94 3,006.96 8,092 

4,838 10,06312 5,950.84 16,014 

243 505.01 298.64 !04 

5,790 12,044.08 7,122.22 19,166 

25,584 53)15.55 31,468.81 84,684 

449,167 934,268.37 2,529,833.89 3,464,102 

85,388 177,607.18 105,027,32 282,635 

825 1,715.30 1,014.33 2,730 

21 43.14 25.51 69 

1142112 12 375 718,08 $3,382 229.63 15 757 948 

FY 1999 Estimate FY 2000 Estimate 

Volume Total Volume Total 

(cu.ft.\ storaaeCost Service Cost Cost Estimate (cu.ft.) storage Cost Service Co~ Cost Estimate 

11,944 124,844.06 $14,691.44 $39,SU 12,500 $25,9'9,93 $15,374.96 141,375 

232 482.39 28526 168 243 504.83 298.53 803 
I 

151 313.67 185,49 499 158 328.26 194.12 522 

103 213,87 126,47 340 108 223,82 132.35 356 

41 85,55 50.59 136 43 89.53 52.94 142 

11,418 23,748.60 14,043.64 37,792 11,949 24,853.50 14,697.02 39,551 

4,300 8,944.34 5)8910 14,234 4,500 9,360.47 5,53518 14,896 

6,125 12,73917 7,533.32 20)73 6,410 13)31.96 7,883.!0 21)16 

752 1,563.00 924,63 2,488 781 1,636.34 967,64 2,604 

183 3!011 224,83 605 191 397.89 23519 633 

58 121.19 71.67 193 61 126.83 75,00 202 

4,289 8,922.06 1,276.02 14,198 4,489 9,337.16 5,521.49 14,859 

3,591 7,468.66 4,416.57 11,885 3,758 7,816.14 4,6ll.05 12,438 

699 1,453.39 859.46 2,313 731 1,521.01 899.45 2,420 

386 603,18 414.96 1)78 404 840,55 497.06 1,338 

5,247 10,914.12 6,454.02 17,368 5,491 11,421.90 6,754.30 18,176 

235,679 490,005.19 289,76169 779,768 246,540 512,802.68 303,243.89 816,047 

17 35.64 21,08 57 18 37,30 22.06 59 

51,~ 107,807.31 63,751.44 171,559 54,242 112,823.05 66,717.47 179,541 

42,236 87,850.04 51,949.79 139,800 44,201 91,937.27 54,366.75 146,304 

76,669 159,47216 94,303.31 253,776 80,236 166,891.70 98,690.77 265,582 

37,928 78,890.30 46,651.47 125,542 39,693 82,500.67 48,821.93 131,383 

182 377.83 223.43 601 190 395.41 233.82 629 

25,086 52,178.47 30,855.54 83,034 26,253 54,606,08 32,291.00 86,897 

1,631 3,393,34 2,006,64 5,400 1,707 3,551.21 2,099.99 5,651 

25,499 53,038.69 31,36412 84,403 26,686 55,506.31 32,823.44 88,330 

256)91 533,085.69 315)38,17 848,324 268,215 557,887.50 329,904.63 887,792 

55,054 114,512.30 67,716.41 182)29 57,615 119,839.99 70,866.92 190,707 

2,558 5,321 ,52 3,146.86 8,468 2,677 5,569.10 3,29327 8,862 

5,063 10,531.41 6)27,71 16,759 5,299 11,021.38 6,517.45 17,539 

254 528.51 312,53 841 266 553.10 327,07 880 
6,060 12,604.43 7,453.58 20,058 6,342 13,190,85 7,800.36 20,991 

26,775 55,691,40 · 32~32.89 88,624 28,020 58,282.44 34,465.10 92,748 

470,065 977,735.20 2;647,534.41 3,625)70 491,935 1,023,224.33 2,770,710.95 3,793,935 

89,361 185,870.36 109,913.72 295,784 93,518 194,5m7 115,027A6 309,545 

863 1,795.10 1,061.53 2,857 903 1,878.62 1,110.91 2,990 

22 45.15 26.70 12 23 4715 27,94 75 
1195 312 $2.486248,36 $3.539 587,87 $6025836 1250 924 12.601921.07 $3,704 267,19 $6306188 



• U. S. Department of Justice 

Criminal Division 

Washington, D.C. 20530 

AUG 2 I 1998 

MEMORANDUM 

To: 

From: 

--------~ecords Officer 
Federal Bureau of Investigation 

Wasbiooton :r 20535 

- .... ,-A .... c_t.,...in_g_E __ x_e_c_u ........ e----.0 .... ffi""""""ce_r ___ l 
Criminal pivision 

Subject: Notification of Equities in Records Being Offered to the National Archives of the 
United States 

The Criminal Division of the U.S. Department of Justice is engaged in a declassification 
review under the provisions of Executive Order 12958. In the course of that review, we located 
pennanent records, designated for transfer to the National Archives of the United States (NA), 
pursuant to an approved records schedule, in which your agency has equities. 

Accordingly, in compliance with National Archives Guidance, NN 96.1 issued September 
23, 1996, this is to advise you that we have submitted a SF 258, Agreement to Transfer Records 
to the National Archives of the United States, for permanent transfer of these records to NA. As 
noted in the guidance, 

"Because of volume of records transferred, NN staff will not be able to immediately 
process all records reviewed by the agencies or to notify the other agencies on your behalf 
NN will make the records available to personnel from those agencies for their review, but 
will not track whether other agencies have responded to your notification. The 
notification should include statement that the records will be automatically declassified if 
the agencies fail to act by April 2000," (Emphasis added). 

This letter constitutes the required notice. A copy of the SF 258 is attached to assist you 
in identifying the specific records. If you have any questions, please calll I 

LJin our Records Unit. 

b6 
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AGREEMENT TO TRANSFER RECORDS TO f.-lJI' , 1· INTERIM CONTROL NO. /NARA u,e OnlyJ 

•. , · ,. THE NATIONAL AR.IVES OF THE UNITED STATES O ~r--_
1 
__________ -J 

t:. TERMS OF AGREEMENT 
-~ . -· . lflese recoras wI11 oe Imposea omer man me generaI ana specI11c 
,1' The records described below and on the attached ___ pages are deposited in restrictions on the use of records in the National Archives of the United 

the National Archives ot the United States in accordance with 44 U.S.C. 2107. Slates that have been published in 36 CFR Part 1256 or in the Guide to 
The transferring agency certifies that any restrictions on the use of these records the Nationa! ,.,,,chives of the United States . The Archivist may destroy, 
are in conformance with the requirements of 5 U.S.C. 552. donate, or 0ther.vise dispose of any containers, duplicate copies, unused 
In accoroance wItn 44 u.s.c. L1 Utl, custooy or mese recoros oecomes me forms. blank stationery. nonarchival printed or processed material , or other 
responsibility of the Archivist of the United States at the time of transfer of the n~nree0rd material in any manner. authorized by law or regulation. 
records. It is agreed that these records will be administered in accordance with W1th0ut further consent, the Archivist may destroy deleriorating or 

S C 
• C damaged documents after they have been copied in a form that retains 

the provisions of 44 U. · · Chapter 21, J6 FR XII, 36 CFR Part 1256 and such all of the information in the original cocument. The Archivist will use the 
other rules and regulations as may be prescribed by the Arci1ivist of the Uni!ed General Records Schedule and any applic.:ible records disposition 
States (the Archivist). Unless specified and justified below, no restrictions of the schedule (SF 115) of the trans ferring agency to dispose of nonarchival 
use of materials conta ined in this deposit. /cy' ,, ·i - ,., 1 .1 . J' · y vr 

·- ~- ~ r• ,-.-.,, .(. __ ~ ,· r,,.. 
2A. AGENCY,;,2.e2Wia.L.------------. ; 3A. NARA APPROVAL ,,/;H 7/,.~;-/7Y / , . , ,;_, ; _ _ : < \)ci / '. 

Signatur~ L Date / - 17- 5'c:f- ! Signatur~ L Date er /.n.f.J%.: 
28. NAME, TITLE. MAILING ADDRESS "" I 3B. NAME, nnE, MAILING ADDRESS / 

Bernard W. Bergfind. Records Officer • NARA Initial Processing/Oec!assification Divis io n 
b6 
b7C 

U,S. Dept of Justice, Rm 850 . Civilian Work Group 

1001 G St. NW 8601 Adelphi Road 
Washington, DC 20530 College Park. MO 20749-6001 

RECORDS INFORMATION 

4A. REC ORDS SERIES TmE 146-28-2201 Treasonable Utterances. This the World War II case concern ing the disapperance of Major 
_ H9Loh~_an Armyy_ffiS7r placed_behind enerny_ljn!;'ls in Nonhern Italy~- -·- __ _ __ ~== _ ._ - ---·- · 

48. DATE SPAN OF SERIES 1944-1954 (Allach an y 3aditional 

SA. AGENCY OR ESTABLISHMENT 

U.S. Department of Justice 
58. AGENCY MAJOR SUBDIVISION 

Criminal Division 
SC. AGENCY MINOR SUBDIVISION 

50. UNIT THAT CREATED RECORDS 

5E. ~;,:;.;r PEBSQN Wl;H WHOM IO CONFER ABDI CT THE OCCORDS 

Telephone Number:_ 

6. DISPOSITION AUTHORITY: 

N1-60-88-13, Item 28 
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? .J NO :8J YES 

LEVEL O Confidential ~ Secret CJ Top Secret 

SPECIAL MARKINGS: CJ RD/FRO O SCI .J NATO 
CJ Other ___________ _ 

INFORMATION STATUS: 25) Segregated 7 Oedass1fied 

8. CURRENT LOCATION OF RECORDS 

X Agency (Complete 8A only) 
Federal Records Center (Complete 88 only) 

8A. ADDRESS 
U.S. Deoartment ot Justice 
1331 F Street, Suite 810 
Washinaton, OC 20530 

88. FRC ACCESSION NUMBER CONTAINER NUMBER($) 

9. PHYSICAL FORMS 

SJ Paper Documents 

:J Paper Publications 

CJ Microfilm I Microfiche 

:J Electronic Records 

x1 Photographs 

· 10. VOLUME: 

Cu. Mtr. (Cu. Ft. 12 

:) Posters 

Si Maps and Charts 

.J Arch I Eng Drawings 

:= Motion / Sound / Video 

SJ Other /soec,fv!: Evidence 

CONTAINERS: 

) Number 12 Type FRC Box 

' 11 . DATE RECORDS ELIGIBU:: FOR ".'RANSFER TO THE ARCHIVES 

6-4-84 -----------------------------
12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE? 

:J YES :2j NO (If no . attach lim its on use and justification.) 

13. ARE RECORDS SUBJECT TO THE PRIVACY ACT' 

~ YES :J NO 

Justice/CRM 001. Vol 52 No 238 p. 4 7180 

· 14 . ATTACHMENTS 
.J Agency Manual Excerpt .:J Listing of Records Transferred 

: - . Z)AddiiionafDescription - - -- _:T NA' Fomi 1 •f097 or Equivalent 

ZI Pnvacy Act Notice 

.J Other (s1Jecify/ : 

FRC LOCATION 

.:J Microform Inspection Repol1 

:J SF{s) 135 

NARA PROVIDES 

15. SHIPPING INSTRUCTIONS TO AGENClES / REMARKS REGARDING DISPOSITION RG 

--·-------------------·-------------·-------------------------:::::-:-:::::-:---1 
, 17. NATIONAL ARCHIVES ACCESSION . 16. RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNTIED STATES 

Signature --------------·----··-----
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
This form was ele<:1rcn,011y produced Dy Elite Federnl Form•. Inc. 

Date 
- --·--------

SF 258 (9195) 

Prescribed bv NARA 36 CFR 1228 



• • , U.S. Department of Justice 

Criminal Division 

Washington, D.C. 20530 

AUG 2 I 1998 

MEMORANDUM 

To: 

From: 

.__.....,.-,----.....,,. ....... !Records Officer 
Federal Bureau oflnvestigation 

ctmg Execu ve 1cer 
Criminal Division 

b6 
b7C 

Subject: Notification of Equities in Records Being Offered to the National Archives of the 
United States 

The Criminal Division of the U.S. Department ofJustice is engaged in a declassification 
review under the provisions of Executive Order 12958. In the course of that review, we located 
permanent records, designated for transfer to the National Archives of the United States (NA), 
pursuant to an approved records schedule, in which your agency has equities. 

Accordingly, in compliance with National Archives Guidance, NN 96.1 issued September 
23, 1996, this is to advise you that we have submitted a SF 258, Agreement to Transfer Records 
to the National Archives of the United States, for permanent transfer of these records to NA. As 
noted in the guidance, 

"Because of volume ofrecords transferred, NN staff will not be able to immediately 
process all records reviewed by the agencies or to notify the other agencies on your behalf. 
NN will make the records available to personnel from those agencies for their review, but 
will not track whether other agencies have responded to your notification. The 
notification should include statement that the records will be automatically declassified if 
the agencies fail to act by April 2000 " (Emphasis added). 

This letter constitutes the required notice. A copy of the SF 25 8 is attached to assist you 
~tifying the specific records. If you have any questions, please calll I 
L__Jn our Records Unit. . 



· 1. INTERIM CONTROL NO. (NARA Use Only) AGREEMENT TO TRANSFER RECORDS TO jflv 
__ --""~ '!: THE NATIONAL ARC_Hf-lV.;_E=-S=-=O~F_T:....:cH..:....:E=---=U.:...:Nc.:...IT;....::E::..::D~S..;_T A'-'-'-TE--"--'-S---:..---------------l 

t .. TERMS OF AGREEMENT A 
,. , . . mese ~ecoras w111 WJ,posea otner tnan tne general ana specmc 
The records descnbed below and on the attached ___ pages are deposited 1n restrictions on the use of records in the National Archives of the United 

tthe National Archives of the United States in accordance with 44 U.S.C. 2107. States that have been published in 36 CFR Part 1256 or in the Guide ro 
'nie transferring agency certifies that any restrictions on the use of these records the National; Archives of rhe United States. The Archivist may destroy, 
are in conformance with the requirements of 5 U.S.C. 552. donate, or othef"."ise dispose of_any containers, duplicate copies. unused 
1n accoraance wnn 44 U.:i.L:. :e:1uts, custoay or tnese recoras oecomes tne forms, blank stationery, nonarch1val pnnted or processed material, or other 
responsibility of the Archivist of the United States at the time of transfer of the nonrecord material in any manner. authorized by law or regulation. 
records. It is agreed that these records will be administered in accordance with W1th0ut further consent, the Archivist may destroy deteriorating or 
the provisions of 44 U.S.C. Chapter 21 36 CFR XII 36 CFR Part 1256 and such damaged_ documents_ after they have been copied in a form th_at retains 

. ' . ' . . . all of the 1nformat1on 1n the ongmal document. The Arch1v1st will use the 
other rules and regulations as may be prescnbed by the Arch1v1st of the United General Records Schedule and any applicable records disposition 
States (the Arch1v1st). Unless specified and Justified below. no restnct1ons of the schedule (SF 115) of the transferring agency to. dispose of nonarchival 
use of materials contained in this deposit. • .-<.:;. ,:/_.,,.,_./f,i,fiV)c, ,y::, 1/-'. 9'[, 

2A. AGENCY APPROVAL i, 3A. NARA APCCf'1'" //IT -,/,,c,/t, a c-:-:..• • , r, ,,. ~' P"""'__,. __ .._ ________ ._. ------, h C ii 

Signature! L Date /-/ l -lr\ Signatur~ ate & I t:::i..}"/'3: 

2B. NAME. TITLE. MAILING ADDRESS (/ i 3B. NAME. TITLE. MAILING ADDRESS 

I !Records Officer ' NARA Initial Processinq/Oec!assification Division 
-u-_-s-.""o_e_p_t._o_f.,..J"'"u_s_t.,..ic_e .... Rm 850 , Civilian Work Group 

b6 
b7C 

1001 G St. NW 8601 Adelphi Road 

Washinqton. DC 20530 Colleqe Park. MO 20749-6001 

RECORDS INFORMATION 

4A. RECORDS SERIES TITLE 146-28-1941 Treasonable Utterances. This the World War II case concerning lkoku (Iva) Toguri D'Aquino 

- .. ·-- _ . (ToJwo 8o~eLwho ~Jt!cip;:it§d_in_writir,g_anc! groadc~s~n9AIJR:3ga~.9~ foUh~ _dapanes_e._ -~- - = ,_ . _ . 
48. DATE SPAN OF SERIES 1941-1950 (Allach any additional 

5A. AGENCY OR ESTABLISHMENT 

U.S. Department of Justice 

58. AGENCY MAJOR SUBDIVISION 

Criminal Division 

5C. AGENCY MINOR SUBDIVISION 

50. UNIT THAT CREATED RECORDS 

I 9. PHYSICAL FORMS 

:81 Paper Documents 
-, 

Paper Publications -
7 Microfilm / Microfiche _, 

.J Electronic Records 

2l Photographs 

10. VOLUME: 

Cu. Mtr. (Cu. Ft. 6 

::J Posters 

SJ Maps and Charts 

:J Arch / Eng Drawings 

:J Motion I Sound I Video 

:2) Other /specify): transcripts 

CONTAINERS: 

) Number 6 Type FRC Box 

Name:LI ----1:-r __________ _.J_-, 6-4-85 
SE. AGENCY PEBSQN Wlf~ WHQM IO GQNEfR 4601 IT IHE BECQ~f')S : 11. DATE RECORDS ELiGISLE FOR TRANSFER TO THE ARCHIVES 

f.-._T....:e....:le~p __ h..:.on_e.:_N....:u_m....:b....:e_r:..b,"""""""""""""""""""""""""""""""""""""""""""""~t====.J; 12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE? 

6. DISPOSITION AUTHORITY: 

N1-60-88-13, Item 28 
7. IS SECURITY CLASSIFIED INFORMATION PRESENT? :J NO :2j YES 

LEVEL: ::J Confidential ~ Secret CJ Top Secret 

SPECIAL MARKINGS: 0 RO/FRO O SCI :J NATO 
:J Other _________ ~---

INFORMATION STATUS:~ Segregated ,7 Declassified 

8. CURRENT LOCATION OF RECORDS 
X Agency (Complete 8A only) 

Federal Records Center (Complete 88_~1Yl 

BA. ADDRESS 
· u~ s-. Ceoartment of -.Justice · 
1331 F Street, Suite 810 
Washinqton, re 20530 

88. FRC ACCESSION NUMBER CONTAINER NUMBER(S) 

:J YES SJ NO (If no, attach limits on use ar.d justification.) 

13. ARE RECORDS SUBJECT TO THE PRIVACY ACT? 

-----------------·-
:8) YES .J NO 

.Justice/CRM 001. Vol 52 No 238 p. 47180 

14. ATTACHMENTS 
.J Agency Manual Excerpt 

:2j Additional Oescnption . 

~ Privacy Act Notice 

=1 Other /sr;ecifv): 

FRC LOCATION 

:J Listing of Records Transferred 

:J NA Form 14097 or Equivalent 

::J Microform Inspection Report 

.J SF(s) 135 

NARA PROVIDES 

15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARDING OJSPOSITJON 

18. RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNTIED STATES 

Signature ______________________ _ 

NATIONAL ARCHIVES AND RlaCORDS ADMINISTRATION 
This form was electronic31ty produced t:ly EHie F!!cieral Forms. Inc. 

Date -----------

RG 

. 17 NATIONAL ARCHIVES ACCESSION 

SF 258 (9/95) 

Prescribed bv NARA 36 CFR 12:ZB 



• • 
U.S. Department of Justice 

Criminal Division 

Washington, D.C. 20530 

MEMORANDUM AUG 2 I 1998 

To: 

From: 

............ ....-.......... ....---............. ~ecords Officer 
Federal Bureau of Investigation 

Acting Exe tive Officer 
Criminal Division 

Subject Notification of Equities in Records Being Offered to the National Archives of the 
United States 

The Criminal Division of the U.S. Department ofJustice is engaged in a declassification 
review under the provisions of Executive Order 12958. In the course of that review, we located 
permanent records, designated for transfer to the National Archives of the United States (NA), 
pursuant to an approved records schedule, in which your agency has equities. 

Accordingly, in compliance with National Archives Guidance, NN 96.1 issued September 
23, 1996, this is to advise you that we have submitted a SF 258, Agreement to Transfer Records 
to the National Archives of the United States, for permanent transfer of these records to NA. As 
noted in the guidance, 

"Because of volume of records transferred, NN staff will not be able to immediately 
process all records reviewed by the agencies or to notify the other agencies on your behalf 
NN will make the records available to personnel from those agencies for their review, but 
will not track whether other agencies have responded to your notification. The ' 
notification should include statement that the records will be automatically declassified if 
the agencies fail to act by April 2000." (Emphasis added). 

This letter constitutes the required notice. A copy of the SF 258 is attached to assist you 
in identifying the specific records. If you have any questions, please cal~ I 

LJin our Records Unit. 

b6 
b7C: 



Il ___ AGREEMENT TO TRANSFER RECORDS TO I}{)(_,; : 1· INTERIM CONTROL NO. (NARA Use Only/ 

. "' .. :,.. . THE NATIONAL ARG}ilVES OF THE UNITED STATES ()"- , 

~,.· A TERMS OF AGREEMENT --
.: .• . ~ fliese recoros wI11 _,poseo omer man me general ana spec111c 
1 The records descnbed below and on the attacheo ___ pages are deposited 1n restnctions on the use of records in the National Archives of the United 

the National Archives of the United States in accordance with 44 U.S.C. 2107. States that have been published in 36 CFR Part 1256 or in the Guide to 
The transferring agency certifies that any restrictions on the use o{ these records the National Archives of the United States. The Archivist may destroy, 
are in conformance with the requirements of 5 u.S.C. 552. donate. or otherwise dispose of any containers, duplicate copies, unused 
In accoraance wIm 44 u.::s.c. L7Utl, eustacy or mese recorcs oecomes me fomis, blank stationery, nonarchival pnnted or processed material. or other 
responsibility of the Archivist of the United States at the time of transfer of the nonrecord material in any manner authorized by law or regulation. 
records. It is agreed that these records will be administered in accordance with Without furth er consent, the Archivist may destroy deteriorating or 

f s CF damaged documents after they have been copied in a form that retains 
the provisions O 44 U .. C. Chapter 27, 36 R XII, 36 CFR Part 1256 and such all of the information in the original document. The Archivist will use the 
other rules and regulations as may be prescribed by the Arehivist of the United General Records Schedule and any applicable records disposition 
Slates (the Archivist). Unless specified and justified below. no restrictions of the sched.ule (SF 115) of the .transferring agency Jo dispose oi nonarchival 
use of materials contained in this deposit. /;':(:;;(,-! ·f:-,.;,,,:;)c:· ;/::..v. 9,::; 

2A. AGENCYAPPRil\1a• 3A. NARAAPPROVAL_jW 7/;'f/7'r i.~.~-::_ ,t,.;:: r.· ...... -. j,.1:·, 

Signature I l Date /-/ 7 - 'ff..., Signature I I Date 3/ o.J '? S-
28. NAME. TITLE. MAILING ADDRESS ,_y 38. NAME. Tl I LI::. MAILING ADDRESS 

Bernard W. Berglind, Records Officer NARA Initial Processing/Declassification Division b 6 
b7C U.S. Dept. of Justice, Rm 850 Civilian Work Group 

1001 G St. NW 8601 Adelphi Road 

Washington, DC 20530 College Park. MO 207..\9-6001 

RECORDS INFORMATION 

4A. RECORDS SERIES TITLE 146-28-1935 Treasonable Utterances. This the World War II case concerning Mark L. Streeter a POW who 

___ ~--=~ .. _ . __ pai:ticipated)r,~ri!irig_an_d_brnadcasting_propagandaJor,Jt,e,Japan_ese_ .• --=---~~.=--··-·· --· _ ~,.- , 
48, DATE SPAN OF SERIES 1941-1950 (Attach any addition_al ____ --1 

