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The MMS Records Officers met in Denver from October 14-17 in the Columbine Room to continue the process of updating the Records Management Handbook.  Earlier this year,  Carole deWitt, MMS Records Manager, issued an update of the administrative chapters (Chapters 1-8) of the Handbook electronically to  all MMS staff.  If you have not done so, please print out the new Chapters 1-8, remove the old Chapters 1-8, and insert the new chapters into your Handbook.  (See the bottom of p. 2 for new Handbook chapters.)
At the October meeting, the Records Officers concentrated on updating the chapters for program mission records.  Offshore’s mission records are found in Chapters 9-17 and MRM’s are located in Chapter 18 of the Handbook.
The Records Team participants (Team) were Carole deWitt, MMS Records Manager – Herndon; Nola Freeman, MRM Records Officer – Denver; Mike Autobee MRM Records 
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       Tina Huffaker (Offshore Records Officer-Alaska), Bill     

        Fellers (Offshore Records Officer-New Orleans), Grace 
        Hawayak (Offshore Records Officer), Clare McDowell  
        (WASC Records Officer – Denver) reviewing proposed 

        schedule changes being projected onto the wall of the 

        Columbine Conference Room.  In the background, 

        Laurie Sletten, Senior Records Analyst, NARA – 

        Denver.
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Management Analyst –  Denver; Grace Hawayak, Offshore Records Officer – Herndon; 

Bill Fellers, Offshore Records Officer – New Orleans; Christina Huffaker, Offshore Records 

Officer – Anchorage;  Janice Hall, Offshore Records Officer – Camarillo; Clare McDowell, 
Records Officer, WASC – Denver; and  Germaine Hawkins, SASC – New Orleans.  
Laurie Sletten from the National Archives and Records Administration (NARA) – Denver provided information to the Team on a new initiative from NARA called “Flexible Scheduling.”   Its goals are (1)  to empower agencies to determine for themselves how to best manage their records and (2)  to streamline the records scheduling and appraisal process for agencies and NARA.  
Flexible Scheduling will provide some real benefits for MRM.   
· It will allow MRM to group information or larger categories of records in its records schedule.

Schedule items now have divisions, 
subdivisions, and subdivisions of the 
subdivisions, which provide narrow 
categories for filing.  If information does not 

appear to “fit” a series description in the 
Handbook, then MRM staff may file  
records in a schedule item that is “close” or 
it will be determined to be “unscheduled.”
It will be easier to locate an appropriate file code or “home” for the records with broader groupings or categories of records in the Handbook.
· It will allow the MMS records control schedule to be “media neutral.”
In addition to the Indian/Federal split, 
several items in Chapter 18 are further 
subdivided into paper, microfilm, optical 
disk, and magnetic tape -- all requiring 

different file codes.  Each media type has its 

own file code. 
Under flexible scheduling, MRM has the responsibility of identifying the official record copy without regard for the media of the record.  The series description and retention period would be the same no matter how the information is recorded.  
· It will make filing and locating information easier.

The filing system under Flexible Scheduling 

will be more straight-forward making it less 

time-consuming to file and  easier to find 
information.
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· It will pave the way for MMS to use an electronic recordkeeping system.
Electronic recordkeeping systems do not 

function well if the records control schedule 

has several levels for file codes.  
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      Jim Thorpe, great American athlete.

      (Sac and Fox)  Trivia question:   Why 
     does he have the “C” on his football jersey?
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NARA – Denver, Native American Genealogy


(303) 407-5740





            �EMBED Outlook.FileAttach���





Some Sources of Native American Genealogy 


(In honor of American Indian/Alaska Native Heritage Month)








1.  National Archives and Records Administration       a.  general 


� HYPERLINK "http://www.archives.gov/research_room/genealogy/research_topics/native_american_records.html" ��http://www.archives.gov/research_room/genealogy/research_topics/native_american_records.html�


b.  publications                        � HYPERLINK "http://www.archives.gov/publications/guides_and_finding_aids.html#amindians" ��http://www.archives.gov/publications/guides_and_finding_aids.html#amindians�    � HYPERLINK "http://www.archives.gov/publications/microfilm_catalogs.html#indian" ��http://www.archives.gov/publications/microfilm_catalogs.html#indian�  (Note:  This is a great resource!!)


c.  purchasing microfilm publications from NARA � HYPERLINK "http://www.archives.gov/publications/how_to_order_microfilm.html#order" ��http://www.archives.gov/publications/how_to_order_microfilm.html#order�


d.  renting microfilm publications from NARA


� HYPERLINK "http://www.archives.gov/publications/microfilm_catalogs/how_to_rent_microfilm.html" ��http://www.archives.gov/publications/microfilm_catalogs/how_to_rent_microfilm.html�





2.  Cyndi’s List


 Includes history and culture, people and families, 


 publications and software, libraries and archives, 


 specific Tribal resources, and records.


 � HYPERLINK "http://www.cyndislist.com/native.htm" ��http://www.cyndislist.com/native.htm�





3.  Index of Native American Genealogy Resources on 


     the Internet


� HYPERLINK "http://www.hanksville.org/NAresources/indices/NAgenealogy.html" ��http://www.hanksville.org/NAresources/indices/NAgenealogy.html�





4. Native American Genealogical Research and 


    Publishing Company


� HYPERLINK "http://www.nagrpubco.net/" ��http://www.nagrpubco.net/�





5.  Oklahoma Historical Society


� HYPERLINK "http://www.ok-history.mus.ok.us/" ��http://www.ok-history.mus.ok.us/�





6.  U. S. GenWeb – Native American Resources


http://www.rootsweb.com/~usgwnar/





7.  And finally, go to � HYPERLINK "http://www.google.com" ��www.google.com� and type in either Native American Genealogy or American Indian Genealogy
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NEW  Chapters 1-8


of the Handbook





� EMBED Package  ���














NARA – Ft. Worth, Native American Genealogy


(817) 831-5620
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Reminder


(from the Associate Director, Minerals Revenue Management)





-----Original Message-----


From:	Querques Denett, Lucy 


Sent:	Tuesday, November 19, 2002 9:59 AM


To:	MRM QSC


Subject:	 Records Retention








Until further notice and until additional guidance is received from the Deputy Secretary's office, all records must be retained and nothing should be destroyed.  This includes all Federal records and all records subject to destruction under a records management plan.  When additional guidance is received, we will let you know.
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DEPARTMENT OF THE INTERIOR
MINERALS MANAGEMENT SERVICE MANUAL

Transmittal Sheet

Release No. 288 ' September 22, 2003

Subject: Administrative Series
Part 380 Records Management
Chapter 2 Maintenance, Use, and
Disposition--Handbook

EXPLANATION OF MATERIAL TRANSMITTED:
This release transmits a portion of the records management handbook. This release

incorporates the current General Records Schedule into the Minerals Management
Service disposition schedule.

/s/

Associate Director for
Administration and Budget

FILING INSTRUCTIONS:
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Handbook: Handbook: |
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380 2 C-1- 165 380 2 C-1- 288 ‘ \
C-62 187 C-62
C-16 235
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Records Management

MMSM 380.2 H

Description of Records

Disposal Instructions

CHAPTER 1. RECORDS COMMON TO MOST OFFICES
This chapter groups two types of file material, nonrecord and record.

SECTION 1. NONRECORD MATERIAL

This section defines the types of documents which are considered nonrecord and
provides standards for their disposition. Nonrecord materials have no documentary or
evidential value. They are: (1) duplicate copies of the official record copy; (2) printed or
processed materials of which only the master copy is considered official; or (3) transitory

material which ceases to have any value after its contents are incorporated or adequately

summarized in other documents (e.g., preliminary drafts, shorthand notes, worksheets,
etc.). Retention of nonrecord material is not required.

Nonrecord material accumulates in offices as a convenience to personnel but should be
kept to a minimum. Most of this material should be destroyed without filing. If, however,
nonrecord material is filed, it should be kept separately from official records.

The following series cover nonrecord materials common to all offices.

Files Inventory and Disposition Plans.

Form MMS-1933, which reflects file categories and disposal instructions, and other
information about the files accumulated at an individual file station.

Cut off at close of fiscal year.
Maintain as an inventory of files cutoff
for the fiscal year. Destroy when all
related records are destroyed.
NC1-57-84-7

Reading or Chronological Files.
Copies of correspondence and other documents prepared and maintained by originating
office, used solely as a reading or reference file.

High-Level Officials.
See Item 103-01a for positions involved.

Others.

Cut off at close fiscal year.

Destroy 5 years after cutoff. N1-473-
88-1

Destroy 1 year after cutoff or after
reference value has been exhausted,
whichever is sooner. NC1-57-84-7

Suspense Files.

Documents arranged in chronological order as a reminder that an action is required on a
given date or that a reply Lo action is expected and, if not received, should be traced on a
given date. The following are examples of suspense files:

A Note or Other Reminder to Take Action.

The File Copy, or an Extra Copy of an Outgoing Communication, Filed by the Date
on Which a Reply is Expected.

Destroy after action is taken. GRS
23.6a

Withdraw documents when reply Is
received. If suspense copyis an
extra copy, destroy immediately. If
suspense copy is the file copy,
incorporate it into the official files.

GRS 23.6b

Item
No.
100 -
101 -
101 - 01
101 - 02
101 - 03
101 - 04

Reserved.

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)
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Records Management

MMSM 380.2 H

Description of Records

Disposal Instructions

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
follow:

Requests for Information or Publications.

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

Letters of Transmittal.

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 from
transmitted materiai.

Quasi-Official Notices.

Quasi-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.

Cut off monthly. Destroy when 3
months old. GRS 23.7

Cut off monthly. Destroy when 3
months old. GRS 23.7

Cut off monthly. Destroy when 3
months old. GRS 23.7

Cut off monthly. Destroy when 3
months old. GRS 23.7

Tracking and Control Files.

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

Destroy or delete when 2 years old, or
2 years after the date of the latest
entry, whichever is applicable. GRS
23.8

Directives/Publications--Reference Copies.

Select copies of internal directives and publications.

Keep copies at a minimum necessary
for official reference use. Destroy
when superseded, obsolete, or no
longer needed for reference. NC1-57-
84-7

Directives/Publications of Other Government Agencies.

Copies of external regulations and publications, including congressional documents,
Office of Management and Budget Circulars, Code of Federal Regulations, Federal
Register Notices, GSA publications, Departmental Manual releases, etc.

Destroy when superseded, obsolete,
or in the case of bound volume, when
not needed for library purposes. NC1-
57-84-7

Non-Government Publications.

Publications of commercial firms, private institutions, and vendors, including catalogs,
brochures, price lists, and similar materials.

Destroy when superseded or
obsolete. NC1-57-84-7

Library Materials.

Copies of books, pamphlets, journals, and similar materials. Include copies of MMS
scientific and technical reports designated with officially assigned numbers, that are
maintained by Offshore Minerals Management. (Note that official copy of such reports is
filed in the sponsoring or regional office and disposed of in accordance with the subject
matter series disposition.)

Destroy when superseded, obsolete,
or no longer needed for reference.
Refer items of potential value to
librarian for disposition. N1-473-88-1

Item
No.
101 - 05
101 - 06
101 - 07
101 - 08
101 - 09
101 - 10
101 - 11

Technical Reference Files.

Copies of reports, studies, special compllation data, drawlings, perlodicals, clippings, etc.,
which are needed for reference and information purposes. Prepared internally and
externally.

Keep copies at a minimum necessary
for official reference use. Destroy
when superseded, obsolete, or no
longer needed for reference. NC1-57-
84-7

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)






Records Management

MMSM 380.2 H

Item Description of Records Disposal Instructions
No.
101 - 12 Finding Aids (or Indexes).
9 . ( . ) " . . Destroy or delete with the related
Indexes, lists, registers, and other finding aids used only to provide access to records 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 information source apart fr
the related records.
102 - SECTION 2. ADMINISTRATIVE MANAGEMENT RECORDS
The records described below consist of originals or copies of correspondence and other
papers of a general nature on a wide variety of subjects. They contain policy, procedures, «
general information and are filed by the subject matter. These records are arranged
according to the Subject File Classification System contained in thie handbook.
102 - 01 "Mission" Subject Files. )
o , . ) ) o ) Cut off at close of fiscal year.
Mission subject files document the primary functions and responsibilities of an office.
- a " Program Functi .
) g ) netions o . ) : ) . Transfer to the servicing Federal
Mission files created and maintained in offices whose primary function directly relates to Records Center (FRC) 3 years after
Offshore Minerals or Minerals Revenue Management activities or programs. Surname cop cutoff. Destroy 30 years after cutoff.
NC1-57-84-7
- b Administrative Functions.
R . . ) . L " ~ Transfer to FRC 2 years after cutoff.
Mission files created and maintained in offices whose primary function involves administrati Destroy 6 years after cutoff. NC1-57-
support activities such as personnel, procurement, property, transportation, travel, 84-7 '
communications, budget, and similar internal administrative management functions. Surnar
copy.
- c Director's General File.
) . . _ Permanent. Transfer to FRC 2 years
A central file of all outgoing correspondence signed by the Director, MMS. Arrange after cutoff. Transfer to National
chronologically by subject. Surname copy. Archives in 5 year blocks when 20 year:
old (e.g., offer 1981-85 block in 2006.
Volume 5 feet. Annual accumulation
2.5 feet. N1-57-84-7
- d Director's Chron File. Destroy 5 vears aft toff. N1-473
A central file of all correspondence signed by the Director. Arrange chronologically. 86?-5:1 rov'o vears after cut oft.
- e Other Copies. . . § Lo X . Destroy 2 years after cut off. (May be
(For use only by offices whose official office record copy is filed in a central file). extended with concurrence of the
Records Manager.) N1-473-88-1
102 - 02 Office Administrative Files.

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, statting, procedures, and
communications, including facsimile machine logs; the expenditure of funds, including budg
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 w
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 tt
office. NOTE: This is not applicable to the record copies of organizational charts, functiona
statements, and related records that document the essential organization, staffing, and
procedures of the office, which must be scheduled prior to disposition by submitting a
Standard Form (SF) 115 to the National Archives and Records Administration (NARA).

Destroy when 2 years old. GRS 23.1

Supersedes Release No. 187
Date: September 22, 2003 (Release No. 288)
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Records Management , MMSM 380.2 H

Item Description of Records Disposal Instructions
No.
101 - 12 indi .
0 Finding ﬁ.\lds (orllndexes) o . . Destroy or delete with the related
Indexes, lists, registers, and other finding aids used only to provide access to records 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 information source apart
from the related records.
102 - SECTION 2. ADMINISTRATIVE MANAGEMENT RECORDS
The records described below consist of originals or copies of correspondence and other
papers of a general nature on a wide variety of subjects. They contain policy,
procedures, or general information and are filed by the subject matter. These records are
arranged according to the Subject File Classification System contained in this handbook.
102 - 01 "Mission" j iles.
0 MIS‘SIOH s.’Ubje.Ct Files ) ) N . Cut off at close of fiscal year.
Mission subject files document the primary functions and responsibilities of an office. )
i Pfogram. Functions. . . ) - . . Transfer to the servicing Federal
Mission files created and maintained in offices whose primary function directly relates to Records Center (FRC) 3 years after
Offshore Minerals or Minerals Revenue Management activities or programs. Surname cutoff. Destroy 30 years after cutoff.
copy. NC1-57-84-7
A'.Jm.m'sfmtwc Functions. o ) o Transfer to FRC 2 years after cutoff.
Mission files created and maintained in offices whose primary function invoives Destroy 6 years after cutoff. NC1-57-
administrative support activities such as personnel, procurement, property, transportation, 84-7
travel, communications, budget, and similar internal administrative management
functions. Surname copy.
) Director s_ General F'Ie" . ) Permanent. Transfer to FRC 2 years
A central file of all outgoing correspondence signed by the Director, MMS. Arrange after cutoff. Transfer to National
chronologically by subject. Surname copy. Archives in 5 year blocks when 20
years old (e.g., offer 1981-85 block in
2006. Volume 5 feet. Annual
accumulation 2.5 feet. N1-57-84-7
- Di 's Cl ile.
irector's Chron File , . , Destroy 5 years after cut off. N1-473-
A central file of all correspondence signed by the Director. Arrange chronologically. 88-1
- Other Copies.
ther Copies . N ' o i Destroy 2 years after cut off. (May be
(For use only by offices whose official office record copy is filed in a central file). extended with concurrence of the
Records Manager.) N1-473-88-1
102 - 02

Office Administrative Fll,es', . . ) " . Destroy when 2 years old. GRS 23.1
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 workioad reports
(including work progress, statistical, and narrative reporte 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. NOTE: This is not applicable to the record
copies of organizational charts, functional statements, and related records that document
the essential organization, staffing, and procedures of the office, which must be
scheduled prior to disposition by submitting a Standard Form (SF) 115 to the National
Archives and Records Administration (NARA).

Supercedes Release No. 187

Date: September 22, 2003 (Release No. 288)






Records Management

MMSM 380.2 H

Item
No.

Description of Records

Disposal Instructions

103

SECTION 3. DAILY ACTIVITIES

103

01

Schedules of Daily Activities.

Calendars, appointment books, schedules, logs, diaries, and other records documenting
meetings, appointments, telephone calls, trips, visits, and other activities of Federal
employees while serving in an official capacity, EXCLUDING materials determined to be
personal.

High-Level Officials.

Records containing substantive information relating to official activates, the substancc of
which has not been incorporated into official files, EXCLUDING records relating to the
official activities of high Government officials. MMS high-level officials are: Director,

Deputy Director, Chiefs of Offices, Associates, Deputy Associates, and Regional Directors.

Other Than High Level.

Records documenting routine activities containing no substantive information and records
containing substantive information, the substance of which has been incorporated into
organized files.

Cut off annuaily. N1-473-88-1

Hold 5 years and transfer to FRC.
Destroy 20 years after cutoff. N1-473~

88-1

Destroy or delete when no longer
needed for convenience of reference.
N1-473-88-1 GRS 23.5b

104

SECTION 4. ELECTRONIC COPIES

Clectronic 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 Chapter 1 of this schedule. Also includes electronic copies of records
created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

GRS 23.10

104

01

Electronic Mail and Word Processing System Copies.

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.

Other Copies.
Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Destroy/delete within 180 days after
the recordkeeping copy has been
produced. GRS 23.10a

Destroy/delete when dissemination,
revision, or updating is completed.
GRS 23.10b

200

CHAPTER 2. PLANNING AND MANAGEMENT RECORDS

The records described in this chapter relate to the general management. planning.
organization, and direction of MMS activities. They are created in the course of
developing management improvement functions and records management activities.
Protect personal data. See Chapter 6, Special instructions, of this handbook.

201

SECTION 1. PROGRAM PLANNING AND MANAGEMENT

201

01

Management Objectives Files.

Documents that accumulate from the process of establishing and reporting on short-, mid-
and long-range management obiectives/plans. Include secretarial, directorial, divisional,
and locally monitored objectives. Records reflect the establishment of time frames to
accomplish objectives (specific tasks), reports on progress, major problems, and
accomplishments in meeting the management objectives established by the plans, fact
sheets, and related documents and correspondence.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

Cut off at close of fiscal year in which
plan is superseded.





Records Management

MMSM 380.2 H

Description of Records

Disposal Instructions

Office Responsible for Consolidation and Submission of the Plan.

Contributing, Commenting, or Coordinating Offices. -

Destroy 10 years after cutoff. NC1-57-
84-7

Destroy 2 years after cutoff or when
no longer needed for reference,
whichever is earlier. NC1-57-84-7

Management Survey Files,

Records of such staff studies or management improvement projects as analyses of
administrative policies and procedures, staff-year surveys, internal and external reviews,
assessments, audits, evaluations, and inspections; ADP risk analyses; organization and
methods studies; record management studies; work simplification and standardization
studies; and workload and work distribution analyses. Include project authorizations and
descriptions, intermediate progress reports and correspondence, final survey reports, and
documentation of actions taken as a direct resuit of the survey.

Office Conducting the Survey.

Offices Surveyed.

Cut off at close of fiscal year in which
action is completed on survey.
Destroy 10 years after cutoff. N1-473-
88-1

Destroy on completion of next
comparable survey or when no longer
needed for reference. N1-473-88-1

Management Survey Background Files.

Records accumulated in the collection of data for or during a management survey or staff
study. Include notes, statistical data, feeder reports, working documents, copies of
directives and operating procedures, charts, and similar material collected for fact-finding
or hackup purpnses.

Destroy 6 months after final action on
project report or 3 years after
completion of report if no final action
is taken. NC1-57-84-7

Management Statistical Hourly Reports Files.

Computer printouts containing statistical data, by project, on employee hours/percent of
hours spent in the various budgetary categories. Used for comparison and decision
making in budget and workforce planning. Arrange chronologically by pay period.

Cut off at close of fiscal year. Destroy
2 years after cutoff or when no longer
needed for reference, whichever is
earlier. NC1-57-84-7

Management Information Report Files.

Records created in the preparation, coordination, and consolidation of weekly, monthly,
etc., reports. Includes narrative information on program, personnel, and management
activities, as well as statistical data, such as number of active leases and/or permits,
number of inspections conducted, etc.

Weekly, Monthly, etc.

Annual Reports.

Cut off at close of fiscal year in which
report is issued.

Destroy 3 years after cutoff. NC1-57-
84-7

Destroy 10 years aiter cutoit. NT1-57-
84-7

Item
No.
201 - 01
201 - 02
201 - 03
201 - 04
201 - 05
201 - 06

Committee and Conference Records.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

Cut off at close of fiscal year.






Records Management

MMSM 380.2 H

Item
No.

Description of Records

Disposal Instructions

201

- 06

a

c(1)

Official File.

Documents relating to the establishment, organization, membership, policy, and
termination of committees, conferences, and meetings reflecting the official position of
the MMS on issues discussed, and agendas, minutes, final reports, and related records.

Internal Committees.
Records relating to eatablishment, organization, membership, and policy of internal
committees.

Records Created by Committees.

Agenda, Minutes, Final Reports, and Related Records.

Documenting the accomplishments of official boards and committees, EXCLUDING
those maintained by the sponsor or Secretariat. (Note: Records maintained by the
sponsor or Secretariat are potentially permanent and must be scheduled by submission
of an SF 115 to NARA.)

All Other Committee Records.

Note: Records created to comply with the provisions of the Government in the Sunshine
Act, including transcriptions and minutes of closed meeting, electronic recordings for
which verbatim transcripts do not exist, and annual reports to Congress describing the
agency's compliance with the act, are permanent records and must be scheduled by
submission of an SF 115 to NARA.

Records Maintained by Agency Committee Management Officers.

Records for committees established under the Federal Advisory Committee Act,

including copies of charters, membership lists, agendas, policy statements, and materiaf
required to be available for public information. (Note: This item does not apply to records
maintained at the General Services Administration (GSA) or records covered elsewhere

in this schedule.)

Permanent. Transfer to FRC 5 years
after cutoff. Transfer to NARA in 5-
year blocks when 20 years old. N1-
473-88-1

Destroy 2 years after termination of
committee. GRS 16.8a

Destroy when 3 years old. GRS
16.8b(1)

Destroy when 3 years old. GRS
16.8b(2)

Destroy 5 years after termination of
committee. GRS 16.8¢

201

Organizational Files.

Organizational charts, reorganization studies, and graphic illustrations which provide a
detailed description of the arrangement and administrative structure of the functional
units of MMS. Reorganization studies are conducted to design an efficient organizational
framewaork most suited to carrying out the MMS programs. Include material such as final
recommendations, proposals, briefing books, transition materials, position papers, and
staff evaluations. )

Official Copy.

Secondary Action Offices.

Other Copies.

Cut off at close of fiscal year.

Permanent. Transfer to FRC 5 years
after cutoff. Transfer to NARA in 5-
year blocks when 20 years old.
Volume 6 feet. Annual accumulation
.5 foot. NC1-57-84-7

Hold 5 years. Transfer to office
responsible for maintenance of official
record to designate as Permanent any
records of a continuing value. NC1-
57-84-7

Destroy 2 years after cutoff. N1-473-
88-1

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)





Records Management

MMSM 380.2 H

Description of Records

Disposal Instructions

Management Control Records.

Records created in accordance with procedures mandated by OMB Circular A-123,
Internal Control Systems, and P.L. 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.

Policy, Procedure, and Guidance.

Copies of internal directives maintained by MMS internal control staff (but not those
copies maintained in the official file of internal directives); external directives, such as
OMB Cijrcular A-123; and correspondence outlining policy and procedure for performing
management reviews.

Management Control Plans.
Comprehensive plans documenting the agency's efforts to ensure compliance with OMB
Circular A-123.

Risk Analyses.

Reports and supporting materials used to document review of program areas for
susceptibility to loss or unauthorized use of resources, errors in reports and information,
and illegal and unethical actions.

Annual Reports.

Annual reports and assurance statements created by organizational components below
the agency (department or independent agency) level and compiled by the agency into a
single unified report for direct submission to the President or Congress. (Note: This item
does not cover the consolidated final reports submitted directly to the President or
Congress. The final reports must be scheduled by submitting an SF 115 to NARA.)

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.

Review Files.

Correspondence, reports, action copies of audit findings, and other records that identify
program intemal control weaknesses, and corrective actions taken to resolve such
problems. Since A-123 provides for alternative internal control reviews under OMB

Circulars A-76, A-127, or A-130, this item also applies to copies of these reviews,
pravided they are identified as alternative reviews in the management control plan.

Office with Responsibility.
Office with responsibility for coordinating internal control functions.

Copies.

Copies maintained by other offices as internal reviews. (Note: Alternative reviews such
as computer security reviews and management and consultant studies may need to be
kept longer than provided in Item GRS 16/14f(2). This item applies only to copies
maintained as internal reviews.)

Cut off at close of fiscal year.

Destroy when superseded. GRS
16.14a

Destroy when superseded. GRS
16.14b

Destroy when superseded. GRS
16.14c

Cut off closed files annually. Destroy
after noxt review cycle. GRS 16.14d

Cut off at end of fiscal year. Destroy
1 year after report is completed. GRS
16.14e

Cut off when no further corrective
action is necessary. )

Destroy 5 years after cutoff. GRS
16.14(1)

Destroy 1 year after cutoff. GRS
16.141(2)

Item
No.

201 - 08
- a
- b
- C
- d
- e
- f
. (1)
- f(2)

201 - 09
- a

Administrative Issuances.

Notices.
Notices and other types of issuances related to routine administrative functions (e.g.,
payroll, procurement, personnel).

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)

Destroy when superseded or
obsolete. GRS 16.1a
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Item
No.

Description of Records

Disposal Instructions

201 -

09

b

Case Files Related to "a.”

Case files related to (a) above that document aspects of the deveélopment of the
issuance. (Note: Record sets for formal directives, procedural and operating manuals,
publications, and management improvement reports submitted to the Office of -
Management and Budget (OMB), and the case files documenting their development are
potentially permanent records and must be scheduled by submission of an SF 115 to
NARA.)

Destroy when issuance is destroyed.
GRS 16.1b

201 -

10

Project Control Files.
Memoranda, reports, and other records documenting assignments, progress, and
completion of projects.

Destroy 1 year after the year in which
the project is closed. GRS 16.5

201 -

11

Feasibility Studies.

Studies conducted before the installation of any technology or equipment associated with
information management systems, such as word processing, copiers, micrographics, and
communications. Studies and system analyses for the initial establishment and major
changes of these systems. Such studies typically include a consideration of the
alternatives of the proposed system and a cost/benefit analysis, including an analysis of
the improved efficiency and effectiveness to be expected from the proposed system.

Cut off at the end of fiscal year.
Destroy 5 years after completion or
cancellation of study. GRS 16.9

202 -

SECTION 2. RECORDS AND INFORMATION MANAGEMENT
These records relate to the history of MMS and the planning and management of
information programs. :

202 -

01

Local Internal Directives Record Set.

Official file copy of each formal Field Office Supplement (FOS) policy and procedural
issuance published by an office. Inciude documents relating to the preparation, review,
clearance, pubiication, and distribution of each internal directive and release number.
Arrange by type of directive and release number. See ltem 101-07 for sets of directives
maintained for reference.

Office Responsible for Issuance.

Copy Maintained by Directives Officer.

Cut off superseded FOS at close of
flscal year. Destroy 10 years aller
cutoff. NC1-57-84-7

Destroy upon receipt of revised
directive. NC1-57-84-7

202 -

02

External Directives Record Set.

Official file copy of each external issuance published by MMS to provide policy and
procedural instructions for lessees, permittees, or operators. Include all formal external
issuances, such as Regulations, Notices to Lessees and Operators, Federal Register
Notices, and Safety Alert Notices. In addition to the record set maintained by the issuing
office, identical record sets will be maintained by each Region. Arrange by directive type
and identification number.

Permanent. Place in inactive file after
signature or publication in the Federal
Register. Transfer to FRC 3 years
after cutoff. Transfer to NARA in 5-
year blocks when 20 years old.
Volume 5 feet. Annual accumulation
1 foot. NC1-57-84-7

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)
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Item Description of Records Disposal Instructions
No.
202 - 03 External Directives Development History Files.’

Documents relating to the utilization, preparation, review, clearance, publication,
distribution, and revisions of Regulations, Notices to Lessees and Operators, and Safety
Alert Notices, and external directives of other Agencies. Include.a copy of each draft,
material regarding clearance/concurrence in draft directives and other coordinating
actions, comments by outside organizations (e.g., lessees, permittees, and operators)
(verbal comments should be documented), and a copy of the final issuance. Intemal
comments are segregated from public comments. All related documents are
consolidated al one location when rule making aclions are cumplete. Arrange by type of

issuance and identification number.

- a Reguiations.

- b OCS Order No. 12.

- c Notices to Lessees and Operators.

- d Safety Alert Notices.

- e Copies of a-d Above.

- f Submitter's File of Review Comments on a-d Above.

- g Other Agency Directives.

Permanent. Place in inactive file
when canceled or superseded.
Transfer to FRC 3 years after cutoff.
Transfer to NARA in 5-year blocks
when 20 years old. Volume 10 feet.
Annual accumulation 2 feet. NC1-57-
84-7

Permanent. Place in inactive file
when order is rescinded, superceded
or obsolete. Transfer to FRC 3 years
after cutoff. Transfer to NARA in 5
year blocks when 20 years old.
Volume 5 feet. Annual accumulation
2 feet. NC1-57-84-7

Place in inactive file when notice is
rescinded, superseded, or obsolete.

If volume is sufficient, transfer to FRC
3 years after cutoff. Destroy 10 years
after cutoff. NC1-57-84-7

Destroy when superseded or
obsolete. NC1-57-84-7

Place in inactive file after clearance
package has expired. Destroy 2
years after expiration. NC1-57-84-7

Destroy when superseded or
obsolete. N1-473-88-1

Destroy when superseded or obsolete.

