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?l-JRPOSE AND ORIGIN OF THE REFPORT

an evaluation of the cffectiveness of the records

disposition and f3les management prnnrm‘nsi at the Lepartiment of Justice (p0J)

undertaken as a result of an apreement of Aupust 26, 1978, betwecn DOJ and’

the National Avchives and Records Service (NARSY. The first and sccond phi..

of this project, new complete with the isjeance of this report, involved (1)

an assessment of pod's records disposition and files management programs an!

(2) the develupment of a Dod-wide plan for responding to the neecds fdentific

in the assessment.  Jhe third phase of the project iuvelves POJ implementati

to the fullest extent possible, ol prograw action plan items,

SCOPE ARD COlLLCT OF LHESTUDY

The study was condudted by staf{ rombers of the Becords Dispusition Divisio

office of Fediral Records Centers, NAKG, with the assistance of the stalt

of the Kecord: Haniagerent Grouy (BMG), Adiinistrative Programs Management §
i ) &

within DOI's Office of H.;n-l",vn:t‘lll’. and Finance, and the records management

staffs of each of pod's six bureaus.  The NAKS staff enjoyed full coopcrat.

from DOJ personncl in condnet fup the study. The records management staf{fs

were particularly he-lpful in ansvering gnestions about the status of their

programs and making, neeessnary arraggements tor examining DOJ records syste

!

NAKRS staff menbers in conducting the study devoted eight weeks to actual

aud filen miintenance programs. One wot

revicw of Bl records dispasition
wvas devoted to the proegraws of each of the six DGI burcaus, and two wuechs

the prograws of put' s OfVices, Board:, and hivisions (OBD). The revicw
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nvolved ) analysis of data provious\y submitted L,«cach component R
-

4ts records disposition and files mainteaanee programs, (2) intervievs with

xcprcscntativvs of ecach records management statf, and (3) visits to operatin

units and inspvctién of tﬂvif {ilen stations and records systems. In OBD th
visits.involvod 316 operating units (divisions, ottices, etc.) and wore than
25 different files atations. dn the bmreaus the visils involved from 4 to ]
Opcrgting units and frowm Yy to 29 tiles Lehitions, depending on whether the
bureau's records ucruvrnintninoh on a centralized ot decentralized bhasis.
Given the resovurees and time allotted for this study, it was not possible U
inspect ficld of fice files ntations aud records systens, with the cxception
of conducting visitn to of fices ol one B, Attorney and one YU.S.

Marshal in Baltimore, Paryltand. vonetheless, wore than 100 records manager
and tiles custodians were intervicwed in the couese of the stuﬂy. The int.
views and visits poamitted an cvaluatien of polt Jecords disposition and
files maintenance proprams not only in torms of their establishment and

scope at an g nermwide Tewed, tut al-u in tore. ol their implementation

and application in operating units.

FORMAT OF REIURT

Tab A and B cutline the plijectives aud the propram requirements of the
Federal Property Mot eweent krﬂuid}iﬁuh (¥PER) covering records dispositi
and files mu“lﬂ“ﬁ-n‘i These PSS progran 1 equirenments are the standards
puJ reeords Jinpositica aund i les manapeaent proprams have been assested
out thin report. he annenament, Lot crnanple, deternines whether a proit
contaings such necessary cloments as recoerds dinponition schedules aund
standatrdized files clu#ui(icntinn sehemes. I also neasutes the extent

which a propran b beoen implrm--nl_ml througlionl. an agencys.
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Following this jntroduction is an overview of records disposltion and files
Lo

management on a BOJd-wide basis.  The overvicew ineludes an action plan for
establishing a DOJ-wide program for records disposition and files management

-
activities. Appendices to the report nunbered through 7

contain evaluatio
of the records disposition and filen m..lu.\r,v.-un-nl proprams of 0BD and the six
DOJ burcaus, includim: recomaewdations for the improvement of cach component's
programs. A scparate action plan for reselving deficiencies in the records

disposition and files miintenanwe proprine for OB is furnished in Part €

of Appendix T to this seport,
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F1. DO MAHAGIIENTE OF RECOZhL IHSPORITION
AnD FILES BALSEFSANCE PROGRAMS

[ S

POJ-WIDE PROGRAM LLLDS

At present there is no buJ-wide propram for records disposition and files
L] -

maintenance activitics thronghout the Departpent.  Ro hul-wide standards have
been established, no DJ-wide policy has been jusued, and the only centrally

monitored DOJ activity in the arcas of records disposition and files maintenanc«
. . .

- .

i{s the annual collevtion of records holdings fipuren for submission to NARS
on Standard Form 136, Given the Lack of DOJ-wide policy and standards, 1t is

pot surprising that the effectivencis of vecords. disposition and files maintenan
program; throupghout tin: Do tment vt ies preat 1+ by conponent.  Figures 1 and

2 chart, on a comporent by compencat banin, twa jiimery indicators of propram
cffectiveness: records disposition schedubes and toresd Ciles maintenance

standards. The charts cdearly demomstrate that Uhe prograns of somc

compouents arc in manh hetter shape than ethers.  Sotee cowpouents lack

these basic progran ¢loentn, while others b iz med coaprehensive files

maintenance and records disposition mannals for wne by their cmployees.

One of the most scriou: resuils of the weaknens of the DOJ records dispositicn

program, the practice of destroying records withant having obtained lepal

disposition authority fron RARS, wa dicovercd in ubb, FBL, and DEA.