5A. AGENCY OR ESTABLISHMENT 

U.S. Department of Justice 

5B. AGENCY MAJOR SUBDIVISION 

Criminal Division 

SC. AGENCY MINOR SUBDIVISION 

50. UNIT THAT CREATED RECORDS 

SE ~~:~y ;,~~
1
~~~:al;~;:r CQIIIEER ABDI II IHE RffORDS 

__ Telep hon~ Number:! 

6. DISPOSITION AUTHORITY 

N1-60-88-13, Item 28 

I 
t 

9. PHYSICAL FORMS 
:8} Paper Documents 

SJ Paper Publications 

.J Microfilm / Microfiche 

~ Electronic Records 

SJ Photographs 

10. VOLUME: 

::::J Posters 

.J Maps and Chans 

.J Arch / Eng Drawings 

.J Motion / Sound / Video 

.J Other (specify): _______ _ 

CONTAINERS: 

Cu. Mir. ___ (Cu. Ft. _5 __ ) Number 2 ____ . Type~£<-~~-

11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES 

6-4-80 ·------------·-·-----------------, 
12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE? 

.J YES ~ NO (If no, attach limits on use and justification.) 

-·7-. -1S-SECUR-ITY_CLA_S_S_IF-IED INFORMATION PRESENT? .J NO :zJ YES I-;:- ARE RECORDS SUBJECT TO THE PRIVACY ACT? ----------· 

LEVEL: :J Confidential 2$) Secret .J Top Secret -

SPECIAL MARKINGS; :J RO/FRO .J SCI :J NA TO 
:2) YES .::J NO :J Other_____________ , 

INFORMATION STATUS: ZJ Segregated .7 Declassified t-----------------~~----------- Justice/CRM 001. Vol 52 No 238 p. 47180 --·-----~==============-i 8. CURRENT LOCATION OF RECORDS 
X Agency (Complete 8A only) 

Feoeral Records Center (Complete 88 only) 

8A. .ann1:n:.c:::.c::: 
U.S. Cecartrnent of Justice 
1331 F Street, Suite 810 
Washinaton, CC 20530 

14. ATTACHMENTS 
::J Agency Man~al Excerpt 

~ Additional Description 

2] Privacy Act Notice 

:J Other (specify): 

...J Listing of Records Transferred 

::J NA Form 14097 or Equivalent 

.J Microform Inspection Report 

:J SF(s) 135 

'--··----------------------- ·-- ---- ··- ··--·-···-·- ---------------------·----·· - --· -----· --· 
88. FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION 

NARA PROVIDES 

15. SHIPPING INSTRUCTIONS TO AGENCIES I REMARKS REGARD:NG DISPOSITION RG 

·;a-:-·RecoROSACCEPT~□ 1NTOTHE NATIONACARCH1ves·oi=_T_H_E UNTIED STAT_E_s __ · · ··-• - -·-·------------: -11-.-N-A-rioNAL ARCHIVES ACCESSION 

Signature·-·--·--------------·-------·--·--' Date __ --··---------

NATIONAL ARCHIVES ANO RECORDS ADMINISTRATION 
This form was electrcntcally produced by Elite Federal Forms. Inc. 

SF 258 {9/95) 

Prescribed bv NARA 36 CFR 1228 



-
re ives at College Park 

NationaAl h. 
----------------------------

8601 Adelphi Road College Park MD 20740-6001 

Federal Bureau oflnvestigation 
Room4933 
935 Pennsylvania Ave., NW 
Washington, DC 20535 

De~~---------' 

In accordance with your recent phone conversation wit~.__-.,.........,-.-...... ~e are withdrawing and 
returnin without action Job No. Nl-65-97-3, covering numerical/alphabetical case file abstracts. 

· s available to discuss future plans for scheduling these records. She may be 
reached 

Supervisory Archivist 
Life Cycle Management Division 

Enclosure 

National Archives and Records Administration 

b6 
b7C 



- - --- - -------------------------------~ 

>., 7!i' .,. 

REQUEST FOR RECO SPOSITION AUTHORITY 
LEAVE BLANK 

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

1. FROM (AGENCY OR ESTABLISHMENTI 

Department of Justice 

NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 

In accordance with the provisions of 44 
U.S.C. 3303athe disposal request, including 
amendments, is approved except tor items 
that may be marked "disposition not 
approved" or "withdrawn" in column 10. It no 
records are proposed for disposal, the 
signature of the Archivist is not required. 

Federal Bureau of Investigation 
3. MINOR SUBDIVISION 

Information Resources Division 
4. NAME OF PERSON WITH WHOM TO CONFER . TELEPHONE EXT. ATE RCHIVIST OF THE UNITED STATES 

1r,ftt /'/ p WITHDRAWN b 6 

----==========-----------..L..-----.L.--l.~(~1
.!...__.....L _________ b7C 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized in matters pertaining to the disposal of the agency's records; that the 
records proposed for disposal in this Request of 2 page(s) are not now needed 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, if required under the provisions of Title 8 of the GAO Manual for Guidance of 
Federal Agencies, is attached. 

A. GAO concurrence: D is attached; or W is unnecessary. 

B. DATE 

06131997 

7. 
ITEM 
NO. 

115-108 

p. TITLE 

FBI Archives Specialist 

8. DE~IPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS! 

NUMERICAL / ALPHABETICAL CASE FILE ABSTRACTS 

Brief summaries abstracted from "recorded" documents which have been placed 
on record within FBI criminal, security, applicant, personnel and administrative 
case files. Abstracts do not contain any information that is not detailed in full in 
the "recorded" document. Information captured includes: (l) Type of document; 
(2) Date; (3) Source and/or Destination; (4) Preparer [in case of outgoing items 
and incoming reports]; (5) Subject; (6) Case File Number. 

The FBI began preparing abstracts or summaries of individual documents in 1921. 
Each abstract was prepared in duplicate on 3x5 slfps. Only 40% of documents rn 
case files were recorded. In 1979, the abstract system was replaced by the 
Automation Incoming Mail Serialization [AIMS] computerized system. 

Abstracts can not be used for historical or research purposes without the 
corresponding complete document inasmuch as the information contained within 
the abstracts is in extremely abbreviated form. 

NSN 754~6344064 

9. GRS OR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

/NARSUSE 
ONLY/ 

STANDARD FORM 116 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFRl 101-11.4 



;;!". .. ;~,~· 
REQUEST FOR RECORDS DIS N AUTHORITY - CONTINUATION 

7. 
ITEM 
NO. 

115-108 

8. DESCIRPTION OF ITEM 

(WITH INCLUSIVE DA TES OR RETENTION PERIODS} 

Numerical / Alphabetical Case File Abstract System - continued 

1) Source/Chronological Set 

DESTROY immediately. 

2) Case/Serial Set 

(a) Abstracts corresponding to Permanent Multi-Section Case Files 

DESTROY immediately. 

(b) Abstracts corresponding to all other Case Files 

DESTROY immediately. 

3) Special Intelligence Service [SIS] Program Set - circa 1940-1948 

DESTROY immediately. 

4) Personnel/Applicant Case File Abstracts 

DESTROY immediately. 

Four copies, including original to be submined 
to the National Archives and Records Service. 

9. GRS OR 
SUPERSEDED 

JOB 
CITATION 

AGE 

2 OF 2 

10.ACTION 
TAKEN 

/NARSUSE 
ONLY/ 

STANDARD FORM 115 !REY. 12·83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



National a. e 
~ A_rc/5zVeS at College Park 
lt6}) . 8601 Adelphi Road College Park, Maryland 20740-6001 

~:; ~" 

rsEP 2 3 1998 
" 

NWM 18.98 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: The Archivist's Statement and the Electronic Records Work Group Final Report 

The Archivist's Statement dated September 21, 1998,and the Electronic Records Work Group Final 
Report that was submitted to the Archivist on SeP.tember 14, 1998 are both available on the NARA 

~··~-.--~ web site at<http:l/~.nara.gov/records/grs20/index.html>.. .. . .. . . . .... 

In light of the decision that the Bulletin on scheduling electronic copies formerly covered by GRS 
20, items 13, 14, and 15 ( called "electronic source records" by the Electronic Records Work Group) 
be circulated for inter-agency review prior to its final issuance, the tentative training classes on 
implementing sched,ules and plans outlined in the August 20, 1998, Memorandum to Agency 
Records Officers (NWM 17.98) will be rescheduled for later in FY 1999. We will notify you when 
the new dates are set. 

I would like to take this opportunity to thank all the Federal records managers who participated in 
the ERWG process, either by commenting on drafts, attending open meetings, or serving as a Wark 
Group member. The dialogue was important not only to increase communications with you, our 
customers, but also to heighten awareness of records management issues and the electronic records 
problems facing agencies today for different audiences. We will continue the dialogue as we move 
forward on addressing electronic recordkeeping issues during FY 1999 with the follow-on group and 
other initiatives mentioned in the Archivist's Statement. 

The Government will be updating the court with the status and the expected course of our activities, 
■~-=--.__.,..,--'c-,,.., ·=·. and-c•.vill~be,address-i:ng~the 0 im:pacts-that-agencies·may~bo,.focing:---,P1ease'pcriodrca:lly-ctreck'the 

GRS 20 web site at <http://www.nara.gov/records/grs20/index.html> for additional information; 

~~ 
MICHAEL L. MILLER 
Director 
Modem Records Programs 

MO-l+&-C l 190059 -7 f 
National Archives and Records Administration 



r, 

• 
· ~ re lV S at College Park 

-NationaAl h .·· e 
----------------------------

8601 Adelphi Road College Park MD 20740-6001 

October 19, 1998 

TO: Agency Records Officers 

SUBJECT: Agency comment on draft NARA bulletin 

The Office of Management and Budget (0MB) has asked NARA to send the attached draft 
NARA bulletin for your review and comment as part of their review of the bulletin under 
Executive Order 12866. At OMB's request, also attached is a copy of a memorandum from 

I !Chief, Information Technology Branch, Office oflnformation and Regulatory 
Affairs, to the CI0 Council. The Archivist of the United States is sending a similar letter to 
Heads of Federal agencies. 

Please provide copies ofvam :written coromP.nts to both 0MB and NARA by November 19, ·· 
1998, to the addresses i~._ _____ _.piemo. . 

Questions should be directed t~ la~ ~xtOor via e-mail at 
L------'~arch2.nara.gov, oLr-v-=-ia-f:-=-ax-a.,..1 ___ ---1._._ ____ ...J 

~.;/-~~ 
LEWIS J. BELLARDO 
Deputy Archivist of the United States 

Attachments 

National Archives and Records Administration 

b6 
b7C 



• 
NARA Bulletin No. 99-xx 

TO: Heads of Federal Agencies 

SUBJECT: Scheduling electronic copies of program records and administrative records not 
covered by the General Records Schedules (GRS) 

EXPIRATION DATE: [2 years after issuance] 

1. What is the purpose of this bulletin? This bulletin provides guidance to you on scheduling the 
electronic copies of program records and certain administrative records of your agency that were 
previously scheduled under ORS 20, items 13 (word processing documents), 14 (e-mail), and 15 
( electronic spreadsheets). 

2. To what records does this bu!letjn apply? This bulletin applies only to the electronic copies of 
scheduled records. 

3. What do I do with electronic copies of unscheduled records? You must schedule electronic 
copies of unscheduled records and new records series in accordance with NARA Bulletin 98-02. 

4. Why can't I use GRS 20? The 1995 edition of GRS 20, Electronic Records, authorized the 
deletion of electronic mail, word processing, and spreadsheet records from your computer after a 
copy was made for your file or other recordkeeping system. On October 22, 1997, the U.S. 
District Court for the District of Columbia issued an order declaring GRS 20 "null and void." 
The Government filed an appeal with the U.S. Court of Appeals for the District of Columbia. 
That appeal is pending. 

5. What action has NARA taken? 

a. Although the Government has appealed the Court's decision, we believe that we need 
to develop a different approach to the disposition of records created on electronic mail, word 
processing, spreadsheet, and other office automation applications than was provided in GRS 20. 
To that end, I formed an interagency Electronic Records Work Group (ERWG), consisting of 
selected Federal records officers and infonnation management specialists, NARA staff, and State 
government and private sector consultants, with oversight by the Deputy Archivist of the United 
States. I charged the Work Group to identify appropriate areas for revision of the General 
Records Schedules, explore alternatives for authorizing the disposition of electronic copies of 
records, and recommend practical solutions for their scheduling and disposition. 

b. On September 14, 1998, ERWG submitted its report to me as Archivist of the United 
States. This bulletin reflects my decisions on implementing the Work Group's first· 
recommendation that you must schedule your program records and administrative records not 
covered by the GRS, in all fonnats. 



c. This bulletin is only a first step toward a comprehensive solution to electronic records 
issues. We must develop together long-tenn plans for dealing with these issues. We will lead 
this effort and work in partnership with you to ensure steady progress in solving electronic 
records problems, as promised in my September 21, 1998, statement on the ERWG 
recommendations. (The statement is available on our GRS 20 web page at 
<http:www.nara.gov/records/grs20/>.) 

6. What steps must I take? Review attachment B to this bulletin to determine whether you can 
revise and submit your records schedules in the next 180 days. If you cannot, you must develop 
and submit a plan within 180 days that outlines how you will revise your records schedules 
within the next two years. 

7. What ifI choose to submit a revised schedule? If you choose to submit revised schedules, 
you must do so no later than [I 80 days from date of bul1etin] . Attachment B contains 
instructions for preparing and submitting revised schedules. 

8. Will these revised schedules be available to the public? Yes. We will publish Federal 
Register notices on all schedules that you submit to allow interested parties to request a copy of 
each schedule and any associated appraisal reports from us. The notices will specify which 
schedules include electronic copies of records being scheduled in accordance with this bulletin. 

9. What ifl choose to submit a plan for schedule revision? 

· a. If you choose to submit a plan for schedule revision, you must do so no later than_ 
[180 days from date of bulletin] . Attachment B contains instructions for preparing and 
submitting the plan. 

b. Before approving a plan, we must detennine that you have: (1) identified all the areas 
that require scheduling; (2) devised an adequate strategy for doing the work required; and (3) 
outlined a logical sequence and schedule for completing the work. We will track your progress 
in completing the plan through the submission of SF 11 Ss. 

c. If we do not approve your plan as submitted, we will notify you of the plan's 
deficiencies and work with you to correct them. 

10. What jfI do not meet these deadlines? To continue your present disposition practices for 
electronic copies, you must submit your schedules and/or plans by the deadlines specified in 
paragraphs 7 and 9 of this bulletin. 

11. What ifI need help preparing schedules or plans? 

a. We will review your submissions and work closely with you to approve your 
schedules and/or plans. 
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b. To assist you in preparing schedules and plans, we will provide no-cost training. 
Three-hour training sessions will be held on: [multiple dates] . Except for the_ session, 
which will be held at the National Archives at College Park, training will be provided in the 
National Archives Building at 700 Pennsylvania Avenue in Washington, DC. Advance 
registration is required. Additional training sessions may be arranged at locations outside the 
Washington, DC, area, as needed. 

12. How do I register for training? Contacj lby telephone (301-713-7100, extD 
FAX (301-713-6850), or e-mail at i @arch2.nara.gov>. Please provide your name, 
agency, the number of attendees, and a telephone and e-mail address for possible cancellations. 

13. Who do I contact for further infonnation? 

a. For general questions and comments concerning this bulletin contact Michael 
Miller, Director, Modem Records Programs, National Archives and Records Administration, 
8601 Adelphi Road, Rm. 2100, College Park, MD 20740-6001 or by telephone (301-713-7110, 
ext. 229) or e-mail at <grs20@arch2.nara.gov>. 

b. For preparation of plans and schedules address questions to the appraiser in our 
Life Cycle Management Division with whom your agency normally works. 

JOHN W. CARLIN 
Archivist of the United States 

Attachment A-Definitions That Apply to This Bulletin 
Attachment B-Instructions for Preparing Records Schedules for Electronic Copies and Plans for 

Scheduling Electronic Copies 
Attachment C-Sample Schedule Using Model I 
Attachment D-Sample Schedule Using Model 2 
Attachment E-Sample Cover Letter for Plan 
Attachment F-Sample Plan 
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NARA Bulletin 99-xx Attachment A 

Definitions That Apply to this Bulletin 

Administrative records. Those records created by several or all Federal agencies in perfonning 
, common facilitative functions that support the agency's mission activities, but do not directly 

document the performance of mission functions. Administrative records relate to activities such 
as budget and finance, human resources, equipment and supplies, facilities, public and 
congressional relations, and contracting. · 

Related terms: PROGRAM RECORDS, RECORDS 

Application Program. A complete, self-contained program that performs a specific function 
directly for the user. This is in contrast to system software such as the operating system kernel, 
server processes, and libraries, which exists to support application programs. (Source of definition: 

FOLDOC) (Examples: Word processing, spreadsheets, and electronic mail.) 

Business Application. A specific application program, a set of such programs, or an electronic 
information system which supports an agency business function or process. (Example: 
Automated payroll system). 

Business needs. An agency's need to conduct its business, maintain a record of its essential · 
activities and decisions for its own use, support oversight and audit of those activities, and permit 
appropriate public access. Agencies have certain responsibilities under the Electronic Freedom of 
Information Act Amendments (EFOIA) to make records available in electronic format. Although 
NARA does not have the statutory authority to mandate how agencies comply with EFOIA, 
agencies should be aware that public access is one of several business needs that they need to 
consider in scheduling their electronic copies. 

Electronic copies. As used in this bulletin, an electronic record created using office automation 
software such as word processing, spreadsheets, other desktop applications, or electronic mail, 
that remains in storage on the computer system after the recordkeeping copy is produced. 

Electronic information system. A system that contains and provides access to computerized · 
Federal records and other information. (Source: 36 CFR 1234.2) 

(Examples: database systems used by IRS to maintain tax data, Social Security to maintain 
benefits data, Commerce Department to maintain census data.) 

Electronic record. Any information that is recorded in a form that only a computer can process 
and that satisfies the definition of a Federal record in 44 U.S.C. 3301. (Source: 36 CFR 1234.2) 

Electronic recordkeeping system. An electronic system in which records are collected, 
organized, and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 

36 CFR 1234.2) 
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Related terms: ELECTRONIC INFORMATION SYSTEM AND INFORMATION 
TECHNOLOGY RECORD 

Information Technology. Any equipment or interconnected system or subsystem of equipment, 
that is used in the automatic acquisition, storage, manipulation, management, movement, control, 
display, switching, interchange, transmission, or reception of data or information, including 
computers, ancillary equipment, software, firmware and similar procedures, services (including 
support services), and related resources. (Source: ITMRA 5002(3)) 

Information Technology Record A record that concerns the planning, acquisition, management, 
maintenance, or use of information technology, electronic information systems, or application 
programs, or that is necessary for the effective use of information technology. 

Information Technology System. People, information technology, and methods organized to 
accomplish a set of specific functions. 

Office Automation. The techniques and means used for the automation of office activities, in 
particular, the processing and communication of text, images, and voice .. (Source: ANSI) 

Office Automation System. Infonnation technology used for office automation. . 

Program records. Those records created by each Federal agency in performing the unique 
functions that stem from the distinctive mission of the agency. The agency's mission is defined 
in enabling legislation and further delineated in fonnal regulations. 

Related terms: ADMINISTRATIVE RECORDS, RECORDS 

Recordkeeping copy. The copy of a record that is captured and maintained in a recordkeeping 
system. 

Recordkeeping requirements. Statements in statutes, regulations, or agency directives providing . 
general and specific guidance on particular records to be created and maintained by an agency. 
Since each agency is legally obligated to create and maintain adequate and proper documentation 
of its organization, functions, and activities, it needs to issue recordkeeping requirements for all 
activities at all levels and for all media and to distinguish records from nonrecord materials and 
personal papers. (Source: 36 CFR 1220.14) 

Recordkeeping system. A manual or automated system in which records are collected, organized, 
and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 36 CFR 

1220.14) 

[Note: An electronic recordkeeping system may be either a distinct system designed 
specifically to provide recordkeeping functionality or part of another system. A distinct 
electronic recordkeeping system will comprise an application program which provides 
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recordkeeping functionality, data and metadata needed for management of the records 
controlled by the system, and any electronic records managed by the system. An 
electronic recordkeeping system may be part of another system, such as an application 
system or an electronic document management system, when the design of that system 
includes recordkeeping functionality.] 

Records. Includes all books, papers, maps, photographs, machine-readable materials, or other 
documentary materials, regardless of physical form or characteristics, made or received by an 
agency of the United States Government under Federal law or in connection with the transaction 
of public business and preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, procedures, operations, 
or other activities of the Government or because of the informational value of data in them. 
Library and museum material made or acquired and preserved solely for reference or exhibition 
purposes, extra copies of documents preserved only for convenience of reference, and stocks of 
publications and of processed documents are not included. (Source: 36 CFR 1220.14) 

Related terms: ADMINISTRATIVE RECORDS, PROGRAM RECORDS 

Records Schedule. Also called RECORDS DlSPOSITION SCHEDULE, RECORDS CONTROL SCHEDULE, 

RECORDS RETENTION SCHEDULE, RECORDS RETENTJON AND DISPOSITION SCHEDULE, OR 
SCHEDULE. A document providing mandatory instructions for what to do with records (and 
nonrecord materials) no longer needed for current Government business. The term refers to: 
(1) an SF 115, Request for Records Disposition Authority, that has been approved by NARA to 
authorize the disposition of Federal records; (2) a General Records Schedule (GRS) issued by 
NARA; and (3) a printed agency manual or directive containing the records descriptions and 
disposition instructions approved by NARA on one or more SF 115s or issued by NARA in the 
GRS. (Source: 36 CFR 1220.14 and NARA publication A Federal Records Management Glossary. 1993 ed.) 

Series-based review~ The basis on which NARA appraises the potential research value of records 
by taking into account the value of whole series or systems ofrecords. A records series is 
generally described as documents arranged according to a filing system or kept together because 
they relate to a particular subject or function, result from the same activity, document a specific 
kind of transaction, take a particular physical form, or have some other relationship arising out of 
their creation, receipt or use. 

System. People, machines, and methods organized to accomplish a set of specific functions. 
(Source: ANSI) 

Sources of Definitions 

ANSI Dictionary for Information Systems 
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FOLDOC 

ISO 2382 
ITMRA 
36CFR 

"The Free On-line Dictionary of Computing, http://wombat.doc.ic.ac.uk/, Editor · 
Denis Howe" 

ISO, Vocabulary - Information Processing 
lnfonnation Technology Management Refonn Act 
36 CFR Chapter XII (NARA Regulations) 
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Instructions For Preparing Records Schedules For Electronic Copies And 
Plans For Scheduling Electronic Copies 

1. ,vhat is the purpose of these instructions? These instructions explainhow to schedule your 
program records and administrative records not covered by General Records Schedules (GRS), in 
all formats. They supplement NARA regulations, guidance, and other instructions that already 
exist for scheduling records in general, as well as other types of electronic records apart from 
electronic copies. 

2. Why can't I continue my present disposition practices? We are adopting the Electronic 
Records Work Group Report to the Archivist of the United States recommendation that you 
should schedule your program records and administrative records not covered by the GRS in all 
formats, including electronic copies. Since the large majority of current agency records 
disposition schedules do not cover these records, you will need to obtain NARA-approved 
schedules for them. To comply with this requirement, you should extend existing schedule series 
items to cover the electronic copies, as well as the recordkeeping copies, of the program records 
and administrative records not covered by the GRS. If series are not currently scheduled, you 
should develop new schedule submissions to cover both recordkeeping and electronic copies as 
outlined in NARA Bulletin 98-02. (That bulletin is available on our GRS 20 web page at · 
<http:/ /www.nara.gov/records/grs20/>.) 

3. What definitions apply to this guidance? See Attachment A for a discussion of 
"administrative records," "electronic copies," "program records," "recordkeeping copies," 
"business needs," and other terms used in this guidance. 

4. When should I submit revised schedules? You should submit revised schedules as soon as 
possible. We do recognize, however, that agencies differ in terms of how much work is required 
to complete the task and how many resources are available. For that reason, we offer you a 
choice to submit either fully revised schedules or a plan for developing revised schedules over 
the next two years. You must submit either the revised schedules or a plan for revising your 
schedules by [date]. 

Preparing Records Schedules 

5. How do I revise my previously approved schedules to include electronic copies? You 
must ensure through a series-based review that any specific groupings of electronic copies with 
distinct value in terms of business needs, including both staff and public reference use, are 
maintained for adequate periods of time. This review may require that you request different 
retention periods for certain specific series of electronic copies. 

Series-based review means that you must: 
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1) Review all existing agency records series that have related electronic copies requiring 
disposition authority; 
2) Evaluate the internal business and reference needs, along with the potential external 
reference needs (including EFOIA), for the electronic copies; and 
3) Develop proposed disposition authorities that: 

a) indicate the relationship of electronic copies to the existing records series, and 
b) provide for the appropriate disposition of electronic copies, and of related 
recordkeeping systems if these systems require revised disposition authority. 

4) For records already scheduled as permanent, deterniine whether the electronic copies 
are in a format that meets our transfer standards for electronic records (36 CFR 
1228.188). If so, you are encouraged to bring that fact to our attention. We will consider 
whether the electronic copies are suitable for archival preservation. 

6. How should the schedule items be organized? You may organize the schedule items on a 
single or multiple SF 115s according to your organizational program, component, or functional 
area. We developed two scheduling models for you to use (see Attachments C and D). 
Regardless of the model chosen, you must follow the practices and procedures for inventorying 
and scheduling records as outlined in regulation (including 36 CFR 1220, 1228, 1234) and 
guidance (including Disposition of Federal Records Handbook). If you also are scheduling .. 
unscheduled records or revising other scheduled series, we encourage you to submit those 
schedules on separate SF 115s, following the guidance in NARA Bulletin 98-02. If you include 
them in the SF 115s for electronic copies of scheduled records, you must identify them clearly as 
new items. 

7. What is the first scheduling model? Under Model 1 you would add an appropriate 
disposition for the electronic copies formerly covered by GRS 20, items 13, 14, and 15, to every 
disposition instruction in your manual or records schedules. You should use Model 1 if: (a) you 
have determined that you have a business need and the technological capability to maintain 
electronic copies 'in addition to the paper (or electronic) records that are maintained as the 
recordkeeping copy; and (b) the electronic copies need to have varying retention periods; or ( c) 
you can easily insert a separate disposition statement for the electronic copies for each individual 
series in the agency disposition manual. 

8. What is the second scheduling model? Under Model 2 you would group records by 
program, function, or organizational component and would propose disposition instructions for 
the electronic copies associated with each grouping. This format allows you to obtain approval 
for the disposition without having to physically annotate the disposition for each series of 
records. To use this model, first determine the most appropriate groupings for your records. If 
your schedules are organizational, you would most likely group records by organizational 
component. If you have a functional schedule, you would normally group records by functional 
area in accordance with the way your schedules or disposition manual ;3.re structured. You may 
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propose: (1) a single disposition for each grouping with some variation possible from group to 
group (this provides a common disposition for all series within each grouping) or (2) a single 
disposition for most series within a grouping, but with some exceptions to that common 
disposition for specific series. Regardless of which approach you choose, each proposed 
disposition should cite either the appropriate agency published disposition manual or the NARA 
disposition job number(s). 

9. Which scheduling model should I choose? We strongly recommend using Model 1 because 
it is consistent with other scheduling practices and is the easiest to explain to staff and integrate 
into existing agency schedules and manuals. Model 1 will not require the extensive cross 
references necessary to integrate Model 2 into current agency schedules and therefore will help to 
avoid mistakes in the application of approved dispositions. However, we recognize that you may 
wish to provide grouped disposition authorities for multiple collections of electronic copies that 
have the same values and retention requirements. In that case, you could use Model 2. 

10. How do I submit a revised schedule? You must submit a complete scheduling package 
covering electronic copies of program records and administrative records not covered by the 
GRS. The scheduling package must consist of one or more Standard Form 115s (Request for 
Records Disposition Authority), and a diskette containing electronic versions (in either 
WordPerfect, MS Word, or Hypertext Markup Language [HTML]) of the SF 115s. You must 
also provide adequate cross-references between approved records schedule items or disposition 
manual citations and the proposed new SF 115 items for electronic copies. Block 6 of the SF 
115 requires certification that records proposed for disposal are not needed for agency business 
after the retention periods specified. Block 6 also certifies that the General Accounting Office 
has reviewed (or is in the process ofreviewing) all proposed dispositions for program records 
retained for less than three years. (You may send the schedule to GAO for review at the same 
time that you submit it to us. We cannot complete approval of your submission until GAO 
concurrence is received.) 

Preparing Plans for Scheduling 

11. What if I can't revise all my schedules within 180 days? If you cannot prepare the 
scheduling package within 180 days, you must submit a plan to us for completion of scheduling 
within two years. Plans must provide a coherent strategy for submitting schedules for all 
electronic copies that lack disposition authority. We will work closely with you to ensure that 
the plan is realistic and that you demonstrate steady progress in meeting its milestones. See 
Attachments E and F for examples of a letter and a plan. 

12. \Vhat should my plan submission include? 

A. A letter to the NARA Director, Modem Records Programs, from your Chieflnformation· 
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Officer (or other agency official authorized to commit agency resources to carry out the plan) 
stating that schedules cannot be submitted within 180 days. This letter must include a 
commitment to schedule your electronic copies in accordance with a plan proposed by you and 
approved by NARA. Also include the name and telephone number of your designated agency 
point of contact for the plan. 

B. An explanation of why you choose to do a plan. Reasons might include: 

• Existing schedules cover all programs but are significantly out of date and must be 
revised; 

• Significant portions of your program areas are not covered by approved records 
disposition schedules; 

• You must complete extensive inventories to detennine the adequacy of your schedules; 

• Guidance consistent with current NARA regulations concerning e-mail and other 
recordkeeping requirements has not been produced and disseminated to your staff; 

• Recordkeeping guidance is not adequately implemented through training and evaluation; 
or 

• You do not have the resources to complete schedule submissions for electronic copies 
within the time provided. 

C. A plan for submitting schedules for all electronic copies . Your plan, covering a period not to 
exceed two years, must include: 

• An assessment of your current disposition schedule along with a strategy for developing 
and submitting SF 115s. This strategy is linked to milestones (see below) and must 
reflect work necessary to develop schedules for electronic copies and may include other 
records that require new or revised disposition authorities. Your strategy should follow 
the practices and procedures for inventorying and scheduling records as outlined in 
regulation (including 36 CFR 1220, 1228, 1234) and guidance (including Disposition of 
Federal Records Handbook). If you cannot perform a detailed assessment of your 
schedule before submitting the plan, completion of the assessment and submission of a 
revised plan based on that assessment must be an early milestone. 

• An assessment of the adequacy and implementation of all agency-issued recordkeeping 
guidance, including any existing guidance for e-mail and other electronic copies . NARA 
regulations for Federal agency records management guidance and implementation may be 
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found under 36 CFR 1220, 1222, 1228, and 1234. If your guidance is inadequate to 
ensure that records are appropriately maintained in recordkeeping systems for as long as 
needed, your plan should provide a strategy for bringing about the necessary 
improvements. 

• Milestones for taking actions. We expect you to submit SF 11 Ss incrementally 
throughout the period of the plan. These continuous submissions (covering segments of 
your activities, e.g., organizational program, component, or functional area) will . 
demonstrate steady progress in scheduling your program and non-GRS administrative 
records and improving electronic recordkeeping guidance and guidance implementation 
where necessary. 

D. Please include a diskette containing the electronic version (in either WordPerfect, MS Word, 
or Hypertext Markup Language [HTML]) of the plan. 

13. Should my plan give priority to certain records? When developing your plan, you should 
consider such criteria as potential research use and other appropriate public access, when 
determining which schedules for electronic copies should be developed and submitted first. If 
you do not have specific internal priorities, you should begin with those programs or 
organizational units that produce records already appraised as permanent in other fonnats (e.g., 
paper). In addition, you should give priority to scheduling electronic copies for temporruy 
records that you recognize as having significant internal or external reference value during their 
approved retention periods. 

14. What ifl am able to revise some but not all of my schedules within 180 days? You may 
submit schedules for segments of your electronic copies in conjunction with a plan for 
scheduling the remainder of your records. In such cases, your plan would describe the submitted 
schedules as early milestones. 

15. What if NARA does not approve my plan? We will notify you of the plan's deficiencies 
and work with you to correct those deficiencies. 
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Sample Schedule Using Model 1 

The following is an example of a Model 1 schedule covering records of a single component office 
of an agency. Were this an actual situation, you would either include in the schedule items for 
the series your other components accumulate or you would submit additional schedules covering 
your other components. 

1. Director's Correspondence Files: Correspondence of the Director and Deputy Director with 
other Federal agencies, the White House, members of Congress, trade associations, and undersea 
transporters. 

a. Recordkeeping copy (paper): Permanent (Nl-888-93-1/1) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

c. Electronic index to Director's Correspondence: Permanent (Nl-888-93-1/la) 
Transfer to NARA in accordance with 36 CFR 1228.188. 

2. Publications: Copy of each pamphlet, bulletin, report, booklet, brochure, leaflet, fact sheet, 
newsletter, or other material for public distribution published by FUST A, with related 
background files. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/2) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

3. Budget Spreadsheets. Contains budget requests from all agency program elements as well as 
the official consolidated agency request for each fiscal year. 

a. Recordkeeping copy (electronic spreadsheet files): Delete when six years old. (Nl-
888-91-1/9a). 

b. Printouts: Destroy when two years old. 

4. Speeches, Addresses, Comments: Speeches, addresses and comments made by the Director or 
designated staff members at official functions or formal ceremonies. 

a. As delivered: 

i. Recordkeeping copy (paper): Pennanent. (Nl-888-88~1/4a) 
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ii. Electronic copies: Delete after recordkeeping copy has been produced. 

b. As printed and distributed. 

L Recordkeeping copy (paper): Permanent. (Nl-888-88-l/4b) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

5. Informational Releases: Copy of informational releases such as News Releases, Press 
Releases and Biographical sketches of the FUST A Directors and Deputy Directors, with related 
background papers. 

a. Copy of final doc_ument as released 

i. Recordkeeping copy (paper): Perrnanent. (Nl-888-88-1/Sa) 

ii. Electronic Information Relea~e File. Electronic system containing full text of 
all FUST A inforrnation releases ( except biographies): Permanent. Transfer to 
NARA in accordance with 36 CFR 1228.188 in annual increments at end of -

calendar year. 

iii. Other electronic copies: Delete after recordkeeping copy and electronic 
inforrnation release copy have been produced. 

b .. Drafts, concurrences, and other background papers 

i. Recordkeeping copy (paper): Disposable. (Nl-888-88-1/Sb) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

6. FUSTA Annual Reports: 

a. Record set maintained by Public Affairs Staff. 

i. Recordkeeping copy (paper): Permanent. (Nl-888-91-1/10) 

ii. Electronic copies: Delete when five years old. 

b. Background papers, including drafts. 

i. Recordkeeping copy (paper): Disposable. (Nl-888-91-1/2) 
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ii. Electronic copies: Delete after recordkeeping copy has been produced. 

7. Organization and Directive Files: Final approved and signed record copy of formal directives, 
information bulletins, procedural and operating manuals; organizational charts and function 
statements. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/7) 

b. Official electronic copy. Copy maintained electronically for access by staff and the 
public. Delete when five years old. 

c. Other electronic copies: Delete after recordkeeping copy and official electronic copy 
have been produced. 

8. General Counsel's Subject Files: Correspondence, memorandums, reports and other records 
relating to general legal matters 

a. Recordkeeping copy (paper): Disposable. (Nl-888-88-1/8) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

9. Legal Opinions: Legal Opinions issued by the General Counsel, with related background 
papers. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/9) 

b. Electronic copies: Delete when three years old. 

I 0. Public Comments. Incoming and outgoing letters and messages relating to public comments 
about agency programs, policies, and operations. Note: FUSTA instituted a public e-mail box to 
support this function in 1995. 

a. Comments submitted in hard copy: Disposable--destroy when five years old. (N 1-
888-93-1/12) 

b. Comments submitted electronically: Delete when five years old. 
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Sample Schedule Using Model 2 

The following is an example of a Model 2 schedule that an agency has submitted to cover all of 
ifs electronic copies. Because the agency's organizational components have separate schedules, 
it has chosen to group records by component. 

1. Records accumulated by the Office of Policy, FUST A. 

a. Electronic copies for all series covered by Disposition Job Nl-888-88-3 except those 
listed under Item 3(b) 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of Policy Memorandums 

Delete when memorandum is superseded or when 2 years old, whichever is later. 

2. Records of the Office of Regulatory Affairs, FUSTA. 

a. Electronic copies for all series covered by Disposition Job NI-888-88-4, except for 
records covered by-items 4(b) and 4(c). 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of regulations 

Delete 2 year~ after regulation is superseded. 

c. Database of Regulations Systems (DORS). Electronic system containing all current 
and proposed FUST A regulations. Permanent. Transfer to NARA in accordance with 36 

CFR 1228.188. 

d. White House Referrals. Complaints froin carriers and the public concerning FUST A 
regulations referred to FUST A by the White House. (NEW ITEM) 

i. Recordkeeping copy (paper) 

Destroy when five years old. 

ii. Electronic copies 

Delete after recordkeeping copy has been produced. 
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3. Electronic copies of records accumulated by Office of Administration, FUST A, that are 
covered by Disposition Job Nl-888-88-2, excluding series covered by the General Records 
Schedules. 

Delete after recordkeeping copy has been produced 

4. Electronic copies of records of the Office oflnspections and Investigations, FUST A, covered 
by Disposition Job Nl-888-88-5. 

Delete after recordkeeping copy has been produced. 
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Sample Plan Letter 
Mr. Michael Miller 
Director, Modern Records Programs (NWM) 
National Archives and Records Administration 
8601 Adelphi Rd. 
College Park, MD 20740-6001 

Dear Mr. Miller: 

(Proposal to submit plan/estimated date of complete implementation) 

In accordance with NARA Bulletin 99-xx, the Federal Undersea Transportation Administration 
· (FUSTA) has prepared a plan to schedule by June 2000, the electronic copies associated with 
record series not covered by the General Records Schedules. We have chosen this approach 
because we will not be able to prepare schedules for these records within the 180 day time frame 
specified in the Bulletin. 

(Reason plan is needed) 

-
Our schedules require substantial revision. Preparing updated schedules, particularly for several 
major FUST A components, will entail considerable effort and cannot be accomplished in 180 
days. Instead, we will prepare and submit schedules in accordance with the milestones specified 
in our plan, which is enclosed. 

(Point of contact) 

If you have any questions concerning. our plan, please contaci fhief, Records 
Management Staff, o4 I ____ .... 
Sincerely, 

JOHN SMITH 
Director 

Enclosure 

Attachment E 
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NARA Bulletin 99-xx Attachment F 

Plan for Scheduling Electronic Copies of Records of the Federal Undersea 
Tansportation Administration (FUSTA) 

Introduction 

As indicated in the attached letter from the Director, FUST A cannot complete schedules for its 
~lectronic copies of records created by office automation systems within the time frame specified 
in NARA Bulletin 99-xx. Consequently, we submit this plan, which, in accordance with Bulletin 
99-xx, includes an assessment of our current schedules, an assessment of our recordkeeping 
guidance, and milestones for completing schedules within two years. · 

Assessment of current agency schedules 

FUST A is comprised of five organizational components: Office of the Director, which includes 
the General Counsel, Congressional Liaison, Public Affairs, and other staff offices; Office of 
Administration, which is responsible for personnel, budget, and ·other administrative functions; 
Office of Policy, which develops overall policies in the area of undersea transportation; Office of 
Regulatory Affairs, which formulates and issues rules and regulations; Office of Inspections and 
Investigations, which monitors compliance with FUSTA rules and regulations. All FUSTA, 
offices are located in Washington, DC, except for the Office ofinspections and Investigations, 
which has field offices in eight major ports in addition to a Washington-based central office. 

In 1987, two years after FUSTA's establishment, five schedules were approved by NARA, one 
for each of the offices discussed above: Nl-888-88-1 (Office of the Director), Nl-888-88-2 
(Office of Administration), Nl-888-88-3 (Office of Policy), Nl-888-88-4 (Office of Regulatory 
Affairs), and Nl-888-88-5 (Office oflnspections and Investigations). Together, these schedules 
covered all FUST A records. In the early 1990s, three additional schedules were submitted, each 
covering one or two new series, mainly in the Office of the Director. All eight approved 
schedules have been consolidated in a printed issuance, FUSTA Handbook 1500. The current 
edition was issued in January 1995. 

Schedules for the Office of the Director, the Office of Administration, and the Office of Policy 
are relatively complete and up-to-date. The Office of the Director's schedules are complete and 
up-to-date and a scheduling package has been submitted separately from this plan. The activities 
of the latter two offices, their recordkeeping practices, and the record series they accumulate have 
changed little since 1987. However, a small number of new series may now accumulate in these 
offices and it is possible that retention periods for some temporary records warrant revision. 

Schedules for the Office of Regulatory Affairs and the Office of Inspections and Investigations 
warrant considerable revision. Since 1987, the types of rules and related investigations have 
expanded considerably. In addition, in the early 1990s, each of these offices assumed 
responsibility for certain staff functions formerly provided by staff in the Office of the Director. 
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Finally, the Office of Regulatory Affairs and the Office ofinspections and Investigations have 
developed a variety of electronic systems, particularly in the last three years. None of these 
developments is reflected in current schedules. 

Assessment of recordkeeping guidance arid its implementation 

Chapter I of FUST A Handbook 1500 contains guidance that addresses such issues as the 
ownership of official FUST A records, when drafts and other work papers must be treated as 
official records, the need to document decisions reached in meetings or telephone conversations, 
and the distinction between personal files and official records. Agency Directive 1500.l, issued 
in June of 1996, provides guidance to FUST A staff concerning e-mail. Both these issuances are 
up-to-date and are based on NARA guidance. 

All FUST A offices ( down to the section level) have a copy of FUST A Handbook 1500, which is 
also available on our internal website. Agency Directive 1500.1 was provided to all employees 
and also is available on our website. Annually, members of the FUST A records management 
staff (which is part of the Office of Administration) visit individual offices and provide one hour 
briefings to staff on all records issues and answer questions. In addition, records management 
staff spot-check files in the course of these visits to ensure that offices are maintaining records 
properly. These reviews have shown that official agency files are generally complete and .. 
include, where appropriate, drafts and other work papers and electronic mail messages with all 
necessary transmission information. We, therefore, believe guidance is being implemented 
adequately. 

Milestones for taking actions 

February-June 1999. The Director ofFUSTA will inform staff of new records management 
scheduling initiative and remind them of recordkeeping requirements for e-mail and other office 
automation electronic copies through all-staff directives. The Director will establish an oversight 
group, including information technology, records management and key program officials, to 
provide guidance and direction for the effort. The oversight group will assemble a records 
management team and develop procedures for surveying and scheduling FUST A records. 

July - August 1999 - FUST A records management team will survey records of the Office of . 
Administration and the Office of Policy. Records management team will primarily rely on input 
from records liaisons in these offices, but may make some on-site visits. 

September 1999 - Records officer will submit schedules for the Office of Adminstration and 
Office of Policy to NARA. 

October- December 1999 - Records management team will survey records of the Office of 
Regulatory Affairs and its component offices. Records management team will take active role in 
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on-site review of files, with assistance of records liaisons in individual offices. 

January 2000 - Records management team will develop schedule for the Office of Regulatory 
Affairs and clear it internally. 

February 2000 - Records officer will submit schedule for the Office of Regulatory Affairs to 
NARA. 

February-April 2000 - Records management team will survey records of the Office of 
· Inspections and Investigations. Records management team will take active in on-site review of 
files, including visits to several field offices. 

May 2000 - Records management team will develop schedule for the Office of Inspections and 
Investigations and will clear it internally. 

June 2000 - Records officer will submit schedule for the Office ofinspections and Investigations 
to NARA. 

Attachment F - 3 



~- · OCT-19-1998 16=26 

"'. t-'.l::ll/1:ll 

EA;:UTIVE OFFICE OF THE FRESIDjllT 
llllllilrFFICE OF MANAGEM~NT AND BUDGe:W 

WASHINGTON, O.C. 20503 

OCT I 9 1938 

:MEMORANDUM FOR THE AGENCY CHIEF INFORMATION OFFICERS 

FROM: 

SUBJECT: 

Bruce McCo~ell, Chief h, ~ 
Information Policy and r:c'fui;ogy Branch 
Office oflnfonnation and Regulatory Affairs 

Final Opportunity for Comments on Electronic Record.keeping Bulletin 

This memorandum requests your comments on the attached National Archives and 
Records Administration (NARA) Bulletin, which provides guidance on scheduling electronic 
records that were previously covered by General Records Schedule (GRS) 20, items 13-15. This 
draft is being circulated for inter-agency review prior to final issuance under the provisions of 
E.O. 12866. 

This draft bulletin reflects changes that NARA has made in response to previous agency 
comments on the draft Electronic Records Work Group report. We appreciate the many agency 
comments previously received on the policies contained in earlier versions of this Bulletin, 
including an initial draft sent out by NARA for informal review on June 12, 1998 (NWM 11.98, 
dated June 12. 1998), and a revised draft, published in the Federal Register on July 21, 1998 
[Volume 63, Number 139), and corrected by the Notice appearing on page 40583 in the Federal 
Register. July 29, 1998 [Volume 63, Number 139]. 

Given the importance of sound, cost-effective management of electronic records, I again 
seek your agency•s comments on this important bulletin. Please provide your views not only on 
the content and clarity of the guidance, but also as to any programmatic or budgetary 
implications of implementing this guidance. Separate copies of the draft bulletin are being 
transmitted to your agency head and records officer by NARA. Please ensure that your agency's 
comments are fully coordinated. We appreciate the time and effort you expend to review the 
attached. 

Comments are due November 19, 1998. Co~ents should be provided: 

Attn! F/o 0MB Docket Library, Room 10102, New Executive Office 
Buiing, 725 17th Street, NW, Washington, DC 20503; by facsimile (202/395•5086); or 
by electronic maiq t@omb.eop.gov). 

A copy of your comments should be sent to: 

I l(NPOL) at NARA, Room 4100, 8601 Adelphi Road, College Park, MD, 
20740-6001; or via e•maill ►h2.nara.gov). 

To assure a full deliberative process, please be reminded that the draft and your comments should 
not be shared outside the Executive Branch during this review. 0MB and NARA have agreed 
that agency comments will be made available to the public after NARA publishes the bulletin. 

b6 
b7 C 

TOTAL P.01 



,, National •. • 
Archives at College Park 

October 26, 1998 

NWM0l.99 

. 8601 Adelphi Road College Park, Maryland 20740-6001 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Federal Register notices relating to electronic records 

This is the third in a series of memos providing updated information on General Records Schedule (GRS) 
20 matters, and it also invites your comments on a recently published Federal Register notice. NARA 
published a notice in the October 9, 1998, Federal Register (pages 54503-5), entitled "Changes to the 
General Records Schedules; Request for Comments." It contains the full text of the proposed expansion of 
the GRS to cover all media and the rationale for the changes. This proposal is based on the second 
recommendation of the Electronic Records Work Group, as explained in Appendix D of the Final Report. 
Comments on the changes to the GRS are due on or before November 9, 1998. 

NARA also published a notice in the October 14, 1998, Federal Register (page 55148) which contains the 
Archivist's statement authorizing agencies to continue their present disposition practices for electronic 
records previously covered by GRS 20, as was ordered in tht? U.S. District Court Memorandum Opinion 
and Order filed September 29, 1998. The Court authorized the Archivist to state that agencies may 
continue present disposition practices until such records are scheduled or until NARA receives other 
instructions from the District Court or the Court of Appeals. 

NARA is actively pursuing implementation of the other recommendations of the Electronic Records Work 
Group, as outlined in the Archivist's September 21, 1998, statement on the ERWG Report (see NWM 
18.98), including development of a general records schedule (GRS) for information technology records 
and the establishment of a follow-on inter-agency work group to address additional issues concerning the 
management of electronic records. We will keep you informed as information becomes available. Please 
continue to periodically check the GRS 20 web site at <http://www.nara.gov/records/grs20/index.html> for 
additional information. 

We appreciate the time and effort you have expended to address these electronic records disposition issues, 
and we look forward to your comments. Any questions that you have on the proposed GRS changes 
should be directed t4~--~--~t 301-713-6677, extensioQr via e-mail at "

6 I ~arch2.nara. v. ; 7c 

~ 
MICHAEL L. :MILLER 
Director 
Modem Records Programs 

fcfo-HGi-c I /90059-73 

National Archives and Records Administration 



National •. • Archives at College Park 

October 23, 1998 

NWM 02.99 

8601 Adelphi Road College Park, Maryland 20740-6001 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Bimonthly Records and Information Discussion Group (BRIDG) Meeting - November 10, 
1998 

The Modem Records Programs of the National Archives and Records Administration (NARA) will host 
the next BRIDG meeting on November 10, 1998, from 10:00 to noon in Room 105 of the National 
Archives Building, 7th and Pennsylvania Avenue NW, Washington, D.C. The purpose of the meeting is to 
discuss the Baseline Report and Electronic Recordkeeping Policy and Agency Needs. 

I from NARA's Modem Records Program, Life Cycle Management Division, will discuss the 
.....,.B ... a-se""'l ... m_e_A ...... ss"""essment Program, and answer questions from the audience. The Baseline Assessment 

Program involves the collection and analysis of information about records management programs in all b6 

Federal agencies. The results are intended to be used to: 1) target assistance and/or corrective action, b7C 

depending on individual agency needs; and 2) detennine the overall state of records management programs 
across the government. Topics to be covered include: 

* How Federal agencies will benefit from the Baseline Assessment Program 
* What questions are included in the Baseline Assessment Program 
* How NARA will use the information gleaned from the Baseline Assessment Program 

Next, Michael Miller, Director, Modem Records Programs, will examine Electronic Recordkeeping Policy 
and Agency Needs. Guest speakers, Catherine Teti and Mary Rawlings Milton, from the Office of Thrift 
Supervision (OTS), will address lessons learned at OTS during their recent records management 
application implementation, discuss areas where OTS utilized NARA input, and identify issues where OTS 
might have benefitted from additional NARA guidance on electronic recordkeeping. During the question 
and answer period that follows, agencies will have an opportunity to suggest areas where NARA should 
concentrate on electronic records guidance development. 

Enrollment is limited to 60 partici ants. To reserve a pl.ace for ther8JilPG meeting, please provide your 
name and telephone number t n 301-713-7100, ext.L___Jio later than November 3, 1998, or 
send an e-mail message t arch2.nara.gov. 

Enclosed are minutes of the August 18, 1998, BRIDG meeting on Procedural Changes as Result of the 
Naval Research Laboratory Review. 

~;(~ 
MICHAEL L. MILLER 
Director 
Modern Records Programs 

Enclosure 

National Archives and Records Administration 
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Bimonthly Records and Information Discussion Group (BRIDG) 

Meeting Minutes 
August 18, 1998, 10 a.m.-11:00 a.m. 

Archives I Room 105 

Procedural Changes as a Result of Disposal of Naval 
Research Laboratory Records at the Washington National Records Center 

lsupervisor in the NARA Life Cycle Management Division, opened the meeting by 
...._g..,.iv .... in_g_a ... b_ro_a-1.J overview of the April 24th report on the inquiry into the disposal of records of the 

Naval Research Laboratory. The recommended procedural changes discussed today come from 
that report. He noted that NARA is preparing a NARA bulletin for Federal agencies outlining 

o.h es in procedure that NARA will make to implement the report recommendations. 
stated that this activity is part of a larger trend whereby agency responsibilities for 

are growing and changing. He cited the issues and new requirements brought about by 
the GRS 20 lawsuit and the reimbursable program as other examples of the shifting landscape of 
records management in the Federal government. 

.__ __ __.~aid that NARA wanted to get agency feedback at this meeting before issuing the 
bulletin. He discussed recommendations 1 and 2, which focus on developing and implementing 
improved dispositions for Navy Project Case Files, Program Manager's Case Files, and Lab 
Notebooks. NARA plans to discuss these tasks with Navy, and will use outside review of 
revised schedules and guidance by experts, where appropriate. These matters will also benefit 
from NARA' s overall review of appraisal criteria for research and development (R&D) records. 
For recommendations 3, 4 and 7, which deal with development of sample/select criteria, 
confirming that c1ent dispritions can accurately be applied to older records and to donation of 
temporary records said implementation should involve ensuring that appraisal 
procedures for NARA staff incorporate these considerations. Recommendation 8, covering 
inappropriate use of the phrase "routine and facilitative" in Federal Register notice descriptions 
of pending records schedules, will also be addressed by NARA procedures. ~aid 
NARA plans to handle recommendation 11, relating to reappraisal of series ~y existing 
SF 115s, on a case by case-basis. For example, NARA will periodically follow-up with Navy 
regarding the status of the internal review of their existing schedule . 

....,_ __ ..,.....~~hief of the NARA Accession and Disposal Branch, Washington National Records 
Center, then discussed recommendation 5, involving notification to agencies if NARA staff 
change any disposition codes of any records; recommendation 6, which states that NARA should 
make agencies more aware of the tools available to them to check the proper status of their 
records; recommendation 9, regarding sending disposal notices via certified mail to verify 
receipt; and recommendation 10, which assumes concurrence for the destruction of records, 
unless otherwise notified. 

Several questions were asked about whether destruction notices are sent to field offices or to 
headquarters! toepartment of Agriculture) warited to obtain a copy of the notice 
sent to field omce1 ____ ___.Ffthe NARA Office of Regional Records Services, explained 



• e 
that the way the system is currently set up, an agency representative could only get a copy if his 
was the principal name on the mail code, in which case he would be responsible for notifying the 
field office~ .... ----~~aid he would prefer to receive t copy rthe notice, and followed up by 
asking about the availability of an automated SF 13 5 said that NARA has long given 
serious consideration to automating the SF 135, and while it could be added as subfunctio11 of 
CIPS, it hasn't been made a high priority item at this time. 

a (Federal Reserve Board) asked if she could get access to the 08 Report on-line. 
plied that the 08 Report is not available on-line. She further stated that in order to 

get a report s ing unscheduled records the records officer would have to request it specifically 
from WNRC personnel. 

I jNARA's Records Officer, pointed out the need for a guide to the different kinds 
of reports available from NARS 5, including information on what the data fields are and what the 
codes mean. The NARA representatives agreed that this was a good idea. 

I ~fthe Life Cycle Management Division, NARA, a1sked ifprovirng the~ools to check 
the proper status of agency records would be a free and unlimited service. eplied that 
they will define "reasonable request" in a letter to agencieLJsaid that recovery of costs 
will be tied to the reimbursable program. 

_____ ....... toffice of Thrift Supervision), citing the inefficiency of paper delivery systems, 
asked what NARA was doing toward expanding electronic delivery systems, including CIPS. I ~iscussed the various measures NARA is taldng in this area. NARA is upgrading the 
records management web site, which includes eventually putting all publications, bulletins and 
issuances on-line, and is also starting a BPR project focused on the front-end of the records 
life-cycle. At some point in the future, NARA expects to enable agencies to conduct more 
business electronically, including submitting SF 115s and SF 135s via computer. He also said 
that NARA has an e-mail distribution list of records managers that is used to send out memos, 
bulletins, and related issuances as soon as they are distributed internally. He encouraged anyone 
not on the list to contact NWMLI said that WNRC is very anxious to increase the 
amount of business conducted via e-mail. !spoke about other possible tools, such as a 
telenet connection to CIPS, which will be considered in the 6 to 9 months following the move of 
NARA's mainframe from St. Louis to Austin this summer. 

........ _ .... ~aid that NR has submitted a product plan to develop a report out ofNARS 5 that would 
be generated whenever a disposition instruction was changed. He also said the plan to develop 
an on-line reference request system may overtake CIPS . 

...._ ____ ____.!supported the continued use of certified mail as notification of disposal. She 
suggested that agencies might be willing to pay any extra costs, perhaps as an add on cost via the 
reimbursable program, if the agency did not respond. 

!(FDIC) suggested that a possible result of the reimbursable program would be to 
reverse the1sposition process so that agencies would tell NARA when to destroy records, in the 
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interests of economic effi.ciency.□responded that NARA is interested primarily in b 6 

encouraging good records managemen, not in turning a profit. b7c 

I }FEMA) maintained that the space problem would not be fully resolved even if 
agencies became efficient at disposing of temporary records. He asked how NARA would deal 
with increased space needs, especially in the New York City areal ~eplied that the 
revolving fund will allow NARA to respond to space needs more efficiently because NARA 
reimbursable activities would not be tied to Congressionally appropriated funds. 

The meeting adjourned at 11:10. 



• U.S. Depart.of Justice 
Justice Management Division 

Information Management and Security Staff 

Washington, D.C. 20530 

OCT 2 6 1998 

MEMORANDUM FOR BUREAU RECORDS OFFICERS 

FROM: 

SUBJECT: 

RECORDS MANAGEMENT LIAISONS, OFFICES, BOARDS, AND 

DIVISIONS ~. 
1

, oO ' - , ~Elt~ {;GJ~ -
Director 
Information Management and 

Security Staff 

Comment on draft National Archives and Records 
Administration (NARA) bulletin 

The Office of Management and Budget (0MB) and NARA have requested 
the department's comments on the attached draft NARA bulletin. 
In addition to general comments on the draft, 0MB has 
specifically asked us to provide any.programmatic or budgetary 
implications of implementing the guidance in the draft bulletin. 

The bulletin provides guidance on scheduling the electronic 
copies of program records and certain administrative records that 
were previously scheduled under General Records Schedule 20, 
items 13 (word processing documents), 14 (e-mail), and 15 
(electronic spreadsheets'). 

In order that we may respond as an agency to both NARA and 0MB, 
please provide any comments to this office b November 12 1998. 
If you hrve amr rniestions, p~ease contact of my 
staff on _________ Jor emailr=-=-......a. ........................ ._ __ --,. _ ___,--___J 

Attachment 
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TC lVeS at College Park NationaAl h. 
----------------------------

8601 Adelphi Road College Park MD 20740-6001 

October 19, 1998 

TO: Agency Records Officers 

SUBJECT: Agency comment on draft NARA bulletin 

The Office of Management and Budget (0MB) has asked NARA to send the attached draft 
NARA bulletin for your review and comment as part of their review of the bulletin under 
Executive Order 12866. At OMB's request, also attached is a copy of a memorandum from 
Bruce McConnell, Chief, Information Technology Branch, Office oflnformation and Regulatory 
Affairs, to the CIO Council. The Archivist of the United States is sending a similar letter to 
Heads of Federal agencies. 

Please provide copies of your written comments to both 0MB and NARA by November 19, 
1998, to the addresses in Mr. McConnell's memo. 

Questions should be directed td ICNPOL) at 301-713-7360, extQr via e-mail at 
I tillarch2.nara.gov, or via fax at 301-713-7270. 

~/~~ 
LEWIS J. BELLARDO 
Deputy Archivist of the United States 

Attachments 

National Archives and Records Administration 
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NARA Bulletin No. 99-xx 

TO: Heads of Federal Agencies 

SUBJECT: Scheduling electronic copies of program records and administrative records not 
covered by the General Records Schedules (GRS) 

EXPIRATION DATE: [2 years after issuance] 

1. What is the purpose of this bulletin? This bulletin provides guidance to you on scheduling the 
electronic copies of program records and certain administrative records of your agency that were 
previously scheduled under GRS 20, items B (word processing documents), 14 (e-mail), and 15 
. ( electronic spreadsheets). 

2. To what records does this bulletin apply? This bulletin applies only to the electronic copies of 
scheduled records. 

3. What do I do with electronic copies of unscheduled records? You must schedule electronic 
copies of unscheduled records and new records series in accordance with NARA Bulletin 98-02. 

4. Why can't I use GRS 20? The 1995 edition of GRS 20, Electronic Records, authorized the 
deletion of electronic mail, word processing, and spreadsheet records from your computer after a 
copy was made for your file or other recordkeeping system. On October 22, 1997, the U.S. 
District Court for the District of Columbia issued an order declaring GRS 20 "null and void." 
The Government filed an appeal with the U.S. Court of Appeals for the District of Columbia. 
That appeal is pending. 

5. What action has NARA taken? 

a. Although the Government has appealed the Court's decision, we believe that we need · 
to develop a different approach to the disposition of records created on electronic mail, word 
processing, spreadsheet, and other office automation applications than was provided in GRS 20. 
To that end, I formed an interagency Electronic Records Work Group (ERWG), consisting of· 
selected Federal records officers and information management specialists, NARA staff, and State 
government and private sector consultants, with oversight by the Deputy Archivist of the United 
States. I charged the Work Group to identify appropriate areas for revision of the General 
Records Schedules, explore alternatives for authorizing the disposition of ele!jronic copies of 
