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U.S. Department of Justice 

Justice Management Division 

Office ofGeneral Counsel 

Ubshington, D.C. 20530 

SEP 2 7 2012 

JMD FOIA No. 2514455 
Referral from FBI, FBI FOIA No. 1148078/FBI File No. 66-HW-3286 

I am responding on behalf of the Justice Management Division (JMD) to your Freedom of 
Information Act (FOIA) request dated April26, 2010, to the Federal Bureau oflnvestigation 
(FBI). In processing your request, the FBI identified seven documents of interest to the 
Justice Management Division (JMD), and referred those documents to JMD for a 
determination as to their release. 

Enclosed are the documents that may be released, with redactions as marked. The redactions 
by the FBI pursuant to Exemptions 6 and 7(c) were made prior to our receipt of the referral. 
Deliberative material from one internal memorandum (item number 7) has been withheld 
pursuant to Exemption 5 of the FOIA, which protects the agency's deliberative process. 

1. Memorandum from Vincent Lobisco, Assistant Director Records Management 
Administrative Programs, dated September 12, 1979, on Disposition of Controlled 
Substances Act Nonpublic Records, and attachment. (3 pages) 

2. Memorandum from Vincent Lobisco, Assistant Director Records Management, dated 
September 17, 1981, on NARS changes in policy related to withdrawal of records from the 
records center system, and attachment. (2 pages) 

3. Memorandum from Terry Appenzellar, Director Library Staff, Office oflnformation and 
Technology, dated March 31, 1982, on General Accounting Office's Records. (2 pages) 

4. Memorandum from Terry Appenzellar, Director Library Staff, Office of Information and 
Technology, dated April 13, 1982, on Expungement of Records Pursuant to the Privacy Act, 
and attachments. (8 pages) 
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5. Memorandum from Terry Appenzellar, Director Library Staff, Office oflnformation and 
Technology, dated April16, 1982, on Records Disposition-Action Memorandum, and 
attachments. ( 6 pages) 

6. Memorandum from Walter R. Wilson, Director, Records and Publications Staff, dated 
March 31, 1981, on Pre-Appointment Background Investigation Reports on Federal Judges. 
(2 pages) 

7. Memorandum from Rhoda R. Mancher, Deputy Assistant Attorney General, Office of 
Information Technology, dated July 18, 1984, on Expungement Matters, with redactions 
under Exemption 5. (1 page) 

If you have any questions relating to this response, please contact the Office of Records 
Management Policy, Justice Management Division, at 202-514-3528 during regular business 
hours. 

If you are dissatisfied with my action, an appeal may be made pursuant to 28 C.F .R. 
§ 16.9 by writing to the Director, Office oflnformation Policy, U.S. Department of Justice, 
Suite 11050, 1425 New York Avenue, NW, Washington, DC 20530-0001. The appeal must 
be received within 60 days from the date of this letter. Both the letter and the envelope 
should be clearly marked "Freedom of Information/Privacy Act Appeal." 

Sincerely, 

~&~-
Arthur E. Gary \J -o· 
General Counsel 

Enclosures 
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UNITED STATES GOVERNMENT • -. 

Memoran 
Se: List Belo. / • .J , b.(~ 
Vincent A. i~~;ant Director 

DATE: SEP 12 1919. ) 

FROM Records Management 
Administrative Programs Management Staff/OMF 

SUBJECT: Disposition of Controlled Substan"c.es Act Nonpublic Records 

Attached is a proposed disposition schedule for nonpublic records maintained 
pursuant to the Controlled Substances Act, 21 u.s.c. 844(b)(l), and 
Department of Justice Order 2710.7B, Recordkeeping and the Controlled 
Substances Act, dated August 12, 1976. 

This schedule will apply to nonpublic records maintained by the Unil~d 
States Attorney offices, both headquarters and field offices of th~ 
Criminal Division, tlle Drug Enforcement Administration, the Federal Bureau 
of Investigation and the United States Marshals Service, as well as 
the Office of Management and Finance (OMF). 

Your concurrence and/or comment is requested prior to our routing of the 
proposed schedule to the National Archives and Records Service for 
final approval. Please respond to this office by COB September 28, 1979. 
Questions on this subject may be referred to Robert M. Yahn, Chief. Records 
Maintenance and Disposition Section, Records Management Group, at 633-2274. 

Attachment b6 

Addressees: b7C per 
James Muskett, Director, Office of Administration, Criminal Divishm 
James L. Greene, Records Management Section, Management Analysis Division, DEA 
,~grave, Assistant Director for Management, EOUSA 
~Records Management Division, FBI 

George Kondos, Actirtg Director, Systems Design and Development Staff, OMF 
Christine Johnson, Administrative Services Division, USMS 

Buy U.S. Savings Douds Regularly 011 the Payroll Sm•ings Nan Form OBD-197 
MAY 1978 
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REQUEST FOR RE.CORUS DISI'OSITim..l AUTHOitiTY 
(See Instructions on reverse) 

• .. •:?' .. _-, - ·----------
LEAVI: DLANK---=1 

---,-- ,_1 JOB NO. 