Detailed assessmentsn of cacli conponent s prograss appear in Appendices 1-V]1

of this report,
Lack of buJ-wide standands and policy i weespanicd by tack of DOJ-wide

oversipht over r1cecond, dinposition ad titen maintenance proprams.  No

Departmental effort i rade to wonitor the ctiectivencss of cach component 't

requirements governing

‘programs or to insute their conplianee with the PR

records dispositien and tilen maintenance,
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From the standpoint of effective manapenent and acvcountability, there appears
|

to be a clear need to establish (1) bod policy and standards in the areas of

records disposition and files maintenance proprans and (2) DOJ oversight over
e S L B e e

componenl proprazi. DO oversipght would not have any direct involvement
in program operations.  Kather, such oversipht would measure compliance with

DOJ standards and the FEMR requinoments. Iteconld ansist component programs

by dirccting manapement attention to the need te devote additional resources

to a program in ordir Lo reselve pregram defleicncies and to insure compliance
prog preg 4

~with DOJ standards.

DOJ-WIDE ACTION PLAN
To meet the necd for an clifective DOTewide rocord. disposition and files
caintenance progsram the LD shoald take the folioving actions:

1. Forward to coaob Burcan o cony of the appropriate appendix of this
report assessing ity recornds disposition and files maintenance programs
and require cach lurcou o sabirit, within one senth, a formal action plan
and tinctable for jmplenenting the recommenldations relating to its programs.
Include an outline of the FiTK propram requirements on which the assessment
was bhased.

2. Drsue a DU wide dicedt i\'l'(:;) establiching records disposition and
files naintenance prograrpwbjectives, assipnivg vesponsibility for mecting
these objectives to carhn ol corponent . instituting standards for deternmining
the effectivencss of propram operat ion., and deniaat ing an of ficial responsihs’

for courdination ol the prograns on a Diud-wide hanis.,
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-3.  Develop DOJ-wide instructions and puidance for records disposition

and files maintenance programs. The instruct jons should govern such DOJ-wide

matters as completion of records holding reports (Standard Form 136), subq}ssion
of records disposition and records transfer requests (SE 115 and SF 258) to
NARS, review of requents for records ;qnipmvnt e supplices.,

4. Establish a _program {er periodicallysinspecting and evaluating
records disposition and files maintenance programs in cach DOJ compormnent
for conformance with IR and DO p;vnrdm stanlards. These on-site inspections
will begin in Fiscal Year 194).,

NOTE: 7The KRecords Manageront Croup b drafted a proposed directive on
vrecords disposition timt han been forwarded to DOJ components for comment
and clearance. Anoap the program items mentioned aloeee, the directive will
fwplemert Items 2 and 3 to the extont of (ormaliv cxtablishing a DOJ-wide
record disposition prograr and providing DOJ components with necded guidance

for this progran. ’ -
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PROGRAM
PEQUIREMENTS

PROGRAM
IMPLEMENTATION

TUPENR PROGKAN REQUIRIMINIS ()

A Tile is basically a paper or folder of jupers, but the
term i< used to denote papters, phetopraphe:, maps, and other
recorded information accumulared or maintained fn filing
equipnént or other storage facilities amd occupying of fice
or storagce space.
Orpanize files so that needed records can e
complete reecords are ensured, the seleetjon and rctention
of records of archival value are facilitared, and the
disposition of noncurrent recopds is accomplished promptly.

1. Establish standards and proceduren for:

.

a. Classifvim, indexing, and Yiliny records.

b, Providing refercmneg nervices,

€. Lecating active files to facilitate gue,
2. Review prociam periodie 1y to diternine adequaey and
effectivencas jn mecting reguesge.,
3. Publich and wahe stanbards and instroet ions readily
available,

L. Sutundardize lassification el Prtaing sulicmes tos

de Achicue miformity and cane or

ttiataining and
using recorde,

b. Facilitate records divpoani.,

¢. Fuilitate possible consolidation of identical
types of files,

2. Formally aathorize official 1ile locations.

3. Standardize reference service jprocedares,

4. File accwmlations of papers on oa odaily basis,

5. Standardize cguipment amnd supplics weed in Filing
.

and reference Service operations.

6. Audit peridically.

found rapidly, -~ -

4
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TION "Reeord-" ne ludes AL documentary pg e Lals made or recelved
In transaction or public hugineg. Recorde disposition {5 g
- -management function to ensure that Permanently valuable Trecords
are preserved but ghat reenrds no longer of current use are
Promptiv dewtroyed or yeq fred.  Effcetjy,. techniques for o
accompl ixliing these ends are the developrent of records control
. Schedules; (he retireimntl of recopds ' Federal Archives and
Record: Centers; the microlilming of appropriate records; and
the disposal of valuceless records,
OBJECTIVES 1. Preserve records of permanent value,
'.

2. Destrav recarde nr-.u-:"rur;u'y Vilue as <onp ae they have
scrved the Purpose for whicl they were created,

3. Renove NONCUPTENt recor e from of fice space and filing -
equipment 1o Jog eapensive storaee 1, ilities, thereby
improving use of Tiles and reduc ing, niintenance costs.

PROCEAM 1. Futablish standards iyl Procedures for vusuring that official
REQUIRIMENTS recovde e oy destriyed exeept in accordanee with authorjzed
schedules,

2. Comdueq 4 conplete toventory o1 gy, records in custody of
the avencw,

3. Desisonage POTIAOnNent e apdgs N P ient listorical
Dot e pese gy ep values to warpane transfer to the
National Arehjves for permancng Prescereation.,

L. Formulaie g poliey s o e disposition of cach type or
serics of tevords, state ghi- Police in 1he form of records
eontrol sehedules, obtain aprioval for the schedule from
the Arehilvivt of the tited States,

3. Publish M omike available the schedules for application
throughoot 1h,. Jdpency,

6. Suluit 1o RARS within n divsss afvey i, lose of each fiscal
Year a smmary of jecords holdings on Stundard Form 136,

PROGEAM L. Insure ghoe e npde contral cchedgle, e kept current qand
|
IMPLEMENTATI ON clear)y identity and deseribe the records series to which
thev appty,

2. Elirinate aneeded non-record material e rapidly as
pPossible and Prevenr (he incorporat jon of such miterfals
In the official filee of the arence,

3. Emsure ihe Lismely aipp) feat jon of records control schedules
to provide for miximum ceonemy of space, ¢iuipment, and
persomnced,
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’ APPENDIX 2 o

/ EVALUATION OF

_.--. RECORDS DISPOSITION AND FILES MATNTENANCE PROGKAMS
YEDERAL BUREAU OF IRVESTICATION (Fn3)

A.  RECORDS DISPOS17I0% -
1. Findings aml_Au_x..n_D'.-_:_i_ei -

a. Records scheduling.

