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This report is part of an evaluation of the effectiveness of the records 

disposition and files manapement programs at the Department of Justice (BOS)   
undertaken as a result of an ayreement of August 26, 1978, between DOJ and” 

the National Archives: and Records Service (NARS). The first and second phi: 

of this project, ues complete with the ispeaee of this reporc, involved (1) 

an assessment of bods. records dispusit jon and fides minagement programs an! 

(2) the development of a DOl-wide plan for responding to the necds identific 

in the assessment. The third phase of the project: involves pOJ implementati 

to the fullest extent possible, of program action plan items,   
SCOPE AND CONBECT OF SHE SYUDY 

The study was conducted by staff moabers of the Records Dispusition Divisio 

Office of Federal Records Centers, NAKB, with the assistance of the staft 

of the Records Banajyerent Grom: (hse), Adsdnistrative Programs Management ¢ 

within DOJ's OFfice of Management and Finance, and the records managencnt 

staffs of each uf bolts six buresus. The NARS staff enjoyed full cooperat. 

from DOJ personnel in copduetiiug, Che study. The records management stal{s 

were particularly betpfol dao saver dingy questions about the status of their 

programs and making necessary arrangement s lor examining DOJ records syste 

.? 

NAKS staf menbers in conducting, the study devoted vight weeks to actual   
review of DUI records disposition ad files mrintensnce programs. One wee 

was devoted te the prejyraus of each of the six DCJ bureaus, and two wecks 

the program: of hots Offices, Boards, and Divisions (OBD). The review 

Toy A Bar hee na cr peists one  
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nvolved q) analysis of data previously submitted bj-<cach component © 

-_ 

its records disposition and files mainteaance proprams, (2) interviews with 

representatives of cach records management stat¢’, and (3) visits to operatiny 

units and inspection of their files stations and records systems. In OBD th 

e 

. 

yisits involved 16 operating units Cdivisions, offices, etc.) and more than 

25 different files stations. dn the bureau: the visits involved from 4 to } 

operating units and fren 9 to 24 files peations, depending on whether the 

bureau's records were maintained on a centralized ot decentralized basis. 

Given the resources and time allotted for this study, it was not possible t 

inspect field office files stations and reeords systems, with the exception 

of conducting visits. te offiees of one EL5, Attorney and one U.S. 

Marshal in faltiaere, Maryland. Sonethe bess, Bere than 100 records minager 

and tiles custodians were interviewed dao the eourne ef the study. The ints 

views and visits pooritted an evaluation ef boat recards disposition and 

files maintenance progres not only in terms. of their establishment and 

scope at an apne yew ide Teve), Put also dt terns of their implementation 

and application in operations units. 

FORMAT OF REPORT 

Tab A and B eutline the objectives: and the proyean requirements of the 

Federal Froperty THanapement Reyabat bens (FPRE) covering records dispositi 

. 

. 

and files manier: nl. These Fre preg at requirements: are the standards 

pos records dinposdt ies aid Piles management programs have been assesned 

out this report. The assensment, Fol chap le, determines whether a pron! 

contains such necessary coments as recerds disposition schedules aud 

standardized Piles classification schemes. Tt alse measures the extent 

which a proyean bus. been implemented Lirouplent an apency 

; RTE eR ee ene ater NR ee
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Following this introduction is an overview of records disposition and files 
-_ 

Management on a DOi-wide: basis. The overview ineludes: an action plan for 

establishing a DOJ-wide program for records disposition and files management 
s 

activities. Appendices te the report numbered ] through 7 contain evaluatio 

of the records @ispos ition and files in-aement proprams of OBD and the six 

DOJ bureaus, including recommendations for the improvement of each component's 

programs. A separate action plan for reselving deficiencies in the records 

disposition and files miintensnee propraus for OBO is furnished in Part € 

Of Appendix Toto this report.
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DOD MASAGCISES EP Q2 RECO. DEPOT TION 

AnD VOLES HATS TRGANCT PaOCRaAds 
JI. 

-_ 

DOJ-WIDE PROGRAM BELDS 

At present there is no DojJ-wide propram fur records disposition and Files © 

oe 

a 

maintenance activities throughout the Department. he DuJ-wide standards have 

been established, no bOJ-wide policy has been issued, and the only centrally 

monitored DOJ activity in the arcas of records disposition and files maintenance 
. . ° . e 

is the annual collection of records holdings fiyurc: fur submission to NAKS 

on Standard Form 136.0 Given the back of DOJ-wide policy and standards, it is 

not surprising that the effectiveness of records disposition and files maintenan 

proprams throughout: the Department vier ies preatiy by conpouent. Figures 2b and 

2 chart, on a component by componcat basin, tea primary indicators of proycan 

effectiveness: records disposition schedules and fornaal Cibles maintenance 

standards. The charts clearly demonstrate that Che pregrains of some 

components are innaeh better stipe than ethers. fom components Lack 

these busic program cleaents, while others have in.ued coaprehensive files 

maintenance and reeerds disposition manuals fer use by their employees. 