TO: GENERAL SERVICES ADMINISTRATION-,-
NATIOt:AL ARCHIVES AND RECORDS SERVICE, WA 

------
SIIINGIUN. DC 21l401l -·--------~-r----··-- ---- ~~--~-- ---lJAI[ AECf.IVI:D ·h·-

1. 'FROM I"GE~CV OR EStABliSHMfNT) 

Department of Justice -·-~-- ----~------------------------------ N(lTII'IC~-110,~ ro AGENCY 
2. MA,!Ofl S\JBOIVISION 

Office of Management and Finance !~ ~c(Or0;!/lf.C ·:dh t!rr• p·ll.-;Sillll5 ol .4 U.S G JJOJ~ lltr dr<J>ilSo'l ~~ 
qvr\1. illfiU(Iono. •m~•l!n!fnl~. os ~PD<O•ed '-'cepl lor rtt"'' t~At m.~y 

3. MINOA SUBDIVISION be slilmoed "do~po>.!l •nl ~ppo~i~d" ;M -·,,dfldo~wn·· on tolumn 10 

Administrative Programs Manageme nt Staff 
<1. NAME OF PERSON WITH WHOM TO COIIIFER ];--l EXT 

-.~ - _-2~~-- ------
/)uff' .·ITf /lilt\/ •-:/ lh1· I-1UI1'1J .\,',1(('' Robert M. Yahn ---·-----

6. CERTifiC~lE OF AGENCY REPRESENTATIVE-

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of _ __1_._. page(s) ·are not now needed for the business of 
this agency or will not be needed after the retention periods ~p('cified. 

0 A Request for immediate disposal. 

[[! B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

7. 
ITEM NO 

- .... ·· 

115-107 

0. SIGNATURE OF AGEIIICY REPRESENTATIVE E. TITLE 

Chief, Records Maintenance and 
Dlsoosltlon Section (APMS/OMF) 

a. DESCRIPTION OF ITEM 
(With lnclusove Oates or Retention P~riods} 

Controlled Substances Act- Nonpubllc Records 

All recordation, Including Index or other docketing records, 
relating to a person's Investigation, arrest, Indictment or 
Information, trial, finding of guilty and dismissal and 
discharge, pursuant to the Controlled Substances Act, Title 
21, U.S.C., Section B44(b) as Implemented by Department of 
Justice Order OOJ 2710.78, and certified copies of court 
orders which require the retention of the above recordation 
as a nonpubllc record. In the event that multiple subjectS/ 
defendants are contained In record material, only the re
cordation of the subject/defendant designated by a certi-
fied court order will be maintained as a nonpubllc record. 
Recordtltlon under this act Includes that contained In U.S. 
Attorneys' offices; the caseload Information reporting 
systems maintained by the Office of Management and Finance, 
Systems Design and Development Staft; and the records of tre 
headquarters and field offices of the Criminal Dlvlslon,thE 
United States Marshals Service, the Federal Bureau of In-

I. 
SAMPlE OR 

JOB NO 

10. 
ACToON TAKEN 

vestigation and the or'j'l~ t~f~emEl~ Ad:J-nVtatlon. l-;r 3 3 
The aforesaid nonpubll~records are retained sor.;iy tJ'r ~e 
purpose of use by the courts. In determl n I ng whether or not, 
In subsequent proceedings, a person qualifies for a dis-

STANDARD FOAM 115 
f?.vt~Gci Ap.,l, 1975 
Pu:!~r.,,h.,d by Gt'ner.'\1 Sc'"'ce~ 
rr,.t'l..,·of"'J"it;atfb,t"\• •' " . 



7. 
ITEM NO. 

. ,. 

·. ---·· .. 

115-203 

I. DESCRIPTION OF ITEM 
(With Inclusive Oates or Retention Periods) 

missal and discharge. 

-Upon receipt of a certified copy of th& court order-of dl 
missal and discharge under 21 U.S.C. Section 844(b)(l), 
the FBI sha I I forward the FBI fingerprInt card to the 
Office of Management and Finance, Administrative Programs 
Management Staff, Records Management ~roup. 

l.·Nonp~bllc fl les malnialnea by the Office of Management 
and Finance, Administrative Programs.Management Staff, 
Records Management ·Group. 

Disposition: Destroy 50 years after expiration ot 
term of probation. 

2. AI I other nonpubllc fl les 
Disposition; Destroy 3 years after expiration of 

term of probation. 

• 

'· SAMPLE OR 10. 
JOB NO ACTION TAKEN 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by Gener.=t.l Services 

Admtn•'ltrAtaon 
FPMR \4 I CfR) 101 ·I I 4 

.... __ ... ~-·~··· 





~ . 
Memorandum • • 

Proposed Change in Records Center 
Withdrawal Policy 

To· 

Bureau Records Officers 

Dale 

1 'l SEP 15a1 

Fmm'/ .~.rhA~ 
V1~Lo~~co 
Assistant Director 
Records Management ? 
Records and Publications Staff J 

0~ .l., j__, _c-~.. Justi~nage~er:_ oivnon j . 
..JJQSLXl£-LlOY\ 0\ .·uuve.a..CL I 1ec.DV~ -b-eneY~( .' 

The National Archives and Records Service (NARS) has proposed 

a change to its current policy for withdrawal of agency records 

from the records center pystem. Please review the attached (!) 
Mellorandum, dated September 10, 1981, and advise my office no 

later than October 2, 1981 of your views on this subject. We w1 1 

.·~ f!l P£epare a Departmental reply to NARS. Questions on this subject 
' . ~ ' 

may be referred to Robert M. Yahn of my staff at 724-6043. 

Attachment 

IPb-3~ -IJJr 
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GerAI 
Se~-s 
Administration 

N~ ·~n;;hives 
an 
Ffecoroo Service Washington. DC 20408 J-~v. 