202 - 04 Forms Files.

- a Record Copy.
One record copy of each form created by an agency with related instructions and
documentation showing inception, scope, and purpose of the form.

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)

Cut off at the end of fiscal year.

Destroy 5 years after related form is
discontinued, superseded, or
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Dispeosal Instructions

Item Description of Records
No.
202 - 04 b Background Materials. .
. — I ; Destroy when related form is
Background materials, requisitions, specifications, processing data, and control records. discontinued, superseded, or
canceled. GRS 16.3b
202 - 05 Reports Control Files.
eports wonre THes N Cut off at the end of fiscal year.
Case files maintained for each agency report created or proposed, including public use Destroy 2 years after the report is
reports. Included are clearance forms, including OMB 83 (formerly SF 83), copies of discontinued. GRS 16.6
pertinent forms or descriptions of format, copies of authorizing directives, preparation
instructions, and documents relating to the evaluation, continuation, revision, and
discontinuance of reporting requirements.
202 - 06 Project Control Files. . :
! . . Destroy 1 year after the year in which
Memoranda, reports, and other records documenting assignments, progress and the project is closed. GRS 16.5
compietion of projects.
202 - 07 Records Disposition Files. )
e ) . N Cut off at close of fiscal year.
Descriptive inventories, disposal authorizations, schedules, and reports.
- a Basic Documentation of Records Descriptions and Disposition Programs.
Include SF 115, 135, 258, and related documentation
- a(1) SF 115s That Have Been A ved by NARA. .

M s That Have Been Approved by Destroy 2 years after supersession.

GRS 16.2a(1)
- a(2) Other Records.

@ er Records Destroy 6 years after the related
records are destroyed or after the
related records are transferred to the
NARA whichever is applicable. GRS
16.2a(2)

- b Routine Correspondence.
. P Destroy when 2 years old. GRS 16.2b
Routine correspondence and memoranda.
202 - 08 Files Inventory and Disposition Plans. .
v . P ) . . ) ) ’ Cut off at close of fiscal year. Destroy
Form MMS-1933, which reflects file categories, disposal instructions, and other 3 years after cutoff. N1-473-88-1
information about the files acoumulated in individual file stations is maintained by the
Records Manager. Individual office file copies of Form MMS-1933 are maintained under
Item 101-01.
202 - 09 Internal Directives Record Set. )
e . . . . Cut off at close of fiscal year.
Official file copy of each issuance published to provide policies and procedural
instructions. Include all MMS manual chapters, Interim Policy Documents (IPD's), and
handbooks released. with the applicable clearance record and transmittal sheets, all
comments received, and the comments analysis sheet.
- a Official File Copy.
ficial File Copy. Permanent. Transfer to FRC 5 years

The Official rccord set is maintained by the MMS Directives Officer and a record set is
maintained at each Offshore Regional Office and the Minerals Revenue Management
office by the Records Officer.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

afier cutoff. Transfer to NARA in 5-
year blocks when 20 years old.
Volume 4 feet. Annual accumulation
2 feet. NC1-57-84-7
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Disposal Instructions

Item Description of Records
No.
202 - 09 b Other Copies.
ples Destroy 3 years after cutoff or when
no longer needed for reference. NC1-
57-84-7

- c Submitter's File of Review Comments. Destroy when superseded or

obsolete. N1-473-88-1

202 - 10 Bulletins and Numbered Memorandums. Destroy when ’su erseded or
Bulleting or numbered memorandums used to disseminate information to employees. obsoleé. GRS 1%_16

202 - 11 Microform M 2

I orm . anagement , . ) ) Cut off at close of fiscal year. Destroy
Documentation on the use of microforms. Include feasibility studies, cost/benefit 8 years after cutoff. Earlier disposal is
analyses, proposals (approvals and denials), equipment inventories, training, microform authorized if records are superseded,
service agreements, and implementation plans. obsolete, or no longer needed for

reference. GRS 16.7

202 - 12 Memorandum of Understanding Files. Destroy 1 year after the year in which
Memorandum of Understanding (MOU) Files. Records (include general correspondence) e joint venture is closed. N1-473-
documenting joint ventures (cooperation) between MMS components and other 88-1
organizations, Federal, State, local or international government or industry. Subjects
include administrative management, working relationships, procedures, studies, and
exchange of technlcat data, use, and management. These documents are not fund
obligating.

202 - 13 Information Collection Budget Files. Cut off at the end of fiscal vear
Reports required by the OMB under the Paperwork Reduction Act about the number of Destroy when 7 years old. yGRé 16.12
hours the public spends fulfilling agency reporting requirements. Included are associated
feeder reports, report exhibits, correspondence, directives, and statistical compilations.

202 - 14 Microform Inspection Records.

- a MMS Copy of Logs for Permanent Records. Destroy 1 year after the records are
MMS copy of inventories, logs, and reports documenting the inspection of permanent transferred to the NARA. GRS 16.10a
microform records, as required by 36 CFR Part 1230. (Note: (1) This item does not cover
the copy of togs and reports that are attached to the SF 135 when records are transferred
to the NARA. (2) Inspection records for unscheduled records that are converted to
microform are also unscheduled and may not be destroyed.)

- b MMS Copy of Logs for Temporary Records. Destroy when 2 years old or when
MMS copy of logs and other records documenting the inspection of temporary microform superseded, whichever is later. GRS
records, as recommended by 36 CFR Part 1230. 16.10b ’

202 - 15 IRM Trienni .

nennlall Reports ) ) ) . Cut off at the end of fiscal year.
Reports required by the GSA concerning reviews of information resources management Destroy when 7 years old. GRS 16.14
(IRM) practices. included are associated correspondence, studies, directives, feeder ’ :
reports, and monitoring surveys and reports.

202 - 16 Documents Published in the Federal Register. )

° shedn © egister Cut off at close of fiscal year.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

C-11





Records Management

MMSM 380.2 H

Item -
No.

Description of Records

Disposal Instructions

202 - 16

Federal Register Notices.

Files documenting the processing of notices announcing committee meetings including
meetings open to the public under the Government in Sunshine Act (5 U.S.C. 552b (e)
(3)); hearings and investigations; filing of petitions and applications; issuance or
revocation of a license; grant application deadlines, the availability of certain
environmental impact statements; delegations of authority; and other matters that are not
codified in the CFR.

Semiannual Regulatory Agenda.
Files documenting the processing of semiannual regulatory agenda. Include semiannual
agenda of rules.

Destroy when 1 year old. GRS 16.13a

Destroy when 2 years old. GRS
16.13b

202 - 17

Records Holdings Files.
Statistical reports of MMS holdings, including feeder reports from oil offices and data on
the volume of records disposed of by destruction or transfer.

Preparing Office Records.
Records held by offices that prepare reports on MMS-wide records holdings.

Other Copies. }
Records held by other offices.

Cut off at close of fiscal year.

Destroy when 3 years old. GRS 16.4a

Destroy when 1 year old. GRS 16.4b

202 - 18

Records Management Files.

Correspondence, reports, authorizations and other records that relate to MMS 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 chapter.

Destroy when 6 years old. GRS 16.7

203 -

SECTION 3. ELECTRONIC COPIES

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 Chapter 2 of this schedule. Also Includes electronic copies of records
created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

203 - 01

Electronic Mail and Word Processing System Copies.

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.

Other Copies.
Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Destroy/delete within 180 days after
the recordkeeping copy has been
produced. GRS 16.15a

Destroy/delete when dissemination,
revision, or updating is completed.
GRS 16.15b

300 -

CHAPTER 3. FINANCIAL MANAGEMENT RECORDS

The records described in this chapter reflect the development and application of
management control over all fiscal budgeting, dispersing, and internal accounting,
excluding Minerals Revenue Management records described in Chapter 18. Protect
Personal Data. See Chapter 6, Special Instructions, of this handbook.

301 -

SECTION 1. BUDGET AND ACCOUNTING FILES

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)
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Item Description of Records Disposal Instructions
No.
301 - 01 Budget Development and Administrative Files. '
. . Cut off at close of fiscal year covered
Documents accumulated in the preparation of annual and long-range budget forecasts, - by budget program
estimates, and financial programs. Such documents are copies of budget estimates for Destroy 6 years aftér cutoff. NC1-57-
each cost center, project funding recommendations, analyses, supporting documents, 84-7
and related records. Arrange chronologically by fiscal year covered by budget program.
301 - 02 Monthly Budget Status Report Files.
Financial management system reports which furnish information on budget status by
project (account) number, object class, and funding for each cost center. Include monthly
status of projects by source of funding, monthly project data file detail listing and
summary, and monthly object class summary. Arrange chronologically by month and
thereafter by report number.
- a Budget and Finance Division.
- 1 M ic Tape.
a(") agnetic Tape Erase/write over tape when microform
has been verified. NC1-57-84-7
- a(2) P .
@ aper Destroy paper when microform has
heen verified. N1-473-88-1
- a(3) All Other R 3 )
®) er Reports Destroy 3 years after the fiscal year.
GRS 5.3b
- b Other Copies.
opies Destroy when superseded or
obsolete, or no longer needed for
reference. N1-473-88-1
301 - 03 Reserved.
301 - 04 Reserved.
301 - 05 B Apporti iles.
udge't pportionment F“‘?s . L Destroy 2 years after the close of the
Apportionment and reapportionment schedules, proposing quarterly obligations under fiscal year. GRS 5.4
each authorized appropriation. (NOTE: The foilowing budget files are not covered by this
ltem: budget office correspondence or subject files documenting budget policy and
procedures and reflecting policy decisions affecting expenditures for MMS programs.
Budget estimates and justifications of formally organized budget offices at the MMS or
higher organizational level. Depending on recordkeeping practices and patterns of
documentation, these records may have archival valuc and must be scheduled by
submitting a Standard Form 115 to NARA.)
301 - 06 Budget Background Records. . ) ) \ Cut off at close of fiscal year. Destroy
Cost statements, rough data and similar materials accumulated in the preparation of when 2 years old. GRS 5.2

annual budget estimates, including duplicates of budget estimates and justifications and
related appropriation language sheets, narrative statements, and related schedules; and
originating offices' copies of reports submitted to budget office.

Supercedes Release No. 187
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Disposal Instructions

Item Description of Records
No.
301 - 07 C iles.

0 Budget orrespo.nde.nce Files ) ) o L ) Cut off at end of fiscal year. Destroy
Correspondence files in formally organized budget offices pertaining to routine when 2 years old. GRS 5.1
administration, internal procedures, and other matters not covered elsewhere in this
chapter, EXCLUDING files relating to MMS policy and procedure maintained in formally
organized budget offices.

302 - SECTION 2. GENERAL PAYROLL FILES
302 - 01 Tlmfa and Attendance Source Records.l ’ . . Destroy after GAO audit o when 6
All time and attendance records upon which leave input data is based, such as time or vears old, whichever is sooner. GRS
sign-in sheets; time cards (such as Optional Form 1130); flexitime records; leave 57 '
applications for jury and military duty; and authorized premium pay or overtime,
maintained at duty post, upon which leave input data is based. Records may be in either
machine-readable or paper form.
- 02 i X
302 - 0O Time anrji Atltendance Input Ref:ords ' ' Destroy after GAO audit or when 6
Records in either paper or machine readable form used to input time and attendance years old, whichever is sooner. GRS
data into a payroll system, maintained either by MMS or payroll processor. 2.8 ’
302 - 03 Pay Differential A‘pproval.and Authorization Files. o Cut off at close of fiscal year. Destroy
Requests for overtime, holiday, hazardous duty pay, and similar or related papers. 3 years after cutoff. N1-473-88-1
Arrange by cost center.
302 - 04 P, IS .
ayroll System Reports Cut off at close of fiscal year.
= E ’ i ’ S i . .
rror Reports, Ticklers, System Operation Reports Destroy when related actions are
completed or when no longer needed,
not to exceed 2 years. GRS 2.22a
- P .
Reports and Data Used for MMS Workload and/or Personnel Management Purposes Destroy when 2 years old. GRS 2.22b
- R Providi iscal Inf i MMS P Il
eports rO\(l ing Fiscal Information on ayrol Destroy after GAO audit or when 3
years old, whichever is sooner. GRS
2.22¢
302 - 05 Individual Employee Pay Record.

Pay Record for Each Employee as Maintained in an Electronic Data Base. This
Database may be a Stand-alone Payroll System or Part of a Combined
Personnel/Payroll System.

Individual Pay Record, Containing Pay Data on Each Employee Within MMS. This
Record may be in Paper or Microform but not in Machine Readable Form.

Update elements and/or entire record
as required. GRS 2.1a

Transfer to National Personnel
Records Center. Destroy when 56
years old. GRS 2.1b

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)

C-14






Records Management

MMSM 380.2 H

Description of Records

Disposal Instructions

Leave Application Files.
SF 71 or equivalent plus any supperting documentation of requests and approvals of
leave.

If Employee Initials Time Card or Equivalent.

If Employee Has not Initialed Time Card or Equivalent.

Destroy at end of following pay
period. GRS 2.6a

Destroy after GAO audit or when 3
years old, whichever is sooner. GRS
2.6b

Savings Bond Purchase Files.

Authorization for Purchase and Request for Change - U.S, Savings Bonds, SB 2152,
or Equivalent.

Bond Registration Files: Issuing Agent’s Copies of Bond Registration Stubs.

Bond Receipt and Transmittal Files: Receipts for and Transmittals of U.S. Savings
Bonds.

Destroy when superseded or after
separation of employee. GRS 2.14a

Destroy 4 months after date of
issuance of bond. GRS 2.14b

Deslruy 4 months after date of
issuance of bond. GRS 2.14¢

Combined Federal Campaign and Other Allotment Authorizations.

Authorization for Individual Allotment to the Comblned Federal Gampalgn.

Other Authorizations, Such as Union Dues and Savings.

Destroy after GAO audit or when 3
years old, whichever is sooner. GRS
2.15a

Destroy after GAO audit or when 3
years old, whichever is sooner. GRS
2.15h

Thrift Savings Plan Election Form.
Form TSP-1 authorizing deduction of employee contribution to the Thrift Savings Plan.

Destroy when superseded or after
separation of employee. GRS 2.16

Direct Deposit Sign-up Form.
SF 1199A.

Destroy when superseded or after

" separation. GRS 2.17

Item
No.
302 - 06
- a
- b
302 - 07
- a
- b
- C
302 - 08
- a
- b
302 - 09
302 - 10
303 -

SECTION 3. EXPENDITURES, GENERAL ACCOUNTING, AND APPROPRIATION
ALLOTMENT FILES

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)
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Description of Records

Disposal Instructions

Expenditure Accounting General Correspondence and Subject Files.

Correspondence or subject files maintained by operating units responsibie for
expenditures accounting, pertaining to their internal operations and administration.

Destroy when 2 years old. GRS 7.1

General Accounting Ledgers.
General ledgers, showing debit and credit entries, and reflecting expenditures in summary.

Destroy 6 years and 3 months after
the close of the fiscal year involved.
GRS 7.2

Appropriation Allotment Files.
Allotment records showing status of obligations and allotments under each authorized
appropriation. .

Destroy 6 years and 3 monthe after
the close of the fiscal year involved.
GRS 7.3

Accountable Officers' Files.

Original or official copy of accountable officers' accounts maintained in the Budget and
Finances Division for site audit by GAO auditors. Include statements of transactions and
accountability collection schedules and vouchers, disbursement schedules and vouchers,
such as tort claims, and all other schedules and vouchers, or documents used as same
exclusive of freight records or payroll records. Maintained in both paper and microform.

Accountable Officers' Accounts.

Original or ribbon copy of accountable officers’ accounts maintained in MMS for site audit
by GAO auditors, consisting of statements of transactions, statements of accountability,
collection schedules, collection vouchers, disbursement schedules, disbursement
vouchers, and all other schedules and vouchers or documents used as schedules or
vouchers, exclusive of commercial passenger transportation and freight records and
payroll records, EXCLUDING accounts and supporting documents pertaining to American
Indians. If operating under an integrated accounting system approved by GAQ, certain
required documents supporting vouchers and/or schedules are included in the site audit
records. These records document only the basic financial transaction, money received
and money paid out or deposited in the course of operation. All copies except the
certified payment or collection copy, usually the original or ribbon copy, and all additional
or supporting documentation not involved in an integrated system are covered by
succeeding items in this chapter.

Others.

Destroy 6 years and 3 months after
period covered by account. GRS 6.1a

Cut off at close of fiscal year in which
tinal payment Is made. Destroy 2
years after cutoff. NC1-57-84-7

SECTION 4. ELECTRONIC COPIES

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 Chapter 3 of this schedule. Also includes electronic copies of records
created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

Item
No.
303 - 01
303 - 02
303 - 03
303 - 04

304 -
304 - 01

Electronic Mail and Word Processing System Copies.
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.

Other Copies.
Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Destroy/delete within 180 days after
the recordkeeping copy has been
produced. GRS 6.12a

Destroy/delete when dissemination,
revision, or updating is completed.
GRS 6.12b

Supercedes Release No. 235
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Disposal Instructions

Item Description of Records
No.
400 - CHAPTER 4. GENERAL ADMINISTRATIVE SUPPORT RECORDS
The records described below relate to administrative support services including
communications, printing and duplicating, building management and security, and travel
and transportation services. These records are usually generated in the performance and
coordination of administrative service operations and activities.
401 - SECTION 1. COMMUNICATIONS FILES
401 - 01 Directory Service Files. ) " . X Destroy 2 months afler issuance of
Correspondence, forms, and other records relating to the compilation of directory service listing. GRS 11.3
listings.
401 - 02 Post Office and Private Mail Company Records. )
. . ; ) . Cut off at close of fiscal year.
Post Office and private mail company forms and supporting papers, exclusive of records
held by the United States Postal Service.
- a Records Relating to Incoming or Outgoing Registered Mail Pouches, Registered,
Certified, Insured, Overnight, Express, and Special Delivery Mail Including Receipts  Destroy when 1 year old. GRS 12.5a
and Return Receipts.
) b e . . i o D iL.
Application for Registration and Certification of Declared Value Mail Destroy when 1 year old. GRS 12.5b
- c Report of Loss, Rifling, Delayed or Late Delivery, Wrong Deliver, or Other Improper
Treatment of Mail. Destroy when 1 year old. GRS 12.5¢
401 - 03 C ication C ,R , iles. )
ommunication Correspondence, Reports, and Reference Files Cut off at close of fiscal year.
- a Correspondence and Related Records Pertaining to Internal Administration and Destroy when 2 years old. GRS 12.2a
Operation.
- b Telecommunications General Files, Including Plans, Reports and Other Records
Pertaining to Equipment Requests, Telephone Service, and Like Matters. Destroy when 3 years old. GRS 12.2b
. T o Statisti . )
c elecommunications Statistical Reports Including Cost and Volume Data Destroy when 1 year old. GRS 12.2c
- d Telecommunications Voucher Files.
- d(1) Refi Copi f Vouchers, Bills, Invoices, Related R ds. .
(1) Reference Copies of Vouchers, Bills, Invoices, and Related Records Destroy when 1 fiscal year old. GRS
12.2d(1)
} d@ . 1 . - . :
(2) Records Relating to Installation, Change, Removal and Servicing of Equipment Destroy 1 year after audit or when 3

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)
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Disposal Instructions

Item Description of Records
No.
401 - 03 e Copies of Agreements With Background Data and Other Records Relating to o
Agreements for Telecommunications Services. Destroyg vears after expiration or
cancellation of agreement. GRS 12.2e
401 - 04 Telecommunications Operational Files.
- a Messages, Regi , Logs, Perf e Reports, Daily Load Re d Related
Messages, Register, Logs, Performance Reports, Dally Load Reports an Destoy when 6 monihs old. GRS
) 12.3a
- b Copies of Incoming/ Original Copies of Outgoing Messages Including Standard
Form (SF)14, Telegraphic Message Maintained by Communications Offices or Destroy when 2 years old. GRS 12.3b
Centers, and EXCLUDING the Copies Maintained by the Originating Program Office.
401 - 05 Reserved.
401 - 08 Credentials File. Destroy after all listed Gredentials are
Receipts, indexes, listings, and accountable records. accour?lted for. GRS 11.4b
401 - 07 Metered Mail Files. Cut off at close of fiscal year. Destro!
Official metered mall reports and all related papers. when 6 years old. GRS }.;2_7' ¥
401 - 08 il Deli ice C iles.
Mail and Delivery Service Control Files Cut off at close of fiscal year.
- a Records of Receipt and Routing of Incoming and Outgoing Mail and Items Handled
by Private Delivery Companies Such as United Parcel Service, EXCLUDING Both Destroy when 1 year old. GRS 12.6a
Those Covered by Item 5 and Those Used as Indexes to Correspondence Files.
- b Statistical Reports of Postage Used on Outgoing Mail and Fees Paid for Private
Deliveries (Special Delivery, Foreign, Registered, Certified, and Parcel Post or Destroy when 6 months old. GRS
Packages Over 4 Pounds). ’
- c g:;;::::ltt:c‘),r; Locrhil;as;nps {Exclusive of Copies Used as Supporting Documents to Destroy when 6 months old. GRS
’ 12.6¢c
_ statisti . ; R : .
d Ptear;f:rl::'liReporta and Data Relating to Handling of Mail and Volume of Work Destroy when 1 year old. GRS 12.6d
- e Recerds Relating to Checks, Cash, Stamps, Moncy Orders, or any Other Valuables

Remitted to the MMS by Mail.

Records of and Receipts for Mail and Packages Received Through the Official Mail
and Messenger Service.

Supercedes Release No. 187
Date: September 22,2003 (Release No. 288)
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Disposal Instructions

Item Description of Records
No.
401 - 08 ¢ General Files Including Correspondence, Memoranda, Directives, and Guides Dest hen 1 d h
Relating to the Administration of Mail Room Operations. Sf:e';g}ég\(/a degr o)l;‘:glrect)e \?vrh\i,:/:h(:(ller s
applicable. GRS 12.6g
401 - 11 larities File.

0 09 Postal Irregularities File . ) e Cut off at close of fiscal year. Destroy
Memoranda, correspondence, reports and other records relating to irregularities in the 3 years after completion of
handling of mail, such as loss or shortage of postage stamps or money orders, or [oss or investigation. GRS 12.8
destruction of mail.

402 - SECTION 2. PRINTING, REPRODUCTION, AND DISTRIBUTION FILES

- 01 j iles.

402 - 0 P.r oject Fl{e.s . , - - ) Cut off at close of fiscal year.
Files pertaining to the accomplishment of the job, containing requisitions, bills, samples, Destroy 1 year after completion of the
manuscript clearances, and related documents exclusive of (1) requisitions on the public job. GRS 13.2a
printer and related records; and (2) records relating to services obtained outside the MMS.

402 - 02 ili ists. ; o
Mailing Lists . , e Destroy after appropriate revision of
Correspondence, request forms, and other records relating to changes in mailing lists. mailing list or after 3 manths,

whichever is sooner. GRS 13.4a

402 - 03 Internal Man.agemt.ent Flles. . . Cut off at close of fiscal year. Destroy
Records relating to internal management and operation of the unit. when 2 years old. GRS 13.6

402 - 04 Joint Committee on Printing (JCP) Reports Files. Cut off at close of fiscal year. Destroy
MMS report to JCP regarding operation of Class A and B plants and inventories of when 3 years old. GRS %35&1
printing, binding, and related equipment in Class A and B plants or in storage.

403 - SECTION 3. BUILDINGS, GROUNDS, AND SPACE MANAGEMENT FILES

403 - 01 S S Files.

03 -0 MM N pace ) es L . Cut off at close of fiscal year. Destroy
Building plan files, surveys, and other records utilized in MMS space planning, 2 years after termination of
assignment, and adjustment. assignment, or when lease is

canceled, or when plans are
superseded or obsolete. GRS 11.2a
403 - 02 i iles. )

03 - 0 Space and Mamtfanance Gen.eral Corretspondence Files. . Cut off at close of fiscal year. Destroy
Correspondence files of the unit responsible for space and maintenance matters, when 2 years old. GRS 11.1
pertaining to its own administration and operation, and related papers.

404 - SECTION 4. SECURITY FILES
404 - 0t Visitor Control Files.

Registers or logs used to record names of outside contractors, service personnel,
visitors, employees admitted to areas, and reports on automobiles and passengers.

Supersedes Release No. 165
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Item
No.

Description of Records

Disposal Instructions

404 -

01

For Areas Under Maximum Security.

For Other Areas.

Destroy 5 years after final entry or 5
years after date of document, as
appropriate. GRS 18.17a

Destroy 2 years after final entry or 2
years after date of document, as
appropriate. GRS 18.17b

404 -

02

Credentials Files.

Identification credentials including cards, badges, parking permit, photographs, agency
permits to operate motor vehicles, and property, dining room and visitors passes, and
other identification credentials.

Destroy credentials 3 months after
returning to issuing office. GRS 11.4a

404 -

03

Classified Document Files.

Classified Documents Administrative Correspondence Files.

Correspondence files pertaining to the administration of security classification, control,
and accounting for classified documents, not covered elsewhere in this schedule.

Document Receipt Files.
Records documenting the receipt and issuance of classified documents.

Classified Document Inventory Files.

Forms, ledgers, or registers used to show identity, internal routing, and final disposition
made of classified documents, but exclusive of classified document receipts and

destruction certificates and documents relating to Top Secret material covered elsewhere

in this schedule.

Destruction Certificates Files.
Certificates relating to the destruction of classified documents.

Cut off at close of fiscal year.

Destroy when 2 years old. GRS 18.1

Destroy when 2 years old. GRS 18.2

Destroy when 2 years old. GRS 18.4

Destroy 2 years after cutoff. GRS 18.3

404 -

04

Security and Protective Services Files.

Security and Protective Services Administrative Correspondence Files.

Correspondence files relating to administration and operation of the facilities security and
protective services programs, not covered elsewhere in this schedule.

Facilities Security Plans.

Cut off at close of fiscal ycar.

Destroy when 2 years old. GRS 18.8

Destroy when superseded or
obsolete. N1-473-88-1

404 -

05

Survey and Inspection Files (Government- owned facilities).
Reports of surveys and inspections of Government-owned facilities conducted to ensure

adequacy of protective and preventive measures taken against hazards of fire, explosion,

and accidents; and to safeguard information and facilities against sabotage and
unauthorized entiy.

Cut off at close of fiscal year. Destroy
when 3 years old or upon
discontinuance of facility, whichever is
sooner. GRS 18.9

Supercedes Release No. 187
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Item
No.

Description of Records

Disposal Instructions

404 -

06

Survey and Inspection Files (Privately-owned facilities).

Reports of surveys and inspections of privately owned facilities assigned security
cognizance by Government agencies and related documents.

Cut off at close of fiscal year. Destroy
when 4 years old or when security
cognizance is terminated, whichever
is sooner. GRS 18.10

404 -

07

Investigative Files.

Investigative files accumulating from investigations of fires, explosions, and accidents,
consisting of retained copies of reports and related documents when the original reports
are submitted for review and filing in other agencies or organizational elements, and
reports and related papers concerning occurrences of such a minor nature that they are
settled locally without referral to other organizational elements.

Cut off at close of fiscal vear. Destroy
when 2 years old. GRS 18.11

404 -

08

Security Clearance Administrative Subject Files.

Correspondence, reports, and other records relating to the administration and operation
of the personnel security program, not covered elsewhere in this schedule.

Cut off at close of fiscal year. Destroy
when 2 years old. GRS 18.21

404 -

09

Personnel Security Clearance Files.
Personnel security clearance files and related indexes maintained by the person nel
security offices.

Investigatlons on Applicants and Federal Employees.

Case files documenting the processing of investigations on federal employees or
applicants for federal employment, whether or not a security clearance is granted, and
other persons, such as those performing work for a Federal agency under contract, who
require an approval before having aceess lo Govermiment facilities or to sensitive data.
These files include questionnaires, summaries of reports prepared by the investigating
agency, and other records reflecting the processing of the investigation and the status of
the clearance, exclusive of copies of investigative reports furnished by the investigating
agency.

Investigative Reports and Related Documents Furnished to MMS by Investigative
Organizations for Use in Making Security/Suitability Determinations.

Index to the Personnel Security Case Files.

Destroy upon notification of death or
not later than 5 years after separation
or transfer of employee or no later
than 5 years after contract
relationship expires, whichever is
applicable. GRS 18.22a

Destroy in accordance with the
investigating agency instructions.
GRS 18.22b

Destroy with related case file. GRS
18.22¢

404 -

10

Personnel Security Clearance Status Files.
Lists or rosters showing the current security clearance status of individuals.

Destroy when superseded or
obsolete. GRS 18.23

404 -

11

Security Violations Files.
Files relating to investigations of alleged violations of Executive orders, laws, or Agency
regulations for the safeguarding of national security information.

Serious Violations.
Files relating to alleged violations of a sufficiently serious nature that they are referred to

the Dept. of Justice or Defense for prosecutive determination exclusive of files held by
Dept. of Justice or Defense offices responsible for making such determinations.

Others.

- All other files, exclusive of documents placed in official personnel folders.

Cut off at close of fiscal year in which
investigation is completed.

Destroy 5 years after close of case.
GRS 18.24a

Destroy 2 years after completion of
final action. GRS 18.24b

Supersedes Release No. 165
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Item
No.

Description of Records

Disposal Instructions

404 - 12

Emergency Planning Records.

Correspondence Files Relating to Administration and Operation of the Emergency
Planning Program, Not Covered Elsewhere in this Schedule.

Continuity of Operations Plan (COOP) (ADP).

Cut off at close of fiscal year.

Destroy when 2 years old. GRS 18.26

Destroy when superseded or
obsolete. N1-473-88-1

404 - 13

Top Secret Accounting and Control Files.

Registers Maintained at Control Points to Indicate Accountability Over Top Secret
Documents, Reflecting the Receipt, Dispatch, or Destruction of the Documents.

Forms Accompanying Documents to Ensure Continuing Control, Showing Names
of Persons Handling the Documents, Intra-office Routing, and Comparable Data.

Destroy 5 years after documents
shown on forms are downgraded,
transferred, or destroyed. GRS 18.5a

Destroy when related documeht is
downgraded, transferred, or
destroyed. GRS 18.5b

404 - 14

Property Pass Files.
Property pass files, authorizing removal of property or materials.

Destroy 3 months after expiration or
revocation. GRS 18.12

404 - 15

Key Accountability Files.
Files relating to accountability for keys issued.

For Areas Under Maximum Security.

For Other Areas.