records, and recommend practical solutions for their scheduling and disposition. 

b. On September 14, 1998, ERWG submitted its report to me as Archivist of the United 
States. This bulletin reflects my decisions on implementing the Work Group's first 
recommendation that you must schedule your program records and administrative records not 
covered by the GRS, in all formats. 



• 
c. This bulletin is only a first step toward a comprehensive solution to electronic records 

issues. We must develop together long-term plans for dealing with these issues. We will lead 
this effort and work in partnership with you to ensure steady progress in solving electronic 
records problems, as promised in my September 21, 1998, statement on the ERWG 
recommendations. (The statement is available on our GRS 20 web page at 
<http:www.nara.gov/records/grs20/>.) 

6. What steps must I take? Review attachment B to this bulletin to determine whether you can 
revise and submit your records schedules in the next 180 days. If you cannot, you must develop 
and submit a plan within 180 days that outlines how you will revise your records schedules 
within the next two years. 

7. What ifl choose to submit a revised schedule? If you choose to submit revised schedules, 
you must do so no later than [180 days from date of bulletin] . Attachment B contains 
instructions for preparing and submitting revised schedules. 

8. Will these revised schedules be available to the public? Yes. We will publish Federal 
Register notices on all schedules that you submit to allow interested parties to request a copy of 
each schedule and any associated appraisal reports from us. The notices will specify which 
schedules include electronic copies of records being scheduled in accordance with this bulletin. 

9. What ifl choose to submit a plan for schedule revision? 

a. If you choose to submit a plan for schedule revision, you must do so no later than_ 
[180 days from date of bulletin] . Attachment B contains instructions for preparing and 
submitting the plan. 

b. Before approving a plan, we must determine that you have: (1) identified all the areas 
that require scheduling; (2) devised an adequate strategy for doing the work required; and (3) 
outlined a logical sequence and schedule for completing the work. We will track your progress 
in completing the plan through the submission of SF 115s. 

c. If we do not approve your plan as submitted, we will notify you of the plan's 
deficiencies and work with you to correct them. 

10. What ifl do not meet these deadlines? To continue your present disposition practices for 
electronic copies, you must submit your schedules and/or plans by the deadlines specified in 
paragraphs 7 and 9 of this bulletin. 

11. What if I need help preparing schedules or plans? 

a. We will review your submissions and work closely with you to approve your 
schedules and/or plans. 

2 



• 
b. To assist you in preparing schedules and plans, we will provide no-cost training. 

Three-hour training sessions will be held on: [multiple dates] . Except for the_ session, 
which will be held at the National Archives at College Park, training will be provided in the 
National Archives Building at 700 Pennsylvania Avenue in Washington, DC. Advance 
registration is required. Additional training sessions may be arranged at locations outside the 
Washington, DC, area, as needed. 

12. How do I register for training? Contact! lby telephone (301-713-7100, ext.I 
FAX (301-713-6850), or e-mail al._ ___ __,,~arch2.nara.gov>. Please provide your namL..-e, _ ___. 
agency, the number of attendees, and a telephone and e-mail address for possible cancellations. 

13. Who do I contact for further information? 

a. For general questions and comments concerning this bulletin contact Michael 
Miller, Director, Modem Records Programs, National Archives and Records Administration, 
8601 Adelphi Road, Rm. 2100, College Park, MD 20740-6001 or by telephone (301-713-:7110, 
ext. 229) or e-mail at <grs20@arch2.nara.gov>. ,, 

b. For preparation of plans and schedules address questions to the appraiser in our 
Life Cycle Management Division with whom your agency normally works. 

JOHN W. CARLIN 
Archivist of the United States 

Attachment A-Definitions That Apply to This Bulletin 
Attachment B-Instructions for Preparing Records Schedules for Electronic Copies and Plans for 

Scheduling Electronic Copies 
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Definitions That Apply to this Bulletin 

Administrative records. Those records created by several or all Federal agencies in performing 
common facilitative functions that support the agency's mission activities, but do not directly 
document the performance of mission functions. Administrative records relate to activities such 
as budget and finance, human resources, equipment and supplies, facilities, public and 
congressional relations, and contracting. 

Related terms: PROGRAM RECORDS, RECORDS 

Application Program. A complete, self-contained program that performs a specific function 
directly for the user. This is in contrast to system software such as the operating system kernel, 
server processes, and libraries, which exists to support application programs. (Source of definition: 
FOLDOC) (Examples: Word processing, spreadsheets, and electronic mail.) 

Business Application. A specific application program, a set of such programs, or an electronic 
information system which supports an agency business function or process. (Example: 
Automated payroll system). 

Business needs. An agency's need to conduct its business, maintain a record of its essential 
activities and decisions for its own use, support oversight and audit of those activities, and permit 
appropriate public access. Agencies have certain responsibilities under the Electronic Freedom of 
Information Act Amendments (EFOIA) to make records available in electronic format. Although 
NARA does not have the statutory authority to mandate how agencies comply with EFOIA, 
agencies should be aware that public access is one of several business needs that they need to 
consider in scheduling their electronic copies. 

Electronic copies. As used in this bulletin, an electronic record created using office automation 
software such as word processing, spreadsheets, other desktop applications, or electronic mail, 
that remains in storage on the computer system after the recordkeeping copy is produced. 

Electronic information system. A system that contains and provides access to computerized · 
Federal records and other information. (Source: 36 CFR 1234.2) 

(Examples: database systems used by IRS to maintain tax data, Social Security to maintain 
benefits data, Commerce Department to maintain census data.) 

Electronic record. Any information that is recorded in a form that only a computer can process 
and that satisfies the definition of a Federal record in 44 U.S.C. 3301. (Source: 36 CFR 1234.2) 

Electronic recordkeeping system. An electronic system in which records are collected, 
organized, and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 
36 CFR 1234.2) 
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Related terms: ELECTRONIC INFORMATION SYSTEM AND INFORMATION 
TECHNOLOGY RECORD 

Information Technology. Any equipment or interconnected system or subsystem of equipment, 
that is used in the automatic acquisition, storage, manipulation, management, movement, control, 
display, switching, interchange, transmission, or reception of data or information, including 
computers, ancillary equipment, software, firmware and similar procedures, services (including 
support services), and related resources. {Source: ITMRA 5002(3)) 

Information Technology Record. A record that concerns the planning, acquisition, management, 
maintenance, or use of information technology, electronic information systems, or application 
programs, or that is necessary for the effective use of information technology. 

Information Technology System. People, information technology, and methods organized to 
accomplish a set of specific functions. 

Office Automation. The techniques and means used for the automation of office activities, in 
particular, the processing and communication of text, images, and voice._ (Source: ANSI) 

Office Automation System. Information technology used for office automation. 

Program records. Those records created by each Federal agency in performing the unique 
functions that stem from the distinctive mission of the agency. The agency's mission is defined 
in enabling legislation and further delineated in formal regulations. 

Related terms: ADMINISTRATIVE RECORDS, RECORDS 

Recordkeeping copy. The copy of a record that is captured and maintained in a recordkeeping 
system. 

Recordkeeping requirements. Statements in statutes, regulations, or agency directives providing 
general and specific guidance on particular records to be created and maintained by an agency. 
Since each agency is legally obligated to create and maintain adequate and proper documentation 
of its organization, functions, and activities, it needs to issue recordkeeping requirements for all 
activities at all levels and for all media and to distinguish records from nonrecord materials and 
personal papers. (Source: 36 CFR 1220.14) 

Recordkeeping system. A manual or automated system in which records are collected, organized, 
and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 36 CFR 

1220.14) 

[Note: An electronic recordkeeping system 'may be either a distinct system designed 
specifically to provide recordkeeping functionality or part of another system. A distinct 
electronic recordkeeping system will comprise an application program which provides 
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recordkeeping functionality, data and metadata needed for management of the records 
controlled by the system, and any electronic records managed by the system. An 
electronic recordkeeping system may be part of another system, such as an application 
system or an electronic document management system, when the design of that system 
includes recordkeeping functionality.] 

Records. Includes all books, papers, maps, photographs, machine-readable materials, or other 
documentary materials, regardless of physical form or characteristics, made or received by an 
agency of the United States Government under Federal law or in connection with the transaction 
of public business and preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, procedures, operations, 
or other activities of the Government or because of the informational value of data in them. 
Library and museum material made or acquired and preserved solely for reference or exhibition 
purposes, extra copies of documents preserved only for convenience of reference, and stocks of 
publications and of processed documents are not included. (Source: 36 CFR 1220.14) 

Related terms: ADMINISTRATIVE RECORDS, PROGRAM RECORDS 

Records Schedule. Also called RECORDS DISPOSITION SCHEDULE, RECORDS CONTROL SCHEDULE, 

RECORDS RETENTION SCHEDULE, RECORDS RETENTION AND DISPOSITION SCHEDULE, OR 

SCHEDULE. A document providing mandatory instructions for what to do with records (and 
nonrecord materials) no longer needed for current Government business. The term refers to: 
(1) an SF 115, Request for Records Disposition Authority, that has been approved by NARA to 
authorize the disposition of Federal records; (2) a General Records Schedule (GRS) issued by 
NARA; and (3) a printed agency manual or directive containing the records descriptions and 
disposition instructions approved by NARA on one or more SF 115s or issued by NARA in the 
GRS. (Source: 36 CFR 1220.14 and NARA publication A Federal Records Management Glossary, 1993 ed.) 

Series-based review. The basis on which NARA appraises the potential research value ofrecords 
by taking into account the value of whole series or systems of records. A records series is 
generally described as documents arranged according to a filing system or kept together because 
they relate to a particular subject or function, result from the same activity, document a specific 
kind of transaction, take a particular physical form, or have some other relationship arising out of 
their creation, receipt or use. 

System. People, machines, and methods organized to accomplish a set of specific functions. 
(Source: ANSI) 

Sources of Definitions 

ANSI Dictionary for Information Systems 
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FOLDOC 

ISO 2382 
ITMRA 
36CFR 

"The Free On-line Dictionary of Computing, http://wombat.doc.ic.ac.uk/, Editor 
Denis Howe" 

ISO, Vocabulary - Information Processing 
Information Technology Management Reform Act 
36 CFR Chapter XII (NARA Regulations) 
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Instructions For Pr~paring Records Schedules For Electronic Copies And 
Plans For Scheduling Electronic Copies 

1. What is the purpose of these instructions? These instructions explain how to schedule your 
program records and admin.istrative records not covered by General Records Schedules (ORS), in 
all fonnats. They supplement NARA regulations, guidance, and other instructions that already 
exist for scheduling records in general, as well as other types of electronic records apart from 
electronic copies. 

2. Why can't I continue my present disposi,tion practices? We are adopting the Electronic 
Records Work Group Report to the Archivist of the United States recommendation that you 
should schedule your program records and administrative records not covered by the GRS in all 
fonnats, including electronic copies. Since the large majority of current agency records 
disposition schedules do not cover these records, you will need to obtain NARA-approved 
schedules for them. To CO,\llply with this requirement, you should extend existing schedule series 
items to cover the electronic copies, as well as the recordkeeping copies, of the program records 
and administrative records not covered by the GRS. If series are not currently scheduled, you 
should develop new schedule submissions to cover both recordkeeping and electronic copies as 
outlined in NARA Bulletin 98-02. (That bulletin is available on our GRS 20 web page at 
<http://www.nara.gov/records/grs20/>.) 

3. What definitions apply to this guidance? See Attachment A for a discussion of 
"administrative records," "electronic copies," "program records," "recordkeeping copies," 
"business needs," and other terms used in this guidance. 

4. 'When should I submit revised schedules? You should submit revised schedules as soon as 
possible. We do recognize, however, that agencies differ in terms of how much work is required 
to complete the task and how many resources are available. For that reason, we offer you a 
choice to submit either fuHy revised schedules or a plan for developing revised schedules over 
the next two years. You must submit either the revised schedules or a plan for revising your 
schedules by [date]. 

Preparing Records Schedules 

5. How do I revise my previously approved schedules to include electron_k copies? You 
must ensure through a series-based review that any specific groupings of electronic copies with 
distinct value in terms of business needs, including both staff and public reference use, are 
maintained for adequate periods of time. This review may require that you request different 
retention periods for certain specific series of electronic copies. 

Series-based review ,means that you must: 
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1) Review all existing agency records series that have related electronic copies requiring 
disposition authority; 
2) Evaluate the internal business and reference needs, along with the potential external 
reference needs (including EFOIA), for the electronic copies; and 
3) Develop proposed disposition authorities that: 

a) indicate the relationship of electronic copies to the existing records series, and 
b) provide for the appropriate disposition of electronic copies, and of related 
recordkeeping systems if these systems require revised disposition authority. 

4) For records already scheduled as permanent, determine whether the electronic copies 
are in a format that meets our transfer standards for electronic records (36 CFR 
1228.188). If so, you are encouraged to bring that fact to our attention. We will consider 
whether the electronic copies are suitable for archival preservation. 

6. How should the sched.ule items be organized? You may organize the schedule items on a 
single or multiple SF 115s according to your organizational program, component, or functional 
area. We developed two sc~eduling models for you to use (see Attachments C and D). 
Regardless of the model chosen, you must follow the practices and procedures for inventorying 
and scheduling records as outlined in regulation (including 36 CFR 1220, 1228, 1234) and 
guidance (including Disposition of Federal Records Handbook). If you also are scheduling 
unscheduled records or revising other scheduled series, we encourage you to submit those 
schedules on separate SF 115s, following the guidance in NARA Bulletin 98-02. If you include 
them in the SF 11 Ss for electronic copies of scheduled records, you must identify them clearly as 
new items. 

7. What is the first scheduling model? Under Model I you would add an appropriate 
disposition for the electronic copies formerly covered by GRS 20, items 13, 14, and 15, to every 
disposition instruction in your manual or records schedules. You should use Model 1 if: (a) you 
have determined that you have a business need and the technological capability to maintain. 
electronic copies ·in additioi;i to the paper (or electronic) records that are maintained as the 
recordkeeping copy; and (b) the electronic copies need to have varying retention periods; or ( c) 
you can easily insert a separate disposition statement for the electronic copies for each individual 
series in the agency disposition manual. 

8. What is the second scheduling model? Under Model 2 you would group records by 
program, function, or organizational component and would propose disposition instructions for 
the electronic copies associated with each grouping. This format allows you to -obtain approval 
for the disposition without having to physically annotate the disposition for each series of 
records. To use this model, first determine the most appropriate groupings for your records. If 
your schedules are organiZfitional, you would most likely group records by organizational 
component. If you have a functional schedule, you would normally group records by functional 
area in accordance with the way your schedules or disposition manual are structured. You may 
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propose: (1) a single disposition for each grouping with some variation possible from group to 
group (this provides a common disposition for all series within each grouping) or (2) a single 
disposition for most series \\'.ithin a grouping, but with some exceptions to that common 
disposition for specific series. Regardless of which approach you choose , each proposed 
disposition should cite either the appropriate agency published disposition manual or the NARA 
disposition job number(s). 

9. Which scheduling model should I choose? We strongly recommend using Model 1 because 
it is consistent with other scheduling practices and is the easiest to explain to staff and integrate 
into existing agency schedules and manuals. Model 1 will not require the extensive cross. 
references necessary to integrate Model 2 into current agency schedules and therefore will help to 
avoid mistakes in the application of approved dispositions. However, we recognize that you may 
wish to provide grouped disposition authorities for multiple collections of electronic copies that 
have the same values and retention requirements. In that case, you could use Model 2. 

10. How do I submit a revised schedule? You must submit a complete scheduling package 
covering electronic copies of program records and administrative records not covered by the 
GRS. The scheduling package must consist of one or more Standard Form 115s (Request for 
Records Disposition Autho,:ity), and a diskette containing electronic versions (in either 
WordPerfect, MS Word, or Hypertext Markup Language [HTML]) of the SF 115s. You must 
also provide adequate cross-references between approved records schedule items or disposition 
manual citations and the proposed new SF 115 items for electronic copies. Block 6 of the SF 
115 requires certification that records proposed for disposal are not needed for agency business 
after the retention periods specified. Block 6 also certifies that the General Accounting Office 
has reviewed ( or is in the process of reviewing) all proposed dispositions for program records 
retained for less than three years. (You may send the schedule to GAO for review at the same 
time that you submit it to us. We cannot complete approval of your submission until GAO 
concurrence is received.) 

Preparing Plans for Scheduling 

11. What if I can't revise all my schedules within 180 days? If you cannot prepare the 
scheduling package within 180 days, you must submit a plan to us for completion of scheduling 
within two years. Plans must provide a coherent strategy for submitting schedules for all 
electronic copies that lack disposition authority. We will work closely with you to ensure that 
the plan is realistic and that you demonstrate steady progress in meeting its milestones. See 
Attachments E and F for examples of a letter and a plan. 

12. \Vhat should my plan submission include? 

A. A letter to the NARA Director, Modern Records Programs, from your Chief Information 
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. Officer (or other agency official authorized to commit agency resources to carry out the plan) 
stating that schedules cannot be submitted within 180 days. This letter must include a 
commitment to schedule your electronic copies in accordance with a plan proposed by you and 
approved by NARA. Also include the name and telephone number of your designated agency 
point of contact for the plan. 

B. An explanation of why you choose to do a plan. Reasons might include: 

• Existing schedules cover all programs but are significantly out of date and must be 
revised; 

• . Significant portions of your program areas are not covered by approved records 
disposition schedules; 

• You must complete extensive inventories to determine the adequacy of your schedules; 

• Guidance consistent with current NARA regulations concerning e-mail and other 
recordkeeping requirements has not been produced and disseminated to your staff; 

• Recordkeeping guidance is not adequately implemented through training and evaluation; 
or 

• You do not have the resources to complete schedule submissions for electronic copies 
within the time provided. 

C. A plan for submitting schedules for all electronic copies . Your plan, covering a period not to 
exceed two years, must include: 

• An assessment of your current disposition schedule along with a strategy for developing 
and submitting SF 11 Ss. This strategy is linked to milestones (see below) and must 
reflect work necessary to develop schedules for electronic copies and may include other 
records that require new or revised disposition authorities. Your strategy should follow 
the practices and procedures for inventorying and scheduling records as outlined in 
regulation (including 36 CFR 1220, 1228, 1234) and guidance (including Disposition of 
Federal Records Handbook). If you cannot perform a detailed assessment of your 
schedule before submitting the plan, completion of the assessment and-submission of a 
revised plan based on that assessment must be an early milestone. 

• An assessment of the adequacy and implementation ofall agency-issued recordkeeping 
guidance, including any existing guidance for e-mail and other electronic copies . NARA 
regulations for Federal agency records management guidance and implementation may be 
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found under 36 CFR 1220, 1222, 1228, and 1234. If your guidance is inadequate to 
ensure that records are appropriately maintained in recordkeeping systems for as long as 
needed, your plan should provide a strategy for bringing about the necessary 
improvements. 

• Milestones for taking actions. We expect you to submit SF 11 Ss incrementally 
throughout the period of the plan. These continuous submissions (covering segments of 
your activities, e.g., organizational program, component, or functional area) will 
demonstrate steady progress in scheduling your program and non-ORS administrative 
records and improving electronic recordkeeping guidance and guidance implementation 
where necessary. · 

D. Please include a diskette containing the electronic version (in either WordPerfect, MS Word, 
or Hypertext Markup Language [HTML]) of the plan. 

13. Should my plan give priority to certain records? When developing your plan, you should 
consider such criteria as potential research use and other appropriate public access, when 
determining which schedules for electronic copies should be developed and submitted first. If 
you do not have specific internal priorities, you should begin with those programs or 
organizational units that produce records already appraised as permanent in other formats (e.g., 
paper). In addition, you should give priority to scheduling electronic copies for temporary 
records that you recognize as having significant internal or external reference value during their 
approved retention periods. 

14. \Vhat if I am able to revise some but not all of my schedules within 180 days? You may 
submit schedules for segments of your electronic copies in conjunction with a plan for 
scheduling the remainder of your records. In such cases, your plan would describe the submitted 
schedules as early milestones. 

15. What if NARA does not approve my plan? We will notify you of the plan's deficiencies 
and work with you to correct those deficiencies. 
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Sample Schedule Using Model 1 

The following is an example of a Model 1 schedule covering records of a single component office 
of an agency. Were this an actual situation, you would either include in the schedule items for 
the series your other components accumulate or you would submit additional schedules covering 
your other components. 

1. Director's Correspondence Files: Correspondence of the Director and Deputy Director with 
other Federal agencies, the White House, members of Congress, trade associations, and undersea 
transporters. 

a. Recordkeeping copy (paper): Permanent (Nl-888-93-1/1) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

c. Electronic index to Director's Correspondence: Permanent (Nl-888-93-1/la) 
Transfer to NARA in accordance with 36 CFR 1228.188. 

2. Publications: Copy of each pamphlet, bulletin, report, booklet, brochure, leaflet, fact sheet, 
newsletter, or other material for public distribution published by FUSTA, with related 
background files. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/2) 

b. · Electronic copies: Delete after recordkeeping copy has been produced. 

3. Budget Spreadsheets. Contains budget requests from all agency program elements as well as 
the official consolidated agency request for each fiscal year. 

a. Recordkeeping copy (electronic spreadsheet files): Delete when six years old. (Nl-
888-91-1/9a). 

b. Printouts: Destroy when two years old. 

4. Speeches, Addresses, Comments: Speeches, addresses and comments made by the Director or 
designated staff members at official functions or formal ceremonies. 

a. As delivered: 

i. Recordkeeping copy (paper): Permanent. (Nl-888-88-l/4a) 
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ii. Electronic copies: Delete after recordkeeping copy has been produced. 

b. As printed and distributed. 

i. Recordkeeping copy (paper): Pennanent. (N l-888-88- l/4b) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

5. Informational Releases: Copy of informational releases such as News Releases, Press 
Releases and Biographical sketches of the FUST A Directors and Deputy Directors, with related 

background papers. 

a. Copy of final document as released 

i. Recordkeeping copy (paper): Permanent. (NI-888-88-1/Sa) 

ii. Electronic Information Release File. Electronic system containing full text of 
all FUSTA information releases (except biographies): Permanent. Transfer to 
NARA in accordance with 36 CFR 1228.188 in annual increments at end of 

calendar year. 

iii. Other electronic copies: Delete after recordkeeping copy and electronic 
information release copy have been produced. 

b . . Drafts, concurrences, and other background papers 

i. Recordkeeping copy (paper): Disposable. (Nl-888-88-1/Sb) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

6. FUSTA Annual Reports: 

a. Record set maintained by Public Affairs Staff. 

i. Recordkeeping copy (paper): Permanent. (N 1-888-91-1/10) 

ii. Electronic copies: Delete when five years old. 

b. Background papers, including drafts. 

1. Recordkeeping copy (paper): Disposable. (Nl-888-91-1/2) 
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ii. Electronic copies: Delete after recordkeeping copy has been produced. 

7. Organization and Directive Files: Final approved and signed record copy of formal directives, 
information bulletins, procedural and operating manuals, organizational charts and function 

statements. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/7) 

b. Official electronic copy. Copy maintained electronically for access by staff and the 

public. Delete when five years old. 

c. Other electronic copies: Delete after recordkeeping copy and official electronic copy 

have been produced. 

8. General Counsel's Subject Files: Correspondence, memorandums, reports and other records 

relating to general legal matters 

a. Recordkeeping copy (paper): Disposable. (Nl-888-88-1/8) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

9. Legal Opinions: Legal Opinions issued by the General Counsel, with related background 

papers. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/9) 

b. Electronic copies: Delete when three years old. 

10. Public Comments. Incoming and outgoing letters and messages relating to public comments 
about agency programs, policies, and operations. Note: FUST A instituted a public e-mail box to 

support this function in 1995. 

a. Comments submitted in hard copy: Disposable--destroy when five years old. (Nl-
888-93-1/12) 

b. Comments submitted electronically: Delete when five years old. -
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Sample Schedule Using Model 2 

The following is an example of a Model 2 schedule that an agency has submitted to cover all of 
its electronic copies. Because the agency's organizational components have separate schedules, 
it has chosen to group records by component. 

1. Records accumulated by the Office of Policy, FUST A. 

a. Electronic copies for all series covered by Disposition Job Nl-888-88-3 except those 
listed under Item 3(b) 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of Policy Memorandums 

Delete when memorandum is superseded or when 2 years old, whichever is later. 

2. Records of the Office of Regulatory Affairs, FUST A. 

a. Electronic copies for all series covered by Disposition Job Nl-888-88-4, except for 
records. covered by-items 4(b) and 4(c). 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of regulations 

Delete 2 year~ after regulation is superseded. 

c. Database of Regulations Systems (DORS). Electronic system containing all current 
and proposed FUST A regulations. Permanent. Transfer to NARA in accordance with 36 

CFR 1228.188. 

d. White House Referrals. Complaints from carriers and the public concerning FUST A 
regulations referred to FUST A by the White House. (NEW ITEM) 

i. Recordkeeping copy (paper) 

Destroy when five years old. 

11. Electronic copies 

Delete after recordkeeping copy has been produced. 
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3. Electronic copies ofrecords accumulated by Office of Administration, FUST A, that are 
covered by Disposition Job Nl-888-88-2, excluding series covered by the General Records 
Schedules. 

Delete after recordkeeping copy has been produced 

4. Electronic copies of records of the Office oflnspections and Investigations, FUST A, covered 
by Disposition Job Nl-888-88-5. 

Delete after recordkeeping copy has been produced. 
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Sample Plan Letter 
Mr. Michael Miller 
Director, Modem Records Programs (NWM) 
National Archives and Records Administration 
8601 Adelphi Rd. 
College Park, MD 20740-6001 

Dear Mr. Miller: 

(Proposal to submit plan/estimated date of complete implementation) 

Attachment E 

In accordance with NARA Bulletin 99-xx, the Federal Undersea Transportation Administration 
· (FUST A) has prepared a plan to schedule by June 2000, the electronic copies associated with 
record series not covered by the General Records Schedules. We have chosen this approach 
because we will not be able to prepare schedules for these records within the 180 day time frame 
specified in the Bulletin. 

(Reason plan is needed) 

Our_ schedules require substantial revision. Preparing updated schedules, particularly for several 
major FUST A components, will entail considerable effort and cannot be accomplished in 180 
days. Instead, we will prepare and submit schedules in accordance with the milestones specified 
in our plan, which is enclosed. 

(Point of contact) 

If you have any questions concerning our plan, please contac~ Fhief, Records 
Management Staff, o~ I ..__ __ ____. 
Sincerely, 

JOHN SMITH 
Director 

Enclosure 
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Plan for Scheduling Electronic Copies of Records of the Federal Undersea 
Tansportation Administration (FUSTA) 

Introduction 

As indicated in the attached letter from the Director, FUST A cannot complete schedules for its 
_electronic copies of records created by office automation systems within the time frame specified 
in NARA Bulletin 99-xx. Consequently, we submit this plan, which, in accordance with Bulletin 
99-xx, includes an assessment of our current schedules, an assessment of our recordkeeping 
guidance, and milestones for completing schedules within two years. 

Assessment of current agency schedules 

FUSTA is comprised of five organizational components: Office of the Director, which includes 
the General Counsel,' Congressional Liaison, Public Affairs, and other staff offices; Office of 
Administration, which is responsible for personnel, budget, and other administrative functions; 
Office of Policy, which develops overall policies in the area of undersea transportation; Office of 
Regulatory Affairs, which formulates and issues rules and regulations; Office of Inspections and 
Investigations, which monitors compliance with .FUSTA rules and regulations. All FUSTA 
offices are located in Washington, DC, except for the Office oflnspections and Investigations, 
which has field offices in eight major ports in addition to a Washington-based central office. 

In 1987, two years after FUST A's establishment, five schedules were approved by NARA, one 
for each of the offices discussed above: Nl-888-88-1 (Office of the Director), Nl-888-88-2 
(Office of Administration), Nl-888-88-3 (Office of Policy), Nl-888-88-4 (Office of Regulatory 
Affairs), and Nl-888-88-5 (Office oflnspections and Investigations). Together, these schedules 
covered all FUST A records. In the early 1990s, three additional schedules were submitted, each 
covering one or two new series, mainly in the Office of the Director. All eight approved 
schedules have been consolidated in a printed issuance, FUST A Handbook 1500. The current 
edition was issued in January 1995. 

Schedules for the Office of the Director, the Office of Administration, and the Office of Policy 
are relatively complete and up-to-date. The Office of the Director's schedules are complete and 
up-to-date and a scheduling package has been submitted separately from this plan. The activities 
of the latter two offices, their recordkeeping practices, and the record series they accumulate have 
changed little since 1987. However, a small number of new series may now accumulate in these 
offices and it is possible that retention periods for some temporary records \Varrant revision. 

Schedules for the Office of Regulatory Affairs and the Office of Inspections and Investigations 
warrant considerable revision. Since 1987, the types of rules and related investigations have 
expanded considerably. In addition, in the early 1990s, each of these offices assumed 
responsibility for certain staff functions formerly provided by staff in the Office of the Director. 
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Finally, the Office of Regulatory Affairs and the Office oflnspections and Investigations have 
developed a variety of electronic systems, particularly in the last three years. None of these 
developments is reflected in current schedules. 

Assessment of recordkeeping guidance and its implementation 

Chapter I of FUST A Handbook 1500 contains guidance that addresses such issues as the 
ownership of official FUST A records, when drafts and other work papers must be treated as 
official records, the need to document decisions reached in meetings or telephone conversations, 
and the distinction between personal files and official records. Agency Directive 1500.1, issued 
in June of 1996, provides guidance to FUST A staff concerning e-mail. Both these issuances are 
up-to-date and are based on NARA guidance. 

All FUSTA offices (down to the section level) have a copy ofFUSTA Handbook 1500, which is 
also available on our internal website. Agency Directive 1500.1 was provided to all employees 
and also is available on our website. Annually, members of the FUSTA records management 
staff (which is part of the Office of Administration) visit individual offices and provide one hour 
briefings to staff on all records issues and answer questions. In addition, records management 
staff spot-check files in the course of these visits to ensure that offices are maintaining records 
properly. These reviews have shown that official agency files are generally complete and 
include, where appropriate, drafts and other work papers and electronic mail messages with all 
necessary transmission information. We, therefore, believe guidance is being implemented 
adequately. 

Milestones for taking actions 

February-June 1999. The Director ofFUSTA will inform staff of new records management 
scheduling initiative and remind them of recordkeeping requirements for e-mail and other office 
automation electronic copies through all-staff directives. The Director will establish an oversight 
group, including information technology, records management and key program officials, to 
provide guidance and direction for the effort. The oversight group will assemble a records 
management team and develop procedures for surveying and scheduling FUST A records. 

July - August 1999 - FUSTA records management team will survey records of the Office of 
Administration and the Office of Policy. Records management team will primarily rely on input 
from records liaisons in these offices, but may make some on-site visits. 

September 1999 - Records officer will submit schedules for the Office of Adminstration and 
Office of Policy to NARA. 

October - December 1999 - Records management team will survey records of the Office of 
Regulatory Affairs and its component offices. Records management team will take active role in 
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on-site review of files, with assistance of records liaisons in individual offices. 

January 2000 - Records management team will develop schedule for the Office of Regulatory 
Affairs and clear it internally. 

February 2000 - Records officer will submit schedule for the Office of Regulatory Affairs to 
NARA. 

February - April 2000 - Records management team will survey records of the Office Qf 
Inspections and Investigations. Records management team will take active in on-site review of 
files, including visits to several field offices. 

May 2000 - Records management team will develop schedule for the Office oflnspections and 
Investigations and will clear it internally. 

June 2000 - Records officer will submit schedule for the Office oflnspections and Investigations 
to NARA. 
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IA::UTIVE OFFICE OF-THE PRES.ff 
· ·~f'ICE OF MANAGEMENT AND BUD~-

W.ASHINGTON, O.C. 20503 

OCT I 9 I008 

MEMORANDUM FOR THE AGENCY CHIEF INFORMATION OFFICERS 

FROM: 
. . ~ 

Bruce McConnell, Chief ~ 
Information Policy and Tee ology Branch 
Office oflnfollllation and Regulatory Affairs 

SUBJECT: Final Opportunity for Comments on Electronic Record.keeping Bulletin 

This memorandum requests your comments on the attached National Archives and 
Records Administration (NARA) Bulletin, which provides guidance on scheduling electronic 
records that were previously covered by General Records Schedule (GRS) 20, items 13-15. This 
draft is being circulated for inter-agency review prior to final issuance under the provisions of 
E.O. 12866. 

This draft bulletin reflects changes that NARA has made in response to previous agency 
comments on the draft Electronic Records Work Group report. We appreciate the many agency 
comments previously received on the policies contained in earlier versions of this Bulletin, 
including an initial draft sent out by NARA for informal review on June 12, 1998 (NWM 11.98, 
dated June 12, 1998), and a revised draft, published in tlJ.e Federal Register on July 21, 1998 
[Volume 63, Number 139), and corrected by the Notice appearing on page 40583 in the Federal 
Register, July 29, 1998 (Volume ?3, Number 139]. · 

Given the importance of sound, cost-effective management of electronic records, I again 
seek your agency's comments on this important bulletin. Please provide your views not only on 
the content and clarity of the guidance, but also as to any programmatic or budgetary 
implications of implementing this guidance. Separate copies of the draft buUetin arc being 
transmitted to your agency head and records officer by NARA. Please ensure that your agency's 
comments are fully coordinated. We appreciate the time and effort you expend to review the 
attached. 

Comments are due November 19, 1998. Comments should be provided: 

Anni ~/o 0MB Docket Library, Room 10102, New Executive Office 
Building, 725 17th Street, NW, Washington, DC 20503; by facsimile (202/395-5086); or 
by electronic maill ~omb.eop.gov). 

A copy of your comments should be sent to: 

I kNPoL) at NARA, Room 4100, 8601 Adelphi Road, College Park, MD, 
20740-6001; or via e-mai~ . @arch2.nara.gov). 

To assure a full deliberative process, please be reminded that the draft and your comments should 
not be shared outside the Executive Branch during this review. 0MB and NARA have agreed 
that agency comments will be made available to the public after NARA publishe$ the bulJetin. 

TOTAL P.01 



.'#ation,i_rc_h_i_:_e_s _a_t c_o_lle_g_e _Pa_rk __ -_.~ -----

8601 Adelphi Road College Park MD 20740-6001 

November 13, 1998 

Federal Bureau of Investigation 
Room 4933 
935 Pennsylvania Ave.; Nw---
Washington, DC 20535 

Dear ... 1 _______ .... 

b6 
- b7C 

We are withdrawing and returning without action Job No. Nl-65-99-1, covering North 
Atlantic Treaty Organization (NATO) documents. After reviewing these documents, appraisal 
archivist! ~oncluded that the records are covered under Classification 62 (item 
20, Liaison With Foreign Governments and International Bodies) and are correctly scheduled 
as permanent. If you have any questions she may be reached at (301)713-7110, ext .... l ___ _. 

Supervisory Archivist / 
Life Cycle Management Division 

Enclosure 

National Archives and Records Administration 



REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See lnstructions_'on reverse) 

To: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

LEAVE BLANK 
JOB NO. 

f'{f- GS-- 77- I 
DATE RECEIVED , 

Ii>~ ,;l(-fcf 
1. FROM (Agency or establishment! NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 3303a 
the disposal r(lQuest, including amendments, is approved 

. except for· items that may be marked "disposition not 
____ F~e~d--e~r~a_l~B~u~c~e~a~ii~-O~t-~J~n~,~z-e~s~t-_~i~gµ;a.._t,___.i...,,n.,_n....__ ________ _, approved" or "withdrawn" in column 10. If no records 
J,.MINOR SUBDIVISION are proposed for disposa_l, the signature of the Archivist is 

not required. 
Infor 

4, NAME OF PER .'~-:--_~.~~W.,,.H-:':O~~-!-'C~O:!:-N~F;:.E~Rc......JL,,LJ,.-"'-L_.,,b~6.LU--~5,c-,-=T=E-L-=E=PC"CH-=o..,..N=E""'E=x-=T=-.4=D-A-=T=E~--~A-=R-C7H~I ~v"",s=T~o=-F=T~H=E~U-N~I T=E=D-S~T=-A-T=E=s~ 

I I b7C 1---...;... __ ___.__11 ( l ~ I "l ~ ~\'[HDRA'tll'I 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that. Lam au.thorizedto act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request 1of _ __. __ page(s) are not now needed for the business of th is 
agency or wi 11 not be needed after the retention period~ specified; and that ,written con'currence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or li?is unnecessary. 

B.DATE D. TITLE 

Archives Soecialist 

7. 
ITEM 
NO. 

-115-108 

8. DEscfu.rlfoN OF ITEM 
(With Inclusive Dates or Retention Periods) 

NORTH ATLANTIC TREATY ORGANIZATION 
DOCUMENTS/ FILES 

Documents/files which originated with the member 
organizations and/or organizational management structure of 
the North Atlantic Treaty organization (NATO) resident within 
an administrative file of the Federal.Bureau of Investigation 
(FBI) -- [FBI file 62-98719]. . 

Documents/files are furnished .to the FBI 
routinely as part of a cooperative l·iaison agreement between 
NATO and the FBI. Ownership and full control of the material 
coµtinues with NATO as originator of the documents/files. 
The security classification level of the documents/files is 
maintained at various levels. In accordance with NATO 
regulations non-NATO holders of the material are obligated 
to reduce their holdings on an annual basis. 

NATO regulation 112.a states as foilows: 

"All holders of NATO classified material shall review their 
holdings at least annually to ensure NATO classified material 
is reduced to the maximum extent possible. Holders shall not 
permanently retire NATO classified documents." 

DISPOSITION: Review FBI file 62'-98719 on an annual basis. 
, Remove and destroy all NATO classified material when one year 
old or when all needs have expired whichever ·is later. 

NSN 7540-00-634-4064 

9. GRS OR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN . 

(NARSUSE 
ONLY) 

STANDAR_D FORM 115. (REV. 8-SJj. · 
PrescribeO by GSA 
FPMR (41 CFR) 101-11.4 



"1··-".·, 

....... , 

.-

INSTRUCTIONS 
~,...:. r 

~\, 

GENERAL 

Use Standard Form 115 (available from supply depots of the Fed
"'ral Supply Service, General Services Administration) and the con
tinuation sheet Standard Form 115-A (available from the Records 
Disposition Division, Office of Federal Records Centers, National 
Archives and Records Service, Washington, DC 20408) to obtain 
authority to dispose of records :or to request the scheduling of 
records for permanent reten.tion. Detach· tAe fifth copy from the 

'Set and keep it as your reference copy. Submi~ the first four copies 
of the- set to the National Archives and Records Service (NARS). 
NARS will later return one copy to the agency as notification of 
the items authorized for disposal.or.scheduled for-r:iermanent reten
tion. This copy will also indicate any items withdrawn or dis
approved for disposition. Written approval from GAO must accorii 
pany each SF 115 requiring Comptroller General concurrence. { 

(1) Include centered hec1dings; for appropriate groups_ of 
items_ to indicate the office of origin·ft all records described on the 
form are not those of the same office or if they are records created 
by another office or agency as, for example, records inherited from 
a defunct agel)CY. 

(2) Identify any nontextual records, such as photographic 
records, sound recordings, maps, architectual drawings, or machine
readable tapes or disks, as separate and distin_ct items. 

(3) Describe completely and accurately each series of rec
ords proposed for disposal or scheduled transfer to the National 
Archives. See 41 CF R 101-11.4 for more detailed requirements. 
Failure to comply~witti the =prc>Vis(ons-of tnJt regulation will result -
in 'the return of the SF 115 for corrective action. 

\·-,\ (4) Provide clear disposition instructions for each item and 
subiterri. These instructions should include file breaks; the time 
after which re'bo.!jds are to be retired to Federal records centers, if 
applicable; for temporary records, the time after which they may 
be destroyed; and for permanent records, the time after which chey 

Offer nonrecurring series of records eligible for immediate transfer--- -
to the National Archives by submitting a Standard Form 258, 
Request to Transfer, Approval, and Receipt of Records to National 
Archives of the United States. Do not submit an SF 115 to offer 

\ •. ~il~;£~-tr'.~~:1:::~¥~-~-:J?;_1:~a~'cJ~:~:•YJCtt~:!.~nal Archives. such records. 

SPECIFIC 

Entries 11 2, and 3 should show what agency has custody of _the 
records identified on the form and should contain the name of the 
department or independent agency and its major and minor sub
divisions. 

Entries 4 and 5 should help identify and locate the person to 
...Jtiom inquiries regarding the records should be dir~cted. 

En try g_ mu_sj_be_sigoed_a11d_ da_te_d_on .the four copjes_submi tted _by 
the agency official authorized ·to :certify-that-the-proposed reten' 
tion periods reflect agency needs. Unsigned SF. 115s will be re, 
turned to the agency without action. The number of pages involved 
in the request should be indicated. 

One box under Entry 6A. GAO concurrenc_e, _must be checked. If 
neither box is checked, the form will be returned to the agency 
without action. 

Entry 7 should contain the numbers of the items of records identi-_ 
fied on the form in sequence, i.e,, 1, 2. 3, 4, etc. Subcomponents 
of items may be numbered consecutivefy as 1 a, 1 b, 1 c, etc. 

Entry 8 should describe the records to be scheduled. Follow these 
steps in describing the records: · 

· . '_ 'Y5f If immediate-&;posal is requested for past accumula-
tions of~}ecords, indicate the volume and inclusive dates of the rec
ords, and the Federal records ce_nt_er accession and box numbers, if 
applicable. 

(6) If future OI' continuing disposal authority is requested 
for records that have accumulated or will continue to accumulate, 
express the .retention period in terms of years, months, etc., or in 
terms of future actions or events. Ensure that any future action or 
event that must precede disposal is objective and definite. Instruc
tions for scheduled transfer of permanent records to the National 
Archives must also follow these guidelines.' 

~~- ·· ~ (7)-1-f-records·are-to-be·destroyed·after microcopying or-con
version to niach-ine-readable media.schedule both the original 
paper copy and film·or machine-readable-file. If records are filmed, 
include on the SF. 115 the certifications required by 41 CFR 
101-11.5. Failure to do so will result in the return of the SF 115 
without action. 

Entry 9 ,11ust include the pn::vious NARS job and item numbers; 
General Records Schedule and item numbers, if applkable; and 
~gency directive or manual and item numbers, if applicable, as re
quired by 41 CFR 101-11.4. Leave column 9 blank only if·the 
items are being scheduled for th_e first time. For all other items, it 

_is rriandatory to provide information on superseded schedules or 
G RS cross_-refere_nces. If such inform!ltion is missing from column 
9, the SF 115 will be returned without action. 

Entry 10 is for NARS use only and should be left blank. 

. STANDARD FOR!'-" 115 BACK (REV. 8•83) 



National •· I Archives at College Park 
8601 Adelphi Road College Park, Maryland 20740-6001 

November 19, 1998 

NWM3.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: NARA Endorsement of DoD 5015.2-STD. 

On November 18, 1998, the Archivist of the United States sent a letter to the Assistant Secretary 
of Defense (Command, Control, Communications, and Intelligence), stating that Department of 
Defense (DoD) 5015.2-STD, Design Criteria Standard for Electronic Records Management 
Software Applications (DoD standard), conforms with the requirements of the Federal Records 
Act and the implementing records management regulations found in 36 Code of Federal 
Regulations, 1220-1238. The letter also stated that NARA would inform other Federal agencies 
that we endorse the DoD standard as establishing baseline requirements for automated record 
keeping. A copy of that letter is attached. A link to the DoD standard is found on NARA's 
records management web page [http://www.nara.gov/records/]. 

We are verf pleased to be able to point to-our-partnership :with DoD as an example of an 
effective collaboration that may provide benefits to the Federal government beyond our two 
agencies. NARA has worked closely with DoD on the DoD standard from the start, and our 
review of the standard was a second step in the process to see ifwe could recommend its use 
beyond DoD. This memorandum notifies you that we can. The third step, NARA's review of 
the software certification testing process, is under way and should be completed in the second 
quarter of FY 1999. We will report the results of that review in a future memorandum to records 
officers. For now, we must emphasize that NARA endorsement of the standard is not equivalent 
to endorsement ofRMA software that has been certified as compliant with the DoD standard by 
the Joint Interoperability Test Command (JTIC) of the Defense Information Systems Agency. 

Our endorsement approves the current DoD standard as one possible approach to managing 
electronic records. There may be other equally valid ways of doing things, especially in the area 
of automating individual work processes. NARA is working to facilitate-the transition to 
electr~nic recordkeeping in the Federal sector. However, before moving to any electronic 
recordkeeping, agencies should fully investigate whether their business needs and the existing 
technology make electronic recordkeeping a good choice now. Agencies that want to begin the 
process of moving to electronic recordkeeping are encouraged to review this standard to see 
whether it will meet their needs. 

This memorandum provides additional important information you will need if you decide to 
adopt or use the DoD standard to design an electronic recordkeeping system or to acquire 
commercial records management software products for your agency. 

National Archives and Records Administration 
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1. The functional criteria in the DoD standard, taken together, represent an appropriate 
starting point for an automated records management system, but they do not cover all 
aspects of the records life cycle. The DoD standard is not a static document. It will be subject 
to periodic revision and NARA review of those changes. Already, NARA and DoD have agreed 
informally that two optional criteria in the current standard should be made mandatory in the 
next version. Optional-requirement C3.2. l l is for a thesaurus to provide vocabulary control to be 
used by end users to help group records and is a means of minimizing errors in records 
management metadata entry. (While NARA believes that vocabulary control is an essential 
criterion, a thesaurus may not be the only way to achieve it.) Optional requirement C3.2.3, 
requiring the records management application (RMA) to have the capability to store and link 
different versions of the same record in the repository, would afford end users the ability to 
distinguish between versions of the same record. If you implement an RMA based on the current 
5015.2-STD, we strongly encourage you to include these optional requirements in the software 
functionality specification. 

DoD is also working on an extension to the standard to address national security classification 
marking and redaction. NARA is working with DoD to extend a future version of the standard 
to include transfer of permanent records to NARA. 

2. The DoD standard and commercial RMA software packages are not "out-of-the box" 
easy or quick solutions for managing your electronic records. RMA software only operates 
in the context of an agency's records management program, policies, and procedures. For 
example, the DoD standard specifies "e-mail name" as part of the recordkeeping metadata 
associated with e-mail records. NARA's Office of General Cou.isel has interpreted the 
Armstrong v. EOP decision to require an intelligent representation of the e-mail account name 
(i.e., "Michael Miller" as opposed to "mmiller"). An RMA cannot do this automatically unless 
the e-mail package provides it. Steps must be taken when implementing an RMA built to 
5015.2-STD specifications to ensure that intelligent representation of an e-mail userid account 
name is captured, either via modification of the automated interaction between the e-mail 
package and the RMA, or via implementation procedures requiring end users to supplement the 
information automatically passed between the applications. 

DoD is developing a manual detailing procedures specific to the DoD environment to accompany 
the implementation of records management software to ensure that all of the statutory and 
regulatory requirements for managing Federal records are satisfied, including e-mail name 
representation and development of system administration procedures to minimize the persistence 
of deleted records on disaster recovery backups. Each agency must address the capabilities and 
limitations of the software package it selects and will need to update its procedures and train its 
users. 

3. The DoD functional criteria need to be considered in toto, not as individual choices. If 
your system specifications for an electronic recordkeeping system do not include all of the DoD 
functional criteria, your system may not meet all of the requirements of the Federal Records Act 
and NARA regulations. Our review of the DoD standard to ensure that it met legal requirements 
was lengthy and detailed, and we are convinced that it is a standard that can be used by other 
agencies that are ready to begin implementing automated recordkeeping now. NARA does not 
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have the staff resources necessary to conduct similar detailed reviews of individual agency 
record.keeping system specifications at the same time as we work to develop electronic records 
management guidance that benefits all agencies. Therefore, we will concentrate our efforts in the 
next year on electronic records partnerships and activities that have the potential for wide 
applicability. 

NARA endorsement ofDoD standard 5015.2-STD represents the beginning, and only one of the 
many NARA activities related to electronic records management. Internally, NARA is 
organizing and broadening the records management framework of its guidance and policy to 
address electronic records management issues. This effort, in part, requires the identification of 
salient records management questions related to each phase of the record life cycle for various 
formats of electronic records (e.g., text records, spreadsheets, video; databases, etc.). Some of 
the questions related to this framework have already been identified by previous research funded 
by NARA's National Historical Publications and Records Commission. Some will be identified 
and addressed in other venues. 

Collaboration with the Department of Defense is another important mechanism by which NARA 
will advance electronic records management capability. DoD 5015.2-STD is an important, 
incremental step in addressing such issues. Next steps include completion of the NARA 
evaluation of the flTC software certification testing program and working with DoD to extend 
the existing standard to incorporate other records management functionalities. As the Archivist 
of the United States detailed in his September 21 statement in response to the report of the 
Electronic Records Work Group, there are a number of other joint projects with DoD that will 
further work in the arena of electronic records management, such as: working with the Defense 
Advanced Research Projects Agency to use the power of supercomputers to test records life
cycle management solutions for large quantities of data and working with the Army Research 
Laboratory on tools available to process records generated by office automation software. 

Finally, as recommended by the Electronic Records Work Group, NARA is also establishing a 
follow-on group to begin the systematic development of necessary guidance on electronic 
records management issues. We will continue to inform you of additional developments 
regarding these and other partnerships. Please monitor NARA's web site 
[http://www.nara.gov/records/] for background information as well as recent documents on this 
topic. 

~~ 
MICHAEL L. MILLER 
Director 
Modern Records Programs 



National ~ 4' 
. Archives at College Park 

Honorable Arthur L. Money 
Senior Civilian Official 
Assistant Secretary of 

Defense (Command, Control, 
Communications and Intelligence) 

6000 Defense Pentagon 
Washington, DC 20301-6000 

Dear Mr. Money: 

8601 Adelphi Road College Park, Maryland 20740-6001 

In December, 1997, your predecessor and I signed a memorandum of understanding 
(MOU) establishing a partnership between DoD and NARA on records management 
initiatives. As a first step in this partnership, NARA agreed to "evaluate the DoD 
Baseline Requirements for Records Management Applications (RMA), with a view 
towards endorsing these requirements as an adequate and appropriate basis for addressing 
the basic challenges of managing records in the automated environment that increasingly 
characterizes the creation and use of records." 

NARA has completed an intensive review of the DoD requirements, as embodied in 
Design Criteria Standard for Electronic Records Management Software Applications. 
DoD 5015.2-STD. We have determined that the DoD standard generally conforms with 
the requirements of the Federal Records Act and the implementing records management 
regulations found in 36 Code of Federal Regulations 1220-1238. I am pleased to inform 
you that NARA will endorse the use of the DoD standard by Federal agencies. 

I am also pleased to send you the attached report of our evaluation. As the report details, 
we found no critical shortcomings in the DoD standard. However, during our review, we 
did identify four areas of concern. Two of the concerns can be addressed in the next 
iteration of the DoD standard, and the other two are most appropriately addressed through 
guidance supplementing the standard. Of particular note is an issue concerning the 
intelligent representation of user ID account names on e-mail records. This issue poses 
significant technical challenges given the current state of technoiogy. 

These findings in no way jeopardize our overall endorsement of the current DoD 
standard. However, DoD and NARA will need to address them in the future. We have 
shared these concerns and findings informally with your staff, and I understand they have 
responded positively. I am certain we can finalize a common approach to all four issues 
through the collaborative effort established in our MOU. 

National Archives and Records Administration 
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I will shortly communicate to other agencies that NARA does endorse the DoD standard 
as establishing baseline requirements for managing records. It must, however, be 
understood that this is not an exclusive endorsement. That is, while the DoD standard is 
an appropriate basis for records management, there may be other, equally valid ways to 
address this challenge. NARA is participating in other partnerships \Vhich are exploring 
such alternatives. 

In announcing NARA's endorsement of the DoD standard, we will need to draw attention 
to the fact that, as DoD recognizes, DoD 5015.2-STD defines only a baseline set of 
requirements for automated records keeping. There are a number of additional questions 
that must be resolved in order to satisfy all the established requirements for managing 
federal records. Each agency must address some of these questions to fit their own 
environment, such as you are planning to do by developing a manual detailing procedures 
to accompany the implementation of any records management software. We recognize 
the necessity of this effort and concur with it. We will gladly offer our assistance to your 
staff during their development of this operational guidance. This guidance should be 
useful to other agencies which decide to adopt the DoD standard. We look forward to 
continued collaboration with DoD both on addressing these implementation issues and on 
extending the baseline, as provided in the MOU. 

It must also be clear that NARA's endorsement of the DoD standard is not an 
endorsement of any of the products that may be certified as compliant with the standard. 
As provided in the memorandum of understanding, NARA has initiated a review of 
DoD's test and certification program for RMA products. I will inform you of the results 
of this second stage of our review as soon as possible. 

The two part review of the DoD standard and the certification program will set the stage 
for further collaboration between our agencies in extending the baseline that DoD has 
established. I look forward to an extensive and fruitful partnership. These include 
extending the standard to accomplish both the management of records over their entire 
lifecycle and classification marking and redaction of records containing sensitive 
information. 

Sincerely, 

;ID __ tJJ &,£
Cl~~~- CARLIN 

Archivist of the United States 

Enclosure 



Mr. Delandero Reid 
Assistant Branch Chief 

_ Reference Service Branch 
Washington National Records Center 

U.S. Department of Justice 

Federal Bureau of Investigation 

Washington, -D. C. · 20535 

June 8, 1999 

National Archives and Records Administration 
4205 Suitland Road 
Suitland, Maryland 20746-8001 

Dear Mr. Reid: 

~h~~x::ose o: this letteristo provide authorization 
forl _ _ _ lc.ivilian Payroll Technician, assigned to 
the Payrol dim.nistration and Processing Unit, Accounting 
Section,· Finance Division, Federal Bureau of Investigation (FBI), -
to review official FBI records currently maintained at-your 
facility. _____ · 

The reco_rds to whichl ~ill require.access are 
FBI Payroll Cards previously transferred to the WNRC under 
Accession Number 065-76-0007. I lwill contact the 
Reference Service Branch directly in order to arrange an 
appointment to review these records. 

Your c6operation and asststance is greatly appreciated 
and any questions concerning this matter may be directed to me at 

I I 

Dep. Dir. --
ADD Adm. __ 
ADD Inv. __ _ 
Ant. Dir.: 

Adm.Seiw,-

Cltm.lnv. --------6 6 F- HQ- Cl 19 0 0 5 9 
ldant.---....,. __ _ 
_ L_. __ _ 

-7'7 

:a,eoun. --1 - I Room 18 8 5 
Rec.Mgnt. --1 -1----------.1 Room 104 7 5 
Tech.Serve._ ..._ ________ __._ 
na111ng __ 

Cong.Alfa.Off. -
Off. of EEO -
Off. Liaison& 

Int.Alls. -
Off. of Public Alfs. _ 

TelephaneAm. -
Dlreclor'a Sec'v- MAIL ROOM 0 

Sincerely yours, 

Archives Specialist 

b6 
b7C 



• U.S. Department of Justice 

Federal Bureau of Investigation 

Washington, D. C. 20535 

July 23, 1999 

Room -2100 
National Archives and Records Administration 
8601 Adelphi Road 
College Park, Maryland 20740 

Dear~I _______ _ 

transmission, with attachments, froml ~ lof the Life 
Reference is made to the J1..,.1:_.y_1_5......,_1_9...,9_9.....,. facsimile 

Cy.cle Management Staff .of tll~ l:latiQn,i 7\r hiv rd Records_ 
A~ministration (NARA) to_ _ 

. Please be advised that a thorough and complete search 
of the indices to the Federal Bureau of Investigation (FBI) 
Central Records System failed to disclose· any record pertaining .· 
tol !Based on a review of the information 
provided i~ the referenced facsimile, a search was also conducted 
of the indices in the FBI Field Offites located in Kansas City, 
Missouri and San Francisco, Califotnia. These locatibns are the 
FBI field offices with the responsibility of handling matters. 
related to activities at the Leavenworth and Alcatraz Federal 
Penitentiaries respectively. The indices searches in these field 
offices also failed to disclose any record relative to your 
inquiry. 

Based on information obtained from FBI employees 
familiar with the procedures of the former Identification 
Division, now known as the Criminal Justice Information Services 
Division, information from the FB~ fingerprint records was 

1 -.,.... ................................. ~ffice, Room 5829 
Dip. Dir. __J - Room 9 9 9 8 · 
ADD Adm. ---1 oom 1O475 =•~~-' 1 .;. Room 10 4 7 5 

Adm.Serva. -1 - OOm 4 9 3 3 = Inv. ==::::l - Room 4 9 3 3 
1n11p. __ _ 

:'.L ----,.WS : WS 
LegalCOUn. _ 

Rec.lllgnL--
Tech. Servs.-
lllllnlng __ 

Cong. Aflll. Off. -
011. of EEO -
Off. Liaison a 

. lnLAtls.--
011. of Publlc Alfa._ 
TelephoneRrn. _ 

( 8) 

Dll8Clor'a Sec'y_ MA.IL ROOM 0 
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National Archives and Records Administration 

furnished for "official use only" to law enforcement personnel 
and/or agencies and only in copy form. No original FBI records 
would have been provided to these individuals or agencies 
requesting such material. 

I hope this information will ·assist NARA in resolving 
this m.::.tter If v01 1 have any further questions' please contact 

r-ID-e ...... a-t ....... l _____ ...... _ __,l~o~r;;_· ~F=B~I;.....=.A=r~c;;;.:.;hives Specialist I 
I lat I 

Sincerely, 

Dennis R. Weaver 
Section Chief 
Information Management Section 
Information Resources Division 
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Regulation Comment Desk (NPOL) 
Room 4100 

•• 
U.S. Department of Justice 

Federal Bureau of Investigation 

Washington, D. C. 20535 

October 13, 1999 

National Archives and Records Administration 
8601 Adelphi Road . 
College Park, Maryland 20740-6001 

To Whom It May Concern: 

Reference is made to the Memorandum To Agency Records 
Officers (NWM 20.99) dated September 17, 1999, which requested 
information pertaining to the use of commercial records centers 
by Federal agencies, 

I 

Please be· advised that the Federal Bureau of 
Investigation (FBI) currently has a contract with the National 
Underground Storage (NUS) Facility which is located near Boyers, 
Pennsylvania and operated by Iron Mountain,. Incorporat_ed. 

At the present t'ime, the FBI has approximately l,i00 
cubic feet of records stored in this facility. These records 
include textual case files from the various foreign Legal Attache 
offices of the FBI which have been converted to microfiche, 
records which have been placed under seal by the United States 
District Court for the District of Columbia and personnel records 
of former FBI employees (circa 1920). 

nJease 
If you have any questions or require more information, 

contact EJI Archi.ves Specialist~l ___________ .....,lat 

Sincerely, 

b6 
b7C 

Dep. Dir. __ _ 
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ADD Inv, __ _ 
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• (Rev. 10-01-1999) 

FEDERAL BUREAU OF INVESTIGATION 

Precedence: IMMEDIATE 

To: Information Resources 

From: Information Resources 

Attn: 

Date: 10/13/1999 

______ ___.IRoom 5829 

IMS/FSU/RD~A=S-U.._ _____ __,, 
Con tact: I I Jxt J._ ___ _. 

Approved By: 

Drafted By: 

vlease ID#: 66F-HQ-1190059-iO 

Title: NATIONAL ARCHIVES AND RECORDS ADMINISTRATION (NARA) 
OFFICE OF REGIONAL RECORDS SERVICES (ORRS) 

REQUEST ALLOCATION OF FUNDS FOR SERVICE 
STORAGE OF FBI RECORDS MAINTAINED BY 
NARA, ORRS, DURING FY 2000 

Synopsis: To request funds in the amount of $23,815 be approved 