. Q) ‘R_-'_gc'_n(__r_c-_‘-_uy_x'_‘_li:_ scheduling acCionse The Federal Bureau
of luvestipation (FB1) has been actively engaged in efforts to schedule its
records {or disposition in vecent vears.  The foeus of its efforts has becn
the Central Records Svatem at headquarters and duvestigative files at field
of fices, the most voluminous sceries of FRU records.  FBI Las revised its
disposition schedule for ficld eoffices investivative files and reduced the re-
tention peried for files relating to crimimil marters, 1t has developed and
subnitted for NARS approval a records disposition schadule covering a major
portion of its Central Kecords System, Given public ond congressional interest
in these records, the schedule in n1id-1977 was referred to appropriate committeces
on the Scnate and llouse of Representatives for reviow and possible comment.
The committees have not yet taken action on the schedules despite repeated
inquirics.

() Lok ot reconds nehadules. In addition to the Central
Kecords System, other headgquarters vecords regquire the development of
disposition schedules.  Schedules are needed, tor exanple, for records
relating to the Unitern Crive Reporting program and for financial repovts
raintained indefinitely by the Budpet and Accounting, Section, the latter
of which ditte back to the ereation of the YR in V924, In addition, the

FR1 has scheduled alwost none of dLs machine-1cadable and audio-visual records
for disposition.

b, lack of inventorics of _holdiong:.. The FHI does not maintain
a complete records inventory.

operating of ficials with responsibility for yeconds varies greatly.  On

the one hand, at Teast one PRl unit has destvoved records without having
scenred lepal authority from NAKS for their disposal,  The records inelude
reports and data collected under the Uniform Crivee Report ing - (I'CR) program."
In the Voucher Undt, Adwinistrative Lervices Division, memorandum (f.e.,
agency) coples of records of payment are miintained tonger than the three-
year period specificd by the General Pecords Schedule (GRS). On the other
hand, representatives of other beadguarters wnits were folly acquainted with
the disposition schedules or GRS provision: covering records in their custody.

.- et T e
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e e d. .lack of prograw reviews. The FIG orecords management staflf
does nel conduct repular reviews of the exccution of yecords disporition and
files maintenance proprams in operating mits.  Some control over the executlion

~of the programs fn the fichd is exeveised by the Becords Management Division (RMi"

through review of annual records holding reports and files equipment requests
and by the Inspection Division, which can audit rocords management {unctions
in behalf of RMD. KD lacks even this depree of econtrel, however, over
execution of the proprams in other headquarters divisjons.

2. Recommend ot fou

a. Terminate wnnutioried disposal ol aecerds. As a priority iten
requiring jmmediate attentiang K should insate that the unauthorized disposal
of records relating to the UCR propram ccases.  Given the volume of these records
and the limited of fice space available for their storape, it is esseuntial that
immediate action be taken 1o sehedule the records for disposition. Any such
schedule should include not only the records that have been subject to disposal,

but also all other unscheduled records, both toxtual and non-textual, relating

" to the program.

___________________ teduling all _l_’_g_l___'l_'_cco rds.
Such a propram should move beyond the Central Records Svstem and focus on
unscheduled records held by other headquarters wits,  The program also can
serve to reacquaint all FRE operating unites with the legal requirements poverning
disposition of rceord:. ‘the propran should be hased on complete inventories
of records holdings, aud the schedules should cover non-textual as well as
textual records.

b.  Establich o propras and timetable for

c. ibbich vithin RO o progeoaa for periodic roeview of records
dizposition operation: G FRE anitse Such a pregram would have particular

value at headquarters, as the Inspection Divition can conduct such reviews d
for RMD at ficld of fices. )

B. FILES MAINTENANCE
1. Findinpgs and Avalysis,

Althouph ne P81 wide guidauce for cbvesibying and filinp records
exists, procedurcs have been estahlished and st forth for the miintenance
of ficld office investipative [iles and the Central Records System at headquarte
FRI records are centralticed to a preat oextent, and the Central Records System
includes not enly investigative records, bul also tecords relating to a
variety of adminizstrative and facilitative subjects, the records belng
arranped numericalty throughout, tudividual documents within each file
are serially numbered, ant o supparting abstract systen facilitates
accountability of all docomentation in a file.  However, the numerical
arrangement of the Central Records System precludes disposal of facilitative
and administratlve records without document by document sereening of the
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files. As a resule, the GRA ciannot and s not effectively applied to applicuabl

records maintained uwnder the Central Kecords System,

Despite the lack of Fhi-wide guldance for classifyling and filing records,

application of the folloviog sound files maintenance techniques to records
outside the Central Records System was observed at headquarters: clear .
idcntification of contents of eabinets, estabhlishacent of periodic file breaks,
and use of transitory correspondence files and technical reference files.

2. Recommendat ion

The FRI zlould cunﬂidu! vemoving adpdnicairative and facilitative
records from the Central Becords System and smaintaining such records under
a separate filing systen better desfpned to facilitate their use and disposal,
Budget records, for example, often are lunc(iunnlly filed by fiscal ycar and
phase of the budpet process and scheduled for disponition on the basis of
the close of the fiscal year covered by the hudget.  Under this system
Individual documents can be retrieved by relerence to an gutline of file
catepories rather than by use of an alphabetical inlex to numbered files.
Records can be destroyed by blocks rather than by dacuaent, and the costs
of maintaining an abstract of these records can be avoided.
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UNITED STATES GOVEKNMENT

Memorandum

e

10 : Mr. McDermott . ‘.'/"

FROM : Mr. Bailey

SUBJEC ?