Destroy 3 years after turn-in of key.
GRS 18.16a

Destroy 6 months after turn-in of key.
GRS 18.16b

404 - 16

Security Incidents Reports.
Reports relating to unusual incidents and the exercise of police functions.

Ledger Records of Arrest, Cars Ticketed, and Outside Police Contacts.

Reports, Statements of Witnesses, Warning Notices, and Other Documents
Relating to Arrest, Commitments, and Traffic Violations.

Reports on Contact of Outside Police with Building
Occupants.

Destroy 3 years after final entry. GRS
18.14a

Cut off at close of fiscal year. Destroy
when 2 years old. GRS 18.14b

Cut off at close of fiscal year. Destroy
when 1 year old. GRS 18.14b

Supersedes Release No. 165
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Disposal Instructions

Item Description of Records
No.
404 - 17 Classified Document Container Security Files.
) o o Destroy when superseded by a new
Forms or lists used to record safe and padlock combinations, names of individuals form or list, or upon turn-in of
knowing combinations, and comparable data used to control access into classified containers., GRS 18.7
document containers.
405 - SECTION 5. TRAVEL AND PASSENGER TRANSPORTATION FILES
405 - 01 General Ti | and Transportation Files. ) ) .
; ra\lre. an ) ransp A . Cut off at close of fiscal year in which
Routine administrative records including correspondence, forms, and related records final entries are made on all
pertaining to commercial and noncommercial agency travel and transportation and freight 5 ihorizations entered for that year.
functions not covered elsewhere in this schedule. Destroy when 2 years old. GRS 9.4a
405 - 02 Travel Reimbursement Files. )
. . oo . Cut off at close of fiscal year.
Documents concerning official travel of individual employees. Include copies of requests
for travel, authorization, vouchers, justifications, advance of funds, and copies of training
requests/authorization and/or attendance at meetings. Arrange alphabetically by
employee name.
- T I inistrative Office Files.
ravel Administrative Office Files Destroy when 6 years old. GRS 9.3a
) Other Copies. Destroy 2 years after cutoff. NC1-57-
84-7
405 - 03 Accountability Records Documenting the Issue or Receipt of Accountable .
Documents. : Destroy 1 year after all entries on the
: register are cleared. GRS 9.4b
405 - 04 Reserved.
406 - SECTION 6. FREIGHT TRANSPORTATION FILES
406 - 01 i i P ion Files. )
Commercial Freight and Passenger Transportation Files Cut off at close of fiscal year.

Origina! Vouchers and Documents.

Original vouchers and support documents covering commercial freight and passenger
transportation charges of settled fiscal accounts, including registers and other control
documents, but EXCLUDING those covered by item 406-01b of this schedule.

Payment Records.

Records covering payment for commercial freight and passenger transportation charges
for services for which 1) notice of overcharge has been or is expected to be issued, or if a
rail freight overpayment is involved, 2) deduction or collection action has been taken, 3)
the voucher contains inbound transit shipment (s), 4) parent voucher has print of paid
supplement bill associated, 5) the voucher has become involved in litigation, or 6) any
other condition arises, such as detection of overcharge, that prevents the settling of the
account, requiring the voucher to be retained beyond the 6 year retention period.

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)
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Disposal Instructions _ !

Item Description of Records
No.
406 - . . ies.
06 - 01 Issu.mg Offlce C?pnes o ) . Destroy 6 years after the period of the
Issuing office copies of Government or commercial bills of lading, commercial passenger  5ccount. GRS 9.1c
transportation vouchers (Standard Form (SF) 1113A) and transportation requests (SF
1169),.travel authorizations, and supporting documents.
- Obligation Copy of Commercial Passenger Transportation Vouchers. Destroy when funds are obligated
GRS 9.1d
- Unused Ticker Redemption Forms, Such as SF 1170. Destroy 3 years after the year in
which the transaction is completed.
GRS 9.1e
406 - 02 Reserved.
406 - 03 Lost or Damaged Shipments Files. Cut off at close of fiscal year. Destroy
Schedules of valuables shipped, correspondence, reports, and other records relating to when 6 years old. GRS 9.2
the administration of the Government Losses in Shipment Act.
407 - SECTION 7. MOTOR VEHICLES FILES
The documents described below are accumulated in leasing/renting vehicles from GSA
and in managing the use of MMS-owned vehicles.
407 - 01 Motor Vehicle Correspondence Files. Cut off at close of fiscal year in which
Correspondence in the operating unit responsible for maintenance and operation of vehicle is returned to GS),IA. Destroy 2
motor vehicles not otherwise covered in this schedule. years after cutoff. GRS 10.1
107 - 02 Motor Vehicle Operating and Maintenance Files.
- Operating Records Including Those Relating to Gas and Oil Consumption,
Dispatching, and Scheduling. '13352?)' when 3 months old. GRS
- Maintenance Recorde Including Those Relating to Service and Repair. Destroy when 1 year old. GRS 10.2b
. . y
407 - 03 Motor Vehicle Accident Files. . o Cut off at close of fiscal year in which
Records relating to motor vehicle accidents, maintained by transportation offices, case is closed. Destroy 6 years after
including SF 91, Motor Vehicle Accident Report, investigative reports, and SF 94, case is closed. GRS 10.5
Statement of Witness. :
407 - 04 Motor Vehicle Correspondence Files. Cut off at close of fiscal year in which

Correspondence in the operating unit responsible for maintenance and operation of
motor vehicles not ultherwise covered in this schedule.

vehicle is transferred or otherwise ‘ !
disposed of. Destroy 2 years after
cutoff. GRS 10.1

Supersedes Release No. 165
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Description of Records

Disposal Instructions

Motor Vehicle Release Files.

Records relating to transfer, sale, donation, or exchange of vehicles, including SF 97,
The United States Government Certificate to Obtain Title to a Motor Vehicle.

Cut off at close of fiscal year in which
vehicle is transferred or otherwise
disposed of. Destroy 4 years after
cutoff. GRS 10.6

Motor Vehicle Report Files.
Reports on motor vehicles (other than accident, operating, and maintenance reports),
including SF 82, Agency Report of Motor Vehicle Data.

Cut off at cloee of fiscal year. Destroy
3 years after date of report. GRS 10.4

Motor Vehicle Operator Files.

Records relating to individual employee operations of government-owned vehicles,
including driver tests, authorization to use, safe driving awards, and related
correspondence.

Destroy 3 years after separation of
employees or 3 years after recision of
authorization to operate government-
owned vehicle, whichever is sooner.
GRS 10.7

SECTION 8. ELECTRONIC COPIES

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 Chapter 4 of this schedule. Also includes electronic copies of records
crealed on electiunic mail and word processing systems that are maintained for updating,
revision, or dissemination.

Electronic Mail and Word Processing System Copies.

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.

Other Copies.
Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Destroy/delete within 180 days after
the recordkeeping copy has been
produced. GRS 12.9a

Destroy/delete when dissemination,
revision, or updating is completed.
GRS 12.9b

CHAPTER 5. PROCUREMENT AND PROPERTY MANAGEMENT RECORDS

The records described in this chapter pertain to the initiation, obligation, administration,
delivery, receipt, verification, and certification for payment of purchase transactions for
equipment, supplies, and services; and records regarding the management, distribution,
transfer, and disposal of personal property. Include purchase orders for small purchases,
issued requisitions, FEDSTRIP, or requests for contract action by procurement offices.
Protect personal data. See Chapter 6, Special Instructions, of this handbook.

SECTION 1. GENERAL

Vendor Reference Materials.

Documents listing supplies and services offered by vendors. Include catalogs,
brochures, pamphlets, and mailing lists. Arrange alphabetically by vendor name.

Destroy when superseded or
obsolete. NC1-57-84-7

Item
No.
407 - 05
407 - 06
407 - 07

408 -
408 - 01
500 -
501 -
501 - 01
501 - 02

Equipment Technical Manuals & Operating Instructions.

Parts lists and installation and maintenance instructions for various items of equipment
that are owned by MMS. Arrange by type of equipment or vendor name.

Destroy when superseded, obsolete,
or when refated equipment is
disposed. NC1-57-84-7

Supersedes Release No. 165
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Disposal Instructions

Item Description of Records
No.
502 - SECTION 2. PURCHASE TRANSACTION FILES
The records described below relate to the initiation, obligation, administration, delivery,
receipt, verification, and certification for payment of purchase transactions for equipment,
supplies and services. The official file is maintained by procurement offices.
02 - 01 Findi i .
S inding ‘,\lds (orllndexes) o ) ) Destroy or delete with the related
Indexes, lists, registers, and other finding aids used only to provide access to records records. GRS 23.9
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 information source apart
from the related records.
502 - 02 Purchase Transaction Document Index Files. N
) . Destroy upon termination or
Other copies of records described above used by component elements of a procurement completion. GRS 3.3¢
office for administrative purposes.
502 - 03 Purchase Orders/Requisitions.
Documents relating to the procurement of equipment, supplies, and services within
procurement authority delegated to MMS Contracting Officers, i.e., purchases within the
Small Purchase Limitation. Include purchase documents, initiating requisition, Form
MMS-2016 or equivalent, quotations for purchases from commercial sources,
justifications, receipt documents, copies of bills of lading or invoices, and supporting or
related papers and correspondence. Arrange by purchase order number.
- Transaction Dated On Or After July 3, 1995 (the effective date of the Federal GRS 3.3a(1
Acquisition Regulations FAR) rule defining “simplified acquisition threshold"). 3a(1)(a)
- i D Earlier Th .
Transactions Dated Earlier Than July 3, 1995 Destroy 3 years after final payment.
GRS 3.3a(1)(b)
- Other Copies.
ther Copies Destroy when 2 years old. NC1-57-84-
7
- ADP Equi t Approvals.
quipment Approvals Destroy/Delete 3 years after control
measures or procedures are
superceded or terminated. GRS 3.9(b)
502 - 04 Reserved.
502 - 05 Reserved.
502 - i i i iles. .
06 Recurring Services Invoice Files Cut off at close of fiscal year.

Copies of paid monthly invoices, primarily from GSA, for recurring services such as motor
pool services, GSA self service store purchases, telecommunications and commercial
telephone services, printing and duplicating seivices peiforined by the GSA centialized
printing facility. Include copies of invoices; vouchers, such as SF 1080; schedules, such
as GSA Schedule 789; and related receipts and other records used in verifying
invoices/vouchers for certification. Arrange by type of service and there under by billing
period.

Supercedes Release No. 187
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Disposal Instructions

Accountable Officers’ Files. e .
Original or ribbon copy of accountable officers’ accounts maintained in the -agency for site
audit by GAO auditors, consisting of statements of transactions, statements of
accountability, collection schedules, collection vouchers, disbursement schedules,
disbursement vouchers, and all other schedules and vouchers or documents used as
schedules or vouchers, exclusive of commercial passenger transportation and freight
records and payroll records, EXCLUDING accounts and supporting documents pertaining
to American Indians. If an agency is operating under an integrated accounting system
approved by GAO, certain required documents supporting vouchers and/or schedules are
included in the site audit records. These records document only the basic financial
transaction, money received and money paid out or deposited in the course of operating
the agency. All copies except the certified payment or collection copy, usually the
original or ribbon copy, and all additional or supporting documentation not involved in an
integrated system are covered by succeeding items in this schedule.

Other Copies.

Destroy 6 years and 3 months after
period covered by account. GRS 6.1a

Destroy when 2 years old. NC1-57-84-
7

Receiving Report Certification.

Copies of purchase orders used to monitor the receipt of supplies and equipment.
Arrange by delivery date and purchase order number.

Destroy upon termination or
completion. GRS 3.3¢

Real Property Files.
Title papers documenting the acquisition of real property (by purchase, condemnation,
donation, exchange, or otherwise).

Dispose 10 years after unconditional
sale or release by the Government of
conditions, restrictions, mortgages, or
other liens. GRS 3.1a

SECTION 3. CONTRACT ADMINISTRATION RECORDS

Records described in this section relate to the initiation and monitoring of contracts and
interagency agreements awarded to support MMS programs. Include helicopter
transportation contracts, drilling program contracts, etc.

Item
No.

502 - 06 a
- b

502 - 07

502 - 08

503 -

503 - 01
- a
- a(t)
- a(2)
- b

Contract/Grant Proposal Files.

Documents accumulated in requesting contract/grant or agreement action. Include
capies of technical specifications; evaluation documentation, notes. technical reviews:
recommendation for award or denial; sole source justification and related

correspondence.

Procurement Offices.

Transactions of More Than $25,000 and All Construction Contracts Exceeding
$2,000.

Transactions of $25,000 or Less and Construction Contracts Under $2,000.

Other Copies.

Destroy 6 years and 3 months after
final payment. GRS 3.3a(1)(a)

Destroy 3 years after final payment.
GRS 3.3a(1)(b) »

Dispose when no longer needed for
reference. NC1-57-84-7

Supersedes Release No. 165
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Ttem

No.

Description of Records

Disposal Instructions

503 -

02

a(1)

a(2)

Contract/Grant Monitoring Files. .

Working files maintained by Contracting Officers and/or representatives responsible for
monitoring MMS contracts/grants and agreements in support of MMS programs.

Contracts are for helicopter transportation, drilling, radio communications, geological and

geophysical data, ADP systems design, etc. Include contract agreements and
documents, backup material such as notes and working papers concerning contractor

proposals and deliverables, progress and technical reports, and routine communications

pertaining to monitoring an individual contract or agreement. RECORDS CREATED
UNDER TERMS OF A CONIRAC I REMAIN IN IHE JURISDICITION OF THE
CONTRACTOR UNTIL CONTRACT COMPLETION; HOWEVER, THE RECORDS ARE

THE PROPERTY OF MMS.

Procurement Offices.

Transactions of More Than $25,000 and All Construction Contracts Exceeding
$2,000.

Transactions of More Than $25,000 or Less all Federal Supply Schedule Awards
Regardless of Dollar Amount (up to the Maximum Order Limitation) and
Construction Contracts Under $2,000.

Files Maintained by Contracting Officer's Representatives in the Sponsoring MMS
Office.

Related Documents Maintained by Contractihg Officer's Technical/Scientific
Representatives.

All Other Copies.

Geological and Geophysical Contract Files.

Maintained by sponsoring Offshore office. File augmented by records from Items 503-
02a(1) and -02a(2), upon their eligibility. Transfer to FRC 15 years after cutoff.

Destroy 6 years and 3 months after
final payment. EXCEPT that
geological and geophysical contract
files will be turned over to the
sponsoring Offshore office for
incorporation into disposition under
item 503-02e. GRS 3.3a(1)(a).

Destroy 3 years after final payment.
EXCEPT: That geological and
geophysical contract files will be
turned over to the sponsoring
Offshore office for incorporation into
and disposition under item 503-02e.
GRS 3.3a(1)(b)

Destroy upon termination or
completion. GRS 3.3¢c

Destroy upon termination or
completion. GRS 3.3¢

Destroy upon termination or
completion. GRS 3.3¢

Transfer to FRC 15 years after cutoff.
Destroy 35 years after cutoff. N1-473-
88-1 ) .

503 -

03

Solicited and Unsolicited Bids and Proposal Files.

Successful Bids and Proposals.

Solicited and Unsolicited Unsuccessful Bids and Proposals.

Supersedes Release No. 165
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Disposal Instructions

Item Description of Records
No.
503 - 03 b(1) Relating to Small Purchases as Defined in the Federal Acquisition Regulation, 48 Destroy 1 year after date of award or
CFR Part 13. final payment whichever is later. GRS
3.5b(1)
- b(2) Relating to Transactions Above the Small Purchase Limitations in 48 CFR Part 13.
- b(2)a When Filed Separately From Contract Case Files. Destroy when related contract is
completed. GRS 3.5b(2)(a)
- b(2)b When Filed With Contract Case Files. Destroy with related contract case
file. GRS 3.5b(2)(b)
- c Canceled Solicitation Files.
- 1 ids.
c(1) Opened B,'d_s . . ) " . Destroy 5 years after date of
Formal solicitations of offers to provide products or services (e.g., Invitations for Bids, canceliation. GRS 3.5¢(1)
Request for Proposals, Requests Quotations) which were canceled prior to award of a ’
contract. Include presolicitation documentation on any offers which were opened prior to
the cancellation, documentation on any Government action up to the time of cancellation,
and evidence of the cancellation.
- ¢(2) Unopened Bids. Return to bidder. GRS 3.5¢(2)
- d Lists or Card Files of Acceptable Bidders. Destroy when superseded or
obsolete. GRS 3.5d
503 - 04 Unsuccessful Grant Application Files. L
. . . Destroy 3 years after rejection or
Applications, correspondence, and other records relating to unsuccessful (rejected or withdrawal. GRS 3.13
withdrawn) applications.
503 - 05 Grant Admini ive File.
rant Adm mstratlve. e . . o . . Destroy when 2 years old. GRS 3.14
Correspondence relating to the operation and daily activities in administration of the grant
program.
504 - SECTION 4. SUPPLY AND PROPERTY MANAGEMENT RECORDS
504 - 01 FEDSTRIP Requisition Files. .
. . . . , \ , Destroy 3 yoare after completion or
Documents showing evidence of issue, delivery, and receipt of equipment and supplies.  cancellation of requisition. GRS 3.8a
504 - 02 Pubiications or Forms Requisition Fiies.

Copies of purchase orders, transfer requests, and related documents accumulated in the
process of requisitioning publications and accountable and nonaccountable biank forms
from MMS or the Department's stock. Arrange by requisition number.

Destroy upon termination or
completion. GRS 3.3c

Supercedes Release No. 187
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Item Description of Records
No.
4 - ivi .
50 03 Receiving Repforts ) , ) ) ) Destroy when 2 years old. GRS 3.4a
Documents which reflect receipt of shipments of supplies and equipment. include freight
bills, packing slips, and supply room copies of purchase orders or requisitions.
504 - 04 .
Supp.h( Boom Requests . ) Destroy 2 years after completion or
Requisitions or requests for supplies and equipment from supply room. cancellation of requisition. GRS 3.8a
504 - 05 icati ists. .
Publication ?r Florms Inventory Lists - o Destroy 2 years from date of list.
Inventory maintained to reflect the status of supply of directives, publications, and blank GRS 3 9a
forms.
504 - 06 Reserved.
504 - 07 Reserved.
504 - 08 Reserved.
504 - 09 Reserved.
504 - 10 ility Files.
Accountability Files . . ) Destroy 3 years after final entry. GRS
Documents accumulated in controlling and accounting for personal property. Include 18.15a
records which document the transfer and disposition of controlied property such as Forms
MMS-064, -065, and annual property inventories.
504 - 11 Excess Personal Property Files.
Destroy when 3 years old. GRS 4.2
Reports of excess personal property such as SF 120 and similar documents. esioy 4
4 . 12 I P ili Files.
50: P'ersona' roperty Acc.:oun'tz’abll '|ty Number Fi e§ . Destroy when 2 years old. GRS 23.1
List of unique property identification numbers assigned and affixed to controlled property
items on Form MMS-065.
4 - .
50 13 Survey Boarq Reports . ) , Destroy when 2 years old. GRS
Reports of action taken for items which are lost, stolen, damaged beyond repair, rendered g 15
obsolete or otherwise unserviceable.
504 - 14 Sectl .
Property Management Sectlon ADP Files Destroy when 2 years old. GRS 23.1
Printouts and background information to change, add, delete, or correct property
management ADP files.
04 - 1 E i 8
5 ° mployee Exit Clearance Report Destroy when 2 years old. GRS 23.1

Documentation submitted by an employee leaving the MMS, prepared on Form MMS-
1090.

Supercedes Release No. 187
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Item Description of Records
No.
505 - SECTION 4. ELECTRONIC COPIES
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 Chapter 1 of this schedule. Also includes electronic copies of records
created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.
505 - 01 Elect Ic Mall and Word P ing Syst Copies.
@ ectronic Wall and Word Frocessing Systeim Boples , _ Destroy/delete within 180 days after
Copies that have no further administrative value after the recordkeeping copy is made. the recordkeeping copy has been
Includes copies maintained by individuals in personal files, personal electronic mail produced. GRS 3.18a
directories, or other personal directories on hard disk or network drives, and copies on
shared network drives lhal are used only lo produce the recordkeeping copy.
- b Other Copies.
?r oples . o . . o ) . Destroy/delete when dissemination,
Copies used for dissemination, revision, or updating that are maintained in addition to the  avision. or updating is completed.
recordkeeping copy. GRS 3.18b
600 - CHAPTER 6. PERSONNEL MANAGEMENT RECORDS
The records described below pertain to the personnel management function. These
records contain personal data and are subject to the provisions of the privacy act. See
Chapter 6, Special Instructions, of this handbook.
601 - SECTION 1. PERSONNEL PROGRAM RECORDS
601 - 01 Official Personnel Files (OPF).
Official folders maintained by personnel offices having personnel management
responsibilities, e.g. authority to request or take a personnel action, such as recruitment,
promotion, evaluation, or disciplinary action. Include information required by Federal
Personnel Manual (FPM) Supplement 293-31 recordkeeping requirements.
- a Official Personnel Folders.
- 1) 8 ted Empl .
a(t) cparated Emp oyeés Transfer folder to National Personnel
Records Center (NPRC), St. Louis,
MO, 30 days after separation. The
NPRC will destroy folder 65 years
after separation from federal service.
GRS 1.1b
- a(2) Ti Emp! .
@ ransferred Employees See Chapter 7 of "The Guide to
Personnel Record Keeping" for
instructions relating to folder of
employees transferred to another
Agency/Bureau. GRS 1.1a
- b Supervisor's Personnel Files and/or Other Copies. )
P rso or pies Review annually and destroy

Supercedes Release No. 187
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superceded or obsolete documents,
or destroy file relating to an employee
within 1 year after separation or
transfer. GRS 1.18a
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Item Description of Records
No.
601 - 01 ¢ Staffing and Classification Files. )
. s . . . Cut off at close of fiscal year.
Copies of documents not maintained in the OPF which relate to various employment Transfer to FRC 2 years after cutoff.
aspects. Destroy 6 years after cutoff. NC1-57-
- 84-7
601 - 02 Employee Record Cards. .
o Destroy 3 vears after separation or
Cards such as SF 7B or other manual or automated systems, maintained for ready transfer of employee. EXCEPT:
reference which show jobs, grades, and similar information relating to an individual's Cards for employees transferred
employment. Arrange alphabetically by employee name. within MMS will be forwarded to the
gaining office. GRS 1.2b
601 - 03 Empl L iles.
mp oy(.ee ocator Files ) . . Destroy when superseded or on
Information such as name, social security number, current residence, emergency locator separation or transfer of employee.
information, office address, and telephone numbers. GRS 1.6
601 - 04 Personnel Actions Report Files.
Computer listings of personnel actions processed for servicing personnel office.
) a Paper. Destroy paper when microform has
been verified. N1-473-88-1
- b ic Tape.
WMagnetic Tape Cut off at close of fiscal year.
Erase/write over tape when microform
has been verified. N1-473-88-1
- icroform.
¢ Master Microform Destroy when 2 years old. GRS 1.16
601 - 05 Reserved.
602 - SECTION 2. EMPLOYMENT, PERFORMANCE, AND CLASSIFICATION FILES
602 - 01 Certifi .
0 0 OPM Certificates . L . . " Destroy when 2 years old. GRS 1.5
Documents accumulated in obtaining from the OPM registers lists of certificates of
eligibles and respective reports. Include copies of requests for certification, certificates of
eligibles, statement of reasons for passing over eligibles, and related records.
602 - 02 Application for Employment.

Documents accumulated in receiving applications, conducting interviews, checking
references, making selections, and requesting placement of applicants qualified and

available for employment or determining that an applicant is not qualified, declines, or will

not be selected for other reasons. Include applications, qualification rating sheets,
applicant referrals for interviews, system records, and related records.

Supercedes Release No. 187
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Item Description of Records
No.
602 - 02 a S ful Appli .
uccessful Applicants Forward application and related
documents for inclusion in OPF. See
ltem 601-01. GRS 1.Aand GRS 1.B
- b Pendi u ful Applications.
ending or Unsuccessful Applications Cutoff annually. Destroy 2 years after
cutoff. GRS 1.33m
602 - 03 Reserved.
602 - 04 Merit Promotion Files.
. , e N Destroy 2 years after the personnel
Records relating to the promotion of an individual that document qualification standards, action or after the action has been
evaluation methods, selection procedures, and evaluations of candidates, EXCLUDING audited by OPM, whichever is
any records that duplicate information in the promotion plan, in the OPF's or in other sooner. GRS 1‘:'32
personnel records.
602 - 05 Employee Performance File System Records.
Non-Senior Executive Service (SES) appointees (as defined in 5 U.S.C. 4301(2)). See
Item 802-05f for SES appointees.
- a Appraisals of Unacceptable Performance, Where a Notice of Proposed Demotion or fter th | et
Removal is Issued but Not Effected, and All Related Documents. Destroy after the employee completes
1 year of acceptable performance
from the date of the written advance
notice of proposed removal or
reduction in grade notice. GRS
1.23a(1)
- b Performance Records Superseded Through an Administrative, Judicial, or Quasi-
Judicial Procedure. Destroy when superseded. GRS
1.23a(2)
- [¢ Performance Related Records Pertaining to a Former Employee.
- c(1) Latest Ratings of Record 3 Years Old or Less, Performance Plan Upon Which it Was T OPF and f {
Based, and Any Summary Ratings Prepared When the Employee Changes Positions. rgn.sfer to and forward to
gaining Federal Agency upon transfer
or to NPRC if employee separates.
[See ltem 601-01a(1)]. GRS
1.23a(3)(a)
- 2 rfe ings.
c(2) All Other Performance Plans and Ratings Destroy when 4 years old. GRS
1.23(3)(b)
- Rel ini .
d Performance Related Records Pertaining to a Current Employee Destroy 4 years after date of
appraisal. GRS 1.23a(4)
- e Supporting Documents.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

Destroy 4 years after date of
appraisal. GRS 1.23a(5)
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Item Description of Records
No.
602 - 05 f SES Appointees (as Defined in 5 U.S.C. 3132a(2)).
- f(1) Performance Records Superseded Through an Administrative, Judicial, or Quasi- D h d
Judicial Procedure. GESS‘T%)(?;‘ superseded.
- f(2) Performance-Related Records Pertaining to a Former SES Appointee.
- f(2)a Latest Rating of Record That is Less Than 5 Years Old, Performance Plan Upon
Which it is Based, and Any Summary Rating. g:giifgggdggfﬁggn?x:fntgansfer
or to NPRC if employee leaves
Federal service. [See ltem 601-
01a(1)]. GRS 1.23b(2)(a)
- f(2)b All Other Performance Rating Plans. Destroy when 5 years old. GRS
1.23b(2)(b)
- f(3)  Ali Performance Nocuments Partaining to a Current Employee, EXCLUDING Those Destroy b years atter date of
for SES Appointees Serving on a Presidential Appom.tment. appraisal. GRS 1.23b(3)
) f3)  Supporting Documents. Destroy 5 years after date of
appraisal. GRS 1.23b(3)
602 - 06 Reserved.
602 - 07 Position Description Files. I
o s . ) . . . i Destroy 5 years after position is
Descriptions maintained in MMS personnel offices which describe duties, responsibilities,  pslished or description is
and relationships of each position within the organization. Include position descriptions superseded. GRS 1.7a
and amendments, certifications, and checklists or fill-in descriptions. ’
602 - 08 Incentive Award; _Program Files. Destroy when 3 years old. GRS 1.13
Documents pertaining to the operation of the Incentive Awards Program.
602 - 09 Reserved.
602 - 10 Employee Award Files.
N a General Awards Records. Destroy 2 years after approval or

EXCLUDING those reiating to departmental ievei awards. Case files inciuding
recommendations, approved nominations, correspondence, reports, and related
handbooks pertaining to MMS-sponsored cash and noncash awards such as incentive
awards, within grade merit increases, suggestions, and outstanding performance.

Supercedes Release No. 187
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No.
602 - 10 b Length of Service Award Files.
Records including correspondence, reports, computations of service and sick leave, and
list of awardees.
- b(1) P 2
™ aper Destroy when 1 year old. GRS 1.12b
- b(2) Paper When Information is Entered Into Automated System. Destroy after the information has
been converted to the automated
system and verified, or when no
longer needed to support the
reconstruction of or serve as backup
to the master file, whichever is later.
N1-473-88-1
- b(3) M ic Tape.
®) agnetic Tape Delete 2 years after approval (or
entry). N1-473-88-1
- Lett i A iation.
c et fers of Commendat.w.n and ppreclatllon ‘ o Destroy when 2 years old. GRS 1.12c
Copies of letters recognizing length of service and retirement and letters of appreciation
and commendation for parformance, FXCLUDING copies filed in the OPF.
- d Lists or Indexes to MMS Award Nominations. Destroy when superseded or
Lists of nominees and winners and indexes of nominations. obsole¥e. GRS 1‘_)1 2d
- e Company Files.
panyFles Destroy when no longer needed for
current business.
603 - SECTION 3. TRAINING FILES
603 - 01 Training Authorization Controls.
. - . Destroy when & yeare old or when
Registers, log sheets, or similar documents created to control and record the assignment superceded or obsolete, whichever is
of document numbers to employee training. sooner. GRS 29.B
603 - 02 Training Record History Files.
Training achievement records showing training history of individual employees.
- a P .
aper Destroy when 5 years old or when
superseded or obsolete, whichever is
sooner. GRS 1.29b
- | i S .

b Paper When Information Is Entered Into an Automated System Destroy after the information has
been converted to the automated
system and verified. N1-473-88-1

- c Magnetic Tape.

Delete when 5 years old. N1-473-88-1

Supercedes Release No. 187
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Item Description of Records
Ne.
603 - 03 Traini .
raining Reports. = ) Destroy when 3 years old. GRS
Documents reflecting proposed and actual training progress and accomplishments. 1.29a(2)
Include monthly reports of projected status of training, reports of accomplished training,
computer listings, and reports of individual employee training. Arrange by title of report.
603 - 04 Training R« .
raining Records . Destroy when 5 years old or 5 years
General file of MMS-sponsored training. Include correspondence, memoranda, after completion of a specific training
agreements, authorizations, reports requirement reviews, plans, and objectives relating to program. GRS 1.29a(2) -
the establishment and operation of training, courses, and conferences.
604 - SECTION 4. LABOR MANAGEMENT RELATIONS FILES
604 - 01 Labor Management Relations Records.
- a Labor Management Relations Files.
Correspondence, memorandums, reports, and records relating to the relationship
between management and employee unions or other groups:
- a(1 i iating A . .
(1) Office Negotiating Agreement Destroy 5 years after expiration of
agreement. GRS 1.28a(1)
- a(2) Other Offices.
@ er Uitices Destroy when superseded or
obsolete. GRS 1.28a(2)
- b Labor Arbitration Files. ) .
. N Destroy 5 years after final resolution
Correspondence, forms, and background documents relating to labor arbitration cases. of case. GRS 1.28b
604 - 02 Reserved.
604 - 03 Reserved.
604 - 04 Reserved.
605 - SECTION 5. EMPLOYEE FILES
605 - 01 Empl ial File.
° mployee Confidential File Destroy when 6 years old or when

Cmployee certification, conflict of interest/standard of conduct submissions,
worksheet/computer run, correspondence, and final determination.