---------------------------------------------
~ ~j1· _, 

~ \'\' 
y\.~ \0 •. 

September 10, 1981 

HEMORANDUM FllR ALL AGENCY RECORDS OFFICERS 

Recently it was proposed to the Of~ice of Federal Records Centers by the Office 
of Audits of the Inspector General, GSA, th~t we establish deadlines or limits 
on the amount of time agencies can retain entire cartons of records that are 
withdrawn from our records center system.· We realize that this proposal could 
cause difficulties for agencies hut, in order for us to be responsive to tht!! 
recommendation, we would appreciate hearing from you concerning the advantages 
or disadvantages such a system might have for your ~gency. It was suggested 
in the report that agencies be required to return all withdrawn records in a 
period not yet established, but£resumably not to eJEeed one year. We are aware 
of instances where records are withdrawn and needed for much longer periods of 
time. We also are aware of the fact th~t legal custody of the records in our 
records centers remains with the agency that created the records and that the 
imposition of s~ch a deadline may present legal problems. In addition, extra 
papen.Tork and controls will be required at the records centers to monitor such 
a program. Disposition problems also could result if the records were retained 
beyond the "time limit" unless the tecord(s) i.s returned as a new accession. 
This, however, could r.reate additional control (inventory) probleJruS for 
agencies. 

d appreciate hearing from you concerning your thoughts about this proposal. 
we ate working with a ~hort deadline we would like to .receive your 

o l~ter than October 9, 1981. 

G. N. SCABDO 
Acting Assistant Archivist 
for Federal Records Centers 

ALL FBI INFORMATION CONTAINED 
HeREiftJS t!J.NCLASSIFED 81!£ "' I~ 
tWC' 3 ~ BY k Cc4490 (tJ«l,tiJ -

----/JbY 





Me,morandum ~--
.-- --~ . 

)_:.-\.~ ·.;i,~ ... i 
General Accounting Office (GAO) Records 

__ t:J...,·~-~-JJ-n __ z._c_h_-.,_, _ __;t1;.__J=:"_--L;.:;;__l_/ ,_-t:_. "'_·, _·. _· ---r.OL---+--=t--=:.L..___;-t--- ~, 
To 

See Attached List 

from..,.-

/~{2 
Terry Ap,IS'en 
Library Staf 
Office of Information 

Technology 
Justice Management Division 

The National Archives and Records Service (NARS) recently issued 
GSA Bulletin FPMR B-111, dated July 7, 1981, which reduced the 
retention period of site audit records from ten years to six 
years. 

In addition, NARS approved a GAO schedule whereby duplicate 
contract c~pies maintained for audit purposes (except contracts 
relating to Indians) may be destroyed six years, three months 
after close of file. The schedule also eliminated the require-

·ment to maintain duplicate contract copies for audit purposes as 
of March 7, 1975, which made all such records disposable on 
October 1, 1981. 

Please advise this office of any records disposition schedules 
citations, approved as either a separate schedule or part of a 
cpmprehensive schedule for your component, which relate to 
(1) site audit records or (2) GAO contract copies. This 
information is necessary for NARS to facilitate proper~ d"spos. . 
of these records which are curre~tly maintained in the 
Washington National Records Center. · 

Your response by April 9, 1982, will be appreciated. I 
have any questions, please contact Robert M. Yahn, Chief, 
Records Management Services, at 724-6043. 

-~ .. 

- ... , 
_ .. , 

.•, 

~--~~ 
•J· 
~ 

.,, ;-:; \ 

... ,. . 
' ' ,. •) 

. .i . /' 
'. 



' ;·J; ~·, 
Y4 
~· ~ 

.1.1 o:z ' 
• 0 -

··f~ .. 
~; 

..• ~.~·. ' 

~ ~~·:i 
.> 

},;~, :, ,. :, 
~f 

. •. ·~· 

0 wo.-. 
oh' 

• ~0~ ' 
"· 'o'o . 

LIST OF ~RESSEES 

:< ,.
0 
..... Thomas E. Williams 

Management & Information Systems Branch 
Bureau o£ Prisons 

James L. Greene 
Chief, Records Management Section 
Management Analysis Division 
Drug Enforcement Administration 

~list, Records Systems 
Records Management Division 
Federal Bureau of Investigation 

Arnold Kuperstein 
Information Services Divisioon 
Immigration & Naturalization Se~vice 

Margaret Kaye 
Chief, Records Management Staff 
Office of Operations Support 

b6 
b7C per FBI 

Section 

Office of Justice Assistance, Research 
and Statistics 

Stacey C. Day 
Systems Analyst 
Information & Services Division 
U. S. Marshals Service 

ALL FBI INFORMATION CONTAINID J. 
HEREIN IS NCLA6SIFED 
l».ft' '»Yn • b>«£ I n&?:IP ~ ~llJW,Ir 
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of Records Pursuant ito 

S~e A~tached List 'l'erry Appe el 
Library Staff 
Office of Information T:ec~rm~1~<~~~~,~~~ 
Justice Management oi v isiom . 

the National Archives and Records service (NARS) has request.~ ~re 
rtepqt:tment of Justice to review and comment on a proposed re'~i~iH!itt· 
c)f GSA Bulletin FPMR B-74, Disposal of Federal records in r~S'fDb'n\13'~ 
to requests made pursuant to the Privacy Act (attachment). 