and allocated in the FY 2000 IRD Spending Plan for 
Service/Storage of FBI records maintained by ORRS, NARA during 
FY 2000. 

Enclosures: Copy of .......,. ............................................... Transmittal Slip froml I 
NARA, NR to dated 9 23 1999· copy of letter 

fro -----------__,to......, ............ ...,.........,....,.._.....,.....,,......,, ....... -dated 
5/24 ; copy o a ional re ives an ministration 
Interagency Agreement; a description of baseline services to be 
provided under the reimbursable program; an updated FY 2000 cost 
estimate; and FD-369, (Requisition Number 914821). 

Details: By letter dated 5/24/1999 (copy enclosed), the ORRS, 
NARA advised that effective 10/1/1999, a fully reimbursable 
records center program will commence. The FY 2000 annual 
service/storage rate will be 3.28 per box. The ORRS, NARA 
currently services and stores 6,346 boxes containing FBI files, 
some of which are deemed to be of historical value. IMS 
estimates that approximately 1,000 boxes will be shipped to NARA 
during FY 2000, at a cost of approximately $3,000. 

Also enclosed is an FD-369 (Requisition Number 914821) 
dated 10/6/1999, in the amount of $23,815. 
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To: 
Re: 

r "' 

Information.sources From: 
66F-HQ-1190059, 10/13/1999 

.e 
Information Resources 

Therefore, it is requested that funds in the amount of 
$23,815 be approved and allocated in the FY 2000 IRD Spending 
Plan and the enclosed FD-369, with appropriate documentation, be 
approved and forwarded to the Property Procurement and Management 
Section (PPMS), Finance Division (FD) for appropriate action. 

It should be noted that enclosed NARA documentation was 
not received by Section Chief (SC) Dennis R. Weaver until 
10/5/1999. SC Weaver was not apprised of this request prior to 
10/5/1999. 
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To: 
Re: 

Information,esources From: 
66F-HQ-1190059, 10/13/1999 

LEAD (s) : 

Set Lead 1: 

INFORMATION RESOURCES 

AT WASHINGTON. DC 

Informationlsources 

To recommend that the Administrative Section, IRD 
approve and allocate funds in the amount of $23,815 in the 
FY 2000 IRD Spending Plan and the enclosed FD-369, with 
appropriate documentation, be approved and forwarded to the PPMS, 
FD to cover the cost associated with the service and storage of 
FBI files currently maintained by the ORRS, NARA during FY 2000. 

1 - IRD Front Office, Room 5829 
1 - Mr TlPWPllyn, Room 5648 
1 Room 9998 
1 Room 5869 b6 
1 Room 104 75 b7c 
1 - I Room 10475 
1 - I .1:wom 4961 

♦♦ 
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REGIONAL RECORDS SERViCE - 14]001 

/ 

Dale 

ROUTING AND TRANSMITTAL SLIP Sep 23, 1999 -------------------····---.----i----'---
TO (Name, office symbol, room number Initials Date 

building, Agency/Post 
b6 

~ IFBl 
b7C 

2. 

3. 

4. 

5. 

Action File Note & Return 

Approval For Clearance Per Conversation 

As Requested For Correction Prepare Reply 

Circulate X For Your Information See Me 

Comment lnvestiQate Signature 

Coordination Justify 

REMARKS 

The attached material is forwarded for your info per our conversation. Also attached 
are the NARA Form 4000 (the financial agreement) and the Terms and Conditions 
which both need to be signed and returned. Thank you for your assistance. 

::0 
-0 
..0 

c::> r, 
--t 

l 
DO NOT use this form as a RECORD of approvals, concurrences, dispos~. 

clearances, and similar actk:~11s 17 

FROM /Name org. symbol, Agency/Post) 
..._ ___ ___.INARA,NR 

8609 IAtlelfltli ERecf.~0 bbbl 
College Park, MD 20740-6001 

Room No. - &,Mg . 
3600, Archi',!W, II 

Phone Number 
I 

OPTIONAL FORM 41-WP (4-92) 

I 
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• 
May 24, 1999 

Mr. Dennis R. Weaver 
Federal Bureau oflnvestigation 
.J. Edgar Hoover Building, Room 9998 
935 Pe1msylvania Avenue, NW 
Washington, DC 20535-0001 

Dear Mr. Weaver: 

As the October 1, 1999, date for the beginning of the Nalional Archives and Records 
Administration's (NARA) fully-reimbursable records center program approaches, I want to 
take thjs opportunity to update you on the latest actions ·,;/e have taken to prepare for the 
coming transition. 

Last December, I notified the Department of Justice ofNA.RA's plans to meet with each of 
its customer agencies to discuss the transition to a fee-for--seryice records center program. 
Since notifying you of those plans, we have addedl Ito our staff as a 
Management Analyst who will serve as NARA. 's customer service reeesentative to the 
Department of Justice and the Federal Bureau of Investigation (FBI) . .,. __ ___,, __ lwill work 
diligently with FBI staff to ensure that all of your records.center service and storage needs 
are met. While NARA will continue to provide the samr: "baseline" services that your 
agency now receives, we want you to know that we are available to discuss any additional or 
special services that you might require. Althoug~ lwill be your customer 
service representative, please feel free to call eitheij_---,------,---,-~r me with any policy 
questions that you might havel ~nd I can 1:e reached atl IFor e-
mail purposes[ ~-mail address isl lii~~arch2.nara.gov. 

On Februaiy 9, 1999, NARA staff participated in a prod11ctivc meeting with officials of the 
Department of Justice and the FBI. During that meeting, NARA officials provided updated 
holdings infomiation, described the baseline services that NARA would be providing under 
the reimbursable records center program, and discussed lhe development of an interagency 
agreement between NARA and the Department of Justic,~ and the FBI. I am pleased to 
present, as attachments to this letter, some fonnal docWJientation on our progress in these 
areas. 

Attached you will find three documents: an interagency ngreement, a description of baseline 
services to be provided under the reimbursable program, and anupdated FY 2000 cost 
estimate. 

b6 
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As discussed during the February 9th meeting, an interag ~ncy agreement is needed to 
describe the responsibilities of both organizations as we 01ter this new environment. The 
attached intcragency agreement consists of two parts. The first part is a two-page NA Form 
4000 which details administrative items required to effcc: a financial transaction between 
two Federal agencies. The second part describes the terms and conditions of the agreement, 
including a detailed discussion of the services to be provided and their costs. 

Please review the interagcncy agreement carefully. If yo i agree with the tenns and 
conditions of the agreement, please complete blocks 7, 1 :;, 16, 18b, and 18d of the NA Form 
4000, sign and date !he last page of the terms and con<lili ms (please add the appropriate 
signature block), and return the documents to: · 

I I 
National Archives and Records Administration 
Office of Regional Records Services (NR - Roon: 3600) 
8601 Adelphi Road 
College Park, MD 20740 

If you have concerns about the terms and conditions of the interagency agreement, please 
contact I lwho will work with you to resolve any problems. 

The second docwncnt is a concise description of the basdi.ne services that NARA will 
provide under its fully-reimbursable records center progrnm. These are the services that will 
be provided "vithin the standard pricing structure referen1>ed in the interagency agreement. 
Many of these services are described in greater detail in the terms and conditions of the 
interagency agreement, but we thought it might be usefu to have something more concise to 
rustributc to users of these services throughout your org:mization. 

The final document is an updated FY 2000 cost estimate for your agency. As you review the 
interagency agreement, you will notice that the rates are different than those provided to 
your agency in May, 1998. Since that time, NARA has been successful in negotiating 
significant rent reductions from GSA, which has resulter:. in a reduction of our projected 
storage costs. We are now projecting our annual storage i;ost to be $1.96 per box. In May, 
1998, we projected the cost to be $2.08 per box. 

In May, 1998, we projected our annual cost of servicing records to be $1.23 per box. 
However, because Federal employees received a higher than projected salary increase in FY 
1999, our annual service rate increased to $1.32 per box. 

Overall, the combined impact ofthc,:se.ratc adjustments nds an annual reduction of $0.03 per 
box. The only other variable in estimating your agency'~ annual charges is any change in 
holdings that may have taken place since May, 1998. Your current holdings, as of April 30, 
1999, are included in the updated cost estimate for your igency. 
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In closing, let me say that the National Archives and Rernrds Administration looks forward 
to continuing our effective working relationship with the FBI, a relationship that will result 
in an outstanding level of service for the records we hold in trust for you as well as an 
improved records management program in general. 

Sincerely, 

RICHARD L. CLAYPOOLE 
Assistant Archivist for 
Regional Records Services 

Enclosures 



I 

,.-- .. ·~ 

1 . iod of Agreement 
. , 

Effective Date Completion Date ~· NATIONAL ARCHIVES Project Period 10/01/1999 09/30/2000 .• 
; AND RECORDS ADMINISTRATION Budget Period 10/01/1999 09(30(2000 ..• 

INTERAGENCY AGREEMENT 2. Agreement Number Amendment Number 

NR00-0029 I 

3. Type of Agreem:: nt 

New Agreement • 

4. Name and Address of NARA Organization 5. Name and Addrens of Other Organization 

OFFICE OF REGIONAL RECORDS SERVICES Federal Bureau of Investigation 

6601 ADELPHI ROAD (ROOM 3600} J. Edgar Hoover l:!uilding, Room 9998 

COLLEGE PARK, MD 20740-6001 935 Pennsylvanic1 Avenue, NW 

Washington, DC ::0535-0001 

6. NARA Project Officer (Name and Tltle) 7. Other Agency Pr )]eel Olficer (Name and Tille) 

I b6 
Management Analyst b7C 

Telephone/Fax/E-mLJ Telephone/F ax/E-n,ail 

301/713-7210, ext telephone) 
301/713-7205 (fax) 

~arch2.nara .gov 
Address Address 
Same as block 4 

8. Project TIiie 

Reimbursable Records Center Storage and Services 
.... 

9. Purpose /Objective 

See attached Terms and Conditions. 

. .. 
10. Responsibilities, Scope of Goods or Services to be Supplied by Performing Agency 

See attacheJ:f-Terms and Conditions. 

11. Responsibilities, Scope of Goods or Services to be Supplied by Ordering Agency 

See attached Terms and Conditions. 

,JATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
I 

I 

NA FORM 4000 Page 1 of 2 



c_ 

'• ' . -ONTINUATION OF INTERAGENCY A "MENT 
, 

12, Special Provisions 
·, 

TERMINATION PROCEDURES: 

This agreement may be terminated by either Agency upon 90 days advance wrllten notice. 

All parties agree that revision or modification of the terms of this agreement may bi:1, made only with the consent of the 

authorizing officials of both agencies. · 
-

OTHER: This agreement is contingent upon the passage of a fiscal year 2000 approprlid:ion for the customer agency and the 

passage of enabling legislation lo enact NARA's fee-for-service records center pro~wam . 

.. 
13. Estimated Costs 

14. Billing Instructions 15. Billing Address ,_Include Agency Locator Code) 

Request for payment wi!I be made by: 

[ ] Itemized SF-1081 

( ) Itemized SF-1080 

[ J SIBAC 
IX] OPAC 

[ ] Other (indicate) Agency Locator Nunber (ALC): 

16. Accounting Classification - Cite the following accounting information on all documentation: 

(Paying Agency will Indicate Appropriation /Accounting Coding lo be Charged) NARA ACT Number (when applicable) 

Not applicable 
! 

; 

I 
.. 

17 . Authority 

I 

i 

18. Aeprovals - Comelete all that are regulred b~ agency erocedures. .. 
1 Ba. Name and Tille of NARA Financial Officer Signature Date 

ADRIENNE C. THOMAS 
Assistant Archivist for 
Administrative Services 

18b. Name and Title of Other Agency Financial Officer Signature Dale 

.. 
18c. Name and Title of NARA Authorizing Official Signature Date 

RICHARD L. CLAYPOOLE 
1\ssistant Archivist for 
i{egional Records Services 

" 
1 Bd. Name and Title of Other Agency Authorizing Official Signature Date 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 4000 Page 2 of 2 



VUL. APPROVALS 

for NARA: 

- - -----------···------
RICHARD L. CLAYPOOLE 
Assistant Archivist for 
Regional Records Services 

- -···--- ·---
ADIUENNE C. TIIOMAS 
Assistant Archivist for 
Administrative Services 

For Federal Bureau oflnvestigation: 

----------Date 

--·-----·-Date 
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V. RATES - There are two cost components for which agencies sh.ill be invoiced; 

A. Storage - NARA shall charge the customer agency a rate eqrn1l to St .96 per year (approximately 
$0.16 per month), per cubic foot for the storage of the customer :1gcncy's records. For billing 
purposes, NARA shall consider one standard NARA records center carton (14-3/4 x 12 x 9-1/2" NSN 
8 I 15-00-117-8249) to be the equivalent of one cubic foot. 

B. Services - NARA shall charge the customer agency $1.32 pr; r year (approximately $0.11 per 
month), per cubic foot for the servicing ofrecords. For billing Jllrrposes, NARA shall consider one 
standard NARA records center carton (14-3/4 x 12 x 9-1/2" NSN 8115-00-117-8249) to be the 
equivalent of one cubic foot. This service charge covers all nrnHJlornge related costs including costs 
related to the accessioning, disposal, per111a11e11t recorcl~ frm,.~(c,· .. re/ere11d11g, refiling. and 
interfiling of records. 

C. Special Services [Reserved! 

D. Adjustments - Rates may be adjusted or supplemental billi1111;s effected to reflect the actual costs 
of services provided. 

VI. BILLING 

A. NARA shall bill the customer agency on a monthly basis, ur less otherwise negotiated and 
recorded in thts agreement. 

B. The storage charge component of the invoice shall be based :m the total number of cubic feet that 
the customer agency has in NARA-provided storage on the last ':iusiness day of each month, as 
reflected in the NARS-5 inventory of the agency's holdings on that date. The monthly storage charge 
shall be computed by multiplying the holdings figure by the annual rent rate and dividing by twelve 
months. 

C. The service charge component of the invoice shall be based )n the total number of cubic feet that 
the customer agency has in NARA-provided storage on the last &usiness day of each month. The 
monthly service charge shall be computed by multiplying the hi•ldings figure by the annual service 
rate and dividing by twelve months. 

D. NARA billings are processed by the General Services Admin.istration. Requests for payment 
shall be made monthly via the On-line Payment and Collection '.OPAC) system. 

E. The NARA billing shall be supported by documentation which shall be forwarded to the address 
provided above. Questions regarding invoices should be direckd to the customer agency's account 
representative at NARA. The account representative's name, a1ldress, telephone number, and e-mail 
address shall be provided on every invoice. 

F. Payments are due upon receipt of invoice. If invoices are net paid within 30 days, NARA may 
impose additional fees to recover the costs associated ,vith the u:linquency. 

VII. AUTHORITY 

This agreement is contingent upon enactment ofa statute requiring NARA's Federal records centers 
to operate on a reimbursable basis beginning October l, 1999. 
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-
(2) When submitting refiles, the customer agency sl1all ensure that the records being 
returned to the NARA records center for refiling remain in the same file folder that was 
previously recalled from the NARA records center. In these cases, the folder shall 
already be annotated with sufficient information to rerforrn the refile (see paragraph 
III.B. l.d.(4) above). If the records to be refiled h~v,,, been placed in new folders, the 
cm;tomer agency shall provide the NARA records crnter with sufficient information to 
perform the refile. Additional guidance on submitting refiles is available from each 
NARA records center. 

(3) When submitting inte,files, the customer agenc'.' shall provide the NARA records 
center with sufficient information to perform the i11ht:file. This information may be 
transmitted informally by attaching a paper transmiH::il to each dornment or set of 
documenls to he interfiled in a specific folder. Addi lional information on submitting 
inte1:files is available from each NARA records cenkr. 

(4) NARA shall refile records within five business ,lays of receipt and interfile records 
within ten business dnys of receipt. 

(5) For refiles and interfiles that cannot be serviced without corrective action, NARA 
shall contact the customer agency to resolve the problem. The customer agency shall 
provide a point of contact with a current telephone number with all refiles and inteifiles 
it submits to the NARA records centers. 

f. Quality Assunmce 

(1) NARA shall continuously and thoroughly rcvieN its records center services to 
ensure that the highest quality service is being deliviered. . 

(2) All reference requests that are dctehnined by N ,~lRA staff to be unserviceable shall 
be reviewed by NARA within one business day of t1c initial search to determine the 
appropriate corrective action. · 

g. Customer Orientation Services 

(1) On a semi-annual basis, each NARA records center shall offer at least one workshop 
highlighting services offered by the records center. Customer agency personnel may 
attend these workshops free of charge. These work ;hops will usually be conducted on 
the premises of a NARA records center. 

(2) NARA shall continue to offer free CIPS training; for customer agencies interested in 
using this system to submit reference requests elecl::onically. 

(3) NARA shall continue to distribute field bullctir,:J and other technical reference 
materials to customer agency personnel free of charge. 

2. Special Services [Reserved] 

IV. LOCAL AGREEMENTS !Reserved. These agreements m2.:,1 be attached or referenced here. See 
also Article JI. COVERAGE] 
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Other acceptable methods of transmittal include but m: not limited to mail through the 
United States Postal Service, express delivery servic ~s, fax, agency courier, or telephone. 
Additional guidance on submitting reference request,. is available from each NARA 
records center. 
(2) When submitting reference requests, the custorn ~r agency shall provide the NARA 
records center with sufficient information to locate t:i:e records. Additional guidance on 
submitting reference requests is available from each NARA records center. 

(3) Routine reference requests shall be serviced within one business day of receipt by 
the NARA records center. 

(4) When servicing reference requests, NARA rcccll'ds center staff may annotate each 
requested folder with the accessio11 number, hux number, and NARA records center 
shelf location number. This will facilitate refiling tlie folder at a later date. 

(5) NARA shall expedite reference service (same c:Liy or Jess than one business day 
turnaround) for emergency reference requests w:ithmtt imposing additional fees, provided 
emergency requests are infrequent and limited in number (as determined by the NARA 
records center servicing the requests). The detcnnirnition that a reference request 
qualifies as an emergency shall be made solely by the customer agency, but if the 
customer agency designates a request as an emerge11cy, they must be willing to pick up 
the requested items within one business day or pay for overnight delivery service. On an 
as-needed basis, NARA staff will accommodate the r,ustomer agency by reading portions 
of a file over the telephone or sending, via fax, cert,i in portions of a file to the customer 
agency. If it is determined, at the local level by the NARA records center involved, that 
emergency requests are being submitted by the cust:-Jmer agency frequently and in large 
numbers, NARA may require additional reimbursex11ent from the customer agency to 
accomplish the increased workload. 

(6) NARA's baseline service charge includes shipping routine reference requests to the 
customer agency. Each NARA records center shall absorb the shipping costs associated 
with the customer agency recall ofup to ten boxes (;frecords per customer agency 
address per day. 

(7) For requests that cannot be serviced without co1 rective action, NARA shall contact 
the customer agency to resolve the problem. The rnstomcr agency shall provide a point 
of contact with a current telephone number on all n: lcrence requests it submits to the 
NARA records centers. 

(8) Upon request, NARA shall provide on-site offit;e space at each of its NARA records 
centers for customer agency personnel or other autl- orized individuals to review any 
records it retired into NARA's holdings. Appointments may be required. 

c. Refiles and Interfiles 

(1) Acceptable methods of submitting refiles and l11te1jiles include but are not limited to 
mail through the United States Postal Service, cxpr,!ss delivery service, or courier. 
Special guidance for the shipping and handling of classified records may be obtained 
from each NARA records center. 
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(2) Records shall be destroyed within 90 calcndar:chys of eligibility, as determined by 
the applicable rt:cords disposition schedule and NAl:~A receipt of written concurrence 
from the customer agency, whichever comes later.! 

(3) lfNARA is unable to accomplish the disposal;ofthe customer agency's records 
within 90 calendar days of their becoming eligible; f,)r disposal, the customer agency 
shall not be responsible for the storage costs of thew disposable records beyond the 
initial 90 day period. If, however, any records are rntained beyond the 90-day period at 
the request of or for the benefit of the customer agcHcy, including, but not limited to 
court-ordered freezes, normal storage charges shall 1.:ontinue to apply. Under 
circumstances where an ordered freeze has been lifo:d, NARA will negotiate with the 
customer agency to establish a reasonable time fran:e within which the disposal will be 
accomplished. 

(4) NARA shall dispose of all temporary records in :u;cordance with Federal regulations 
and as specified in the records schedule item citctl nn the disposal notice. NARA shall 
also cnsw-e that access to the records is restricted th·oughout the disposal process. 
Disposal shall occur under contract with a wastepa1,:cr or other recycling company or by 
NARA. . 

(5) NARA shall provide disposal witnessing servic~s when required by Federal 
regulations. 

(6) NARA may require additional reimbursement :Lorn the customer agency for the 
disposal of nontextual media, textual reeerds which contain a significant amount of non
textual material that must be removed prior to shre,::ding (clips, binders, mylar, and other 
non-paper materials), or classified records. In such instances, NARA shall notify the 
customer agency in advance to amend this agreeme 1t to incorporate mutually agreeable 
Lenns to accomplish the additional workload. 

(7) NARA shall follow the procedures established : n the current NARA lnfonnation 
Security Manual and Executive Order 12958 - Cla;;sificd National Security Information, 
for the disposition of security classified materials. • 

c. Transfer of Scheduled Permanent Records to the Nalional Archives of the United States 

(1) NARA will notify the customer agency when accessions become eligible for transfer 
to the National Archives of the United States (as determined by the applicable records 
schedule) by forwarding to the agency a SF 258, A.!:recment to Transfer Records to the 
National Archives of the United States. 

(2) Records will be transferred to the National Archives of the United States (at 
NARA's expense) within 90 calendar days of return receipt by NARA of the SF 258, 
completed and signed by the customer agency. 

d. Reference 

(1) The customer agency may submit reference requests using an Optional Fonn 11 
(OF-11) or other NARA approved forms. The prcforred method of submitting reference 
requests is electronically through the Centers lnfonuation Processing System (CJPS). 
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but are not 1imitcd to mail through the United State:: Postal Service, express d~livery 
services, or fax. (lf submitting the SF I 35 via fax, th~ cust~mer age11cy must ensure the 
SF 135 bearing the original signature of the transfel'J'ing agency official in block 2, along 
with a photocopy, is placed in the box 1 of the acceision when the records are shipped). 
Proposed transfers ofscheduled permanent and/or U'l'scheduled records must include a 
detailed box listing attached to the SF 135. Additional guidance on transmitting SFs 135 
and preparing records for shipment is available from each NARA records center. 

(2) NARA shall respond to SFs 135, either by approving the accession or initiating 
corrective action, within JO business days of receipt. 

(3) Once approval has been granted via the SF 135, the customer agency may ship the 
accession(s) to the appropriate NARA records ccnkr. Shipping methods include but arc 
not limited to services provided by the United Stale::; Postal Service, express delivery 
services, or freight carriers. Additional guidance on labeling boxes and shipping records 
is available from each NARA records center. Some shipments may require providing 
advance notice to the NARA records center. Special arrangements for the shipping and 
handling of classified records may be made with th,: receiving NARA records center on 
a case-by-case basis. Shipping costs are the respon! ibility of the customer agency. 

( 4) If approved accession(s) are not received withi11 90: calendar days of approval of the 
SF 13 5, records center staff may contact the custom'er agency to dctc1mine the cause of 
the delay and recommend appropriate action. 

(5) TI1e customer agency shall maintain its own collection of SFs 135 for all of the 
records it ships to NARA. However, each NARA Jl'.cords center shall maintain a 
comprehensive collection of SFs 135 for the custorrcr agency records in its holdings. 

(6) SFs 135 and extracts from automated reports shall be made available to the customer 
agency as needed. Each NARA records center shall provide the customer agency with 
up to ten photocopied pages per year of SFs 135 frc ~ of charge, but may seek 
reimbursement for additional photocopies. NARA ·.vill generally provide extracts from 
automated reporting systems without requiring additional fees. 

(7) The customer agency shall internally maintain a detailed box 1isting of, or index to, 
all records for each accession that is retired to a Nl'IRA records center. When practical, 
the customer agency shall provide NARA with a copy of this document by placing it in 
the first box of the accession to which it pertains. ·1 he copy provided to NARA shall 
serve as an off-site backup copy for the customer a~:ency. As cited in item (1), proposed 
transfers of scheduled permanent or unscheduled re ~ords must include a detailed box 
listing attached to the SF 135. 

b. Disposal 

(1) Ninety calendar days prior to an accession's scheduled disposal date, NARA shall 
notify the customer agency by sending NA Fonn 1 :: 001 Notice of Intent to Destroy 
Records via certified mail to the customer agency'::: records officer or other designee in 
accordance with NARA Bulletin 99-03. It is the cu;torncr agency's responsibility to 
keep NARA infonned of any address changes as th1;y occur. 
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TERMS ANU CONDITIONS· 

J. PURPOSE 

This agreement sets fmth the tenns and conditions under which the hTational Archives and Records 
Administration's (NARA) records centers shall store and service records which remain in the legal 
custody of the Federal Bureau of Investigation, hereafter referred to in this document as the "customer 
agency." Terms in italics are defined in Attachment A to this agreement. 

II. COVERAGE 

This agreement shall become effective on October 1, 1999, and shal. continue through September 30, 
2000. This agreement covers customer agency records stored and u~rviced in NARA's records centers 
(including the Washington National Records Center and the Nation:il Personnel Records Center) where 
legal ownership of the records remains with the customer agency. hi some instances, regional or local 
agreements may supersede or augment this agreement. This agreement shall be updated annually, but 
may be amended sooner if deemed necessary by NARA or the customer agency. 

III. RECORDS CENTER SERVICES 

A. Storage 

I. NARA shall store records of the customer agency, whict currently includes Record Group 65, 
in a safe and secure environment which meets the requirements outlined in 36 CPR part 1228. A 
copy of these facility standards can be found as Attachment B to this agreement. 

2. Unless arrangements have been made with the customer agency, NARA shall store the 
customer agency's records in the NARA records center that is designated to serve the geographic 
area in which the records originated or were maintained by :he customer agency. A directory 
which indicates the geographic areas served by each NARI'. records center can be found as 
Attachment C to this agreement. 

3. [Reserved for specific agency storage requirements or locations] 

B. Services 

1. NARA shall provide the customer agency with the following baseline services: 

a. Accessioning 

( l) To initiate a retirement ofrecords, the customc agency must submit a Standa,-d 
Form 135 (SF 135) Records Transmittal and Receipt, to the appropriate NARA records 
center. (Sec Attachment C for addresses, phone 111.mbers, names of contacts, e-mail 
addresses, and the geographic areas served by each center.) The SF 135 must be 
completed according to NARA instructions. Accei: table methods of transmittal include 



. ' .. 
10/05/99 14:32 FAX 301 713 7205 REGIONAL RECORDS SERVICE 

National Archives and Records Ad1i,rinistration 
Fiscal Year 2000 Cost E~·timate Prepared for: 

Federal Bureau of Investigation (Dept. of Justice) 

Ce11ter Record Group 

St. Louis, CPR .. Gen 

065- Federal Bureau of Investigation 

Sub-total for 'Center'= St. Louis, CPR-Gen (19 accessiom:,1 

Suit/and 

065- Federal Bureau of Investigation 

Sub-total for 'Center';:; Sult/and (110 accessions) 

Monday, May 24, 1999 

Volume 

295 

295 

6,051 

6,051 

. . .. . ! 

~005 



,. 

_,uS/99 14:33 FAX 301 713 7205 REGIONAL RECORDS SERVICE 

Center Record Group Volume . 

Grand Total I 6,3461 
• 

.. 
Projected Cltarges for Fiscal Year 2000 

FY 2000 Storage Rate: $1.96 per box 

Estimated FY 2000 Storage Charge: $12,438.16 

FY 2000 Service Rate: $1.32 per box 

Estimatecl FY 2000 Service Charge: $8,376.72 

Total Estimated FY 2000 Charges: $20,814.88 
. 

(This estimate is based on holdings data as of April 30, 1999. For a more accurate projectkm, 
you may need to factor in a11 appropriate level of growth. Hist,:1.l'ically, NARA 's records center 
holdings have grown at a11 an,iual rate o/2.5%. This may be a: good/actor to use in projecting 
your agency's annual cl,arges,) 

141006 
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FD-369 (Rev, 2-23-89) 

914821 
REQ, # 

DATE 

SUPPLY 'l'ECIINICIAN: 
PROGRAM MANAGER: 
FUNDING APPROVED 
can: 

Room# & Ext: 

NA'UONAL STOCK 
lTF.lf# NmmEB. SER. # 

', 

,,, 

\\ 
'1 

\ 
\ 

\ 

\ 
\. 

\ ,! 

\ ;1 
,1 

\ 
'l 

' 
SPECIAL INSTRUCT!~:\ i 

Ship to Code: . t\ 
Delivery Restrictions;;· . · 
Governmentts Estimate;! 
Previous PO # \ \ 

' ' " Previous Contract # •: \ 

FEDERAL BURFAU OF INVmIGATION ORIGINM, 

OF --
REQUISIDCI FOR SUP~ AND/CJ. F.QUIPKEtff . 

Records Disposition C\ ,~ .. ~, -'2__. PAGE 
Archival Subunit/ 't::J-....__ --- -

_F_il_e_S_e_rv_i_ce_s_U_ni_· t __ 1_rM_S_D_e_nn_i_s Weav~?~ -----,--::-=--
ORDE&m; OFFICE/COST CODE APPROVED BY ) JULIAN DATE 

CONTRACT SPECIAIJST: 
Date Received: 

PPMS APPROVAL: 
PURCHASE ORDER# 

UNIT SUBOBJECT UNIT 
FUU.DmmION OF QTY. CI.ASS. BI# PRICE TOTAL 

ISSUE 
,Put.chase Order · :. 

in the amount of ~23,815 wJth 

the Office of Regional Records 

Servi l"i=iA N.:lti "n.:l 1 Archives and 

Records Administration to cover 
'-

annual costs associated with the 

service and storage of FBI records 

during the period 10/1/99 - 9/30/ ~ooo 
I 

b6 

I 
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Point of Contact: 
Ext. l I 
'DM\ffl I l/1 /" 

' 

JUSTIFICATION FOR 'DIE PURCHASE OF ROEPDBIE ITKltS: 
For service and storage of FBI records 
during EY 2QQQ, 

\ See Instructions on Reverse 
' 

\ 

\ 



• 
U.S. Department of Justice 

Federal Bureau of Investigation 

.Washington, D. C. 20535 

October 21, _1999 

I I Appraisal Archivist 
Life Cycle Management Division 
National Archives and Records Administration 
8601 Adelphi Road 
College Park, Maryland 20740-6001 

- Dear ... I _________ __. 
·Reference is made to the letter dated August 4, 1999, 

directed to Mr. Dennis Weaver, Section.Chief, Information 
Management Sect_ion, _ Information Resources Division (IRD) from 
Marie Allen,. Life Cycle Management Division, National Archives 
and Records Administration· (NARA) which enclosed a copy of the 
NARA Agency Records Center Inspection Report pertaining to.the 
Federal Bureau of Investigation (FBI) Records Center which is 
located on South Pickett Street in Alexandria. Virginia. Thii 
inspection was conducted on July 23, 1999, b~ 
Civil Engineer, Space and Security Management""'""'D-i_v_i_s __ i_o_n-,---N-A-RA--.----' 

This inspection report has been thoroughly ~eviewed by 
representatives of IRD and the Planning, Design and Construction 
Management Unit, Fa_cility· Management and Security Section of the 
Administrative Services Division. The records space in the 
newest. portion of the facility will comply with the findings of 
the report. This newest area is located at 841 South Pickett 
Street and was under construction at the time of the NARA 
inspection. Following completion of the construction and the 
occupation of this space, renovations will begin in the other two 
portions-of the FBI Records Center. These other two areas are 
located at 883 and 917 South Pickett Street. 

1 - IRD Front Office, RoomU/5fY29 
Dep. Dir. ---
ADDAdm. ---1. - Mr. Weaver, Room 9998 
ADDlnv.---1 - Mr. Llewell n, Room 5648 
Asst. Dir.: 

Adm.Serva. _J_ - Room 1~~~ =•nv. --1 -------'---"'R-'-'o;;..o""'m;.;.;.....;;;;,104 7 =,-w~ , J~.,/ 
1nep. oom 104 7y 
lrllllll.------'1 - WB 9 5 0 
Lllb.----, 
LegalCoun. _J_ Room 4933 
11ec.11gn1. __ l - oom 4933 
Tec:h.Semo--
TnllnirV --

Cong. Alts. Off. ----W 8 : WS ( 11 ) 
Off, OI EEO --- ) 
Off. u.1eon • Ur 

Int.Alls. -- V' \) 
Off. o1 Pubic Alls. -
TelepMMRm.-
Dlnlclar's Sec'y- MAIL ROOM 0 

b6 
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Lire Cycle Management Division 
National Archives and Records Administration 

Please be advised that it is the intent of the FBI to 
comply with the findings of the NARA inspection report. The pace 
and the scope of our compliance efforts will, of course, be 
contingent upon the availability of fiscal and other .resources. 
If you have an] further questions, please contact Mr Weaver at 
! _or FBI Archives Specialist! lat 

I I 
Sincerely, 

Robe~to/;d!'J....n, Jr. 

b6 
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Acting Deputy Assistant Director 
Information Resources Division 



(Rev. 10-01-1999) 

FEDERAL BUREAU OF INVESTIGATION 

Precedence: ROUTINE Date: 05/02/2000 

To: Information Resources Attn: 
Unit Chief 
Mail Services Unit 

From: Information Resources 
)0475 File Services/Information Manaqement/Roof 

Contact: I IExtensionl .__ ____ _. 

Approved By: 

Drafted By: 

Case ID #: 66F-HQ-C1186292 - l \"'}Q 
66F-HQ-Cl190059 - S2. 

Title: DESTRUCTION OF RECORDS 
NATIONAL ARCHIVES AND 
RECORDS ADMINISTRATION 
APPRAISAL OF FBIHQ AND FIELD 
OFFICE RECORDS 

Synopsis: To advise of receipt of approved disposition authority 
from the Archivist of the United States. 

Enclosures: Standard Form (SF) 115 dated 9/13/99, bearing 
signature of the Archivist of the United States. 

Details: On 4/26/2000, an approved SF-115 was received from the 
National Archives and Records Administration (NARA) granting 
disposition authority to the Information Resources Division (IRD) 
for the destruction/retention of cassette tape recordings created 
by the FBIHQ Switchboard Monitoring and Recording System, after 
certain conditions have been met. The official records are 
cassette tapes resulting from the operation of the recording and 
monitoring of incoming calls to the FBIHQ switchboard for 
operational purposes, i.e., to preserve possibly significant 
information pertaining to emergencies, threats or criminal 
activity. 

Recording equipment automatically begins recording once 
the receiver is lifted and terminates recording once the 
switchboard employee hangs up. The system also captures call 
transactional data, i.e., if the number is published or not 
otherwise blocked by the subscriber. The main purpose of this 

b6 
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To: 
Re: 

Information-sources From: 
66F-HQ-Cl186292, 05/02/2000 

Informati.Resources 

system is to preserve possibly significant information pertaining 
to emergencies, threats or to criminal activity which may 
otherwise be lost because of the exigencies of the situation, 
such as the hurried or incoherent fashion in which communications 
of this nature are often conveyed. Procedures have been 
established which limit the recordings to those conversations 
which relate solely to the stated purposes. 

The monitoring and recording of information voluntarily 
and knowingly provided to the FBI by individual callers is an 
appropriate administrative means to: 

(1) retrieve and review calls during which information 
is provided too quickly for FBI switchboard personnel 
to manually record, 

(2) preserve as evidence for prospective prosecutions 
those conversations in which callers threaten FBI space 
and/or personnel, or 

(3) preserve as evidence for prospective prosecutions 
the location from which the calls were made, or any · 
other evidence the caller provides that relates to the 
commission of a crime. 

Based on the NARA appraisal of these records, the 
disposition authority granted to IRD covers five separate 
circumstances based on the type of information gathered on the 
cassette recordings or the entity to which a copy of the original 
tape is distributed. 

1) In the event that the information on the cassette 
pertains to an actual emergency, threat or to criminal 
activity, the original Digital Audio Tape (DAT) 
recording is preserved as evidence for prospective 
prosecutions and cassette tape copy with segregated 
excerpt(s), including transcripts (if extant) and 
placed in Washington Field Office (WFO) Office of 
Origin investigative case file. Final disposition for 
the WFO case file is commensurate with provisions of 
the NARA approved FBI Records Retention Plan and 
Disposition Schedule (NARA Job Number NCl-65-82-4). 

2) Cassette tape, maintained by FBI Headquarters 
(FBIHQ) Telephone Center with segregated excerpt(s), 
including transcripts (if extant), which pertain to 
actual emergencies, threats or to criminal activity is 
placed in FBIHQ Telephone Center administrative case 
file and the final disposition is also commensurate 
with provisions of NARA Job Number NCl-65-82-4. 

2 



To: 
Re: 

Information-sources From: 
66F-HQ-Cll86292, 05/02/2000 

Informati~Resources 

3) Any cassette tape, maintained by FBIHQ Telephone 
Center, for reference primarily for expeditious review 
of prior calls and possible identification of repeat 
telephone calls may be destroyed when 1 year old or 
when administrative needs have expired, whichever is 
later. 

4) Additional cassette tapes, distributed for 
informational purposes, to FBI Police Force and the 
Strategic Information and Operations Center may be 
destroyed when 10 days old or when administrative needs 
have expired, whichever is later. 

5) Cassette tapes of recordings which do not 
constitute a criminal act or emergency may be destroyed 
or recycled when 30 days old or when administrative 
needs have expired, whichever is later. 

It should also be noted that any field office 
switchboard with a similar system may also apply these same 
criteria for destruction or retention of the cassette recordings. 

Prior to submission to NARA, this matter was 
coordinated with Electronic Surveillance (ELSUR) Program Manager 
Rose Ferrari, Field Services Unit, Information Management 
Section, IRD, for proper guidance for the handling of the 
original DAT cassette tapes and any copies being preserved as 
evidentiary material. In addition, this matter was also 
coordinated with Supervisory Special Agent (SSA)!..---------~! 
Investigative Law Unit, Office of General Counsel. SSA! I 
provided guidance concerning the initial set-up of the recording 
system on the FBIHQ Switchboard. 

Any questions concerning the disposition authority for 
the ~wi~chroard Monitoring Systfms may_be directed to Archives 
Specialist~-------------'· extensionl ______ l 

3 
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To: Information4lsources From: 
66F-HQ-Cll86292, 05/02/2000 

Informati.Resources 
Re: 

LEAD (s): 

Set Lead 1: 

INFORMATION RESOURCES 

AT WASHINGTON, DC 

As authorized by NARA Mail Services Unit, Information 
Management Section should, on a continuing basis, dispose of 
cassette tapes within the FBIHQ Telephone Center. 

CC: 

b6 
b7C 

♦♦ 

1 - Mr. O'Leary, Room 5829 
1 - Mr. Friedman, Room 5835 
1 - Mr. Weaver, Room 9998 
1 - , !Room 7326 
1 - rsouth Pickett Street 
1 - 'r-____ ...._ __ __,,I Room 104 7 5 

1 - IRoom 10108 
1 - I Room 4933 
1 - I Room 4933 
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REQUEST FOR .RECORDS DISPOSITION AUTHORITY 
LEAVE BLANK (NARA use only} 

JOB NUMBER 

(See Instructions on reverse) NI -- f,.,s- - .oo - i 
TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIV~O /J//9 9 

WASHINGTON, DC 20408 

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of Justice 
In accordance with the provisions of 44 2. MAJOR SUBDIVISION U.S.C. 3303a the disposition request, 

Federal Bureau of Investigation including amendments, is approved except 

3. MINOR SUBDIVISION b6 for items that may be marked "disposition 

Information Resources Division b7C 
not approved" or withdrawn" in column 10. 

,. • ~~ 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ?CTfii !/YATES 
,_ 

J I I I J--:i..Cf-e,.-r.,· ,fl<J 
6. AGENCY CERTIFICATION J 
I hereby certify that I am authorized to act for this agency in matters pertaining to t · e disposition of its records 
and that the records rroposed for disposal on the attached_2_ page(s) are not now needed for the business 
of this agency or wil not be needed after the retention periods specified; and that written concurrence from 
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

[II is not required; D is attached; or D has been requested. 

DATE ICl~MATIIOC nc l\~CMr"V OCOOCCC"-ITI\TI E TITLE 
FBI Archives Specialist 

09/13/1999 Information Management Section 

7. 9. GRS OR 10. ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN(NARA 
NO. JOB CITATION USE ONLY) 

1 FEDERAL BUREAU OF INVESTIGATION 
SWITCHBOARD MONITORING AND RECORDING SYSTEMS 

Records are cassette tapes resulting from the operation of the 
recording and monitoring of incoming calls to the various FBI 
switchboards for operational purposes, i.e., to preserve possibly 
significant information pertaining to emergencies, threats or criminal 
activity. 

Recording equipment automatically begins recording once the receiver 
is lifted and terminates recording once the switchboard employee 
hangs up. The system also captures call transactional data, i.e., if the 
number is published or not otherwise blocked by the subscriber. The 
main purpose of this system is to preserve possibly significant 
information pertaining to emergencies, threats or to criminal activity 
which may otherwise be lost because of the exigencies of the 
situation. such as the hurried or incoherent fashion in which 
communications of this nature are often conveyed. Procedures have 
been established which limit the recordings to those conversations 
which relate solely to the stated purposes. 

115-109 NSN 7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 

STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 

36 CFR 1228 



JOB NO. PAGE 
1 REQUEST FOR RECORDS DISPOSITION AUTHORITY· CONTINUATION 2 2 

7. 
ITEM 

NO. 

115-204 

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

monitoring and recording of information voluntarily and knowingly 
d to the FBI by individual callers is an appropriate administrative 

(1) r rieve and review calls during which information is provided 
too qui for FBI switchbo~rd personnel to manually record, 

(2) preserve s evidence for prospective, prosecutions those 
conversations i which callers threaten FBI space and/or personnel, 
or 

(3) preserve as eviden for prospective prosecutions the location 
from which the calls were ade, or any other evidence the caller 
provides that relates to the c mission of a crime. 

DISPOSITION 
1) Segregated excerpts, including tr scripts (if extant), from tapes 
of continuing value pertaining to emerge cies, threats or to criminal 
activity. 

Place in FBI case file and retain/destroy comme 
provisions of NARA approved disposition schedule. 

2) Cassette tapes with no information of continuing valu 

TEMPORARY: Destroy/recycle when 30 days old or when 
administrative needs have expired, whichever is later. 

9. GRS OR 
SUPERSEDED 

JOB 
CITAIION 

OF 

10. ACTIOl'l 
TAKEN 

(NARS USE 
OHL Y) 

Four copies, including original to be submitted 
to the National Archives and Records Service. 

STANDARD FORM 115-A (REV. 12-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



J08 NO . PAGE 
j?, REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 2 2 

OF 

7. 
ITEM 

NO . 

115 -204 

8 . DESCRIPTION OF ITEM 
/Wilh Inclusive Dales or Retenlian Periods/ 

The monitoring and recording of information voluntarily and knowingly provided to 
the FBI by individual callers is an appropriate administrative means to: 

( 1) retrieve and review calls during which information is provided too quickly for 
FBI switchboard personnel to manually record, 

(2) preserve as evidence for prospective, prosecutions those conversations in 
which callers threaten FBI space and/or personnel, or 

(3) preserve as evidence for prospective prosecutions the location from which 
the calls were made, or any other evidence the caller provides that relates to 
the commission of a crime. 

DISPOSITION 
1) Original Digital Audio Tape (DAT) recording \'."hich is being preserved as 
evidence for prospective prosecutions and cassette tape copy with segregated 
excerpt(s), including transcripts (if extant), which pertain to emergencies, threats or 
to criminal activity. 

, 
Place in Washington Field Office (WFO) Office of Origin investigative case file 
and retain/destroy commensurate with provisions of NARA approved 
disposition schedule as NARA Job Number NC1-65-82-4. 

2) Cassette tape, maintained by FBI Headquarters (FBIHQ) Telephone Center with 
segregated excerpt(s), including transcripts (if extant), which pertain to 
emergencies, threats or to criminal activity. 

Place in FBIHQ Telephone Center administrative case file and retain/destroy 
commensurate with provisions of NARA approved disposition schedule as 
NARA Job Number NC1-65-82-4. 

3) Cassette tape, maintained by FBIHQ Telephone Center, for reference primarily 
for expeditious review of prior calls and possible identification of repeat telephone 
calls. 

TEMPORARY: Destroy when 1 year old or when administrative needs have 
expired, whichever is later. 

4) Additional cassette tapes, distributed for informational purposes, to FBI Police 
Force and the Strategic Information and Operations Center. 

TEMPORARY: Destroy when 10 days old or when administrative needs have 
expired, whichever is later. 

5) Cassette tapes witR fie infermetieA ef eeAtiAuiAg H1lue. or:: R~c.ofl..t:>1r-l&- .s 
WU-fl-ff lJO f'/OT U,NST I TUT~ ,A C..fl..lNt. I NAL A~i OA. EltlE-IJ.t,.fiNL'( 

TEMPORARY: Destroy/recycle when 30 days old or when administrative 
needs have expired, whichever is later. 

9 . GRS OR 10 . AC TI ON 
SUPERSEDED TAKEN 

J08 (NARS USE 
CITATION ONLY) 

Fou r copi es, including original to be submilled 
to th e National Archives and Records Serv ice . 

STANDARD FORM 115•A (REV. 1' ·°' 
Prescribed by GSA 
FPMR (41 CFR) 101-11 .4 



RECOMMENDATION TO THE ARCHIVIST ON 
RECORDS DISPOSITION REQUEST 

SUMMARY 

Job No. Nl-65-00-1 
Item Count: 3 

The Department of Justice's Federal Bureau oflnvestigation requests disposition authority for tapes created on the FBI 
switchboard monitoring and recording system. Items 1 through 4 cover digital audio tapes (DAT) and cassette tapes 
for phone calls in which the call itself constitutes a criminal act (bomb threat or threat to federal official, for example). 
Items l and 2 cover tapes that will be filed in the appropriate case file for the specific crime and disposed of or 
transferred to NARA according to the disposition for the case file. Items 3 and 4 cover tapes that are kept for short
term reference or operational needs. 

Item 5 · covers tapes of phone calls that do not constitute a criminal act. These calls are typically from persons 
requesting dispatch to another FBI office and persons wanting to contact FBI staff members. Crank calls are included 
in this category. If a call is received from a person reporting criminal activity, the information is forwarded to the 
appropriate FBI agent for immediate follow-up. The FBI proposes a 30 day retention period which meets their 
administrative need for the records. 

Because the DAT and cassette copies documenting criminal activity arefiled in the case file and (if the case file is 
scheduled for permanent retention) transferred to NARA under Job No. NCl-65-82-4, the other copies are correctly 
proposed as temporary. I recommend approval of this schedule as amended. 

lof Public Citizen Litigation Group requested a copy of this schedule, but did not comment. 

RECOMMENDATION 

b6 
b7C 

~ I, APPROVED FOR DISPOSAL,. The records described under all items of the schedule, except those that may be listed in blocks 2, 3, and 4 of this section, are disposable 
because they do not, or will not after the lapse of the period specified, ha Ye sufficient administrative, legal, research or other value to warrant their continued preservation 
by the Government 

D 2, APPROVED FOR PERMANENT RETENTION. The records described under the following item or items have been appraised by the National Archives and Records 
Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preservation by the United States Government The 
agency will transfer these records to the National Archives as specified. Items 

D 3, DISPOSITION NOT APPROVED, The records described under the following item or items are not approved for disposition. 

D 4. WITHDRA \VN. The records described under the following item or items have been withdrawn at the request of the agency and/or NARA, 

FEDERAL REGISTER NOTICE 

D Not required. 

SIGNATURE TITLE 

'·f t Appraisal Appraiser 

t Director, NWML 

NWM 

Concurrences NW 

NATIONAL ARCHIVES A~D RECORDS ADi\llNISTRATION 

I 

I 

~ Required - Publication Date: Dec. 29, 1999 
Copies Requested: o 
Comments Received: 0 

SIGNATURE DATE 

~ ,/./ ,9. Oc,o 
J 

~vi col 3J ~ 

':l, I ;J. Cf I C#J 

J - ).J.f-- 2-uo c, 

NA FORM 13133 (.;·96> 
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To: 
Re: 

CC: 
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♦♦ 

Information.sources From: 
66F-HQ-Cll86292, 05/02/2000 

Informati~Resources 

WORK COPY ROUTING SHEET 

1 - Mr. O'Leary, Room 5829 
1 - Mr. Friedman, Room 5835 
1 - Mr. Weaver, Room 9998 
1 - Mo T,;::i .... ·- , Room 7326 
1 ~,.._ ____ ____.l~s~o~u~t=-.hPickett Street 
1 l oom 10475 
1 ~ I 1<.oom 10108 
1 - 1 !Room 4933 
1 -1 f ROom 4933 
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Mr .. Michael Miiler 
Director 
Modern Records Program - NWM 
National Archives and Records 

Admln:i..stration 
.8601 Adelphi Road 
College Park, Maryland 20740 

Dear Mr. Miller: 

U.S. Department.of Justice 

Federal Bureau of Investigation 

Washington; D. C. 20535-0001 

May 10 ,- 2000 

Reference is made to your letter to Section .Chief 
Dennis R. Weaver, dated April 4, 2000; in which you requested 
information concerning the FBI's efforts to retrieve official 
records "sucked out" of the FBI's Fort Worth Resident Agency when
the greater Dallas-Fort Worth was struck by a violent tqrnado on 
March 2 8 , 2 0 0 O • · 

Please be advised that efforts are ongoing to determine 
what official records may have been lost or destroyed as a result 
of this tragic event. At this time, it is not possible to 
provide a full description of these records. In ari effo~t to 
furnish your office a full report, in accordance with the 
provisions of Title 36, Code of Federal Regulations, Chapter 
1228.104, representatives of the Information Resources Division 
will contact the management of the Dallas Field Office . 

.Apv further rniestious couc,rning this matter may be 
1-d .... i....,,r ... e""'c ...... t ...... e.a.d...._ .... t .... a.lLL--7-__________ __._ FBI Archives Specialist at 
.___I __ ____.I 

Sincerely, 

Dep. Dir. __ _ 

ADDAClm,--
ADDlnv. __ _ 
Ant. Dir., 

Adm.Serva._ 
Crlm:lnY.-------1n1p. l - Mr. o' Leary, Room 582 9 

Eugene J. O'Leary, III 
Acting Assistant Director 
Information Res·ources Di vision 
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(01/26/1998) 

FEDERAL BUREAU OF INVESTIGATION 

Precedence: DEADLINE 12/15/2000 

To: Dallas 

Date: 12/01/2000 

Attn: Administrative Officer 

I I 
From: Information Resources 

Informatif" Maraaomor~::~: Colvices/foor J B327 Box 20 
Contact: -------........ -p---~---~-Extension _______ -1 

Approved By: Dies Bob E 6 f=:D / " 8 L/ f)~ 

~;:;:;
1h~n~~~u~ oP 

Drafted By, \ _____ r ___ _____. 
Case ID #: 66F-HQ-Cll90059 - 8~ 

Title: DESTRUCTION OF RECORDS; NATIONAL ARCHIVES 
AND RECORDS ADMINISTRATION; APPRAISAL OF 
FIELD OFFICE RECORDS 

Synopsis: To provide the Dallas (DL) Field Office with the 
preliminary findings of the Information Resources Division (IRD), 
concerning the circumstances surrounding the accidental loss of 
official documents from the Fort Worth Resident Agency (RA). 

Details: In accordance with the provisions of Title 36, Code of 
Federal Regulations, Part 1228, Section 104, Subpart G, it is the 
responsibility of the FBI to report any unlawful or accidental 
destruction, defacing, alteration, or removal of records in 
agency custody to the National Archives and Records 
Administration (NARA). The report shall include the following 
information: 

(1) A complete description of the records with volume 
and dates if known; 

(2) The office of origin; 

(3) A statement of the exact circumstances surrounding 
the alienation, defacing, or destruction of the 
records; 

(4) A statement of the safeguards established to 
prevent further loss of documentation; and 
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To: 
Re: 

Dallas From •. Information Resources 
66F-HQ-C1190 9, 12/01/2000 

(5) When appropriate, details of the actions taken to 
salvage, retrieve, or reconstruct the records. 

In an effort to provide NARA with full details 
concerning the efforts to retrieve official records "sucked out" 
of the Fort Worth RA when the greater Dallas-Fort Worth area was 
struck by a violent tornado on March 28, 2000, Archives 
Specialist! I Records Disposition/Archival and 
Micrographics Subunit, File Services Unit, Information Management 
Section, IRD, conducted an on-site inspectiop of the t:mp::ar: 
location of the Fort Worth RA. In addition,L J 
contacted and interviewed personnel who were assignedoeor 
Worth RA on the day of the tornado destruction. The on-site 
inspection and the intervi-...... .............................................. ......,ing Fort Worth 
personnel was conducted by on 9/21/2000. 

Supervisory esident Agent 

I I 
Investigative Management Analyst (IMA) 

Investigative Management Analyst 

Based on the information gathered during the on-site 
inspection of the file holdings at the temporary location and 
through the interviews of the Fort Worth RA personnel a final 
report, will be prepared for NARA which will include the 
following information. 

• A complete description of the damaged/destroyed 
records with volume and dates if known. 

49A-DL-85045 

This file is being reconstructed by the IMA from 
agents' working copies and the Automated Case Support (ACS) 
System. All of the serials except for serials 5, 7 and 10 had 
text in ACS. Serial 5 was a facsimile sent to the Assistant 
United States Attorney (AUSA) from the DL Field Office on 
1/7/2000. Serial 7 was a letter sent to Parish National Bank 
from the AUSA on 1/11/2000. Serial 10 was a facsimile sent to 
the United States Attorneys' Office (USAO) from the DL Field 
Office on 3/1/2000. 

66F-DL-76416 

This administrative file contained material pertaining 
to various points of contacts, within the business community, 

2 
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To:. 
Re: 

Dallas From.- Information Resources 
66F-HQ-Cl190 9, 12/01/2000 

utilized as "sources of information" by the Fort Worth RA. The 
original records were within a manual file which was destroyed. 
However most of the information in this file wa~ also sent to two 
other case files and can be located as needed. 

164B-DL-73673 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of the serials except for 
serials 1, 2, 3, 5, and 6 had text in ACS. Serial 1 was an 
internal Electronic Communication (EC) handled within the DL 
Office on 9/18/95. Serial 2 was an EC sent to DL from the 
Portland (PD) Field Office on 9/25/95. Serial 3 was an EC sent 
to the DL Office from the PD Office on 10/10/95. Serial 5 was a 
subpoena sent to the GTE Corporation from the DL Office on 
10/5/95. Serial 6 was a letter sent to the DL Field Office from 
the USAO on 10/5/95. 

196C-DL-76876 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. Twelve of the serials did not 
have text associated with the documents wi tbi o AC: :e:~~e,l 4 was 
a facsimile sent to the DL Office fro~ ............. ..--------•-~~-(not 
further identified) on 10/16/96. Serial 6 was a acsimi e sent 
from the United States Probation Office to the DL Office on 
10/15/96. Serial 7 was listed as an affidavit handled internally 
within the DL Office on 10/17/96. Serial 9 was

1
a newspaper 

article from the Arlington (Texas) Star dated 10/19/96. Serial 
12 was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 13 
was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 16 
was listed as ''Other" handled internally within the DL Office on 
2/25/98. Serial 18 was an FD-159 (Record of Information 
Furnished To Other Agencies) dated 2/26/99. Serial 19 was an FD-
302 (Interview Form) dated 7/11/96. Serial 20 was a newspaper 
article from the Arlington (Texas) Star dated 4/17/99. Serial 21 
was an FD-515 (Accomplishment Report) dated 5/5/99. Serial 23 
was a letter sent to the DL Office froml l(not 
further identified) on 12/29/99. 

196D-84740 
j 

This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1 had text in ACS. Serial 
1 was listed as ''Other" handled internally within the DL Office 
on 7/6/99. 

3 
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To: 
Re: 

Dallas FromA Information Resources 
66F-HQ-C1190~9, 12/01/2000 

196D-DL-85412 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of the serials except for 
serials 1, 17, 18 and 24 had text in ACS. Serial 1 was listed as 
"Other" handled internally witt~n ;he DL Of=i~e r 9/30/99. b6 
Serial 17 was a letter sent to~--..,..,,..=---------___,. ___ ___,,-,!- (not further b 7C 
identift;d\ from ~h: AUSA on 12 27 99. Ser1a 17 was a letter 
sent to__ _ _ !(not further identified) from the AUSA 
on 12/29 99. Seria 24 was a subpoena sent to PCA of South 
Central Texas (not further identified) from the DL Office on 
2/8/2000. 

209-DL-C63002 

This file contained information on individuals, 
received from public sources such as the United States Department 
of Health and Human Services, who appeared to be pattern 
violators or repeat health care fraud offenders. The information 
was maintained within a control file and served as a "source of 
information" and a collection point of material,which may 
eventually be used to charge the individual with a federal 
offense within the jurisdiction of the FBI. All of the material 
within this case file originated outside of the FBI and it has 
not been possible to re-construct this file. 

282-DL-84491 

This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1, 2, 4 and 12 had text in 
ACS. Serial 1 was a FD-71 (Complaint Form) dated 6/22/99. 
Serial 2 was a facsimile handled internally within the DL Office 
on 6/22/99. Serial 4 was a FD-610 (Data Input For Civil Rights 
Cases) dated 7/9/99. Serial 12 was a newspaper article from the 
Times Records News on 12/27/99. 

• The office of origin. 

The DL FBI Field Office is considered to be the office 
of origin for all of the records damaged/destroyed during the 
tornado. The Fort Worth RA is permitted to maintain original 
records on~site in accordance with current FBI procedures. 

• A statement of the exact circumstances surrounding 
the alienation, defacing, or destruction of the 
records. 

On 3/28/2000, at approximately 6:10 p.m. Central 
Standard Time, the Fort Worth RA was destroyed when the greater 
Dallas-Fort Worth area was struck by a violent tornado. Inasmuch 
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To: 
Re: 

Dallas FromAinformation Resources 
66F-HQ-Cll90~, 12/01/2000 

as the tornado struck outside of normal working hours, most of 
the records maintained in the Fort Worth RA had been secured in 
proper storage. However, due to the quickness and severity of 
the storm, as well as the concern for personal safety, the FBI 
employees still on duty were unable to fully secure the 

, damaged/destroyed records. 

• A statement of the safeguards established to 
prevent further loss of documentation. 

The current policy within the FBI is that all official 
records are to be properly secured during off-hours. This policy 
is strictly enforced, especially in those facilities which 
operate in "shared space", i.e., FBI offices located within 
buildings which are also used by public accessible organizations 
or businesses. In view of the fact that the FBI operates on a 
24-hour basis, it is not possible to have all records properly 
secured at all times. The current policy is reiterated to all 
FBI facilities on a regular basis. 

• When appropriate, details of the actions taken to 
salvage, retrieve, or reconstruct the records. 

Subsequent to the storm, FBI personnel prepared an 
inventory of official records known to have been maintained 
within the Fort Worth RA. Following completion of the inventory, 
personnel systematically searched the remaining office area as 
well as conducting a "grid-search" of the surrounding areas 
outside of the office. Approximately 10 cubic feet of original 
records were storm damaged and after "drying out" are still 
usable. However, eight original case files were totally 
destroyed. Six of the case files have been reconstructed either 
from material within ACS, agents' working copies or from 
duplicate copies maintained in other case files. Two of the case 
files were fully lost/destroyed and can not be reconstructed. 

Upon approval of the information, a full report, as 
required by Title 36, Code of Federal Regulations, Part 1228, 
Section 104, Subpart G, will be prepared for NARA. 
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To: Dallas FrorrA Information Resources 
Re: 66F-HQ-Cll90~9, 12/01/2000 

LEAD (s): 

Set Lead 1: 

DALLAS 

AT DALLAS, TEXAS 

• 

Prior to deadline, review information, with Fort Worth 
RA personnel, set forth in instant EC and furnish any 
additions/corrections to Information Management Section to insure 
accuracy of report being forwarded to NARA. 

CC: 1 -
1 -
1 -
1 

= I 1 

♦♦ 

Mr. 
Mr. 
Mr. 

(3 t'f) I f3IL-! /J/',.--/ 
Dies, Room 9939 ~l.,,/v~ 
Llewellyn, Room 9939 · 
Weaver, Room 9998 a 

------~1s~a~1~1~t.....,b Pickett Street - Building 841 
________ _,I Room 10475 
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To: 
Re: 

CC: 

b6 
b 7C 

♦♦ 

Dallas From.-, Information Resources 
66F-HQ-Cll90 9, 12/01/2000 

WORK COPY ROUTING SHEET 

1 - Mr. 
1 - Mr. 
1 Mr 

• 

1 :1 

Dies, Room 9939 
Llewellyn, Room 9939 
Weayer, Room 9998 

____ _..___.,s~a~i~1tMb...,Pickett Street - Building 841 

--------~'Room 10475 
1 
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Mr. Michael Miller 
Director 
Modern Records Program - NWM 
National Archives and Records 
Administration 

8601 Adelphi Road 
College Park, Maryland 20740 

Dear Mr. Miller: 

' U.S. Department of Justice 

Federal Bureau of Investigation · 

Washington, D. C. -20535-0001 

December 18, ,2000 

Reference is made to your letter to Section Chief 
Dennis R. Weaver, dated April 4, 2000, in which you requested 
informat;i.on concerning the FBI' s efforts to retrieve official 
records "sucked out" of the Fort Worth Resident Agency (RA) of 
the FBI's Dallas (DL) Field Office when the greater Dallas-Fort 
Worth was struck. by a violent tol'.'.nado on March 28, 2000. 
Reference is also made to the interim response letter from Actirig 
Assistant Director Eugene J. O'Leary, III, dated May 10, 2000. 

In an effort to furnish the National Archrves.and 
Records Administration (NARA) a full report, in accordance with 
the provisions of Title 36, dade a: Feder~] :e□JJJ:~ions, Chapter 
1228.104, Archives Specialis !Records 
Disposition/Archivai and Micrograp 1.cs Su unit, Fie Services 
Unit, Information Management Section, Information Resources 
Division, conducted an on-site inspection of the temporary 
location_ni the Fort Warth R~ on 9/21/20.00. In addition t6 this 
inspection, !contacted and interviewed personnel 
who were assigned to the Fort Worth RA on the day of the tornado 
destruction. 

1 - Mr. Dies, Room 9939 
Dep. Dir. __ l 
ADDAdm,--1 
ADD Inv. ---1 
Asst. Dir.: 

Adm.Serve.-1 
Crim.Inv. __ 

1 idont.---
1n1p. __ _ 

- Mr. Weaver, Room 9998 
-~l _____ ~l ........... s-o-u=t~h Pickett Street-Building 
~ !Room 4933 

-
: Room 4933 

f.._ __________ .... I Room 1B32 7 -Box 2 0 

----ws:ws i.i,. __ _ ( 8) 
LegalCoun. _ 
"9e.Mgnt.-
Tech.Serva-
Tralmg--

Cong. Alls. Off. -
Off. ol EEO --. 
Olf.Llal9onl 

lnt.Affs. __ 
Off. DI Publlc AIIS. _ 
Telllpll-Rm,
Dll9CIOl'a Sec'y-

841 
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Mr. Michael Miller 
National Archives and Records Administration 

Based on the information collected during the on-site 
inspection of the file holdings at the temporary location and 
through the interviews of the Fort Worth RA personnel a final 
report is being furnished to NARA at this time. 

• A complete description of the damaged/destroyed records 
with volume and dates if known. 

49A-DL-85045 

This file is being reconstructed by the Investigative 
Management Analyst (IMA) from agents' working copies and the 
Automated Case Support (ACS) System. All of the serials except 
for serials 5, 7 and 10 had text in ACS. Serial 5 was a 
facsimile sent to the Assistant United States Attorney (AUSA) 
from the DL Field Office on 1/7/2000. Serial 7 was a letter sent 
to Parish National Bank from the AUSA on 1/11/2000. Serial 10 
was a facsimile sent to the United States Attorneys' Office 
(USAO) from the DL Field Office on 3/1/2000. 

66F-DL-76416 

This administrative file contained material pertaining 
to various points of contacts, within the business community, 
utilized as "sources of information" by the Fort Worth RA. The 
original records were within a manual file which was destroyed. 
However most of the information in this file was also sent to two 
other case files and can be located as needed. 

164B-DL-73673 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of the serials except for 
serials 1, 2, 3, 5, and 6 had text in ACS. Serial 1 was an 
internal Electronic Communication (EC) handled within the DL 
Office on 9/1B/95. Serial 2 was an EC sent to DL from the 
Portland (PD) Field Office on 9/25/95. Serial 3 was an EC sent 
to the DL Office from the PD Office on 10/10/95. Serial 5 was a 
subpoena sent to the GTE Corporation from the DL Office on. 
10/5/95. Serial 6 was a letter sent to the DL Field Office from 
the USAO on 10/5/95. 

196C-DL-76876 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. Twelve of the serials did not 
have text associated with the documents within ACS. Serial 4 was 
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• 
Mr. Michael Miller 
National Archives and Records Administration 

a facsimile sent to the DL Office froml l(not 
further identified) on 10/16/96. Serial 6 was a facsimile sent 
from the United States Probation Office to the DL Office on 
10/15/96. Serial 7 was listed as an affidavit handled internally 
within the DL Office on 10/17/96. Serial 9 was a newspaper 
article from the Arlington (Texas) Star dated 10/19/96. Serial 
12 was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 13 
was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 16 
was listed as ''Other" handled internally within the DL Office on 
2/25/98. Serial 18 was an FD-159 (Record of Information 
Furnished To Other Agencies) dated 2/26/99. Serial 19 was an FD-
302 (Interview Form) dated 7/11/96. Serial 20 was a newspaper 
article from the Arlington (Texas) Star dated 4/17/99. Serial 21 
was an FD-515 (Accomplishment Report) dated 5/5/99. Serial 23 
was a letter sent to the DL Office froml l(not 
further identified) on 12/29/99. . . 

196D-84740 

This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1 had text in ACS. Serial 
1 was listed as "Other" handled internally within the DL Office 
on 7/6/99. 

196D-DL-85412 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of"the serials except for 
serials 1, 17, 18 and 24 had text in ACS. Serial 1 was listed as 
"Other" handled internally within the DL Office on 9/30/99. 
Serial 17 was a letter sent to.._--,--------,,......,,----'(not further 
identified) from the AUSA on 12/27/99. Serial 17 was a letter 
sent to~ Jnot further identified) from the AUSA 
on 12/2 /99. Serial 24 was a subpoena sent to PCA of South 
Central Texas (not further identified) from the DL Office on 
2/8/2000. 

209-DL-C63002 

This file contained information on individuals, 
received from public sources such as the United States Department 
of Health and Human Services, who appeared to be pattern 
violators or repeat health care fraud offenders. The information 
was maintained within a control file and served as a "source of 
information" and a collection point of material which may 
eventually be used to charge the individual with a federal 
offense within the jurisdiction of the FBI. All of the material 
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Mr. Michael Miller 
National Archives and Records Administration 

within this case file originated outside of the FBI and it has 
not been possible to re-construct this file. 

282-DL-84491 

This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1, 2, 4 and 12 had text in 
ACS. Serial 1 was a FD-71 (Complaint Form) dated 6/22/99. 
Serial 2 was a facsimile handled internally within the DL Office 
on 6/22/99. Serial 4 was a FD-610 (Data Input For Civil Rights 
Cases) dated 7/9/99. Serial 12 was a newspaper article from the 
Times Records News on 12/27/99. 

• The office of origin. 

The DL FBI Field Office is considered to be the office 
of origin for all of the records damaged/destroyed during the 
tornado. The Fort Worth RA is permitted to maintain original 
records on-site in accordance with current FBI procedures. 

• A statement of the exact circumstances surrounding the 
alienation, defacing, or destruction of the records. 

On 3/28/2000, at approximately 6:10 p.m. Central 
Standard Time, the Fort Worth RA was destroyed when the greater 
Dallas-Fort Worth area was struck by a violent tornado. Inasmuch 