Supersedes Release No. 165
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Disposal Instructions

605 -

01

a

Electronic Mail and Word Processing System Copies.

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.

Other Copies.
Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Destroy/delete within 180 days after
the recordkeeping copy has been
produced.

Destroy/delete when dissemination,
revision, or updating is complcted.

605 -

02

Financial Disclosure Reports.
Reports and related documents submitted by individuals as required under the Ethics in
Government Act of 1978 (P.L. 95-521).

Records Including SF 278 for Individuals Filing According to Section 201b of the
Act, and Not Subsequently Confirmed by the U.S. Senate.

All Other Records, Including SF 278.

All Other Statements of Employment and Financial Interests and Related Records,
Including Confidential Statements Files Under E.O. 11222,

Destroy 1 year after nominee ceases
to be under consideration for
appointment. EXCEPT: Documents
needed in an ongoing investigation
will be retained until no longer needed
in the investigation. GRS 1.25a(1)

Destroy when 6 years old. EXCEPT:
Documents needed in an ongoing
investigation will be retained until no
longer needed in the investigation.
GRS 1.25a(2).

Destroy when 6 years old. EXCEPT:
Documents needed in an ongoing
investigation will be retained until no
longer needed in the investigation.
GRS 1.25(2)b(2).

605 -

03

Equal Employment Opportunity (EEO) Records.

Official Discrimination Complaint Files.

Files containing complaints, with related correspondence, reports, exhibits, withdrawal
notices, copies of decisions, records of hearings and meetings, and other records as
described in 29 CFR 1613.222. Cases resolved within MMS, by EEO Commission, or by

a U.S. Court.
Copies of Official Discrimination Complaint Files.

Duplicates of files retained in official discrimination complaint files.

Background Files.

Background records not filed in the official discrimination complaint files and records
documenting complaints that do not develop into official discrimination complaint cases.

Compliance Records.

Supersedes Release No. 165
Date: September 22, 2003 (Release No. 288)
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case. GRS 1.25a
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Item Description of Records
No.
605 - 03 d(1) Compliahce Review Files. Destroy when 7 vears old. GRS
Reviews, background papers, and correspondence relating to contractor employment 1.25d(¥) b4 )
practices.

) d() EEO Compliance Reports. Destroy when 3 years old. GRS
1.25d(2)

) € Employment Stétl,Stlcs Fl!es. Destroy when 5 years old. GRS 1.25f

Employment statistics relating to race and sex.

- f EEO Affirmative Action Plans (AAP).

) f(1)  Copy of Consolidated AAP. Destroy 5 years from date of plan.
GRS 1.25h(1)

- f(2) - Feeder Plan to Consolidated AAP. Destroy 5 years from date of feeder
pian or when administrative purposes
have been served, whichever is
sooner. GRS 1.25h(2)

- f(3) Report of On-Site Reviews of Affirmative Action Programs. Destroy 5 years from date of report
GRS 1.25h(3)

- f(4) MMS Copy of Annual Report of the Affirmative Action Accomplishments. Destroy 5 years from date of report
GRS 1.25h(4)

) 9 Equal Opportunity Program Reports. Cut off at close of fiscal year.

Status reports of numbers of complaints by region, office, etc. accompanied by lists of Destroy 3 years after cutoff. N1-473-
names of complainants. 88-1

605 - 04 i . L
Personnel .Courfsellng Records Destroy 3 years after termination of
Reports of interviews, analyses, and related records. counseling by pulping or shredding,

etc. GRS 1.26a
605 - 05 Reserved.
605 - 06 Grievance, Disciplinary, and Adverse Action Files.
- a Grievance, Appeals Files (5 CFR 771).

Records relating to grievances and appeals raised by MMS empioyees, except EEQ
complaints. Include statements of witnesses, reports of interviews and hearings,
examiner's findings and recommendations, a copy of the original decision, related
correspondence and exhibits, and records relating to a reconsideration request.

Supersedes Release No. 165
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Destroy no sooner than 4 years but no
later than 7 years after case is
closed. GRS 1.30a
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605 - 06 b Adverse Action Files (56 CFR 752).

Records created in reviewing an adverse action-and performance-based action removal,
suspension, leave without pay, reduction-in-force against an employee. Include a copy of
the proposed adverse action with supporting documents, statements of witnesses,
employee’s reply, hearing notices, reports, and decisions, reversal of action, and appeal
records, EXCLUDING letters of reprimand which are filed in the OPF under Item 601-01a.

Destroy no sooner than 4 years but no
later than 7 years after case is
closed. GRS 1.30b

605 - 07 " Personal Injury Files.

Forms, reports, correspondence, and related medical and investigator records relating to
on-the-job injuries, whether or not a claim for compensation was made, EXCLUDING
copies filed in the OPF and copies submitted to the Department of Labor.

Cut off on termination of
compensation or when deadline for
filing a claim has passed. Destroy 3
years after cutoff. GRS 1.31

605 - 08 Employee Medical Folder (EMF).

- a Long-Term Medical Records as Defined in the FPM, Chapter 293. (Full Time

Employee.)

- a(1) Transferred Employees.

- a(2) Separated Emp')loyees.

- b Temporary or Short-Term Records as Defined in the FPM. (Temporary or short-

term employees.)

See 5CFR Part 293 Subpart E for
instructions. GRS 1.21a(1)

Transfer to NPRC, St. Louis, MO, 30
days after birth date. NPRC will
destroy 75 years after birth date of
employee, 60 years after date of the
earliest document in the folder if the
date of birth cannot be ascertained, or
30 vears after latest separation,
whichever is later. GRS 1.21a(2)

Destroy 1 year after separation or
transfer of employee. GRS 1.21b

606 - SECTION 6. TEMPORARY HELP SERVICES

606 - 01 Temporary Help Services Use History Files.

Records applicable to each instance where temporary help services are used. Include
position description, information on all recruiting efforts undertaken to fill the position,
name of the temporary help service and the person referred, cost, detailed description of
the critical need which caused use of the service, and resulits in terms of individuals
referred and their performance (satisfactory or unsatisfactory).

- a Personnel Offices.

- b Other Copies.

Destroy 6 years and 3 months after
final payment. GRS 3.a(1)(a)

Destroy upon termination or
completion. GRS 3.a(1)c

Supersedes Release No. 165
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607 - SECTION 7. ETHICS PROGRAM RECORDS
607 - 01 Ethics Program Implementation, Counseling, and Develohment Files.
Records maintained by ethics program offices relating to the development, review,
implementation, and interpretation of proposed or established executive branch
standards of ethical conduct and other ethics regulations; conflict of interest and other
ethics related statutes and Executive Orders; and any agency supplemental standards of
ethical conduct and other agency ethics-related reguiations and directives. including (1)
records documenting the review of proposed or established ethics-related statutes and
regulations by ethics program officials, including copies of proposed legislation,
comments, and all related records, (2) determinations, including advice and counseling to
individual employees, and supporting records, and (3) records relating to requests under
agency supplemental standards of ethical conduct for prior approval of outside
employment and activities.
- R i .
a ecords Regarding Attfenqance ) ) i Destroy when 3 years old or when
Records such as determinations regarding attendance at widely-attended gatherings superseded or obsolete, whichever is
which appropriate agency ethics officials determine are related to the routine, non- later. GRS 25.1a ’
precedential application of settled legal standards to common factual situations and are
not interpretations of the conflict of interest statues, 18 U.S.C. "202-209, and other ethics
statutes the violation of which may result in criminal penailties or civil fines.
- b All Other Records.
er Records Destroy when 6 years old or when
superseded or obsolete, whichever is
later. GRS 25.1b
607 - 02 Financial Disclosure Reporting Files.
Financial disclosure reports submitted by individuals as required or authorized under the
Ethics in Government Act of 1978 (Pub. L. 95-521), as amended, and related records,
including records of late filing fee payments or requests for public reporting waivers of
late filing fees and responses; comment sheets by report reviewers and filer responses;
filing extension requests and determinations; and copies of applications for public release
of financial disclosure report.
- a Financial Disclosure Reports.
P Destroy when 6 years old, EXCEPT
All SF 278. that documents needed in an ongoing
investigation will be retained until no
longer needed in the investigation.
GRS 25.2a
- b Confidential Financial Dlsclosgre Reports. Destroy when 6 years old; EXCEPT
All OGE Form 450 and OGE Optional Form 450-A. that documents needed in a ongoing
investigation will be retained until no
longer needed in the investigation.
GRS 25.2b
- c Alternative or Additional Financial Disclosure Reports and Related Records.
- [ Reports for individuals not Subsequenily Confirmed by the U.S. Senate.

Supersedes Release No. 165

Destroy 1 year after nominee ceases
to be under consideration for the
position; EXCEPT that documents
needed in an ongoing investigation
will be retained until no longer needed
in the investigation. GRS 25.2c
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Disposal Instructions

607

02

c2

All Other Alternative or Additional Financial Disclosure Reports.

Destroy when 6 years old, EXCEPT
that documents needed in an ongoing
investigation will be retained until no
longer needed in the investigation.
GRS 25.2¢

607

03

Ethics Agreement Records.

Records documenting the review and issuance of ethics agreements used to remedy the
appearance of potential or actual financial conflicts of interest, including: (1) records
relating to the review and issuance of disqualifications, resignation, reassignments, and
divestitures, (2) records relating to the determinations, authorizations, and waivers under
5 C.F.R." 2635.502 and 2635.503, and (3) records relating to the review and issuance of
waivers of disqualifications under 18 U.S.C. '2.8 (b)(1) and (b)(3).

Destroy 6 years after the waiver or
other agreed-upon determination or
action has been issued or undertaken
or is no longer in effect, whichever is
later. GRS 25.3

607

04

Notifications of Violations of Criminal Conflict of Interest Statutes Files.

Referrals and Notifications of Violations of Criminal Conflict of interest Statutes and Other
Potential Violations Files. Referrals made to Inspectors General or the Department of
Justice and notifications of OGE concerning ethics violations or suspected violations.

This item also covers related background materials, including copies of disciplinary and
corrective actions and disposition documents such as declinations of prosecution.

Destroy when 6 years old. GRS 25.4

607

05

Non-Federally Funded Travel Files.

Agency Copies for Non-Federally Funded Travel.

Agency copies of Semiannual Expense Reports for Non-Federally Funded Travel
submitted by all Executive branch agencies to the Office of Government Ethics in
accordance with guidance given at 31 U.S.C. ' 1353, as implemented by 41 C.F.R.
chapter 304 and the use of Standard Form (SF) 326 and SF 326A. Reports summarize
payments made to the agency from non-Federal sources for travel, subsistence, and
related expenses of an employee who attends a meeting or similar function relating to
official duties.

Other Records.
Statements, forms, and other records used to compile Semiannual Expense Reports for
Non-Federally Funded Travel.

Destroy when 3 years old. GRS 25.5a

Destroy 1 year after submission of
report to the Office of Government
Ethics. GRS 25.5b

607

06

Ethics Program Review Files.

Reports, correspondence, and other records relating to the OGE review of agency
compliance with executive branch ethics laws and regulation in such areas as financial
disclosure, education and training, and advice and counseling.

OGE Program Review Reports, Agency 60-Day Response Letters, and Other Follow-
up Records Sent to the OGE on the Resolution of Program Deficiencies.

All Other Records Produced During OGE Program Reviews, Including Notes and
Background Materials.

Destroy when 6 years old. GRS 25.6a

Destroy 1 year after the date of the
OGE program review report or, if
there are recommendations, one year
after they are closed. GRS 25.6b

607

07

Annual Agency Ethics Program Questionnaire Files.

Supercedes Release No. 187
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Item Description of Records
No.

607 - 07 a Questionnaire Completed by Ethics Officials on an Annual Basis in Compliance D t brmissi
with Section 402(e)(1) of the Ethics in Government Act of 1978, as Amended, and GeRSSEf%?;VeafS after submission.
Associated Records. -fa

- b All Other Records Related to Responses to Annual Agency Ethics Program Destroy 1 year after submission of
Questionnaires. associated annual agency ethics

program questionnaire. GRS 25.7b

607 - 08 Ethics Program Employee Training and Education Files.

- a Administration of New Employee Ethics Training and Education. Destroy when 6 vears old. GRS 25.8a
Records relating to the administration of new employee ethics orientations, annual, and y y ’ '
other types of ethics training and education. Records inciude, but are not limited to,
annual plans, schedules of classes, rosters of employees required to attend, verification
of training completion and other related records.

- b Record Copies of Materials Used in Ethics Training and Education. Destroy when 6 years old or when
Record copy of materials use in providing new employee ethics orientations, annual, and superseded or o)t:solete whichever is
other types of ethics training and education including. but not limited to, instructors later. GRS 25.8b '
guides, handbooks, handouts and other materials used in training classes, bulletins, and
newsletters. '

60/ - 09 Ethics Program Procedures. Destroy when 6 years old or when
Procedures and related supporting records on the administration of ethics programs superseded or obsolete, whichever is
including, but not limited to, public and confidential financial disclosure reports systems, later. GRS 25.9 ’
outside employment and activities approval systems, and referrals of violations of criminal
conflict of interest statutes.

608 - SECTION 8. ELECTRONIC COPIES
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 Chapter 6 of this schedule. Also includes electronic copies of records
created on electronic mail and word processing systems that are maintained for updating,
revision, or disscmination.

608 - 01 a Electronic Mail and Word Processing System Copies. Destrovidelete within 180 days after
Copies that have no further administrative value after the recordkeeping copy is made. the rec)é)rdkeeping copy has t)J/een
Includes copies maintained by individuals in personal files, personal electronic mail produced. GRS 1.43a
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.

- b ies.

Oth?r Copies R o " . L. . " Destroy/delete when dissemination,
Copies used for dissemination, revision, or updating that are maintained in addition to the  revision. or updating is completed.
recordkeeping copy. GRS 1.43b

700 - CHAPTER 7. INFORMATION SERVICES AND PUBLIC RELATIONS RECORDS

The filee described below pertain to information and public activities. Include
congressional investigations, newspaper clippings, speeches, presentations, technical
and informational publications, library control records, records maintained for public
inspection under the Freedom of Information Act (FOIA), Privacy Act and legislative,

legal, and litigation records. Routine requests for information or publications are
maintained in a transitory correspondence file and destroyed in accordance with item 101-
05. See ltem 202-05 for congressional reports. See Chapter 6, Special Instructions, of
this handbook.
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No.
701 - SECTION 1. CONGRESSIONAL RELATIONS RECORDS
701 - 01 . . L - iles.
Congressional Committee Investigation Hearing Files Place in inactive file when

Documents accumulated as a result of investigations and studies of activities by
congressional committees. Include records relating to the conduct of the investigation,
information on the activities of investigating committees, analyses of committee reports,
committee recommendations, and MMS replies.

investigation is closed. Cut off
inactive file at close of fiscal year.
Destroy 10 years after cutoff.
EXCEPTIONS: (1) Records on
investigations which require extensive
research projects or special geologic,
geophysical, and engineering studies
should be filed and destroyed in
accordance with specific disposal
instructions provided for that study or
project in this schedule or (2) routine
correspondence, reports, and other
records accumulated in the course of
preparing input for replies to routine
congressional inquiries should be in
the subject files and destroyed in
accordance with instructions in Items
102-01 or 102-02. NC1-57-84-7

701 - 02 Legislative Programs.

Records regarding legislative programs. Include legislation proposed for MMS,
comments submitted by staft on bills proposed for MMS, comments on other bills,

proposed local laws, etc.

- a MMS Program Legislation.

- b Other Legislation.

Place in inactive file when legislative
process is completed. Cut off inactive
file at close of fiscal year. Destroy 5
years after cutoff. NC1-57-84-7

Cut off at close of fiscal year. Destroy
2 years after cutoff. NC1-57-84-7

702 - SECTION 2. INFORMATIONAL PUBLICATION AND PROMOTION RECORDS

702 - 01 Press Service Files.
Press service teletype news and similar material such as newspaper, magazine, and
press clippings regarding MMS programs, activities, and personnel.

Cut off monthly. Destroy 3 months
after cutoff. GRS 14.3

702 - 02 Information Pubtlications Master Files.
Official file copy of each booklet, pamphlet, poster, monograph, or monthly and annual
report, employee newsletter, or other issuance primarily of an informational character.
Include publications for internal MMS use and publications for promotional or external
use, clearance record sheets, comments, and all documents concerning the issuance of
the publication. Official file copy maintained by the office responsible for preparation and
issuance or the office requiring contractor preparation. Publications in this file will be
distinctly marked " Record Set" and will not be charged out.

Permanent. Cut off when publicalion
is superseded, canceled, or 5 years
after issuance, whichever is earlier.
Transfer to FRC 3 years after cutoff.
Transfer to NARA in 5-year blocks
when 20 years old. Volume 4 feet.
Annual accumulation 2 feet. NC1-57-
84-7

Supercedes Release No. 165
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Disposal Instructions

702 -

03

b(1)

b(2)

Public Relations Files.
These files are created by MMS high-level officials.

Speeches, Addresses, and Comments.

Remarks made at formal ceremonies and during interviews concerning MMS programs.
The speeches and addresses may be presented to executives from other Federal
Agencies, representatives of State and local governments, or private groups, such as
cullege and university students, business assuciations, and cultural news media
commentators. Form may be paper, audio or video tape, or motion picture film.

News Releases.

One copy of each prepared statement or announcement issued for distribution to the
news media. News releases announce events such as the adoption of new MMS
programs, termination of old programs, major shifts in policy, and changes in senior MMS
personnel and may be a textual record such as a formal press release or a nontextual
record such a film and video or sound recordings.

Public Affairs Office and Regional Offices.

Other Copies.

Permanent. Cut off when
superseded, canceled, or 3 years
after issuance, whichever is earlier.
Transfer to NARA in 5-year blocks
when 20 years old. Volume 4 feet.
Annual accumulation 2 feet. NC1-57-
84-7

Permanent. Cut off when
superseded, canceled, or 3 years
after issuance, whichever is earlier.
Transfer to FRC 3 years after cutoff.
Transfer to the NARA in 5-year blocks
when 20 years old. Volume 4 feet.
Annual accumulation 2 feet. NC1-57-
84-7

Destroy 2 years after issuance. N1-
473-91-1

703 -

SECTION 3. ART, GRAPHICS, AND PHOTOGRAPH FILES

703 -

01

Visuals, Exhibits, Art, and Graphic Files.
Original art work, handbills, flyers, posters, letterhead, iliustrations, and other visual aids.

Destroy 1 year after final publication
or when no longer needed. EXCEPT:
Artwork of continuing usefulness may
be retained as non-record material
until no longer needed. GRS 21.6

703 -

02

a(1)

Video Recording and Motion Picture Files.

Motion Picture and Video Tapes Produced or Sponsored by MMS Activities and
Used for Promotional, Educational, and Informational Purposes.

Video Recordings.
The original recording or the earliest generation of each recording.

Supercedes Release No. 165
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703 - 02 a(2)

Motion Picture Films.

The original negative or color original plus separate optical sound track, an intermediate
master positive or duplicate negative plus optical sound track, and sound projection print
for each motion picture.

Permanent.. Transfer to FRC 2 years
after cutoff.  Transfer to NARA in 5-
year blocks 5 years after cutoff.
Volume 1 foot. Annual accumulation
.5 foot. NC1-57-84-7

- a(3) Duplicate recording of "(1)" or Print of "(2)" Maintained by the Sponsoring Office. Destroy 5 years after cutoff or when
no longer needed, whichever occurs
first. NC1-57-84-7

- a(4) Finding Aids and Production Documentation. Permanent. Transfer to FRC 2 years

Finding aids such as data sheets, shot lists, catalogs, indexes, and other textual " after cutoff. Transfer to NARA in 5-
documentation necessary for the proper identification, retrieval, and use of video vear blocks 5 years after cutoff.
recordings and motion pictures. Include production or similar files which contain copies Volume 1 foot. Annual accumulation
of production contracts, scripts, or other documentation bearing on the origin, acquisition,  5toot  NC1-57-84-7.
release, or ownership of the production.
- b Films Acquired from Outside Sources (not Sponsored by MMS) for Personnel and Destroy 1 year after completion of
Management Training. training program or when no longer
needed, whichever is later. N1-473-
88-1
703 - 03 Photograph Files. .

° og ’ap , ) ) o Cut off at close of fiscal year.
The original negative and a captioned print for each black and white image and the
original color transparency or color negative, a captioned print, and an internegative (if
one exists) for each color image. Include the date, location, names of people, event,
copyright owner, and other information as appropriate.

- a Ph hs of MMS Officials.

otographs o C e iclals " o . Permanent. Transfer to FRC 2 years
Photographs of significant MMS Officials and other individuals and photographs resulting  after cutoff. Transfer to NARA in 5
from significant MMS program responsibilities which constitute evidence of the year blocks 5 years after cutoff.
organization, function, policy development, decisions, procedures, operations, or other Volume 1 fool. Annual ascumnulation
activities. 5foot. NC1-57-84-7

- b Photographs of Routine Award Ceremonies, Social E. Destrov 1 vear after cutoff or when no

Include photos reproduced in technical reports which are meaningless without text; Ionger};xee};ieed. GRS 21.1
duplicate copies; and photographs of local interest only.
704 - SECTION 4. TECHNICAL LIBRARY RECORDS
704 - 01 Li Catalog C Finding Aid Ind .
lbrary .ata 9 ‘ards and lndln.g .I y .(or ndexes) ) Destroy or delete with the related
Indexes, lists, registers, and other finding aids used only to provide access to records records. GRS 23.9
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 information source apart
from the related records.
704 - 02 Reserved.
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Item Description of Records
No.
705 - SECTION 5. PUBLIC INFORMATION RECORDS
The records described in this section are accumulated and maintained in separate
collections specifically for public inspection in accordance with local directives, the FOIA,
Privacy Act, and related laws and regulations regarding public access to Government
records. These regulations provide that certain information on active leases and wells,
geological and geophysical data on expired leases, accident investigations, pollution and
enforcement action reports, and mining development plans be available to the public.
PROPRIETARY AND PERSONAL INFORMATION HAS BEEN DELETED FROM THESE
RECORDS. The disposal criteria given below in ltem 705-01 for records pertaining to
leases and wells apply ONLY TO THE COPIES OF THESE DOCUMENTS MAINTAINED
SPECIFICALLY FOR PUBLIC INSPECTION. See MMSM 316 and 383 for release of
FOIA and Privacy Act records.
705 - 01 Public Information Offices Records.
Copies of all documents maintained for inspection/acquisition by the public, including
certain information on active leases and wells, accident investigations, etc. Specific types
of records include Forms MMS-330, -331, -1869, etc. Incorporates material formerly
covered under ltems 705-01 and 705-03 through 705-15, as well as additional public
inspection records not previously described.
) Paper Not Microfilmed. Destroy when obsolete, superseded,
or no longer needed for reference.
N1-473-88-1
- Paper That Has Been Converted to Microform. )
Destroy when microform has been
verified in accordance with Chapter 5
of this handbook. N1-473-88-1
- Master Microform.
aster Wicrotorm Destroy when obsolete, superseded,
or no longer needed for reference.
N1-473-88-1
705 - 02 Copy Fee Collection Register. )
Py ) gl . . » . . Cut off at close of fiscal year. Destroy
Documents showing the receipt and disposition of funds received for copies of FOIA, 2 years after cutoff. GRS 14.15
Privacy Act, or records obtained from OCS Public Information Offices.
705 - 03 Reserved.
705 - 04 Reserved.
705 - 05 Reserved.
705 - 06 Reserved.
705 - 07 Reserved.
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705 - 08 Reserved.

705 - 09 Reserved.

705 - 10 Reserved.

705 - 11 Reserved.

705 - 12 Reserved.

705 - 13 Reserved.

705 - 14 Reserved.

705 - 15 Reserved.

705 - 16 Freedom of Information Act (FOIA) Files.

Files created in response to requests for information under the FOIA consisting of the
original request, a copy of the reply, and all related supporting files which may include a

copy of the requested record.
a Correspondence and Supporting Documents (Excluding the Official File Copy of the

Records Requested).

a(1) Granting Access To All Of The Requested Records.

a(2) Responding to Requests for Nonexistent Records; to Requesters Who Provide
Inadequate Description; and to Those Who Fail to Pay MMS Reproduction Fees.

a(2)a Request Not Appealed.

a(.'l)b Request Appealed.

Supercedes Release No. 165
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705 - 16 a(3) Denying Access to All or Part of the Records Requested.

- a(3)a Request Not Appealed.

- a(3)b Request Appealed.

- b Official File Copy of Requested Records.

Destroy 6 years after date of reply.
GRS 14.11a(3)(a)

Destroy 6 years after final
determination, or 6 years after the
time at which a requester could file
suit, or 3 years after final adjudication
by courts, whichever is later. GRS
14.11a(3)(b)

Dispose in accordance with approved
disposition instructions for related
records or with the related FOIA
requests, whichever is later. GRS
14.11b

705 - 17 FOIA Appeals Files.

Files created in responding to administrative appeals under the FOIA for release of
information denied by MMS. Include appeliant's letter, copy of the reply, and related
supporting documents, which may include a copy of the record under appeai.

- a Correspondence and Supporting Documents.

Excluding the file copy of the records under appeal, maintained by the Departmental
FOIA Appeals Officer. .

- b Official File Copy of Records Under Appeal.

Destroy 6 years after final
determination by MMS, 6 years after
the time at which a requester could
file suit, or 3 years final adjudication
by courts, whichever is later. GRS
14.12a

Dispose in accordance with approved
disposition instructions for the related
record or with the related FOIA
request, whichever is later. GRS
14.12b

705 - 1 iles.
8 FOIA Reports Files o ‘ , . , , Destroy when 2 years old. GRS 14.14
Recurring reports and one-time information requirements relating to the implementation
of the FOIA.
705 ~ 19 FOIA Administrative Files.

Records relating to the general implementation of the FOIA, including notices,
memorandums, routine correspondence, and related documents.

Destroy when 2 years old. GRS 14.15

705 - 20 Privacy Act Requests Files.
Filea created in rcaponac to requests from individuals to gain access to their records or to
any information in the records pertaining to them, as provided for under 5 U.S.C.
552a(d)(1). Files contain original request, copy of reply, and all related supporting
documents, which may include the official file copy of records requested or copy thereof.
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705 - 20 a Correspondence and Supporting Documents (Excluding the Official File Copy of the
Records Requested).

5 a(f) Granting A I the R R . '
(N ranting Access to All the Requested Records . Destroy 2 years after date of reply.
GRS 14.21a(1)

- a(2) Responding to Requests for Nonexistent Records; to Requesters Who Provide
Inadequate Descriptions; and to Those Who Fail To Pay MMS Reproduction Fees.

- 2)a R Not A led.
a(zja Requests Not Appealed Destroy 2 years after date of reply.
GRS 14.21a(2)(a)

- 2 .
a(2)o- Requests Appealed Destroy as authorized under item 705-
21. GRS 14.21a(2)(b)

- a(3) Denying Access to All or Part of the Records Requested.

- 3 .
a(3)a Requests Not Appealed Destroy 5 years after date of reply.
GRS 14.21a(3)(a)

- 3)b R A led.
a(3) equests Appealed Destroy as authorized under ltem 705-
21. GRS 14.21a(3)(b)

- b Official File C f R ted .
icial File Copy of Requested Records Dispose in accordance with approved

disposition instructions for the related
records, or with the related Privacy
Act request, whichever is later. GRS

14.21b
705 - 21 Privacy Act Amendment Files.
Files relating to an individual's request to amend a record pertaining to that individual as
provided for under 5 U.S.C. 552a(d)(2); to the individual's request to amend a record as
provided under 5 U.S.C. 552a(d)(3); and to any civil action brought by the individual
against the MMS as provided under 5 U.S.C. 552a(g).
- R .
a equeslts to Amend Agreed to by MMS ) . , Dispose of in accordance with the
Include individual's request to amend and/or review refusal to amend, copies of MMS approved disposition instructions for
replies thereto, and related materials. the related subject individual's record

or 4 years after MMS agreement to
amend, whichever is later. GRS

14.22a
- b Requests to Amend Refused by MMS. Dispose of in accordance with
Include individual's request to amend and to review refusal to amend, copies of MMS' appprgved disposition instructions for
replies thereto, statement of disagreement, MMS’ justification for refusal to amend a the related subject individual's record
record, and related materials. or 4 years after final determination by

MMS, or 3 years after final
adjudication by courts. GRS 14.22b
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705 -

21

Appealed Requests to Amend. .
Include all files created in responding to appeals under the Privacy Act for refusal by
MMS to amend a record.

Dispose of in accordance with
approved disposition instructions for
the related subject individual's record
or 3 years after final adjudication by
courts. GRS 14.22¢

705 -

22

Privacy Act Accounting of Disclosure Files. _
Files maintained under the provisions of 5 U.S.C. 552a(c) for an accurate accounting of
the date, nature, and purpose of each disclosure of a record to any person or to another

Agency; include forms for showing the subject individual's name, requester's name and
address, purpose and date of disclosure, and proot of subject individual's consent when

applicable.

Dispose of in accordance with
approved disposition instructions for
the related subject individual's records
or 5 years after the disclosure for
which the accountability was made,
whichever is later. GRS 14.23

705 -

23

Privacy Act Control Files.

Files maintained for control purposes in responding to requests, including registers and
similar records listing date, nature of request, and name and address of requester.

Registers or Listings.

Other Files.

Destroy 5 years after date of last
entry. GRS 14.24a

Destroy 5 years after final action by
MMS or final adjudication by courts,
whichever is later. GRS 14.24b

705 -

24

Privacy Act Reports Files.

Recurring reports and one-time information requirement relating to MMS implementation,
including biennial reports to the Congress of the United States, the Office of Management
and Budget, and the report on new or revised systems.

Cut off at close of fiscal year. Destroy
2 years after cutoff. GRS 14.25

705 -

25

Privacy Act General Administrative Files.

Records relating to the general implementation of the Privacy Act, including notices,
memoranda, routine correspondence, and related records.