I WOU•ld appreciate receiving by April 30, 1982 any cornments you maY··· 
have ()n this subject so that we can incorpor.aj.:e them into a Depart-· · 
ment9ll response to NARS. For purposes of comparison, a copy of t:h;e 
c~~rant GSA Bulletin FPMR B-74, dated January 17, 1978, is also 
:a t:·ta~he.a: 

Q~;~~s;tions on tn is subject may be referred to Hobert ttl. Yahn, Chief, 
Records Management Services, Library Staff, at 724-6043. Thank yo!J 
for your cooperation. 

,, 3 Attachments 

5tNdstflE 

1 o M/\Y 25 i9SZ ----.AJ,.l FBI INFORMATION CONTAINED 
HEREII\l IS UNCI.ASSIFED l..oJH>" Ql\"" f.,._" f' l ...... ~ 
DATE 9l;J::lf.o) BY -IW~C:..JI!!!'.li.J!.!±it::;.!.l.!v~J.l~ u~ro .... 
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ADDRESSEES 

Robert P. Finzel, Assistant Director 
Records Management Division, Federal Bureau of Investigation 
(Room 5829 JEHJ 

Thomas E. Williams 
Management and Information Systems Branch, Bureau of Prisons 
(Room 246 HOLC) 

James L. Greene, Chief 
Records Manaaement Section, Management Analysis Division 
Drug Enforcement Administration 
(Room 903C F:YE) 

Cecil G. Christian, Jr., Chief 
Records Administration and Information 
Immigration and Naturalization Service 
(Room 5122 CAB) 

Margaret L. Kaye, Chief 
Records Management Staff, Office of Operations Support 
Office of Justice Assistance, Research and Statistics 
(Room 1004 IND) 

John A. Stanley, Chief 
Information systems and Service Division 
United States Marshals Service 
(Room 272 'l'CC) 

M. Miles Matthews, Acting Director 
Office of Administration 
Criminal Division 
(Room 2121 MAIN) 

Leslie H. Rowe, Acting Assistant Director 
Leqal Services 
Executive Office for United States Attorney6 
(Room 1630 MAIN) 

All FBI INFORMATION CONTAINED 
HEREIN IS ~NCLASSIFED ~ 
DATE 9/.l!{ Ql BY .A\JC ltojt 2n n~/ ne-e; I u 
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ADDRESSEES 

Richard L. Huff, Acting Director 
Office of Privacy and Information Appeals 
Office of Leqal Policy 
(Room 938 TODD) 

William J. Snider 
Administrative Counsel 
Justice Management Division 
(Room 6239 MAIN) 

Warren Oser, Director 
Personnel and Traininq Staff 
Justice Management Division 
(Room 1309 MAIN) 

ALL FBI INFORMATION CONTAINED 
HEREIN IS ~NCLASSIFED 
DATECJJ!'/~ BY A.t£.-!i .. P .. ~.'i.Q_J~c.t/l>C-~ fF 
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April 5, 1982 

General 
~rvices 
.ministr~tion 

Mr. Robert H. Yahn, Chief 

National Archives 
and 
Records Service wtll.ngton, DC 20408 

Records Maintenance and Disposition Section 
Library Staff 
Justice Hanagement Division 
Todd Building, Room 1004 
Department of Justice 
Washington, DC 205)0 

Dear Mr. Yahn: 

Enclosed for review and comment is a proposed revision of t.SA Bulletin FPMR 
B-74, Disposal of federal records in response to requests made pursuant to 
the Privacy Act. The revision is prompted by concern that the partial 
e11punction of records pursuant to the Privacy Act, a process not subject t:o 
NARS review under the current bulletin, can involve dlsposal of a major 
portion of a file or files and may result in the destruction of records 
of historical value. The revision resolves this problem by modifying current 
policy in regard to Privacy Act eKpunctions and asking agencies to submit a 
records disposition request (Standard Form 115) for authority 1:0 amend, 
remove, or expunge documentation from any file not authorized for eventual 
destruction ln a records sch~dule approved by the Archivist of the United 
States. In response to submission of the records disposition request, 
NI\RS will revi-ew the [ ile covered by the request and dt.!termine whether the 
expunction of documentation could rasult in the loss of any re~ords warranting 
perm~nent r~tention by the Federal Government. The revision thereby assists 
in ensuring the preservation of permanently valuable records against the danger 
o[ loss or destruction of critical documentation through application of the 
Privacy 1\ct. 

While the revision would prove beneficial in terms of safeguarding permanent 
records, we realize there may be factors of which we are unaware and the 
change might have an adverse impact on your agency's operatio11S. Defore 
making a final decision we would like to receive and evaluate the comments 
of any components of your agency that might be affected by the adoption of 
this new policy. We are aware that, for one, the policy will affect the 
Records Management Division of the Federal Bureau of Investigation. Please 
provide us the comments no later than !-fay 14, 1982, so that we can use this 
information ln determining a future course of action. 

any questions or feel you need further·infonnation on this matter, 
me on 7 zr,-1611 .. 

Acting Assistant 1\rchivist 
for Federal Records Centers 

Enclosure 

ALL FBIINFOHMATIOI'J CDI~T.'-INEIJ 
HEREI~ IS UNCLASSIFED r~ 
DATELWlo!l BY fwr !eq~qp !~U(DC£,1 V . -
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TO 

•• GENERAL SERVICES AOf"'l.f'!ISTRATIOH . ' . 
WI.St-:INGTON, O. C. Z0~05 

GSA BULLETIN FP!-!K. 
AiK!II'!ES :\s\iD RECORDS 

l!ead of Federal 'lgencies 

SUBJECT: Disposal of Federal records ir. res?cnse to requests made 
pursuant to the Privacy Act 

i. Purpo:;e. This bulletin transmits revised guide! i.nes designed to ensure 
agency compliance with Federal records disposal requirements when re
sponding to requests to alllend a record under provisions of the Privacy Act 
of 1974. 