as the tornado struck outside of normal working hours, most of 
the records maintained in the Fort Worth RA had been secured in 
proper storage. However, due to the quickness and severity of 
the storm, as well as the concern for personal safety, the FBI 
employees still on duty were unable to fully secure the 
damaged/destroyed records. 

• A statement of the safeguards established to prevent 
further loss of documentation. 

The current policy within the FBI is that all official 
records are to be properly secured during off-hours. This policy 
is strictly enforced, especially in those facilities which 
operate in "shared space", i.e., FBI offices located within 
buildings which are also used by public accessible organizations 
or businesses. In view of the fact that the FBI operates on a 
24-hour basis, it is not possible to have all records properly 
secured at all times. The current policy is reiterated to all 
FBI facilities on a regular basis. 
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Mr. Michael Miller 
National Archives and Records Admini~tration 

I 

• When appropriate, details of the actions taken to 
salvage, retrieve, or reconstruct the records. 

Subsequent to the storm, FBI personnel prepared an 
inventory of official records known to have been maintained 
within the Fort Worth RA. Following completion of the inventory, 
personnel systematically searched the remaining office area as 
well as conducting a 11 grid-search 11 of the surrounding areas 
outside of the office. Approximately 10 cubic feet of original 
records were storm damaged and after 11 drying out" are still 
usable. However, eight original case files were totally 
destroyed. Six of the case files have been reconstructed either 
from material within ACS, agents' working copies or from 
duplicate copies maintained in other case files. Two of the case 
files were fully lost/destroyed and can not be reconstructed. 

Any further questions concerning the FBI's efforts to 
retrieve official records "sucked out" of the FBI's Fort Worth 
Resident Agency or the FBI's full report, in accordance with the 
provisions of Title 36, Code of Federal Regulations may be 
directed to! I FBI Archives Specialist at 

Sincerely, 

Bobby Edward Dies 
Assistant Director 
Information Resources Division 
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(Rev. 08-28-2000) 

FEDERAL BUREAU OF INVESTIGATION 

Precedence: IMMEDIATE 

To: Information resources 

Date: 12/14/2000 

Attn: Information Management 
IFi]e Senrices Rm ]Br~:t,OX 20 

From: Dallas 
Admin 
Contact: I 

Approved By: 

Drafted By: 

Case ID#: 66FJHQ-C1190059-3fo 

Title: DESTRUCTION OF RECORDS 

I 

NATIONAL ARCHIVES AND RECORDS ADMIN; 
APPRAISAL OF FIELD OFFICE RECORDS 

b6 
b 7C 

Synopsis: To provide Information Management Section with Dallas' 
appraisal of the information being provided to NARA re Fort Worth 
RA files. 

Reference: 66F-HQ-Cll90059 Serial 84 

Details: On December 1, 2000, Information Resources set a lead 
to Dallas to review the details of an EC about the damage 
received to the Fort Worth files. This EC is being sent to NARA 
in accordance with the provisions of Title 36, Code of Federal 
Regulations, Part 1228, Section 104, Subpart G. After a complete 
review of the referenced EC with Fort Worth RA personnel, it has 
been determined that the information contained in the details 
section is accurate. Dallas cannot find any corrections or 
additional information to furnish to Information Resources. 
Dallas considers this lead covered. 



To: 
Re: 

Information .ources From: 
66F-HQ-Cl190059, 12/14/2000 

LEAD (s} : 

Set Lead 1: (Adm} 

INFORMATION RESOURCES 

AT WASHINGTON, DC 

Read and Clear. 

♦♦ 
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National . : · 

Archives at College Park 

Date 

Reply to 
Attn of : 

Subject. 

To 

DEC 2 2 1998 
NWM 04.99 

8601 Adelphi Road College Park, Maryland 20740-6001 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION 
RESOURCE MANAGERS: Bimonthly Records and Information Discussion Group 
(BRIDG) Meeting - January 26, 1999 

The Modem Records Programs of the National Archives and Records Administration 
(NARA) will liostthe nexrBRIDG meeting on January 26, 1999, from·-10:00 A.M: to-noon 
in Room 105 of the National Archives Building, 7th and Pennsylvania Avenue NW, 
Washington; D.C. The purpose of the meeting is to discuss NARA's_plans for developing 
electronic records management guidance. 

Mike Miller, Director ofNARA's Modem Records Program, will start the meeting by 
outlining NARA's high-level framework for managing electronic records in 1999, and the 
plan for developing needed guidance on electronic recordkeeping. The meeting will then 
continue the disct1ssion on agency needs that began at the November BRIDG meetµig. 

To make the discussion most useful, we are requesting that agencies submit suggestions 
for needed guidance in advance. Some of the basic issues for discussion will be: 

• What NARA guidance would be most helpful for your agency to have as you assess 
your electronic records management issues? 

• How can we assist you better, or where are your particular concerns: in the system 
planning stages, with training needs, getting your CIO involved in an RMA 
implementation process, integrating records management with workflow, documenting 
your business needs, developing model schedules and directives, sharing information 
about bestpractices? - - -- -

• How should NARA work with agencies to develop and make the guidance available 
(Web-based? Ways to obtain agency input?) 

We encourage you to send all suggestions, either via e-m11il to 
records.mgt@arch2.nara.gov, by fax to 301-713-6852, Attn: BRIDG, or write to: 

,Modern Records Programs, (NWM) 
.. Attn: BRIDG, Room 2200 

NARA 
8601 Adelphi Road 
College Park, MD 20740-6001 

National Arcbiues and Records Admirzisrrario11 



No suggestion is too broad or too narrow, and we look forward to hearing from you. We 
will compile all questions received before January 20, 1999, and distribute them for 
discussion at the meeting on January 26, 1999. 

Enrollment is limited to 60 participants. To reser~he BRIDG meeting, 
lease provide your name and telephone number t on 301-713-7100, ext. 

,___....,...n_l....,er than January 20, 1999, or send an e-ma1 message to 
arch2.nara.gov. 

Ertctosed=are minutes of lfie N ovem6er- ro~ t' 998-;BRio(fineeting on N ARA's B~seline 
Project and the Office of Thrift Supervision's Records Management Application (RMA) 
Implementation. 

~ 
MICHAEL L. MILLER 
Director 
Modern Records Programs 

Enclosure 
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November 10, 1998, Tuesday 
10:00 a.m. -12:00 p.m. 

BRIDG Meeting Summary 

Room 105, Archives I; Washington, D.C. 

Introduction 
The Baseline Program 
Open Discussion on Baseline Program 
OTS Records Management Application (RMA) Implementation 
Open discussion <;m OTS RMA Implementation 
Conclusion 

- - -• ·· -Introduction · - -_ ·-' - - ··- · 

Approximately 40 people Were in attendance at the November 1998 BRIDG meeting. 
Mike Miller, (NARA) welcomed everyone to the discussions and gave the meeting overview of 
the two presentations. The first was aboutthe National Archives and Records Administration's 
(NARA) Baseline Program and the second dealt with the Office of Thrift Supervision (OTS) 
"Lessons Learned" from their experiences implementing Tower's TRIM records management 
application as an electronic recordkeeping system. 

The Baseline Program 

.__ ___ __.ICNARA) led a 40 minute session on the Baseline Program. He opened his 
presentation by saying that NARA is very interested in responses to this new approach and 
invites any agency input. The program will gather information to develop a baseline assessment 
of the current state of records management in the Federal government. Many factors have 
influenced the development of the Baseline project.I poted that the Government 
Performance and Results Act of 1993 (GPRA) and the Information Technology Management 
Reform Act of 1996 (Clinger-Cohen Act) call for measurements in federal government, 
including federal records management. Internally, NARA is compelled by its commitment to the 
Strategic PJan,_by the need to selectively target our resources to improve records management in 
the government, to showcase-what Federal agencies are doing in key areas, and assess how 
records management practices change over time. 

In the past, NARA assessed federal records management by conducting in-depth agency 
evaluations. These evaluations, performed at a rate of two to four agencies per year, were both 
time and labor intensive. Although this approach resulted in improvements for individual agency 
records management programs, it did not produce systematic, comparable measurements, or 
gather data that is useful for measuring records management on the government-wide. 

The Baseline Project will produce two types of measuresment, one for individual agency 
records managment programs and one for the federal records management program. By 
systematically collecting information on individual agencies, NARA will be able to identify 
agencies that need improvements and agencies that have "Best Practices." NARA will be able to 



identify which program elements are successful and which are not. This data will be collected 
over time so that NARA can track changes in federal record management. This data will also 
provide a good check on current NARA regulations to see if they can be implemented or if they 
need to change. 

NARA will conduct the Baseline program by sending agencies a form containing several 
questions relating to their records management programs. The questions, drawn from pertinent 
rules and regulations, fall into four broad categories: 1) program management and records 
management infrastructure, 2) guidance and training, 3) scheduling and implementation, and 4) 
electronic recordkeeping. The questions will require "yes or no" answers and some additional 
information. An example of a "yes or no" question might be "Do you have a records 
management directive?" A question involving additional information could be "How can NARA 
obtain a copy of this directive?" NARA staff will answer as many ofthe quest_i9ns as they can 
with on-hand iriformation,sucha-sagenc-y schedules and NARS-5. Both NARA headquarters 
and field offices will be involved in the data collection, since NARA will canvass headquarters 
and field units. 

Many answers on the form will be rated on the following scale: best practice 
(outstanding), adequate (good), needs improvement (poor), does not exist (no answer). NARA 
will develop specific criteria for these ratings to ensure they are clearly understood and evenly 
applied. Agencies will have an opportunity to review all preliminary ratings. 

NARA plans to send the Baseline form to approximately 150 agencies in FY99 (NARA 
will be one of them). NARA has not yet finalized this year's selection of agencies, however 
those agencies not chosen in FY99 will receive the form in FY00. Other next steps include 
refining the Baseline software and drafting procedures for completing the form and perforning 
follow-up tasks. 

Once the data has been collected, ratings assigned, comments reconciled, and reports 
generated, NARA plans to develop possible courses of action for its own records management 
activities. For example, the results of the input may feed into the Business Process 
Reengineering (BPR) Study on appraisal and scheduling. The reJu!ts_!!1~Y.J?Oi_11t o~t!!..n~eg_JQ_~-·-

-- - - - . - - aeve16p-·ways lo' more effo.ctively' provlde-high-::-levei ·guidance fo-r records management program 
assistance. NARA may need to change some business practices, amend current regulations or 
guidance, or change how it issues guidance to agencies. NARA plans to use the Baseline results 
to identify areas requiring further improvement government-wide. NARA will post the forms on 
the NARA records management web page <http://www.nara.gov/records> along with any 
relevant guidance and summary information. 

Open Discussion on the Baseline Program 

Will NARA share information that applies to all agencies, such as samples of agency 
record management directives? 
This is a good suggestion. NARA will try to post some sample "best practices" or directives on 
the NARA records management web pages. 
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At what level will NARA send the forms to agencies, at the bureau or departmental level? 
As a default, NARA plans to send forms at the bureau level; however, NARA will discuss the 
particulars of individual agencies with any concerned departmental records officers. · 

How will NARA handle contacting agency field components? 
NARA will send an initial form to an agency headquarter's Records Officer as a po'int of contact 
with a request that the form be sent to field. How this will be handled and how the various field 
components' input will be handled is still under negotiation. Again, NARA staff will work with 
agencies to make sure accurate data is collected and represented in the Baseline system in a 
meaningful way. 

Will feedback from the GRS 20 work be incorporated in the Baseline project? 
Yes, NARA has heard·the message to _':reduce_the burden" on agencies and realizes that some of 
the questions in the Baseline project will also be needed to perform scheduling tasks under the 
draft GRS 20 bulletin. 

Will the Baseline project include agencies NARA has all ready evaluated or have all 
ready participated in the 1998 Baseline pilot? 
Yes, all agencies will be sent Baseline forms, either in FY 99 or FY00, so that current and 
comparable data can be collected. 

One records officer recommended NARA repeat the "CJO Approach" used during the 
GRS 20 comment period, since their program found the CIO involvement highly beneficial. 
Another records officer worried that when the C/0 responds directly to 0MB, rather than the 
Records Officer to NARA, the response is substantively reduced. 

Will the assignment of a rating or ranking factor be a problem for BRIDG participants? 
Two participants expressed the opinion that ratings themselves would not cause problems. In 
fact, a ranking may help garner more support for the records management program. An agency 
with poor records management should not be surprised to hear NARA offer constructive critism 
of the program. One participant noted that comparing the record management programs of large 
and sinall agencies wo_uld be comparing apples to oranges, He recommended the outputs froip. 
the Baseline project compare similar agencies, not all federal agencies. NARA stated that the 
ratings will ·not be used to produced a numerical list of the best to worst agencies. 

OTS Records Management Application (RMA) Implementation 

I koTS) an~ ~formerly OTS, now with the 
Commerce Department) gave an hour presentation on their experiences in selecting and 
implementing an electronic records management application (RMA). They also provided a 
demonstration of their system as it works in OTS. As a bureau of Treasury Department, OTS has 
approximately 1,200 FTEs serving in headquarters and five -field offices. 

3 



OTS needed more than just software implementation, they needed program 
implementation as well. Prior to the implementation of the RMA, OTS staff had to update 
policies, procedures, and manuals. They also had to made sure their file plans and schedules were 
current and usable. 

Their goals for the program were to: implement file plans, capture all OTS records, 
provide safe storage and access for OTS electronic information, and provide OTS staff with 
automated records management tools. The long term goal is to share OTS information 
nationwide. 

When selecting the records management software, OTS relied on the requirements in 36 
CFR 1228, on the DoD 5015.2 certification, and the Memorandum of Understanding (MOU) 
between DoQ a!:!d NAM- _ _QTSscl.tcteclTower'J>_TRIMsoftware, since it could import their 
records control schedules and support the identification and disposition of all OTS records. 
Tower was able to convert the index of inactive records stored at the WNRC that OTS had in an 
Inmagic database, so that OTS did not have to start from scratch. 

Looking back, OTS felt it would have been useful to have had guidance from NARA on 
archival standards for native formats, digital signatures, the certification of acceptable electronic 
recordkeeping systems, and model schedules and file plans for working with electronic 
recordkeeping systems. 

When the TRIM software arrived, it came as a shell which OTS staff spent a great deal of 
time customizing to fit their needs. They were able to simplify the TRIM interface, making it 
user friendly, by reflecting how OTS staff store and retrieve information. Customizing included 
setting up hooks from existing desktop applications so that electronic records could be filed from 
word processing, spreadsheets, or any ODBC compliant software. 

Each user decides whether or not a particular electronic document is a record and whether 
it belongs in the records management application's repository. This user choice is one of the 
strengths and weaknesses in TRIM. This customization, flexibility, and user choice helped get 
the program offi~e's bux-i!1, ~ut requir~d !!lore gp-frollt r:_ecorcl~ tmining._ The OIS visited all _ 
program offices to-explain how the system would assist the agency's records management and 
how it would work with the paper filing. 

Once a user decides to "file" the electronic record, they have a series of "file folders" (a 
pick list) from which to chose. These folders reflect the OTS schedules and file plans and can 
only be modified by the system administrator. In addition, the system uses a thesaurus, which 
OTS customized, to assist users in filing and retrieving documents in a literal environment. OTS 
uses a series of virtual records containing the names of institutions or holding companies. The 
user can relate the electronic record being filed to an institution or holding company. This is 
important since most OTS records belong in files relating to these organizations. 

4 



• 
Open discussion on OTS RMA Implementation 

. How,large was the OTS initial pilot project? : 
For active filing, OTS will start 2 pilots projects before January 1999. Thirty people will 
participate from Research and Analysis, five to six from Enforcement, and ten from 
Administration. OTS is not rolling TRIM out to all 1,200 staff at the same time. 

How difficult is changing or updating the file folders and disposition instructions? 
OTS is moving to functional schedules and file plans and hopefully this will obviate the need to 
make constant changes. Adding new folders, changing disposition instructions or making minor 
edits is relatively easy. Difficulties arise when trying to totally revamp a schedule or file plan. 

What type oi res9urces has OTS, invested in this system?,,~ '-· ~ _._ .. , , 
• .. • ' "f " ' • " -· .; • ~ •.•• '-. •' • ~ .• . -~ ~- • - • • -

The software and training cost approximately $100,000. This included unlimited licences for 
400 employees in the Washington Office. This does not include staff time (3 staff members, 
none of whom could devote full-time to the project) or any additional hardware. The entire 
project, from start to implementation, was expected to last 5 years. 

What was the evaluation criteria OTS used in selecting an RMA? 
1. It needed to track both electronic and paper records. 2. It needed to function without a 
document management component, since OTS did not intend to purchase such a system. 3. It 
needed to fit into the OTS current IT infrastructure, OTS did not intend to purchase additional 
hardware. At the time of selection, only TRIM fit all three requirements. 

Is OTS using internal or external databases? 
OTS used the internal database that comes with TRIM, but is considering using Microsoft SQL 
server which the manufacturer recommends. 

Will TRIM manage e-mail? 
Yes, it uses the same set up as Top Drawer (the file folder component). It catalogues both thee
mail and any attachment 

Ca,; TRIM produce file plans and labels? Can it produce 115s, 135s, and 258s? 
According to the manufacturer, the system outputs include both plans and labels, but OTS has 
not yet used that function. OTS has talked to TRIM about generating OFl ls and 135s, but no 
action has been taken to develop this element yet. 

Conclusion 

Mike Miller addressed the some of the areas that OTS noted could have helped in making 
their RMA selection: accessioning nativeformats, digital signatures, and certifying systems .. 
NARA understands tha1 certain electronic rec~rds can not b_e reduced to flat fi!es ... Two,areas 
NARA is currently expioring accept~ce of electronic records in native formats are the State 
Department cables and White House e-mail. NARA does not own the problem of digital 
signatures, but Mark Giguere has been representing NARA on Pubic Key Infrastructure (PK.I) 

' 
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issues. NARA could end up taking the position that,. if an agency transfers electronic records, 
and vouches they are properly signed, NARA will accession the material. As for certifying 
system, NARA will be reviewing the DoD certification test bed. NARA has written a report on 
the DoD standard on which the test bed is based. A summary of this report was sent to Records 
Officers in the NARA memo NWM 3.99 

On the GRS 20 front, the follow-on group, recommended in the final report of the 
Electronic Records Work Group, will be getting underway in the new year. As for the latest draft 
scheduling bulletin which was sent from both 0MB and NARA, BRIDG participants noted that 
the CI Os asked for agency comment, but sent document to individual bureaus. Another problem 
was that since 0MB, not NARA, asked for comments, many agency Records Officers limited 
their comments. 

✓-.------......._.___~-~---"' 

On the Reimbursable front, Miller reminded meeting participants that the Reimbursable 
Program is coming. His program will be responsible for processing any schedules that request 
changes to retention lengths. The earlier any such schedules are submitted, the better, since the 
agency appraisal archivists will also be processing GRS 20 schedules. Someone asked if it 
would be possible to put some approval authority into the hands of agency Records Officers? 
According to statute, the Archivist of the United States has records disposition authority for all 
Federal records. NARA will look at how much flexibility exists in delegating this authority. No 
matter who authorizes disposition, or how NARA streamlines its scheduling procedures, the need 
for public comment on all schedules has increased as result of the GRS 20 issue. Someone else 
asked if NARA plans to enter into a partnership with GAO to expedite the GAO participation in 
the scheduling process. 
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IRON MOUNTAIN • 
8200 PRESTON COURT, SUITE ONE '~ 
JESSUP, MARYLAND 20794 
TELEPHONE: 800-394-1951 
FAX: 410-792--0776 

..4\ IRON MOUNTAIN 
Americas Lugest Records Management Company 

February 16, 1999 

Records Manager, Federal 1ureau oflnvestigation 
Department of Justice 
J Edgar Hoover Building Rm 5342 
Washington, DC 20530 

nerui.__ __ ___.l 

' 

You are invited to attend a scheduled tour oflron Mmmtain's Baltimore/Washington District Headquarters, 
located in Jessup, Maryland. During the months of March and April, Iron Mountain's largest district 
operation will be opening its doors to government agencies each Tuesday and Thursday to preview for you 
our full line of records management products and services. 

From Iron Mountain's inventory workflow to our robust SafeKeeper Internet product, Department of 
Justice will be provided with an overview to evaluate effectively the options that using Iron Mountain holds 
for you now and in the future. 

From March 2nd
through April 27'11 each Tuesday and Thirdav scheduled t1urf will h:gjn at; 1 AM and 

2:30 PM, lasting for approximately two hours. Please cal at !extension 
c:=Jto register for a tour time. To accommodate all requests, we encourage you to register at east 24 hours 

in advancq..._ _ ___.~an provide you with directions to the Jessup records center, as well. 

To con ta~ with questions or to obtain additional information, you may call me at ( 410) 792-8971, 
extensionL_Jir e-mail me ~ l@,IronMountain.com. 

Sincerely, 

Regional Sales Manager 

ELH/ksf 
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National 4-:,ives and 
Records Adfflnistration 

W..Shington, DC 20408 

NARA BULLETIN 
NO. 99-03 

TO: Heads of Federal Agencies 

Febcuacy 24, 1999 

SUBJECT: Changes in disposition procedures at NARA's records center facilities 

EXPIRATION DA TE: February 28, 200 I 

I. What does this bulletin do? This bulletin provides information on changes in disposition procedures at 
NARA facilities storing agency-owned records. These changes have been put in place in response to 
NARA's report of April 24, 1998, titled Inquiry into the Disposal of Records of the Naval Research 
Laboratory. 

2. What is the backaround to these procedures? 

a. On November 13, 1997, the Chief of Naval Research wrote a letter to the Archivist of the United 
States which detailed how the Washington National Records Center (WNRC) had destroyed Naval 
Research Laboratory (NRL) correspondence and laboratory notebooks dating from the 1940s. On April 
24, 1998, NARA issued a report titled Inquiry into the Disposal of Records of the Naval Research 
Laboratory (hereafter referred to as the Report). This Report can be accessed at the following web site: 
<http:/ /www.nara.gov/records/nrlrpt.html> . 

b. The Report found that NARA had followed procedures, but recommended changes in certain 
disposition procedures for agency records stored at NARA's records center facilities. This bulletin 
announces how NARA has implemented those recommendations. 

3. What new procedures will NARA and my agenc;y follow when formerly pennanent or unscheduled · 
items are re-scheduled as temporar:y? 

a. Our records center facilities will notify your agency records officer by letter when agency accessions 
are to be recoded to temporary status in the NARS-5 system because ofchanges in disposition authority. 
The letter will contain the following information for each accession requiring recoding from permanent or 
unscheduled to temporary retention status: accession number, box number(s), current disposition 
authority, disposition code, and disposition date, and proposed disposition authority, disposition code, and 
disposition date. The procedures do not apply to records already coded as disposable (D code) or deferred 
disposable (B code). 

b. The letter will request written concurrence from the agency records officer for each accession and 
box number(s) affected. Your records officer is responsible for coordinating the agency response to 
NARA, including any necessary contacts with the agency's regional records managment or program staff. 
We will not reschedule (recode) these records for disposal unless we receive written concurrence from your 
records officer. 



4. How can I keep up to date about the disposition status of my agency's records in NARA storage? 

The first thing to remember is that under 36 CPR 1228.50 your agency is required annually to review and, if • 
necessary, update your records schedules. We encourage agencies to maintain their records schedules and 
transfer documentation and to use them as information resources in determining disposition status. You may 
use the following tools to check the disposition status of your agency's records in NARA's records center 
facilities: 

a. Individual center reports. NARA's records center facilities will provide upon request copies of the 
Accession Number Master List (01 Report), which shows a complete database listing of holdings from an 
agency in accession number order, and other useful reports such as the Disposal Authority Report (08 Report) 
which lists agency records in disposition authority order. In addition, you can request copies of Archivist
approved Requests for Records Disposition Authority (SFs 115) and Records Transmittal and Receipt Forms 
(SFs 135) from the NARA record center facility that stores your agency's records. Contact the appropriate 
facility from the attached listing for further information about these reports and others which may be useful. 
Information regarding costs for copies is also available from each facility. 

b. Other specialized reports. For reports of system wide holdings or for reports in electronic form that can 
be customized, you should contact the Office of Regional Records Services (NR), National Archives at 
College Park, 860 l Adelphi Road, College Park, Md 20740-6001 (telephone number 301-713-7200). 

c. CIPS. Another excellent source for obtaining information on records stored in NARA's records center 
facilities is the Centers Information Processing System (CIPS). CIPS, used by most Federal agencies to 
reference their records currently stored in NARA's records center facilities, allows agencies to access the 01 
Report as well as certain kinds of historical information about records previously stored in these facilities. For 
information on accessing these reports in CIPS, you should consult the CIPS Manual: Interactive Reference 
Request Manual of July 28, 1998, or the Internet website <http://www.nara.gov/regional/cips.html>. 

5. How will NARA now send my agency Notices oflntent to Destroy, NA Form 13001? 

a. In response to the Report recommendations, effective June 1, 1999, NARA will follow the policy of 
sending disposal notices by certified mail directly to your agency records officer or his/her designee(s). 
NARA's records center facilities will follow up with those agency officials from whom return receipts are 
not received within thirty days. 

b. If your agency records officer decides to designate another person or persons to receive the notices, the 
records officer must notify NARA in writing of the designee(s) by June 1, 1999. The records officer may 
instruct NARA to continue its current practice of sending disposal notices to the office which retired the 
r.:~cords or to another office designated on the SF 135. For regional facilities, notify the appropriate 
Regional Administrator. For the National Personnel Records Center and/or the Washington National 
Records Center, notify the Director. Their addresses are provided in the attached Directory of NARA 
Records Center Facilities. 

6. Who can I contact for further information? Please direct questions or comments regarding records stored at 
NARA records center facilities to the individual facility or the Office of Regional Records Services as listed 
on the attached Directory of NARA Records Center Facilities. 

• 

k1J.tfl1·~ 
(P.~~~W.CARLIN • 

Archivist of the United States 

Attachment 



• 

• 

• 

February 24, 1999 - NARA Bulletin 99-03 
Attachment 

DIRECTORY OF NARA RECORDS CENTER FACILITIES 

Office of Regional Records Services -
Richard L. Claypoole, Assistant Archivist 
National Archives at College Park 
Room 3600 
8601 Adelphi Road 

· College Park, Maryland 20740-6001 
Telephone: 301-713-7200 
Fax: 301-713-7205 

National Archives and Records Administration - Northeast Region 
Diane LeBlanc, Regional Administrator 
Frederick C. Murphy Fed~ral Center 
380 Trapelo Road 
Waltham, Massachusetts 02452-6399 
Telephone: 781-647-8745 
Fax: 781-647-8088 
E-mail: center@waltham.nara.gov 

NORTHEAST REGION FACILITIES: 

NARA's Northeast Region (Boston) 
Frederick C. Murphy Federal Center 
380 Trapelo Road 
Waltham, Massachusetts 02452-6399 
Telephone: 781-647~8108 
Fax: 781-647-8112 
E-mail: center@waltham.nara.gov 
Area served: Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, 
Vermont 

NARA's Northeast Region (Pittsfield) 
10 Conte Drive 
Pittsfield, Massachusetts 01201-8230 
Telephone: 413-445-6885 · 
Fax: 413-445-7305 
E-mail: archives@pittsfield.nara.gov 
Area served: Selected Federal agencies nationwide 
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National Archives and Records Administration - Mid Atlantic Region 
James Mouat, Regional Administrator 
14700 Townsend Road 
Philadelphia, Pennsylvania 19154-1096 
Telephone: 215-671-9027 
Fax: 215-671-8001 
E-mail: center@philfrc.nara.gov 

NARA Bulletin 99-03 
Attachment 

Area served: Delaware, Pennsylvania, and Federal courts in Delaware, Maryland, Pennsylvania, 
Virginia, and West Virginia 

National Archives and Records Administration - Southeast Region 
James J. McSweeney, Regional Administrator 
1557 St. Joseph Avenue 
East Point, Georgia 30344-2593 
Telephone: 404-763-7474 
Fax: 404--763-7059 
E-mail: center@atlanta. nara. gov 
Area served: Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina, South 
Carolina, Tennessee 

National Archives and Records Administration - Great Lakes Region 
David Kuehl, Regional Administrator 
7358 South Pulaski Road 
Chicago, Illinois 60629-5898 
Telephone: 773-581-7816 
Fax: 312-886-7883 
E-mail: center@chicago.nara.gov 

GREAT LAKES REGION FACILillES: 

NARA's Great Lakes Region (Chicago) 
7358 South Pulaski Road 
Chicago, Illinois 60629-5898 
Telephone: 773-581-7816 
Fax: 312-886-7883 
E-mail: center@chicago.nara.gov 
Area served: Illinois, Minnesota, and Wisconsin, and Federal courts in Illinois, Indiana, 
Michigan, Minnesota, Ohio, and Wisconsin. 

NARA's Great Lakes Region (Dayton) 
3150 Springboro Road 
Dayton, Ohio 45439-1883 
Telephone: 937-225-2852 
Fax: 937-225-7236 

• 

E-mail: center@dayton. nara. gov 
Area served: Ohio, Indiana, and Michigan, except Federal courts in Ohio, Indiana, and • 
Michigan 
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National Archives and Records Administration - Central Plains Region 
Reed Whitaker, Regional Administrator 
2312 East Bannister Road 
Kansas City, Missouri 64131-3011 
Telephone: 816-926-6920 
Fax: 816-926-6982 
E-mail: center@kansascity.nara.gov 

CENTRAL PLAINS REGION FACILillES: 

NARA' s Central Plains Region (Kansas City) 
2312 East Bannister Road 
Kansas City, Missouri 64131-3011 
Telephone: 816-926-6920 
Fax: 816-926-6982 
E-mail: center@kansascity.nara.gov 
Area served: Iowa, Kansas, Missouri, Nebraska 

NARA's Central Plains Region (Lee's Summit) 
200 Space Center Drive 
Lee's Summit, Missouri 64064-1182 
Telephone: 816-478-7089 
Fax: 816-478-7623 
E-mail: elaine. christopher@kccave.nara.gov 

NARA Bulletin 99-03 
Attachment 

Area served: New Jersey, New York, Puerto Rico, the U.S. Virgin Islands, and for most 
of the Department of Veterans Affairs 

National Archives and Records Administration - Southwest Region 
Kent Carter, Regional Administrator 
501 West Felix Street, Building 1 
Fort Worth, Texas 76115-3405 
P. 0. Box 6216 
Fort Worth, Texas 76115-0216 
Telephone: 817-334-5515 
Fax: 817-334-5621 
E-mail: center@ftworth.nara.gov 
Area served: Arkansas, Louisiana, Oklahoma, Texas 

National Archives and Records Administration - Rocky Mountain Region 
Robert Svenningsen, Regional Administrator 
Denver Federal Center, Building 48 
Denver, Colorado 80225 · 
P. 0. Box 25307 
Denver, Colorado 80225-0307 
Telephone: 303-236-0801 
Fax: 303-236-9297 
E-mail: center@denver.nara.gov 
Area served: Colorado, Montana, New Mexico, North Dakota, South Dakota, Utah, Wyoming 
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National Archives and Records Administration - Pacific Region 
Sharon Roadway, Regional Administrator 
1000 Commodore Drive 
San Bruno, California 94066-2350 
Telephone: 650-876-9249 
Fax: 650-876-0920 
E-mail: sharon.roadway@sanbruno.nara.gov 

PACIFIC REGION FAClLITIES: 

NARA's Pacific Region (Laguna Niguel) 
24000 Avila Road 
1st Floor-East Entrance 
Laguna Niguel, California 92677-3497 
P.O. Box 6719 
Laguna Niguel, California 92607-6719 
Telephone: 949-360-2618 
Fax: 949-360-2624 
E-mail: center@laguna.nara.gov 
Area served: Arizona, southern California, and Clark County, Nevada 

NARA's Pacific Region (San Francisco) 
1000 Commodore Drive 
San Bruno, California 94066-2350 
Telephone: 650-876-9015 
Fax: 650-876-0920 
E-mail: center@sanbruno.nara.gov 

Attachment 

Area served: Northern California, Nevada (except Clark County), and selected Federal 
agencies in Hawaii and the Pacific Ocean area 

National Archives and Re~ords Administration - Pacific Alaska Region 
Steven Edwards, Regional Administrator 
6125 Sand Point Way NE 
Seattle, Washington 98115-7999 
Telephone: 206-526-6501 
Fax: 206-526-6545 
E-mail: center@seattle.nara.gov 
Area served: Idaho, Oregon, Washington, and selected Federal agencies in Alaska, Hawaii, and the 
Pacific Ocean area 
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National Archives & Records Administration - National Personnel Records Center 
David L. Petree, D4"ector 
9700 Page Avenue 
St. Louis, Missouri 63132-5100 
Telephone: 314-538-4201 
Fax: 314-538-4005 
E-mail: center@stlouis.nara.gov 

NATIONAL PERSONNEL RECORDS CENI'ER FACILfilES: 

NARA's National Personnel Records Center (Civilian Personnel Records) 
111 Winnebago Street 
St. Louis, Missouri 63118-4199 
Telephone: 314-425-5722 
Fax: 314-425-5719 
E-mail: center@cpr.nara.gov 

NARA's National Personnel Records Center (Military Personnel Records) 
9700 Page A venue 
St. Louis, Missouri 63132-5100 
Telephone: 314-538-4247 
Fax: 314-538-4005 
E-mail: center@stlouis.nara.gov 

National Archives and Records Administration - Washington National Records Center 
Ferris E. Stovel, Director 
4205 Suitland Road 
Suitland, Maryland 20746-8001 
Telephone: 301-457-7000 
E-mail: center@suitland.nara.gov 
Fax: 301-457-7117 

Attachment 

Area served: Washington, D.C., area, Maryland, Virginia, West Virginia, and armed forces worldwide, 
except records of the Federal courts of Maryland, Virginia, and West Virginia . 
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·-N~~i~l ~ · Archives at College Park 
8601 Adelphi Road College Park, Maryland 20740-6001 

March 5, 1999 

NWM0S.99 

. . . 

. . ."'.· 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and 
I~9i:ro~tion Qtscussion Group (BRIDG) January 26, 19-92 Meeting Summary __ 

( 

There will be no Bimonthly Records and Information Discussion Group (BRIDG) 
meeting in March 1999. We will continue to keep you posted on the progress of other 
NARA initiatives as they develop and look forward to seeing you atthe Records 
Administration Conference (RACO 99) on May 20, 1999. 

A summary of the January 26, 1999 BRIDG meeting is attached. The topic ofthis 
meeting was the Fast Track Guidance Development Project (FastTrack) currently being 
initiated by the National Archives and Records Administration (NARA). 

If you have additional electronic records questions, please submit them via e-mail, with 
"FastTrack" in the s~ line, to records.mgt@arch2.nara.gov, or call! pt 
301- 713-7110, ext.L__JWe appreciate your input and feedback toward this initiative. 

MICHAEL L. MILLER 
Director 
Modem Records Programs 

National Archives and Records Administration 
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Bimonthly Records and Information Discussion Group (BRIDG) 

10:00 a.m. - 12:00 p.m., January 26, 1999 
National Archives Building Theater, Washington, D.C. 

TOPIC: Fast Track 

Over 90 people attended the January 26, 1999 Bi-monthly Records Information Discussion 
Group (BRIDG) meeting held in the National Archives Theater in Washington, D.C. The 
discussion, led by Michael L. Miller,Director, ModemRecords Programs, centered on Federal 
agencies' needs for electronic records guidance and projects currently underway at the National 
Archives and Records Administration (NARA) to develop this guidance. 

Dr. Miller began the dlscussion with some introductory remarks on electronic recordsissues. 
The topic of electronic records can include diverse categories from electronic commerce to 
electronic access. These categories have a significant implication for developing electronic 
records guidance and they command the attention of Chieflnformation Officers (CI Os) and 
agency leaders. The high level of attention, expanding improvements in information technology 
(IT), and incorporation oflT into agency work processes are combining to push the Federal 
government toward electronic recordkeeping. Therefore, the need for reliable, up-to-date 
electronic records information is rapidly increasing. 

NARA needs to ensure that such information is readily available. Much ofNARA's previous 
electronic records guidance focused on database management and is either out of date or is under 
revision. As a first step to develop better electronic records guidance, NARA established the 
Electronic Records Work Group in 1998 to examine electronic records disposition issues. As a 
result of the recommendations contained in the Work Group's final report, NARA has taken 
several actions. 

• First, NARA developed a draft bulletin with guidance on how to schedule electronic 
copies of records created on word processing and e-mail applications, especially those 
records formerly covered by GRS 20, items 13 and 14. The draft bulletin is currently 
under revie:w in Ot,,IB. 

• Second, NARA updated the entire GRS with authorities to dispose of the electronic 
copies covered by each particular schedule. The revised GRS, issued in December 1998 
with Transmittal Memo Number 8, also includes new language for all previously 
unspecified disposition instructions. 

• ·. Third, NARA has drafted a new GRS to cover routine, administrative IT records. The 
draft IT GRS is undergoing internal NARA review and should be out for comment by 
March 1999. 

• Finally, NARA has established a follow-on group to look at electronic records 
management issues. 
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The follow-on group is called the Fast Track Guidance Development Project (FastTrack). 
FastTrack will determine what products NARA can issue or develop regarding electronic records 
relatively quickly. While FastTrack will not solve all electronic records problems, it will provide 
an expedited method to address some of the problems. In a January 1999 press release, the 
Archivist of the United States stated that the FastTrack team will identify "best practices" 
currently available and provide information on electronic records issues that Federal managers 
can use now while work goes forward on developing more complete and longer-term solutions. 
Therefore, the FastTrack team will perform initial data collection to define what questions are 
suitable within the scope of the project. Other FastTrack products may include best practices, 
issue papers, models, how-to tools, or a compilation of frequently asked questions (FAQs). 

FastTrack will consist of NARA staff, Federal agency experts, and consultants working in 
__ oar:tnership. _1be_NARA m~~~~r,s are:I p>roj~c!__M~ager)~ I I The agency members could not be announced at this BRIDffme._e .... t1_n_g ... b-ec_a_u_se_th_e_1r __ _, 

participation had not been confirmed. As FastTrack makes progress identifying problems, 
selecting issues, and developing electronic records information, the NARA web page will be 
updated accordingly. Agencies who wish to follow the group's progress closely should monitor 
the site at http://www.nara.gov/records. 

Other NARA actions taken with regard to electronic records are: 

1. Changes in NARA's Life Cycle Management Division, which schedules and appraises 
all Federal records, including electronic records. The first change is a new team approach 
that allows archivists to pool their resources and expertise to advise agencies on 
electronic records appraisal issues. The second change is streamlining the approval 
procedures for scheduling records. 

2. A Business Processing Reengineering project scheduled for this year to review the 
way NARA interacts with agencies at the front-end of the lifecycle of records. 

3. Efforts to improve communications with agencies. NARA is developing a more user
friendly, high-content web site for records management programs. NARA is also 

-- " -- - ~- - -investigating additional methods for using-technology to interact with the Federal records_ 
management community. 

Once Dr. Miller concluded his remarks about electronic records guidance, the meeting was 
opened to questions from all participants. Questions were posed by attendees who either 
submitted questions beforehand, asked them during the meeting, or wrote them down on 3 X 5 
cards. Between these different methods, NARA received a number of excellent suggestions for 
areas needing guidance. 

A sample of the questions regarding electronic records issues includes: 

- What should agencies do with "native formats"? 

- Why did NARA include media specific disposition instructions? The message should 
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• 
be appraised, not the media. 

- When is e-mail a 'non-record'? Will NARA issue guidance to help distinguish p~rsonal 
e-mail from organizational e-mail? ......... ·· · 

- When does NARA guidance stop and agency guidance begin? 

- Which Records Management Application (RMA) is the best? 

- Could NARA evaluate the top e-mail applications and issue a report on whether or not 
they meet records management needs? Many vendors are claiming their expanded · 
packages meet these needs . 

. . 1' - Why doesn't NARX.dnve the standards for creating records man~gement applications 
by stating what requirements such a product should meet? Why doesn't NARA work 
with 0MB, DoJ, and GSA to establish such a standard for agencies to use? 

- At what point does a web page become a record? 

- Can NARA specify a date by whichagencies must have full electronic records 
management capabilities? · · · · · 

. . 

- Can NARA provide a list of records management vendors who are experts in ·the field? 

- Can NARA produce a baseline or minimum that agencies should be currently doing in 
electronic records management or that agency managers should be spending on electronic 
records management resources? 

- How will NARA bring the CIO Council into electronic records management issues? 

- Will NARA develop and support qualifications and standards for Federal Records 
Officers? Would NARA partner with the USDA Graduate School for such training? 

_ ... '-'':. .. ~-:- ·•. '•"~)_·...;. ,.,·. ···.•: ·-···.·_ .. , ,, ·.•·,,. ~- ... ' ' 
•' --_ . . :," ·---:-~ :. , ..• : ______ ' ---. -.;,:~~::- .,•·;· -- ---- .·-,., :' --~.:..;..~ __ ...._;:_; __ ~_;' . .:.!-'.'-~ '.(' 

Dr. Miller addressed many of these questions at the BRIDG meeting. All questions were-
recorded and sent to the FastTrack group. Please continue to submit any questions or concerns 
on electronic records guidance to NARA by sending an e-mail to records.mgt@arch2.nara.gov. 
Please use the subject line "FastTrack" in your e-mail messages. You can also phone in your 
questions by contactin~._ ____ __.rt 301-713-7110, extensioq I ~-~c 

These minutes will be posted to the NARA Records Management web site at 
<http://www.nara.gov/records>. · 
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National e. _ · - -
. A_rchzves at College Park 

March 17, 1999 

NWM09.99 

8601 Adelphi Road College Park, Maryland 20740-6007 

MEMORANDUM TO AGENCY RECORDS OFFICERS: NARA Bulletin 99-03, Changes 
in the disposition procedures at NARA's records center facilities 

Enclosed please find a copy of NARA Bulletin 99-03, which outlines changes in procedures 
at NARA records center storage facilities that have been implemented in response to 
NARA's report of April 24, 1998, titled Inquiry into the Disposal of the Naval Research 
Laboratory. 

This bulletin notifies you of changes in the handling of Notices oflntent to Destroy, NA 
Form 13001, which will be sent to you, or your designee, via certified mail requesting a 
return receipt. NARA will follow up on receipts that are not returned. If you wish to have 
the NA Form 13001 sent to someone other than yourself, you must notify us by June 1, 
1999. Please see paragraph 5b of the bulletin for details. 

The bulletin also reviews the new procedures.when NARA-r~corcls-Z~~te;s· ~ustc-;;:~ode 
formerly permanent or unscheduled records as temporary because of changes in disposition 
authority. Please note that written concurrence from you, or your designee, is now required. 
To keep up to date about the disposition status of your records, the bulletin encourages the 
use of CIPS, includes a list of individual center reports, and refers to other customized 
reports that may be available. 

If you have questions or need assistance regarding records stored at NARA records center 
facilities, please direct questions to the individual facility or the Office of Regional Records 
Services as listed on the Directory of NARA Records Center Facilities. A current Directory 
of NARA Records Center Facilities is attached as part of NARA Bulletin 99-03. A copy of 
this Directory is also posted on the NARA records management web site at 
<http://www.nara.gov/records/>. 

We appreciate your cooReration in t~is matter. 

~ 7 a /' 
li/2-~~L-( 7 ~ ,,z;;;-7 
MICHAEL L. MILLER 
Director 
Modem Records Programs 

Enclosures 

National Archives and Records Administration 



National *hives and · 
Records A3'1inistration 

W..Shington, DC 20408 

NARA BULLETIN 
NO. 99-03 

TO: Heads of Federal Agencies 

l 
Febcuacy 24, 1999 

SUBJECT: Changes in disposition procedures at NARA's records center facilities 

EXPIRATION DATE: February 28, 2001 

1. What does this bulletin do? This bulletin provides information on changes in disposition procedures at 
NARA facilities storing agency-owned records. These changes have been put in place in response to 
NARA's report of April 24, 1998, titled Inquiry into the Disposal of Records of the Naval Research 
Laboratory. 

2. What is the background to these procedures? 

a. On November 13, 1997, the Chief of Naval Research wrote a letter to the Archivist of the United 
States which detailed how the Washington National Records Center (WNRC) had destroyed Naval 
Research Laboratory (NRL) correspondence and laboratory notebooks dating from the 1940s. On April 
24, 1998, NARA issued a report titled Inquiry into the Disposal of Records of the Naval Research 
Laboratory (hereafter referred to as the Report). This Report can be accessed at the following web site: 
<http://www.nara.gov/records/nrlrpt.htm I>. 

b. The Report found that NARA had followed procedures, but recommended changes in certain 
disposition procedures for agency records stored at NARA's records center facilities. This bulletin 
announces how NARA has implemented those recommendations. 

3. What new procedures will NARA and my agency follow when formerly permanent or unscheduled 
items are re-scheduled as temporary? 

a. Our records center facilities will notify your agency records officer- by letter when agency accessions 
are to be recoded to temporary status in the NARS-5 system because of changes in disposition authority. 
The letter will contain the following information for each accession requiring recoding from permanent or 
unscheduled to temporary retention status: accession number, box number(s), current disposition 
authority, disposition code, and disposition date, and proposed disposition authority, disposition code, and 
disposition date. The procedures do not apply to records already coded as disposable (D code) or deferred 
disposable (B code). 

b. The letter will requ·est written concurrence from the agency records officer for each accession and 
box number(s) affected. Your records officer is responsible for coordinating the agency response to 
NARA, including any necessary contacts with the agency's regional records managment or program staff. 
We will not reschedule (recode) these records for disposal unless we receive written concurrence from your 
records officer. 



4. How can I keep up to date about the disposition status ofmy agencv's records in NARA storage? 

The first thing to remember is that under 36 CFR 1228.50 your agency is required annually to review and, if 
necessary, update your records schedules. We encourage agencies to maintain their records schedules and 
transfer documentation and to use them as information resources in determining disposition status. You may 
use the following tools to check the disposition status of your agency's records in NARA's records center 
facilities: 

a. Individual center reports. NARA's records center facilities will provide upon request copies of the 
Accession Number Master List (01 Report), which shows a complete database listing of holdings from an 
agency in accession number order, and other useful reports such as the Disposal Authority Report (O& Report) 
which lists agency records in disposition authority order. In addition, you can request copies of Archivist
approved Requests for Records Disposition Authority (SFs 115) and Records Transmittal and Receipt Forms 
(SFs 135) from the NARA record center facility that stores your agency's records. Contact the appropriate 
facility from the attached listing for further information about these reports and others which may be useful. 
Information regarding costs for copies is also available from each facility. 

b. Other specialized reports. For reports of system wide holdings or for reports in electronic fonn that can 
be customized, you should contact the Office of Regional Records Services (NR), National Archives at 
College Park, 8601 Adelphi Road, College Park, Md 20740-6001 (telephone number 301-713-7200). 

c. CIPS. Another excellent source for obtaining information on records stored in NARA's records center 
facilities is the Centers Information Processing System (CIPS). CIPS, used by most Federal agencies to 
reference their records currently stored in NARA's records center facilities, allows agencies to access the 01 
Report as well as certain kinds of historical information about records previously stored in these facilities. For 
information on accessing these reports in CIPS, you should consult the CIPS Manual: Interactive Reference 
Request Manual of July 28, 1998, or the Internet website <http://www.nara.gov/regional/cips.html>. 

5. How will NARA now send my agency Notices of Intent to Destroy, NA Form 13001? 

a. In response to the Report recommendations, effective June 1, 1999, NARA will follow the policy of 
sending disposal notices by certified mail directly to your agency records officer or his/her designee(s). 
NARA's records center facilities will follow up with those agency officials from whom return receipts are 
not received within thirty days. 

b. If your agency records officer decides to designate another person or persons to receive the notices, the 
records officer must notify NARA in writing of the designee(s) by June I, 1999. The records officer may 
instruct NARA to continue its current practice of sending disposal notices to the office which retired the 
records or to another office designated on the SF 135. For regional facilities, notify the appropriate 
Regional Administrator. For the National Personnel Records Center and/or the Washington National 
Records Center, notify the Director. Their addresses are provided in the attached Directory of NARA 
Records Center Facilities. 

6. Who can I contact for further information? Please direct questions or comments regarding records stored at 
NARA records center facilities to the individual facility or the Office of Regional Records Services as listed 
on the attached Directory of NARA Records Center Facilities. 

lf1t~J6/J· ~ 
(}~;~W. CARLIN 

Archivist of the United States 

Attachment 
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DIRECTORY OF NARA RECORDS CENTER FACILITIES 

Office of Regional Records Services 
Richard L. Claypoole, Assistant Archivist 
National Archives at College Park 
Room 3600 
8601 Adelphi Road 
College Park, Maryland 20740-6001 
Telephone: 301-713-7200 
Fax: 301-713-7205 

National Archives and Records Administration - Northeast Region 
Diane LeBlanc, Regional Administrator 
Frederick C. Murphy Federal Center · 
380 Trapelo Road 
Waltham, Massachusetts 02452-6399 
Telephone: 781-647-8745 
Fax: 781-647-8088 
E-matl: center@waltham.nara.gov 

NORTHEAST REGION FACILITIES: 

NARA's Northeast Region (Boston) 
Frederick C. Murphy Federal Center 
380 Trapelo Road 
Waltham, Massachusetts 02452-6399 
Telephone: 781-647-8108 
Fax: 781-647-8112 
E-mail: center@waltharn.nara.gov 
Area served: Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, 
Vermont 

NARA's Northeast Region (Pittsfield) 
10 Conte Drive 
Pittsfield, Massachusetts 01201-8230 
Telephone: 413-445-6885 
Fax: 413-445-7305 
E-mail: archives@pittsfield.nara.gov 
Area served: Selected Federal agencies nationwide 



February 24, 1999 

National Archives and Records Administration - Mid Atlantic Region 
James Mouat, Regional Administrator 
14700 Townsend Road 
Philadelphia, Pennsylvania 19154-1096 
Telephone: 215-671-9027 
Fax: 215-671-8001 
E-mail: center@philfrc.nara.gov 

NARA Bulletin 99-03 
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Area served: Delaware, Pennsylvania, and Federal courts in Delaware, Maryland, Pennsylvania, 
Virginia, and West Virginia 

National Archives and Records Administration - Southeast Region 
James J. Mcsweeney, Regional Administrator 
1557 St. Joseph Avenue 
East Point, Georgia 30344-2593 
Telephone: 404-763-7474 
Fax: 404-763-7059 
E-mail: center@atlanta.nara.gov 
Area served: Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina, South 
Carolina, Tennessee 

· National Archives and Records Administration - Great Lakes Region 
David Kuehl, Regional Administrator 
7358 South Pulaski Road 
Chicago, Illinois 60629-5898 
Telephone: 773-581-7816 
Fax: 312-886-7883 
E-mail: center@chicago.nara.gov 

GREAT LAKES REGION FACILIDES: 

NARA's Great Lakes Region (Chicago) 
7358 South Pulaski Road 
Chicago, Illinois 60629-5898 
Telephone: 773-581-7816 
Fax: 312-886-7883 
E-mail: center@chicago.nara.gov 
Area served: Illinois, Minnesota, and Wisconsin, and Federal courts in Illinois, Indiana, 
Michigan, Minnesota, Ohio, and Wisconsin. 

NARA' s Great Lakes Region (Dayton) 
3150 Springboro Road 
Dayton, Ohio 45439-1883 
Telephone: 937-225-2852 
Fax: 937-225-7236 
E-mail: center@dayton.nara.gov 
Area served: Ohio, Indiana, and Michigan, except Federal courts in Ohio, Indiana, and 
Michigan 
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National Archives and Records Administration - Central Plains Region 
Reed Whitaker, Regional Administrator 
2312 East Bannister Road 
Kansas City, Missouri 64131 ~3011 
Telephone: 816-926-6920 
Fax: 816-926-6982 
E-mail: center'@kansascity.nara.gov 

CENTRAL PLAINS REGION FACILITIES: 

NARA's Central Plains Region (Kansas City) 
2312 East Bannister Road 
Kansas City, Missouri 64131-3011 
Telephone: 816-926-6920 
Fax: 816-926-6982 
E-mail: center@kansascity .nara. gov 
Area served: Iowa, Kansas, Missouri, Nebraska 

NARA's Central Plains Region (Lee's Summit) 
200 Space Center Drive 
Lee's Summit, Missouri 64064-1182 
Telephone: 816-478-7089 
Fax: 816-478-7623 
E-mail: elaine. christopher@kccave. nara. gov 

NARA Bulletin 99-03 
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_____ _ __ _ _ .--~_rea,sJ_rv~~ -~ew tersey, NewYork, Puerto Rico, the U.S. VirginJslands, and for most 
of the Department of Veterans· Affafrs"- -~ . -- ·---·~ - . . ------,~c..:,. , ..,._...;,,___-. - - .. ~ -=- -- --~ •··• · ----·---

National Archives and Records Administration - Southwest Region 
Kent Carter, Regional Administrator 
501 West Felix Street, Building 1 
Fort Worth, Texas 76115-3405 
P. 0 . Box 6216 
Fort Worth, Texas 76115-0216 
Telephone: 817-334-5515 
Fax : 817-334-5621 
E-mail: center@ftworth.nara.gov 
Area served: Arkansas, Louisiana, Oklahoma, Texas 

.. ' , 

National Archives and Records Administration - Rocky Mountain.Region 
Robert Svenningsen, Regional Administrator 
Denver Federal Center, Building 48 
Denver, Colorado 80225 · 
P. 0. Box 25307 
Denver, Colorado 80225~0307 
Telephone: 303-236-0801 
Fax: 303-236-9297 
E-mail: center@denver.nara:gov 
Area served: Colorado, Montana, New Mexico, North Dakota, South Dakota, Utah, Wyoming 
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National Archives and Records Administration - Pacific Region 
Sharon Roadway, Regional Administrator 
1000 Commodore Drive 
San Bruno, California 94066-2350 
Telephone: 650-876-9249 
Fax: 650-876-0920 
E-mail: sharon.roadway@sanbruno.nara.gov 

PACIFIC REGION FACILITTES: 

NARA's Pacific Region (Laguna Niguel) 
24000 Avila Road 
1st Floor-East Entrance 
Laguna Niguel , California 92677-3497 
P.O. Box 6719 
Laguna Niguel, California 92607-6719 
Telephone: 949-360-2618 
Fax: 949-360-2624 
E-mail: center@laguna.nara .gov 

NARA Bulletin 99-03 
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Area served: Arizona, southern California, and Clark County, Nevada 

NARA's Pacific Region (San Francisco) 
1000 Commodore Drive 
San Bruno, California 94066-2350 
Telephone: 650-876-9015 
Fax: 650-876-0920 
E-mail: center@sanbruno. nara. gov 
Area served: Northern California, Nevada (except Clark County) , and selected Federal 
agencies in Hawaii and the Pacific Ocean area 

National Archives and Records Administration - Pacific Alaska Region 
Steven Edwards , Regional Administrator 
6125 Sand Point Way NE 
Seattle, Washington 98115-7999 
Telephone: 206-526-6501 
Fax: 206-526-6545 
E-mail: center@seattle.nara.gov 
Area served: Idaho, Oregon, Washington, and selected Federal agencies in Alaska, Hawaii, and the 
Pacific Ocean area 
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National Archives & Records Administration - National Personnel Records Center 
David L. Petree, Director 
9700 Page A venue 
St. Louis, Missouri 63132-5100 
Telephone: 314-538-4201 
Fax: 314-538-4005 
E-mail: center@stlouis.nara.gov 

NAITONAL PERSONNEL RECORDS CENTER FAClLITIES: 

NARA's National Personnel Records Center (Civilian Personnel Records) 
111 Winnebago Street · 
St. Louis, Missouri 63118-4199 
Telephone: 314-425-5722 
Fax: 314-425-5719 
E-mail: center@cpr. nara. gov 

NARA's National Personnel Records Center (Military Personnel Records) 
9700 Page A venue 
St. Louis, Missouri 63132-5100 
Telephone : 314-538-4247 
Fax: 314-538-4005 
E-mail: center@stlouis .nara.gov 

National Archives and Records Administration - Washington National Records Center 
.. - FeriisE:-Stovel~Diteclot- ·~ - - - ~ --~---~~-~ .. -. ·- ·--~--~ ·· · ~ ---- - ----~ -

4205 Suitland Road 
Suitland, Maryland 20746-8001 
Telephone: 301-457-7000 
E-mail: center@suitland.nara.gov 
Fax: 301-457-7117 , 
Area served: Washington, D.C., area, Maryland, Virginia, West.Virginia, and armed forces worldwide, 
except records of the Federal courts of Maryland, Virginia, and West Virginia. 
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~--

Mr. John E. Harris 
Director 
Office of International Affairi 
Criminal Division 

U.S. Department of Justice 

. Federal Bureau of Investigation 

Washington, D. C. 20535 

April 26, 1999 

United States Department of Justice 
Washington, D.~. 20530 

Dear Mr. Harris: 

Reference js made ta your letter dated January 13, 
1999, tol I Unit Chief, International . . 
Relations Unit II, Federal Bureau of Investigation (FBI), 
requesting certification of a document obtained from the 
government of Argentina. 

As the Section Chief of the Information Management 
Section, Information Resources Division, FBI Headquarters (HQ), 
Washington, DC., I serve as the FBI's Records Policy Officer and 
have a full and complete knowledge of all records contained in 
the Central Records System at FBIHQ. 

As Records Policy Officer, I have reviewed the record 
copy of the material furnished with your referenced-letter and 
have compared these records with the material previously released 
under the provisions of Title 5, United States Code, S~ctions 552 
and 552a, more commonly referred to as the Freedom of 
Information-Privacy Acts (FOIPA). 

Please be advised that as a result of my review, I have 
determined that the enclosed document, with the FOIPA redactions, 

o.p. Dir. ___ Enclosure 
ADDAdm.--
ADD lnY,---1 
Asst.Dir.: 

Adm.Serva. __J_ 
Crtm.lnv. --1 --·---1n1p. __ ~ 

- IRD Front Office, ~oom 
- Mr. Weaver, Room 9998 
-I I Room 10475 
-I !Room 

lnlllll---
1..ab.------,, 
Legal Coun. ___w S : W S 
Rec.Mgnl.-
Tech.Serva,-· -

(6) 

~--
cong. Alf9. 011. _ 
011. of EEO --
011. Liaison • 

1111.Afla. -
Off. of PubllcAfla._ 

Telepll-Rm. _· _, · u•1L ROOIA _,./4. w_ 
DINICIOl"a Sec'y_ - ~• 

5829 

10475 19.0059 
r__ ,\0.-C \ 

{JJ;r .. n . 
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Mr. John Harris 
Criminal Division 

can be certified as a true copy of that material previously 
released. 

If you need any further assistance, please do not 
hesitate to contact me at telephone number (202) 324-2307. 

Sincerely, 

Dennis R. Weaver 
Section Chief 
Information Management Section 
Information Resources Division 



281830 ·sEP 76 



. . ~ '-

,1 - .• ~- :•J" ;· •. 

:-\· .-
··~ -- -~~ 

·•·•· .... : .. ~ .~ . : • ~.; 

. .. ' ... . 

1110£ TIIO •uE 119 •2 ct•M SEi . . . . . . · ,,-;.·~xL . · . 
JARGETS IN fllEfllBER IX>UNIRIES OF' •oPER Al lDN .<O>ll>OR.·• ,CHILE IS t HE ·.:· : · ">>. -: 

. . . . . ' • .. (. ~- ... . : . .- :: : . ··• . : . . 

CE_NT£R FOR ·oPERAT ION a>t1>0R• Ari) ·11 At>Dit 101 to ·cKILE us ttEMBERS · __ : :;. :· ... ·. ~ -~-. 
'-·'""•/(, < • • • •• • : ! . -. . .: ·. ' . 

.. . DICLUDE .ARGENT INA, BOLIVIA, PARAGUAY, AM> ;.tfUliUAY_- .. llRAZ n. ·ALSO : :. · ·r .. 4 . ·. ( 

MS TEfffATIVELY AGR~ED to. SUPR.Y IfffE..~J:GE~~E·:i~,ur FOR ·oP~RATI~~-·: ·/. • . . :· : ,• 
: ... •.· 

1X>ll>OR.. , .. EMBERS OF' •oPERAT ION mtDoR· Stl>WING THE IIOSt -ENTHUSiASM :' ·:> .. _' . i: :· .· ' . . . - . _., . , . . 

t~ OAIE HAVE BEEN ARGENI' INA, ~OOUAY Atl> CHILE.· THE LATTER )HREE: _·-.:· .. ·_::-, _;'.": .\ . 
. . 

. U>UNTRIES HAVE ENGAGED IM JOilfl' OPERATIONS, PfilflARILY IN AffGENt.INA, •:: . / · . 

. MiAINS? tHE TERROR I SI' tARGET • . '.D UiING THE IIEEK OF' SEPrDIBER 21~ .. >-~-. _. . . . . . : -_ .. . . 

I _· ____ ITH RESPECI TO •oPERAT ION a>ll>OR.• . ij-_. :\ ·: :·. _. _ ·: . ·=~ . ... . t · .. ·.. . :s- ·_ . . . . . . . . . '. ·, . . .- . 
. :: --

;: . 
~:
~l . 

A THIRD Atl> -"Ost SE~ET PHASE OF •oPERAT J)N a>ll)OR• ·'l,t\101.VES : . 
. ~ . ~ . . . ~--: . 

THE fORMAT ION or SPECIAL. TEAMS FRO" flE"8ER CX>UNTRIES WHO ARE to ·. - . 
- .:: . 

TRAVEl. .AN'fllKER[ IN THE VORU> to fl)N-f!£"8ER muNTRIES .to CARRY our . . • 

SANCTIONS UP TO ASSASSINATION AGAINSI l·ERRORISIS OR SuPPORTERS 
. . ., 

GF' J£RRORISI' ORGANIZATIONS FRON ·oPERATION a>ll>OR· fllENBER :coulll'RIES •. . 
,~ _) . . . . . · .. . 

R>R EXAM.PL£, S)l)lLD A TERROR 1st' OR A SUPPORTER -or a 'nRRORISr" ; ·' •.· 

___ OlGANIZAT ION J'ROM A MEMBER U,UNIRY OF •oPERAT ION. COtl>OR8 BE LOCATED 
._,. : ... ' . _; . - . . 

lN A ElfiOPEAN _ CX>UNrRY, ·A ~PECIAL TEAM_ ~o~•op£R_ATJ~-~' ~-~o~-r//:; :· .-:· 
. . .. • • . • -.- ., . 

. · .... -- - ~-· . . 
• . .... 

ff;>- -- -- ..... , - ~---- -~-- .. . ::,: ·•· - . . . . .. , .. _, ___ . ~- . 

t 



I~. ~ l!:'.~,~o~H~,§~:i{~}~gi;~::~:~--, .... 
J•i~GETHREE''~UEie-2 1rr,-g/l ET 
;.,; .. . •·· • · ' -
~ _.,01.L~ jJE DISPATCH~ TO LOCATE Atl> S~VEIL THE.TAR<;ET. 

i, 1.o~T iO~ A11>S111~ ni11• CE !JPERATJrJ N !IA s t ERM I NAT ED • a ~Eci,lll) , , 
'if:., ..... •··.~- ,·· . . • ·•···.·:,·''·"·--·,.:c .• · 

:r ·TEAM FR°" •.oPERAT ION a>tOOR• VOlLD BE DISPATCHED tO CARRY _0-Ut :'·,, -- . _. 
i~~-~:,~: · · ·.· .... :>. . .. ·. - .· .. · .. · .· ..... ;-.~-
i~::'::·-THE "ACl'UAl. ·.SANCI JON AGAIMst 'THE TARGET• 'SPECIAl. tEAMS VOU.D 8E. ·· · . ·· 
w . . . . 
~-

. . 

. TWO ~UROPEAN a>UNTRIES 1 SPECIFICALLY MENT 10 NED FOR POSSIBLE 
-· . 

·':a>ERATIONS Ufl>£R tK[ THIRD PHASE OF •oPERATlON CX>tl>OR• WERE '-.:i-
. . 

· ,>·::• fRA:rct at1> PORT mAL. Ml-': 
·--·- A ·SPECIAL 1'EAl'I HAS BEEN ORGANIZED 

t:./: _ WHICH ARE BEIE · · · 
.... , : . . . . ~ ... 
jf:i_/~J~EPARFJ> <,OR --,POSSIBLE FUt lfiE Act JON UNDER THE THIRD PHASE ·of '- · ' ---

~-:,i,:_.,·,_ftc_f ___ i3: __ ; ~ -0-PER AT I 0. N ~ ~0-R .• • lJ. ~ ·' - . -~ .. .. :-A\'.:: :: . ""..., VI ,.-··-.>·:·_-'··· - --··: · .-.,t,,~;s:•:•. 

~~ -: Q.riA~S~s:11'fF 1iimffi7Bltt~,'993~t-J-ilXftiC18&-!S!;..■-lle~_ ~If!Dl!mE:J:.F~ .• -,. -
fd.. -•- .:.'· .. : ...... .. 

• • .-· r .•.•. ,;. 

.. ... : ;. - ··; 

--:-- ···:.- ~ ;:~_ .,._ .. ,. .- -\ _-_ .... -·:>_ .... _., 

_·-_·. ~- ,,. '-~-~--~-:-:1~.;....~.~-:-
. - . _.,_ -- ·-·~-... --~ ----·- .. --~ .-

t -._,_,:_. __ .. -~--. •. 

_- .. ~~\."!!""':~-1::~,~--~~::~~:-·:_ . .- .:. .. :.,-~.:~~-- ~ <" ·. -_<_-> -' 



~ATES; HOWEVER, IT IS IDT BEYOII> 1HE REAl-fll OF POSSIBILffY THAY' · .·· .. ,< _·. 
Ef :f THE RECENT ASSASSI.NAT ION OF ORLall>O LETEl. IER Itt VASHJNGTON, - _;· ··. .·· ,- = r· -~~~:.. ~ 

t D. -~ .PIAY HAVE BEEN CARRJm our AS A THIRD PHASE actlON OF .. :.:::.:_._.•:·•·.·;· ':~.:-: t ;-;\ 
~ - . 

l -• ~RAT JON -COtl>OR. • AS ll>TD> ABOVE• INFORM AT ION AVAILABLE ·· 
.i; - . . . . ; - . - -- . - ~!' ' - • . . - .. : • 

t:· -TO THE SOI.ACE _ INDICATES !KAT ,PART ICU.AR ,E"PKASIS VAS ft.ACiD -ON _:. : · - ,· : 

f ,;;_: ·:iKE THIRD PHASE ,er 10Ns oF ·oPERAT JDN m11>0R· IN 1~0PE, ·· s,Ec1°~icALL y ·<:_ ·::: _ 
_ ; ~·. . . - • · . . . . ~- .. . · -- . :· · ·.: · .- . _:~-- -~- -•. • . : ~ . . ! · 

1 -ANCE Ati> PQRTISAL. l'HIS OFFICE WD..L REMAIN ALERT ·f'OR ;-alY :;' · _,,.,.,,~--_ ... , 

l-- INF~MATION Itl>JCATING THAT THE --ASSASSINAT l>N OF LETEl.lER 'RAY Bf;·~:- / ::·' : 

,-RT oF •oPERAT ION an1:>0R• ACT ION. 'U 
sr 

: · ·- - -:: ·-.. ·. 
-ei. -

.: -:'!' ·.-. .:'7- __ t/ :~." ~---- .. 



_, 

JEH:GBS:MJB 
18 2-109 4 0 (Please .repeat this number when responding) 

MilAR 

By Messenger 

I Unit Chief 
..._I_n_t_e_r_n_a_t.....,..i_o_n_a ... l_R_e"""l_a_t""'i,...o ... ns Unit I I 

Federal Bureau of Investigation 
935 Pennsylvania Avenue, N.W. - Room 7458 
Washington, D.C. 20535 

Re: Request f.i..i,,...._.....,..i.u......__l.i.lli.....-.""'-11.....,,i;,i~istance in the 
Matter of and Others 

Dear~I---------~ 

b6 
b7C 

Enclosed is a request from Argentina for assistance pursuant 
to the Treaty on Mutual Legal Assistance. In accordance with 
Article S of the treaty, your office is hereby designated to 
render the assistance requested for the reasons explained below. 

The request seeks assistance in the investigation of an 
Argentine government conspiracy believed to have existed in 
Argentina between 1976 and 1983 du.ring the "National 
Reorganization Process." As part of the conspiracy, children 
who were born to mothers held clandestinely by the Argentine 
military authorities in government detention centers or military 
hospitals were systematically kidnaped, concealed or otherwise 
removed from their mothers. 

The request implies a connection between the conspiracy 
under investigation and "Operation Condor,n an alleged 
affiliation of South American secret police organizations during 
the same period. The request asks for two things in connection 
with Operation Condor. 

First, it requests a certified copy of the document attached 
hereto (see envelop), which on its face purports to be a 
declassified FBI cable that describes Operation Condor. I am 
sending this cable to you for two reasons: (1) to obtain, if 
possible, a certified copy of the document if it exists in FBI 
records so that I can execute this portion of the request; and 
(2) to alert you that Argentine authorities somehow have obtained 
this FBI internal document.l 



Second, the request asks for wany other documents related to 
the so-called 'Operation Condor' ... specifically in connection 
with the kidnapping of families and their small children and/or 
children born while their parents were in captiv.ity which. may 
have taken place during the de facto government called the 
'National Reorganization Process.'" Because the attached 
document indicates that the FBI may have records on Operation 
Condor, and because the FBI currently is conducting a document 
review in connection with Spain's request for assistance in its 
prosecution of former Chilean General Augusto Pinochet2 and 
others, which documents may be related to Operation Condor, I ask 
that you coordinate with the appropriate units within the FBI to 
determine (1) whether records exist on Operation Condor that 
might be responsive to the Argentine request in this matter, and 