One of the most seriou: resuits ef the weakness. of the Dot records dispositicn 

program, the practice of destroying record: without having obtained legal 

disposition authority Pron BARS, wa. diseovered iu Gbu, FRE, and DEA. 

Detailed assessments Of eal component's progtars appear in Appendices I-VI1 

of this report. 

Lack of PUJ-wide sitsrdatds and poties ie recap ated hy lack of DOwide 

No 
oversight over record Gisposit ie aad tiles aainalenonce programs. 

Departmental effort in rade te moniter Che effectiveness ef each component's 

requirements governing ‘programs or to insure their compliance with the FINe 

records dispositive aad tile. miinteaanee,. 
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From the standpoint of effective management and accountability, there appears 
-_— 

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

records disposition and files miintenance proyran: and (2) DOJ oversight over ce Coe oo oe Cr ee ne 

Component propransé. DOL oversight would not have any direct involvement 

in program operations. Rather, such oversipht would measure compliance with 

DOJ standards and the FPS requirements. Tyecould assist component programs 

by directing maaayerent attention to the need te devote additional resources 

to a program in order ty reselve prepram deficiencies and to insure compliance prog prey p 

with DOJ standards. 

DOJ-WIDE ACTION PLAN 

To meet the necd for an el feetive DOle wide records cisposition and files 

maintenance program the Li sheatd cake the followin, actions: 

Q. 0 Forward to cach Barcin a cany of the appropriate appendix of this 

report assessing fio records disposition and files maintenance programs 

and require cach Bure. to submit, within one menth, a formal action plan 

and tinetable for d:plernent ing, the reconsendat ions relating to its programs. 

Include an outline of the FUNK propranm requirements on which the assessment 

was based, 

2.0 Issue a Dob wide diewet ives) establishing records disposition and 

files naintenance proprarwbjectives, assipmimg: responsibility for meeting 

these objectives: te enh Bad component, instituting, standards for determining, 

the effcectivences: of propram operations, amd designating an efficial responsibl? 

for courdination of the propeans on a DOod-wide basis. 

~s ee Pp et TR ARTET Gt enn eS Meg em mre meme woe 
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-3. Develop bDOJ-wide instructions and puidance for records disposition 

and files maintenance programs. The insteuctions should povern such DOJ-wide 

mhatters as completion of records holding, reports (Standard Form 136); subsission 

of records disposition and records transfer requests (SF 115 and SF 258) to 

NARS, review of requests for records equipment: and supplies. 

4. Establish a progran fer periodically inspecting and evaluating 

records disposition and files maintenanee programs in cach DOJ component 

for conformance with Milk gad DON presras stundlirds. These on-site inspect ions 

  

: will begin in Fiscal Year 198), 

3 NOTE: The Records Manayercnt Group tas drafted a proposed directive on 

od records disposition tit has been forwarded to bOI coaponents for comment 

: and clearance. Amon the program items mentioucd above, the directive will 

? fmplemert Items 2 and 3 to the extent of Cormaliv establishing, a DOJ-wide 

5 record disposition program and providing DOT components with needed guidance 

: for this propran. , ° 
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Oy PPME PROGRAM. REQUIREMENTS (0) 

A Tile is basically a paper or folder of papers, bue the term fs used to denote papters, phetopraphes, maps, and other recorded information accumulated or maintained tn filing equipnent or other storage facilities and occupying office or storage space, 

Organize files so that needed records can he complete records are ensured, the selection and retention of records of archival value are facilitated, and the disposition of noncurrent recoyuds is accomplished promptly. 

1. Establish standards and procedures for: 
a” 

a. Classifviny,, indexing, and tiling reeords. 

bb. Providing references nervices. 

C. Locating active files te facibitute as aa", 

2.0 Review proviam periodic rl Vy te determine adequacy and effeclivencas in meee iy. requests. 

3.0 Publish snd make Stumbirds and dmstraect ions readily available. 

1. Standardize ¢ lassification sant Prting schemes tos 

ae Achieve wmifermnity snd case of wodwaining and 
uéinp recorde, 

b. Facilitate recoids dispueai. 

Cc. Facilitate possible conselidation of identical 
types of files. 