2. Expiration date, This bulletin ~ill remain in effect until superseded 
or (,;anceled. 

;, . Bad: ground. 

a. Chapter 33 of title 4~, United States Code, sets forth procedures 
for the disposal of records of the U.S. Go\'ern.1,cnt. Section 3314 of 
title 44 provides that no rAcords of the Governm~nt ~hall be alienated 
or destroyed by a Federal agency except in accordance 1..-i th chapter 33. 
Under :his chapter, F('deral records may not be destrored ualess dis
posal is app~oved by the Archivist of the United States, as delegate of 
the Administrator of General Services. Procedures for obtaining the nec
essary approval are contained in FPMR 101-11.406. 

' b.· Tile Privacy Act permits an individual to examine records relating 
to hirn mair,tained in a system of records b)' Federal agencies. Th;--- ~
individual may also request that records containing inaccurate, 
cut-of-date, or misleading information be amended by correcting or 
expunging the inform<> tion. An agency rnay agree to a;;1end a record, or 
the ind.i\'idual may institut€ judicial action to try to compel an agency 
to ame~d a rdcord. 

c. Since there has been some misunderstanding concerning disposal of 
Fed~ral records in response to requests made pursuan~ to the Privacy Act, 
it is ;:ecess:J.r)' to s~ccify 1:hich records r~.ay be destroyed nd ),o..., 
dPs~r~:ti0n is to be accomplished, Records already accessioned int~ the 
~atianal Archiv~s are exempted irom the P~ivacy Act provision allo~ing, 
individuals to requ.ast th:.tt records relating to them be amended. ~lost 
~revisions of the Privacy Act :1pply only to thos~ syste~s of records 
~>hi.<:h :::re:- 11nd'~r the l~g;d co::1trol of ti:e ::-ii;ilia~i;-,g :1g~ncy; e.g., an 
agency's current operatinE files ar recor~s stored a! a Federal records 
center. 

~~ ~n ,.,-, ~ ........... . ·· Lie· ..................... . 
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, , ,d•. '·The guidel. listed :in par;agraph 4 are 

~ . ._ r f. 

provisions of the Federal Records Act and the Privacy Act as they relate to .,. 

the destruction of records as a result of requests for amendment. In addition, 

the guidelines are designed to ensure that records destroyed in response to 

Privacy Act requests do not warrant preservation for historical or other ·, 
purposes. 

4. Guidelines. The disposal of records in response to requests for individuals 

to a&Jend records under the Privacy Act must be carried out in accordance with 

chapter 33 of title 44, United States Code, and FPHR 101-11.406. Adherence to 

the following guidelines will ensure that these requirements are met. 

a. Data elements or file items may be amended, expunged, or removed from 

a file without submission of a Standard~orm 115 (Request for Records Dispositien 

Authority}, provided that the following conditions are met: (1) the individual .. 

formally requests such action; (2) the agency agrees to the action; and (3) the 

affected record is scheduled for destr~ction by a NARS-approved agency schedule 

or by a General Records Schedule. In ferms of these guidelines a data element 
I 

is a piece of information recorded on a document; e.g., block 3, date of birth, 
I 

on Standard Form 50, Notification of Personnel Action. A file items is a document 

with related attachments. 

b. If an agency wishes to destroy imroediately one or more co~plete file 

units (folders) or amend. r~move, or expunge documentation from a file not scheduled 

for destruction, the agency must submit a Standard Form 115 to the General Service~ 

Administration (NCD), Yashington, DC 20408, requesting authority for .such 

action. The Standard Form 115 must identify the file unit or specific documentation 

covered by the request. 

5. Cancellation. GSA Bulletin FP~ffi B-74 of January 17, 1978, is canceled. 

ROBERT H. WARNER 
Archivist of~the United States 

ALL FBI INFORMATION CONTAINED • 
HEREIN IS ~NCLASSIFED Jr... ~.,_.j 
DATE ~/i)l/~3 BY .~~a.!HJ ~UtuCC}/lJ 
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GENERAL. SERVICES ADMINISTRATION 

WASHINGTON, D. C. 2.0405 

GSA BULLETIN FPMR B-74 
ARCHIVES AND RECORDS 

• 
January I'l, 1978 

TO Head of Federal agencies 

SUIJJECT: Disposal of Federal records in response to requests made 
pursuant to the Privacy Act 

l. Purpose. This bulletin transmits revised guide! ines designed to ensure 
agency compliai~e with Federal records disposal requirements when re
sponding to requests to amend a record under provisions of the Privacy Act 
of 1974. 