TP EVALUATION OF RECORDS DISPOSITION AND FILES

Assec Do
Dep AD Ada
Owp AD las

UNITED STATES DEPARTMENT OF JUSTICE At Dy
FEDERAL HUREAU OF INVESTIGATION Ada. Secvs

Crm lav

oot

atoll.

Leberaten

Legel Coen
A

DATE: 7/27/79 v Ples Rle
. [ Reoc. Myai.
“ - Toch, Servs
- s Traieing
N Peblic Alhy. O
Telephooo Ra
Docector's Sec y

-MAINTENANCE PROGRAMS AT THE DEPARTMENT OF

JUSTICE.

PURPOSE:

4

-

L, i

{ : .
The purpose of this memorandum is to gain approval

to forward to the Department our response and comments relative
to recommendations proposed by the National Archives and
Records Service (NARS) in their technical assistance report

and our action plan and timetable for implementation of

recommendations.

DETAILS:

By letter dated 6/27/79, Kevin D. Rooney, Assis-

tant Attorney General for Administration at the Department,
forwarded material related to the NARS assessment of records
disposition and files maintenance programs of the components

of the Department of Justice,

is attached and is self-explan

including the FBI. This material B
atory. C S

e
Py

By way of background, Mr. Bassett memorandum to
Mr. McDermott, dated 2/14/78, initially advised that NARS

 ;'? Planned an evaluation of records and records management
Practices of components within the Justice Department. 1In

connection with the evaluation,
prepared by appropriate divisions and forwarded to the Department.

reponses to questionnaires were

r
[

v F, , e "

ENCLOSURE ' " SR O
66-18966 ) L
C§ - R '
S CMG:kal DE4 7
E PR (19) ’ -
. .
f L 1 - Mr. McDermott 1 - Mr. Andrews
;T 1 - Each Assistant Director 1 - Mr. Bailey (Admin.) “x/
- 1l - Mr. Boynton 1 - Miss Devine . \ \'
2 ¢ 1 - Mr. Bruemmer 1 - Mr. Steel 8} }
3 Y ’i’:’yiss Glock . ¢
B < CONTINUED OVER '
,.: L Buy U.S. Savings Bonds Regularly on the Payroll Savings Pian F31 Lo
A
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Memo Bailey to McDermott ;

RE: EVALUATION OF RECORDS DISPOSITION AND FILE
MAINTENANCE PROGRAMS AT THE DEPARTMENT OF
JUSTICE -~ - - — - .. '

On 5/25/78, Jay Solomon, former Administrator of General Ser-
vices Administration, advised the Attorney General that the
evaluation had been cancelled and that NARS would provide
technical assistance if required. J.W. Awe memorandum to

Mr. Bassett, dated 10/19/78, noted that the technical assistance
visit would be conducted for a six-month period beginning
10/10/78. NARS and Office of Management and Finance analysts
subsequently visited FBIHQ on 11/21-22/78 and met with
personnel assigned to the ldentification Division, Adminis-
trative Services Division, Records Management Division (RMD) ,
and Technical Services Division. NARS' basic report and
Appendix 2 are the result of the visit. Recommendations

set forth in Appendix 2 have been evaluated and the responses
appear in our Action Plan.

The Department is being advised of our concern
in connection with the statement, without further clarification,
that "the practice of destroying records without having

.obtained legal disposition authority from NARS was discovered

in OBD, FBI, and DEA"., The statement appears on page 4,
Chapter II, of the basic report which was distributed to

Departmental components. We are requesting a formal clarificatio

of the records from NARS for distribution to previous recipients
of the basic report. This matter was discussed with

Thomas W. Wadlow, Director, Records Disposition Division, NARS,
who suggested this procedure and assured that a report of this
nature would not be subject to further distribution or release.

RECOMMENDATION:

: 1. That the attached letter and Action Plan be
approved and forwarded to the Department.

. . ] St ;.A;’«-:‘ ‘, @ /gf/
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Meme- Bailey to McDermott
RE: EVALUATION OF RECORDS DISPOSITION AND FILES

MAINTENANCE PROGRAMS AT THE DEPARTMENT OF
JUSTICE o o R

2. That the Office of Equal Employment Opportunity
Affairs and the Budget and Accounting, Printing and Space

Management, .and Voucher and Payroll Sections of the Administrative
Services Division and the Public Affairs Office provide the

Records Systems Section, Records Branch, RMD, with knowledgeable
representatives to assist RMD in records scheduling efforts.
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~ Assigtant Attorney Genera}
- for Adminf{gtra

tion ' July 27, 1979
Office of anagement ang Finance = -
o Assistant Director PESIRAL o
T Records Management Divis{on .
A:ouxon OP RECORDS DISPOSITION ANp FILES
MAINTENANCE PROGRAMS A7 THE DEPARTMENT or
JUSTICE

N

e basic Ieport Prepared
and Recordg

Service (NARS) {p con-
assistan

ce agreement,
There {g
4

attached herevith
Py Action pjlan for Implementtng the rec
{ in Appendix 2 relat

ing to the recorg
vVestigation (FBI),

¢ as fequestedq, the
ommendationg containegd

S Program of the Federa)

A matter of utmosg concern hag evolved from the ;
Contents of the basic report which vag distrlbuted to the !/
Department of Justice, Chapter
alleged that the FBI was engaged in
of destroy(ng Irecords vithout hav{ng obtained Proper dispo-
sition 8uthor{ity from NaRrs,

The PBI 14 not destroying records lllegally and
4 statement of thig

ature, without clarlficat!on, would
ureau {n 4 most Vulnerable Position,
2 ldentltled th

€ records ay Uniform Crime
and, with the eéxception of Nontextual reco
vas schedyled for destructlon in 1950,
fequested that NAR