Destroy when 2 years old. GRS
14.26

706 -

SECTION 6. TECHNICAL PUBLICATIONS MANAGEMENT

The records described below are accumulated in providing basic editorial services and
advice regarding publication of technical reports and maps. Include formal MMS
publications, informal reports, and outside publications.

706 -

01

Technical Publications Controls.

Documents used to control the numbering of publications and record actions in
processing publications. Include publication control number assignment and status cards,
logs, registers, or similar records.

Cut off at close of fiscal year in which
subject item (or all listed items) is
published. Destroy 1 year after
cutoff. NC1-57-84-7

706 -

02

Technical Publications Background Files.

Copies of documents reflecting the preparation, review, clearance, approval, and
issuance of technical reports and maps. Include records of clearances, approvals, and
other coordinating actions; technical and editorial review reports and comments;
abstracts; press releases; transmittal memoranda; and correspondence regarding the
publication.

Destroy 6 months after final action on
project or report or 3 years after
completion of report if it is not
published. NC1-57-84-7

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

C-50






Records Management

MMSM 380.2 H

Description of Records

Disposal Instructions

Reserved.

SECTION 7. CLAIMS, APPEALS, AND LITIGATION

MMS Appeals Files.

Records relating to formal appeals to the Director, MMS, from final orders or decisions by
MMS. The appeals procedures are governed by 30 CFR 290. Include notices of appeals
and documents showing argument of the facts by the appellant, reports in reply to lthe
appellant's argument, requests for extension of time, records reflecting the final decision
by the Director, and other related correspondence. Official file copies of these
documents are maintained at the Headquarters level. Arrange numerically by appeal
number.

Cut off upon issuance of final decision
or withdrawal of appeal. Destroy 10
years after cutoff. NC1-57-84-7

Waiver/Departure Requests.

Copies of approvals and denials of requests for waivers from operational directives for
lessee compliance. Arrange by type and number. This is an extra copy (convenience
file) maintained to prepare statistical reports. Official copies are maintained in
appropriate case file.

Cut off at close of fiscal year or when
no longer needed for reference.
Destroy 2 years after cutoff. NC1-57-
84-7

Mineral Leasing Claims And Litigation Files.

Documents relating to claims or actual legal proceedings involving mineral leasing
activities or lease operations on the OCS or on Federal and Indian lands in which MMS
has an interest. Include advisory reports, investigation reports, litigation reports,
statements of claims, copies of processes and pleadings, supporting documents, and
related correspondence. Official file copies of these documents are maintained at the
headquarters level.

Cut off at close of fiscal year in which
claim is settled or disallowed or in
which case is closed. Destroy 10
years after cutoff. NC1-57-84-7

Interior Board of Land Appeals (IBLA) Files.

Documents related to formal appeals to the IBLA. Include notices of appeal, retained
coples of MMS reports to IBLA, and copies of IBLA decisions. Include IBLA Decisivns

Index Book.

Permanent. Cut off upon issuance of
final decision or withdrawal of

appeal. Hold 7 years and transfer to
FRC. Transfer to NARA in 5-year
blocks when 25 years old. Volume 12
feet. Annual accumulation 2 feet.
NC1-57-84-7

Hearing Files.

Documents related to MMS civil penalty procedures. Include memoranda assigning
cases to reviewing officers, reviewing officer notification of alleged violators, case
records, hearing records, and case decisions.

Cut off upon payment of penalty or
notice of non-violation. Hold 5 years
after cutoff and transfer to FRC.
Destroy 25 years after cutoff. NC1-57-
84-7

Fishermen's Contingency Fund.
Request from the National Marine Fisheries Service for identification of lessee/operator to
recover revenue or equipment losses by fishermen as a result of leasing activities.

Cut off at the close of fiseal year.
Destroy 5 years after cutoff. N1-473-
88-1

Item
No.
706 - 03

707 -

707 - 01
707 - 02
707 - 03
707 - 04
707 - 05
707 - 06
708 - 01

Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic maii and word processing
systems and used solely to generate a recordkeeping copy of the records covered by the
other items in Chapter 7 of this schedule. Also includes electronic copies of records
created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.
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a

Copies That Have No Further Administrative Value.

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.

Other Copies.
Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Destroy/délete within 180 days after
the recordkeeping copy has been
produced.

Destroy/delete when dissemination,
revisiorn, or updaling is cumpleted.

CHAPTER 8. ADP MANAGEMENT

The records described in this chapter relate to the electronic data processing function
including system documentation, machine readable records, and records associated with
the operation of remote data terminals. These records may contain personal or
proprietary data. See Chapter 6, Special Instructions, of this handbook.

Systems Feasibility Files.

Feasibility studies conducted before the instaliation of any technology or equipment
associated with information management systems. Provide information on time, cost,
and resources required related to the design, implementation, and operation of an ADP
system. Accumulated by the office conducting the study or sponsoring the contract or
interagency agreement to perform the study. Include requests for the establishment of a
data system, project authorizations, documents containing definition of the system
including system objectives, feasibility studies reflecting comparison of present and
proposed systems, advantages and disadvantages of alternate solutions, costs analyses,
equipment requirements, tangible benefits, output requirements, and a schedule for
implementing the proposed system; documents reflecting review and recommendations
for acceptance or rejection of the proposal; and documents on major changes to these
systems. Arrange by system title.

Rejected Systems.

Approved Systems.

Cut off at close of fiscal year.

Destroy 5 years after cutoff.

EXCEPT: Systems studies which may
be of continuing value may be
retained as nonrecord reference
material. NC1-57-84-7

Destroy 5 years after cutoff.

EXCEPT: Systems studies which may
be of continuing value may be
retained as non-record material. NC1-
57-84-7

Ttem
No.
708 - 01

800 -
800 - 01
800 - 02

System Documentation Files.

Official documentation accumulated during development, testing, and operation of a
specific automated data system. Include system life cycle and configuration
management; general narrative description of the system with its capabilities and
limitations; input/output specifications and flow data; file or data set descriptions; software
license agreements; input collection instructions, instructions for encoding raw data into
machine-readable media, samples of source documents; computer operating instructions;
program specifications; and output preparation and distribution instructions. Arrange by
system title and hereunder by system life cycle phases (i.e., development, testing).

NOTE: If the system records are identified as permanent, transfer system documentation
to appropriate records series item number.

Current Documentation.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

Cut off when the system is
terminated. Destroy when all related
data have been destroyed. N1-473-
88-1

C- 52






Records Management

MMSM 380.2 H

Description of Records

Disposal Instructions

Superseded Documentation.

Cut off at close of fiscal year. Transfer
to FRC 1 year after cutoff. Destroy 10
years after cutoff or when all related
magnetic data have been destroyed,
whichever occurs first. N1-473-88-1

Reserved.

Source Documents.

Source documents forwarded to data processing activities for data conversion.

Source Documents for the Sole Purpose of Creating a Data Base Management
System (DBMS) for an ADP System or Updating the DBMS.

Other Source Documents or Copies.

Destroy 1 year after ADP program has
been debugged and is stabilized or 1
year after input is verified, whichever
occurs first. NC1-57-84-7

Return to user for disposition in
accordance with the applicable
disposal instructions. NC1-57-84-7

Error/Edit Listing Files.

Computer printouts showing errors; used for program debugging purposes and report

editing.

Destroy after corrections have been
made and listings verified. NC1-57-
84-7

ADP Source Program Files.

Source code program, regardless of language used. Used with a processor or compiler
program to produce an object code program.

Computer Simulation Applications, Such as Programs Used in Economic Evaluation
of Lease Blocks, Reservoir Simulation, and Other Geologic Modeling; for Example,
Monte Carlo Range ot Values and Black Oil Simulation Systems.

Other Applications.

Permanent. Cut off when program has
been removed from system. Transfer
to FRC 5 years after cut off. Offer to
NARA in 5-year blocks when 7 years
old. Volume 1 foot. Annual
accumulation .5 foot. NC1-57-84-7

Destroy individual titles/listings when
replaced by new ones. Destroy object
code after program has been removed
from the system; or if source code has
been transferred to magnetic file,
destroy after magnetic file has proved
satisfactory as adequate backup, i.e.,
after second update cycle. NC1-57-
84-7

Item
No.
800 - 02
80U - 03
800 - 04
800 - 05
800 - 06
800 - 07

Reserved.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)
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Disposal Instructions

800 -

08

Raw Data Input Magnetic Tapes.
Magnetic tapes used to temporarily store data to be transmitted to the host computer
facility.

Erase after related magnetic file
maintained at the host computer
facility has proved satisfactory. NC1-
57-84-7

800 -

09

Print and Plotter Tapes.
Magynielic lapes conlaining oulpul dala lransmilled lo the data terminal by the host
computer facility. Used for producing required printouts or card files.

Erase not later than 10 days after the
output has been released and
approved. NC1-57-84-7

800 -

10

Reserved.

800 -

11

Data Processing Control Records.

System used, regardless of medium, to record approved jobs, job numbers, requesting
office, job description, date received, and date due, passwords, and related information.

Cut off at close of fiscal year in which
related job is completed. Destroy 1
year after cutoff. NC1-57-84-7

801 -

Electronic Records.

This schedule applies o dispusable eleclronic records crealed or received by the MMS
including those managed by contractors. It covers records created by computer
operators, programmers, analysts, systems administrators, and all personnel with access
to a computer. Disposition authority is provided for certain master files, including some
tables that are components of data base management systems, and certain files created
from master files for specific purposes.- In addition, this schedule covers certain
disposable electronic records produced by end users in office automation applications.
This disposition applies to the records described in this chapter, regardless of the type of
computer used to create or store these records.

801 -

01

Files/Records Relating to the Creation, Use, and Maintenance of Computer
Systems, Applications, or Electronic Records.

Electronic Files or Records Created Solely to Test System Performance, as Well as
Hard-Copy Printouts and Related Documentation for the Electronic Files/Records.

Electronic Files or Records Used to Create or Update a Master File, Including, but
Not Limited to, Work Files, Valid Transaction Files, and Intermediate Input/Output
Records.

Electronic Files and Hard-Copy Printouts Created to Monitor System Usage,
Including, but not Limited to, Log-in Files, Password Files, Audit Trail Files, System
Usage Files, and Cost-Back Files Used to Assess Charges for System Use.

Delete/destroy when no longer
needed for administrative, legal, audit,
or other operational purposes. GRS
20.1a

Delete after information has been
transferred to the master file and
verified. GRS 20.1b

Delete/destroy when no longer
needed for administrative, legal, audit,
or other operational purposes. GRS
20.1¢c

02

inpui/Source Records.

Supercedes Release No. 165
Date: September 22, 2003 (Release No. 288)
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Non-Electronic Documents or Forms.

Designed and used solely to create, update, or madify the records in an electronic
medium and not required for audit or legal purposes (such as need for signatures) and
not previously scheduled for permanent retention in a NARA-approved MMS records

schedule.

Electronic Records.
Electronic records, except as noted in item 801-02¢, entered into the system during an
update process, and not required for audit and legal purposes.

Other Agency Electronic Records.

Electronic records received from another agency and used as input/source records by
MMS. EXCLUDING records produced by another agency under the terms of an
interagency agreement, or records created by another agency in response to the specific
information needs of MMS.

Computer Files and Records.

Computer 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.

Destroy after the information has
been converted to an electronic
medium and verified, or when no
longer needed to support the
reconstruction of, or serve as the
backup to, the master file, whichever
is later. GRS 20.2a

Delete when data have been entered
into the master file or database and
verified, or when no longer required to
support reconstruction of, or serve as
back-up to, a master file or database,
whichever is later. GRS 20.2b

Delete when data have been entered
into the master file or database and
verified, or when no longer needed to
support reconstruction of, or serve as
back-up to, a master file or database,
whichever is later. GRS 20.2¢

Delete after the necessary data have
been incorporated into a master file.
GRS 20.2d

Item
No.
801 - 02 a
- b
- C
- d
801 - 03
- a
- b
- b(1)
- b(2)

Electronic Versions of Records Scheduled for Disposal:

Electronic Versions of Records That are Scheduled For Disposal Under One or More
Items in GRS 1-16, 18. 22, or 23; EXCLUDING Those That Replace or Duplicate the
Following GRS Items: GRS 1, Items 21, 22, 25f; GRS 12, Item 3; and GRS 18, Item 5.

Electronic Records That Support Administrative Housekeeping Functions When the

Records are Derived From or Replace Hard Copy Records Authorized by NARA for

Destruction in an Agency-Specific Records Schedule.

When Hard Copy Records are Retained to Meet Recordkeeping Requirements.

When the Electronic Record Replaces Hard Copy Records That Support
Administrative Housekeeping Functions.

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

Delete after the expiration of the
retention period authorized by the
GRS or when no longer needed,
whichever is later. GRS 20.3a

Delete electronic version when MMS
determines that it is no longer needed
for administrative, legal, audit, or
other operational purposes. GRS
20.3b(1)

Delete after the expiration of the
retention period authorized for the
hard copy file, or when no longer
needed, whichever is later. GRS
20.3b(2)
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Hard Copy Printouts Created for Short-Term Administrative Purposes.

Destroy when MMS determines that
they are no longer needed for
administrative, legal, audit, or other
operational purposes. GRS 20.3b(3)

Data Files Consisting of Summarized Information.

Records that contain summarized or aggregated Information created by combining data
elements or individual observations from a single master file or data base that is
disposable under a GRS item or is authorized for deletion by a disposition job approved
by NARA after January 1, 1988, EXCLUDING data files that are created as disclosure-
free files to allow public access to the data which may not be destroyed before securing
NARA approval.

Delete when MMS determines that
they are no longer needed for
administrative, legal, audit, or other
operational purposes. (NOTE: Data
files consisting of summarized
Information which were created from
a master file or data base that is
unscheduled, or that was scheduled
as permanent but no longer exists or
can no longer be accessed, may not
be destroyed before securing NARA
approval.) GRS 20.4

Records Consisting of Extracted Information.

Electronic files consisting solely of records extracted from a single master file or data
base that is disposable under Item 800 of this schedule or approved for deletion by a
NARA-approved disposition schedule, EXCLUDING extracts that are: (a) produced as
disclosure-free files to allow public access to the data; or (b) produced by an extraction
process which changes the informational content of the source master file or data base;
which may not be destroyed before securing NARA approval. For print and technical
reformat files see items 801-06 and 801-07.

Delete when MMS determines that
they are no longer needed for
administrative, legal, audit, or other
operational purposes. GRS 20.5

Print File.

Electronic file extracted from a master file or data base without changing it and used
solely to produce hard-copy publications and or printouts of tabulations, ledgers,
registers, and statistical reports.

Delete when MMS determines that
they are no longer needed for
administrative, legal, audit, or other
operational purposes. GRS 20.6

Technical Reformat File.

Electronic file consisting of data copied from a complete or partial master file or data
base made for the specific purpose of information interchange and written with varying
technical specifications, EXCLUDING files created for transfer to the National Archives.

Delete when MMS determines that
they are no longer needed for
administrative, legal, audit, or other
operational purposes. GRS 20.7

Item
No.
801 - 03 b(3)
801 - 04
801 - 05
801 - 06
801 - 07
801 - 08

Backups of Files.

Electronic copy, considered by MMS to be a Federal record, of the master copy of an
electronic record or file and retained in case the master file or data base is damaged or
inadvertently erased.

File Identical to Records Scheduled for Transfer to the National Archives.

File Identical to Records Authorized for Disposal in a NARA-Approved Records
Schedule.

Delete when the identical records
have been captured in a subsequent
backup file or when the identical
records have been transferred to the
National Archives and successfully
copied. GRS 20.8a

Delete when the identical records
have been deleted, or when replaced
by a subsequent backup file. GRS
20.8b

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)
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801 -

09

Finding Aids (or Indexes).

Electronic 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 information
source apart from the related records.

Delete with related records or when
MMS determines that they are no
longer needed for administrative,
legal, audit, or other operational
purposes, whichever is later. GRS
20.9

801 -

10

Special Purpose Programs.

Application software necessary solely to use or maintain a master file or data base
authorized for disposal in a GRS item or a NARA-approved records schedule,
EXCLUDING special purpose software necessary to use or maintain any unscheduled
master file or data base or any master file or data base scheduled for transfer to the
National Archives.

Delete when related master file or
data base has been deleted. GRS
20.10

801 -

11

Documentation.

NOTE: Documentation that relates to permanent or unscheduled master files and data
bases is not authorized for destruction by this handbook. See 801-01a for documentation
relating to system testing.

Master Files.

Data systems specifications, file specifications, codebooks, record layouts, user guides,
output specifications, and final reports. Reports (regardless of medium) relating to a
master file or data base that has been authorized for destruction by the GRS or a NARA-
approved disposition schedule.

Copies of Records Relating to System Security, Including Records Documenting
Periodic Audits or Review and Recertification of Sensitive Applications, Disaster
and Continuity Plans, and Risk Analysis, as Described in OMB Circular No. A-130.

Destroy or delete when superseded or
obsolete, or upon authorized deletion
of the related master file or data base,
or upon destruction of the output of
the system if the output is needed to
protect legal rights, whichever is
latest GRS 20.11a

Destroy or delete when superseded or
obsolete. GRS 20.11b

801 -

12

Downloaded and Copied Data.
Derived data and data files that are copied, extracted, merged, and/or calculated from
other data generated within MMS, when the original data is retained.

Derived Data Used for Ad Hoc or One-Time Inspection, Analysis or Review, if the
Derived Data is not Needed to Support the Results of the Inspection, Analysis or
Review.

Derived Data That Provide User Access in Lieu of Hard Copy Reports That are
Authorized for Disposal. i

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. See 801-05 for Other
Extracted Data.

Delete when MMS determines that
they are no longer needed for

administrative, legal, audit, or other
operational purposes. GRS 20.12a

Delete when MMS determines that
they are no longer needed for

administrative, legal, audit, or other
operational purposes. GRS 20.12b

Delete from the receiving system or
device when no longer needed for
processing. GRS 20.12¢

Supercedes Release No. 165
Date: September 22, 2003 (Release No. 288)
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Word Processing Files.

Documents such as letters, memoranda, reports, handbooks, directives, and manuals
recorded on electronic media such as hard disks or floppy diskettes after they have been
copied to an electronic recordkeeping system, paper, or microform for recordkeeping
purposes.

Delete from the word processing
system when no longer needed for
updating or revision. GRS 20.13

Electronic Mail Records.

Senders’ and recipients’ versions of electronic mail messages that meet the detinition ot
Federal records, and any attachments to the record messages after they have been
copied to an electronic recordkeeping system, paper, or microform for recordkeeping

 purposes. NOTE: Along with the message text, the recordkeeping system must capture

the names of sender and recipients and date (transmission data for recordkeeping
purposes) and any receipt data when required. ‘

Delete from the e-mait system after
copying to a recordkeeping system.
GRS 20.14

Electronic Spreadsheets.
Electronic spreadsheets generated to support administrative functions or generated by an
individual as background materials or feeder reports.

When Used to Produce a Hard Copy That is Maintained in Organized Files.

When Maintained Only in Electronic Form.

Delete when no longer needed to
update or produce hard copy. GRS
20.15a

Delete after the expiration of the
retention period authorized for the
hard copy hy the GRS or a NARA-
approved SF-115. If the electronic
version replaces hard copy records
with differing retention periods and
MMS software does not readily permit
selective deletion, delete after the
longest retention period has expired.
GRS 20.15b

Information Technology Operations and Management Records.

This schedule provides disposal authorization for certain files created and maintained in
the aperation and management of infarmation technology (IT) and related services. As
defined in the Information Technology Management Reform Act of 1996 (now the Clinger-
Cohen Act), "information technology" includes computers, ancillary equipment, software,
firmware and similar procedures, services (including support services), and related
resources.

Item
No.
801 - 13
801 - 14
801 - 15

802 -
802 - 01

Oversight and Compliance Files.

Records in offices with MMS-wide responsibility for managing IT operations relating to
compliance with IT policies, directives, and plans including recurring and special reports,
responses to findings and recommendations, and reports of follow-up activities.

Performance Measurements and Benchmarks.

Supercedes Release No. 165
Date: September 22,2003 (Release No. 288)

Cut off at close of fiscal year.

Destroy/delete when 5 years old or 1
year after responsible office
determines that there are no
unresolved issues, whichever is
longer. GRS 24.1a
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All Other Oversight and Compliance Records, Including Certification and
Accreditation of Equipment, Quality Assurance Reviews and Reports, Reports on

" Implementation of Plans, Compliance Reviews, and Data Measuring or Estimating

Impact and Compliance.

Destroy/delete when 3 years old or 1
year after responsible office
determines that there are no
unresolved issues, whichever is
longer. GRS 24.1b

IT Facility, Site Management, and Equipment Support Services Records.

Records maintained by offices responsible for the control and operation of buildings and
rooms where T equipment, systems, and storage media are located, including files
identifying IT facilities and sites, and files concerning implementation of IT facility and site
management and equipment support services provided to specitic sites, including
reviews, site visit reports, trouble reports, equipment service histories, reports of follow-up
actions, and related correspondence.

Destroy/delete when 3 years oid, or
when superseded or obsolete,
whichever is longer. GRS 24.2

IT Asset and Configuration Management Files.

IT Assets.

Inventories of IT assets, network circuits, and building or circuitry diagrams, including
equipment control systems such as databases of barcodes affixed to IT physical assets.

Asset Management.

Records created and retained for asset management, performance and capacity
management, system management, configuration and change management, and
planning, follow-up, and impact assessment of operational networke and systeme.
Includes, but is not limited to:

System Implementation.

Data and detailed reports on implementation of systems, applications and maodifications;
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 or version
management.

Network Infrastructure.

Records of routine IT maintenance on the network infrastructure documenting
preventative, corrective, adaptive and perfective (enhancement) maintenance actions,
including requests for service, work orders, service histories, and related records.

Destroy/delete 1 year after completion
of the next inventory. GRS 24.3a

Destroy/delete 1year after termination
of system. GRS 24.3b(1)

Destroy/delete when 3 years old or 1
vear after termination of system,
whichever is sooner. GRS 24.3b(2)

Item
No.
802 - 01 b
802 - 02
802 - 03
- a
- b
- b(1)
- b(2)
802 - 04
- a
- a(1)

System Backups and Tape Library Records.

Backup Tapes Maintained for Potential System Restoration in the Event of a System
Failure or Other Unintentional Loss of Data.

Incremental Backup Tapes.

Supercedes Release No. 165
Date: September 22, 2003 (Release No. 288)

Delete/destroy incremental backup
tapes when superseded by a full
backup, or when no longer needed for
system restoration, whichever is later.
GRS 24.4a(1)
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Full Backup Tapes.

Tape Library Records Including Automated Files and Manual Records Used to
Control the Location, Maintenance, and Disposition of Magnetic Media in a Tape
Library Including List of Holdings and Control Logs.

Delete/destroy full backup tapes when
second subsequent backup is verified
as successful or when no longer
needed for system restoration,
whichever is later. GRS 24.4a(2)

Destroy/delete when superseded or
obsolete. GRS 24.4b

Files Related to Maintaining the Security of Systems and Data.

System Security Plans and Disaster Recovery Plans.

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.

Cut off at close of fiscal year.

Destroy/delete 1 year after system is
superseded. GRS 24.5a

Destroy/delete 1 year after system is
superseded. GRS 24.5b

User Identification, Profiles, Authorizations, and Password Files, EXCLUDING
Records Relating to Electronic Signatures.

Systems Requiring Special Accountability, e.g., Those Containing Information That
May be Needed for Audit or Investigative Purposes and Those That Contain
Classified Records.

Routine Systems, i.e., Those not Covered by 802-06a.

Cut off at close of fiscal year.

Destroy/delete inactive file 6 years

after user account is terminated or

password is altered, or when no

longer needed for investigative or

security purposes, whichever is later.
S 24.6a

See 801-01c.

Computer Security Incident Handling, Reporting and Follow-up Records.

Destroy/delete 3 years after all
necessary follow-up actions have
been completed. GRS 24.7

Item
No.
802 - 04 a(2)
802 - 05
802 - 06
802 - 07
802 - 08

IT Operations Records.

Workioad Schedules, Run Reports, and Schedules of Maintenance and Support
Activities.

Problem Reports and Related Decision Documents Relating to the Software
Infrastructure of the Network or System.

Supercedes Release No. 165
Date: September 22, 2003 (Release No. 288)

Cut off at close of fiscal year.

Destroy/delete 1 year after problem is
resolved. GRS 24.8a

Destroy/delete 1 year after problem is
resolved. GRS 24.8b
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o]

Reports on Operations, Including Measures of Benchmarks, Performance
Indicators, and Critical Success Factors, Error and Exception Reporting, Self-
Assessments, Performance Monitoring; and Management Reports.

Destroy/delete when 3 years old.
GRS 24.8¢

Financing of IT Resources and Services.

NOTE: Copies of records needed to support contracts should be in procurement files
which are scheduled under Chapter 5 of this schedule.

Performance Criteria Agreements,

Agreements formalizing performance criteria for quantity and quality of service. including
definition of responsibilities, response times and volumes, charging, integrity guarantees,
and non-disclosure agreements.

Third-Party Services.

Files related to managing third-party services, including records that document control
measures for reviewing and monitoring contracts and procedures for determining their
effectiveness and compliance.

Service Operations.

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.

Cut off at close of fiscal year.

Destroy/delete 3 years after
agrcement is superseded or
terminated. GRS 24.9a

Destroy/delete 3 years after controf
measures or procedures are
superseded or terminated. GRS 24.9b

Destroy/delete records with no
outstanding payment issues when 3
years old. GRS 24.9¢

IT Customer Service Files.

Customer Assistance.

Records related to providing help desk information to customers, including pamphlets,
responses to "Frequently Asked Questions," and other documents prepared in advance to
assist customers.

Help Desk Logs.

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.

Destroy/delete 1 year after record is
superseded or obsolete. GRS 24.10a

Destroy/delete when 1 year old or
when no ionger needed for review
and analysis, whichever is later. GRS
24.10b

Item
No.
802 - 08
802 - 09
802 - 10
802 - 11

IT Infrastructure Design and Implementation Files.

Records of individual projects designed to provide and support new MMS IT infrastructure
(see Note), systems, and services. Includes records documenting (1) requirements for,
and implementation of, functions such as maintaining network servers, desktop
computers, and other hardware, installing and upgrading network operating systems and
shared applications, and providing data telecommunications; (2) infrastructure
development and maintenance such as acceptance/accreditation of infrastructure
components, analysis of component options, feasibility, costs and benefits, and work
associated with implementation, modification, and troubleshooting; (3) models, diagrams,
schematics, and technical documentation; and (4) quality assurance reviews and test
plans, data and results. (NOTE: IT Infrastructure means the basic systems and services
used to supply the MMS and its staff with access to computers and data
telecommunications. Components include hardware such as printers, desktop
computers, network and web servers, routers, hubs, and network cabling, as well as
software such as operating systems (e.g.. Microsoft Windows and Novell NetWare) and
shared applications (e.g., electronic mail, word processing, and database programs). The
services necessary to design, implement, test, validate, and maintain such components
are also considered part of MMS IT infrastructure. However, records relating to specific
systems that support or document mission goals are not covered by this item and must be
scheduled individually by MMS by submission of an SF 115 to NARA.)

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)

Cut off at end of fiscal year.
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Item Description of Records
No.
. roj I ) .
802 - 11 - a Records for PrOJects That are not Implemented Destroy/delete 1 year after final
decision is made. GRS 24.11a
- b Records for Projects That are Implemented. Destroy/delete 5 years after project is
terminated. GRS 24.11b
- c Installation and Testing Records. Destroyldelete 3 years after final
decision on acceptance is made.
GRS 24.11c
802 - 12 Electronic Mail and Word Processing System Copies.
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 Chapter. Also includes electronic copies of records created on
electronic mail and word processing systems that are maintained for updating, revision, or
dissemination.
i @ No l.=urther Administrative Vah.le.' . ) . Destroy/delete within 180 days after
Copies that have no further administrative value after the recordkeeping copy is made. the recordkeeping copy has been
Includes copics maintained by individuals in personal files, personal cleotronic mail produced.
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.
) b Maintained Copics. Destroy/delete when dissemination,

Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy. :

revision, or updating is completed. '

Supercedes Release No. 187
Date: September 22, 2003 (Release No. 288)
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U. S. Department of the Interior

BUREAU OF INDIAN AFFAIRS

ENROLLMENT IN A FEDERALLY
RECOGNIZED TRIBE

What is the purpose of tribal enrollment?

Tribal enrollment requirements preserve the unique character and traditions of each
tribe. The tribes establish membership criteria based on shared customs, traditions,
language and tribal blood.

What are tribal membership requirements?

Each tribe is sovereign and determines whether an individual is eligible for
membership. Each tribe maintains it's own enrollment records and documentation about
past members. Tribal enrollment criteria are set forth in tribal constitutions, articles of
incorporation or ordinances. The criterion varies from tribe to tribe, so uniform
membership requirements do not exist.

Two common requirements for membership are lineal descendancy from someone
named on the tribe's base roll or relationship to a tribal member who descended from
someone named on the base roll. (A "base roll" is the original list of members as
designated in a tribal constitution or other document specifying enrollment criteria.)
Other conditions such as tribal blood quantum, tribal residency, or continued contact
with the tribe are common.

How do I apply for enrollment in a tribe?
After you have completed your genealogical research, documented your ancestry, and
determined the tribe (blood quantum and lineage) with which your ancestor was affiliated,
you are ready to contact the tribe directly to obtain the criteria for membership. Rarely is the
BIA involved in enrollment or membership.
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TRIBAL ENROLLMENT
INFORMATION

FOR THE

FIVE CIVILIZED TRIBES

CHEROKEE (Western Band), CHEROKEE (Eastern
Band), CHICKASAW, CHOCTAW, CREEK, & SEMINOLE

This booklet contains enrollment instructions, forms, and contact information for each of the Five
Civilized Tribes. Some of the enrollment information and forms can be down loaded from the tribes’
Internet web sites. For others you will need to contact the tribe directly.

To be eligible for Tribal Membership with any one of the Five Civilized Tribes you must obtain a
Certificate of Degree of Indian Blood (CDIB), issued by the Bureau of Indian Affairs.

To obtain a CDIB card for the Five Civilized Tribes in Oklahoma you must formally apply for one via
the Bureau of Indian Affairs at 101 North Sth, Muskogee, Oklahoma 74401, (918) 687 2314, or directly
with the tribe you wish to enroll. With your application you must provide legal documentation, which
shows direct lineage to you with an ancestor listed on the FINAL ROLLS OF CITIZENS AND
FREEDMEN OF THE FIVE CIVILIZED TRIBES, (commonly called the Dawes Commission of
Final Rolls).