2. Expiration date. This bulletin 1-dll remain in effect until superseded 
or canceled. 

a. Chapter 33 of title 44, United States Code, sets forth procedures 
for the disposal of records of the U.S. Government. Section 3314 of 
title ,14 provides that no records of the Government shall be alienated 
or destroyed by a Federal agency except in accordance with cl1apter 33. 
Under this chapter, Federal records may not be destroyed unless dis
posal is approved by the Archivist of the United States, as delegate of 
the Administrator of General Services. Procedures for obtaining the ncc
es sary approval are contained in FPMR 101-11 .406, 

b. ·nw Privacy Act permits an individual to examine records relating 
to him maintained in a system of records by Federal agencies. The 
individual may also request that records containing inaccurate, 
out-of-date, or misleading information be amended by correcting or 
expunging the information. An agency may agree to amend a record, or 
the individual may institute judicial action to try to compel an agency 
to amend a record. 

c. Since there has been some misunderstanding concerning disposal of 
Federal records i 11 response to requests made pursuant to the Privacy Act , 
it is necessary to specify which records may be destroyed and how 
destruction is to be accomplished. Records already accessioned into the 
National Archives are exempted from the Privacy Act provision allowing, 
individuals to request th;:tt records relating to them be amendeu. Host 
provisions of the Privacy Act apply only to those systems of records 
which are under the legal control of the originating agency; e.g., an 
agency's current operating files or records stored at a Federal records 
center. 
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GSA Bulletin a{ B-74 • ' . Januai':Y·l?-,.1978, 

d. '111e guidelines listed in paragraph 4 are designed to Clarify 
the provisions of the Federal Records Act and the Privacy Act as they 
relate to the destruction of records as a result of request for 
amendment. 

4. Guidelines. The disposal of records in response to requests from 
individuals to muend records under_ the Privacy ti.ct must be carried 
out in accordance with chapter 33 ot title 44, United States Code, and 
FPMR 101-11.406. Adherence to the following guidelines will ensure 
that these requirements are met. t 

I 
j 

a. Data elements within a docjnent or file item (a document with 
related attachments) may be amended: or removed if the agency agrees to 
the amendment. A data element is at piece of information recorded on 
a document; e.g. block 3, date of birth, on Standard Form 50, 
Notification of Personnel Action. 

b. Removal and destruction of ~i1 entire document or file item is 
p~rmitted if the agency determines ltfiat compliance with 5 U.S.C. 
552a(d) (2) requires such removal add destruction. 

c. A Standard Form 115, Request for Records Disposition Authority, 
must be submitted to the General Services Administration (NCD), 
Washington, DC 20408, in order to effect immediate destruction of: 

(1) A series of records or file units (folders) within a 
series which have been approved by NARS for SCiliC eventual disposition, 
or 

(2) Any records series or file units for which disposition 
has not been authorized. 

5. Cancellation. GSA Bulletin FPMR B-72 of August 10, 1977, is 
cance.l ed. 

,JJ\/11ES B. RHOAOS 
Archivist of the United States 

G,SA-DC-1e-Z75' 
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r· Memorandum 

Subject Date 

Records Disposition--ACTION MEMORANDUM April 16, 1982 

To 

Bureau Records Officers 
From ,r?~ /~,C d(/f..___ 
Terry App zei7ar, jfirector 
Library s aff 
Office of Information Technology 
Justice Management Division 

Reference the memorandum, dated September 2, 1981, from Vincent 
A. Lobisco, Assistant Director, Records Management, Records and 
Publications Staff, subject: Proposed Change in Records Center 
Accessioning Policy. Files maintenance and records disposition 
program functions were recently transferred to the Library Staff 
of the Justice Management Division (JMD}. The National Archives 
and Records Service (NARS) has issued a change in records center 
accessioning policy. Effective October l, 1982, Federal records 
centers will accept records for storage in the records centers 
only if those records will remain in the centers at least three 
years before their scheduled disposition. In cases where major 
problems may develop as a result of the implementation of this 
new policy, center directors will evaluate requests for an 
exception on an individual basis. Any request for an exception 
should be sent to the Records Management Services (RtvlS), Library 
Staff, Office of Information Technology, JMD. 

NARS is also proposing a change which would limit accessions 
solely to records transferred with an established date of 

( 

disposition. Please review the attached letter, dated April 5, 
1982, and furnish your comments to RMS no later than April 28, 
1982. Ne will prepare a Departmental reply to NARS. 

If you have any questions on the above subjects, please call 
Robert H. Yahn, Chief, RMS, at 724-6043. Also attached for your 
information is GSA Bulletin FPMR B-117, dated March 2, 1982, on 
the subject of Federal records retention requirements. 

2 attachments 

' ( 



ADDRESSEES 

Robert Scherrer, Chief 
Records Systems Section 
Records Management Division 
Federal Bureau of Investigation 
(Room 5644 JEH) 

Thomas E. Williams, Chief 
Documents, Distribution & Control Unit 
Management and Information Systems Branch 
Bureau of Prisons 
(Room 246 HOLC} 

James L. Greene, Chief 
Records Management Section 
Management Analysis Division 
Drug Enforcement Administration 
(Room 903C EYE) 

Cecil G. Christian, Jr., Chief 
Records Administration and Information Branch 
Immigration and Naturalization Service 
(Room 5122 CAB) 

Margaret L. Kaye, Chief 
Records Management Staff 
Office of Operations Support 
Office of Justice Assistance, Research 

and Statistics 
(Room 1004 IND) 

John A. Stanley, Chief 
Information Systems and Service Division 
United States Marshals Service 
(Room 272 TCC) 



General .---" National Arc:i:h:.-:iv::e-=-s-.---------------~ 
Services and 
Administration Records Service Washington, DC 20408 

April 5, 1982 

HEMORANDUM FOR ALL AGENCY RECORDS OFFICERS 

Because of recent budget cuts and severe space problems throughout the records 
center system, the Office of Federal Records Centers must reexamine its current 
accessioning policies. At present these policies allow us to accept scheduled 
records having contingent disposition instruct1 nnR. 1'hP r"h:me>P t.>P ,.,..,. rn,...s:!_deri'!"'~ 

would limit our accessions solely to records transferred with~an established date 
of disposition. 