It 1a, theretore,
S retract this Statement and formally
notify the pPrior tecipients of the basjc report,
| 45@5 2?7?’"
4 /\.;’ -~ o N
. ' Enclosure o L. a,ﬂ:/{,o/ ,.{/
v "o B .
7 66-1896¢ : L e :
Assec Du. — C. o . . . o o
) gx:g:fiifgi-’ur.;McDermott s 1l - Miss Devine
: ﬁyﬁf * 1= Each Assistant Director = Mr. Andrews
Com o "] - Mr. Boynton 1 <« Mr, Bailey (Admin, )
Mot ) - Mr. Bruemmer 1l - Miss Glock
lau".-,-\* -
PN 1 - Mr, Steel .
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Ploa lhu.~
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ACTTON PLAS

ot the ikederal Bureau ot Investigation (Fpl)
to twplement recommendations by the
National Archives and Records seevice (NARS)
to correct Jdeficiencies 1n Ccortain
FKI record maintenance and
disposition practices

Juiy, 1979
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‘A. Background
Basea

on a review of FRI rocord maintenance and disposi-

tion practices and interviews with FBI personnel in
operating units at FBI Headquarters, NARS detected certain
deficiencies and provided an analysis of and recommendations:
to enhance these particular areos of records management.,

B. Recommendations

By g

C. Action

-

1,

Terminate unauthorised disposal of records
relating to the Hniform Crime Reporting (UCR)
program.

Establish a prougran and timetable for scheduling
all FBI tecords.

s

Estublish within the Records Management Division
{EMD) a prograw for periodic review of ‘records
disposition operations in FBI units,

Consider removing aoministrative and facilita-
tive records frun the Central Records System
and establishing a separate filing system

to better facilitate the use and disposal

of these records,

In response to Recommendation Bl, Disposal

LisL (Job No. 345-181) approved December 21,
1944, provided for disposal «f Uniform Crime
Reports dated Januvary, 1930, to December, 194],
and Lisposal Schedule (Job Ho. 351-5114) approvaed
Decrether 11, 1950, granted continuing authority
tuo dispose «f Uniform Crime Reports. An amended
Digposal Schedule will be prepared and submitted
to NARS by Auvgust 15, 1979, to include non-
teatunl and pereanent records,
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In response to Recommendation B2, RMD has .
established conlact with Headquarters Divisions
to implement thc mandatory application of the
General Records Schedules (GRS). RMD will, -
simultaneously, pieparv appropriate schedules
for unique and permancent records and for GRS
iLems which authorize retention periods that
are insufficient or exceed our'needs, The
program will be cocmpldted by December 14,
1979, including the submission of appropriate
schedules to NARS.

In tesponse to Recommendation 83, RMD will
conduct a:review of records disposition opera-
tions of Headguarters divisions, in conjuction -
with the preparation of ‘the Annual Summary of
Records Holdings. ‘

In response to Recommendation B4, consideration
has been given to the scparation of fiscal

tecords from the Central Records System: however,
the nced to retrieve thin information for multiple
users and the efficiency which the current

system provides would preclude experimentation
with other filing arrangenents.
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Mr. Bailey 6/14/719

P. L. Andrews

ARCHIVAL AUTHORIZATIGH FOR
DESTRUCTION CF BURCAL RECGRLS .

PURPOSE 3

ettt gt

The purpcne of this werorandur i{s to gain approval to
forward our disjpcsal schedule to the National Archives and
Records Service (NAKS) te obtuin proper coveraye for
digposition of "Unifcrr. {rire Reporting® (UCk) records.

CETAILS:

Casacd i i. A. Z20lbe rerorandunr to you, dated 8/2/79,
ccteblizhed retention jeriuds for UCR tecords and recommenda=
tion t¢ subimit an appropriote disposal scliedule to NARS were
approved. The archuco schedule will broaden the previous
suthority, granted on 12/11/50 (Job ho. 351-5114), to encomjees
reccrds Cresteu r received 1n connection with the UCR
broegram,

It has peen notes that the focllowing punlicationc
other than °Criace in the United States® eaie printed and
Jisserinsted by the UCK lroyran and sheuld be included in this
echedule:

The “Assaults on Federal Ctficers® hLas been published
annuslly since 1%72. 1The manuscript tur this publicetion 1is
camera-ready cujy; therefore, it is destroyed as soon as the
publication is Lrinted. Glnce documents uscd to yather
informotion fur this pullicution arc coples of regorts .
paintdined alnewhere at I'LY, at the Jreaxery, ahd et theiFostol
Services, they are cestruyed alter the publication nas teen .
dissexinated.

Enclcsure

C6-19087

1l - ¥r. Andrews

l = Mr Zolle

1 - Mr. Bailey (fdiing)
- Higs CGloch

Ctitievy (%) COLTINGEL Gvib

: e geeseas L s i s ms e ceeae s ey gl ae e
: E - . s mray g e aeaes o el o B TN - . - C e
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Meroranduwas to Mr -Hi’dilt')’ﬁ - o C ' T
ARCEIVAL AUTEOKIZIATICH [UR
DESTRUCT1ON Cr BUKEAU KECCELS

The *bono Summary,® an annual jutlication, was tirst
published in 1972. The panuscrijt tor tiis pullication is in
the form of carcra-ready coyy; therefors, it ir cestroyuc after
the jublication Las been printed. The Cucuinents uced to
collect bonb data is foria FL-43b. Thete uocubents ore kept for
the current and previcus years; & total u! three cudic feet.

"Law tnforcerent Officers rilles® nus veen published
annually since 1972, HMenuscri,t rcr this ;uulicetion is
cerera-ready copy end fs destroyed ulver 311 jp ;uvblinhed,
Docucnents for the vats presented in thie jLuitcation are kej-t
indefinitely. Currently, ten cubic fcut . cvucurents are o
hand. A limited number of the threc utcresarntiones
publications are kept for ecach year.