(2) if so, whether these records may be produced as certified· 
copies, and a rough timetable for when such a production would be 
possible. , 

If it is not possible for the FBI to execute this request, 
please advise me of that fact in writing and provide as much 
explanation as may be possible to convey to the Argentine 
authorities. 

Both the Office of International Affairs and the law 
enforcement authorities in Argentina appreciate your assistance 
in this international criminal matter. Please con,act roe bv 
e-mail, by telephone a~ I or by fax a~~--------~ 
if you have any questions. . 

By: 

Enclosure: 

John E. Harris 

Director 
Office of International Affairs 

Michael J. Burke 
Trial Attorney 
P.O. Box 27330 
Washington, D.C. 20038-7330 

Treaty Request and attachment 

b2 
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HAY 3 1999 
NWM 12.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Publication of proposed rules on 
agency records centers and storage of Federal records in the Federal Register 

NARA published two proposed rules in Part VII of the April 30, 1999, Federal Register relating 
to the storage of Federal records. Enclosed is a paper copy of Part VIL The proposed rules may 
also be found at the NARA web site (http://www.nara.gov/nara/pubcom.html) in HTML format 
and at the Federal Register Online via GPO Access 
(http://www.access.gpo.gov/su_docs/aces/aces140.html) in plain text or PDF format. 

The Agency Records Centers proposed rule would update the standards that records center 
storage facilities must meet to store Federal records. The proposed regulation would apply to all 
agencies, including NARA, that establish and operate records centers, and to agencies that 
contract for the services of commercial records storage facilities. The Storage of Federal 
Records proposed rule would amend NARA's records management regulations governing records 
creation, maintenance, and disposition to update provisions relating to the storage of Federal 
records. Current regulations focus on the use of NARA records centers for off-site storage. The 
proposed regulation would reflect what Federal agencies must do to manage their records 
wherever they are stored. 

We encourage Federal agencies to review these proposed regulations carefully and submit 
comments by the June 29, 1999, public comment deadline. 

We will have a presentation on these proposed rules at the next Records Administration 
Conference (RACO) on May 20. Information about the conference is available at 
<http://www.nara.gov/records/index.html>. If you ne9d additional in~ormation ahout regjsterirg 
for the conference, please contac~ !onl _______ txtensio~---· __ ___._ 

If you have questions about the proposed regulations, please contaci Ion 301-713-
7630, extensiotj I · · 
~~ ~ 
MARIE ALLEN 
Director 
Life Cycle Management Division 

Enclosure 

National Archives and Records Administration 
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NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

36 CFR Part 1228 

RIN 3095-AA81 

Agency Records Centers 

AG:'.NCY: National Archives and Records 
Administrntion (NARA). 
ACTION: Proposed rule. 

S.JMMARY: NARA pro('>oses to issue 
re•:ised regulations updating the 
s,.:i:1dards that n,cords center storage 
facilities must meet to store Federal 
rl:'cords. Since the regul11tions were 111st 
ucdated in 1982, there have been a 
n~mber of advanct'S in sprinkler 
systems and other gtmeral facility 
sc.;:1dards that significantly improve the 
e;-;virunment and general safeguards for 
Fc-deral records. This proposed rule also 
re-!1ects updated information on certain 
rc:'i'asures that may prevent fire and 
water damage to records. NARA also 
recognizes the nuthority of agencies to 
contrnct with private entitie.s for the 
scorrige of Federal records. NARA 
provides ngencies with standards, 
p~ocedures and guidelines for the use of 
st:ch commercial records storage 
facilities. Tht' regulation will apply to 
a:: agencies, including NARA. that 
1:srnblish and operate records centers, 
a:id to agencies that contract for the 
services of commercial records storage 
facilities. 
DA TES: Comments must be received by 
Ju:ie 29, 1999. 
A!:l DRESSES: Comments must be sent to 
Regulation Commt'nt Desk (NPOL). 
l\ational Archives and Records 
Administration, 8601 Adelphi Road, 
Co:lege Park, MD 20740-6001. 
Co;nments may be faxed to 301-713-
7270. 
FO;:( FURTHER INFDRMA TION CONTACT: 
l\anc.-y Allard at (301) 713-7360. e..xt. 
226. 
SU?PLEMENTARY INFORMATION: Based 
upon advancements in technical 
k:1owledge and experience gained over 
the past two decades. NARA believes it 
is time to updnte the standards for the 
storage of Federal records in the legal 
custody of Federal agencies. For the first 
ti::-:e. NARA's storage standards will he 
extended to cover NARA's records 
ce:,ters and commercial records stornge 
facilities used by Federal agencies, as 
we!! as the currently covered centers 
opt!rnted and maintained by other 
F edi:ral agencies. Regardless of where 
they are stored, it is the responsibility 
of t!ach agency to ensure that records in 
their legal custody are stored in 
approprinte space. Agencies must 

ensure that ,my rt>cords storage focility 
they use meets these updated standards. 
Agencies must obtain NARA's approval 
before t'Stahlishing a:, agency records 
center or using ,111 agency rtcords center 
operated hy another agency. and must 
provide to NARA documentation of 
compliance with the standards before 
trnnsferring any agency records to a 
commercial records storage facility. 

Federal records provide essential 
documentation of the Federnl 
Governr.ient's policies nnd transactions 
;ind protect rights of individuals. These 
rt>cords must he stored in nppropri;ite 
spnce to ensure thnt they remain 
c1vnilable for their sc!1t"duled life. The 
proposed facility standards spi:cify tht' 
required storage conditions wht:!n an 
agency's records nre no longer 
maintained in ngency office space. 
These proposed standards. which apply 
to records still in the legal custody of 
tht agency, ensure th:it perm:inent 
records will be stored under 
environmental conditions equal to the 
offict' environmental conditions in 
which they were cn,at~d. 

The proposed basic facility standards 
outlined in§ 1228.228 will apply to 
existing KARA and ngency reco~ds 
centers and to commercial records 
storage faciliti<es that are currently 
storing records. Any new !\ARA reCCJrds 
centt:!r. any new agency-operated 
records center, and nny new commercial 
records storage facility must also meet 
the standards for new facilities in thi:se 
regulations. 

All records storage facilities must 
meet the proposed fire-safety 
requirements in§ 1228.230 when the 
rule becomes effective to protect against 
the loss of essential government 
evidence. We recognize thnt it may not 
be feasible to implem1;;.nt certnin other 
provisions in existing facilities that met. 
the standards in effect before this 
proposed change. Existing facilities 
must comply with requirements-th:it 
minimize the risk of water dnmage to 
records from roof leaks or broken pipes 
within 10 yenrs. Existing facilities that 
store permanent records prior to their 
transfer to the National Archives of the 
United States, unscheduled records. or 
sample/select records must meet the 
proposed environmtmtal control 
standards within 10 years. 

Becnuse we believe thnt all newly 
acquired records stornge space for 
Federal records should provide 
appropriate environmentnl controls and 
the best possible protection against 
records disasters, we are requiring that 
all new facilities that are used to store 
Federal records nfter the effective dnte 
meet certain higher or additional 
standards thnt reflect current knowledge 

o:\ protecting rt-cords from dnmnge. For 
E-xa::ipie. in proposed 3§ 1228.230(b) 
n:irl (e). w~ an• proposing different fire 
prott'ction S[kCificiltions for walls and 
roofs that rt·f:t'c:t experience over the 
p;ist 15 ye.irs with fire suppression in 
records storng« facilltles. Professionally 
designt'cl firt' suppri:,ssion systems 
fu;1ction as rlesigm·d in over 97 percent 
of illl actual fir.-,s. However, in a small 
numhl:'r of cases. I:' ithtr when the system 
has ht>en dt".ictiv.-itt'd, or the fire source 
for l:'.XCt't'ded tht' cll:"sign chnracteristics 
k.g .. arson wich l.irgt" quantities of 
gasu!i:1t'}. t:1e suppression system may_ 
fail to concai:1 tht> fir ... resulting in a fire 
involving a full storage module. Since 
t:1e cont .. nc:; uf n 250.000 cubic foot 
r:;udu!e ca:1 hurn at fumnce heat for a 
rby or mun--. 1:t"nting n module that is 
cucal!y i:wo!v.-d in fir .. is necessary to 
pr .. wnt tlw spr.-nd of the fire to adjacent 
stcm1ge modut .. s. Venting n fire which 
h,1s i:1vo!v1ecl an entire records storage 
r:;odule to the outside thrqugh an entire 
wa:'. or roof relieves the heat and allows 
applicntion of vnst quantities of water 
directly to the fin,. nnd allow firefighters 
to t-:1t,:,r arij;ict-nt (protected) areas of the 
bui'.di:1g cu c:oo! doors protecting wall 
op~:1i:1gs with hos.,. Strt"ams. Venting 
\·nsc gu~:1titiE-s of lwat to the atmosphere 
a:1d cooling with hose streams can 
e:1able ii four hour fire wall to endure 
a fire that rng,:,s for many hours. For tJ-1is 
reason, we require that new records 
storilg" facilities havt one exterior Wil!l 

of ench stack nren and the roof designed 
wic:"I a maximum Hre rating of one-hour. 
Th~ actual timing of wnll or roof failure 
wi'.l depenci on the specific fire 
c:1Macteristics: a one-hour wall may fail 
i:1 30 r.:inutes in an extreme fire, or last 
sewral hours in a less extreme fire. 
However. it wilt foil suhstantially earlier 
t:1a:1 a four-hour wnll. providing earlier 
ventL'lg nr1c! hose stream access. As the 
exterior wnlls and roofs play a 
sig:1ifica:1t role in protecting the 
contents frorn bcursion of an exterior 
firi:-. we require. for new construction, 
wa'.'.s :i:1d roofs rated ilt least 30-minutes 
but not more thnn one-hour. 

:\"AR..:.. has rleveloped the fire-related 
safdy r .. quire:11 .. :1ts in this proposed 
ru:e with the assistnnce of recognized 
ex,wrts i:1 tht- fit·ld of fire suppression. 
Th,-se new perfornrnnce-h11sed standards 
fur fire-suppri:-ssion (sprinkler) systems 
!i:-:'.it t!w loss of records to a maximum 
of 300 cuhic ft'et pt'r incident. The 
sca:1dard has been set to reflect what 
current sprinkler technology can 
guara:uee. Tile npplication of these 
perforrnanct--basecl stnndnrds offers 
sig:1ifica:1t protection for Federal 
rt>curds that are housed in records 
scor;ig,. facilities. Our prnviously 
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established flre s.ifety standards in 
Subpart K simply described the then
existing !\:ARA-developed sprinkler fire 
suppression systo,ms. The proposed rule 
describes a fire-suppro,ssion system that 
meets the new performance-based 
stand.ird but allows the use of other 
systems if perfom,ance tests show they 
meet the new standard. See § 1228.232 
which outlines the steps needed to 
certify a fire-safety detection and 
suppression system and§ 1228.234 
which outlines NARA's certified 
system. 

Several new requirements reflect 
government-wide requirements imposed 
since the regulations were last updated 
in 1982. The building security 
n,quiremc,nts art! those established by 
the Oc,partment of Justice for Level II[ 
Federal facilities. Seismic safety 
provisions are required by Executive 
orders and an integrated pest 
management progrnm is mandated for 
Fed,m1l agencii:,s by the Food Protection 
Actofi99G. · 

The proposed revision to subpart K 
also modifles the procedures for 
requesting NARA approval to establish 
or relocate, an agency records center. 
The proposed procedures remove the 
requirement for agency justification of 
its choice of storage facility and provide 
thilt NARA will deny requests only if 
!\'ARA determines that the proposed 
;igenc.y records center does not 
demonstr;ite full compliance with the 
standards in this subpart. No NARA 
approval is required for an agency to 
contract with a commercial records 
storage facility. but agencies must 
ensure that any such facility selected 
complies with NARA's requirements for 
th,; storage of Federal records. If an 
agency contracts with a commercial 
records storage facility, the agency mu.st 
certify to NARA that the facility 
cornrlies• with Subpart K. 

In a sep.1rate proposed rule published 
elsewhere in this separate part of the 
Federal Register. NARA ls proposing to 
establish new definitions for "records 
centt!r," "commercial records storage 
facility," and "records storage facility" 
that are· referenced in this proposed 
rule. For the convenience of reviewers 
of this proposed rule, terms used in this 
regulntion that nre defmecl (or proposed 
for definition) elsewhere in NARA 
regulations are restated here: 

Rt>cords stonig£> facility is a facility 
used by a Federal agency to store . 
Federnl records, whether that facility is 
operaterl and maintained by the agency, 
by NARA, by another Federal agency. or 
by a priv:itl:! commercial entity. 
[proposed definition] · 

Comml'I"cial re:cords scordge facility is 
a private sector c9rn;nercial facHity that 

offers records storage. retrieval.and 
disposition St'rvices. (proposed 
d .. finition] 

Records centl'I" is defined in 44 U.S.C. 
290 I (G} as ;in establishment maintained 
and operated by the Archivist or by 
another Federnl agency primarily for the 
storage, servicing, security, and 
processing of records which need to be 
preserved for vmying periods of time 
and need not be retained in office 
equipment or space. [proposed 
definitiun] 

Pt>mwnl."nt record means any Federal 
record th:it h:is been determined by 
NARA to.havt:' sufficient value to 
wmrant its preservation in the National 
Archivt"s of the United Scates. 
P .. rmanent records include all records 
accessioned by NARA into the National 
Archives of the United States and later 
increments of the same records, and 
those for which the disposition is 
1wrmanent on SF 11 Ss. Request for 
Records Disposition Authority, 
approved by NARA on or after May 14, 
I 97 3. [proposed definition] 

Unscheduled records are records the 
final disposition of which has not been 
approved by NARA. Unscheduled 
records are those that have not been 
included on n Standard Fom1 llS. 
Requ,:,st for Records Disposition 
Authority, npproved hy NARA: those 
described but not authorized for 
disposal on an SF l 15 approved prior to 
May 1 ,1. 1973: and those described on 
an SF 1 LS but not approved by !\'ARA 
(withdrawn, canceled. or disapproved). 
[3GCFR i220.14] 

This rule is a significant regulatory 
action for the purposes of Executive 
Order 128GG, and h;;s been reviewed by 
O:VIB. As required by the Regulatory 
Flexibility Act, we certify that this 
proposed rule will not have a signific:int 
impact on small entities. 

List of Subjects in 35 CFR Part 1228 

Archives and records. 
For the reasons set forth in the 

preamble. NARA proposes to amend 
pi!rt 1228 of title 3G, Code of Federal 
Regulations, as follows: 

PART 1228--DISPOSITION OF 
FEDERAL RECORDS 

l. The authority citation for part 1228 
continues to read :is follows: 

Authority: 4•1 U.S.C. chs. 2 l. 29, and 33. 

2. Revise subpart K to read as follows: 

Subpart K-Facility Standards for Records 
Storage Facilities 

Sec. 

General 

1228.220 What authority applies to this 
suhpilrt? 

1223.222 \l.'bt du~s this subpart cover? 
122,.224 P<1hlicatiu11s incurporated by 

refl'!r~nc~. 
I '2~.226 D~finiliuris. 

Facility Standards 

122~.228 Wbt are the facility req1i(reinents 
for all records storage facilities? 

1228.230 Wh;,c itre th" fire s;if~ty 
requirements U1at apply to records 
s:urng~ for.ii iti~s? 

1228.232 What dues an agency have to do 
tu certify a fire-safoty detection and 
s1,ppressiun system? 

122~.23,I Whitt is NARA's certified fire
saf.,ty detectiun and suppression system 
for records sturnge foci lilies? 

ia~.236 Wh.tt are U1e requirements for 
~nvirunm~r~tal controls fur records 
s:urage faciliti~s? 

Approval and Inspection Requirements 
122~.240 Huw du"s an agency request 

a\lthority tu ;,stablish ur relocate records 
storage facilities? 

IZZ~.242 Wt.en may NARA conduct an 
impectiur; uf it records storage facility? 

Subpart K-Facility Standards for 
Records Storage Facilities 

General 

§ 1228.220 What authority applies to this 
subpart? 

i\ARA is authorized to establish, 
r.:~imain anct aper.ice records centers for 
Federal age:1cies under 44 U.S.C. 2907. 
i\ARA is aut:10rized, under 44 U.S.C. 
3: 03. to approve a records center that is 
r.:aimained and orerated by an agency. 
i\..\R..\ is also authorized to promulgate 
sca:idards. rrocedures. and guidelines to 
F ecteral agencies with respect to the 
storage of their records in commercial 
n•cords storage facilities. See 44 U.S.C. 
2 :04[a). 2904 and 3102. The regulations 
i:1 t:1is subpart apply to all records 
scJrage facilities Federal agencies use to 
s:o,e, servicte, 1111d dispose of their 
r=·c<Jrds. 

§ 1228.222 What does this subpart cover? 

(a) This subpart covers the 
est;ihlishment, maintenance, and 
op\"ration of records centers, whether 
Federally-owned and operated by 
i':ARA or another Federal agency, or 
F tdernlly-ownecl n:1d contractor 
operated. This subpart also covers an 
ag::ncy's use of commercial records 
s:orage facilities. Records centers and 
co:-.1n1t,rcial rt>cords storage facilities are 
ri'forred to collectively as records 
stor;ige facilities. This subpart specifies 
c:-.~ minimum·structural. environmentaL 
prnperty. a:1ci life-safety standards that a 
r:curds storage facility must meet when 
r:-.e facility is used for the storage of 
Federal records. 

(b) Except where specifically noted, 
t:lis subpart applies to all records · 
storag,:, focilitits. Certain noted 
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rrovi.s:ons 11rrly only to new records 
stor11g:- focilities. 

§ 1228.224 Publications Incorporated by 
reference. 

(n) G:>neral. The following 
publications cited in this section are 
hereh:.- incorporated hy reference into 
this p,,:,: 1228. They nre availahle from 
the i.53·..:ing orgnnizations at the 
addresses listed in this section. They are 
also a•:ailahle for inspection at the 
Office of the Federal Register, 800 North 
Cap ico: Street t\'W., suite 700, 
Wnshi:1gton, DC. This incorporation by 
referf':-,ce was approved by the Director 
of the Federal Register in accordance 
with 5 U .S.C. 552(a) and l CFR pare 5 l. 
Thesi, ::iaterials are incorporated as they 
exist o:, the dace of approval. and a 
docurr.ent indic:nting nny change in 
these r-::aterials will he published in the 
Federal Register. 

(h) American Sociecy ofTescing and 
Materials (ASTtvO swndards. The 
following ASTM standard is avnilable 
from t:.i:e American Society of Testing 
and ~l:,terials. lOO Barr Harhor Drive, 
West Conshocken, PA, 19428-2959, or 
on-lint: at www.astm.org: 

E-1 l 9 (1998). Standard Test Methods 
for riri:e Tests of Building Construction 
and Materials. 

(c) 1\'acional Fire Protection 
Associmion (NFPA) standards. The 
followi:ig NFPA standards are available 
from the National Fire Protection 
Association, 1 Batterymarch Park. 
Quincy. MA 02269-9101. or on-line at 
w1.vv1.catalog.nfpa.org: · 

NFPA 10 (1994). Stanc\ard for Portable 
Fire Extinguishers. 

NFPA 13 (1996), Standard for the 
Inst;illation of Sprinkler Systems. 

NFPA 20 (199G). Standard for the 
lnstiillation of Centrifugal Fire Pumps. 

NFPA 40 (1997), Standard for the 
· Storage and Handling of Cellulose 

l\'itrate :V!otion Picture Film. 
NrPA 42 (1997) Standard for Storage 

of Pyroxylin Plastics. 
NFPA 72 (199G). National Fire Alarm 

Code. 
NFPA 101 (1997). Life Safety Code. 
NFPA 231 (1998). Standard for 

General Storage. 
NFPA 231C (1998), Standard for the 

Rack Storage of Materinls. 
KFPA 232 (l995}, Standard for the 

Protectlon of Records. 
NFPA 232A (1995}. Guide for Fire 

Protection of Archives and Records 
Centers. 

(ct) UndE'rwriters Laboratory (UL) 
Swndards. The following UL standards 
are available from the Underwriters 
Laborntory at www.ul.com or from 
Global Engineering Documents, 15 
lnvemt:ss Way East, Englewood, CO 
80112: 

UL 61 l. Centrnl Burglar Ah1rm 
Systems. 

UL 827. Centrnl Fire Alarm Stations 
UL 1076. Prorrietary Burglar Alarm 

Units and Systems. 
(e) A ml'rican Socil'ty of Hl'ating. 

Refrigerating and Air-Conditioning 
Engineers. Inc. (ASHRAE) Standards. 
The following ASHRAE standards are 
avnilable from ASHRAE at ASHRAE 
Customer Service, 1791 Tullie Circle 
NE, Atlanta, GA 30329 or online at 
www.ASHRAE.org: 

ASHRAE 55-1992, Thermal 
Environmental Conditions for Human 
Occupancy. 

ASHRAE 62- 1989. Ventilation For 
Acct'pt<1ble Indoor Air Quality. 

(f) Americ;in National Scandi.ll·ds 
lnsciwce (ANSI) swndards. The 
following ANSI standards are available 
from the American National Standards 
Institute, 11 West 42nd St., New York. 
NY 10036: 

ANSVPC'vlA IT9.1 l-1998 Imaging 
Materials-Proct:>ssed Snfety 
Photofraphic Films-Storage 

AN::,UPLvlA IT9.18-1996 lmaglng 
Materials-Processed Photographlc 
Pli!tes-Storage Practices. 

ANSI /PIYIA IT9.20-1996 Imaging 
Materials-Reflection Prints-Storage 
Practices. 

ANSI/PLv!A IT9.23-1997 lmnging 
l'vbterials-Polyester Base Magnetic 
Mnterial-Storage Practices. 

ANSUPD-IIA IT9.25-1998 Imaging 
Materials-Optical Disc Media
Storage. 

§ 1228.226 Definitions. 

The following definitions apply to 
this subpart: 

(a) The terms muse and provide 
indicate that a provision is mandatory. 

(h) The tem1s should or may indicate 
that a provision is recommended or 
cldvised but not required. 

(c) Records center hns the meaning 
specified in § 1220.14 of this chapter. 

(d) Commercial records scorage 
facilicy h:is the meaning specified L'l 
§ 1220.14 of this chapter. 

(e) Records stornge facility has frie 
meaning specified in§ 1220.14 of this 
charter. 

(f) New records storage facility means 
any records center or commerci;il 
records storage facility established or 
converted for use as a records center or 
commercial records storage facility o:i 
or after October I, 1999. 

(g) Existing records storage facility 
means any records center or commercial 
records storage facility used to store 
records on Septemher 30. 1999, and has 
stored records continuously since that 
date. 

(h) Permanent record has the meaning 
specified in § 1220.14 of this chapter. 

(i) Temporwy rfcord hns the meaning 
spt-cified ln § 1220.14 of this chapter. 

(j) Unschfduled records has the 
r..,-aning S[)tcified in§ l 220. l 4 of this 
chapter. · ; 

(k) Swnplf•/Sflecc records means 
records whose finill disposition requires 
an annlytic.il or statistical sampling 
prior to final disposltiun authorization. 
in which some percentnge of the 
origin.ii acct-ssion will be retained as 
pnn1anent records. 

Facility Standards 

§ 1228.228 What are the facility 
requirements for all records storage 
facilities? 

(a) The fodlity must he constructed 
wlch non-cornhustlble materials and 
huilrling eler.1t"nts. including walls, 
columns and floors. An agency may 
re,c;uest n waiver of this requirement 
from NARA for an existing records 
storage focillty with combustible 
building eler.1encs to continue co operate 
u:1til Octobi,r l, 2009. In its request for 
;i w;ilvet, the agency must provide 
rloc·umentatio:1 thnt the facility has a fire 
suppresslon system specifically 
cl.signed to mitigate this hazard and 
t:1:ic the syste:n has been certified in 
;iccordance with§ 1228.232 to meet the 
requirem .. nts of§ l 228.230(s}. Requests 
r.1ust be submitted to the Director. Space 
and Security \fanagement Division 
(;'(AS). l\ation~l Archives and Records 
Administrntion, 850 l Adelphi Road, 
College Park, ?.-ID 20740~6001. 

(h) A facility with two or more stories 
r..ust he dtsigned or certified by a 
licensed fire protection engineer to 
avoid carnstrophic failure of the 
structure due to an uncontrolled fire on 
one of the intermediate floor levels. 

(c) The hullding must be sited a 
r.:l:1imum of five feet above and 100 feet 
fro:n a:1y !OD year flood plain areas. or 
be protect"'d by an :ippropriate flood 
wall. 

(d} The facility must be designed in 
accordance with regional building codes 
to rrovicle protection from building 
collapse or fullure of essential 
e::-,uipmenc from eilrthquake hazards, 
tor:1;idos, hurricanes Md other potential 
natural disasters. 

H Roads. fir~ lanes and parking areas 
::1ust permit unrestricted access for 
t-:-:'.~rgency vehicles. 

(f) A floor load limit must be 
established for the records storage area 
hv a licensed structural engineer. The 
\(::,it must take into consideration the 
height ru1d type of the shelving or 
storage equipment, the width of the 
aisles. t.:1e configuration of the space, 
etc. The allo\\'able load limit must be 
posttcd in a conspicuous place and must· 
not be exceeded. 
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(g) All roof mounted equipment is 
prohibited. Place nothing on the roof 
th.it m:iy c:.iuse d:im.ige to the roof 
memhran ... The requirements In this 
paragraph are effective [effective date of 
fin.il rule] in new records storage 
facilities. Existing facilities must meet 
this requirement no later than October 
l. 2009. 

(h) Piping (with the exception of fire 
protection sprinkler piping and storm 
water roof drninage, piping) must not he 
run through records storage areas. If 
drainage piping from roof drains must 
he, run though records storage areas, the 
piping must be run to the nearest 
Vt'rtical riser and must inc:lude a 
continuous gutter sized and installed 
ht'neath the lateral runs to prevent 
lt'akage into the storage area. Vertic:al 
pipe risers requirt'd to be installed in 
records storage areas must be fully 
enclosed by shaft construction with 
appropriate maintenanc:e access panels. 
The requirements in this paragraph are 
effective leffec:tive d.ite.of final rule] in . 
new records storage facilities. Existing 
facilities muse me.et this requirement no 
later than October 1, 2009. 

(i) The following standards apply to 
stornge shelving: 

(1) All storage shelving must be 
designed and installed to provide 
sdsmic brncing that meets the 
requirements of Executive Order 12941, 
Seismic Safety of Existing Federally 
Owned or Leased Buildings (3 CFR. 
1994 Comp .. p. 955). or Executive Order 
12G99, Seismic Safety of Federal and 
Federnlly Assisted or Regulated New 
Building Construction (3 CFR, 1990 
Comp., p. 2G9); 

(2) Steel shelving or other open-shelf 
records storage equipment must be 
braced to prevent collapse under full 
load. Each shelving unit must be 
industrial style shelving rated at least 50 
pounds per cubic foot supported by the 
shelf; 

(3) Compact mobile shelving systems 
(if used) must be designed to permit 
proper air circulation and fire protection 
(di=tailed specifications that meet this 
requirement can be provided hy NARA 
hy writing to Director, Space and 
Security Management Division (NAS), 
National Archives and Records 
Administration. BGOl Adelphi Road. 
College Park, MD 20740-6001.). 

0) The area occupied by the records 
storagt! facility must be equipped with 
an anti-intrusion alarm system, or 
equivalent, meeting the requirements of 
Und,:-rwriters Laboratory Standard 1076, 
Proprietary Burglar Alarm Units and 
Systems. level AA. to protect against 
unlawful entry after hours and to 
monitor designated interior storage 
spaces. This intrusion alarm system 

must be moniton·d in accordance with 
Underwriters Laboratory (UL) Standard 
G 11. Central Burglar Al:irm Systems. 

(k) The fadlity must comply with th" 
requirements for a Level III facility as 
defined in the Ot!partment of Justice, 
U.S. Marshals Service report 
Vulnerability Assessment of Federal 
Facilitit's dated June 28. 1995. These 
requirements are provided in AppendLx 
A to this Part 1228. 

(I) Records contaminated by 
h;izardous mat.-ri;ils. such as radioactive 
isotopes or toxins, infiltrated by i.nse"cts. 
or exhibiting active mold growth must 
be stored in sep.irate areas having 
separat<' air handling systems from otht'r 
records. 

(ml To eliminate damage to records 
and/or loss of informatior, due to 
insects, rodents, mold and other pests 
that are attractt'd to organic materials 
under specific environmental 
conditions, the facility must have an 
lntt'grated Pest M.inagement program as 
defined in the Food Protection Act of 
199G (Section 303. Public Law 104-170. 
110 Scat. 1512). This states in pare that 
Integrated Pest Management is a 
sustainable approach to managing ()t!Sts 
by combining biological, cultural. 
physical, and chemical tools in a way 
that minimizes economic, health. and 
environmt!ntal risks. The 1PM program 
emphasizes thn,e fundamental 
elements: 

(l) Pi·evencion. 1PM is a preventive 
maintenance process that seeks to 
identify and eliminate potential pest 
access. shelter, and nourishment. It also 
contL'1ually monitors for pests 
themselves. so that small infestations do 
not become large ones; . 

(2) Least-toxic methods. 1PM aims co 
minimize both pesticide use and risk 
through alternate c:ontrol techniques 
and by favoring compounds, 
formuli1tions, and 11pplication rneC:"\ods 
that present the lowest potential hazard 
to humans and the environment; and 

(3) Systems approach. The [PM pest 
cor,,trol contract must be effectively 
coordinated with all other relevant 
programs that operate in and around a 
building. including plans and 
procedures involving design and 
construction, rnpairs and nlterations, 
deaning, waste man<1gement. food 
service. and other activities. 

(n) New records storage facilities also 
must meet the requirements in this 
paragraph (n): 

(1) Do not install mechanical and/or 
dectrical equipment within records 
storagi:, an:,as (either floor mounted or 
suspended from roof support 
structures). 

(2) A redundant source of primary 
electric service such as a second 

primary si:,rvir;e feteder should he 
provided to ensure continuous, 
clept'ndilhle st-rvir.e to the facility 
espi:,ciaUy to thi:, HVAC systems. fire 
11!arm and fir., proteection systems, ; 

(3) Th" facility must he kept under 
positive air prtessure espt!cially In the 
.ir.-;i of the lo;iding clock. In addition, to 
preve-nt fumes from whicle exhausts 
from entering the faci !icy, air intake 
louvers must not be located in the area 
of the, loading clock. adjacent to parking 
ar .. as or in any location where a vehicle 
i;ngine may be running for any period of 
time,. Loading docks muse have an air 
supply and exhaust system that is 

· s .. par;itt" from the remainder of the 
facility. 

§ 1228.230 What are the fire safety 
requirements that apply to reco.rds storage 
fac;ilities? 

(a) The fire detection and protection 
systems must hi- designed or certified by 
a licensed firt! protection engineer. 

(h) All walls separating records areas 
from each other and from other storage 
art•as in tht:! building must he 4-hour fire 
r"sistilnt. Th.- rtecords storage areas must 
not exc,;,;,d a total c.ipacity of 250,000 
cubic feet of rt!cords each and must be 
constructed to prevent migration of fire 
a:,rl smoke tu other spaces of the 
building. 

(c:) fire walls that meet the following 
specifications must bi:, provided: 

(1) For existing records storage 
facilities. at lt!ast one-hour-rated fire 
walls must hee provided between the 
records stornge areas and other auxHiary 
S[)ilCf:'S. 

(2) Fm new records storage facilities, 
two-hour-rated firte walls must be 
pruvided between the records storage 
nreas and other auxiliary spac:es. One 
exterior wall of each stack area must be 
designed with a maximum fire resistive 
rnting of I hour. 

(d) Pent<trations in the walls must not 
reduce the specified fire resistance 
ratings. The fire resistance ratings of 
structural elements and construction 
;isst>mblies must be in accordance with 
Arr.erican Society of Testing and 
~!aterials E-1 l 9, Standard Test Methods 
for FirE< Tests of Building Construction 
ilnd :-.tatt>riab. 

(e) The firce resistive rating of the roof 
must he a minimum of 1h hour for all 
records storage facilities. For new 
rt'cords storag" facilities. the fire 
resistive rnting of the roof must also be 
a maximun~ of l hour. 

(f) Openings in fire walls separating 
records storngE< are.is must be avoided to 
the greatest extt!nt possible but if 
openings are necessary they must be 
protected by self-closing or automatic 
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Class A fire doors, or equivalent, on 
each side of the wall openings. 

(g) Roof suprort structures that cross 
or rwnetrate fire walls must be cut and 
supported independently on each side 
of the fire wall. 

(h) U fire walls are erected with 
expansion joints, the joints must be 
proM:ted to their full height. 

(i) For new records storage facilities, 
building columns in the records storage 
areas must he 4-hour fire resistant from 
th<:1 floor to slab above or to the location 
when:> they connect to the roof framing 
syst;,m. For ;,xisting records storage 
facilitic,s, the building columns must be 
at lt:'aSt 2-hour fire, resistant. 

0) Automiltic roof vents must not he 
d~signt:'d into new records stornge 
fadlitic,s. 

(k) Where lightweight steel roof or 
floor supporting m"mbers (e.g., bar 
joists having top chords with angles 2 
hy 11/i inches or smaller, 1/~·inch thick 
or smalh,r, and 13/tG·inch or smaller web 
diamt:'ters) are present, they must be 
protected either by applying a 10-
minute fire resistive coating to the top 
chords of the joists, or by retrofitting the 
sprinkler systt'm with large drop 
sprinkler heads. If a fire resistive coating 
is applied. it must he a product that will 
not release (off gas) harmful fume.s into 
the facility. If fire resistive cuating is 
subject to air erosion or flaking. it must 
be fully enclosed in a drywall 
containment constructed of metal studs 
with fire retardant drywall. Retrofitting 
may require modifications to the piping 
system to ensure tlrnt adequate water 
caprtcity and pressure are provided in 
the areas to be protected with these 
large drop sprinkler heads. 

(l) No open flame (oil or gas) unit 
heaters or equipment may be installed 
or used in any records storage area. 

(m) For existing records storage 
facilitit:'S, boiler rooms or rooms 
containing equipment operating with a 
fuel supply (such as generator rooms) 
must be separated from records stor.1ge 
areas by 2-hour-rated fire walls with no 
op-,nings directly from these rooms to 
the records storage areas. Such areas 
must be vented directly to the outside 
ton location where fumes will not be 
drnwn bnck into the facility. 

(n) For new records storage facilities, 
boiler rooms or rooms containing 
equipment operating with a fuel supply 
(such as generator rooms) must be 
separated from records storage areas by 
4-hour-rated fire walls with no openings 
directly from these rooms to the records 
storage areas. Such areas muse be vented 
directly to the outside to a location 
where fumes wUl not be drnwn back 
into the facility. 

(o) For new records stor;ige facilities. 
fuel supply lines must not be instilllt·rl 
in areas containing records ilnd must he 
separated from such ;ireas with 4-hour 
rated construction assemblies. 

(p) Equipment rows running 
perpendicular to the wall must comply 
with the Life Safety Code (NFPA IOI) 
with respect to egress requirements. 

(q) No oil-type electrical transformers, 
regardlt>ss of size, except thermally 
protected devices included in 
fluoresct'nt light ballasts, may be 
installt'd in the rt'cords storage areas. 
All electrical wiring must be i.-i metal 
conduit, except thilt armored cable may 
be used when; flexible wiring 
crnmc,ctions to light fLxtures are 
required. Battery chmging areas for 
elt>ctric forklifts must be separ;ited fro:n 
records storage areas with at least a 2 
hour rated fire w~lt. 

(r) H;izardous materials, including 
records on cellulose nitrate film. must 
not be scored in records storage areas. 
Nitrate motion picture film and nitr;ite 
sheet film m;iy he stored in separate 
areas thilt meet the requirements of the 
appropriate NFPA standard, l\FPA 40. 
Standard for the Storage and Handling 
of Cellulose< Nitrate Motion Picture 
Film. or NFPA 42. Standard for Storage 
of Pyroxylin Plastics. 

(s) All records storage and adjoining 
ilre;is must be protected by a 
professionally-designed fire safety 
detection and suppression system that is 
designed to limit the maximum 
anticipated loss in any single fire event 
to a maximum of 300 cubic feet of 
records destroyed by ftre. Sectio:1s 
l 228.232 and 1228.234 provide 
alternate means of complying with this 
requirement. 

§ 1228.232 What does an agency have to 
do to certify a fire-safety detection and 
suppression system? 

(a) The NARA fire-safety detection 
and suppression system specified in 
§ 1228.234 has been tested and certified 
to meet the requirement in 
§ L228.230(s). 

(b) Other automatic extinguishing 
systtoms or protective measures may 
meet tht' requirement in§ l 228.230(s) 
depending upon specific conditions. 
such as the type rind stacking height of 
the storage equipment used, or how the 
space is designed, controlled, and 
operated. Standards, such as those 
issued by the National Fire Protection 
Association (see NFPA 13. NFPA 231. 
NFPA 231C. NFPA 232 and NFPA 
232A). may be used to design a:1 

. alternative system. The effectiveness of 
altt>rlliltive designs in meeting the 
requirements of§ l 228.230(s) must be 
supportt!d by independent testi.'1g 

(Factory ~[utual. Underwriters 
Lahoratorit'S or E-quivalent). 

(c) s.,nrl il dt'scription of the 
alter:1ative firt'·saf.,ty detection and 
supprt'SSion systc,m and documentation 
of the i:1depende11t tt'sting results to the 
Director, Spact- and Security 
:-.fan.1gl:'ml:':H Division (NAS). 8601 
Arl!:'lphi Road. Cullt-ge Park, MD 20740-
600 l. NARA will maintain a list of 
npproved altermtive systems. 

§ 1228.234 What is NARA's certified fire
safety detection and suppression system 
for records storage facilities? 

Firt'·Silfety systt'ms thilt incorporate 
;i!l compon":1cs specified in paragraphs 
(a) through (o) of this section have been 
testt'd and Ct'rtified to meet the 
r.,.qu ir,,.rn .. nts i:1 § 1228.230 for an 
acc .. ptilble fir.,.-s;-ift:'I}' detection and 
suppression systl:'m for storage of 
Fe-cleral rt'corcis. 

(.1) The r .. cords storage height must 
not t'XCet'd 15 fl:'t't. 

(b} All records stor.1ge and adjoining 
ar .. as must ht' protected by automatic 
wet-pip" spri:1klt>rs. Automatic 
sprinklt'rs ar" specified herein because 
tiwy providt' the most effective fire 
prot .. ctiun for high piled storage of 
pap"r re-corcls 0:1 open type shelving. 

le} Th" sprinkler system must be rated 
at no hight:'r thru1 285 degrees 
Fi\!1re-:1heit utilizing quick response 
(QR) fire spri.:1kl'-'r !wads and designed 
by il liciensl:'d fire protection engineer to 
provide 0.30 gprn per square foot for the 
must rE'mott- 2.000 square feet of floor 
Mt'il m the> most remote sprinkler head 
i:l ;iccord;ince with NFPA 13. For 
facilities wit:1 roofs rated at 15 minutes 
or gre.1ter, provide 11," QR sprinklers 
rnteci at no hitwr than 285 clegrees 
F .1:1re:1heit dl:'signed to deliver a density 
of 0.SG gpm [lc>r square foot. For unrated 
roofs, provid" 0.G4" QR "large drop" 
spri:tl<.lers rac~cl at no higher than 285 
degrt>es Fahrt-:1heit. For facilities using 
7 or 8 shdf track files, use QR sprinklers 
meed at no higher than 285 degrees 
F.1hrmheit. For new construction and 
rt-placement sprinklers. NARA 
recomr::c>nrls L1ilt the sprinklers be rated 
m l G5 degret'S Fahrtnheit. Installation 
of thi:- sprink,t>r systiem must be in 
accorrla:1ce with NFPA 13. 

(d) :Vlaximum spncing of the sprinkler 
h .. .ids n\usc b" on a 10-footgrid and the 
positio:1ing of tht' ht-ads must provide 
complete, u:1obstructed coverage, with a 
cle;irn:ict' of not less than 18-inches 
from the top of the highest stored 
materials. 

(e) Th,:, spri:\kler syst~m must be 
equipped wic:1 a watier-flow alarm 
co:1nt'cted co an audible alilrm within 
tht:' facility a:1d to a continuously staffed 
fire clepilrtment or an Underwriters 
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Lahuratory approved centr.1! monitoring 
station (see UL 827, Central Fire Alarm 
Stations) with responsibUity for 
immediate response. 

(0 A manual fire alarm system must 
he provided with a Uncftirwriters 
Lahuratory approved (grade A) central 
monitoring st,tion service or other 
automatic means of notifying the 
municipal fire dt!partment. A manual 
alarm pull station must be located 
adjacent to each exit. Supplemental 
manual alarm stations are permitted 
within the records storage areas. 

(g) All water cutoff valves in the 
sprinkle>r system must be equipped with 
automatic dosure alarm (tamper alarm) 
connected to a continuously staffed 
station, with n,sponsihility for 
immediate re>sponse. If the sprinkler 
water cutoff valve is located in an an,:i 
used hy tht! public. in addition to the 
tamper alarm, the valves muse be 
provided with frnngible (easily broken) 
padlocks. 
. (h) A dependable water supply free of 

interruption must be provided including 
a continuous site fire loop connected to 
the water main and sized to support the 
facility with only one portion of the fire 
loop operational. This normally requires 
a backup supply system having 
sufficient pressure and capacity to meet 
both fire hose and sprinkler 
r"quirements for 2-hours. A fire pump 
connected to an emergency power 
source must be provided in accordance 
with NFPA 20 when adequate water 
pressure is not assured. In the event that 
public water mains ace not able to 
supply adequate volumes of wnter to the 
site. on-site water storage must be 
provided. 

(i) Interior fire hose stations equipped 
with a 1 ½ inch diameter hose may be 
provided in the records storage areas if 
required by the local fire department, 
enabling any point in the records 
stornge area to be reached by a 50-foot 
hose stream from a 100-foot hose lay. If 
provided, these cabinets must he 
marked "For Fire Department Use 
Only." 

0) Where fire hose cabinets are not 
require>d. fire department hose outlets 
must be provided at each floor landing 
in the building core or stair shaft. Hose 
outlets must have an easily removable 
adapter and cap. Threads and valves 
must be compatible with the local fire 
d1cpartment's equipment. Spacing must 
be so that any point in the record 
storage area can be reached with a SO
foot hose, streeam from a 100-foot hose 
lay. . 

(k) In addition to the designed 
sprinkler flow ctemnnd. 500 gpm must 
be, provided for hose stream demand. 
The hose stream demand must he 

calculated into the system nt the base of 
the main sprinkler riser. 

(l) Firee hydrants must be located 
within 250 feet of each exterior entrn:.ce 
or other access to the records scor.1ge 
facility that could he used by 
fin~fighters. All hydrants must he at 
least 50 foet away from the building 
walls and adjacent to a roadway usable 
by fire apparatus. Fire hydrants must 
have at least two, 21/z inch hose outlets 
and a pumper coniiection. All threads 
must he compatible with local 
standards. 

(ml Portable water-type fire 
extinguishers (2 1h gallon scored 
pressure type) must be provided at e;ich 
fire alam1 striking station. The · 
minimum number and locations of fir<" 
extinguishers must be ns required by 
NFPA 10 (1994), Standard for Portable
Fire Extinguishers. 

(n) Single level catwalks withouc 
automntic sprinklers installed 
undernenth m.iy be provided in th<' 
service aisles if the edges of all files in 
the front boxes above the catwalks ar~ 
stored perpendicular to the aisle (to 
minimize files exfolintion in a fire). 
Where provided, the walking surface of 
the catwalks must be of expanded mtetal 
at least .09-inch thickness with a 2-L-ic:h 
mesh length. The surface opening ratio 
inust be equal or greater than 0.75. Thie 
sprinkler water demand for proceccio:1 
over bays with catwalks where records 
above the catwalks nre not 
perpendicular to the aisles must be 
calculated hydraulically to give .30 gpm 
per squ;ire foot for the most remote 
2,000 squ11re feet. 

§ 1228.236 What are the requirements for 
environmental controls for records storage 
facilities? -

(a) Paper-based temporary records. 
Paper-based temporary records must be 
stored under environmenwl condicio:1s 
that prevent the active growth of r..old. 
Exposure to moisture through lenks or 
condensation, relative humiditi<"S in 
l:'xcess of 70%. extremes of heat 
combineed with relative humidity i:1 
excess of 55%. and poor air circulatlo:1 
during periods of elevated heat and 
relative humidity are all factors that 
contribute to mold growth. 

(b) Nontexwal temporary r!'cords. 
Tempornry nontextual rt!cords. 
including microforms and audiovisual 
i\ml electronic records, must be stored 
in records stornge space that will ensure 
their preservation for their full retention 
period. Ni::w records storage facilities 
that start\ nontextual temporary r~corcls 
must meet the following requireme:1ts 
(effective date of fiml rule]. Existing 
records storage facilities that store 
nontextual temporary records must mee>t 

th'" ful!owing rt'quirE>ments no later than 
Octoher I, 2009. At a minimum. 
te:nporary nonte.xtunl n,cords must be 
stort-cl in rt-cords stor:ige space that 
r.,eets ihee requirements for medium· 
ter:-:1 stor:ige, St:'t by the appropriate· 
st.1:1clard in this p:iragraph (h). In 
ge-:10,rnl, medium term conditions as 
ddin~d by tht:'St, standards are those 
that will ensure the preservation of the 
materials for at le;ist 10 years with little 
information rlegrad:ition or loss. Records 
r.1.1y continuee to be usable for longer 
tha:1 10 years when started under these 
co:1ditions, but with an increasing risk 
of information loss or degradation with 
lo:1ger times. If tt!mpora[)' records 
require ret.-ntion long;,r than 10 years. 
bett;,r storage conditions (cooler and 
drier) than those specified for medium 
teerm storage will be needt:>d to maintain 
the usability of these records. The 
applicable standards are: 

( I) ANSI/PI:-.IA IT9. l l-l 998 Imagbg 
:\ !aterials-:-Proc:t"SSt"d Safety 
Photographic Films-Storage: 

(2) ANSI/Pl:v!A !T9.23-1997 lmaging 
:\fateriill.s-Polyester Base Magnetic 
:-.lateriill.-Storagt> Practict>s; 

(3) ANSI/PIMA IT9.25- l 998 [maging 
:\bteriab-Optical Disc Media
Stor;ige: 

(-l) ANSI /PIMA IT9.20-1996 Cmaging 
:-.faterials-Reflection Prints-Storage 
Practices: and/or 

(5) ANS[/P[MA IT9.18-1996 Imaging 
:-.racerials-Processed Photographic 
Plates-Storage Practices. 

(c) Paper-bused pemwnent, 
unschedul!'d and sample/select records. 
Pnp;,r-based per.1rnnent. unscheduled, 
n:1cl sample/select records must be 
storer! in r;,cords storage space that 
provides 24 hour/365 diiys per yeilf air
co:1ditioning equivalent to that required 
for office spac1c. See ASHRAE Standard 
55-1992, Thermal Environmental 
Conclitions for Human Occupancy, and 
ASHRAE Standilrd !32-1989,Ventilation 
for Acceptable Indoor Air Quality, for 
specific requirl:'ments. New records 
stornge focilitil:'s that store paper-based 
pt'rmanent. unschedull:'d. and/or 
sampl.,/se!ecc records must meet this 
recu iremi:,nt [effective date of.final rule]. 
Existing scor;ige focilities that store 
paper-based permanent, unscheduled. 
n:1d/or snmple/select records must meet 
this requirement no later than October 
1, 2009. . 

(d) Noncexrua/ pernwnent, 
unscheduled, and/or s=plelselect 
!'fcorcls. All rl:!cords storage facilities 
th,1t store mlcrofilm, audiovisual. and/or 
electronic pem1anent. u:1scheduled. 
a:1d/or sample/select records must 
co:nply with the storage standards for 
pt=rmanent and unscheduled records in 
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parts 1230, I 232, anrl/or l 23~ of this 
chapter, respectively. 

Approval and Inspection Requirements 

§ 1226.240 How does an agency request 
authority to establish or relocate records 
storage facilities? 

(;i) General policy. Agencies are 
responsible for ensuring that records in 
their legal custody are stored in 
appropriate space as outlined in this 
subpart. Under§ l 228. l 56(a), agencies 
are responsible for removing records 
from space that does not meet these 
srnndards if deficiencies are not 
corrected within 6 months after initial 
dbcovery of the deficiencies by NARA 
or the agency. 

{ l) Agf'ncy records cf'mers. Agencies 
must obtain prior written approval from 
!\ARA before establishing or reloc;iting 
an agency ri:>cords center. Each separate 
agency , .. curds center must be 
specifically approved by NARA prior to 
the transfer of any records to that 
individual facility. If an agency records 
center has been approved for the storage 
of Federal records of one agency, any 
otl1t'r agency that proposes to store its 
rt:'cords in that facility must still obtain 
NARA npproval to do so. 

(2) Commercial records scorage 
facilities. An agency may contract for 
commercial records storage services. 
However, before any agency records are 
transferred to a commercial records 
storage facility, the transferring agency 
must ensure that the facility meets all of 
the requirements for an agency records 
storage facility set forth in this subpart 
and must submit the documentiltion 
required in paragraph (e) of this section. 

(b) Exclusions. For purposes of this 
section. the term "agency records 
center" excludes NARA-owned and 
operated records centers. For purposes 
of this section and§ 1228.242, the term 
"agency records center" also excludes 
agenc.-y records staging and/or holding 
areas with il cap.icity for containing Jess 
than 25,000 cubic feet of records. 
However, such records centers and 
areas, inducting records centers 
operated and maintained by NARA. 
must comply with the facility standnrds 
in§§ I 228.228 through 1228.236. 

(c) Content of requests for agency 
records cemers. Requests for authority 
to establish or relocnte nn agency 
records center must be submitted in 
writing to the Director, Space nnd 
Security Management Division (NAS). 
l\"ntionill Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001. The 
request must identify the specific 
facility and must document compliance 
with the standnrcls in this subpart. 

(rl) Approvril of requests for rigency 
rPcords centf'l'S. !\ARA will review the 
suhmittecl docurni;ntation to ensure the 
facility demonstratt:,S full compliance 
with the stanct.irds in this subpart. 
NARA reserves the right to visit the 
foe il ity, if necessary, to mnke th., 
detem1ination of compliance. NARA 
will inform the agency of its decision 
within 45 clays after the request is 
received. Requests will be denied only 
if NARA determines that the facility 
does not demonstrate full compliance 
with the standards in this subpnrt. 
Approvals will be vnlid for a period of 
l O years, unless the facility is materially 
changed bt'for,:, th,:,n or an agency or 
!':ARA inspi;ction finds tl1.1t the facility 
does not meet the stn11darcls in this 
subpart. Mm.,rial ch:mges requirt:' 
submission of a new request for NARA 
approval. 

(e) Docwnentacion requirements for 
swring Federal records in commercial 
records scoragf' facilicies. At least 45 
days before an agency first transfers 
records to a commercinl records stornge 
facility, the ngency must submit 
documentation to NARA thnt tl1e facility 
complies with the srn:1dnrds in this 
subpart. The documenrntion may take 
the form of n copy of the agency's 
contract that incorporates this subpnrt 
in its provisions or a statement from the 
ilgency records officer that certifies that 
the facility meets tl1e standru-ds in this 
subpnrt. An agency must provide the 
documentation for ench sepMate 
commercial records storage facility 
where its records will be stored. 
Documentation must be sent to tl1e 
Director, Space and Security 
Manngement Division (NAS), Nationill 
Archives and Records Administration, 
8G01 Adelphi Road. College Park, MD 
20740-6001. The :igency must submit 
updated documentation to NARA every 
10 yenrs if it continues to store records 
in that commercial records storage 
facility. 

§ 1228.242 When may NARA conduct an 
Inspection of a records storage facility? 

(ii) At tl1e timt:, an agency submits a 
request to establish nn agency records 
center, pursuant to§ 1228.240, NARA 
may conduct iln inspection of the 
proposed facility to ensure that the 
facility complies fully with the 
standilrds in this subpitrt. NARA may 
nlso conduct periodic inspections of 
ngency records centers so long as such 
facility is used ns an agency records 
center. NARA will inspect its own 
rncords center facilities on a periodic 
hnsis to ensure that they are in 
compliance with the requirem.,nts of 
this subpart. 

[h) Agencies must ensure, by contract 
or otherwise. thilt agency itnd NARA 
officials. or their ddeg.1tes, have the 
rig:it to inspect commercial records 
stor.ige facilities to ensure that such 
facilitie-s fully comply with the 
st.1ndards in this subpart. NARA may 
concluct periodic inspections of 
commc,rdal records storage facilities so 
long as agencies use such facilities to 
store agenc.y records. The using agency. 
not NARA. will be responsible for 
paying any f;,e or chargi:> assessed by th., 
cornmc,rcial records storage facility for 
1\'ARA's conrlucting an insrection. 

3. AppenrlLx A is added to part 1228 
to n,.1ct as follows: 

Appendix A to Part 1228-Minimum 
Security Standards for Level III Federal 
Facilities 

Note: Th• full t~xt of this appendix will 
appear in th• final rule. Copies of the 
appendLx may be obtained from the person 
list~d in FOR FURTHER INFORMATION CONTACT. 

Dated: F~bruary 25, l □OO. 

John W. Carlin, 

Arc/1iYisc ofcl1e Uni reef S(iltes. 
[FR Due. 9!l- 10703 Filed 4-W-99: 8:45 am! 
BILLING co□ e 7S1S-01-P 

NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

36 CFR Parts 1220, 1222, and 1228 

RIN 3095-AA86 

Storage of Federal Records 

AG:NCY: National Archives and Records 
Ad:ninistration. 
ACTION: Proposect rule. 

SUMMARY: NARA proposes to amend its 
records management regulations 
gover.1ing records creation, 
r.1aintenance. and disposition to update 
provisions relilting to the storage of 
Fedi;ral ri;cords. Current regulations 
focus on the use of NARA records 
cent~rs for off-site stornge and provide 
procedures for securing NARA approval 
of ;igency records centers. However, in 
adcl i tion to rec.:ords centers operated by 
KARA and other Federal agencies, some 
agi,ncies now use commercial records 
storage focilities fur the storage of their 
r~cords. Among the proposed changes is 
a new requirement that agencies 
maintain the same level of intellectual 
control over records stored in their own 
r<ccords centers and commercial. records 
storage facilities, ns is required for 
records stored in NARA records centers. 
As pnrr of this requirement, agencies 
must rl:'port to NARA when permanent 
or unscheduled records are sent for 
scornge to an agl:'ncy records center or 
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c;ommen:ial storage facility. The reviser! 
regubtions specify that agencies must 
store .Fech,rnl records in space with 
appropriate tnvironmental controls to 
ensure their preservation until the 
exp iratiun of their retention period (for 
t"mpornry records) or until the date of 
transfor to th" Nntional Archives of th" 
Unitt<d Stntes (for permnnent records) . 
Inn sepnrnte related proposed rule 

-published elsewhere in this separate 
part of the Federal Register, NARA Is 
nbo proposing to update facilities 
~tandards for records storage facilities. 
OATES: Comments must be received by 
June 29, 1999. 
ADDRESSES: Comments should be sent tu 
Regulation Comment Desk (NPOL). 
Room 4100, National Archives and 
Rt<rnrcts Administration, 8601 Adelphi 
Road. Cotl .. ge P<1rk, MD 20740-G00l. 
Com ments mily also be faxed to 301-
713-7270. 
FOR FURTHER INFORMATION CONTACT: 
Nancy Allard at 301-713-7360. 
SU?PLEMENTARY INFORMATION: The 
F ed ernl Rtewrcls Act assigns 
r;,sponsihility to NARA to provide 
guidance and assistance to Federnl 
agencies regarding records creation, 
mnintennnce, and disposition, and to 
develop ilnd issue standards, 
procedures, and guidelines for the 
prop-,r management of Federal records 
(,!~ U.S.C. 2904). The lilw further 
charges NARA witl_1 respons ibility for 
establishing standards for the 
lde:Hification of permanent records and 
assisting agencies in applying those 
sti1 :1dards (44 U.S.C. 2905). The law 
miihorizes NARA to operate records 

· ·. ci,:1t;,rs (44 U.S.C. 2907) and requires 
fl!ARA approval for records centers 
maintained ilnd operated by Federal 
ageiH:i;,s (4'1 U.S.C. 3103). Finally, the 
law requires NARA ;ipproval for the 
disposal of records (44 U.S.C. 3303a). 

Mimy ;igenties use the records centers 
operated by NARA for records storage. 
So:-ne ;igencies operate their own 
rewrd:; centers. In nddition, some 
agencies mily use commercial records 
stornge facilities. NARA 's oversight 
encompasses the protection and 
prt-'servation of Federal records for as 
lo ,1g as they are needed, wherever they 
are stored, in keeping with its statutory · 
responsibility for records management 
oversight and for the identification and 
preservation of permanent records. 

Over the p.ist three months NARA has 
r.-viewecl all of its records management 
r.-guliltions to. iclentify provisions _that 
rt-!ilted to rec:o'rds stornge and is 
updating the111 here to reflect what 
ngtncies must do. to manage their 
records wh~rever they are stored. These . 
chnnges include: · 

• New definitions for "records storage 
Facility" and "commerc iill records 
storagte focility." 

• Clarifitcd definitions for 
"disposition," "pl"r:-nnnent record," and 
"rncorcb centt!r." 

• A requirement th.it agencies 
milintain ildequnte records management 
controls over their rt'cords, wherever 
they are m;iintainecl . This requirement 
is implidt in current regul.itions. It is 
m.id;, explicit now hecnuse more 
agencies th;in in th;, p;ist are operating 
large records c .. nters. ilnd other agencites 
nre placing their records in commercial 
facil it it's for storage. 

• A rl"quiremem th.it ngencies report 
to NARA on permanem and 
tmscht:"dulted rt:"cords tr.insferred to 
storngt'. For records transferred to 
NARA records centers. th;, transfer 
ducumenrntion serves i\S the report. For 
records tr.insferri:,d to other records 
scoragi:, facilities, the agency must 
submit its report within 30 days of 
transferring tht! records. 

• A n;quir .. menc that agencies ensure 
that temporary records are destroyer! 
;iccording to schedule provisions and 
p.-rm:in.-nt rtetords nre transferred to 
!\ARA in accordance with schedule 
provisions, whertev~r the records may be 
;it th;, time of final disposition. NARA 
takes responsibility far the proper 
disposition of records in NARA records 
centers under the provisions of records 
schedules, including initiating SF 258 's 
for permnnenc records when they are 
eligible to be trnnsforred to NARA's 
li:,gal custody in the l'\,1tio nal Archives 
of the United Statt-s. Agencies need to 
e;1sure that recurcls disposition is 
properly implem,-ntect for records that 
are not in NARA records centers. 

• A requiremem thilt agencies store 
records only in facilities that meet the 
standards specified in 3G CFR 1228 
suhp.1rt K. as proposed for revision in a 
separate proposed rule published 
elsewhere in this separate part of the 
Federal Register. This requirement wns 
implicit in the current subpart K ilnd is 
emphasized here. 

• A requirement thnt 11gencies obtain 
NARA npproval to chnnge the period of 
time permanent records will remilin in 

· the custody of the ilgency before transfer 
to the National Archives of the United 
StatteS. 

• Authorization for ag,mcies to retain 
records for up to one year beyond their 
scheduled reten tion period if needed for 
aclministrntiv;, rurposes such as audit or 
investig:ition without rt>questing formal 
approval from NARA. Currently. 
11gencies must obtain approval from 
NARA fur any temporary extension, but 
tl.,is approv:.'11 h11s been handled 

infur.rrnlly wht:'n rt'<:ords are stored at 
l\ARA recorrls ct:>:1ters. 

• A requirement that permilnent 
rt-corcis he- trans ft-rr.-d to the Nntional 
Archives of thi:, United Stntes as 
individ u;il'seri ... s span:1ing one or more 
yt"ilrs. This rt-quirement will ensure thilt 
pt' rm.1nent records started in facilities 
tr1ac co:icro! rt-wrds at tht' box level will 
ht' transft-rr~d to the National Archives 

-of the United States in serit-.s order. 
• Modifi<:iltion of some restrictions on 

storing unscherlt1led, contingent, and 
.. frozen" r .. corrls at !\:ARA records 
ct-nters. 

t\ARA also is proposing other minor 
cl.irificncions to existing regulations. 
Tr1t:'S<' changt:>s art' not substantive. In 
additiun. l\ARi-\ proposes to remove 
some of tht' dtctni led instructions for 
storing nnd acc:tessing rt'cords in NARA 
records Ct:'ntt:'rs . These instructions will 
he addressed in NARA bulletins and 
oL~er guidance issuances. 

This propost.'!d ru le would completely 
n·vise suhp;irt l of Part l228, add a new 
subp;irt J w Part 1228, redesignate the 
curre:it subpart J as suhrart L, and 
revis;, individual sections or paragraphs 
of other records nrnnagement 
rt"gulations in 36 CFR Ch.-.pter XII, 
Subc:hapcer 8. Wte hnvi:, written subparts 
I and j in the pl.-.in language format 
required by t!1., Pr.-sidentinl 
rno:morandum of Jun;, I. 1998, Plilin 
La:,guagee in Coverruiwnc Writing. We 
i:ic .. nd to re,wrice the o ther records 
management rteguliltions included in · 
this propos~d rult> in plain language 
forn\i\C in a future rulemaking. At this 
ti::1e. we have, cleterminect that 
piec:temeal reformatti ng of individual 
s~ctions or [lilrng,aphs is nut 
appropriat., , 

This rule is a significm1t regulatory 
nction under E.O. l286G of September 
30. 1993, and has b.,,.n reviewed by 
0:-.-IB. As r1equ ired by the Regulatory 
Flexibility Act. it is hereby certified that 
this rule will not hilve a significant 
i:npnct on small ;,ntit ies. 

List of Suhjects in 36 CFR Parts 1220, 
1222, and 1228 

Archives and records. 
For the reasons St>t furth in the 

preamhk NARA pruposi:es to amend 36 
CFRpam 1220, 1222.and 1228as 
follows : 

PART 122~FEDERAL RECORDS; 
GENERAL 

l. Th,. ;iu thor ity cimtion for part 1220 
co:1tinu .. , w reacj as follows: 

Authoricy: ,14 U.S.C. 2 104 (a) and chs. 2D 
ar'.<l 33. 

2. In § 1220.1-1, rt>vise the defmitions 
of "Disposition", "Permanent record" 
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and "Recordkeeping requirements'; and 
add n"w definitions in alphabHical 
order for "Commercial records storage 
facility", "Records center", and 
"Records storage facility" to read as 
follows: 

§ 1220.14. General definitions. 

Commercial records storage foci/icy is 
a private sector commercial facility that 
offers records storage, retrieval. and 
disposition services. 

Disposition ml:'ans those actions taken 
regarding re.cords no longer ne.eded for 
the conduct of the regular current 
business of the ngency. 

Permanent record means any Federal 
record that has been determined by 
NARA to have sufficient value-co 
wnrr.mt its rreservation in the Nntional 
Archives of the United States. 
Permanent records include all records 
accessioned by NARA into the National 
Archivt!S of the United States and later 
increments of the same records, and 
those for which the disposition is 
permanent on SF 115s, Request for 
Records Disposition Authority, 
arrroved by NARA on or after May 14, 
1973. 

Recordkeeping requirements means 
all statements in statutes, regulations, 
and agency directives or authoritative 
issu11nces, that provide general and 
specific requirements for Federal agency 
personnel on particular records to he 
created and maintained by the 11gency. .. .. .. 

Records center is defined in 44 U .S.C. 
290 I (6) as an establishment maintained 
ancl operated by the Archivist or by 
another Federnl agency primarily for the 
storage, servicing, security, and 
rrocessing of records which need to be 
preserved for varying periods of time 
and need not he retained in office 
equipment or space. 

* 
Records storage facility is a records 

center or a commercial records storage 
facility. as defined in this section. Le .. 
a facility used hy a Federal agency to 
store Federal records, whether thnt 
facility is operated 11nd maintained hy 
the agency, by NARA, by another 
Federal agency, or by a private 
commercial entity. 

* 

3. !n § 1220.18, revise the section 
heading, designate the existing text as 
paragraph (b). mid add new paragrnph 
(a) to react ;is follows: 

§ 1220.18 Inspection of records. 
(a) In order for NARA to conduct 

inspections and studies requirt!d in 44 
U.S.C. Chapter 29 and records 
appraisals in 44 U.S.C. Ch.1pt<:>r 33. 
agencies must provide access for 
authorized NARA staff members to 
records in the agency's legal custody, 
regardless of the physical loc11tion of the 
records. 

4. Revist! § 1220.36 to r!!.ad as follows: 

§ 1220.36 Maintenance and use of records. 
(a) Agen<:les must institute adequate 

records management controls over the 
maintenance ;ind use of records 
wherever they nre located to ensure that 
all records. regardless of fom1ac or 
miedium. nre organizied, classified. and 
described to promote their accessibility. 
and milke them availilble for use by all 
aprropriate agency staff for their 
authorized retention period. Agencies 
must also maintain perm;ment records 
in a format that will pem1it transfer to 
the National Archives of the United 
States. 

(h) Agencies must ensure that they 
maintain adequate information ahout 
their records moved to an off-site 
records storage facility {see 3G CFR 
1228. 154). Agencies must also create 
and maintain records that document the 
de~truction of temporary records and 
the transfer of permanent records to the 
l\ational Archives of the United States. 
The disposition of records that provide 
such document11tion is governed hy 
General Records Schedule (GRS} 16. 

(c) Agencies must also comply with 
CSA regul11tions on the maintenance 
and use of records found in 41 Cl?R pilrt 
101-11. 

5. Revise§ 1220.38 to read as follows: 

§ 1220.38 Disposition of records. 

§ 1220.42 Agency Internal evaluations. 

Each agency must periodically 
E'v;i!uate its records m:in11gement 
prngrnms rdating to records creation 
;ind record keeping requirements'.' 
mainten11nce and use of records, and 
records disposition. These evaluations 
shall include periodic monitoring of 
staff determinmions of the record status 
of documentary materials in all media, 
11nd implement:ition of these decisions. 
Tlwse evaluations should determine 
compliance with NARA reguliltions in 
this SLtbchapter. including requirements 
fur storage of agency records and 
records storage facilities in 36 CFR part 
1228, subparts [ and K. and assess the 
effectiveness of the ag,mcy's records 
management program. 

PART 1222-CREATION AND 
MAINTENANCE OF FEDERAL 
RECORDS 

7. In§ 1222.20, remove the period at 
the end of paragrnphs (b){S), (b)(8). and 

. (b)(9). and acid a semicolon in its place, 
and 11dcl paragraph (b)(l 0) to read as 
follows: 

§ 1222.20 Agency responsibilities. 

(b) • •. • 

(10) Ensure that records storage 
facilities used to store the agency's 
records comply with the srnndards 
specified in 36 CFR part 1228, subpart 
K. The agency must also comply with 36 
CFR 1228.240 by obtaining NARA 
.ipproval of an agency records center or 
submitting documentation of 
compliance by 11 commercial record.s 
storage facility before the agency 
transfers records to that facility. 

8. In§ 1222.50, revise the section 
heading and add parngraph (c) to read 
as follows: 

(a) Agencies must ensure the prorer, 
11uthorized disposition of their records, 
regardless of format or medium, so th11t 
permanent records 11re prest!rved and 
temporary records no longer of use to an § 1222.50 Records maintenance and 
agency are promptly ddeted or disposed storage. 
of in accordance with the approved · * * 
records schedule when their required 
retention period expires. As an 
intermediate step when records are not 
needed for current clay-to-day reft>rence. 
they may be transferred to a records 
storage facility. 

(b) Agencies must si;cure KARA 
approval of a records schedult> or aprly 
the 11ppropri.1te General Records 
Scheclult! item before destroying any 
temporary records or trnnsferring 
perm11nent records to the National 
Archives of the United Stntes (see 3G 
CFR pilrt 1228). 

6. Revise§ 1220.42 to read as follows: 

(c) Agencies must ensure that records 
in their leg11l custody sent for off-site 
storage are mainmined in facilities thilt 
meet the standards specified in 36 CFR 
part 1228, subpart K, and that the 
information requirements specified at 
3G CFR 1228. 154 are met. Agencies 
must remove their records from any 
records storage facility that is found to 
be non-compliant with the standards 
specified in 3G CFR part 1228, subpart 
K. if the facility is not brought into 
compliance within G months of Initial 
discovery by l\'ARA or the using agency. 
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PART 1228-DISPOSITION OF 
FEDERAL RECORDS . 

9. In§ 1228.22, revise pnrngraph (cl) to 
react as follows: 

§ 1228.22 Developing records schedules. 

(cl) Based on agency need, develop 
specific recommended retention and 
disposition instructions for each records 
series or each part of an automated 
inform.ition system, including file 
hrenks, retention periods for tempornry 
records, transfer periods for permanent 
records. and instructions for the transfer 
of records to an approved records 
storage facility when nppropriate. 

10. In§ 1228.24. revise parngraph 
(c)(2) co read as follows: 

§ 1228.24 Formulation of agency records 
schedules. 

* * 
(c) Provisions ofschedulf's. • • • 
(2) The removal to a records stornge 

facility of records not eligible for 
immediate destruction or other 
disposition but which are no longer 
needed in office space. These records 
are maintained by the records storage 
facility until they are eligible for final 
disposition action: 
* 

11. In§ 1228.32, add paragraph (c), to 
read as follows: 

§ 1228.32 Request to change disposition 
authority. 

* * 
(c) Agencies must secure NARA 

approval. before changing the provision 
in a disposition instruction that 
specifies the period of ti.me that 
permanent records will remain in 
agenc.-y legal custody prior to transfer to 
the Nationnl Archives of the United 
States. 

12. In§ 1228.50, revise paragraphs 
(a)(I) and (a)(3) to read as follows: 

§ 1228.50 Application of schedules. 

(a) * * * 
(l) Published schedules do not 

include nonrecurring records for which 
NARA has granted authority for 
immedinte disposal or transfer to the 
National Archives of the United States. 
They do include general instructions for 
transfer of records to a records storage 
facility. transfer of records to the 
National Archives of the United States. 
and other retention and disposition 
procedures. 

(3) Prior to issuance, agencies may 
consult with 1':ARA concerning 
direccivt'S or other issuances containing 
approved schedull:'s. instructions for USI:' 

of NARA records centers, transfer of 
records to the National Archives of the 
United Stntes, or other matters covered 
by NARA procedures or regulations. 

13. ln § 1228.54, revise paragraphs (a), 
(c)(4), and (e) and remove paragraphs (g) 
and (h) to read as follows: 

§ 1228.54 Temporary extension of 
retention periods. 

(a) Apprnved agency records 
schi:,dults and the General Records 
Schtclules art mnndncory (-14 U.S.C. 
3303n). Records series or systems 
eligible for destruction must not be 
mnintnined tangier without the prior 
written approval of the National 
Arcllives and Records Administration 
(NWML) except when: 

(l) The agency has requested a chang~ 
in the retention period for the records 
series or system in accordance with 
§ 1228.32: or 

(2) Records are needed for up to o:1e 
year beyond the date they are eligible 
for disposal. When such records are i:1 