The following are examples from current disposition schedules containing 
contingent disposition instructions: 

a. Transfer to Federal records center one year after certification of 
aircraft. Destroy when aircraft no longer exists. 

b. Transfer to Federal records center one year after completion of 
project. Destroy when all research needs are met. 

c. Transfer to Federal records center when two years old. Destroy one 
year after removal of entire commodity from the national stockpile. 

Although these contingent disposition standards cover disposable records, the 
disposition instructions are so vague that the end result is that records are 
maintained for an indefinite period. In addition, our experience indicates 
that records with a contingent disposition impose a considerable administrative 
burden on our records centers, requiring repeated contacts with the agency in 
an effort to determine whether the contingency has occurred and the records have 
become eligible for disposition. The requirement that accessions have an 
established date of disposition should promote turnover of records in center 
space, thereby alleviating apace problems, and reduce the cost of administering 
center holdings. 

While this change would prove beneficial to NARS, we believe there may be factors 
of which we are unaware that would result in the change having an adverse impact 
on your own operation. Before making a final decision we would like to receive 
your comments on how your agency would be affected by adoption of this new policy. 
Please provide us this information no later than May 3, 1982, so that we can 
utilize agency comments in determining our future course of action. 

If JOU~Ve any questions or feel you need further information on this matter, 
P,.lA"a~.e" call me on 724-1614. 

~·~ / .. 
G. N. SCABOO 
Acting Assistant Archivist 
for Federal Records Centers 

cc: Archivist of the United States 



'- .• 

National Archives 
and 
Records Service Washington, DC 20408 

HE::IORANDUH FOR ALL AGENCY RECORDS OFFICERS 

Because of substantial budget reductions and severe space problems throughout 
the records center system, the Office of Federal Records Centers has been 
reexamining all of its program areas. In an August 27, 1981, memorandum to 
agency records officers (copy enclosed), we requested your comments concerninn 
an accessioning policy change we were considering that records centers would 
accept for storage only those records that would remain in our centers at least 
three years before their scheduled disposition. This is a change from the 
present policy of accepting records having a minimum retention period in the 
centers of one year. 

We received numerous comments from various agencies and evaluated these carefully 
in making our decision. While many agencies anticipated no difficulties adjusting 
to such a change, others indicated serious problems could develop. Therefore, 
although we are aware this change in policy may cause problems for some of you, 
we feel some change in this area must be made because of our funding and personnel 
situation and this one should result in the least problems for the Federal 
community we serve as a whole. 

Therefore, effective October 1, 1982 1 Federal records centers will accept records 
for storage in the records centers only if those records will remain in our 
centers at least three years before their scheduled disposition. 

\ve should point out however that center directors will evaluate requests for an 
exception, on an individual basis, involving agencies where major problems may 
develop as a result of the implementation of this new policy. In making these 
decisions, center directors will be guided principally by the availability of 
space in their center, personnel resources required to accept and service the 
records involved, and the overall cost savings to the Federal government. 
Certainly, in many instances, it will not be possible to accept the records 
simply because space is not available for the agency to retain the records 
even though it will be more costly for the agency to make alternate storage 
arrangements. 

be assured that we will make every effort to minimize the impact of this 
1 change on your agency. Based on our future budget projections, however, 

n _ anticipate any easing of the present space and personnel situation, 
a ea .. t not in the foreseeable future. If you have any questions on this 
_han , please call me on 724-1614. 

SCABOO 
Acting Assistant Archivist 
for Federal Records Centers 

Enclosure 

cc: Archivist of the United States 
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AugU.st Z7, 19Sl 

MEMORANDUM FOR ALL AGENCY RECORDS OFFICERS 

Because of recent budget cuts and severe space problems throughout the records 
center system, the Office of Federal Records Centers is re-examining its current 
ac;cessionmg policy. At present that policy allows us to accept all scheduled 
records with a :retention period in the records centers of .one year or more. The 
change we are considering would limit our accessions to those records that would 

· remain in our centers at least three years before their scheduled disposal. 

While this change would .result in considerable savings to us by reducing the volume 
of our annual accessions by about 15%, it is felt that the impact on agencies should 
not be too severe. Data we have obtained from our NARS...S computer system 
indicates that for most agencies, the annual volume is small, particularly wh~ 
dispersed among many offices.. 

However, while this change could prove beneficial to NARS, we realize there may 
be factors of which we are unaware and this change therefore might have a 
negative ilnpact on your own operation. Before we make a final decision we would 
like your comments on how your agency would be affected if this new policy is 
adopted. Please provide this information to us no later than Septembex 15, 1981, 
so that your comments can become part o! our determination of a future course of 
action. · 

ve any questions or 
ll me on 72.4-1614. 

~ 
G. N. SCABOO 
Actmg Assistant Archivist 
for Federal Records Centers 

feel you need further information on this matter, 
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______________________ ........... .... 
GENERA~ERVICES ADMINISTRATION 

wl!KINQTON, D. C. l040S I 
GSA BULLETIN FPMR B- 117 
ARCHIVES AND RECORDS 

TO: Heads of Federal agencies 

SUBJECT: Federal records retention requirements 

March 2 t 1982 

1. PuEPose. This bulletin transmits guidelines designed to ensure agency 
compliance with the records disposition provisions of the Federal Records Act. 