To obtain a CDIB for the Cherokee Nation (Eastern Band) in North Carolina you must formally apply
for one via the tribe and provide legal documentation, which shows direct lineage to you with an
ancestor who appears on the 1924 Baker Roll of the Eastern Band of Cherokee Indians.

To obtain information about membership eligibility for other Native American tribes you must contact
that tribe’s enrollment office. Contact information for a tribe can be found either on the Bureau of
Indian Affairs or National Congress of American Indians web sites. Enrollment requirements can
also be found in tribal constitutions or tribal codes. The National Indian Law Library has a large
collection of tribal codes and constitutions. Please note that dual citizenship between tribes is not
allowed. You can only enroll with one tribe. Listed below are the web site addresses for the above
agencies.

Indian Roots: http://www.narf.org/nill/roots.htm

The National Indian Law Library: http://wanderer.aescon.com/webpubs/webcat.htm

BIA: http://web.archive.org/web/20011008061455/http://www.doi.gov/bureau-indian-affairs.html
National Congress of American Indians: http://www.ncai.org/main/pages/tribal_directory/index.asp




http://www.narf.org/nill/roots.htm

http://wanderer.aescon.com/webpubs/webcat.htm

http://web.archive.org/web/20011008061455/http://www.doi.gov/bureau-indian-affairs.html

http://www.ncai.org/main/pages/tribal_directory/index.asp
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CHEROKEE NATION (Western Band)
P. O. Box 948
Tahlequah, Oklahoma 74465-0948
918 456 0671

registration@cherokee.org
http://www.cherokee.org/

Information on Registration with Cherokee Nation

To be eligible for Tribal Membership with the Cherokee Nation, you must apply and be able to present
a Certificate of Degree of Indian Blood (CDIB), issued by the Bureau of Indian Affairs.

To obtain a CDIB, you must formally apply for one through the Cherokee Nation Registration Office.
With your application you must provide acceptable legal documents, which connects you to an
ancestor who is listed with a roll number and a blood degree from the FINAL ROLLS OF
CITIZENS AND FREEDMEN OF THE FIVE CIVILIZED TRIBES, Cherokee Nation,
(commonly called the Dawes Commission of Final Rolls). These rolls were compiled between the
years of 1899-1906. Quantum of Indian Blood is computed from the nearest paternal and/or maternal
direct ancestor(s) of Indian blood listed on the Final Rolls.

Many descendents of Cherokee Indians can neither be certified nor qualify for tribal membership in the
Cherokee Nation of Oklahoma because their ancestors were not enrolled during the final enrollment.
Unfortunately, these ancestors did not meet the requirements for the final enrollment. The
requirements at that time were (1) applying between 1899-1906, (2) appearing on previous tribal rolls
of 1880 or 1896, and (3) having a permanent residence within the Cherokee Nation (now the 14
northeastern counties of Oklahoma). If the ancestors had separated from the Tribe and settled in states
such as Arkansas, Kansas, Missouri, and Texas, they lost their citizenship within the Cherokee Nation.
Only enrolled members of the Cherokee Nation named on the Final Rolls and/or their descendents are
furnished Certificates of Degree of Indian Blood and/or Tribal Membership.

CDIB's are issued only through the natural parents. In cases of adoption, quantum of Indian blood
must be proven through the BIOLOGICAL PARENTS to the enrolled ancestor. A copy of the Final
Degree of Adoption must accompany the application for CDIB, as well as the STATE CERTIFIED,
FULL IMAGE/PHOTOCOPY OF THE BIRTH RECORD. All information will remain
CONFIDENTIAL.

To assist you in researching and for formally applying, an information packet has been designed to
give you general facts, specific instructions describing required information and documentation, formal
applications, research referral information, and other information. When you submit your application,
PROCESSION TIME IS FOUR TO EIGHT WEEKS! Upon issuance of a CDIB, the tribal
membership application will be placed on file for processing. Incidentally, should your descendancy
from an enrollee NOT BE ESTABLISHED, the processing of the application may take longer. You
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will receive a letter from the Bureau of Indian Affairs explaining "why" your descendancy could not be
certified. Should you have any questions concerning the CDIB/Tribal Membership process, please
contact the Registration Office.

Registration Instructions Page

To insure that your application for Certificate of Degree of Indian Blood (CDIB) is processed in a
timely manner, these steps must be followed.

1.

Complete the application for a Certificate of Degree of Indian Blood (CDIB)/Membership. List
the name(s) of your ancestor(s) and the correct roll number (s) from the FINAL ROLLS OF
CITIZENS AND FREEDMEN OF THE FIVE CIVILIZED TRIBES. Cherokee Nation
(Dawes Commission Roll book) for the ancestor(s) to whom you are tracing. CDIB
APPLICATIONS SUBMITTED "WITHOUT" ROLL NUMBER INFORMATION
WILL BE RETURNED TO YOU. Complete the application in INK.

Attach your STATE CERTIFIED, FULL IMAGE/PHOTOCOPY OF THE ORIGINAL
BIRTH RECORD. This document must be the record which was issued to you from the State
Vital Statistics Office signed by the State Registrar, embossed with the State Seal, and bearing
a State file number, Or, attach your state certified, full image/photocopy of the DELAYED
CERTIFICATE OF BIRTH. NO XEROX COPIES.

CAUTION: Some birth records are issued by the hospital, city and county and may be computer
generated, abstracted or transcribed. These records are NOT acceptable. You will need to order the
record directly from the State Vital Statistics Office and specifically request a STATE CERTIFIED,
FULL IMAGE OF THE ORIGINAL BIRTH RECORD.

If attached a Delayed Certificate of Birth, as Affidavit of Personal Knowledge and Memory is
required. Anyone, but the person whose name appears on the Delayed Certificate of Birth, who
is 18 years old or older and who knows the facts to be true, my sign the affidavit before a
Notary Public.

Submit State certifies, full image/photocopy of the original birth and/or death record(s) of your
Non-enrolled ancestor(s) through whom you are tracing. NO XEROX COPIES.

Probate records, signed by a probate judge and showing the Final Determination of Heirs can
be used in place of a state certified, full image/photocopy of the original birth record. This
document must clearly define relationships. As additional document, showing the date of birth
of the individual who does not have a birth record, must be submitted with the probate record.
If your enrolled ancestor died after 1962, the STATE CERTIFIED FULL
IMAGE/PHOTOCOPY OF THE ORIGINAL DEATH RECORD must be submitted. NO
XEROX COPIES. If your enrolled ancestor is living, he/she must sign the attached Affidavit
of Personal Knowledge, attesting to the fact that he/she is the natural parent of your non-
enrolled ancestor.

Send the completed application, along with the required documents to: Cherokee Nation,
Registration Department, and P. O. BOX 948, TAHLEQUAH, OK 74465. Incomplete
applications will be returned.

Processing your application may take four to eight weeks. Upon the issuance of your CDIB card, your
tribal membership application (if completed correctly), will be placed on file for processing. Please
enclose the ORIGINAL DOCUMENTS with your application at this time. Unless specified, your
original documents will be returned to you at the completion of the processing.

Please see the attached forms: Application for Certificate of Degree of Indian Blood (CDIB),
Application for Membership in the Cherokee Nation, and Research Referral.





CHEROKEE NATION
Registration Department
P.O. Box 948
Tahlequah, OK 74465

APPLICATION FOR CERTIFICATE OF DEGREE OF INDIAN BLOOD

Complete the application in INK. List the name(s) of your ancestor(s), the tribe, and the correct roll number(s) from the FINAL ROLLS OF CITIZENS AND
FREEDMEN OF THE FIVE CIVILIZED TRIBES. Cherokee Nation (Dawes Commission Roll Book) for the ancestor(s) listed with a blood degree and to whom you
are tracing and any CDIB reference. APPLICATIONS SUBMITTED WITHOUT ROLL NUMBER OR CDIB INFORMATION WILL BE RETURNED TO YOU.
Use Ancestry Chart to assist you in filling out this form. PROCESSING TIME IS APPROXIMATELY FOUR TO EIGHT WEEKS!

APPLICATION INFORMATION:

1. la.

Name at Birth and Current Name Mailing Address

1b. le.

Date of Birth Place of Birth

1d.

Social Security Number

||PLEASE NOTE: If the ancestor has a CDIB, provide a copy of the ancestor(s) CDIB, only answer the questions to the CDIP ancestor(s), and skip to Question No.8 ||

ANCESTRY INFORMATION:

2.

Name of Father Tribe Roll #/CDIB Living or Date of Death
3.

Name of Mother (Maiden Name) Tribe Roll #/CDIB Living or Date of Death
4.

Father's Father (Grandfather) Tribe Roll #/CDIB Living or Date of Death
4a.

Father Of #4 (#8 from chart) Tribe Roll #/CDIB Living or Date of Death
4b.

Mother of #4 (#9 from chart) Tribe Roll #/CDIB Living or Date of Death
5.

Father's Mother (Grandmother) Tribe Roll #/CDIB Living or Date of Death
Sa.

Father of #5 (#10 from chart) Tribe Roll #/CDIB Living or Date of Death
5b.

Mother of #5 (#1 from chart) Tribe Roll #/CDIB Living or Date of Death
6.

Mother's Father (Grandfather) Tribe Roll #/CDIB Living or Date of Death
6a.

Father of #6 (#12 from chart) Tribe Roll #/CDIB Living or Date of Death
6b.

Mother Of #6 (#13 from chart) Tribe Roll #/CDIB Living or Date of Death
7.

Mother's Mother (Grandmother) Tribe Roll #/CDIB Living or Date of Death
Ta.

Father of #7 (#14 from chart) Tribe Roll #/CDIB Living or Date of Death

7b.






Mother of #7 (#15 from chart) Tribe Roll #/CDIB Living or Date of Death

8. Does the application have a "Standard" or a "Delayed" STATE CERTIFIED, FULL
IMAGE/PHOTOCOPY OF BIRTH RECORD? Submit with application. NO XEROX COPIES.

9. Does the applicant's parents have CDIB's? 'YES or INO. If YES, submit a copy of the CDIB
card. If NO, submit "Standard" or "Delayed" STATE CERTIFIED, FULL IMAGE/PHOTOCOPY OF

BIRTH OR DEATH RECORD. NO XEROX COPIES.

10. PLEASE provide the names of other family members who are tracing back to the same ancestor(s)
(such as brothers or sisters). THIS REFERENCE CAN BE HELPFUL IF THE CDIB WAS ISSUED
WITHIN THE PAST FIVE (5) YEARS. Give name and date CDIB was issued OR provide a copy of
the CDIB.

11. Is applicant adopted? 'YES INO If so, submit adoption papers. Without these, application
will be returned.

ALL INFORMATION WILL REMAIN CONFIDENTIAL

12. Is applicant under Divorce ordered custody, or any other court order? If so, submit legal papers.
Without these, application will be returned.

YES or INO

[ISTATEMENTS OR ENTRIES GENERALLY Whoever, in any matter within the jurisdiction of any department or agency of the United States
|kn0wingly and willfully falsifies, conceals or covers up or by any trick, scheme, or device a material fact, or makes any false, fictitious or fraudulent
statements or representations, or makes or uses any false writing or document knowing the same to contain any false, fictitious or fraudulent
statement or entry, shall be fined not more than $10,000 or imprisoned not more than five years, or both. June 25, 1948, ¢ 645, 62 Stat. 749.

AUTHORIZATION FOR RELEASE OF INFORMATION

L , AUTHORIZE THE RELEASE OF INFORMATION REQUESTED BY THE
REGISTRATION DEPARTMENT OF THE CHEROKEE NATION. THER REQUESTED INFORMATION SHALL BE
USED SOLELY IN THE ADMINISTRATION OF REGISTRATION RELATED PROGRAMS. COLLATERALS THAT
MAY BE CONTRACTED INCLUDE, BUT ARE NOT LIMITED TO: PROGRAMS AND SERVICES OF THE
CHEROKEE NATION, BUREAU OF INDIAN AFFAIRS, INDIAN HEALTH SERVICE, SCHOOL AUTHORITIES,
LOCAL, STATE, AND FEDERAL AGENCIES, AND PROVATE INDIVIUALS.

Signature of person making this application Witness if signed with an "X"

The above signature is by:

[ ] Person himself/herself
[ 1 Next-of-kin DATE OF THIS APPLICATION

(Relationship)

[ ] Authorized Agent
Please Note: THE APPLICATION PROCESS TAKES APPROXIMATELY FOUR TO EIGHT WEEKS

REG FORM-C1(3/91)
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T CHEROKEE NATION
Registration Department
£ P.O. Box 948
! >,
NNy o Tahlequah, OK 74465 )
Rt 6,182 Application for Membership in the Cherokee Nation
LR
(PLEASE PRINT IN INK)
LAST NAME FIRST MIDDLE MAIDEN
/ / [ [ ]
DATE OF BIRTH
= MALE = FEMALE
MO. DAY YEAR SOCIAL SECURITY NUMBER
MAILING ADDRESS (NUMBER, STREET, ROUTE, BOX) CITY STATE ZIP
1 1
Are you a registered member of any other Tribe? -wmd YES Lwmd NO Tribe:

| I
Have you registered as a member of the Cherokee Nation before? Ll YES Ll NO

When? Registration Number?

Please attach a "COPY" of the Certificate of Degree on Indian Blood (CDIB) Card to the application. NO MEMBERSHIP CARD WILL BE
ISSUED UNTIL CERTIFICATION IS AVAILABLE FROM THE BIA.

Check the county where you reside:

]
]

|1 Adair D Muskogee |_| Wagoner
D Cherokee D Nowata |:| Washington
D Craig |:| Ottowa D All Other Oklahoma
D Delaware |:| Rogers |:| Out of State
|:I Mayes D Sequoyah D Out of Country
|:I Mclntosh D Tulsa
Date of Signature Signature of Applicant (IN INK)

DO NOT WRITE BELOW THIS LINE

‘l_ CHEROKEE REGISTRY NUMBER

|]APPROVED D DISAPPROVED

REASON:

REG FORM-M1(3/91)

Registrar: Date





CHEROKEE NATION
Registration Department
P.O. Box 948
Tahlequah, OK 74465-0948
918-456-0671

Research Referral

To Whom It May Concern,

This letter is in reference to your inquiry concerning possible Cherokee ancestry. You are welcome to
visit the Registration Department and research the index and rolls from 8:00 AM until 5:00 PM, Monday
through Friday. The index and rolls are available at other locations. For the research facility nearest you,
please consult this office. OR, you may wish to contact a person who may be able to do your research.

The Registration Department DOES NOT NECESSARILY RECOMMEND ANYONE to do research.
You must write the researcher before putting a problem to any one of them. By completing the enclosed
"ancestry chart" as much as possible, you will be helping any researcher investigate the tribal rolls. Give
the names, birth-dates, and death-dates of ONLY YOUR DIRECT CHEROKEE ANCESTORS.

Researchers who review Cherokee records are listed below:

Mrs. Robin Mooney Mrs. Jerry McLemore Indian Territory '
P. O. Box 123 PO Box 669 (jenealoglcal/Hlsto.rlcal Society
Park Hill, OK 74451 Pryor, OK 74362 c/o John Vaughn Library, NSU

Tahlequah, OK 74464

If tracing to an ancestor that came from around Tennessee, Georgia, Eastern Alabama or South Carolina,
you may want to correspond with:

The Eastern Band of Cherokees
Qualla Boundary
PO Box 455
Cherokee, NC 28719

(828) 497-4771
Please contact your chosen researcher for possible costs in the research BEFORE you send the ancestry
chart or any documents. When writing a researcher, enclose a SELF-ADDRESSED STAMPED
ENVELOPE. Do not send money until you have made an agreement concerning fees. Make any checks
or money orders payable to your researcher. DO NOT MAKE YOUR CHECK/MONEY ORDER
PAYABLE TO THE REGISTRATION DEPARTMENT OF THE CHEROKEE NATION.
For additional researchers, you may request a list of professional, certified genealogies that specialize in
Indian research by writing:

The Board for Certification of Genealogies
P. O. Box 14291
Washington, DC 20044

Should your chosen researcher provide you with a name and roll number, you must then complete a
formal application for a Certificate of Degree on Indian Blood/Tribal Membership, and submit it to this
office with the proper documents as explained in the instructions.

Below are some web site links concerning genealogical research information of similar interest:
NARA Archival Information Locator (NAIL)
http://www.nara.gov/nara/nail/nailgen.html
Dawes Commission Index 1898-1914
http://www.ancestry.com/ancestry/search/3118 htm
Dawes Commission 1896 Index
http://www.ancestry.com/ancestry/search/3075.htm

The fun in genealogy is doing the research yourself, and remember the burden of proof lies with you, the
applicant. Good luck in you research.

Nju/10-95

REG FORM-C1 (3/91)
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http://www.ancestry.com/ancestry/search/3075.htm



P. O. Box 455
Cherokee, North Carolina 28719
Office: 828 497 2771
Fax: 704 497 2952

cherokeeinfo@cherokee-nc.com

http://www.cherokee-nc.com/

Enrollment in the Eastern Band of Cherokee Indians is governed by tribal ordinance #284 dated June
24, 1996 and restricts enrollment to the following:

Direct lineal ancestor must appear on the 1924 Baker Roll of the Eastern Band of Cherokee Indians.
(Note: The Baker Roll is the base roll of the Eastern Cherokee and contains the name, birth date,
Eastern Cherokee Blood quantum and roll number of the base enrollees.

Blood Quantum: must possess at least 1/16th degree of Eastern Cherokee blood

All criteria must be met in order to be eligible with the Eastern Band of Cherokee Indians.

Enrollment is CLOSED to all people who cannot meet the above requirements.

Please see the attached 1924 Baker Roll Search Form.



mailto:cherokeeinfo@cherokee-nc.com

http://www.cherokee-nc.com/



1924 Baker Roll Search Form

Please complete this form and submit it to the Tribal Enrollment Office of the Eastern Band of
Cherokee Indians to determine if your ancestors appear on the 1924 Baker Roll. This form is NOT an
application for enrollment. Please print when completing this form and list only your Cherokee
Ancestors. Mail your completed form to Eastern Band of Cherokee Indians, Tribal Enrollment Office,
Post Office Box 455, Cherokee, NC. 28719. (Note: DOB = Date of Birth; DOD = Date of Death)

Name
Address

Street/Box# City State Zip Code
Mother DOB
Birth Place DOD
Father DOB
Birth Place DOD
Paternal/Maternal
Grandmother DOB
Birth Place DOD
Paternal/Maternal
Grandfather DOB
Birth Place DOD
Paternal/Maternal
G-Grandmother DOB
Birth Place DOD
Paternal/Maternal
G-Grandfather DOB
Birth Place DOD
Paternal/Maternal
GG-Grandmother DOB
Birth Place DOD

Paternal/Maternal

GG-Grandfather DOB

Birth Place DOD
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CHICKASAW NATION
P. O. Box 1548
520 East Arlington Blvd.
Ada, Oklahoma 74821-1548
Office: 580 436 2603
Fax: 580 436 4287

support@chickasaw.net
http://www.chickasaw.net/

You will need to know the name, roll number and tribal affiliation of your nearest enrolled blood
ancestor in order to apply for your Certificate of Degree of Indian Blood (CDIB). Indians that moved
to Indian Territory (Oklahoma) were enrolled on the Dawes commission rolls of 1898 — 1906. If your
ancestors were not living in Indian Territory (Oklahoma) during that time period, they were not
enrolled with any of the Five Civilized Tribes. In order for you to be issued a CDIB, you must know
this person’s name and tribal affiliation. You may submit four names to be researched to determine if
they were enrolled and to receive copies of the census cards on which their names appear.

The Dawes Commission Rolls were subtitled “By Blood”, “Minor”, “Newborn” and “By Marriage”.
The approximate age of the ancestor(s) you are researching is quite helpful in completing our research.
For example, if you ancestor was about 31 years of age at the time of enrollment, our researchers can
eliminate the Newborn and Minor categories.

Sometimes there are several people on the same tribal rolls with the same names. If you provide us
with the names of this person's immediate family (father, mother, sisters, brothers) we can often
determine which is your ancestor. Also, please explain if the ancestor was a ward or adopted.

Benefits differ from tribe to tribe. Chickasaw tribal benefits include educational grants, general
assistance, supplemental food programs, health facilities and low-income home energy assistance. For
some of these services, the CDIB must prove a minimum of one-fourth Chickasaw blood.

Please see the attached registration forms:

Lineage Information Request

Application for Citizenship in the Chickasaw Nation
Application for Certificate of Degree of Indian Blood (CDIB)



mailto:support@chickasaw.net
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Chickasaw Nation Lineage Information Request Form

You will need to know the name, roll number and tribal affiliation of your nearest enrolled blood ancestor in order to apply
for your Certificate of Degree of Indian Blood (CDIB). Indians that moved to Indian Territory (Oklahoma) were enrolled
on the Dawes Commission Rolls of 1898- 1906. If your ancestors did not come to Indian Territory, or were not living here
during that time period, they were probably not enrolled with any tribe. In order for you to be issued a CDIB, you must
know this person's name and tribal affiliation. You may submit four names to be researched to determine their tribal
affiliation, to see if they were enrolled and/or to receive copies of the census cards on which their names appeared.

Note: The Dawes Commission Rolls were subtitled "By Blood," "Minor," "Newborn" and "By Marriage." The approximate
age of the ancestor(s) you are researching is quite helpful in completing our research. For example, if your ancestor was
about 31 years of age at the time of enrollment, our researchers can eliminate the "Newborn" and "Minor" categories.

Note: There are sometimes several people on the same tribal rolls with the same names. If you provide us with the names of
this person's immediate family (father, mother, sisters, brothers) we can often determine which is your ancestor. Also, if the
ancestor was a ward or adopted, please explain.

Note: Benefits differ from tribe to tribe. Chickasaw tribal benefits include, among others, educational grants, general
assistance, supplemental food programs, health facilities and low-income home energy assistance. For some of these
services, the CDIB must prove a minimum of one-fourth Chickasaw blood.

Name *Required* I

Mailing Address (City State and Zip) I
[Email Address * Required *

INOTE: If you do not include your complete mailing address, email address and your telephone,
we have no way of sending you the results of research.

Telephone (Include Area Code)

Tribal Affiliation (If Known)

[Roll Number (If Known)

[Full Name of Person(s) to be Researched * Required *I
Approximate Date of birth of ancestor

|Other Names used by ancestor (maiden, previous marriage, etc.l
Name(s) of Sibling(s) of enrollee

Elood Quantum of Enrollee (Ex: Full, half, quarter) I

ist any further information that will help us locate your ancestor records

A1 b
Again, to prove Native American ancestry through one of the Five Civilized Tribes you must have an ancestor who
appears on the Final Dawes Commission Rolls of 1898 — 1906. If your ancestors did not come to Indian Territory, (what is
now the Eastern half of Oklahoma) or were not living here during that time period, they were probably not enrolled with
any tribe.

Submit Reset






Application for:

THE CHICKASAW NATION
P. O. Box 1548 = Voter Registration
Ada, Oklahoma 74820
(580) 436-2603

Citizenship

Change of Name, Address

Application for Citizenship in The Chickasaw Nation

(Please print this form, fill in and mail to address above. Attach picture if applicant is 12 years old or older.)

Last Name: I First Name: I Middle: I

Maiden Name: I Social Security Number: I Date of Birth: I
Sex: I Degree of Blood: Issuing Agency: I

Name as it appears on your CDIB card: I

Mailing Address: (Street, Box, Route Number) I City:: I

County: State: Zip:
If you are a direct descendant of an enrollee on the Dawes Commission Rolls by Blood for whom no blood quantum
was established,

please indicate by writing yes in this blank. I If yes, name of enrolled ancestor & roll number:

If you are 18 or over and wish to register as a Chickasaw voter, you must choose the appropriate voting district below.
(Upon reaching their eighteenth birthday, minors are eligible to register as a Chickasaw voter.)

If you live INSIDE the Chickasaw

(Nation, mark the district in which you Pontotoc District No. 1
[reside: r
Pickens District No. 2

If you live OUTSIDE the Chickasaw I Panola District No. 3
(Nation, you must mark a district of r
your choice: Tishomingo District No. 4

***Please do not discard your CDIB card, this will take the place of your voter card.***

I am a Citizen of the Chickasaw Nation, as defined in the Constitution of the Chickasaw Nation and Title 2, Section
2 of the Chickasaw Tribal Code. I understand that false or erroneous information can cause loss of citizenship.

YOUR SIGNATURE REQUIRED Indicate Relationship I I

(Parent/Guardian must sign for minors/wards) it other than applicant Daytime Phone Number Date

Do you possess Indian blood of another Tribe? If yes, please complete the section below.

I certify that I possess other Indian blood of the tribe(s) and hereby relinquish and terminate my
membership/citizenship/enrollment/voting rights with that/those tribe(s) as authorized by my signature above.





CERTIFICATE DEGREE OF INDIAN BLOOD

These instructions are for members and descendants of the Chickasaw Enrollees by Blood on the

Dawes Commission Rolls closed by the Act of April 26, 1906 (34 Stat.137).
In order to obtain a CERTIFICATE OF DEGREE OF INDIAN BLOOD (CDIB) card, you must be able to trace your
ancestry and prove your relationship to an enrollee on the Chickasaw rolls by blood.

The female enrollees will be enrolled under their maiden name or their married name, depending upon their marital status
in 1898. Please show the maiden name of all female ancestors through whom you are tracing your Indian blood.

e Ifyou are an original enrollee on the Dawes Commission, we will require a copy of some form of current
identification, such as a driver's license or I.D.

e If your parent(s) was enrolled or if your parent(s) has a CDIB card, we will need a copy of your state-issued birth
certificate. If you have a delayed birth certificate, we may need an additional corroborative document.

e Ifyou are tracing back more than one generation, we will require a state-issued birth or death certificate for each
generation tracing to the enrollee.

Delayed birth certificates and death certificates require additional backup documents. We will provide you with the
appropriate forms, if we do not have the information on file.

ALL APPLICATIONS MUST BE ACCOMPANIED BY THE REQUIRED STATE-ISSUED BIRTH OR DEATH
CERTIFICATES.

The state issued birth and death certificates must show full parentage and must be signed by the state registrar. All birth
certificates must display the state file number.

If you are adopted and are tracing your Chickasaw blood through your natural parent(s), we will need a copy of your state-
issued birth certificate (after adoption). If you have a copy of your birth certificate before adoption, please submit that also.
The birth certificate(s) must be accompanied by the ADOPTION DECREE. If the Adoption Decree does not state
specifically who your natural parents are, then we will require the Petition for Adoption or other documents that
substantiate natural parentage. For information concerning health benefits, contact your nearest Indian Health Service (IHS)
facility.

MAIL COMPLETED APPLICATION and REQUIRED DOCUMENTS TO: Chickasaw Nation, CDIB Section, P.O.
Box 1548, Ada, Ok 74820.

Processing time is 2-3 weeks. The CDIB staff is committed to being courteous and helpful to applicants. For additional
information and forms contact the CDIB office at (580) 436-7250 or by email to cnation@chickasaw.com.

The CDIB Application is separate from the Application for Citizenship in the Chickasaw Nation. If you need to submit
a change of address please use the application for citizenship form, the signature is required to validate the request. As a
citizen, you are automatically added to the Chickasaw Times mailing list when you turn 18 years old. Citizens are assigned
a number for voting purposes. The two greatest incentives for citizenship are educational and health benefits. Dual
enrollment in tribes is not allowed.

The Voter Count by District is published with information current as of 03-0-99.

//“»,

.»"

=" Chickasaw Nation Telephone Directory

The Chickasaw Nation Election Timetable for 1999.

This page is maintained by the
Information Systems Department
© 1999

Back to Home Page



http://www.chickasaw.net/government/cdib/cdib2.htm

mailto:cnation@chickasaw.com
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http://www.chickasaw.net/government/cdib/citizen.htm

http://www.chickasaw.net/government/cdib/voterchart.htm

http://www.chickasaw.net/government/cdib/phonedir.htm

http://www.chickasaw.net/government/cdib/electiontime.htm

http://www.chickasaw.net/
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CHOCTAW NATION
P. O. Drawer 1210
Durant, Oklahoma 74702-1210
1 800 522 6170 or 580 924 8280

http://www.choctawnation.com/

To be eligible for Tribal Membership with the Choctaw Nation, you must apply and be able to present
a Certificate of Degree of Indian Blood (CDIB), issued by the Bureau of Indian Affairs. The
application for certificate of Degree of Indian Blood (CDIB) must be completed showing your direct
lineage to an original enrollee of the Final Choctaw Dawes Rolls. (Please list both married and maiden
names).

THE DAWES COMMISSION ROLL BOOK, the FINAL ROLL of the Five Civilized Tribes, which
we use for certification of Degree of Indian Blood, was compiled mainly during the years of 1899-
1906. Anyone who died before 1899 or was born after March 4, 1906 DOES NOT HAVE A ROLL
NUMBER.

DOCUMENTS REQUIRED TO PROCESS APPLICATIONS

1. If you are an ORIGINAL ENROLLEE on the DAWES ROLLS, we will require a copy of
some form of CURRENT identification, such as a driver’s license or proper I. D.

2. All applicants must provide a copy of the State Certified (full form) Birth or Death Certificate
for each person going back to the enrollee. Delayed Birth and Death Certificates require
additional backup documentation. We will provide you with the appropriate forms, if we do
not have the information on file.

3. If you are adopted, you must trace your Choctaw Blood through your Natural (biological)
parent(s). We will need a copy of your STATE CERTIFICED FULL FORM BIRTH
CERTIFICATE (after adoption), AND A COPY OF THE ADOPTION DECREE. If the
ADOPTION DECREE does not show the natural parent(s) name, you will also need to submit
one of the following documents: (1) your Birth Certificate before adoption, showing your
natural parent(s) names, (2) PETITION TO ADOPT, that specifically names your natural
(biological) parent(s). We may require additional documentation that proves natural parentage.

All applications must be accompanied by the required state certified birth/death certificate. The
state issued birth/death certificate must show full parentage and must be signed by the state
registrar. All birth certificates must display the state file number. We do not accept hospital, city,
county birth certificates or state short forms. If you have questions please call 1 800 522 6170 or
580 924 8280.