a records storage facility, the agency 
must notify the facility of the need for 
continued retention of the records. 

(c) * * * 
(4) A statement of the current and 

proposed physical location of the 
records. 

(e) Agencies must ensure that affected 
records stornge facilities are notified · 
when NARA approves an extension of 
the n:,tention period beyond the period 
nuthorized in the records control 
schedule. Agencies must focward to 
NARA (NWlvlL) two copies of all 
formally issued instructions which 
rxtend the retention periods. 

14. In § 1228. l 00, revise paragraph (a) 
to read as follows: 

§ 1228.100 Responsibilities. 

(a) The Archivist of the United States 
nnd hef!ds of Federnl agencies are 
responsible for preventing the alienation 
or unauthorized destruction of records. 
including all forms of mutilation. 
Records m:iy not he removed from the 
legal custody of Federal ngencies or 
destroyed without regard to the 
provisions of ngency records schedult>s 

(SF 1 I 5 approved hy KARA or the 
Generill Rt'curcls issued by NARA). .. .. 

15. Revise subpart I to rend as follows: 

Subpart I-Transfer of Records to Re'cords 
Storage Facilities 

Sec. 
1228.150 Where q,n "Ftec.lcral agency 

transfer recurd~ fur sturag .. ? 
1228.152 Unc.ler whilt cunditions may 

F .. deral recurds he stured In records 
storage f.tcllitic-s~ 

1228.154 Wbt re4uirem~ntsmustan 
<1;.:ency l:leet when it transfers r,;cords to 
a ri::curcJs storngt! fadlity? 

IZZ8. l5G Wit.it prucedur,;s must an agency 
fu lluw tu trnmfer fe,cords to an agency 
r~curds c~nt~r ur c:u1n1n~rcial records 
:>turngt'! facility? 

Subpart I-Transfer of Records to 
Records Storage Facilities 

§ 1228.150 Where can a Federal agency 
transfer records for storage? 

Fednal ag,mcies may store records in 
the follow i.ng types of records storage 
facilitits, so lung as the facilities meet 
the facility standnrds in subpart K of 
this pare. R .. cords transferred to a 
rt"cords storage facility remain in the 
!~gal custody of the ngency. 

(a) NARA records centers. NARA 
owns or O[krates r"corcls centers for the 
storage. processing, nnd servicing of 
rt:'corcts for Federal agencies under the 
authority of 44 U.S.C. 2907. These 
!\:ARA rncurds centers include a 
National Pt:'rsonnel Records Center 
which conrni;1s designated records of 
the Dep.1rtment of Defense and the 
Offio,. of Pnsonnel Manngement and 
other desig:1atecl records pertaining to 
formn Ft:'deral ci\'ilian employees. A 
list of !\AR.\ n,corcls centers is available 
from the KARA wt:-h site at http:// 
www.narn.gov and nlso in the U.S. 
Government :Vla:iual, which is for sale 
from the Supt>rintendent of Documents, 
U.S. Government Printing Office, Mail 
Stop: SSOP. \"iashington,DC 20402-
9328, and is av.iilcihle on the Internet 
from http://www.ilCCt:'ss.gpo.gov/nara. 

(bl Records centers operated by or on 
h,-half of one o~ more, Federal agencies 
ot!wr tha:1 KARA. 

(c) Comm~rciill records storage 
facilities operntecl by private entities. 

§ 1228.152 Under what conditions may 
Federal records be stored in records 
storage facilities? 

The following ch.irt shows what 
records ca:1 be stored in a records 
storage fatility and the conditions that· 
apply: 
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Type of record 

(~) Permanent records ............................ .. 
(2) Unscheduled records ................................... . 

(3) Temporary records (excluding Civilian Per
sonnel Records and Military Personnel 
Records), 

( ~) Vital records ................................................. . 
(5 J Civilian Personnel Records and Military Per

sonnel Records. 

§ 1228.154 What requirements must an 
agency meet when it transfers records to a 
records storage facility? 

An agency must meet the following 
r::cquirements when it transf1::rs records 
to a records storag~ facility: 

(a) Ensure that the requirements of 
subpart K of this part are met. Special 
attention must be paid to ensuring 
appropriate storage conditions for 
rE:cords on non-parer based media (e.g., 
fi::n, audio tape, magnetic tape), 
especinlly those that are scheduled for 
lo:1g-term or permanent retention. as 
c:,ose records ty[)ically require more 
stringent environmental controls (see 36 
CFR parts 1230 through 1234). 

(b) To transfer unscheduled rl!cords, 
submit an SF 115 to NARA (i\WML) 
prior to the transfer. The agency may 
transfer the records only after !\ARA has 
determined that the SF 115 meets the 
n,q u irements specified in this part. 

(c) Create documentation sufficient to 
identify and locate files. 

( l) Such documentation must include 
for each individual records series 
spanning one or more consecutive yenrs 
transferred to storage: 

(i) Creating office; 
(ii) Series title; 
(iii) Descrirtion (in the case of 

pi;,rmanent or unscheduled records, the 
description must include a folder title 
list of the box contents or equivalent 
di;,tailed records description): 

(iv) Date span; 
(v) Physical form and medium of 

records (e.g .. paper, motion picture film. 
sound recordings, photographs or digital 
·images): 

(vi) Volume; 
(vii) Citation to NARA-approved 

schedule or agency records disposition 
ma:1ual (unscheduled records must cite 
the date the SF 115 was submitted to 
NARA); 

(viii) Restrictions an access if 
applicahle; • 

(ix) Disposition C-rermanent," 
'"temporary," or "unscheduled; SF 115 
pending"): 

(x) Date of dlsposition action (mmsfer 
to the National Archives of the United 
States or destruction): 

Condi'.1ons 

(i) Any storage facility that meets the provisions of subpart K of this par,. 
(i) Any storage facility that meets the provisions of subpart K of this par:. 
(ii) Also requires submission of SF 115 and its acceptance from NARA under the provisions al 

subpart B of this part. · 
(i) Any storage facility that meets the provisions of subpart K al this part. 

(i) Storage facility must meet the provisions of subpart K of this part and 36 CFR part 1236. 
(i) May only be transferred to NPRC, St. Louis as required by this part. 

(xi) Physical location, inducting name 
and address of facility; and 

(xii) Control number or iclentifier usecl 
to trnck records. 

(2) In the cast' of permanent ancl 
unschedulecl records. rrovicle copies of 
such documentation to NARA. 

(d) Ensure that l'iARA-approv,;cl 
retention periods are implt:'mented 
properly and that records documenting 
fin:il disposition actions (destruction or 
transfer to the National Archives of the 
United States) are created and 
maintained as.required by 36 CFR 
1220.36. 

(I) Retain temporary records until the 
expiration of their NARA-aprroved 
retention period and no longer. tcxcept 
as provided for in§ 1228.54. 

(2) Transfer permanent records to the 
J\iational Archives of the United States 
in accordance with§ 1228.260. 

(e) Provide access to appropriate 
NARA staff to records wherever they are 
located in order to conduct an 
evaluation in accordance with 36 CFR 
1220.50 or to process a request for 
records disposition authority. 

(I) Move ti:,mporary records that are 
subsequently rearpraisecl as permanent 
to a facility that meets the 
environmental control requirements for 
permanent records in§ 1228.236 within 
sLx months of their re-appraisal. if not 
already in such a facility. {Paper-based 
permanent records in an existL-ig 
records storage facility that does not 
meet the environmental control 
requirements in§ 1228.236(b) on 
Octoher l, 2009, must be moved from 
that facility no later thm1 February 28, 
2010.) 

§ 1228.156 What procedures must an 
agency follow to transfer records to an 
agency records center or commercial 
records storage facility? 

Federal agencies must use the 
following procedures to transfor records 
to .in agency record~ center or 
commercial records storage faci!ity: 

{a) Agri:,ements with agency records 
centers or contracts with commercial 
records storage facilities must 
incorporate the standards in sub[Jart K 
of this part and allow for inspections by 

the agency ,md NA.RA to ensure 
compliance. An agt-ncy must remove 
rtccords promptly from il facility if 
dt'ficitencies idt'ntified during an 
inspection are not corr1ccted within six 
months. 

(b) For ti'mpor;iry records , the agenc.y 
must m.ike availahle to NARA on 
request the documentation specified in 
§ 1228. 15 4. For permanent or 
unschedul.-d records, the agency must 
transmit this documentation to NARA 
(i\ W:VIL) no l«ter than 30 days after 
rtrnrds are transferred to the agency 
re,cords center or commercial records 
storage facility. 

(c) Agencies must establish 
procedures that ensure that temporary 
n·rnrds are destroyl:'d in accordance 
with NARA-approved schedules and 
that !\ARA-approved change.s to 
schedules. induding the General 
Records Schedules. art:' applied to 
records in agency records centers or 
commercial records storage facilities in 
a timely fashion. Procedures must 
include a requirement that the agency 
records center or commercial records 
stornge facility notify agency records 
m;in;igers or the creating office prior to 
t:1e disposal of temporary records unless 
disposal of temporary records is 
initi;ited by the ;igency. 

(cl) Agencies must estahlish 
proct'dures to ensure that the agency 
records centers or commercial records 
storage facilities transfer permanent 
rE>cords to the t\ationill Archives of the 
Cnited Stiltts as individual series 
spanning one or more years and in 
accordance with the provisions of 
§ !228.272. 

(e) Agencies must ensure that records 
that ;ire restricted because they are 
security classified or exempt from 
disclosure by statute, including the 
Privacy Act (5 U.S.C. 552a), or 
regulation are stored and maintained in 
accordance with applicahle laws, 
executive orders, or rt:'gulations. 

(I) Agendt=s must ensure that 
disposable records, including restricted 
records (security classified or exempted 
from disclosure hy statute, including the 
Privacy Act. or regulation). are 
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destroyed in accord;mce with the 
reg~ irements srecified in§ 1223.58. 

(g) Agencies must ensure t'.'1,H 
emergency operating vim! records, as 
defined in 3G CFR 123G.14, thnt are 
trnnsferred to an agency records center 
or commercial records storage facility 
nrt! nvailable in accordnnce with 36 CFR 
part 1236. 

I G. Redesignate sub[Jnrt J of p;irt 1228 
as subpart L of pnrt 1228 as st!t forth in 
the following redesignntion table : 

Old section 
subpart J 

1228.180 ............................. .. 
1228.182 ...................... ....... .. 
1228.183 ....... .... .................. .. 
1228.184 .............................. . 
1228.186 .............................. . 
1228.188 ............................. .. 
1228.190 ...................... ....... .. 
1228.192 .............................. . 
1228.194 ............................. .. 
1228.196 ....... ............... ..... .. .. 
1228.198 ............ ................. .. 
1228.200 ......... .. .................. .. 

New section 
subpart L 

1228.260 
1228.262 
1228.264 
1228.266 
1228.268 
1228.270 
1228.272 
1228.274 
1228.276 
1228.278 
1228.280 
1228.282 . 

17. Add n new subp:irt J to r,;,.id as 
follows: 

Subpart J-Transfer, Use, and Disposition 
of Records In a NARA Records Center 

s~c. 
1228.160 How does an agency t:ar.sfor 

records to a NARA records cer.t~c" 
1228.162 How does an agency l!'a1:sfer vital 

records to a NARA records cente,' 
l 228 .16.\ Whilt records must be L,.,nsferred 

to the Nauona l Personnel Records Center 
(NPRC)? 

1221:!.I 66 How does an agency u-ansfor 
records to th~ Nauonal Persur:nd 
R~cord, Center (NPRC)? 

12~8.168 How can recurds he us•d iri 
NARA recorch centers? 

1228.170 How are disposal clea:ar.ces 
managed fur records in NARA r~curds 
ct!nters? 

Subpart J-Transfer, Use, and 
Disposition of Records in a NARA 
Records Center 

§ 1228.160 How does an agency transfer 
records to a NARA records center? 

An agency tril11sfers records to a 
NARA records center using the 
following procedures: 

(.i) General. !\ARA will ensure thilt its 
records centers meet the faciliti;,s 
standards in subpart K of t:1is part, 
which meets the .igency·s obligation in 
§ 1228.154 (a). 

(b) NARA records centers will not 
accept records that pose a thrc-11t to other 
records or to the henlth and safety of 
users including h.izardous mnterinls 
such ns nitrnte film, radio.icti\'t= or 
chemically contaminated record, , 
records exhibiting active mold growth, 
or untreated insect or rodent infiltrated 

records. Agencies m.iy cont.ict the 
!\ARA records center for technical 
aclvice on treating such records. 

(c) Agencies mily use .iny !\ARA 
records center (see§ 1228. l54(a)) if 
srace is available fur the storage of 
unclassified records. All NARA 
facilities are equipped to store classifit,d 
records thnc hnve a r1.itionnl security 
dnssificntion up to Confidtmtial. and 
certnin NARA facilities can also accept 
Secret (or "Q") clnssified records. Only 
the Washington National Rt!cords Center 
is equipped to store records th.it havt> 
be"'n assigned n nntion.1l security 
cbssific.ition of Top Secret. as defined 
in Executive Orcler 12958 (3 CFR, 1995 
Comp., p. 333) and predecessor orders. 
For storage of restricted records 
requiring vault stornge [regardless of the. 
level of classificntion). agencies must 
contact the records center(s) they wish 
to use to find out if the center(s) can 
properly store the records. 

(d) Transfers to NARA records centers 
must be precedeci by the submission of 
a St.indard Form 135, Records 
Tr:rnsmittal nnd Receipt. Prep.irntion 
and submission of this form will meet 
the requirements fur records description 
provided in§ l 228. l 54(c). except the 
folder title list required for permi\Ilent 
and unscheclult>d records. A folder title 
list is also required for records thnt are 
scheduled for Silmpling or selection 
after transfer. 

(e) A separate SF 135 is required for 
each individual records series spanning 
one or more consecutive years with the 
same disposition nuthority .ind 
disposition date. 

(I) For further guidance on tra:1sfor of 
records to a NARA records center, 
consult the !\:ARA Records Management 
Web Site (http:/ /www.nara.gov). or 
current NARA rublic.itions and 
bulletins by contacting the Office of 
Regional Records Services (NR). 
individu.il NARA regionnl facilities. or 
the Wnshingtun National Records Center 
(i\W:-V!vV). 

§ 1228.162 How does an agency transfer 
vital records to a NARA records center? 

For assisti\Ilce on selecting .1n 
arpropri.ite site among NARA facilities 
for storage of vital records, agencies may 
contact NARA (NR), 8G0I Adelphi Rd., 
College Park, MD 20740-6001. The 
actual transfers are govemed by the 
general requirements and procedures in 
this subpart and 36 CFR pnrt 1236. 

§ 1228.164 What records must be 
transferred to the National Personnel 
Records Center (NPRC)? 

Genernl Records Schedules l and 2 
specify th.it certain Federal civilian 
personnel, medical, nnd p.iy records 

rr.ust he centrnlly stored nt the National 
Personnel RE-c:ords Center (Civilian 
Persunnd Records). 111 Winnebago 
Street. St. Loub, MO 63 I I 8. An agency 
must transfer the following four types of 
records to the f\:PRC: ' 

(a) Official personnel folders of 
separated Fedi:eral civilian employees; 

(b) Service rt'cord cards ofemployees 
who sepnrnted or transferred on cir 
before December 3 I, 1947; 

(c) Audited individu.il earnings and 
p.iy c.irds nnct comprehensive payrolls; 
and 

(d) Employee me,dic.i l folders of 
sep.irnted Federal civilian employees .. 

§ 1228.166 How does an agency transfer 
records to the National Personnel Records 
Center (NPRC)? 

(a) Agencies _must use the following 
procedures when transferring records to 
the t-;PRC: 

(I) For.v.1rd the official personnel 
folder {OPF) and the employee medical 
fo lder (EMF) to tht:! Nationill Personnel 
Records Center at the same time. 

(2) Transft::r EMFs and OPFs in 
separate folders . 

(h) Fur ft1rtht:>r gu id:mce consult the 
!\PRC web site (http://w\vw.nara.gov/ 
n,giorn1Llcpr.html). 

(c) Consult the Office of Personnel 
M.1:1agement weh site (http:// 
\1,1w.opm.gov/feddat.1/html/opf.htm) 
for the OPM publication The Guide to 
Personnel Recorctkeeping for procedures 
oa the transfer of OPFs and EMFs. (The 
Guide is n!so av.iilable from the 
Superintendent of Documents, U.S. 
Government Printing Office, Mail Stop: 
SSOP, W.ishington, DC 20402-9328.) 

§ 1228.168 How can records be used in 
NARA records centers? 

(a) Agency records tril11sferred to a 
!\ARA records center remain in the legal 
custody of the agency. NARA acts as the 
agency's ngenc in m.iintai.ning the 
records. NARA will not disclose the 
record exc.:ept to the agency which 
~~int.iins the rt:!cord, or under rules 
est.iblished by thnt agen<.-y which are not 
i:1consistent with existing laws. 

(b) Feder;il agencies must use 
Standard Form (SF) 180, Request 
Pertaining to Military Records, ta obtain 
inform.ition from military service 
ri:ecords in the, l\.itionnl Personnel 
Records Center (Military Personnel 
Records). Agencies may furnish copies 
of th.it form to the puhlic to aid in 
i:1qui.ries. tvlembers of the public and 
non -governmental orgru1izations also 
may obtain copies of SF 180 by 
submitting .i writtE-n request to the 
l\.itional Personnel Records Center 
('.l.·!ilitnry Personnel Records), 9700 Page 
Boulev.ird, St. Louis, MO 63132. 0MB 
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Control Number 3095-0029 has been 
assigned to the SF 180. 

(c) Use Standard Form 127, Request 
for Official Personnel Folder (Separated 
Employee), to request transmission of 
personnel folders of separated 
employees stored at the National 
Personnel Records Center. 

{d) Use Standard Form 184. Request 
for Employee Medical Folder (Separated 
Employee), to request medical folders 
stored at the National Personnel Records 
Center. 

(e) Use Option;il Form 11, Reference 
Request-Federal Records Center to 
request medical records transferred to 
other NARA records centers prior to 
September 1. 1984. The request must 
include the name i\nd address of the 
agency's designated medical records 
manager. 

(f) For any other requests, use the 
Optional Form 11, Reference Request
Federal Records Centers. a form jointly 
designated by that agency and NARA. or 
their electronic equivalents. 

§ 1228.170 How are disposal clearances 
managed for records In NARA records 
centers. 

(a) Records at the National Personnel 
Records Center covered by Ge:1eral 

Records Schedules 1 and 2 wiU be 
destroyed in accordnnce with those 
schedules without further agency 
clearance. 

(b) Other records of Federal agencies 
held by NARA records centers will be 
destroyed only with the concurrence of 
the ngency having legal custody of the 
records. 

(c) Documentation on the final 
disposition of records, as required in 36 
CFR 1220.36, will be maintained by 
NARA records centers for the period of 
timti required by Gener;il Records 
Schedule 16. 

{ct) When NARA npproves an 
extension of retention period beyond 
the time authoriZed in the records 
schedule for records stored in NARA 
records centers. NARA will notify those 
affected records centers to suspend 
disposal of the records (see 
§ 1228.54(e)). 

18. [n newly reclesignated subpart L. 
revise the subpnrt heading to rend as 
follows: 

Subpart L-Transfer of Records to the 
National Archives of the United States 

19. In newly reclesignated § 1228.272, 
revise the section heading and 
paragraph (a) to read as follows: 

§ 1228.272. Transfer of records to the 
National Archives of the United States. 

(a) Policy. (I) Federal records will be 
transferred to NARA's legal custody into 
the National Archives of the United 
States only if they are listed as 
permanent on nn SF 115. Request for 
Records Disposition Authority, 
approved by NARA since May 14. 1973, 
or if they are accretio:15 (continuations 
of series alrendy nccessioned) to 
holdings of the Nation.ii Archives. 
Transfers are initinted by submission of 
an SF 258, Agreement to Transfer 
Records to the Nntional Archives of the 
United States. 

(2) Each SF 258 must relate to a 
specific records series, ns identified on 
the SF l 15, Request for Records 
Disposition Authority. in accumulations 
of one or more consecutive yeru-s. 

Dated: February 25, I !l!l!l. 
John W. Carlin, 

An-/1ivisc ofuie Uniled Scmes. 

!FR Doc. !l!l-1070~ Filed 4-2D-9!l; 8:45 nm! 
BILLING CODE 751~1-P 



HAY 4 1999 

NWM 13.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Draft GRS for Information Technology Records 

Attached for your review and comment is a revised draft General Records Schedule (GRS) for 
information technology (IT) records. An earlier version of this draft GRS was circulated to the 
CIO Council and selected records officers for initial reactions on whether the draft covered IT 
records being created by agencies and the usefulness of a different format for the schedule. 
Those agencies generally found the coverage of records to be appropriate but the format of the 
document and criteria for determining retention periods difficult to use. This revision follows the 
standard GRS format and sets specific proposed retention periods. We seek your comments 
especially on the adequacy of the proposed retention periods. 

We anticipate that this is the last opportunity for agency comment before we seek 0MB 
determination of significance under EO 12866 and publication in the Federal Register for a 45 
day public comment period. We want to ensure that the draft published in the Federal Register is 
a general records schedule that agencies can use. Once NARA issues this GRS, the retention 
periods are mandatory -- you cannot destroy the records earlier or keep them longer without 
specific NARA approval. 

Please send your comments by June 4, 1999, tol !Policy and Communications Staff 
(NPOL) at! ~arch2.nara.gov or by fax to 301-713-270. Contaci lby e-
mail if you would like a WordPerfect or Word version of the draft to circulate within your 
agency. lfyou have questions, please contacj pn 301-713-7360, ext. .... l __ ____, 
We encourage Federal agencies to review these proposed regulations carefully and submit 
comments by the June 29, 1999, public comment deadline. 

MARIE ALLEN 
Director 
Life Cycle Management Division 

Enclosure 

National Archives and Records Administration 

b6 
b7C 
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GE~L RECORDS SCHEDULE 20 

lnfonnation Technolo2y Operations and Mana2ement Records 

DRAFI' version 7 .2 

April 29, 1999 

This schedule provides disposal authorization for files that are created and maintained for the 
operation and management of information technology (IT) and related ser_vices. As defined in 
the Information Technology Management Reform Act of 1996, 'information technology' 
includes computers, ancillary equipment, software, firmware and similar procedures, services 
(including support 'services), and related resources. This schedule applies at the file level and 
only to files which are maintained SOLELY for the operation and management of information 
technology and related services. 

Some documents that are kept in IT operations and management files are also needed as 
essential evidence of agency programs and administrative activities. Documents which need to 
be retained as records both of IT operations and management, on the one hand, and agency 
programs or administrative activities, on the other, include, but are not limited to: 

• IT plans which explicitly address how IT will satisfy program and administrative 
requirements; 

• IT policy records which relate policy development or implementation to program and 
administrative requirements; 

• Records related to data administration for agency programs or other administrative 
functions; 

• Audits and reviews which address how well IT systems or applications satisfy program 
or administrative requirements; 

• Technical documentation that is needed to access, retrieve, use, or interpret other 
records of agency programs or administrative activities; 

In order to ensure that the agency applies appropriate disposition authorities in the disposition 
of records related to the use, operation and management of information technology, agencies 
should follow these rules: 

• The disposition of any files concerning agency programs may only be authorized under 
a records schedule that the agency has submitted to NARA and that NARA has 
approved. This rule applies even if such files are also used for IT operations or 
management. 
• If an agency maintains copies of documents in separate. files that support IT 

operations or management on the one hand and agency programs on the other, 
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the IT operations or management files are authorized for disposal under this 
GRS, but the program files must be authorized under an agency-specific 
schedule. 

• The disposition of any files concerning administrative activities other than IT operations 
or management mu_st be authorized under an appropriate schedule, which may be either 
another GRS or an agency-specific schedule. This rule applies even if such files are 
also used for IT operations or management. 
• If an agency maintains copies of documents in separate files that support IT 

operations or management on the one hand and other administrative functions on 
the other, the IT operations or management files are authorized for disposal 
under this GRS, but the other administrative files must be authorized either 
under another GRS or under an agency-specific schedule. 

• This GRS authorizes the disposition of the files described only when they are retained 
solely for IT operations or management. 

This GRS does not cover all records which are used in IT operations and management. In 
particular, 

• IT offices maintain many common administrative files covered by other GRS. The 
other GRS apply in IT offices as well as elsewhere. 

• IT offices may maintain other administrative files whose disposition is authorized under 
records schedules applicable to the entire agency or component in which the IT office is 
located. IT offices should apply such schedules, as appropriate. 

• IT offices may maintain unique files related to IT operations and management. Such 
files must be scheduled and the schedule approved by NARA. 

• IT offices may maintain some records that provide essential evidence of agency mission 
and programs, such as IT strategic plans and Business Information Models. Such files 
must be scheduled and the schedule approved by NARA. 

This schedule applies to the records described regardless of their physical form or 
, characteristics. They may be retained on paper, in microform, or in electronic form. 
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Management of IT Organizations and Projects 

1. IT Policy and Direction Files 
Files related to the development and issuance of policies and directives for all aspects of 
the management of information technology and related assets and services. This 
includes: 

• Files defining the organization's IT infrastructure; 
• Records defining or adopting IT standards; 
• Directives concerning the acquisition and use of IT assets, including those defining 

capital planning processes for major investments in information systems; 
• Files defining quality assurance requirements and norms; 
• Files defining IT asset controls and procedures; system integration requirements, 

performance requirements, resource and capacity planning; defining and establishing 
the change management system, including standards for categorizing, prioritizing and 
authorizing changes; 

• Documents establishing the IT risk management program, determining its scope, and 
defining IT risk management methods and measurements; disaster recovery plans, risk 

· action plans, IT continuity plan, backup and recovery procedures; 
• System security files: definitions of access controls, standards for authorizations and 

authentication of users for specific system and applications; 
• Files identifying environmental and physical controls required for IT equipment and 

media; concerning facility access requirements and authorizations; 
• Documents defining standards and norms for IT operations: operations manuals and 

users manuals, and documentation concerning start-up and shift hand-over process 
processes, network services management; problem management and emergency 
procedures; 

• Documents defining monitoring requirements: establishment of benchmarks, key 
performance indicators, critical success factors, reporting requirements; 

• Policy and procedures concerning charges and payments fodT resources, charge rates; 
• · Requirements for documentation of IT applications. 

This item does not cover IT policies and directives maintained in other files, such as a general 
directives system. 

Close file when superseded or withdrawn. 

Destroy/delete 3 years after close of file. 

2. JI Plannine Files 

{This item does not cover ll' strategic plans, business information models, or other ll' 
planning files which relate ll' explicitly either to agency mission, goals, and objectives, 
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or to specific business activities. Such records should be scheduled by each agency 
either as distinct series or together with other records related to the same business 
activity.) 

a. IT long-term plans, operational plans, technological infrastructure plans, and 
data processing services plans. 

Close file when plan is superseded or terminated. 

Destroy/delete 3 years after close of file. 

b. IT capital planning and investment management files documenting the agency's 
process for maximizing the value and assessing and managing the risks of 
acquisitions of IT infrastructure, facilities, and services. 

{This item applies to lT investment management records in the offices of the 
Chief Information Officer or other official or body charged with reviewing and 
approving lT investments. It does not apply to lT investment management 
records in program offices which propose IT investments. The records in those 
offices must be scheduled as program records. It does not apply to records 
maintained for budget, property, expenditure or cost accounting covered in GRS 
3 through 8.} 

Close file annually. 

Destroy/delete 3 years after close of file. 

c. IT project plans for specific initiatives undertaken in accordance with IT long
term plans, operational plans, technological infrastructure plans, and data 
processing services plans; such as projects for installation, upgrade or 
replacement of infrastructure components including hardware, software, and 
networks, that are not limited to an individual IT application which supports a 
specific program or administrative function .. 

(Management files related to individual IT applications which support specific 
program or administrative functions are covered in item 13, below.) 

Close file when project is completed. 

Destroy/delete 3 years after close of file or completion of any scheduled review 
or evaluation of it, whichever is later. 

3. Implementation and compliance files: 

4 



Records on implementation, impact, and compliance with IT policies, directives and 
plans including recurring and special reports, responses to findings and 
recommendations, and reports of follow-up activities. Types of files include: 

• performance measurements and benchmarks; 
• audits and management reviews; 
• certifications and accreditations; 
• quality assurance reviews and reports; 
• reports on implementation of plans; 
• effectiveness evaluations, and compliance reviews; 
• data measuring or estimating impact and compliance. 

{This subitem does not apply to audit files of the agency's Inspector General.} 

Destroy/delete 1 year after determination that there are no unresolved issues. 

Management of IT Infrastructure and Services 

Items 4 through 12 concern the management of IT infrastructure, such as host 
computers, servers, intranets, and extranets, and IT services that support a 
variety of applications and users. These items de not cover records related to 
individual applications that support specific program or administrative 
functions. Records related to individual applications that support specific 
program or administrative functions are covered in items 13 through 16. 

4. Files related to determinini: and satisfyini: requirements for IT resources. 
Records used to define and track requirements for IT resources, such as hardware, 
software, and services, that support more than one application; identify and evaluate 
options; analyze feasibility and costs and benefits; recommend actions; justify 
acquisitions; and determine criteria for acceptance. 

a. Cases where the final decision is not to implement recommendations. 

Close file when final decision on recommendations is made. 

Destroy/delete 1 year after cJose of file. 

b. Cases where one or more recommendations for satisfying IT requirements are 
implemented. 

Close file when it is determined that the requirement no longer exists or that a 
new requirements analysis should be undertaken. 
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Destroy/delete 3 years after close of file. 

5. Files related to installin~ and acce.ptine or accreditin~ &ystems and components that 
support multiple applications, including plans and reports concerning installation, 
migration, conversion and acceptance of hardware, software and networks; related 
models, diagrams and schematics; and data and other files created to test performance; 
and related technical documentation. 

a. For systems or components that are not accepted or accredited. 

Destroy/delete 1 year after final decision to reject the subject system or 
component. 

b. For systems or components that are accepted or accredited. 

Destroy/delete 3 years after system or component is terminated or replaced. 

6. IT facility and site mana2ement files 
{This item applies only to files retained to ensure that buildings and rooms 
where II equipmenJ, systems and storage media are located are properly 
controlled and operated. This item does not apply to records of stores or plant 
accounting, which are covered in GRS 8, or for records of property disposal, 
which are covered in GRS 4.} 

Files identifying IT facilit_ies and sites; concerning implementation of IT facility and site 
management and support services provided to specific sites, including reviews, site visit 
reports, trouble reports, service histories, reports of follow-up actions, and related 
correspondence . 

Destroy/delete when 3 years old. 

7. IT asset and confi~ration manaeement files 

a. Records identifying or inventorying IT assets; equipment control systems; 
inventories of network circuits and building or circuitry diagrams; 

Close file when the subject assets are terminated, removed or destroyed. 

Destroy/delete 1 year after close of file. 
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b. Records created and retained for asset management, performance and capacity 
management, system management, configuration and change management, and 
planning, follow-up and impact assessment. Including, but not limited to: 

• Data and detailed reports on implementation of systems, applications and 
modifications; assessments of effectiveness, application sizing, resource 
and demand management; documents identifying, requesting, and 
analyzing possible changes, authorizing changes, and documenting 
implementation of changes; documentation of software distribution and 
release management. 

• Records of IT maintenance documenting preventative, corrective, 
adaptive and perfective (enhancement) maintenance actions, including 
requests for service, work orders, service histories, and related records. 

Close file annually. 

Destroy/delete 3 years after close of file. 

c. Digital media management records including library systems and back-up 
management systems. 
{This item does not cover files on records disposition, covered in GRS 16, 2.) 

Destroy/delete when media volume or unit is removed from inventory. 

8. Files related to maintaioine the security of systems and data. 

a. Documents identifying IT risks and analyzing their impact, risk measurements 
and assessments, actions to mitigate risks, implementation of risk action plan, 
service test plans, test files and data. 

Close file annually. 

Dest!oy/delete 3 years after close of file. 

b. User identification, profiles, authorizations, and password files. 

Place record in inactive file when user account is terminated or when profile or 
password is altered. 

Destroy/delete inactive files when 3 years old. 

c. Cryptographic key management files. (reserved) 
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9. 

d. Security incident handling, reporting and follow-up. 

Close file when all necessary follow-up to a security incident has been 
completed. 

Destroy/delete 3 years after close of file. 

IT qperations records 

a. Schedules: workload schedules; run reports, run requests, and other records 
documenting the successful completion of a run; schedules of maintenance and 
support activities. 

Close file annually. 

Destroy/delete 1 year after close of file. 

b. Problem reports, user complaints and questions, proposals for changes and 
related decision documents. 

Destroy/delete when 3 years old. 

10. Files on usa~e and monitorine of1T systems. services. and resources 
{This item does not apply to records created under procedures mandated by 0MB 
Circular A-123, Management Accountability and Control Systems, and P.L. 97-255, the 
Federal Manager's Financial Integrity Act. Those records are scheduled under GRS 
16, 14.} 

Usage and monitoring data and reports, including but not limited to: 

• Operations data, such as system event logging, log-in files, system usage files 
and audit trails, reports on workload management; incident reports and audit 
trails of problems and solutions. 

• Reports on operations, including summary computer usage reports, measures of 
benchmarks, performance indicators, and critical success factors; error and 
exception reporting, self-assessments, service delivery monitoring, and 
management reports. 

Close files annually. 

Destroy/delete 3 years after close of file. 
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11. Financial records related to provision of IT resources and services 

{If any of these records are necessary to support contracts, copies should be filed in 
procurement files and disposed ofin accordance with GRS 3.) 

a. Service-level agreements fonnaJizing performance criteria for quantity and 
quality of service. including definition of responsibilities. response times and 
volumes, charging, integrity guarantees, non-disclosure agreements. 

Close file when the agreement is superseded or terminated. 

Destroy/delete 3 years after close of file. 

b. Files related to managing third-party services: control measures f~r review and 
monitoring of contracts, procedures for determining their effectiveness and 
compliance. 

Close file when subject control measures or procedures are superseded or 
terminated. 

Destroy/delete 3 years after close of file. 

c. Records generated in IT management and service operations to identify and 
allocate charges and track payments for computer usage, data processing and 
other IT services. 
{This item only covers records that are outside of the agency's cost accounting 
system, which is covered in GRS 8, items 6 and 7.} 

Close file annually unless there are outstanding issues concerning charges or 
payments. If there are outstanding issues, close file when they are resolved. 

Destroy/delete 3 years after close of file. 

12. Customer service files 
Records related to providing service and support to customers, including pamphlets, 
responses to "Frequently Asked Questions," and other documents prepared in advance 
to assist customers; help desk logs and reports and other files related to customer query 
and problem response; query monitoring and clearance; and customer feedback records; 
and related trend analysis and reporting. 

Close file annually. 
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Destroy/delete 1 year after close of file. 

IT Applications 

This section covers records maintained only for technical support of applications 
which serve program or administrative ftmctions of the agency. The agency will 
need to maintain many of these records - including but not limited to user 
requirements, system specifications, data and process models, and user guides -
- in order to document the programs or administrative functions which the 
applications serve. Such records are.necessary for adequate and proper 
documentation of agency programs or administration, other than ff operations 
and management, and should be retained under schedules authorized for records 
of those programs or administrative activities. This GRS applies only to separate 
copies of such records in files maintained solely for technical support. 

13. Application development and implementation 

a. Application development case files. Records created and used in determining 
customer needs for applications, designing, developing, acquiring, or modifying 
applications including user requirements and specifications, system or subsystem 
specifications, system integration documents, application and data deployment 
strategies, status reports, records documenting acceptance of applications and 
modifications, and related correspondence. 

Close file when application is terminated or when all records supported by the 
application are destroyed, which~ver is later. 

Destroy/delete 3 years after close of file. 

b. Installation and testing records for applications. 

Close file when final decision on acceptance is made. 

Destroy/delete 3 years after close of file. 

14. Technical documentation. metadata, and software necessary to retain. access, retrieve. 
and use electronic records 

a. Data systems specifications, file specifications, data and process models, data 
dictionaries, codebooks, record layouts, user guides, output specifications, and 
other technical documentation supporting retrieval, access, use or interpretation 



of the data, processing specifications for input, updating. retrieval. output, 
interpretation, and data conversion. 

(If data or related output records or records of adion are scheduled for 
permanent retention, one copy of the technical documentation must be 
maintained as part of the permanent records) 

Close file when all data or records in a form or format specified in the 
documentation are destroyed or deleted. 

Destroy/delete 1 year after close of file. 

b. Documents defining data quality controls; including source document, input, 
processing, and output controls. 

Close file when subject controls are supers~ed or terminated. 

Destroy/delete 3 years after close of file. 

c. Application software: Automated Program Listing/Source Code necessary to 
access, retrieve, use or maintain electronic records; program flowcharts, 
program maintenance log, change notices, and other records that document 
modifications to computer programs that support applications. 

Close file when no longer needed to retrieve, use or interpret any records 
created by, or stored in the application. 

Destroy/delete 1 year after close of file. 

15. Temporary input/output files: 

a. Input records: Documents and files designed and used solely to create, update, 
or modify electronic records; including non-electronic documents or forms, 
digital input/source files; files or records containing uncalibrated and 
unvalidated digital or analog data collected during observation or measurement 
activities or research and development programs and used as input for a digital 
master file or database; metadata or reference data, such as format, range. or 
domain specifications, which is transferred from a host computer or server to 
another computer for input, updating, or transaction processing operations. 

Close file when the creation, updating or modification of subject records is 
completed and verified. 
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Destroy/delete 1 year after close of file. 

b. Output records retained by IT service and support units; including extract, 
summary and aggregate data files derived from a data base in cases where it is 
possible to regenerate the extract, summary or aggregate· from the data base; 
and copies of output reports produced for clients. 

Destroy/delete upon verification of successful delivery and acceptance of 
outputs by client, or when 3 months old, whichever is sooner. 

16. Work files and intennediate files: created in the production or use of other electronic 
records for the sole purpose of enabling, supporting or facilitating the use of the other 
records; for example, work files, valid transaction files, and print files. 

Destroy/delete when the process in which the intermediate file is created or 
used is terminated. 

17. Electronic mail and word processioK system copies of records covered by this GRS xx. 

Electronic copies of records that are created on electronic mail and word processing 
systems and used solely to generate a recordkeeping copy of the records covered by 
the other items in this schedule. Also includes electronic copies of such records created on 
electronic mail and word processing systems that are maintained for updating, revision, 
or dissemination. 

a. Copies that have no further administrative value after the 
recordkeeping copy is made. Includes copies maintained by individuals in 
personal files, personal electronic mail directories, or other personal 
directories on hard disk or network drives, and copies on shared network 
drives that are used only to produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

b. Copies used for dissemination, revision, or updating that are 
maintained in addition to the recordkeeping copy. 

. Destroy/delete when dissemination, revision, or updating is completed. 
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May 13, 1999 

NWM 15.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND JNFORMA TION RESOURCE 
MANAGERS. Bimonthly Records and Information Discussion Group (BRIDG) Meeting on 
June 21, 1999. 

The tife Cycle Management Division of the-National-Archives and Records-Administration 
(NARA) will host the next BRIDG meeting on June 21, 1999, from 10:00 to noon in Room 105 
of the National Archives Building, 7th and Pennsylvania Avenue NW, Washington, DC. The 
purpose of the meeting is to discuss a new NARA project on the reengineering of the records 
scheduling process. 

On May 6, the Archivist announced a "business process reengineering" initiative to review and 
redesign the scheduling process and named Michael L. Miller as the project leader. At this 
BRJDG meeting, Mike will discuss initial plans for the project and provide information about 
how agency records officers can provide input. Records officers are encouraged to bring 
suggestions for improvements in the organization or administration of the current appraisal and 
scheduling process, whether within or outside the context of the current Federal statutory and 
regulatory structure for records management. 

Enrollment is limited to 60 participants. To reserve a place for the BRIDG meeting, please b6 

provide your name, telephone number, and number of attendees t~.__..,....._.,..,,......,-,!.~n 301-713-7100, b7c 

extensioQ(or e-mai~ 1@arch2.nara.gov), no later than June 15, 1999. . 

-~-'6-.~ 
MARIE B. ALLEN 
Director 
Life Cycle Management Division 

National Archives and Records Administration 



May 10, 1999 

NWM 14.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Correction in Date for Comments on Draft GRS for Information Technology 

- Records· 

Last week you received copies of the revised draft General Records Schedule (GRS) for 
information technology (IT) records, with an incorrect due date listed for comment. Please send 
your comments by June 7, 1999, to Nancy Allard, Policy and Coe·. s Staff (NPOL) at 

§arch2.nara.gov or by fax to 301-7 13-7270. Canta ye-mail if you 
__ w_o_u .... ld ....... h ... k_e_,a WordPerfect or Word version of the draft to circulate wit m your agency. If you 

have questions, please contac~._ ___ ....,~n 301-713-7360, ext~ I 
--ft/ _ __,a /1/ 1J /1 

---1 /(_aiut 7·-J ,· Ue.~--._ _ 

MARIE B. ALLEN 
Director 
Life Cycle Management Division 

National Archives and Records Administration 

b6 
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College Park, Maryland 20740-6001 

MAY 2 4 1999 

NWM 16.99 

MEMORANDUM TO FEDERAL RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Inventorying and Scheduling Electronic Systems 

Federal agencies are devoting substantial resources to ensure their computer systems will 
correctly process dates after January 1, 2000. During the _course of addre.ssing th.is "Y2K 
problem," each agency is reviewing its electronic systems to identify those that need to be 
modified, replaced, or retired. This process offers agencies an opportunity to determine the 
extent to which their systems are appropriately inventoried, scheduled, and otherwise under 
records management control. 

NARA urges records officers to assert leadership in ensuring that agency systems identified 
through Y2K compliance efforts are included under proper records management control.' 
Records in all agency systems must be: 1) managed under an approved schedule (SF-115, 
Request for Records Disposition Authority); and 2) maintained in a reliable, readable, and 
accessible format for their scheduled retention period. This is especially urgent for those Y2K 
systems slate_d for replacement or retirement, since decisions must soon be made about 
whether to preserve or dispose of the data in these systems. The work needed to meet these 
goals--particularly inventorying systems and developing management plans for them--coincides 
with the effort needed to address the overall Y2K problem. It makes sense to address the 
issues together. 

When new systems are adopted, agencies may decide to migrate data from superseded Y2K 
systems to new systems. If the data will not be migrated, the agency must ensure that the 
records remain reliable, readable, and accessible throughout their scheduled retention period. If 
the records are not scheduled, or if the retention period must be shortened, it is necessary to 
submit an SF-115 to NARA. It is also critical for agencies to submit an SF-258, Agreement to 

- Transfer Records to the National Archives of the United States, to NARA foi any permanent 
electronic records that will not be incorporated into systems that will remain operational after 
1999. 

NARA will carry this message to the Chief Information Officers (CIO) Council and other 
appropriate groups. For additional information please call me or your designated contact in the 
Life Cycle Management Division on (301) 713-7100. 

MAR,IE B. ALLEN 
Director 
Life Cycle Management Division 

National Archives and Records Administration 
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May28, 1999 

NWM 17.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Changes in records disposal procedures 

The procedures contained in this memornndum supplement NARA Bulletin 99-03, Changes in disposition 
procedures at NARA's records center facilities, and NWM 09.99, which transmitted a copy of the bulletin 
to you. Those issuances notified you .that NARA records centers would be sending disposal concurrence 
notices, Notice ofintent to Destroy (NA Form 13001), to you via certified mail with a return receipt 
requested. That procedure will provide assurance that the notices reached the agency. 

This memorandum describes a further modification ofNARA's records disposal policy. In the past, 
NARA has assumed agency concurrence in the disposal of records unless the agency notified the records 
center to hold the records because they were needed longer for operational purposes, investigation, audit, 
litigation, or other agency business. In line with the revised records management regulations (see NWM 
12.99), NARA has modified its records disposal policy, as follows: 

Beginning with the October 1, 1999, disposal cycle, NARA records centers will wait to 
receive written agency concurrence before destroying records. That means that when you 
or your designee receives the NA Forms 13001 that NARA records centers will mail in 
July 1999, you must respond in writing to notify the records center that your agency 
concurs in the disposal. You may annotate the forms or provide the list of accession 
numbers in a memorandum or letter to the records center. NARA will destroy no records 
before receiving written concurrence. The returned certified mail receipt signed when the 
agency received the Notices will not be accepted as disposal concurrence. 

All the documents referenced in this memorandum can be accessed from NARA's records management 
web site at <http://www.nara.gov/records/index.html>. 

If you have any questioos aboutthis change;t easj con tac~ In the Office ofRegional 
ec rd Services at 301-713-7200, extensio or by electrontc mail at 

arch2.nara.gov> or the Director of Records Center Operations at your local NARA 

~~-~ 0 ~~~OME NA SHORN 
Acting Director 
Life Cycle Management Division 

,; ~t:f('"t (}, JhmuL* 
-~L.RICHA'fil) e. CLAYPOOLE 

· Assistant Archivist for 
Regional Records Services. 

National Archives and Records Administration 
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June 10, 1999 

Dennis R. Weaver, Section Chief 
Information Management Section - Room 9998 
Federal Bureau oflnvestigation 
935 Pennsylvania Ave., NW 
Washington, DC 20535-0001 

Dear Mr. Weaver: 

We recently received reports from anonymous sources that records stored at the Federal Bureau 
oflnvestigation (FBI) Pickett Street facility in Alexandria, Virginia are mismanaged and subject 
to damage and potential unauthorized destruction due to poor storage conditions. Under 44 
U.S.C. 2905, the Archivist of the United States is required to notify the head of a Federal agency 
of any "actual, impending, or threatened unlawful removal, defacing, alteration, or destruction of 
records in the custody of the agency that shall come to his attention," and assist the agency in 
initiating any appropriate action. We are especially concerned about these allegations because it 
is our understanding that permanent records are among those maintained at the Pickett Street 
facility. 

According to our information, the facility's heating and cooling system has caused water damage 
to the records. Files are supposedly shelved dangerously close to overhead lighting fixtures, 
resulting in fires involving records. The records are alleged to be seriously disorganized, with 
files frequently missing. In addition, we were informed that some FBI managers are unaware 
that Federal records may be disposed of only in accordance with a records disposition schedule 
approved by the Archivist of the United States. 

As you know, Federal agencies are required to maintain effective records management programs, 
which includes providing for the integrity, safety, and disposition ofrecords. Agencies are 
authorized to maintain and operate records centers for the storage, servicing, and disposal of their 
own noncurrent records when these centers are approved by the Archivist ( 44 U.S.C. 3103). 
Facility standards for agency records centers are provided in 36 CFR 1228.222. 

We would be happy to offer our assistance in investigating and resolving this matter. NARA 
staff are available to help FBI records managers examine the Pickett Street facility and 
recommend necessary steps to address :any ,proble:ms Jlilit may exist. NARA can also provide 
management briefings regarding regulatory requirements and good records management 
practices. 

National Archives and Records Administration 



Pleas: adyjse Uf by June 24, 1999 ofyfll!I-11lans to investigate these atgatj°ns. Please contact b6 

.__ _____ ___._lat (301) 713-7110, extL_Jorl Ion ext if you have any b 7 c 
questions or wish to discuss receiving assistance from NARA in this matter. 

Sincerely, 

(vvi'~/t!4 
MICHAEL J. KURTZ . 
Assistant Archivist 
for Records Services-Washington, DC 



U.S. Depart~t of Justice 

Justice Management Division 

Information Management and Security Staff 

Washington, D.C. 20530 

JUN I 4 1999 

MEMORANDUM FOR BUREAU RECORDS MANAGEMENT OFFICERS AND 

FROM: 

SUBJECT: 

RECORDS MANAGEMENT LIAISONS, OFFICES, BOARDS AND 
DIVISIONS 

Jerry G. Orrnaner ~ )=:I ~~ 
Assistant Director 
Information Security & Records Management 
Information Management and Security Staff 

Inventorying and Scheduling Electronic Systems 

The guidance issued in the attached memorandum from the National 
Archives and Records Administration (NARA) reminds us that 
Department of Justice systems identified through Year 2000 (Y2K) 
compliance efforts must be included under proper records 
management control. Y2K systems slated for replacement or 
retirement that includes data not migrated to a new system, must 
be properly scheduled for disposition (SF-115, Request for 
Records Disposition Authority). Electronic records appraised by 
NARA as permanent, and not incorporated into new systems, may 
require transfer to NARA via SF-258, Agreement to Transfer 
Records to the National Archives of the United States. 

Y2K senior officials and working group members in your component 
have been furnished a copy of the NARA memorandum. You should 
coordinat~ this effort with ypqr Y2K represen

1
ative. If you have 

any questions, please contact~L ________ .....,Jon I I 
Attachment 
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-National •. 
~ "◊¢0~£('%,.r Archives at College Park 

~ -· ~ ~ \ 8601 Adelphi Road College Park, Maryland 20740-6001 
p 
~ 

MAY 2 4 1999 

NWM 16.99 

MEMORANDUM TO FEDERAL RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Inventorying and Scheduling Electronic Systems 

Federal agencies are devoting substantial resources to ensure their computer systems will 
correctly process dates after January 1, 2000. During the course of addressing this "Y2K 
problem," each agency is reviewing its electronic systems to identify those that need to be 
modified, replaced, or retired. This process offers agencies an opportunity to determine the 
extent to which their systems are appropriately inventoried, scheduled, and otherwise under 
records management control. 

NARA urges records officers to assert leadership in ensuring that agency systems identified 
through Y2K compliance efforts are included under proper records management control. 
Records in all agency systems must be: 1) managed under an approved schedule (SF-115, 
Request for Records Disposition Authority); and 2) maintained in a reliable, readable, and 
accessible format for their scheduled retention period. This is especially urgent for those Y2K 
systems slated for replacement or retirement, since decisions must soon be made about 
whether to preserve or dispose of the data in these systems. The work needed to meet these 
goals--particularly inventorying systems and developing management plans for them--coincides 
with the effort needed to address the overall Y2K problem. It makes sense to address the 
issues together. 

When new systems are adopted, agencies may decide to migrate data from superseded Y2K 
systems to new systems. If the data will not be migrated, the agency must ensure that the 
records remain reliable, readable, and accessible throughout their scheduled retention period. If 
the records are not scheduled, or if the retention period must be shortened, it is necessary to 
submit an SF-115 to NARA. It is also critical for agencies to submit an SF-258, Agreement to 
Transfer Records to the National Archives of the United States, to NARA for any permanent 
electronic records that will not be incorporated into systems that will remain operational after 
1999. 

NARA will carry this message to the Chief Information Officers (CIO) Council and other 
appropriate groups. For additional information please call me or your designated COf"\t~ct in the 
Life Cycle Management Division on (301) 713-7100. · •.: ·-:;, ,~ 

MARIE B. ALLEN 
Director 
Life Cycle Management Division 

..... .) 

'7 
\_,·~ 



National •. • 
◊•~"~~~%,~ Archives at College Park ~ 

8601 Adelphi Road College Park, Maryland 20740-6001 

June 25, 1999 

Dennis R. Weaver, Section Chief 
Information Management Section- Room 9998 
Federal Bureau oflnvestigation 
935 Pennsylvania Ave., NW 
Washington, DC 20535-0001 

Dear Mr. Weaver: 

It is our understanding that the item description for Classification 105 (Counterintelligence) in 
the FBI Records Retention Plan is now classified; however, we have never received formal 
notification of this decision. 

Several months ago NARA sent the item description and class profile for Classifi\apon 105 to 
the FBI for review. Your office returned it promptly marking both documents "S~et". We 
were confused by the FBI' s determination that the item description is now classified bee use in 
the past the same document was determined to be unclassifierd ........ A_c..._c ... o .... r,...d1 ... ·n ...... t ....... _,_ ____ __J 

NARA's archivist formerly responsible for FBI records, and....,__ ___ .....,.. ___ the FBI's 
archives specialist, around 1996 the FBI determined that the item escnpt1on or lassification 
105, including the country name, was unclassified. About a dozen FBI Records Retention Plans 
were subsequently sent to NARA and are currently stored in several custodial units within the 
Archives. Each copy is unclassified, yet includes the country nan1e for Classification 105. 

If the FBI has determined that the country name for Classification 105 is now classified, we 
Would like written notification. Upon receiving formal notification, NARA will amend our 
copies of the FBI Records Retention Plan (i.e. delete the country name for this classification) and 
maintain a copy of the FBI notification in NARA's official files. 

~ijou ilquestions about this matter, please eontacj _____ __.lat (301 )713-711 0, 

~B.ALLEN . 
Director 
Life Cycle Management Division 

National Archives and Records Administration 
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e e 
Washington National Records Center . 

4205 Suit/and Road Suit/and, MD 20746-8001 

August 4, 1999 

Dear Records Officer: 

We will close our FY 99 accession register on October 1, 1999. We will not approve any 
Standard Forms 135 (SFs 135) that are received in this office after September 30, 1999, with 
a FY 99 accession number. We will return all SFs 135 for corrections. This includes ones 
that.have been returned for deficiencies and are being resubmitted with a FY 99 number. 

We suggest that you begin assigning fiscal year 2000 accession numbers to new SFs 135 if 
you are not certain that we will receive them by the deadl~_!"le of September 30, 1999. 

It is also very important that your boxes are ready for shipment when you submit your SF 135. 
We are assigning space when we approve your SF 135 and it is important that the volume is 
correct. You are also reminded that you have 90 days from the date of approval to send your 
records into the center. If they ar; not received within 90 days, the space is no longer reserved. 

Please remember to submit the original and one copy of the SF 135, have it in our office by 
September 30, 1999, have your records ready for shipment and send your records into the 
center within 90 days of approval. 

If you have any questions, please cal~._ _____ .... lon ... l ______ _.... 
Sincerely, 

() ~~v<L 
~ITH A. BARNES 

Chief, Accession and Disposal Branch 

National Archires and Records A4lministmtio11 
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U.S. Departmen-Justice 

Justice Management Division 

Information Management and Security Staff 

Washington, D.C. 20530 

August 6, 1999 

MEMORANDUM FOR RECORDS MANAGEMENT OFFICERS 
RECORDS LIAISON OFFICERS 

FROM: ·~ W. Be,cglind 
Information Management 

and Security Staff, IRM 
Justice Management Division 

SUBJECT: Change of Address 

Please be afyised that effeJtive August 9, 1999, the mailing 
address for _________ and myself will be as follows: 

Department of Justice 
JMD/IRM/IMSS 
National Place Building, Suite 1220 
1331 Pennsylvania Avenue, NW 
Washington, DC 20530 

Components in Record Group 060 should use this address in block 5 
of Standard Form 135, Records Transmittal and ~eceipt. 

Our telephone numbers remain the same. [ lean be reached 
on! ~nd I can be reached on~~---------IPlease 
call me if you have any questions. · 

b6 
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August 24, 1999 

NWM 19.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Records Management Training Calendar for FY 2000 

The National Archives and Records Administration (NARA) recently issued its Records 
Management Training Calendar for Fiscal Year 2000, which lists a variety of training 
opportunities for Federal records and information managers. Copies of the calendar are enclosed 
and are also available on NARA's records management Web site at 
http://www.nara.gov/records/fyOOcal.html. 

The calendar includes classes on Federal Records Management, Records Scheduling and 
Disposition, Managing Electronic Records, and related subjects. These classes are designed to 
meet the needs of records managers at all levels of expertise and experience. 

Please ~nt~ ~t (301) 713-6677,'eXtensiOQth ailY'questions about class 
content.I 1(301-713-7100, extensio is available to answer registration· 
questions. A dress £-mad mquiries to records.mg~ar12.nara.gov. Please plan to register 
early, since space is limited and registrations are accepted in the order received. 

Also attached, for your information, are the minutes of the June 21, 1999 BRIDG meeting on 
NARA's scheduling and appraisal business process reengineering project. 

'--fr(::_l U.l --8- ae.i/\..__/ 
Marie B. Allen 
Director 
Life Cycle Management Division 

Attachments 

National Archives and Records Administration 

b6 



National Archives and Records Administration 
Records Management 

Records Management Class Calendar FY2000 

DATE CLASS LOCATION 

October 21, 1999 j Using WNRC Services :WNRC 

November 15-19, 1999 'Federal Records Management : Archives II 

November 29, 1999 j Introduction to Records Management : Archives II 

rNov. 30-Dec. 2, 1999 • Managing Electronic Records : Archives II 

December 6-7, 1999 \ Scheduling Records f Archives II · 
............ 1 .......................................................... . 

f\VNRC 

January 10-11, 2000 : Ba sic Records Operations 

\Archives II 

January 13-14, 2000 !!scheduling Records . ... ... ij~chives U 

January 25-27, 2000 

February 11, 2000 

February 24, 2000 

March 6-7, 2000 

.March 10, 2000 

April 13, 2000 

April 17-18, 2000 

: Risk Management & Benefit Analysis for I Archives II 
i Records Managers 

ijusing WNRC Services IWNRc 
\ Creating & Maintaining Adequate and 
! Proper Documentation 

Evaluating and Promoting Records 
Management 

Using \VNRC Services 

Basic Records Operations 

1 

: Archives II 

: Archives II 

Archives II 

\WNRC 

I 



April 19,2000 • Advanced Records Operations Archives II 
. 

April 20-21, 2000 Scheduling Records Archives II 

April 24-28, 2000 Federal Records Management ; Archives II 

May 23, 2000 Records· Administration Conference '. Ronald Reagan Building & 
(RACO) · International Trade Center 

········· ...................................... 

June 5-7, 2000 'Risk Management & Benefit Analysis for Archives II 
Records Managers 

June 15, 2000 • Using \VNRC Services •vVNRC 
: 

June 19-23, 2000 • Federal Records Management !Archives II 
..... · ···················· ·········-· ··•································· .......... 

.. ···_·_·_·_·_·_·_·_·_·_·_·_·_·_·_·:1·~-~si~·-·i~c~;_~s-_·?Perati~ns ___ 
.. .. ······················ ........................ 

July 17-18, 2000 l Archives II 
....... , ........... ... . .............. -----·--··-------··· ;P.rchi~~~ ~I. ·c··c·c:c«·rc·····c····· 

July 19,2000 Advanced Records Operations 
. ....... -··· _: .. ·········· ···•·····. 

; 

July 20-21, 2000 : Scheduling Records 'Archives II 
....... ·····•························· .. 

... l~sing \VNRC Services 
........ ,. ················· 

August 10,2000 . :WNRC 
; 

August 14,2000 Introduction to Records Management 1 Archives II 

August 15-17, 2000 • Managing Electronic Records , Archives II 
. •· 

August 28-29, 2000 Creating & Maintaining Adequate and !Archives ll 
Proper Documentation _____ ; ____________ 

··•··········•·················· ........................................ ........ .. ·········" .. .............................. 

. August 30-31, 2000 ) Records Scheduling & Disposition • Archives II 
; 

September 1, 2000 Evaluating & Promoting Records : Archives II 
Management 

............................ ... .......... . ............. .. ........ 

. ·--•·· __ ._-_-•_-_-_!~chives._i ...• September 18-22, 2000 Federal Records Man_agement 
···•········· ............................................ ... . . . . . . . . . . . . ........... , ............ 

The cost is $1 SO per day for the classes listed above. The cost for customized classes will 
be negotiated separately. 

For training outside the Washington, DC area contad !training 
Coordinator, Office of Regional Records Service (NR), (215) 671-1175 

2 
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Registration 

To register for the classes listed in this brochure an agency should send an authorized · 
form or.document for purchasing Government training to the address listed beloi.v, unless . 
a different address is specified in the class description. Payment may also be made by 
check, made payable to the National Archives and Records Administration, or by U.S. 
Government VISA or MasterCard credit card. 

Training Registrar (Classes) 
National Archives at College Park 
Room 2200 (NWML) 
8601 Adelphi Road 
College Park, 11D 20740-6001 

FAX: 301-713-6144 

To register for the RACO 2000 conference, send a training form, check or credit card 
payment to: 

Training Registrar (RACO) 
National Archives at College Park 
Room 5320 (NWML) 
8601 Adelphi Road 
College Park, 11D 20740-6001 

FAX: 301-713-6852 

Training registration coordinate i...,,,. ....... -----.--r----. ailable to answer procedural and b 6 
registration uestions at 301-713-7100, extens10 i..____., or questions about class content, b7c 

contac.__~l"'?"l":~~~at 301-713-7100, extensio Address e-mail inquiries about 
classes or to records.mgt@arch2.nara.gov. 

Registration and requests for information for the two free workshops, "Using Washington, 
National Records Center Services II and "Washington National Records CenteI" CIPS ·_ 
Workshop, 11 sho1tld be directed to 

Training Coordinator 
Washington National Records Center (WNRC) 
4205 Suitland Road 
Suitland, MD 20746-8001 

Telephone: 301-457-7035 
FAX: 301-457-7117 

We encourage participants to register as early as possible because many classes fill 
quickly. Walk-in registrants will not be accepted. 

Allow 4 weeks advance notice to ensure special arrangements for ersons with vision, 
hearing, or mobility impairments. Contact registration coordinate o 
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arrange for special needs. 

Persons registering at least 3 weeks before the class begins will receive a confirmation 
letter, along with written information about class times and location. 

Substitution of a different attendee is permissible at any time before the class begins. 
Agencies will be billed for no-shows, however, unless registration is canceled at least 5 
working days before the class begins. 

Unless otherwise announced under individual class descriptions, classes meet from 8:30 
a.m. to 3 :45 p.m. at the National Archives at College Park, MD. Some classes will be 
given at more than one site. Classes do not meet when an unscheduled (or liberal] leave 
policy is in effect for U.S. Government employees in the Washington, DC, area. NARA 
reserves the right to cancel classes at any time. 

Participants from outside the Washington, DC, area are responsible for making their own 