The *"UCL Lancroour® i peblizis e aid centritutors
to this Frograr: in the prepgaration ¢f te.octte. TLe FAWCLGOh 15
tevised and reprinted whenuver rignitfcant chenyea §n
detinitions becowe eftcctive. wanuscri, t {or each eciticn 1e
naintained until a rulisegyuent edition i: ,vinted. A linited
huzber of copies of cach editicn are elitoinel. Panuecript tor
the Handbook reyuirces lest thon ene cebie toot of tile sjace.

ihe "sénual ot Foitce hecorus”™ (M) 1s puclished by
the UCR Frogrec to e&1d jclice cejartrentn in cetatlisning
record systecs. ‘Ihe I'I'f 1u reviseu only as siynticant pregress
is wvade in the ficld of joulice reccros. renuaccipt is
safintained for the west recent {scve ur tue M. & limited
nusber of cditicny oi the NER in Aot on Lile. The storage of
the MER ane the manuscrijt requfres less thon one cubic tout of
file space.

In crder te rtcure autherlzation [or agpro,riete
dispesition of this ucterfal, the correct nuiber of copies of
btandard Forn 11 nave teen corjleted and are atteached becewith
{or subs{ssion to hLiRL.

KECCMMENDATIUN:
That thin fecoronou be optuved and etteched cipies

of Standard Form 11% Le retutned LG the wcurcs branch for
subgequent refoerrol to [ARS.

SR M aEene e s rim o g s
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3 . RLQUEST FOR RLCORDS DISPOSITION AUVLTHOGHITY
K : L (See Instructions on reverse)
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‘ i

: i

LCAV!E BLANK

70 GENERAL SERVICES ADMINISTRATION.
MATIONAL ARCIYES AND RECORDS SEPVICE WACWIKGION. UG 20408

Toae e g vED

B VU A Ry OK LS TAJIL 1ML N
§ pepartment of Justice o e
) H V;er snw'.menw. T ! R . ) ST i "‘."I‘“ "—_“T'z“__'_‘_'__“_'t.“" Y
Tederal Bureau of investigation .1
3 MINDR SGhivere i - N
Records Management Division
L] "-"_M-(Tﬁ (XN} .r_-n—;vii{c—v'\'no; "\l . "';"'t ’ : s 1. 'fll
Paul L. Andrews ? 4185 , e e
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!h-f'u, Ltuhfylhdti.rn duﬂ'.znat'f f..Iu-tL...uun v matter gt ot Lang 3 of the agens gt e
130 the records propssed fr Gopeiant ot Rogue ot ot T opyeca o now readnd for e g,
i wpency of whonet be pueied after 3 retenlion ey sprefe

' v A Request for iminediate dinosal

X! B Neqguest for disponal alter a specified pcnodkﬂ urme or reguest for permans
retention. |~
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1. UNIFORM CRIME REPORTING (UCR) RECORDS !
'
The annual publication of the Federal Burcau X

of Investigation (¥bl), “"Crime in the United |
States," and the quarterly UCR reports (pre-
liminacry release) are compiled through the
use of reports from which statistical data ~ '
submitted by law enforcement agencies by
city, county, and state are assembled.  The
UCR Progcam has hoen in eftect since 1930,
| at which time the ¥BI wac authorized by Congress ;
_to serve as the national clearinghouse for i
statistical intordfation on crime. This sicheduld

will broaden the disposal schedale (Job No.
351-5114), approved 12711750, to encompass
all records r~reated or reccived in conjuction
with the UCK program,

i
I
'
i
i
H
!
i

l A. "Crime in the United States.” Annual
publication whicli incorporates all facets

‘ of crime offcnses received from law enforce- |
ment agencies by narrative and charts. ! i
Crime trends and rates by locality; ucrban, X
suburban, and rural arrest trends by age, !
_ b
13507 STANODARD FORM 1'3
Bocived Apnl, "%,
[ Prescnibed Dy fsener P be
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sex and race; and law enforcement emplo,oces
assaulted or kill~d by populstion gqroup.
14 cubic feect. f

DISPOSITION: Past issues are available
through the U.S. Govern-
ment Printing Office. A
limited number of issuas =
will be retaingd indefi-
nitely for reference pur-
poses.

The Quarterly UCR reports (preliminary

release).

Published quaittetly to provide crime trends
in the U. S., regions, counties and cities

.and crime counts within cities with 100,000

or more inhabiitants. Since the releases are
followed by the annual publication, lengthy
retentinn periods are uancecessary.,

DISPOSITION: [astroy with exc.ption
of current and previous
year.

“Crime in the I'nited States™ manuscript.

Prepared by UCR in handwritten copy, typed
copy, and data processing printouts with
proof/edit symbuls. Mdanuccript is use:d by
the Government I'rinting Office to coapile
the annual publication and returned. 5
cubic feet.

DISPOSITION: Retain 5 years aftec pub-
lJication of annual and
.o fdestroy,

UCR handbnrok

Published to aid contyibutors to the UCR
Frogram in the preparation of tiniform Crime
Reports. Publication is tevised a .l
reprinted wicnever significant changes in de-
finitions bocame effective. Related records
include the munascript.  Less than 1 cubic |
foot.

Faurcnpiess raain tuq o puaat o - enbmitted 1 the Natona: Archives

AT by at g e e e e e

108 NV

[ aste on .
CAMP R 10
MALE © l AC TN taegr,
)
|
1

STANDARD FORM 113- A

Rev e July 1374

Prescnved by Gererd' Serer ~ .
Agrririgtrat-on

FPMR (41 CFR, 10V =11 4
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i?i | DISPOSITION of handbook: Limited numbe} |
E. : retained indefinitely for! )
R ! B reference value, ; :
. !
; !
; ' DISPOSITION of manuscript: Retainced un-
E ' til subsequent edition is '
O f printed. ! =

E. The Return A reports. .

.