2. Expiration date. This bulletin will remain in effect until superseded or 
canceled. 

3. Background. 

a. Chapter 33 of title 44, U.S. Code, provides procedures for the disposal 
of Federal records. Section 3314 of title 44 specifies that Federal Government 
records may be destroyed only in accordance with Chapter 33. Under this 
chapter, Federal records may be destroyed only after the Archivist of.the United 
States, as delegate of the Administrator of General Services, has approved the 
disposal. Procedures for obtaining the necessary approval are contained in 
FPMR 101-11.406. 

b. Agencies with program responsibility for Government-wide functions such 
as personnel, health and safety, and protection of nuclear materials have pub
lished regulations concerning records creation and records retention standards 
for the Federal sector. 

4. ~_Eplication. Records retention standards set by agencies other than NARS 
should be viewed as guidelines. They do not serve as the authority for records 
destruction unless incorporated into agency records control schedules approved 
by the Archivi~t of the United States or in General Records Schedules published 
by the General Services Administration. 

S. Agency action. Federal agencies wishing to apply records retention standards 
recommended by agencies other than NARS should request authority to do so follow
ing the procedures provided in FP~m 101~11.406. 

6. NARS action. NARS will attempt to analyze retention guidelines set by other 
agencies to determine the propriety of incorporating them into the General 
Records Schedules, which are mandatory for all Federal agencies (44 U.S.C. 3303a). 

7. Questions. Any questions regarding the contents of this 
addressed to the National Archives and Records Service (NC), 

GZ-{&lL/1t ?Yf;1vr,/ 
ROBERT M. WARNER 
Archivist of the United States 

GSA OC·OI2020t• 

f;b 3:lf~ -- I ~ 7 ' 
~'l.." • '" ··:•) 

bulletin should be 
Washington, DC 20408. 





.. Memorandum 

' 
I 

~re-Appointment Background Investigation 
· Feder a I Judges 1 MAR 1981 

Walter R. Wilson, Director 
Records and Publications Staff 
Justice Management Division 

For several years, the Federal Bureau of Investigation {FBI) has routinely 
provided to the Office of the Attorney General (OAG) copies of pre-appointment 
background investigation reports on Federal judge candidates. Between 
approximately September 1977 and April 1979, the OAG destroyed copies of 
reports on 712 then sitting Federal judges based on its belief that the 
original reports maintained by the FBI were the only official records. 
Because the report copies have since been determined by the Archivist of 
the United States to constitute record material warranting permanent 
retention (December 4, 1980 letter to my staff), we request the assistance 
of the FBI in reconstructing the destroyed files. 

Attached is a list of the 712 Federal judges whose pre-appointment background 
investigation report copy needs to be replaced. Since the report copies will 
not be transferred to the records center until the judge leaves the ben~h, 
the reconstruction work can be done over a period of several yea~s:~· r 1 ingly, I propose the following action for your approval: ~~~ 

1. The FBI would utilize the attached list to immediately .·· .,.(y~"--~'1~~ · 
segregate the original reports on these individuals from any other ~~ 
files in its possession which may become eligible for destruction. 

2. The OAG would request the FBI to furnish it with another copy of 
each-report at the time the individual's fil~ )f~ue to be trans-
ferred to the records c~-~6 / ~ _,-:J~g~ ~, / ___ ;:rQ~ 

3. The FBI would duplicate'Vi~~7};{f';'n question, send the c{py'f:'6ec. 
OAG, and dispose of the original in accordance with Nation:a1 Archives 
and Records Service approved procedures relating to the original ... , 
reports. ·t§ Mill 8 1984 

I believe that implementation of the above procedures will permit ttf~ tG-- ~
perform the required work with a minimum of cost and effort. If you have any 
questions on this subject, please contact Vincent A. Lobisco, As~istant 
Director, Records Management, at 724-7839. 

vt: ~~.#~ocT 1 o ~il :~.~~r~!f~~;:!~~e fw;tr 
~ ~ :}A.£_ L- 37~'=- -f~ 
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Approve: Date: 

Wi 11 iam L. Bailey 
Assistant Director 
Records Management Division 
Federal Bureau of Investigation 

Disapprove: Date: 
William L. Bailey 
Assistant Director 
Records Management Division 
Federal Bureau of Investigation 

Other: 

Attachment 

\ 
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. Memorandu~ 

Subjea 

Expungement Matters 

To 

John A. Mintz 
Assistant Dir~ctor - Legal 

Counsel 

· .. ~;· 

JJL I 8 1984 

From 

Rhoda-R. Mancher 
Deputy Assistant Attorney 

General 
Federal Bureau of Investigation Office of Information Technology 

Justice Management Division 

Your June 14, 1984 memorandum to the Assistant Attorney General for 
Administration, Justice Management Division (JMD), on the above 
subject, has been referred to my office for a reply. 

We expect to 
meet with OIP representatives shortly. Their expertise should give 
a new perspective and impetus to developing a DOJ policy consensus. 
Within the fteKC ~ days, we will provide you a more substantive 
report of our progress and plens ~ communicate further with other . 
affected DOJ components on this matter. 

Thank you for your continuing support of our efforts. Questions on 
this subject may be referred to Robert M. Yahn, Chief, Records 
Management Services, Library Staff, who can be reached on 724-6043. 
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