hotel reservations. A list of lodging options can be provided upon request. 

Although classes are primarily for federal employees, they are open to federal contractors 
and to employees of state and local governments and of international organizations . 

............................... : ............................ , ..................................................................... , .................. . 

Directions to NARA Training Facilities 

National Archives at College Park, MD (Archives Il) 

This facility is lq_cated at 8601 Adelphi Road, near the University ofMaryland College 
Park campus. Take Interstate 495 (the Capital Beltway) to exit 28 south (New Hampshire 
Avenue). From New Hampshire turn left at the second stoplight onto Adelphi Road. The 
entrance to the Archives is on the left after you pass Metzerott Road but before you come 
to University Boulevard. Free parking for training class attendees is available. 

Washington National Records Center, Suitland, MD (WNRC) 

This facility is located in the Suitland Federal Complex in Suitland, MD. Take Interstate 
495/95 (also part of the Capital Beltway) to exit 7 north onto Branch Avenue. From 
Branch Avenue turn right onto Silver Hill Road. After about 2 miles turn left onto 
Suitland Road. Turn left into the Federal Complex at the northernmost entrance (Gate 9) 
and continue on the circular drive to Building 4205, the Washington National Records 
Center. Free visitor parking for training class attendees is available; however all cars 
must be registered at the guard's desk in the entrance lobby. 
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NationalArchives and Records Administration 
Records Management 

Bimonthly Records and Information Discussion Group (BRIDG) 

. 10:00 a.m. -12:00 p.m., June 21, 1999 
Ro·om 105,National Archives Building, \Vashington, DC 

TOPIC: NARA's Scheduling and Appraisal Business Process Reinvention Project 

About 30 people attended the June 21, 1999, BRIDG meeting to discuss NARA1s Business 
Process Reinvention (BPR) Project to study the process of scheduling and appraising 
Federal records. After Michael Miller, NARA's BPR Project Director, provided an overview 
of the project, two representatives from the Federal records management (RM) community 
shared their views on the need for changes to the scheduling and appraisal process. The 
BPR dialogue continued with a question and ans\ver session and small group discussions. 

The NARA BPR perspective 

~~j~~~i;~~~~~r~v~~: rnp~~~~~~c;etir:::: be
0

ao hv ~tr~qcino mPmhers af;b~BPR 
I : ~ave been detailed to worR: ffi r 1me on tne BPR proJecC1 ne proJec siiouTcl take 

8 monms to 2 years to complete. 

The project will look at all facets ofNARA's current scheduling and appraisal process, 
examine basic policy issues, and review steps in records identification, appraisal, schedule 
development, and schedule approval. The project will consider dramatic improvements that 
could assist in meeting critical performance measures. The BPR-Team will assess the 
application of enabling technology, where appropriate, to support processes. 

The BPR is a high priority project for NARA. Top-level management support, considerable 
resources, and dedicated staff have been committed to the project. Miller noted that various 
people may hold different, and sometimes competing, expectations regarding the outcome 
of this project, so open, honest, and continuous communication will be especially important, 
and encouraged, on this project. 

Records Management Community perspectives 

Two members of the Federal records management community made remarks. The first 
person expressed his personal opinions regarding the BPR project including the hope that 
NARA will stop scheduling records based on media, start showcasing best practices for 
other agencies to use in the scheduling process, and recognize that agencies should have 
authority, and ultimately responsibility, for their own records. He also hoped that the BPR 
would be a springboard for a more inclusive, government-wide approach to records 
management and a catalyst for change in NARA's culture. 

The second person stated that NARA should 1) recognize existing agency competencies, 2) 
give agencies delegated or expedited disposition authority based on those competencies, 3) 
concentrate more effort on validating agencies RM programs and less on records series, and 
4) emphasize NARA's role as a knowledge center rather than regulatory body. 

The Question and Answer Session 

• One participant felt that the current mechanism for resolving problems ·with submitted 
schedules was inadequate. 

b6 
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• Someone asked if NARA had identified electronic records management vendors as a 
stakeholder community and source of information. 

• Another person asked about the possible BPR support contract and its time table. 

Several questions revolved around keeping the RM community infonned. Miller noted that 
in addition to informational meetings, such as this BRJDG meeting, the BPR team has its 
O\VIl e-mail address (scheduli112:.bpr@arch2.nara.gov) and will have a web page on the 
NARA site. Other communication channels recommended by the RM community would be 
considered. 

One question noted that no Agency Records Officers were serving on the project. Miller 
explained that three of the team members had served in Federal agencies records 
management programs, two members of the team were fonner Agency Records Officers, 
and that the opinions and needs of the RM community would be gathered and collated in a 
systematic manner. Focus groups, interviews, and questionnaires were but a few of the 
information gathering tools the BPR team had already identified. Miller reiterated that the 
team would entertain ideas on other methods as well. 

The BRIDG group discussions 

The BRJDG meeting participants broke up into four smaller groups, each with one of the 
BPR team members, to discuss the BPR and six questions posed by Miller. The questions 
served as a starting point for the group discussions. Some of the opinions and ideas 
expressed by records officers during the discussions include the following: 

1. \Vhat would you most want the BPR to accomplish? 

• NARA should revisit the legal definition of records. It should be briefer and clearer. 

• What information does NARA actually need on the SF -115? Focus on the content, 
not the form . 

• NARA should develop guidelines on what an agency will need to create, purchase, or 
implement an electronic record keeping system. The guidelines and systems should 
be tied to scheduling records. Some records officers are worried that NARA will 
require electronic record keeping, others think that's exactly what NARA should do. -
[NARA is developing advice on electronic recordkeeping systems through its Fast 
Track project. 

• The Archivist should delegate the disposal authority for temporary records. 

2. ·what worries you the most? 

• Records officers are worried that the BPR will put work back on agencies lacking the 
knowledge, tools, and resources to handle the workload. 

• Records officers are worried that the BPR will be overtaken by events. Due to 
advances in technology, changes occur with great frequency in Federal offices and it 
will be a different world after NARA takes 5 years to re-engineer. 

• Records officers are worried that the project will not meet its goals . 

• Records officers worried about "change blockers" within NARA who would resist or 
prevent implementation of the recommendations. 



rnfDG Meeting Minutes - June 21, 1999 http://www.nara.gov/records/br0621·99.html -3. \Vhat should we try to achieve? 

• NARA should use retention bands classes for three types of records: 1) long-term,. 
temporary records 2) short-term, temporary records 3) permanent records. Let 
agencies worry about the firsttwo, and NARA should only worry about permanei:it 
records. 

. • NARA should develop a training program for ~ertifying _agency RM programs and · · 
officers. If agencies were certified as competent in records management; NARA could 
streamline the scheduling process for those agencies and focus on assistance efforts 
with the remaining, uncertified agencies . 

• NARA should have a different process for new, continually-created records series 
than it does for old records found in an office requiring a one-time disposition 
schedule . 

• NARA should move toward being able to effectively and quickly approve schedules 
on electronic records, web pages, syst~ms, e-mail, and databases. 

• Once a records schedule is submitted to NARA, record officers should be able to 
track it to find out exactly where and what is happening with it. 

4. \Vhat should we try to preserve? ('Vhat's working well now?) 

• Though NARA should streamline the schedule review process, it should not eliminate 
the scheduling process because it helps records officers raise their programs' profile 
and records management awareness. 

--~-. ---~· ....... • NARA sh()t,tld de_velQP .. ii.cQne-OJl'."OQe clie~t !QS_U§.,Jh~_COI1].!ll~nts y.rere l!_Il-aniI_llOUS . 
about being pleased with the NARA liaisons. The words used to describe.the NARA 
appraisal archivists they worked with were "accessible", "people/client-oriented", and 
"knowledgeable". 

5. \Vhat should we try to avoid? 

• Records officers are concerned that changes in agency processes due to 99-04 will 
have to be changed again due to the BPR's recommendations. 

6. How should we involve you in the future? 

• NARA should develop a Frequently Asked Questions (FAQ) for the BPR web site to 
answer questions most records officers have or will have as the project develops. 

• Separately from the BPR, there was continued interest in NARA hosting a listserve 
for records officers to discuss topic of interest among themselves and to keep updated 
on various RM projects. 

Conclusion 

Miller thanked everyone for coming and for being willing to participate in,. the BPR process. 
For those who missed the session or wish to make add_ itional commints e-mail messpges 
may be sent to scheduling.bpr<@arch2.nara.e:ov or made by phone t _ !at 
301-713-7360 4 1 _ __ _ _ ._ . . . -

Top of Page 
Records Mana2:ement Home 
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National Archives and Records Administration home page 
URL: http://www.nara.gov lrecordslbr062 /99.htmf 
webmaster(@nara.gov 
Last updated August 19, 1999 

•· 

-http:/!www.nara.gov/records/br062 J ~9.htrnl. 
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September 1 7, 1999 

NWM 20.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Pending regulation on agency 
records centers 

_. The September 15 Federal Regist?r. contained _an_ Ii;iitial Regulatory Flexibili~y Analysis relating 
to the proposed Agency Records Centers regulation in the Federal Register for public comment. 

_ NARA developed this Analysis in response to comments received on the proposed regulation. 
A copy of the Federal Register notice is posted on NARA's web site at 
http://wv.rw.nara.gov/nara/pubcom.html. 

We welcome your comments on the Analysis. In particular, if your agency has contracts with 
private sector records centers, we ask that you send the following information to the NARA 
Regulation Comment Desk to assist us in evaluating the impact of the proposed rule on small 
businesses. 

• Is your contract with a large or small business records center? (Pierce Leahy and Iron 
Mountain are considered large businesses.) 

• Approximately how many cubic feet of your agency's records are stored in commercial 
records centers? If you use more than one center, it would be helpful to know approximately 
how many cubic feet are in each center or the range in size of holdings. 

By October 15, please send any comments to Regulation Comment Desk (NPOL), Room 

· 4100, National Archives and Records Administration·, ·860 I Adelphi Road, CoUege Park, MD 
20740-6001. Alternatively, comments may be faxed to 301-713-7270. 

Thank you for your cooperation in this matter. 

"-:I Jee£ ue '-!CJ- aH~ 
MARIE B. ALLEN 
Director 
Life Cycle Management Division 

National Archives and Records Administration 
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National A.ves and 
Records Administration 

\Thshington, DC 20408 

NARA BULLETIN 
NO. 99-05 

TO: Heads of Federal Agencies 

I 

SUBJECT: Disposition of electronic records (NARA Bulletin 98-02) 

EXPIRATION DA TE: October 1, 200 l 

. September 24, 1999 

1. What does this bulletin do? This bulletin notifies agencies to continue to submit records schedules 
covering new or revised series to NARA using the procedures established by NARA Bulletin 98-02. It also 
reminds agencies of their general recordkeeping responsibilities. 

2. What are the procedures for submitting records schedules for new or revised series? New and revised 
items on SF 115s, Request for Records Disposition Authority, submitted for NARA approval must include 
provision for the disposition of both the copy of a record that resides on electronic mail or other office 
automation application, and the copy maintained in the recordkeeping system: 

a. When new and revised items include records generated on office automation applications, the 
description on the proposed schedule should indicate that records were generated using office automation, 
AND 

b. For each such item the proposed schedule should provide separate disposition instructions for the 
recordkeeping system described in the schedule and for the electronic copy created by the office automation 
application. 

3. What are agency recordkeeping responsibilities? NARA regulations in 36 CFR ch. XII, Subchapter B 
provide guidance and requirements on recordkeeping policies and practices to assist agencies in ensuring 
adequate and proper documentation of agency activities. To support operational needs, protect rights, and 
allow accountability, agencies must create and preserve complete records in designated recordkeeping 
systems. 

a. To ensure complete documentation, records (including those generated electronically with office 
automation applications) should include proper identification of originators and recipients, appropriate dates, 
and any other information needed by the 11gency to meet its business needs. Records generated with an office 
automation application must be copied to a recordkeeping system where they wilt be maintained as long as 
they are needed by the Government. 

b. Proper recordkeeping systems organize or index records to provide context and to allow appropriate 
staff access to all records relating to a specific transaction, project, study, or subject. Recordkeeping systems 
may be in paper, micrographic, or electronic format. 

4. Who do I contact for further information? Address questions to the appraiser in our Life Cycle 
Management Division with whom your agency normally works. 

bJLuJk C,6~ w. CARLIN 
Archivist of the United States 
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Join us for Federal Government Day at ARMA 1999 in Cincinnati 
Tuesday, October 19, 1999, 9:00 am -4:00 pm 

Regal Hotel Cinncinnati Conference Room 
. 

Records management is a critical issue today as automated work processes.expand within Federal 
agencies. Automation is producing an ever growing volume of electronic records that the 
government must manage to meet business needs, ensure accountability, and provide for 
appropiiiate public access. For records with long term or permanent value, it is vital to provide 
for their preservation in a manner that enables ongoing retrieval, access, and interpretation. The 
National Archives and Records Administration (NARA), in partnership with all Federal agencies, 
is working to develop the strategies and tools needed to meet these challenges. 
Come to ARMA Federal Government Day to learn the latest about the latest Federal records 
management issues, options, and solutions. Topics will include: 

NARA Bulletin 99-04: Scheduling electronic copies of program records and 
administrative records not covered by the General Records Schedules (GRS) 

Insight into future records management directions 

Business Process Reengineering the records appraisal and scheduling function 

NARA Fast Track Electronic Records Guidance Project 

Targeted agency assistance 

Registration for the one-day ARMA Federal Government Day. workshop is included in ARMA 
Cincinnati Conference registration. 

Plan to Attend "ARMA Federal Government Day 1999" in Cincinnati on October 19, 1999 and 
prepare to position yourself and your agency for success in the new century! 



Nattonal ~ Archives at College Park 

NOV , 2 1999 

Mr. Dennis R. Weaver 
Section Chief 
Information Management Section . 
Federal Bureau oflnvestigation 
935 Pennsylvania Avenue, NW 
Washington, DC 20535-0001 

Dear Mr. Weaver: 

8601 Adelphi Road College Park, Maryland 20740-6001 

Representatives of the National Archives and Records Administration, the FBI, and the Department 
of Justice have been working together for several months to develop a plan for the declassification 
of FBI records and transfer of the records to the National Archives. On October 22 members of the 
staff of the Office of Records Services met with representatives of the FBI and the Department of 
Justice to discuss declassification priorities, accessioning practices, and the records disposition 
schedule for FBI records. This letter is a follow-up to that meeting and provides information that the 
FBI and DOJ participants requested. 

We were asked to provide a list of FBI case file classifications that our researchers have expressed 
the most interest in. We were also asked ifwe would accession records prior to their being eligible 
for transfer according to the FBI' s records disposition schedule. This early accessioning would be in 
accordance with the terms of the 1995 Memorandwn of Understanding signed by the Director of the 
Information Security Oversight Office and the Attorney General concerning Executive Order 12958. 

I have enclosed a list that identifies the classes of FBI case files that are most frequently requested by 
researchers. I have also enclosed a list of classes that have been accessioned by the National 
Archives. We wou.ld appreciate any efforts the FBI can make to give the most frequently requested 
records a high priority for declassification review, particularly those from the earlier date periods. 

We will be happy to accession records as they are declassified. Please be aware, however, that 
accessioning will not necessarily mean immediate public access. Over the course of the next year we 
will be transferring into the National Archives approximately 300,000 cubic feet ofrecords from the 
Washington National Records Center in Suitland, Maryland. This huge influx of accessions will 
divert many of our resources so we may not be able to process fully the FBI records that come to us 
for several months. Nevertheless, we will continue to work closely with the FBI to ensure that the 
declassified records are brought into our custody as soon as they are offered. 

Another topic that was discussed on October 22 was the relationship between the FBI records 
disposition schedule and the 1995 Memorandum of Understanding concerning EO 12958. The MOU 

National Archives and Records Administration 



mandates the transfer of records to NARA 25 years after close of case, while the FBI records 
disposition schedule specifies different dates of transfer. Depending on the classification, the 
schedule requires that FBI records be transferred when they are 30 or 50 years old. 

As you know, the Bureau's records disposal program came under intense judicial scrutiny in 1980-81 
when both the FBI and NARA were defendants in American Friends Service Committee, et al., v. 
William H Webster, et al. Under federal court order, a special NARA task force developed a 
comprehensive records schedule for FBI Headquarters and field office records which the court 
approved in November 1981. The Bureau has been using the 1981 schedule for records disposal 
authority; however, that document is now almost 20 years old and needs revision. The FBI's records 
schedule does not reflect current FBI records management practices. For example, the FBI has 
eliminated the creation of FBI Headquarters case file and is using the Automated Case Support 
(ACS) system, an electronic system, to create case files. 

One approach to reconcile the·different transfer instructions of the MOU and the schedule is for 
NARA and the FBI to work in partnership on a project to update the FBI' s records schedule effective 
Oct. 1, 2001. NARA has recently initiated a targeted assistance program to help agencies with their 
critical records management needs. Although all projects have already been selected for FY2000, the 
FBI could apply for assistance with the updating of the schedule for consideration as an FY2001 
targeted assistance project. Appraisal archivis~._ ____ ___,~an advise you on the format and 
requirements for submitting such applications. 

Meanwhile, we encourage you, where practicable, to review the high priority classes in accordance 
with the terms of the MOU and to transfer these records at 25 years. 

I commend the FBI for expediting the transfer of records to NARA and look forward to working 
closely with you and your staff when we update the FBI records schedule. 

Sincerely, 

flMJ,a_v1 ~ f(~ 
MICHAEL J. KU!ttZ 
Assistant Archivist for 
Records Services- Washington, DC 

Enclosures 

b6 
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FBI Records Accessioned by the National Archives 

Class Title Dates Comments 

National Academy Matters 1935-41 HQandFO 

7 Kidnapping 1932-37 HQ 

15 Theft from Interstate Shipment 1920-67 HQ andFO 

25 Selective Service Act 1922-67 HQ andFO 

26 Interstate Transportation of 1931-63 HQandFO 
Stolen Motor Vehicles and 
Stolen Aircraft 

32 Fingerprint Matters (Federal 1923-41 HQ andFO 
-Building Sites) 

34 LacyAct 1921-43 HQ 

35 Civil Service 1921-43 HQ 

36 Mail Fraud 1921-49 HQ 

38 Naturalization Matters 1921-35 HQ 
(Application for Pardon 
to Restore Civil Rights) 

42 Deserter; Deserter Hoarding 1920-60 HQandFO 

44 Civil Rights 1951-55 HQ 

61 Treason 1921-36 HQ 

87 Interstate Transportation of 1934-40 HQ and FO 
Stolen Property 

88 Unlawful Flight to Avoid 1938-52 HQandFO 
Prosecution 

91 Bank Robbery 1931-66 HQandFO 

95 Laboratory Examinations 1937-40 HQ 

100 Domestic Security- 1942-76 HQandFO 

176 Anti-Riot Law 1968-71 HQ and FO 

Plus 

Miscellaneous Classes/case files relating to World War II 

Special Cases: MLK, Hobson, CISPES, JFK 



• • 
Classes recommended as priorities for 25-year declassification review and transfer to NARA: 

1. Continuations of classes already accessioned: 

44--Civil Rights 1959-75 
61--Treason 1937-75 
176-Anti-Riot Law 1972-75 

2. Additional classes 

157--Civil Unrest 1959-75 
173--Civil Rights of 1964 1964-75 
65----Espionage 1920's-1975 
105---Foreign Counterintelligence 1938-75 
74----Perjury --1924.75 
92----Racketeering Enterprise Investigations 193 6-75 



Ntttiona~ •h·. . • 
· Ll,rC ZVeS at College Park 

December 2, 1999 

NWM 03.00 

8601 Adelphi Road College Park, Maryland 20740-6001 

----. · MEMORANDUM-TO ½:GENCrRECORDS"OFFICERS AND-INFORMATION-RESOURCE ~~--- --· - -
MANAGERS: Records Center Regulations 

The final rules on Agency Records Centers and Storage of Federal Records were published in the 
December 2, 1999, Federal Register at Part II. The regulations go into effect on January 3, 
2000, except for three provisions in the Agency Records Centers rule for which additional 
comment is invited. You can view the regulations electronically from the link in the document 
http://www.access.gpo.gov/su docs/fedreg/a991202c.html. The Agency Records Center final 
rule and request for comment is also available electronically at 
http://www.nara.gov/nara/pubcom.html. 

~ 
MICHAEL L. MILLER 
Director 
Modern Records Programs 

0roF -HQ-Cl /9cos-<1~ /07 

National Archives and Records Admlnlstralio11 ---·- -



Natianal •. • 
Archives at College Park 

November 30, 1999 

NWM02.00 

8601 Adelphi Road College Park, Maryland 20740-6001 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
-~------~ 'MANKGERS:•FiveFastTracl?'GuidanceProducrsNow'Avaitaol=e~~-----------.. 

We are pleased to announce that the first five Fast Track products have been posted to the 
NARA Records Management web page at http://www.nara.gov/records/fasttrak/ftprod.html. The 
first round of Fast Track products focused on producing brief documents and checklists that may 
be used by Agency Records Officers to answer strategic questions asked by CI Os or IT 
personnel regarding electronic records management and recordkeeping. 

The completed products are: 

• Context for Electronic Records Management 
• What is Electronic Recordkeeping? 
• Why Federal Agencies Need to Move toward Electronic Recordkeeping 
• Preliminary Planning for Electronic Recordkeeping: Checklist for IT Staff 
• Preliminary Planning for Electronic Recordkeeping: Checklist for RM Staff 

After you have reviewed these products, we would welcome your comments and suggestions via 
email to fasttrack@arch2.nara.gov or by fax to 301-713-6852. Please let us know how they 
could be improved or revised to assist you better. Comments received by February 4, 2000, will 

--------~=-~--be,used-in-our-next-update-ofthese-products.-.. -.. --;___~~-~---~. __ ·-=~ _. __ . . __ ~- ________ -~- _ 

I'd like to take this opportunity to thank all the members of the Fast Track Guidance 
Development Project for their hard work and insightful consideration of the issues to make these 
products possible. 

MICHAEL L. MILLER 
Director 
Modem Records Programs 

~><OF-Hq-e,1;900~- /07J 

National Archives and Records Administration 



National ~ Archives at College Park 
• 

8601 Adelphi Road College Park, Maryland 20740-6001 

November 5, 1999 

NWM0l.00 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Bimonthly Records and Information Discussion Group (BRIDG) Meeting on 
December 7, 1999. 

The Modem Records Programs of the National Archives and Records Administration (NARA) 
will host the next BRIDG meeting on December 7, 1999, from 10:00 a.m. to noon, in Room 105 
of the National Archives Building, ?'Ji and Pennsylvania Avenue, NW, Washington, DC. As an 
interim step until the records appraisal and scheduling reinvention project is completed, NARA 
intends to make interim improvements to our process for approving records schedules. The 
purpose of the meeting is to describe our plan and receive feedback from agency staff. The 
meeting will also incl~de a discussion of the NARA "Best Practices in Records Management" 
awards, and provide information about the process through which a Federal agency can nominate 
all or a portion of its program for this award. 

NARA proposes four t~get areas for interim improvements: 
(I) Improve the Management of Schedules Received by NARA 
(2) Improve Communications with Customers 
(3) Improve the Quality of Incoming Schedules 
(4) Identify Ways to Reduce the Scheduling Burden on Agencies and NARA 

Specific questions and further information about the discussion will be posted one week before 
the meeting on NARA's records management web page at 
http://www.nara.gov/records/bridg.html 

Enrollment is limited to 60 participants. To resenre a place for the B::a:•:nP, please 
provide your n~lephone number, and number of attendees t~ . 1cm 301-713-
7110, extensiorL_J(or e-mai1 1@arch2.nara.gov), no a er an ovember 30~ 
1999. 

Director 
Modern Records Programs 

National Archives and Records Administration 

b6 
b7C 

!
j 
I 
I 



/ 
./ 

• 

• 

• 

National A.ves and 
Records Adm·inistration 

w.tshington, DC 20408 

NARA BULLETIN 

NO. 2000-02 

TO: Heads of Federal agencies 

• 
December 27 1999 

SUBJECT: Disposition of electronic copies; suspension of NARA Bulletin 99-04 

EXPIRATION DATE: December 31, 2001 

1. What is the purpose of this bulletin? Thjs bulletin: 

• Notifies you that NARA Bulletin 99-04, Scheduling electronic copies of program 
records and administrative records not covered by the General Records Schedules 
(GRS), is suspended. That bulletin covered electronic copies that were created using 
word processing or electronic mail software that remain on the "live" computer system 
after the recordkeeping copy is produced. For agencies that have already submitted 
Bulletin 99-04 schedules or who still wish to submit such schedules, we will continue 
to process Standard Forms (SF) 115, Request for Disposition Authority, prepared in 
accordance with that bulletin, as outlined in paragraph 6 of this bulletin 2000~02 . 

• Clarifies when the GRS 20 disposition authority for electronic copies (items 13 and 14) 
may be used. GRS 20, items 13 and 14, which apply to word processing and electronic 
mail copies, may be used only for electronic copies of scheduled records, and only after 
a recordkeeping copy has been produced and filed in a recordkeeping system. See in 
particular paragraph 4 of this bulletin. 

• Reminds you that NARA Bulletin 99-05, Disposition of electronic records (NARA 
Bulletin 98-02), issued on September 24, 1999, remains in effect. That bulletin states 
that new and revised items on SF 115s, Request for Records Disposition Authority, 
submitted for NARA approval must include provision for the disposition of both the 
copy of a record that resides on electronic mail or other office automation applications, 
and the recordkeeping copy maintained in the recordkeeping system. 

• Informs you how NARA is further addressing GRS 20, items 13 and 14. See paragraph 
2 of this bulletin. 

Please read this entire bulletin carefully to ensure that you do not destroy electronic copies of 
records without appropriate disposition authority . 



• 

• 

• 

• • 
NARA Bulletin 2000-02 December 27, 1999 

2. Why is NARA suspending Bulletin 99-04? Several factors were involved in our decision 
to suspend Bulletin 99-04: 

• On August 6, 1999, a three-judge panel of the U.S. Court of Appeals for the District of 
Columbia unanimously upheld General Records Schedule 20 (GRS 20). We believe 
there may be better alternatives to GRS 20 for disposition authority for electronic 
copies of program records and expect to develop those alternatives as part of a 
comprehensive review of the policies and procedures for scheduling and appraisal of 
records in all formats. The Court decision provides the Government time to include 
electronic copies in this overall review. Our review may result in significant changes 
·in the way that agencies schedule their records in the future. When we have complete~ 
this review, we will promulgate new guidance. ; 

• Agency resources that would be expended to develop and submit schedules under 
Bulletin 99-04 are needed to schedule previou·sly unscheduled records and to plan for 
the implementation of electronic recordkeeping. The Government Paperwork 
Elimination Act (GPEA), which takes effect in FY 2004, provides a strong impetus for 
agencies to develop the capability of managing records electronically for their full 
legal retention period. Under the GPEA (Pub. L. 105-277), by October 2003, agencies 
must give persons and entities that are required to maintain, submit, or disclose 
information to the Federal Government the option of doing so electronically when 
practicable as a substitute for paper, and to use electronic authentication (electronic 
signature) methods to verify the identity of the sender and the integrity of electronic 
content. 

3. How long will the suspension period for Bulletin 99-04 last? When we complete our 
scheduling and appraisal review in FY 2001, we will evaluate whether Bulletin 99-04 should 
be revised or replaced with an alternative scheduling procedure. 

4. What electronic copies of records are covered by GRS 20? GRS 20, items 13 and 14, 
authorize only the disposal of electronic copies of scheduled records, and only after a 
recordkeeping copy has been produced and filed in an electronic, paper or microform 
recordkeeping system. Scheduled records are those records that are covered by a NARA
approved agency records schedule or by a General Records Schedule. 

5. What must I do to get disposition authority for electronic copies of unscheduled records? 
Follow the instructions in paragraph 2 of NARA Bulletin 99-05, Disposition of electronic 
records. You are reminded that agencies are required by 36 CFR 1222.20 and 1222.32 to 
periodically review their records schedules and by 36 CFR 1228.26 to submit schedules to 
NARA covering records of new or changed programs within one year of the implementation of 
the change . 

2 
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NARA Bulletin 2000-02 December 2 7, 1999 

6. Can my agency still submit Bulletin 99-04 schedules? 

a. Yes, NARA will accept and process SF 115 packages prepared in accordance with 
Bulletin'99-04, Attachment B, that are submitted after December 27, 1999. We also will 
continue to process Bulletin 99-04 schedules that were submitted pnor to this date. We will 
continue to adhere to the deadlines for NARA action specified in paragraph 14a of Bulletin 
99-04. 

b. If you have not begun preparing Bulletin 99-04 schedules and intended to submit a plan 
on February I, 2000, you do not have to submit either a plan or Bulletin 99-04 schedules. 

7. Where can I get copies of NARA Bulletin 99-05 and GRS 20? Your agency records officer 
should have paper copies of NARA Bulletin 99-05 and GRS 20. These documents are also 
available electronically on the NARA web site. NARA Bulletin 99-05 is posted at 
http://www.nara.gov/records/policy/b9905.htm1 and GRS 20 is posted at 
http://ardor.nara.gov/grs/grs20.html. 

8. Who do I contact for further information? Your records officer should address questions to 
the NARA appraiser or NARA records analyst with whom your agency normally works. A list 
of the appraisal and scheduling work groups is posted at 
http ://www.nara.gov/records/ comm/workgrp.html . 

3 



National An4Jes and -
Records Administration 

Washington, DC 20408 

NARA BULLETIN 
NO. 2000-01 

TO: Heads of Federal agencies 

SUBJECT: Checklist ofNARA bulletins 

EXPIRATION DATE: September 30, 2000. 

•• 
December 27, 1999 

1. What is the purpose of this bulletin? This bulletin lists National Archives and Records 
Administration (NARA) bulletins that are in effect. ,. · 

2. What are NARA bulletins? NARA bulletins contain guidance about records and 
information management subjects to help you comply with laws and regulations in these areas. 
You can find more information about NARA' s records and information management 
regulations in Chapter XII of Title 36 of the Code of Federal Regulations. 

3. How can I get more information about NARA bulletins? For more information about 
specific NARA bulletins, call the Modern Records Programs at 301-713-7110 or send your 
question to <records.mgt@arch2.nara.gov>. 

4. How do I obtain copies of NARA bulletins? 

a. Paper copies. We send paper copies of our bulletins to the heads of Federal agencies 
and to Federal agency records officer. You can obtain additional paper copies at a discount 
from the Government Printing Office (GPO) by submitting a requisition to the GPO at the 
beginning of each fiscal year. 

b. Electronic copies. We post all NARA bulletins on the NARA web site at 
<http://www.nara.gov/records/index. html>. 

S; How dol correct any mistakes in the mailing address? To correct the mailing address for 

the he:~ ~Y, call 301-713-7360. 

W. CARLIN 
fu st of the United States 



NARA Bulletin 2000-01 

The following NARA bulletins remain in effect: 

Bulletin Number and Title 

95-03 Government Information Locator Service 

99-02 Withdrawal of General Records Schedule (GRS) 
22, Inspector General Records 

99-03 Changes in disposition procedures at NARA's 
records center facilities 

99-04 Scheduling electronic copies of program records 
and administrative records not covered by 
the General Records Schedules (GRS) 

99-05 Disposition of electronic records 
(NARA Bulletin 98-02) 

December 27, 1999 

Issued Expires 

02/16/1995 Unlimited 

12/21/1998 12/31/2000 

02/24/1999 02/28/2001 

03/25/1999 Suspended by 
NARA Bulletin 2000-02 

09/24/1999 10/01/2001 



(Rev. 08-28-2000) 

FEDE~UREAU OF INVESTI.ON 

Precedence: DEADLINE 03/15/2002 

To: Information Resources 

Date: 03/13/2002 

Attn: /4illiam Hooton 

From: Las Vegas 
Legal Unit 

1 Contact: CDC 

Approved By: 

Drafted By: 

Case ID#: 
/ 

66F-HQ-Cl 190 059 _.\ iC\ !Jf, 
2 6 5D-NY-2 8 0350-Lv ... 3>\Pending) 
LV 197-0-Agp 

FBI Records Officer 

I 

bl 
Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 09/11/2001 

b6 
b'/C 

Synopsis: To notify FBIHQ that no Las Vegas materials pertaining 
to the 09/11/2001 attacks have been altered, deleted or 
destroyed. 

Administrative: Re EC from the Office of the General Counsel to 
All Divisions dated 03/04/2002 and captioned as above. 

Details: Referenced EC requested that field offices notify 
Records Officer William Hooton of any alteration, deletion, or 
destruction of material relating to the 09/11/2001 attacks. 

Las Vegas has,not altered, deleted or destroyed any 
material relating to the 09/11/2001 attacks. 

♦♦ 



(Rev. 08-28-2000) 

FE.L BUREAU OF INVESTIGATIO. 

Date: 03/13/2002 Precedence: IMMEDIATE 

To: Director's Office Attn: Office of the General Counsel 
Deputy General Counsel 
Patrick W. Kelley 

\ 

From: Baltimore 

Approved 

ss 
Contact: 

FBI Records Officer 
AD William Hooton 

Drafted 

Case ID 

By: I 
By: . 
#: 6 6 ... F ___ H_Q ___ C_l_l_9_0_0_5_9_..,.---./""'i"'"l _tf _____ _ 

265- NY-280350•//Jff-~f/)7 
66F-BA-101852 - I 

Title: PRESERVATION OF RECORDS 
PERTAINING TO THE ATTACKS OF 
9/11/2001 

Synopsis: To advise the FBI Records Officer of the retention and 
preservation of all hardware, software, electronic media, or 
communications including e-mail, documents, agency records and/or 
other material of any type, including communications of any type 
to and from other Government agencies, that may relate to the 
attacks of September 11, 2001. Also, to report the previous 
alteration, deletion, or destruction of material or information. 

Administrative: Re Bureau EC to All Divisions dated 3/4/02, 
captiored as above' and AOI !telephone calls 
to SSA~ _________ and FBI Records Officer, AD William Hooton on 
3/12/02. 

Details: This EC is to advise that the Baltimore Division will 
retain and preserve any and all hardware, software, electronic 
media, or communications including e-mail, document, agency 
records and/or other materials of any type, including 
communications of any type to and from other Government agencies 
that may relate to the attacks of September 11, 2001, that we now 
have and will have in the future. Baltimore has implemented a 
procedure in which all personnel will be reminded of this policy 
semi-annually, and that the preservation of all records outlined 
above is mandatory. 

b6 
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To: 
Re: 

Director's Office From: Baltimore 
66F-HQ-C119005.3/13/2002 • 

Furthermore, the Baltimore Division has determined that 
there has been no alteration, deletion, or destruction of such 
material related to the attacks of September 11, 2001. 

2 



To: 
Re: 

Director's Office From: Baltimore 
66F-HQ-C119005.03 /13 /20 02 

LEAD (s) : 

Set Lead 1: 

DIRECTOR'S OFFICE 

AT WASHINGTON, DC 

Read and Clear. 

♦♦ 
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(Rev. 10-01-1999) 

FE.L BUREAU OF INVESTIGATIO. 

Precedence: DEADLINE 03/15/2002 

To: Director's Office 

Information Resources 

Date: 03/15/2002 

Attn: Office of General Counsel 
Deputy General Counsel 
P.W. Kelley, Room 7176 
AD William Hooton, Rm 10134 

From: New Haven 

1 1 Contact: SSA --------------------,.-------.... 
Approved By: 

Drafted By: 

Case ID #: 66F-HQ-C1190059.,. Jql{ 
66F-NH-A39570 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 9/11/2001 

b6 
b7C 

Synopsis: New Haven's response to directive regarding the 
preservation of records pertaining to the attacks of 9/11/01. 

Reference: 66F-HQ-C1190059 Serial 181 

Details: Per request in referenced EC, al~ New Haven personnel 
were directed by E-mail, dated 3/14/02, to retain any and all 
records relating to the attacks of 9/11/01, to include all 
hardware, software, electronic reedia, or communications including 
e-mail, documents, agency records and/or materials of any type, 
to include communications to or from other Government agencies. 
Employees were also requested to advise SAC, New Haven, of the 
destruction of any of the records described above. 

New Haven acknowledges that documents, electronic 
messages and certain other forms of Bureau paperwork produced in 
the regular course oE business were not all retained prior to the 
date of referenced EC. Further, New Haven believes those records 
are the type which would not have been retained under existing 
Bureau policy, i.e. informal e-mails, notes taken during 
interoffice and intra office briefings, duplicate copies of 
Bureau documents, and documents replaced (via Permanent Charge 
Out) in ACS due to errors in the initial oiiginal document. New 
Haven deems that these records cannot be recreated, but 
emphasizes those records were not maintained per general ~· --·
operating procedures. 



To: 
Re: 

Director's Office From: New Haven 
66F-HQ-C119005.03/15/2002 • No alteration, deletion or destruction of described 

material or information was conducted by New Haven, other than 
previously described. 

2 



To: 
Re: 

Director's Office From: New Haven 
66F-HQ-Cll900-03/15/2002 

LEAD (s) : 

Set Lead 1: (Adm) 

DIRECTOR'S OFFICE 

AT WASHINGTON, DC 

Read and clear. 

Set Lead 2: (Adm) 

INFORMATION RESOURCES 

AT WASHINGTON, DC 

Read and clear. 

♦♦ 
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(Rev. 08-28-2000) 

FE.L BUREAU OF INVESTIGATIO. 

Precedence: IMMEDIATE 

To: ~ormation Resources Attn: 

· Date: 03/15/2002 

~ Records Officer 
William Hooton 
Room 10143 

From: Pittsburgh 
Squad 1 - Chief Division Counsel (CDC) 
Contact: I 

Approved By: l~l 
Drafted By: 

Case ID #: 66F-HQ-C1190059 ', n(Pending)-/qf_, 

Title: PRESERVATION OF RECORDS 
PERTAINING TO THE ATTACKS 
OF 09/11/2001 

Synopsis: This communication reports: 

1) the Pittsburgh Division took steps to 
preserve records pertaining to the attacks of 
09/11/2001; and 

2) several instances in which records 
relating to 9/11 were lost or destroyed. 

i 

Administrative: Reference is made to the 03/04/2002 electronic 
communication (EC) from the Director's Office. 

Details: The referenced EC directed all divisions to take steps 
to preserve records pertaining to the attacks of 09/11/2001, and 
directed all divisions to report any previous alteration, 
deletion, or destruction of such records to the FBI Records 
Officer. 

By EC dated 03/08/2002, all Pittsburgh Division 
supervisors were directed to take steps to preserve records 
pertaining to the attacks of 09/11/2001. 

Each Pittsburgh employee was canvassed to determine if 
any records pertaining to the attacks of 9/11/2001 were altered, 
deleted, or destroyed. The findings of this canvass are as 
follows: 

b6 
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To: 
Re: 

b6 
b7C 

Information Resources From: Pittsburgh 
66F-HQ-C119005w3/15/2002 • 1) Unless archived by the individual 

employee, or unless an individual employee's 
system was pre-set to archive, all e-mail 
communications are automatically deleted and 
purged by the Pittsburgh Division e-mail 
server. 

2) The original notes from an interview with 
I !a telephone caller, were 

placed in a lA envelope. The lA envelope was 
lost in transit. This loss was documented, 
and copies of the original notes were 
submitted. 

3) ASAC Roland Corvington worked at the 
command post at the United Airlines Flight 93 
crash site in Somerset. He reported that he 
destroyed his command post notes and 
documents after he no longer needed them. 

4) ss~ !worked at the command 
post at the united Airlines Flight 93 crash 
site in Somerset. He reported that he 
destroyed his command post notes after he no 
longer needed them. 

5) The original document containing 
subscriber information from Cellco 
Partnership, dba Verizon Wireless, for 
telephone number 509-999-0408 was lost. But 
pertinent information concerning this matter 
was relayed to the New York Office before the 
document was found to be missing. 

2 



To: 
Re: 

Information Resources From: Pittsburgh 
66F-HQ-C119005-3/15/2002 

LEAD (s) : 

Set Lead 1: 

INFORMATION RESOURCES 

AT WASHINGTON, DC 

For information. Read and clear. 

♦♦ 

3 

• 



(Rev. I 0-01-1999) 

FEDER~UREAU OF INVESTIG-eoN 

Precedence: ROUTINE Date: 03/15/2002 
i 

To: Records Management 
I 

Attn: AD William Hooton, Rm 10143 

From: Portland 

1 
Contact:_ 

Approved By: I "' 
Drafted By: _ 

Case ID#: 6~6-F ___ H_Q ___ C_l_l_9_0_0_5_9_r_\~q-O.-.-.-----' 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 9/11/2002 

b6 

Synopsis: All Portland employees notified of requirement to 
retain records pertaining to 9/11/2001 attacks. 

Reference: 66F-HQ-C1190059 Serial 181 

Details: The Portland Field Office notified its employees that 
two Congressional intelligence committees recently asked the 
Attorney General to preserve and retain all records pertaining to 
the events surrounding the 9/11/2001 terrorist attacks. 

The referenced EC also asked Divisions to report 
instances where records pertinent to 9/11/2001 have been 
previously "altered, deleted, or destroyed." Portland has not, 
at the time of the deadline, received a report from any employee 
noting that documents pertaining to 9/11/2002 have been 
destroyed. Portland notes, however, that in the ordinary course 
of business, E-mail messages deleted by individual employees are 
backed up nightly and the tape retained for thirty days, at which 
time it is purged. It is quite possible that some individual E
mail messages pertaining to 9/11/2002 have been deleted by 
employees months ago and yet no record remains and the employee 
does not remember the pertinent message. 

Since the language in the referenced EC is so broad and 
all encompassing, Portland requests that FBIHQ provide clearer 
and more detailed instructions addressing all the different 
formats in which official information regarding 9/11/2001 can be 
held. 

♦♦ 



(Riv:'68-28~2000) 
/ 

FE□• BUREAU OF INVESTIGATION. 

Date: 03/15/2002 Precedence: DEADLINE 03/15/2002 

To: Records· ,Management_ Attn: Mr_ Hooton 

From: Inspection 
AEAS/Rm 7~48 
Contact: l 

Approved By: OConno._r_J_o_h_n_J/W.....,.._.......,_?.....,..{ , ... ? ____ _. 
Locke Thomas ~A:df 
Perkins Kevin L 

Drafted By: 

Case ID #::66F-HQ-1245493-3aiP 
~6F-HQ-Cll90059 .. a_Od,. 

Title: PRESERVATION OF RECORDS PERTAINING 
TO THE ATTACKS OF 09/11/2001 

b6 
b7C 

Synopsis: The Inspection Division (INSD) has taken steps to 
retain and preserve all material that may relate to the attacks 
of 09/11/2001 and at this time has not identified any original 
information or material that has been previously altered, deleted 
or destroyed. 

Reference: 66F-HQ-C1190059 Serial 181 

Details: In response to the referenced EC, the INSD initiated a 
division wide canvas of all personnel requesting that steps be 
taken to thoroughly inspect all work areas and to identify any 
and all material that pertains to the attacks of 09/11/2001. 
Once identified, INSD staff are taking steps to retain the 
information. 

Additionally, a request was made to identify whether 
any 09/11 related material had been altered, deleted or 
destroyed. The routine destruction and deletion of information 
that was not original in nature, such as working copies and email 
received/sent during the investigation, was common and took place 
on a regular basis, but was not considered to apply to this 
request. 

To date, no personnel assigned to the INSD have 
reported the alteration, deletion, or destruction of any original 
material pertaining to the referenced event other than the 
routine deletion of email or draft copies of original documents, 
hard copy and electronic, received or generated during the 



Re: 
Records Management From: Inspection 
66F-HQ-1245493-/15/2002 • investigation. Additionally, no original documents dealing with 

the investigation have been located and identified for retention 
by any INSD personnel. 

At this time, the INSD is actively engaged in field 
office inspections. Personnel assigned to these inspections have 
been unavailable to comply with the directive to inspect their 
work area and therefore the INSD can not certify at this time 
that there has been no alteration, destruction, or deletion of 
original material. As these personnel return from inspection 
travel status over the next two weeks and, are able to completely 
inspect their work areas, the INSD will issue a communication 
with the results. 

2 



Re: 
Records Management From: Inspection 
66F-HQ-1245493./15/2002 

LEAD (s) : 

Set Lead 1: (Adm) 

RECORDS MANAGEMENT 

AT WASHINGTON DC 

Read and clear 

CC: Mr. O'Connor 
Mr. Locke 
Mr. Hulon 
Mr. Perkins 
Each INSD Unit Chief 

♦♦ 

3 

• 



(Rev. 08-28-2000) 

FED.L BUREAU OF INVESTIGATION. 

Precedence: ROUTINE 

To: Records Management 

From: Buffalo 

Date: 03/13/2002 

Attn: FBI Records Officer, 
AD William Hooton 

Squad 1/LTaaJ unit 
Contact: ~-------------------1 

Approved By: 

Drafted By: 

Ahearn Peter J 
Boraia Stanlev 

Case ID #: /66F-HQ-C1190059""d-l3 
66F-BF-34029 .... ')J7 

Title: PRESERVATION OF RECORDS PERTAINING TO 
ATTACKS OF 09/11/2001 

b6 
b7C ~ 

Synopsis: This EC is to inform the Office of the General Counsel 
of the preservation of documents by the Buffalo Division. 

Reference: 66F-HQ-C1190059 Serial 181 

Details: The Buffalo Division disseminated the referenced 
Electronic Communication to all Division personnel via e-mail and 
legal conference, informing them of the necessity to preserve 
records as outlined in the referenced communication. 

The Buffalo Division has, and will continue to preserve 
all documentation relating to the attacks of 09/11/2001 as 
outlined in the referenced communication. It has not altered, 
deleted or destroyed any such material. 



To: Records Management From: Buffalo 
Re: 66F-HQ-Cll90059, 03/13/2002 

• 
LEAD(s): 

Set Lead 1: (Adm) 

RECORDS MANAGEMENT 

AT WASHINGTON, DC 

• 
For information only. Please read and clear. 

♦♦ 

2 



. ~ 
./(Rev. 08-28-2000) 

FE.L BUREAU OF INVESTIGATIO. 

Precedence: ROUTINE 

To: Information Resources 

Date: 03/15/2002 

Attn: AD William Hooton 

From: Washi~gton Field 

Approved By,~an A 

Drafted By: ~-----------..... V ~~c 
Case ID #: 66F-HQ-Cll90059 -a. 01 
Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 9/11/2001 
~ 

Synopsis: To report information from WFO relative to the 
retention/destruction of records relating to the attacks of 
9/11/2001. 

Reference: 66F-HQ-HQ-C1190059 Serial 181 

I 

Details: Referenced communication advised all offices that all 
material and information within the scope of a request set forth 
by Congressional Committees should be preserved for potential 
production. Any previous alteration, deletion, or destruction of 
such material or information was to be reported to FBIHQ. 

WFO reports that all "records" as defined within the 
FBI Records system have been preserved as appropriate. 

WFO reports the potential deletion of some information 
that was not previously required to be preserved within the FBI 
system of records: 

• 

• 

• 

• 

non-archived e-mail; 

command post notes which generated filed and 
retained Rapid Start sheets; 

hard drives of desk top computers recently 
replaced during "Trilogy"; 

superceded Powerpoint presentations were 
deleted to save diskette and/or drive space. 

WFO has advised all employees of the current non
destruction/alteration policy for records and all other non
record "material and information." 



Information Resources From: Washington Field 
66F-HQ-C11900Sw3/15/2002 • 

CC: 2 - FBIHQ 
4 - WFO 

♦♦ 

2 



r/ (Rev. 08-.:8-2000) 

Precedence: ROUTINE 

To: Director's Office 

From: 

Date: 03/14/2002 

Attn: AD William Hooten 

Los Angeles 
CDC 
Contact: ADC Michael C. Dehncke, I 

7 lo'( -~-t --Approved 

Drafted 

Case ID#: 66F-HQ-C1190059 (Pending) 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 09/11/2001 

Synopsis: Report of deletion of emails possible pertinent to 
Congressional request. 

Reference: 66F-HQ-C1190059 Serial 181 

Details: In response to the direction provided by referenced 
E.C., all FBI Los Angeles employees have been advised through 
email and by their supervisors that all documents, records and 
materials related to the attacks of 9/11/2001 are to be 
maintained indefinitely. 

It.has come to FBILA's attention that an unknown number 
of emails with unknown contents which were possibly responsive to 
this request have been routinely deleted since 09/11/2001. All 
email currently on the system and those which were deleted during 
the prior 30 days have been preserved. All additional email 
created in the future will also be preserved indefinitely. 

Please contact ADC Michael C. Dehncke at 310-996-3381 
with any questions or concerns regarding this matter. 



-~· To: 
Re: 

Director's Office From: Los Angeles 
66F-HQ-Cll9005w3/14/2002 

LEAD (s) : 

Set Lead 1: (Adm) 

DIRECTOR'S OFFICE 

AT WASHINGTON, DC 

Read and clear. 

♦♦ 

2 

• 



FED.L BUREAU OF INVESTIGATIO. 

Date: 03/18/2002 Precedence: ROUTINE 

To: Director's Office Attn: Dep. Gen. Counsel P.W. Kelley 
Office of General Counsel 

_Information Resources AD William Hooten 
FBI Records Officer 

From: Albany n 
Squad 1 ~-----------------....... -----~ 

tD Con_t_a_c_t_= __ c_D_c=l=============::-------
~pproved By: I 

Drafted By: .__ ____________________ ____, 

Case ID #: 66F-HQ-C1190059 -~l'f 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 9/11/2001 

Synopsis: Albany Division employees have been advised to take 
immediate steps to retain and preserve all records pertaining to 
the attacks of September 11, 2001. No information has developed 
suggesting that any such records have been altered, deleted, or 
destroyed. 

Details: On 03/15/2002, a priority e-mail was sent to all Albany 
Division employees. The e-mail advised employees of the Attorney 
General's request and the nature of the Senate and House 
Committees' inquiry. The e-mail instructed all employees to 
preserve all records pertaining to the terrorist attacks of 
09/11/2001. Employees were instructed to retain all records, 
whether or not they constitute records as defined under Federal 
law. Computer Specialists were instructed to take appropriate 
steps to ensure the preservation of GroupWise and other 
electronic media. Employees were also asked to contact the Chief 
Division Counsel (CDC) if any records regarding the 09/11/2001 
attacks had been altered, deleted, or destroyed. To date, no 
information has developed suggesting that any records, even 
records not required to be retained by Federal law, have been 
altered, deleted or destroyed. If any information develops 
suggesting the contrary, FBIHQ, Office of General Counsel; and 
FBI Records Officer, AD William Hooten, will be notified 
immediately. 

b6 
b7C_ 



~· -.-To: 
i .• .. -~ , Re: 

Director's Office From: Albany 
66F-HQ-C119005.3/18/2002 

LEAD (s): 

Set Lead 1: (Adm} 

DIRECTOR'S OFFICE 

AT WASHINGTON, DC 

Read and clear. 

♦♦ 

2 

• 



~~l- ;H 

1
(Rev. 08-28-2000) 

FE.L BUREAU OF INVESTIGATIO. 

Precedence: IMMEDIATE 

To: General Counsel 

Date: 03/20/2002 

Attn: AD William Hooton 
Records Officer 

From: Butte ITC I 
Contact: 

Approved By: 

Drafted By: 

Case ID #: 66F-HQ-Cll90059 - ;)..,J.,0 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 9/11/2001 

Synopsis: Response re 9/11/2001 materials. 

Reference: 66F-HQ-Cll90059 Serial 181 

I 

n 
b6 
b7C 

Details: Referenced EC instructed all receiving offices to 
retain and preserve all hardware, software, electronic media, or 
communications, including E-Mail, documents, agency records 
and/or other materials of any type to or from other Government 
agencies, that may relate to the attacks of 9/11/2001. For 
information, the Butte ITC has not altered, deleted, or destroyed 
any material or information pertaining to this matter. 



To: General Counsel From: Butte ITC 
Re: 66F-HQ-C119005.3/20/2002 

LEAD (s} : 

Set Lead 1: (Adm} 

GENERAL COUNSEL 

AT WASHINGTON, DC 

For information. Read and clear. 

♦♦ 

1 
1 

2 

b6 
b7C 

• 



(Rev. 08-28-2000) 

FE.L BUREAU OF INVESTIGATIO. 

Precedence: IMMEDIATE 

To: Information Resources 

Date: 03/22/2002 

Attn: AD William Hooton 

From: Oklahoma City 
SAC I..------------, 

. Co~t;,ct: Ext ..... I ____ _. 
Approved By 

Drafted By:_ 
---------.).-'.l--,q:----

#: 66F-HQ-Cll90059 - (None) Case ID 

Title: PRESERVATION OF RECORDS 
ATTACKS OF SEPTEMBER 11, 2001 

Synopsis: To request an extension to report any alteration, 
deletion or destruction of records pertaining to the attacks of 
September 11, 2001. 

Details: Pursuant to Director's Offi~e E.C~ dated 3/4/2002 
Oklahoma City took immediate steps to retain and preserve all 
records relating to the attacks of September 11, 2001. 

b6 
b7C 

In light of ongoing Trilogy installation and mandatory 
inspection deadlines for upcoming Inspection, Oklahoma City 
requests an extension in reporting the alteration, deletion or 
destruction of the requested records until Aprill, 2002 in order 
to review the responses from each employee. 

To date, Oklahoma City has not identified the 
destruction, alteration or deletion of any records of substantial 
significance to the inquiry. 



To: Information Resources From: Oklahoma City 
Re: 66F-HQ-C119005.3/22/2002 • 

LEAD (s) : 

Set Lead 1: 

INFORMATION RESOURCES 

AT WASHINGTON, DC 

IRD is requested to grant an extension to Oklahoma City 
until April 1, 2002 to report the destruction, alteration or 
deletion of requested records. 

♦♦ 

2 



~::i 
(Rev. 08-28-2000) 

FED.L BUREAU OF INVESTIGATION. 

Precedence: PRIORITY Date: 03/22/2002 

To: Information Resources Attn: AD William Hooton 

From= CIRG ..__ _ ______,,,. _______ ____.91-- _ ~-·v Rapid Deplr""-'........, ...... .....__.....,.......,.....,......., ........ ....._....._.....__.......,.......,......., __ __, 
Contact: 

Approved By: 

Drafted By: 

Case ID#: 66F-HQ-C1190059J 
66F-IR-A5937j/J&' 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 09/11/2001 

b6 
b7C 

Synopsis: CIRG response to HQ inquiry regarding alteration, 
deletion, or destruction of material related to the 09/11/2001 
terrorist attacks. 

Reference: 66F-HQ-Cll90059 Serial 181 

Administrative: EC follow up to 03/11/2002 telcall between SSA 
._ ______ .... land AD Hooton. 

Details: The RDLU is responsible to provide FBI field offices 
and LEGATS with Rapid Start Information Management System (RSIMS) 
support. This routinely includes the deployment of portable 
automation kits consisting of laptop computers, local area 
networking (LAN) equipment, servers, printers, scanners, copiers 
and Fax machines. This equipment may be shipped alone or 
accompanied by CIRG Case Information Management Specialists (CS) 
if requested. 

During investigative operations the RSIMS LAN is 
utilized to process and analyze case specific informatiqn which 
is ultimately uploaded into the Automated Case Support (ACS) 
system. Each RSIMS record (FD-822) is electronically converted 
to EC format and becomes a serial in the appropriate case file. 

All generated data resides on the deployed server, none 
is ever contained on the hard drive of the individual lap top 
computers. Upon completion of each mission a CIRG or field 
office CS makes a copy of the data base which is placed on a 
disk, CD or jaz drive and retained by the field office as a lA 

uploaJrr/ 
J/J-1((}l 

W{ 



To: 
Re: 

Information Resources From: 
66F-HQ-C119005./22/2002 

CIRG 

• • 
exhibit. Although each RSIMS record has been serialized into 
ACS, this electronic copy allows the field office to reactivate 
the LAN or continue to develop specific reports if required, 

Once the deployed server is returned to the RDLU, any 
existing data base is deleted. No copy is retained at the CIRG. 
During the PENTTBOMB investigation CIRG equipment was utilized to 
support NYO and SF investigations. Upon verification that these 
offices had followed the above procedures, the associated data 
bases were deleted from the CIRG servers. 

Additionally, it should be noted that during PENTTBOMB 
the RSIMS data bases generated by AT, BS, NYO and the Strategic 
Information Operations Center (SIOC) were placed onto an IRD 
server located at FBIHQ. Throughout the incident these 
individual files were updated on a daily basis. This procedure 
was discontinued on or about 12/12/2001. The ME field office 
data base was also placed onto the IRD server, but this was a 
single entry. A second version of the SIOC data base which 
included lead dispositions from the ACS serials was also added. 
These files currently remain on the IRD server which is 
controlled by Division 4. 

During RSIMS support deployments no information is 
generated by the CIRG. It is the product of other field office 
investigative activities and retained within their records. 
Consequently, subsequent to referenced telcal with AD Hooton, the 
CIRG will continue the above procedures which are consistent with 
FBI record retention policies. 

2 



To: 
Re: 

Information Resources From: 
66F-HQ-Cll9005.3/22/2002 

LEAD(s): 

Set Lead 1: (Adm) 

INFORMATION RESOURCES 

AT WASHINGTON, DC 

Read and clear. 

CC: 

♦♦ 
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CIRG 

b6 
b7C 
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(Rev. 08-28-2000) 

FE.L BUREAU OF INVESTIGATIO. 

Precedence: IMMEDIATE 

@) Information Resources 

From: Oklahoma City 

Attn: 

Date: 03/29/2002 

AD William Hooton 

SAC ..----------~ 
Ext.-1 --~ Contact: 

:::::::d§1 
,__------.. --,,~....,.......\ __ ____. 

Case ID#: 66F-HQ-C1190059 (None) 
66-OC-63323 

Title: PRESERVATION OF RECORDS 
ATTACKS OF SEPTEMBER 11, 2001 

b6 
b7C 

Synopsis: To report the previous alteration, deletion or 
destruction of records pertaining to the attacks of September 11, 
2001. 

Reference: 66F-HQ-Cl190059 Serial 181 

Details: Pursuant to Director's Office E.C!dated 3/4/2002 
Oklahoma City took immediate steps to retain and preserve all 
records relating to the attacks of September 11, 2001 and to 
notify all employees of their obligation to preserve any such 
records. 

To date, several Oklahoma City employees reported that 
some e-mail messages pertaining to the attacks of September 11, 
2001 had been deleted from their e-mail. The deletion of this e
mail occurred prior to notification of the Attorney General's 
preservation order. In addition, employees reported that work 
papers, work copies and drafts of documents had been destroyed in 
the normal course of business after final versions were completed 
and preserved in the appropriate file. 

Other than documents referenced above, Oklahoma City 
has not identified the destruction, alteration or d.eletion of any 
records of significance to the inquiry. 



To: Information Resources From: Oklahoma City 
Re: 66F -HQ-Cll9005.3/2,9/2002 · • 
LEAD (s) : 

Set Lead 1: 

INFORMATION RESOURCES 

AT WASHINGTON, DC 

Read and clear. 

♦♦ 

2 



f::'\ . r'>i 
pl (Rev. 08-28-2000) 

FED.L BUREAU OF INVESTIGAT~ 

Precedence: ROUTINE Date: - 03/26/2002 ·,_ 

To: Director's Office Attn: Office of General Counsel 
Deputy General Counsel 
Pat Kelley, Room 7176· · 

V~ William Hooton -~ Information Resources 
Room 10134 0 ( 

From: Dallas 
Squad 1 
Contact: 

Chief Division Counsell..._ _______ ~ 

Approved By: Defenbaugh Danny A 

Drafted By: 

Case ID #: 66F-HQ-Cll90059 _,,... (Pending) 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 9/11/2001 

Synopsis: Dallas' response to the directive regarding the 
preservation of records pertaining to the attacks of 9/11/2001. 

b6 
b7C 

Reference: 66F-HQ-Cll90059 Serial 181, and telcall to AD William 
Hooton, 3/25/2002. 

Details: Referenced communication advised all offices that all 
material and information within the scope of a request set forth 
by Congressional Committees should be preserved for potential 
production. Any previous alteration, deletion, or destruction of 
such material or information was to be reported to FBIHQ. 

All Dallas personnel were directed by E-mails to retain 
any and all records relating to the attacks of 9/11/2001, to 
include all hard drives, notes, e-mails etc. Dallas employees 
were also requested to immediately advise CDC Dallas if any such 
records were altered, deleted or destroyed. 

Dallas reports that prior to receiving the Bureau's EC, 
some documents, electronic messages and other forms of Bureau 
paperwork produced in the regular course of business, were not 
retained. Dallas believes that these records contained either 
information that was not pertinent to the attacks of 9/11/2001, 
or information that was supported or based on information in 
other documents and/or records that have been preserved and 
maintained. It is believed that these particular records, e-



• 

To: Office of General Counsel From: Dallas 
Re: 66F-HQ-Cll90059··-(Pending) 
03/26/2002 • mails, and notes cannot be identified, retrieved or re-created, 
but were the type which would not have been retained under 
existing Bureau policy. In accordance with FBIHQ's instructions, 
Dallas notes the potential deletion of some information that was 
not previously required to be preserved within the FBI system of 
records. Examples of such deletions include the following: 

• 

• 

• 

• 

• 

• 

Non-archived e-mail. Deleted material sent 
to an employee's "trash" is automatically 
purged after seven days; 

:s~ Lui: :ra:acil:: and :sA•:I J 11 reported hey 
es royean wri en no esaken during the 

daily conference calls with FBIHQ when they 
were no longer needed; 

A number of Supervisors and members of 
various Penttbomb related projects [Names, 
American Airlines, Pilots, Sabre, Command 
Post personnel/Assignments], reported that 
they destroyed their personal hand written 
notes of interoffice and intra office 

-meetings when they were no longer needed; 

As part of the conversion to TRILOGY, in the 
latter part of February 2002, 322 desk top 
computers (in Dallas) were replaced with new 
equipment. Computers for the Resident 
Agencies are expected to arrive in June 2002. 
The old computers will be sent to FBIHQ for 
destruction. Gentronics, a private company 
contracted by FBIHQ, was responsible for 
"stripping" the hard drives; 

On September 11, 2001, five computers in the 
Dallas Command Post (CP) were designated to 
input· all Rapid Start information. These 
computers were also recently replaced as part 
of the TRILOGY project. However, each of the 
five hard drives were removed and are being 
maintained in a safe by fupervisory Computer 
Spe~ialistl _ until further 
notice; 

A number of employees reported the 
destruction of duplicate copies of bureau 
documents to include ECs, 302's, and Rapid 

2 

b6 
b7C 



I 

To: Office of General Counsel From: Dallas 
Re: 66F-HQ-C1190059.(Pending) 
03/26/2002 • 

• 

• 

• 

Start Lead sheets, all of which have been 
uploaded into ACS. 

ASAC Edward Lueckenhoff was one of the On 
Scene Commanders of the Dallas CP. On a 
daily basis he made handwritten notes 
regarding conversations with others in the 
CP, as well as FBIHQ, and created "to do" 
lists. Many of the handwritten notes were 
discarded after the task was completed. 

Financial Analyst (FA) I keported 
he shredded numerous documents pertaining to 
"Silent Hit", reservation information 
received from the SABRE company reservation 
system. The documents included copies of 
"Silent Hit" FBI forms, copies of Passenger 
Name Records (PNR's) from SABRE and Access 
database reports pertaining to the silent hit 
forms. The "Silent Hit" information was 
loaded into an Access database and queried in 
several different ways to try to identify 
airline reservation connections among members 
on the FAA watch list. The documents were 
destroyed as they did not qualify as records 
under the Federal Records Act or Bureau 
retention policy. However, all information 
f~om SABRE has been uploaded into ACS. 

SAi I reported that he was working 
on a "Hotels" project and shredded a number 
of documents relating to the analysis of 
records received from Pegasus Solutions. The 
information was paper copies of data already 
stored on computer disks (which are presently 
maintained in Dallas' ELSUR). All 
information received was attached to EC's and 
forwarded to interested divisions. 

CDC Dallas has advised all employees of the current 
non-destruction/alteration policy for records and all other non
record "material and information." Other than what has been 
described above, Dallas has not altered, deleted or destroyed any 
material relevant to the attacks of 9/11/2001. 

3 

b6 
b7C. 



'/ 

To: Office of General Counsel From: Dallas 
Re: 66F-HQ-Cll90059•=~ (Pending) 
03/26/2002 

LEADS (s}: 

Set Lead {1} 

FBIHO 

AT OFFICE OF GENERAL COUNSEL 

Read and Clear 

Set Lead (2) 

FBIHO 

INFORMATION RESOURCES 

Read and Clear 

♦♦ 
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('' ,,,.,, 08-28-2000) 

Precedence: IMMEDIATE Date: 03/L4/2002 

To: Director's Office ~ttn: AD William Hooton 
FBI Records Office 

From: Denver 
Legal Unit 
Contact: Paralegal Specialist 

<> 

Approved B11 
Drafted By~ 

--------------
Case ID #: 66F-HQ-C1190059-~{p 

DN 197-0 

Title: PRESERVATION OF RECORDS PERTAINING 
TO ATTACKS OF 9/11/2001 

b6 
b7C 

Synopsis: To report preservation status of material or 
information pertaining to the attacks of 9/11/2001 per OGC 
directive. 

Reference: 66F-HQ-C1190059 Serial 181 · 

Details: Referenced EC has been transmitted to all Denver 
Division employees with instructions to preserve the described 
records. 

Denver has canvassed the field office and is not aware 
of any deliberate or intentional alteration, deletion, or 
destruction of any information or materials that may relate to 
the attacks of 9/11/2001. All records generated by the Denver 
Divi~ion as a result of the investigation related to the events 
of 9/11/01 have been retained and preserved. 

Denver notes that prior to receipt of the referenced 
EC, informal communications and documents such as e-mails between 
agents in the Division.and handwritten notes taking during 
briefings have not been retained. Denver would not be able to 
recreate these records as they were discarded in the usual course 
of business. 

cc: 1 - Deputy General Counsel Pat Kelley 



To : 
Re : 

Directo~s Office From: Denver 
66F - HQ-Cl19005-3/14 / 2002 

LEAD (s): 

Set Lead 1: (Adm) 

DIRECTOR'S OFFICE 

AT WASHINGTON. DC 

• 
For the information of FBI Records Officer, AD William 

Hooton, to comply with BUDED of 3/15/2002 .. 

/ 

2 



Fr~m: 
,________.. • To: HOOTON, WILLIAM 

Date: Tue, Mar 19, 2002 2:04 PM 
Subject: re EC dated 3/04/02 Case ID# 66F-HQ-C1190059 

This is in response to our telephone conservation on Friday 3/18/02, regarding the activities of the 
Disaster Squad immediately following Sept 11, 2002. 

I have contacted each of the Supervisory Fingerprint Specialists who participated in the identification of 
the remains of the victims in the crash of AA Flt 77 into the Pentagon: AA Flt 11 into the north tower of the 
World Trade Center: UA 175 into the south tower of the World Trade Center and UA Flt. 93 in 
Pennsylvania. 
They each advised that the information and/or records obtained by them would have been with regard to 
the identification of the victims only. This information would have consisted of identifying information to be 
used to obtain antemortem prints, and would not have been associated with any other investigative 
process. 

They are all of the opinion that although there may have been handwritten notes destroyed at the time, the 
information obtained is available in databases which are still maintained as part of the Laboratory case file. 
These records will be maintained in the LPU or the appropriate Laboratory file. 

If there are any further questions feel free to contact me. 
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