Contains the number of offensos reported to !
local law enforcem~nt, the number later '
pProved to be unfounded, the number of actual
offenses, the number of offenses cleared by )
arrest and the number of offenses =leared
wherein pursons under 18 years of age were |
involved. Actual offense and cleasrance data
are entereod into the FBI Data Processing
(DP) System and printed onto quarterly and
yearly record cirds. Offense data ar. '
bprinted in quarterly releases and tlie an=- ‘
nual publication. fThe clearance data are re-
ported in the annual publication. 56 cubic,
feet. '

DISPOSITION of Return A repotrts: _
Retain 18 months and !
destroy.

§ DISPOSITION of record cards: Microfilm
: after 30 months and
destroy.

:

|

F. Supplementary Homicide Reports (SHR) ‘ :
' |

Used to collect data concerning murder vic-
L tims and offen-ers, weapon used, relation- '
o ship of victim to, offender, motives, justi-;

" fiable/unfounde t" homicides and manslaughters i
; by neqligyenrce., pata tegarding murders is
= recorded in cie FBI/PP system and reported !
: in the annual jpublication. 28 cubic fect. '

S g e

DISPOSITION: lardcopy material is S t
I - destroyed after 18 monthsg
. data i3 stored on magnetig
Lape indefinitely.

- |
‘ |
.y [
[ 4 © e b e
N FOur.nL e 1l ing ongingl 1s be s.bratted to the Nalinal Archives STANOARD FORM 115-A
! ’ Hevised Juty 1974
PR Prencribed by Ganerai Service

Admingtraiion
E‘ ‘e CFEMP @ CFR 101t s
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= | G. Supplement to Return A reports. !
B — 1= T i i ) *
' ) ) . . i Rt R
' Used to collect more detailed information | !
regarding the number of actual offenses !
. . reported on the Return A which includa the !
value of property stolen and recovered. Aae, i
Sex, and Race (ASR) of Persons Arrested
reports collect detailed arrest statistics
concerning persons artested by loodi law

enforcement agencies. The Law Entorcement

Officers Killed or Assaulted (LEOKA) reports
collect the number of local police ofticers

killed or assaulted. The data detail the i '
type of weapon uscd in the assault, the :
type of assiynment the officer was on at

the time of anssault, the type of activity

in which the otfficer was engaged and whethet ‘
the officer was injured. The data collect-. i
ed in Return A, A3R, and LEOKA ate entered '
into the FBI/DP system and printed in the ;
annual publication. Summary recotd cards :
are printed anuuilly for each agency s re-

port. 386 cubic teet.

DISPOSITIUN of reports: Destroy hard-
copy material aftcc 18

months,
DISPUSITION of sumsary record cards: !
Microfilm and destroy '
after 20 months. ;
] 1
H. Tne Law Enforcement Fmployees teport. : i
Used to collect the number of fuli-time ;
law enforcement employees by male/female, |
sworn officers, and civilians. The data i
are entered intcor’the FBI/DP system and . i
printed in the annual publication. & cubic
feet. : |
' DISPOSTION: Degtroy after 2 years; i [
i data for each agency are ! i
' stored indefinitely on
i mogaetic tape. ‘ ‘
| 4
1 ‘ ‘
! |
' |
Toavy Iy Four cagisy s e anng nnging' 1 Fe aot vitfed tu the Haetinea® Acctives ) sv'A.N-L;-A‘;D v—on'u' 13-4

bey peid July 1974

> - v.gecnbed by Generar S ¢
. Agranitrgtion
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Population Source Data. !

Used to estimate the population of local —%
and county agencies on an annual hasis, ,
Estimates are entered into the FBI/UD '
system. 17.5 cubic feet.

DISPOSITION of

source data: Retain for'

3 years andﬁdeﬁtroy.

DISPOSITION nf populations ascribng

contributing agency: ,
Microfilm after 30 months
and destroy in conjuction
with dispos
A.

to

Correspondence.

Correspondence with
agenciesg conce
and records.
is valuable f
Cubic feet,

locul law enforcement
tning uniform crime reports
Material dated from 1930 and
Oor reference purposes. 56

DISPOSITION: Retain indefinitely.

"Assaults On Federal Officers™ publicatinn.

Annual publication initiated in 1972
vides an analysis of the assaults on
officers and officials of the United
Giwernment to illustrate the hazards
personnel involved in the enforcement
our laws, the protection of official
the prosecution and confinement of law
violators. Through the study, agencies

may adopt procedures to teduce the frequen-
cy of pPotentially-dangrrous situations and
become mire alert to theijr existence,
Information is obtained through reports of
investigations conducted by the FBI, the
Department o1 the Treasury, and the United
States postal service. :

pro-
certain
States’
facing
of

and

8,

DISPOSITION of annual publication: !
Retain indefinitely for
reference value.

Four copies (v tug ey vrpne’ te Le s Bndlled 10 the Nitioral Archives

ition of keturn
Lin

S of 1
'Y ]

LAMINE OR i 10
Ton N | ACTON Tange
!
4
!
!

STANCARD FOAM 113-A

flrvise | Jjuty 1974

F'1e3c ibrd by Gonaras Suevit e
Agministration

FPMA 41 CFR) 101-11 ¢
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DISPOSIT'ON of manuscript: Camera- L
ready copy deutroyed
atter publication is
printcd.

e e i i e o+ e

DISPOSITION of source documents: '
Deotroy updn Jdistribution:
of publication. Source '
documents are copies of
reports maintained at FBI,
Treasury and Postal :
Services.

L. “Bomb Sumrary" publication.

Annunl publication first published in 1972
to provide mcaningful intormation on bomb-
ing crines. In{ormation is gathnered from
FBI fivld offi~.es and, in the absence of a
Federal violation, dependence is placed

with the public safety ogencies wihich advise
the FBI when such attacks occur. Backup
data include the manuscript and Form FD-436
which is used to collect bond data. 3
cub,c feet.

DISPHASITION of annual publication:
Rotain 1nuefinitely toc
teference value.