Please see the attached Application for Certificate of Degree of Indian Blood (CDIB) form.



http://www.choctawnation.com/



Sl Aty pamait ICE

HYdA LOERYEDIE] -0H T

SHUMHL

HAHLUNANYHO LY IED TYHEELYIN

SN LACOY 30 55V NI SHOLLTELENT T35
FINTEVA TVHMLLYH ST 534 5 ¥dMEsy 4

MM 05 A

LHHEREIY. VT SAL S0 TNO KF AT

TEEA

ok SN UTRLADCY LW A Y IEY

HAAK A0 WA WA W OL WO 008 O DR EESE MR LIS
T GOOId NYIAN]L 20 FIHDEE 40 3AVOLILIEED ¥WOEVH

SESCHLISAND OHlAMOTION AHL HAMS Y 35731

a8 = EAA T LAOTY 1Y e VS

HEEMON TI0H ¥ FAYH L0 S30:3 H0al
(TR B W YR, ST EERY o S i dige Juoday U]
qEmang i3 1 kvl sy FuEnp gumm papoums see I00TE
MYIONT 30 JTEDII 40 NOLLVISIEED W00 350
i HOTHM “BO0H TT0M WOESIWN0D SAMVO JHL

HAHLOMNONY 0 LY THD TYHNHLLY

“AWEA LIESYRS30 0N TTOM

RITEL

HAHLYENYHO LVEHO TVMEY LY

EAH LN TN dl el

HYEL L asYa0aa
——avair — aERvaad ‘ON TIOH IEISE] D
e EETHIL B 4 ] ALWIHLATE
BIHIVAONVED IVEHD TYNHLLYIN "SRRI
) T
AT HIDNON S TYNEELY
——MvEL —0dEsvyEDE0 “ON T1OH
FEI
HAHLOR
AVEA LaAgyEDA0
WHH LOMRONYEO LVTH0 TVNAELYI
st aie HIEMNMN A LTENDAER TYIHS
TOEVEA T WEsvEADSa T oRTI0dE HHIHL
‘FENL
HLHI 30 2V 1d
WIHIVAGNYHD LVAHD TVNHALYIN VNIV EONVHD TYNHAIVI
HIHIE 40 21V
——1dval — LOESYIIaD 0N T108
e LFEYI A0
UL it AWV & INFI T Y
TEAESI A1
WIHLOWONYHD LYTHD TYNEILYA i
“HWILA LOHESY Ao IO TIOM HIIEVADE EIVEH.LEIR
i i HIMLOWANYED TYNEELY EnEE Al
HIHLVAONVHED LVGIED TWNEZ LY ampet
—uyas LOTEV A
—EVIA — WESVAIAD SO T .
— e 1TSS AT HAMLYA
IRL

'AAMGE TVHOH 0 LAARLS N0

AL

0074 NVIANI 40 A3HOHA 40 HLVOLILAED 304 NOILVOI'TddY





pJIe)) SNSU3 ) ME)I0Y)
judwapoIuy same( L061-8681 [euIsLIo ue Jo apdwexy






LI

MUSCOGEE (CREEK) NATION
P. O. Box 580
Okmulgee, Oklahoma 74447
918 756 8700

citizen@ocevnet.org

http://www.ocevnet.org/creek.html

The Muscogee (Creek) Nation Citizenship Board office accepts applications for enrollment. The
Dawes Commission Rolls are the official records used to verify Creek ancestry. Records or rolls prior
to or after the Dawes Rolls are not accepted.

In order for a person to be eligible for citizenship with the Muscogee (Creek) Nation, a direct ancestor
must be listed on the 1906 Dawes Commission Roll. Once an enrolled ancestor is located, legal proof
of lineage to the enrolled member (must be provided) by using state certified full image birth or death
certificates. The bloodline must be an unbroken chain from one generation to the next generation, back
to the 1906 original enrollee.

The Dawes Rolls of the Five Civilized Tribes of Oklahoma, consisting of the Creek, Cherokee,
Seminole, Choctaw and Chickasaw tribes, were compiled during the years of 1899 to 1906. This Roll
was closed and made final by an act of Congress, effective April 26, 1906. (Anyone born after 1906
does not have a Dawes Roll number.)

Certain requirements were necessary for enrollment:

e Application had to be made during the enrollment period (1899-1906).

e Applicants had to establish membership by blood.

e Applicants had to be residing within the area occupied by the Tribe in Oklahoma Indian
Territory. (There were numerous instances where persons of Indian Blood voluntarily chose not
to seek enrollment.)

Most public libraries have access to these records: The Index and Final Rolls of the Five Civilized
Tribes and The Campbell's Abstract of Creek Indian Census Cards is also available. You may
want to contact your local library and/or Historical Society (within your state) to research additional
information.

If a person would like to apply for enrollment or has any questions, please contact The Muscogee
(Creek) Nation Citizenship Board at 1-800-482-1979 or (918) 756-8700, at extensions 219/224. The
basic enrollment questions can be answered over the phone. Also, please see the attached Instructions
Page.



mailto:citizen@ocevnet.org

http://www.ocevnet.org/creek.html
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The Muscogee (Creek Nation of Oklahoma
Citizenship Board

Citizenship Board Jon M. Tiger

P.O. Box 580
Okmulgee, OK. 74447

Chairman

Toske Willits
Vice-Chairman

Della Cherry
Secretary

INSTRUCTIONS Charlotte Anderson

Member

To insure your citizenship application is processed in a timely manner, please follow all instructions carefully.
Any deviation from these instructions will delay your membership:

1)

2)

3)

4)

5)

Complete the application for citizenship. List the name(s) of your ancestor(s) and roll number(s) from
the Index and Final Rolls of Citizens of The Five Civilized Tribes.

Attach your original STATE CERTIFIED, FULL IMAGE OF THE ORIGINAL BIRTH RECORD.
This document will be signed by the State Registrar, embossed with the State Seal and must list the state
file number. If you are submitting a “delayed” birth certificate or death certificate, you must included
one supporting document that lists the parents names, such as social security abstracts, a school record,
or a probated will which lists the person as an heir.

CAUTION: Hospital, city and county birth certificates are NOT acceptable. Computer
generated, abstracted or transcribed birth certificates are NOT acceptable. You will need to
order the record directly from the State Vital Statistics Office and specifically request a STATE
CERTIFIED, FULL IMAGE OF THE ORIGINAL BIRTH RECORD. Photocopies are NOT
accepted. All originals will be returned after they are reviewed.

Submit State Certified, full image of the original birth and/or death record(s) of your NON-ENROLLED
ancestor(s) through whom you are tracing. (Example: If your mother is Creek and is not enrolled, we
need her birth record to connect you to the first enrolled member.)

ADOPTION: Citizenship Cards are issued only through the natural parents. In cases of adoption,
quantum of blood must be proven through the BIOLOGICAL PARENTS only. A copy of the Petition
for Adoption and the Final Decree of Adoption must accompany the application for enrollment, as well
as the STATE CERTIFIED, FULL IMAGE OF THE BIRTH RECORD. All information will remain
confidential.

Please send the completed applications with the required documents to:

Muscogee (Creek) Nation
Attn: Citizenship Board
P.O. Box 580
Okmulgee, OK. 74447

REMEMBER: All incomplete applications will be returned. If other documents are needed you will be
contacted.

(See other side for additional information)
You may contact our office at 1-800-482-1979 or (918) 756-8700 ext. 219/224/229





*** ATTENTION***

PROCESSING TIME MAY TAKE UP TO 6 WEEKS IF YOU DO NOT FOLLOW ALL
INSTRUCTIONS. THIS TIME WILL BE LONGER IF WE MUST RETURN YOUR APPLICATIONS
FOR CORRECTIONS.

Please be sure to fill out blanks to the best of your knowledge, being careful to submit maiden names and
previous names — this will help us research your records much faster.

Complete the application in ink.

If you have a CDIB card (Certificate of Degree of Indian Blood) no birth records are necessary. Just attach
a copy of your CDIB card with the application for processing.

Do not forget your social security number — your application will be incomplete and returned.

If your mother is not Muscogee (Creek) you may leave the Tribal Town & Clan blank.

If you do not know you degree of blood, leave it blank, we will figure the quantum.

REMEMBER: Photocopies of birth or death certificates will not be accepted.

Be sure to sign your application. If the applicant is under 18 years of age only a parent can sign unless legal
guardianship papers are presented with the application. If signing for a disabled person you must have a

document that gives you the power of attorney or guardianship.

Fill out the ancestry information on the back and submit every roll number. Contact your parents or
grandparents to get their numbers, as you should have this information in your home files.

If your parent(s) or grandparent(s) are deceased please help this office by submitting their date of death and
if possible their social security numbers.

If you move during the enrollment process, please notify this office at (918) 756-8700, ext. 219/224.

Thank you very much for you cooperation!





SEMINOLE NATION
P. O. Box 1498
Wewoka, Oklahoma 74884-1498
405 257 6267

http://www.cowboy.net/native/seminole/index.html

To be eligible for Tribal Membership with the Seminole Nation, you must be able to present a
Certificate of Degree of Indian Blood (CDIB), issued by the Bureau of Indian Affairs.

To obtain a CDIB, you must provide acceptable legal documents, which connects you to an ancestor
listed with a roll number and a blood degree on the Final Rolls of Citizens and Freedmen of the Five
Civilized Tribes, Seminole Nation, (commonly known as the Dawes Rolls). These rolls were compiled
between the years of 1899-1906.

ENROLLMENT REQUIREMENTS AND INSTRUCTIONS
To start your enrollment process you must provide us a:

1) Completed Notarized Adult or Minor Request Form with a copy of your Certificate Degree of
Indian Blood (CDIB) 8x10 and Card.

2) Original State Registered Birth Certificate.
3) Copy of Social Security Card.
4) Legal documentation if in custody, adopted, or guardianship.

5) Wallet size photo and your signature on a plain white sheet of paper in black ink. Note: You can
come to our office to have your picture taken and provide us your signature.

After we receive all the above documentation an enrollment application will be mailed to you.

Please see the attached forms:

Application for Certificate of Degree of Indian Blood (CDIB)

Request For Adult Enrollment Application Form (Form E-1)

Request For Enrollment Application Form For Minor Child (Form E-2)



http://www.cowboy.net/native/seminole/index.html
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Form E-1
SEMINOLE NATION OF OKLAHOMA
ENROLLMENT OFFICE
P. O. BOX 1498
WEWOKA, OKLAHOMA 74884-1498
(405) 257-6267

REQUEST FOR ADULT ENROLLMENT APPLICATION FORM

I , DOB: , SS#: , being
first duly sworn under oath, state the following under penalty of perjury:

1. T understand that violation of this oath is subject to criminal prosecution in the Court of Indian Offenses, Bureau of
Indian Affairs, Wewoka Agency, and hereby consent to the jurisdiction of said court for said purpose in the event
that any statement contained herein is false.

2. Tunderstand that I must submit a Certificate Degree of Indian Blood 8x10 and Card with this request form along
with an original state registered Birth Certificate and Social Security Card to receive the Enrollment Application.
If you do not have a CDIB, please contact the Bureau of India Affairs, Wewoka Agency at P.O. Box 1060,
Wewoka, Oklahoma 74884 or by calling (405) 257-6259.

3. Tunderstand that I cannot receive an enrollment application form from the Enrollment Office of the Seminole
Nation of Oklahoma if I am currently or if I have ever been a member of another Indian tribe, nation, band,

pueblo, rancheria or Alaskan Native Village, or any other federally recognized Native American entity.

4. 1 further state under penalty of perjury (check on of the following):

I am not currently nor have I ever been a member of another Indian Tribe, nation, band, pueblo, rancheria,
or Alaskan Native Village or any other federally recognized Native American entity. I (circle one) am or am not a
descendent of, or otherwise eligible for membership with another Indian tribe, nation, band pueblo, rancheria, or
Alaskan Native Village or any other federally recognized Native American entity.

I am currently, or in the past I have been a member of another Indian Tribe, nation, band, pueblo, rancheria,
or Alaskan Native Village or any other federally recognized Native American entity.
Provide name of tribe:

I have read and understand the above statement and I certify that the facts contained in this request form are true and correct

to the best of my knowledge and understanding. Any false statement or misrepresentation of the facts will result in my
membership application being denied.

Date Signature of Applicant

Address

City State Zip Code

IF BY MAIL, PLEASE HAVE IT NOTARIZED AND IF NOTARIZED IN OFFICE THE APPLICANT MUST
SIGN BEFORE THE NOTARY.

Subscribed and sworn to before me this day of 2002.

SEAL

My Commission expires:

Notary Public





Form E-2
SEMINOLE NATION OF OKLAHOMA
ENROLLMENT OFFICE
P. O. BOX 1498
WEWOKA, OKLAHOMA 74884-1498
(405) 257-6267

REQUEST FOR ENROLLMENT APPLICATION FORM FOR MINOR CHILD

I , DOB: , SS#: , being first
duly sworn under oath, state the following under penalty of perjury:

1. Tunderstand that violation of this oath is subject to criminal prosecution in the Court of Indian Offenses, Bureau of
Indian Affairs, Wewoka Agency, and hereby consent to the jurisdiction of said court for said purpose in the event
that any statement contained herein is false.

2. I am the parent/custodial guardian of , DOB: s
SS#: , said minor child. I have legal custody of the child / I am the legal guardian as shown
by the attached court order.

3. T understand that I must submit a Certificate Degree of Indian Blood 8x10 and Card with this request form along
with an original state registered Birth Certificate and Social Security Card to receive the Enrollment Application.
If you do not have a CDIB, please contact the Bureau of India Affairs, Wewoka Agency at P.O. Box 1060,
Wewoka, Oklahoma 74884 or by calling (405) 257-6259.

4. Tunderstand that I cannot receive an enrollment application form from the Enrollment Office of the Seminole
Nation of Oklahoma for the above named child if the child is currently or if the child has ever been a member of
another Indian tribe, nation, band, pueblo, rancheria or Alaskan Native Village, or any other federally recognized
Native American entity.

5. I further state under penalty of perjury (check on of the following):

the above named child is not currently nor has the child ever been a member of another Indian Tribe,
nation, band, pueblo, rancheria, or Alaskan Native Village or any other federally recognized Native American
entity. I (circle one) am or am not a descendent of, or otherwise eligible for membership with another Indian tribe,
nation, band pueblo, rancheria, or Alaskan Native Village or any other federally recognized Native American
entity.

the child is currently, or has been in the past a member of another Indian Tribe, nation, band, pueblo,
rancheria, or Alaskan Native Village or any other federally recognized Native American entity. Provide name of
tribe:

I have read and understand the above statement and I certify that the facts contained in this request form are true and correct
to the best of my knowledge and understanding. Any false statement or misrepresentation of the facts will result in my
membership application being denied.

Date Signature of Applicant

Address

City State Zip Code

IF BY MAIL, PLEASE HAVE IT NOTARIZED OR BRING TO THE ENROLLMENT OFFICE WITH THE
REQUIREMENTS FOR THE NOTARY.

Subscribed and sworn to before me this day of 2002.

SEAL

My Commission expires:

Notary Public





PJE ) SNISUD ) IJOUTIUIDY
JUDWJOJUH SIME(] /061 8681 —ﬂ—-.&_hﬁ. ue Jo #—Eﬂ-ﬂﬁm—






GENERAL INFORMATION ON
DETERMINING BLOOD QUANTUM

Procedures used to regulate tribal membership vary between tribes and are used to ensure the
credibility of the enrollment process and prevent fraudulent claims of tribal membership. For example,
some tribes have blood quantum requirements while others do not. The decision of whether or not to
use a blood quantum requirement is at the discretion of the tribe. An accurate blood quantum is
extremely important and, if there is a need, correcting it through an appeals process may ensure a
greater level of services from tribal and federal programs designed for members and Native Americans
as a whole.

For those tribes that have a minimum blood quantum requirement, proper calculation of an individual's
Indian blood may determine if that person is eligible for enrollment with the tribe. For those tribes that
do not maintain a minimum blood quantum requirement, degree of Indian blood is still used for
statistical purposes and may determine the level of services an individual receives from the tribe. Also,
some federal programs designed for Native Americans require a minimum blood quantum in order to
receive benefits.

To establish one's blood quantum start by contacting the tribe. The tribe has copies of the base rolls for
which membership is drawn. These rolls usually include the person's name, age, birthplace, and blood
quantum. The tribal enrollment office can calculate and/or correct blood quantum for an individual. If
there is a simple miscalculation of blood degree, (i.e., you should be 3/4 instead of 1\2), then the
enrollment officer can make the correction. Proper documentation is necessary to get a blood quantum
change, such as state certified birth and death certificates. These documents help to establish an
applicant's paternity and lineage to the enrolled ancestor.

There are instances when the tribal enrollment office cannot change a blood quantum. For example if
there is a question of blood degree on the base roll, then the Bureau of Indian Affairs must be
consulted. The Bureau maintains control over the base rolls for tribes and is considered the final
authority when it comes to corrections to the rolls. With proper documentation and Bureau approval
the blood quantum shown on a base roll can be changed. This condition is usually the only time the
Bureau of Indian Affairs is involved with the process.

Other documentation that an applicant can use for verifying their blood quantum is the enrollment
jacket for the applicant's ancestor(s). Many times the enrollment jackets contain information as to the
blood degree of the enrollee not found on their census card. For instance, if a child was illegitimate,
the enrollment jacket may include the name of the father, whereas, the census card would not. This
information could then be used to establish paternity of the child and establish blood quantum.

Probate proceedings can also be used to establish lineage and blood quantum for an applicant. Probate
proceedings include the deceased's name, roll number, and may include blood quantum. Legal
pleadings may also include the names of other family members, including children, brothers, and
sisters. These names can then be cross-referenced with the deceased's family history to ensure
accuracy. If there is a question of correct blood quantum, probate proceedings may lend credibility to
the applicant's claim to the increased blood quantum.

Finally, adoption proceedings can be used to identify blood quantum. Under the Indian Child Welfare
Act, an adopted Indian child's natural parents' names and many times, blood quantum are included in
the adoption decree. An individual who is attempting to enroll with a tribe and was adopted can legally
ask to have his/her adoption records unsealed to view the material. This information may then be used
to establish blood quantum with the tribal enrollment office.





National Archives & Records Administration

Southwest Region

501 West Felix Street, Building 1
Fort Worth, Texas 76115-3405

Mailing Address:
Post Office Box 6216
Fort Worth, Texas 76115-0216

Telephone: (817) 334-5525

Fax: (817) 334-5621

Email: ftworth.archives@nara.gov
Web site: http://www.nara.gov

HISTORICAL ORIGIN
OF THE
1898-1914 DAWES ENROLLMENT ROLLS

The Commission to the Five Civilized Tribes, commonly called the Dawes Commission was
appointed by President Grover Cleveland to negotiate with the Cherokee, Creek, Choctaw,
Chickasaw and Seminole tribes. In return for abolishing their tribal governments and recognizing
state and federal laws, tribal members were allotted a share of common property. Heads of families,
orphans, and children could receive 40 to 160 acres of land by proving their tribal membership. An
act of Congress on June 27, 1898 (30 Stat. 459) authorized the Dawes Commission to prepare ""final
rolls" of the names of persons recognized by the Commission as members of the Cherokee, Choctaw,
Chickasaw, Creek, and Seminole Tribes. The Commission enrolled more than 101,000 persons who
were alive between 1898 and the closing of the rolls in 1907. In many cases the Commission took
sworn testimony from the applicants and other witnesses. Attorneys representing the tribe often
challenged the applicant’s right to enrollment. The Final Rolls were closed as of March 4, 1907, by
an act of Congress of April 26, 1906, (34 Stat. 370). The names of 314 people were added by an act
of Congress of August 1, 1914, but no names have been added since then. Conversely, they rejected
the applications of over 150,000 people. In general, the Commission did not enroll anyone who was
not living in what is now Oklahoma.

CONTENTS OF DAWES ENROLLMENT JACKETS
This record series contains the original applications for tribal enrollments under the act, as well as
possible supporting documents, such as birth and death affidavits, marriage licenses, testimony
transcripts, correspondence relating to the status of the application, and decisions and orders of the
Commission. For more information concerning the Dawes Commission and the enrollment process,
see And Still the Waters Run by Angie Debo (Princeton University Press, 1940), which should be
available at most large libraries.

NARA-SW REGION's HOLDINGS

The Southwest Region has custody of more than 2,000 cubic feet of records created by the Dawes
Commission including enrollment cards and applications. It is impossible for our staff to undertake
the research required to determine if a specific individual was enrolled. An index to the "final rolls"
has been reproduced on Roll 1 of National Archives Microfilm Publication #M-1186, which can be
purchased from the National Archives (NEPS), Washington, D. C. 20408 for $34.00. The final roll
index can also be found at our web site under “Research Room” at www.archives.gov. We have
located no comprehensive indexes to people who were rejected by the Dawes Commission.

NOTE: All requests for information about Certificates of Degree of Indian Blood or eligibility for
benefits based on Native American ancestry should be sent to the Bureau of Indian Affairs, at the
Muskogee Area Office, in Muskogee, Oklahoma 74401.
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		CHEROKEE (Western Band), CHEROKEE (Eastern Band), CHICKASAW, CHOCTAW, CREEK, & SEMINOLE

		CHEROKEE NATION (Western Band)

		P. O. Box 948

		

		

		APPLICATION FOR CERTIFICATE OF DEGREE OF INDIAN BLOOD









		CHEROKEE NATION (Eastern Band)

		P. O. Box 455

		

		Cherokee, North Carolina 28719

		Fax: 704 497 2952







		CHICKASAW NATION

		P. O. Box 1548

		

		

		

		Chickasaw Nation Lineage Information Request Form





		THE CHICKASAW NATION�P. O. Box 1548�Ada, Oklahoma 74820�(580) 436-2603

		Application for Citizenship in The Chickasaw Nati







		CERTIFICATE DEGREE OF INDIAN BLOOD

		These instructions are for members and descendants of the Chickasaw Enrollees by Blood on the Dawes Commission Rolls closed by the Act of April 26, 1906 (34 Stat.137).

		ALL APPLICATIONS MUST BE ACCOMPANIED BY THE REQUIRED STATE-ISSUED BIRTH OR DEATH CERTIFICATES.



		CHOCTAW NATION

		P. O. Drawer 1210



		���

		MUSCOGEE (CREEK) NATION

		P. O. Box 580



		The Muscogee (Creek Nation of Oklahoma Citizenship Board

		SEMINOLE NATION

		P. O. Box 1498

		

		

		

		

		

		ENROLLMENT REQUIREMENTS AND INSTRUCTIONS
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INDIAN TERRITORY MARRIAGE RECORDS


Between 1890 and 1907, many marriages occurring in the Indian Territory were recorded in various offices of the United States District Courts for the Indian Territory. A number of present-day court clerk offices have custody of these records. The following table shows a list of the counties where these records were originally kept, the county seat, number of volumes, and the period of time covered. Some of these records have been transcribed and published. Others have been microfilmed by either the Oklahoma Historical Society, Archives Division, or the Church of Jesus Christ of the Latter-day Saints.


County-County Seat


Muskogee-Muskogee'


Carter-Ardmore'


Pittsburg-McAlester'


Craig-Vinita'


Atoka-Atoka'


Bryant-Durant6


Latimer-Wilburton'


LeFlore-Poteau"


Volumes


28


12


13


10


3


2


I


3


Penod of Time Covered


July 1890-November 1907


April 1895-November 1907


June 1890-November 1907


July 1902-October 1907


June 1897-November 1907


July 1902-October 1905


July 1906-November 1907


June 1897-November 1907


'In the custody of the Muskogee County Court Clerk, Muskogee, OK 7440 1. Not noted in Bradford Koplowitz's Guide to the Historical Records of Oklahoma, 1990.


21n the custody of the Carter County Court Clerk, Ardmore, OK 73401. Microfilmed by LDS. Identified in Bradford Koplowitz's Guide to the Historical Records of Oklahoma, 1990.


31n the custody of the National Archives-Southwest Re 'on. Microfilmed by SW Region as


91


7RA244, 13 rolls. Identified in Bradford Koplowitz's Guide to the Historical Records of Oklahoma, 1990.


4InthecustodyoftheCraigCountyCourtClerk,Vinita,OK74301. IdentifiedinBradford Koplowitz's Guide to the Histoyical Records of Oklahoma, 1990.


5In the custody of the Atoka County Court Clerk, Atoka, OK 74525. Not noted in Bradford Koplowitz's Guide to the Historical Records of Oklahoma, 1990.


'In the custody of the Bryan County Court Clerk, Durant, OK 74701. Identified in Bradford Koplowitz's Guide to the Historical Records of Oklahoma, 1990.


7In the custody of the Latimer County Court Clerk, Wilburton, OK 74578. Not noted in Bradford Koplowitz's Guide to the Histoyical Records of Oklahoma, 1990.


81n the custody of the LeFlore County Court Clerk, Poteau, OK 74953. Not Noted in Bradford Koplowitz's Guide to the Historical Records of Oklahoma, 1990.
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LIST OF INDIAN ROLLS AVAILABLE 



ON MICROFILM AT THE 



NATIONAL ARCHIVES - SOUTHWEST REGION

The records listed below have been microfilmed for preservation purposes and to facilitate reference.  Microfilm beginning with an "M" or "T" number can only be purchased from the National Archives (NECD), Washington, DC 20408 (Telephone 800-234-8861) for $34 per roll. Many of the films may be borrowed on interlibrary loan from Heritage Quest, P.O. Box 329, Bountiful, UT 84011 (telephone 800-760-2455, website at www.heritagequest.com).


The operation hours for the National Archives - Southwest Region are 6:30 a.m.-4 p.m. on Monday-Friday and 8:00 a.m.-4:00 p.m. on the first and third Saturdays of each month.  The street address is 501 W. Felix and mailing address is P.O. Box 6216, Fort Worth, TX, 76115.  Telephone is (817) 831-5620; fax number, 817-334-5621; E-mail address, ftworth.archives@nara.gov.



ALABAMA-COUSHATTA (TEXAS)

1931

List of arrivals.  7RA348, roll 2.


1936-1938
Records relating to tribal elections and government.  7RA348, roll 1.


1942

Lists of births and deaths.  7RA348, roll 2.


1944

Census roll.  7RA348, roll 2.


1945

List of Indian students in public schools.  7RA348, roll 2.


n.d.

Record of Alabama-Coushatta households in Polk County.  7RA348, roll 2.


APACHE

1895‑1939
Census.  Also known as Kiowa‑Apaches.  M595,  rolls 211‑223.


ca. 1901
Allotments.  7RA249, rolls 1-7.


1914‑1939
Census.  Known as Fort Sill Apache or Apache Prisoners of War.  M595, rolls 214‑223.



CADDO

1895‑1939
Census.  M595,  rolls 211‑223.


ca. 1901
Allotments.  7RA250, rolls 1-3.



CHEROKEE

1801-1835
Records of the Cherokee Indian Agency in Tennessee.  M208, rolls 1-14


1817-1819
Register of Cherokee Who Wished to Remain in the East A21. 


1817-1838
Cherokee Emigration Rolls and Muster Rolls.  A23


1822

Plots and Surveys of Cherokee Reservations by Robert Armstrong, Surveyor. A22


1835

Index to the Henderson Roll.  T496. 


1836

Cherokee Tennessee and Georgia Valuations. A18


1838

Cherokee Spoliation Decisions. A17


1838

Page Muster Roll of Cherokees Who Wished to Emigrate West of the Mississippi. A42


1846-1847
Cherokee Fourth Board Minutes. A19


1848

Mullay Roll of Eastern Cherokee.  7RA06. 


1851

Index to the Siler Roll.  M685, roll 12.


1851

Siler Roll of Eastern Cherokee.  7RA‑06. 


1851-1905
Selected Letters Received by the Office of Indian Affairs relating to the Cherokees of North Carolina.  M1059, rolls 1-7


1851

Chapman Roll of Eastern Cherokee.  M685, roll 12.


1851

Index to the Drennen Roll.  M685, roll 12.


1852   

Drennen Roll of "Emigrant Cherokee."  7RA01.


1854

Supplement to Siler Roll.  M685, roll 12


1867

Powell Roll.  A29.


1867   

Tompkins Roll.  7RA04.


1867‑1897  
Freedmen rolls and indexes (includes Wallace Roll).  7RA51, rolls 1‑2.


1871   

Register of Shawnees admitted to Cherokee citizenship.  7RA74, roll 1.


1878‑1889  
Lists of claimants and dockets of the Citizenship Commission.  7RA25, rolls 1‑5.


1880   

Index and census, schedules 1‑6.  P2072, rolls 1-4. (formerly 7RA07)


1880   

Payment roll ("Lipe Roll").  7RA33, rolls 1‑2. (No index)


1881-1882
Cherokee Students. 7RA91


1881

Roll of North Carolina Cherokees who removed to Cherokee Nation. 7RA74, roll 1.


1883   

Census.  7RA29, rolls 1-2.


1883   

Census (an 1897 copy with Sequoyah District missing).   7RA56 rolls 1‑2.


1883   

Payment roll.  7RA57 rolls 1‑3. (No index--roughly alphabetical)


1884

Index and Hester Roll.  M685, roll 12, frames 622-798.


1886   

Census.  7RA58 rolls 1‑2. (Roughly alphabetical)


1887-1889
Lists of persons rejected for Cherokee citizenship.  7RA72, roll 1


1890   

Census (NO index), schedules 1‑6.  7RA08, rolls 1‑6.


1890

Payroll.  7RA59, rolls 1-2.


1890-1896
Index to and Revised Copies of Cherokee Citizenship Rolls Called the "Wallace Rolls," 1890-1896. 


M1833, roll 1


1892-1906
Cherokees in the Cherokee Outlet.  7RA262, rolls 1-5.


1893   

Census (includes Delawares, Shawnees, and Freedmen).  7RA54, rolls 1‑2.


1894   

Payment roll and index ("Starr Roll").  7RA38 rolls 1‑5.


1896   

Index to Old Settlers Payment Roll.  T985.


1896   

Old Settlers Payment Roll.  7RA34.


1896   

Census. 7RA19.


1896   

Index to census not including Freedmen.  P2136, roll 1 (formerly 7RA71)


1896

Applications.  M1650, rolls 21-54.


1896

Index and Dockets A-C of 1896 Citizenship Cases.  7RA70, rolls 1-2.


1896

Census of Shawnee Adopted by the Cherokee Tribe.  7RA26, roll 1.


1897

Index to Freedmen Payment Roll.  7RA51, roll 2


1897

Index to Freedmen Strip Payment Roll.  7RA51, roll 2


1897

Freedmen Payment Roll.  7RA51, roll 2.


1897

Cherokee Freedmen Payment. A32


1897

Copy of 1890 payroll.  7RA60, rolls 1-3.


1897

Northern District Citizenship Case Files.   7RA388, rolls 1-12 


1897-1899
Decisions of the U. S. Courts. 7RA98, rolls 1-3 (indexed)


1897-1913
Index to Letters Received by the Commission to the 5 Civilized Tribes.  M1314, rolls 1-3.


1898‑1914  
Index to Final Roll-- DAWES ROLL.  M1186, roll 1


1898‑1914  
Enrollment cards - DAWES CARDS.  M1186, rolls 2‑38.


1898‑1914  
Applications for enrollment on the Final Roll DAWES APPLICATIONS.  M1301, rolls 174‑399.


1898‑1939  
Census.  Cherokee (North Carolina).  M595 rolls 22‑26.


1899-1905
Dawes Commission townsite plats.  7RA18, roll 1.


1900-1907
Lease royalty records.  7RA30, rolls 3-9.


1902

Payroll of Destitute Cherokees. 7RA80, roll 1.


1907   

Index to rejected applicants.  P2089, roll 1 (formerly 7RA24).


1908‑1910  
Index and Guion Miller roll.  M685, rolls 1‑12.


1906‑1909  
Eastern Cherokee Applications of the U.S. Court of Claims ("Guion Miller applications") M‑1104 rolls 1‑348.


1907

Final Rolls of Citizens and Freedmen of the Five Civilized Tribes in Indian Territory (as approved by the Secretary of the Interior on or before March 4, 1908 with supplements dated September 25, 1914)  T529, roll 2


1910

Letter Book of Eastern Cherokees of North Carolina. A20


1910   

Payment to intermarried whites.  7RA80, roll 1.


1910   

Index and Cherokee Equalization Payroll.  7RA82, rolls 1‑4.


1912   

Index and payroll.  7RA81, rolls 1‑3.


1917-1918
Register of Indians in World War I.  7RA347, roll 1 


1924-1931
Baker Roll of Eastern Cherokees in North Carolina.  A35.


n.d.

List of "Colored Persons on the Clifton Roll not on 1880 Rolls."  7RA51, roll 2


n.d.

Index to orders for removal of restrictions.  7RA297, roll 1. 


CHEYENNE AND ARAPAHO (SOUTHERN)

1873

Field Survey Notes. 7RA154, roll 1.


1887‑1942  
Census.  M595, rolls 27‑32.


ca. 1892
Allotments.  7RA248, rolls 1-7.


1892‑1920  
Annuity rolls of Indians at the Concho Agency.  7RA191, rolls 1‑4.


1901-1902
Births.  7RA274, roll 1.


1902-1913
Marriage Licenses.  7RA274, roll 1.


1902‑1921  
Annuity rolls of Indians at the Seger Agency.  7RA190, roll 1.


1904-1908
Unpaid Annuities.  7RA274, roll 1. 


1908-1911
Records Relating to Allotments.  7RA154, roll 1


1908-1917
Register of Births and Deaths.  7RA274, roll 1. 


1909-1943
Census.  7RA187, rolls 1-3.


1911

Plat Maps.  7RA189, roll 1


1911-1921
Heirship.  7RA274, roll 1.


ca. 1924-31
Record of Sales of Allotted Lands.  7RA188, roll 1


1926-1947
Central Files.  7RA155, rolls 1-20.


1933-1941
Letters and Correspondence. 7RA186, roll 1


1943

Census.  7RA76, roll 1.


ca. 1962-65
Record of denied applicants for tribal membership.  7RA311, roll 1.


ca. 1967
Photocopy of tribal membership roll approved by business committee.  7RA311, roll 1.


N.d.

Allotment Schedule. 7RA154, roll 1.



CHICKASAW  (see also CHOCTAW)

1837-1839
Muster Roll. A36


1847

Census Roll. A36


1848-1860
Choctaw-Chickasaw Annuity Rolls.  NARA35


1878   

Census.  7RA21, roll 1.


1890   

Census.  7RA21, roll 1. 


1893   

Payment roll.  7RA21, roll 2.


1896

Index and Dockets A-C of 1896 Citizenship Cases.  7RA70, rolls 1-2.


1896

Applications.  M1650, rolls 10-12.


1896   

Census.  7RA21 roll, 2.


1897   

Census.  7RA21 roll, 2.


1898-1914
Index to Final Rolls--DAWES ROLL.  M1186, roll 1.


1898‑1914  
Enrollment cards DAWES CARDS.  M1186, rolls 67‑76.


1898‑1914  
Applications for enrollment on the Final Roll DAWES APPLICATIONS.  M1301 rolls 434‑468.


1899-1905
Dawes Commission townsite plats.  7RA18, roll 1


1899-1907
Index to Choctaw and Chickasaw Allotment Ledgers.  7RA153, rolls 1-2.


1900-1907
Lease royalty records.  7RA30, roll 3.


1902‑1904  
Applicants & Dockets of the Choctaw‑Chickasaw Citizenship Court.  7RA27,  rolls 1‑2.


1902-1904
Choctaw-Chickasaw Citizenship Court case files. 7RA324, rolls 1-20. 


1902-1904
Letters Sent by Chickasaw Commission.  7RA181, rolls 1-3.


1902‑1907  
Index to Dawes rejected ("R") cards.  7RA147, roll 1.


1902‑1907  
Index to Choctaw‑Chickasaw allotment ledgers. 7RA153, rolls 1‑2.


1903   

Incompetent payroll.  7RA96, rolls 1-2.


1904   

Index and townsite fund payroll.  7RA97, roll 1.


1906-1908
Choctaw - Chickasaw Annuity Rolls.  NARA35


1907

Final Rolls of Citizens and Freedmen of the Five Civilized Tribes in Indian Territory (as approved by the Secretary of the Interior on or before March 4, 1907 with supplements dated September 25, 1917) T529, roll 1


1908   

Payroll.  7RA‑100, roll 1.


1910   

Equalization payroll.  7RA101, roll 1. 


1912-1924
Choctaw - Chickasaw Equalization Rolls.  NARA 35


1917-1918
Register of Indians in World War I.  7RA347, roll 1 


1925-1927
Choctaw - Chickasaw Townsite Pay Annuity Rolls.  NARA35


n.d.   

Lists of citizens and intruders.  7RA21, roll 2.


n.d.

Index to orders for removal of restrictions.  7RA297, roll 1.



CHOCTAW (See also CHICKASAW) 


N.d.

Alphabetical List of Choctaw Reserves [in the East under provisions of the Treaty of 


Dancing Rabbit Creek].  A37, A38


1830   

List of people who remained in Mississippi. 7RA116, roll 1


1831

Armstrong Roll. A39.


1831-1857
Choctaw Emigration Lists. A40


1848-1860
Choctaw-Chickasaw Tribes Annuity Rolls.  NARA35


1855   

Payment roll.  7RA09, roll 1.


1856

Cooper Roll. A40


1860

Federal Census of Choctaw Nation (whites only). 7RA142, roll 1.


1860

Choctaw Orphan Roll. NARA35.


1885   

Index to 1885 census.  7RA62, roll 1.


1885   

Census.  M595, roll 623


1885   

Census of Choctaw‑Chickasaw Freedmen.  7RA63, roll 1.


1889

Choctaw Freedmen Per Capita Roll.  NARA35


1893   

Index to Choctaw Payroll.  7RA64, roll 1.


1893

Index to Census and List of Orphans.  7RA64, roll 1.


1893   

Choctaw Payment roll.  7RA65, rolls 1‑2.


1896

Index and Dockets A-C of 1896 Citizenship Cases.  7RA70, rolls 1-2.


1896

Applications.  M1650, rolls 2-9.


1896   

Index and census.  7RA02, rolls 1‑4.


1896   

Census of Choctaw‑Chickasaw Freedmen.  7RA66, roll 1.


1896-1899
Record of Appeals.  USC47


1898-1914
Index to Final Rolls--DAWES ROLL.  M1186, roll 1.


1898‑1914  
Enrollment cards DAWES CARDS.  M1186, rolls 39‑56.


1898‑1914  
Applications for enrollment on the Final Roll DAWES APPLICATIONS.  M1301, rolls 1‑82.


1899-1905
Dawes Commission townsite plats.  7RA18, roll 1.


1899-1907
Index to Choctaw and Chickasaw Allotment Ledgers.  7RA153, rolls 1-2.


1900-1907
Lease royalty records.  7RA30, roll 3.


1902-1904
Letters Sent by Chickasaw Commission (Choctaw-Chickasaw Townsites). 7RA181, rolls 1-3


1902‑1904  
Applicants and Dockets of the Choctaw‑Chickasaw Citizenship Court.  7RA27, rolls 1‑2.


1902-1904
Choctaw-Chickasaw Citizenship Court case files. 7RA324, rolls 1-20. 


1902‑1907  
Index to Dawes rejected ("R") cards.  7RA147, roll 1.


1902‑1907  
Index to Choctaw‑Chickasaw allotment ledgers. 7RA153, rolls 1‑2.


1904   

Townsite index and payroll.  7RA83, rolls 1‑3.


1906-1908
Choctaw - Chickasaw Annuity Rolls.  NARA35


1906   

Payroll.  7RA84, rolls 1-3.


1907

Final Rolls of Citizens and Freedmen of the Five Civilized Tribes in Indian Territory (as approved by the Secretary of the Interior on or before March 4, 1907 with supplements dated September 25, 1917) T529, roll 1


1908   

Index and payroll.  7RA88, rolls 1-2.


1910   

Index and equalization payroll.  7RA89, rolls 1-2.


1910-1934
Choctaw equalization payrolls.  NARA1-34


1911   

Index and payroll ($50).  7RA90, roll 1.


1912-1924
Choctaw - Chickasaw Equalization Rolls.  NARA 35


1916   

Index and payroll.  7RA93, roll 1.


1917   

Index and payroll.  7RA94, rolls 1-2.


1917-1918
Register of Indians in World War I.  7RA347, roll 1 


1925-1927
Choctaw - Chickasaw Townsite Pay Annuity Rolls.  NARA35


N.d.

Index to orders for removal of restrictions.  7RA297, roll 1.



COMANCHE

1895‑1939  
Census.  M595, rolls 211‑223.


ca. 1901
Allotments.  7RA249, rolls 1-7.



CREEK

1795-1816
Letterbook of the Creek Trading House.  M4, roll 1


1795-1821
Records of the Creek Factory of the Office of Indian Trade of the Bureau of Indian Affairs.  M1334, rolls 1-13


1832

Census taken by Parson and Abbott.  T275, roll 1


1857   

Old Settlers Roll.  7RA‑326, roll 1.


1857   

Payroll.  7RA326, roll 1.


1858   

Payroll.  7RA23, roll 2.


1867   

Dunn Roll of Citizens.  7RA44, roll 1.


1869   

Dunn Roll of Freedmen and indexes. 7RA44, roll 1.


1870

Roll of Creek Orphans and List of Payments to be made. A41


1882   

Census.  7RA43, roll 1.


1888‑1896  
Lists of applicants and docket books of the Creek Citizenship Commission.  7RA68, rolls 1‑2.


1890   

Authenticated Roll.  7RA41, roll 1.


1890   

Census.  7RA12, roll 1


1890

Payroll.  7RA46, roll 1.


1891

Census. 7RA207, roll 1.


1895   

Census includes omitted and supplemental rolls 7RA12, roll 1


1895   

Payment roll.  7RA12, roll 1and 7RA45, roll 1.


1895

Census.  7RA207, roll 1 and 7RA45, roll 1.


1896

Index and Dockets A-C of 1896 Citizenship Cases.  7RA70, rolls 1-2.


1896

Applications.  M1650, rolls 19-20.


1896   

Census (partial).  7RA12, roll 2.


1896   

Colbert Roll (census).  7RA69, roll 1.


1896‑1900  
Applicants to the Commission for Citizenship. 7RA42, roll 1.


1897

Northern District Citizenship Case Files.  7RA388, rolls 1-12


1898-1914
Index to Final Roll--DAWES ROLL.  M1186, roll 1.


1898‑1914  
Enrollment Cards DAWES CARDS.  M1186, rolls 77‑91.


1898‑1914  
Applications for enrollment on the Final Roll DAWES APPLICATIONS.  M1301, rolls 402‑434.


1899-1905
Dawes Commission townsite plats.  7RA18, roll 1.


1900-1907
Lease royalty records.  7RA30, rolls 1-2.


1902-1946
Records relating to Jackson Barnett, allotted Creek. 7RA99, rolls 1-2 (P2202)


1903-1906
Record of bids received on allotted lands.  7RA323, rolls 1-2.


1903-1921
Equalization payrolls.  7RA204, rolls 1-6.


1903

Loyal Creek payment roll.  A43 and A44


1904   

Loyal Creek payment roll.  7RA31, roll 1.


1907

Final Rolls of Citizens and Freedmen of the Five Civilized Tribes in Indian Territory (as approved by the Secretary of the Interior on or before March 4, 1907 with supplements dated September 25, 1917) T529, roll 3


1917-1918
Register of Indians in World War I.  7RA347, roll 1 


N.d.

Index to orders for removal of restrictions.  7RA297, roll 1.



DELAWARE

1867
   
Census.  7RA73, roll 1.


1871

List of Delawares who elected to remove to Indian Territory.  7RA74, roll 1.


1896   

Census.  7RA26, roll 1.


1904   

Per capita payroll.  7RA26, roll 1.


1895‑1939  
Census (part of Affiliated Indians).  M595, rolls 211‑223.



IOWA

1882-1909
Annuity Payment Rolls.  NARA36


1889‑1939  
Census.  M595, rolls 453‑455, 491‑496.


ca. 1891
Allotments.  7RA255, rolls 1-4.


1919

Annuity Payment Rolls, NARA36


1930

Annuity Payment Rolls, NARA36


1938

Index to Enrollees.  7RA235, rolls 1-4.



KAW


1879-1883
Issue Register.  7RA342, roll 1.


1887‑1939  
Census.  M595, rolls 317‑318, 337‑343, 390.


ca. 1903
Allotments.  7RA251, rolls 1-3.



KIOWA

1895‑1939  
Census.  M595, rolls 211‑223.


ca. 1901
Allotments.  7RA249, rolls 1-7.



MEXICAN KICKAPOO

1833

Removal muster roll of Kickapoo and Potawatomi Indians. M1831, roll 1.


1889‑1939  
Census.  M595, rolls 257, 463, 490‑496.


1887

Allotments and Tract Books.  7RA262, rolls 1-5.


1891

Census.  7RA235, roll 4.


1911-1914
Allotment settlement records.  7RA111, roll 1.


1938

Index to Allottees.  7RA235, rolls 1-3.


MIAMI

1880   

Federal population schedules.  7RA150, roll 1.


1885‑1939  
Census rolls.  M595, rolls 411‑412, 416.


ca. 1887
Western Miami Allotments.  7RA261, rolls 1-2.


ca. 1900   
Register of Indian families.  7RA150, roll 1.


1911-1936
Record of heirship.  7RA150, roll 2.


MISSISSIPPI CHOCTAW (See also CHOCTAW)

1898-1914  
Index to Final Roll--DAWES ROLL.  M1186, roll 1.


1898‑1914  
Enrollment cards DAWES CARDS.  M1186, rolls 56‑66.


1898‑1914  
Applications for enrollment on the Final Roll DAWES APPLICATIONS.  M1301, rolls 82‑171.


1899-1907
Index to Choctaw "Doubtful" and "Rejected" cards. 7RA147, roll 1.


1899   

Index and record of testimony.  7RA116, roll 1.


1899-1904
Lists of claimants under the treaty of 1830. 7RA116, roll 1.


1899-1905
Dawes Commission townsite plats.  7RA18, roll 1


1902

Identified Mississippi Choctaw Enrollment cards. 7RA173, rolls 1-3.


1904-1914
Mississippi Choctaw Allotments.  7RA182, roll 3.


1904   

Lists of persons removed.  7RA116, roll 1.


1905   

Roll of identified Mississippi Choctaws. 7RA116, roll 1.


1906-1908
Choctaw - Chickasaw Annuity Rolls.  NARA35


1908-1926
Annuity and Townsite Fund Folls.  NARA37


1908   

Townsite payroll and index.  7RA107, roll 1.


1911   

Index and payroll.  7RA108, roll 1.


1917-1918
Register of Indians in World War I.  M1871, roll 1 (Formerly 7RA347).


1918-1922
Annuity Rolls.  NARA38


1926‑1939  
Census.  M595, rolls 41‑42.


n.d.   

Index to scrip books.  7RA116, roll 1.


n.d.   

Index to field cards.  7RA116, roll 1.


n.d.   

Kinship diagrams in case of Scott S. Dumas, et. al.  7RA116, roll 1.


n.d.   

Lists of identified full‑blood Mississippi Choctaws.  7RA116, roll 1.


n.d.

Index to identified Mississippi Choctaws.  7RA174, roll 1.


n.d.

Index to orders for removal of restrictions.  7RA297, rolls 1



MODOC

1885‑1939  
Census rolls.  M595, rolls 224‑228, 411, 488‑489.


ca. 1887
Allotments.  7RA261, rolls 1-2.


ca. 1900   
Register of Indian families.  7RA150, roll 1.


1911-1936
Record of heirship.  7RA150, roll  2.    



NEZ PERCE

1878   

Census roll. 7RA78, roll 1.


1890‑1939  
Census rolls.  M595, rolls 45, 49‑56, 145‑148, 301‑302.


OSAGE

1846

Removal muster rolls of New York Indians at the Osage Sub-Agency. M1831, roll 1


1870

Osage Agency, Records of Land, Field Notes.  7RA201, rolls 1-7.


1878‑1907  
Annuity rolls.  7RA35, rolls 1‑21.


1880-1957
Registers of Letters Received.  7RA160, rolls 1-31.


1883-1908
Records Relating to Heath. 7RA161, roll 1.


1883-1912
Letters Sent to Indian Office.  7RA175, rolls 1-44.


1886-1900
Records of the Land and Realty Division. 7RA163, roll 1.


1887‑1939  
Census rolls.  M595, rolls 317‑328.


1890-1916
Records of the Boarding School.  7RA162, rolls 1-7.


1896-1915
Index to Letters.  7RA159, rolls 1-3.


1901‑1903  
Record of marriage licenses.  7RA‑197, roll 1.


1901‑1920  
Record of births.  7RA197, roll 1.


1905, 1908 
Registers of Indian families.  7RA197, roll 2.


1906

Allotment schedules.  7RA17, rolls 1-2.


1906-1908
Letters of Allotment Commission.  7RA169, rolls 1-10.


1906-1912
Heirship record.  7RA164, roll 2.


1906-1913
Record of deaths.  7RA164, roll 1.


1907

Allotment ledgers. 7RA198, rolls 1-2.


1908

Osage Agency, Records of Land, Field Notes.  7RA202, rolls 1-4.


1908

Records of Townsite Field Notes.  7RA203, rolls 1-2.


1909  
 
List of addresses of allottees.  7RA75, roll 1.


1901

Land Reserved for Allotment.  7RA121, roll 1.


1910‑1913  
Record of headright shares.  7RA164, rolls 2‑6.


1911-1922
Physician's record.  7RA161, roll 2.


1912-1922
Probate record.  7RA289, rolls 1-5


1913-1922
Guardianship record.  7RA289, rolls 1-5.


1916-1950
Tribal Council Letters.  7RA170, rolls 1-3.


1920-1944
Tribal Council Letters.  7RA171, rolls 1-2.


1940-1954
Index to Enrolled Tribal Members.  7RA209, rolls 1-3. 


1948-1965
Index to Certificates of Competency.  7RA208, rolls 1-2.


1879-83
Issue Registers.  7RA342, roll 1. 


n.d.

Osage allotment maps.  7RA50, roll 1.


n.d.

Osage township plat maps.  7RA304, roll 1.


n.d.

List of allottees.  7RA198, rolls 1-2.


n.d.

Allotment roll.  7RA198, rolls 1-2.


OTOE AND MISSOURI

1886‑1939  
Census.  M595, rolls 329, 337‑343, 386‑391.


ca. 1893
Allotments.  7RA252, rolls 1-4.


OTTAWA

1837

Removal muster rolls of Ottawas from Miami, Ohio. M1831, roll 1


1870

Ottawa and Chippewa roll. A50


1883   

Census roll.  7RA78, roll 1.


1885‑1939  
Census rolls.  M595, rolls 411‑416, 488‑489.


ca. 1887
Allotments.  7RA261, rolls 1-2.


ca. 1900   
Register of Indian families.  7RA150, roll 1.


1907

Durant Roll (Ottawa and Chippewa Tribes of Michigan on 1870 roll and living on March 4, 1907. M2039, rolls 1-4


1911-1936
Record of heirship.  7RA150, roll 2.


1931-1934
Supplemental census rolls.  7RA150, roll 1.


PAWNEE

1886‑1939  
Census.  M595, rolls 336‑343, 386‑388.


ca. 1893
Record of Pawnee Allotments.  7RA247, roll 1.


ca. 1893
Record of Pawnee Allotments.  7RA254, rolls 1-3.


PEORIA

1883-1888 
Census rolls.  7RA78, roll 1.


1885‑1939  
Census rolls.  M595, rolls 411‑412, 416, 488‑489.


ca. 1887
Allotments.  7RA261, rolls 1-2.


ca. 1900   
Register of Indian families.  7RA150, roll 1.


1910-1911
Quapaw Agency Competency Commission.  7RA36, roll 1.


1911-1936
Record of heirship.  7RA150, roll 2.


PONCA

1886‑1939  
Census.  M595, rolls 337‑343, 386‑391.


ca. 1895
Allotments.  7RA253, rolls 1-2.


POTAWATOMI (CITIZEN BAND)

1833

Kickapoo and Potawatomi Indians. M1831, roll 1.


1836-37
Removal muster rolls of Potawatomi Indians of Chicago. M1831, roll 1.


1888   

Claims for shares of Citizen Potawatomi Funds. 7RA199, roll1.


1888   

Annuity roll.  7RA199, roll 1.


1889‑1939  
Census.  M595, rolls 453‑454, 490‑496.


1891

Allotments.  7RA234, roll 1.


ca. 1893
Allotments.  7RA260, rolls 1-4.


ca. 1894
Allotments.  7RA262, rolls 1-5 (Prairie Band).


1907

Wooster Roll. A54.


1921-1937
Census.  7RA235, rolls 1-3.


1938

Index to Enrollees.  7RA235, rolls 1-3.


1964-1988
Denied Applications for Tribal Membership. 7RA240, rolls 1-3


1960

Annuity roll.  7RA199, roll 1.


1967

Annuity roll.  7RA199, roll 1.


n.d.   

Heirship cards.  7RA120, rolls 1‑2.


QUAPAW

1834-35
Removal muster rolls of Quapaws from Arkansas. M1831, roll 1


1897-1883
Issue Register.  7RA342, roll 1.


1884-1933   
Census roll.  7RA78, roll 1.


1885‑1939  
Census rolls.  M595, rolls 317, 411‑416, 488‑489.


ca. 1887
Allotments.  7RA261, rolls 1-2.


ca. 1900   
Register of Indian families.  7RA150, roll 1.


1910-1911
Quapaw Agency Competency Commission reports.  7RA36, roll 1.


1911-1936
Record of heirship.  7RA150, roll 2.


1931-1934
Supplemental census rolls.  7RA150, roll 1.

SAC AND FOX

1855-1882
Osage River Agency.  7RA109, rolls 1-2.


1889‑1939  
Census rolls.  M595, rolls 453‑455, 491‑496.


ca. 1891
Allotments.  7RA255, rolls 1-4.


1938

Index to Enrollees.  7RA235, rolls 1-3.

SEMINOLE

1833

Removal muster rolls of Apalochicola towns (Seminoles) and slaves. M1831, roll 1


1836-37
Removal muster rolls of Seminoles and slaves. M1831, roll 1


1868   

Payment roll.  7RA20, roll 1 and 7RA287, roll 1.


1895   

Payment rolls.  7RA20, roll 1.


1895

Census.  7RA287, roll 1


1896

Index and Dockets A-C of 1896 Citizenship Cases.  7RA70, rolls 1-2.


1897   

Census roll.  7RA20, roll 1 and 7RA287, roll 1.


1898-1914
Index to Final Roll--DAWES ROLL.  M1186, roll 1.


1898‑1914  
Enrollment cards DAWES CARDS.  M1186, rolls 92‑93.


1898‑1914  
Applications for enrollment on the Final Roll DAWES APPLICATIONS.  M1301, rolls 400‑402.


1899-1905
Dawes Commission townsite plats.  7RA18, roll 1.


1900-1907
Lease royalty records.  7RA30, roll 2.


1901

$14 payroll.  7RA287, roll 1.


1907

Final Rolls of Citizens and Freedmen of the Five Civilized Tribes in Indian Territory (as approved by the Secretary of the Interior on or before March 4, 1907 with supplements dated September 25, 1917) T529, roll 3


1913‑1940  
Census.  Seminole (Florida).  M595, rolls 486‑487.


1917-1918
Register of Indians in World War I.  7RA347, roll 1 


n.d.

Index to orders for removal of restrictions.  7RA297, roll 1.


SENECA

1877‑1878  
Census roll.  7RA78, roll 1.


1885‑1939  
Census rolls.  M595, rolls 411‑416, 488‑489.


ca. 1887
Allotments.  7RA261, rolls 1-2.


1890-1893
Tribal election minute book.  7RA150, roll 3.


ca. 1900   
Register of Indian families.  7RA150, roll 1.


1910-1911
Quapaw Agency Competency Commission reports.  7RA36, roll 1.


1911-1936
Record of heirship.  7RA150, roll 2.


1931-1934
Supplemental census rolls.  7RA150, roll 1.


SHAWNEE

1850-1882
Osage River Agency.  7RA109, rolls 1-2.


1878‑1899  
Annuity rolls of Shawnee and Eastern Shawnee. 7RA78, roll 1.


1882‑1888  
Census rolls of Eastern Shawnee.  7RA78, roll 1.


1885‑1939  
Census rolls of Eastern Shawnee.  M595, rolls 411‑416, 488‑489.


ca. 1887
Eastern Shawnee Allotments.  7RA261, rolls 1-2.


1889‑1939  
Census rolls of Absentee Shawnee.  M595, rolls 453‑454, 490‑496.


ca. 1893
Absentee Shawnee Allotments.  7RA260, rolls 1-4.


ca. 1900   
Register of Indian families.  7RA150, roll 1.


1910-1911
Quapaw Agency Competency Commission reports (Eastern Shawnee).  7RA36, roll 1.


1911-1936
Record of heirship (Eastern Shawnee).  7RA150, roll 2.


1931‑1934  
Supplemental census rolls of Eastern Shawnee. 7RA150, roll 1.


1964-1988
Denied applications for tribal membership - Shawnee Agency.  7RA240, rolls 1-3.


n.d.   

Absentee Shawnee Heirship cards.  7RA120, rolls 1‑2.


n.d.

Photostatic copy of 1891 allottee schedule.  7RA234, roll 1.


TONKAWA

1886‑1939  
Census.  M595, rolls 338‑343, 386‑391.


ca. 1893
Allotments.  7RA252, rolls 1-4.


WICHITA

1895‑1939  
Census.  M595, rolls 211‑223.


ca. 1901
Allotments.  7RA250, rolls 1-3.


WYANDOTTE

1843 Removal muster rolls of Wyandot Indians under their chiefs from Ohio, Michigan, and Canada. 




M1831, roll 1.


1871   

Census roll.  7RA78, roll 1.


1885‑1939  
Census.  M595, rolls 411‑416, 488‑489.


ca. 1887
Allotments.  7RA261, rolls 1-2.


1890-1893
Tribal election minute book.  7RA150, roll 3. 


ca. 1900   
Register of Indian families.  7RA‑150, roll 1.


1911-1936
Record of heirship.  7RA150, roll 2.


1931-1934
Supplemental census rolls.  7RA150, roll 1.



OKLAHOMA HISTORICAL SOCIETY'S MICROFILM

CAA

Cheyenne and Arapahoes, Rolls 1-51


CHL

Chilocco Indian School, Rolls 1-21


CHN

Cherokees, Rolls 1-103


CIMA

Creek Indian Memorial Association Archives, Rolls 1-2


CKN

Chickasaws, Rolls 1-30


CRN

Creeks, Rolls 1-51


CTN

Choctaws, Rolls 1-90


DC

Dawes Commission, Rolls 1-80


KA

Kiowa Agency, Rolls 1-101


PA

Pawnees, Rolls 1-55


QA

Quapaw, Rolls 1-25


SFSA

Sac and Fox, Rolls 1-64


SMN

Seminoles, Rolls 1-6


INDIAN SCHOOLS

1881-1882
Register of Cherokee students.  7RA91.


1884-1908
Chilocco School enrollment registers.  7RA61, roll 1


1889-1892
Descriptive statements of children transferred from the Miami Agency to boarding schools. 




7RA150, roll 3.


1897-1914
Chilocco School arrivals and departures of students.  7RA149, roll 1.


1901-1925
List of employees.  7RA194, roll 1.


1904

Chilocco Indian School Journals.  7RA87, rolls 1-11.


1905-1913
Records of the St. Johns Boarding School.  7RA165, roll 1.


1905‑1922  
Quarterly reports - Osage Boarding School. 7RA164, roll 4.


1905-1946
Records of the St. Louis Mission School.  7RA166, rolls 1-3.


1905-1922
Osage School student registers and enrollment records.  7RA162, 7 rolls 


1910-1925
Chilocco Report of Attendance by Tribes. 7RA79, roll 1


1911-1942
Euchee School records relating to enrollment and attendance.  7RA246, roll 1.


1916-1938
Chilocco School record of grades ("checkerboard grades").  7RA123, rolls 1-4.


1922-1926
Chilocco School class grades.  7RA148, roll 1.


1924-1954
Index to Osage School Age Children (School Census Cards).  7RA-210, rolls 1-4.


1925-1935
Chilocco Indian School, Semi Annual Attendance.  7RA122, rolls 1-2.


1963-1967
Anadarko, Education Records.  Indian School Newspaper.  7RA157, rolls 1-2.



NON‑INDIANS IN INDIAN TERRITORY

1860   

Federal population schedules:


  


Free schedules.  M653, roll 52.


  


Slave schedules.  M653, roll 54.


1860

Federal Census of Choctaw Nation (whites only). 7RA142, roll 1.


1880   

Cherokee census schedules 3‑6.  7RA07, roll 4.


1884‑1889  
Miami labor permits.  7RA150, roll 1.


1886‑1900  
Osage permit records.  7RA163, roll 1.


1890   

Cherokee census schedules 3‑6.  7RA08, rolls 5‑6.


1890-1907
Marriage Licenses and Certificates from South McAlester.  7RA244, rolls 1-13.


1893   

Cherokee census of intruders.  7RA55, roll 1.


1900   

Federal population census:


  


Soundex index.  T1082, rolls 1‑42.


  


Schedules.  T623, rolls 1843‑1854.


1901‑1909  
Index and dockets of intruder cases.  7RA53, rolls 1‑8.


1909   

Guion Miller Roll of Cherokees (contains the names of many people who were rejected). M685, rolls 1‑12.


n.d.

Chickasaw list of intruders.  7RA21, roll 2.
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