LISPOSITION of manuscript: Camera-ready
Copy Justroyed after pub- '
lication is printed. ' '

DISPOSITION of Form FD-436: Retain
.7 Tndefinitely for refcrence
value.

M. “"Law Dnforcenent Officeis Killed® publication.

published annually since 1972 to alert law '
enforcement personnel to types of potentially .
danqgerous situations to aid in the preven- . :
! tion of further line-of-duty deaths. Nearly ¢
15,000 law enforcement agencies contribhute !
monthly to the UCR program and supply pre-
liminary data concerning law entorcement
officers killed. FUIl ticld offices report

‘
!
i
I
|

e o e

iee 2 Lol

Fas com s st boding orlg 18 12 1e suhouned te the Nattcnal Archives STANDARD FORM
T R T i L e . BN « e el Hev sed iy .q."
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I S incidents occurring within their jurisdic- ; !
B tions and Legal Attache offices provide i B
‘ data on the death of US law enforccunent |

officers on duty abroad. Related records
include manuscript and source documents.
10 cubic fcct.

DISPOSITION of annual publication: }

Retain indefinitely [or
reference value.

i
]

DISPOSITION of manuscript: Camera-
ready copy destroycd aftet

publication is printed. !

Al
i
‘

DISPOSITION of source documents:
Retaln indefinitely for
treference value. : !

Manua) of Polire Records.

’

A concise outline of basic recocd procedurns
to provide a guide to law enforcement
administrators who are establishing a polxce
records system for the first time or as
referencc Lo law enforcement officials.
seeking to improve on existing recocdkeep-
ing tasks. The Manual provides an outline |
on the records pertinent to complaints,
investigations, arrests, dispositions, and
closely related matters. Revisions are
made only as significant progress is made
in the field of police records. Pelated
record is the manuscript. Less than 1
cubic foot. %
DISPOSITIPN of publication: Retain :
indefinitely for reference
value. |

DISPOSITION of manuscript: Retained for
the most tecent issue. !
i
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Mr. Bailey 9/14/79

é:%i:AAndrewﬁ

EVALUATION OP RECORDS DISPOSITION
ARD PILES MAINTENANCE PROGRAMS AT
THE DEPARTMENT OF JUSTICE

PURPOSE:

The purpose of this memorandum is to provide the
revised page to the report of the Technical Assistance
visit conducted by the National Archives and Records Service
(NARS) to clarify the type of records which have been destroyed
by the FPBI without proper authorization.

DETAILS:

As the result of discussions with representatives
from the Adninistrative Programs HManagement Staff of the
Department and the Records Disposition Division of RARS,
on 8/30/79, a revised page to the basic NARS report has
been prepared and issued by NARS to prior recipients to
clarify that record material destroyed by the FBI without
proper authorization related to Uniform Crime Reporting
records.,

A copy to NARS's transmittal.letter and revised
pages are attached.

BEnclosure
66-18966

1 - Mr. Andrevs s
1 - m. Zolbe
1l - Miss Glock

CMGikal
(5)
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LE : Memo Andrews to Bailey

Pk REs EVALUATION OF RECORDS DISPOSITION
3 3 AND PILES MAINTENANCE PROGRAMS AT

THE DEPARTMENT OF JUSTICE

RECOMMENDATION:

None. Por record purposes.
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General National Arctuves [Qr/ f / #p]
Services and .
Administration Records Service Washington, DC 20408

f
-

‘¢~',".7~,.,,</ T A A
THOMAS W. WADLCW

August 31, 1979

Mr. Vincent A. Lobisco

Assistant Director

Records Management Group

Administrative Programs Managuvment Staff
Office of Managemc¢nt and Finance
Department of Justice

washington, DC 2C530

Dear Vince: ]

In accordance with the understanding reached ot our meéting of

August 30, 1979, with representatives of the FBU's Records Management
Division, I enclosv a revised page & of our cvaluation report of June 1979,
covering Departmcnt of Justice records dispcsition and files maintenance
programs. As you will mote, the revised payo complies with the Records
Management Division's request that we specify the FBI propram area in wiiich

an unauthorized disposal of records was di:covered.

Please feel freec to contact me if any furtier questions arise regarding

the evaluation report.

e e T,
MRS
Acting Assistant Archivist
for Federal Records Conters

Enclosure
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1I. DOJ MANAGEMENT UF RECORUS DISPOSITION
AND FILES MAINTENANCE PROCRAMS

Ay a

- DOJ-WIDE PROGRAM NEEDS
At present there is nc DOJ-wid¢ pregram for rccords disposition and files
maintenance activitics throughout the bepartment. No DOJ-wide standards

have been established, no DOJ-yide policy lLus been issued, and the only

certrally monitored DOJ activity in the areas of record= disposition and

submission to NARS on Standard Form 13n. Civen the lack of DOJ-wide policy
and standards, it is not surprising that the effectivences of records
disposition and files maintenance programs throughout the Department varies
greatly by componen:. Figures 1 and 2 chare, on a component by component
basis, two Primary indicators of Program elfcctiveness: records disposition
schedules and forral files maintenance standards, The charts clearly
dumonstrate thaut thi. Proyrams of som- compunents are in much better shape
than others. Soue compoenents lack these hasje Program clements, while
others have issuecd compreshensive files maintenance and records disposition
manuals for usc by thesr erivlovees.  One ot the st scrious results of the
veakness of the DCGJ records disposition Pregram, the practice of destroying
Tecords without having';btuincd legat disposition authority from NARS, was
discovered in CLi and LEA, as well as in tie FEI's Unifure: Crime Reporting
Program area. Dctailed assessmonts of eack component's brograms appear in

Appendices I-VI! of this report.,

Lack of DOJ-wiie standards ard policy is sceuimpained by lack of DCJ-wide
oversight over records disposition and {ile. maintenance programs. Ko

. . . . - LI
Departmental cfiort is made to woaltor the effvctivencus of cach eomponent s
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records disposition and files maintenance.