2.0 Formally authorize offieial tile locations. 

3.0 Standardize reference service procedares, 

4.0 File accumulations of papers on a deity basis. 

5. Standardize equipment mb suppdier used ia Piling iy " 
and refermmee Service operations, 

6. Audit periodically, 
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FR peas REGQUIREM ES ps 

“Records” Inc tudess atl documentary witerdale made or recelved 
In transaction of Public business. Records disposition is a - management function to ensure thet Perminently valuable records 
are preserved but that records no longer of current use are 
Promptly destroyed or Yetired. Effective techniques far .. - 
Accomplishing these ends are the development of records control 
schedules; the reliremnt of recerds to Federal Archives and 
Records Centers; the Microlilming of appropriate records; and 
the disposal of valueless records, 

lL. Preserve records of permanent value, 

2.0 Destroy records Of terporary Vile as soon ae they have served the Purpose for whieh they were created, 
3.0 Remove AONCUPrent records from Of fice space and filing * 

equipment to lens Papensftve store fag ilittes, thereby improving are Of Tiles ang reducing: mrintenance costs. 

w
 
o
w
e
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1. Establish Stambirds sand Procedures for eusuring that official 
records are not destroyed except in accordance with author ized 
Schedules, 

2.0 Comduet oa conpletey Inventory of the records in Custody of 
the vivenev, 

W
h
Y
¥
e
y
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e
 

3.0 Desisnate PCPMIDONE ree ards Wee ee Eg ient liistorical UP other pose areh values to worrane transfer co the National Archives for permancac Preservation, 
4.0 Formulate a POliey as te the disposition of cach type or 

Series of records, state: thie polices in the form of records " 
CONETOL schedules, and Obtain appeayal for the schedule from the Archivist ef the United Slates, 

5. Publish ang mike available the chedules fur application ue 
throuyhout the Apeney, 

6. Subsit te BARKS within $0 dhe After the close of each fiseal ‘. 
year a SuEmIry Of pecords holdings on Stundard Form 136. -. 

te 
Be Ensure thot Meerds contre) schedules are kept current “Ind a 

eTourly identity and deseribe the records series to which m, 
Chev appty, 

te . 2. Eliminate taneedud non-record materiadl. crs rapidly as es 
Possible and prevent che incorporation of such miterlals .” 
in the of fica files of the ayency, 

oe 3. Ensure the timely appl teation oF records control schedules to provide for maximum econcny Of space, cquipment, and Personne]. 

   



  

r : 
if x ry moe Ce . . : ce oe - 

{ . : nS . . .. 

po . G APPENDIX 2 & 

: ; J EVALUATION OF 
ooo Je RECORDS DISPOSITION AND FILES MATNTI-NANCE PROGRAMS 

po FEDERAL BUREAU OF TSVESTIGATION (FIND) 

A. RECOKDS DISPOS1T108 - 

1. Findings and Antlysis : 

a. Records scheduling. 

: qd) Recent records: scheduling actions. She Federal Bureau 

of Tuvestipation (FBI) has been actively engaped in efforts to schedule its 

records for disposition in recent years. The focus of its efforts has becn 

the Gentral Records System at headquarters and investigative files at field 

offices, the most voluminous scries of FAI records. FBI las revised its 
disposition schedule for Sicld offices investipative files and reduced the re- 
tention period for files relating to criminal muters. Tt las developed and 
submitted for NARS approval a records disposition schedule covering, a major 

portion of its Central Kecords System. Given public ond congressional interest 
in these records, the schedule in mnid-1977 was referred to appropriate committecs 

on the Senate and House of Representatives for revicw and posstble comment. 

The committees have net yet taken action on the schedules despite repeated 

inquirics. 

7) bak ot record. pehedules. Tn addition ta the Central 

Kecords System, other headquarters recerds require the development of 

disposition schedules. Schedules are needed, tor exanple, for records 

relating, to the Unitern Crime Reporting, program ane fer financial reports ° 

maintained indefinitely by the Budpet: and Accounting, Section, the latter 

of which date back te the creation of the TRE in M424. Ta addition, the 

FRI has scheduled almost none of its machtne-readible and audio-visual records 

for disposition. 

  
bh. back_ef inventories of hotdinys. The FRE does not miintain | 

a complete records inventory. 

operating officials with responsibility for records varies preatly. On 

the one hand, at Teast one PRE undt= has destroved records without having 

secured Tepal authority from RAKS for their disponsdl. The records tnelude 

reports and data colleeted under Che Uniform Crire Report ing? (UCR) program. * 

In the Voucher Unst, Adwinistrative Services Division, nemorandum (L.e., 

agency) copies of records ef paywent are miintained looser than the three- 

year period specified by the General Records Schedule (GRS). On the other 

hand, representatives of other beadquarters units: were fully acquainted with 

the disposition schedules or GRS provisions covering, records in their custody. 
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eo 
my ye) de hack of progran reviews. The FR reeords management. staff 

does neT conduct regular reviews of the execution of records disponition and 

files maintenance proprams in operating units.  Seme control over the execution 

-of the programs in the field is exercised by the Eccords Management Division (RMU' 

throuph review of annual records holding reports and files equipment requests 

and by the Inspection Divisden, which can audit: records management Cunctions 

in behalf of RMD. RMD lacks even this depree of control, however, over 

execution of the programs in other headquarters divisions. 

2. Recommendart toe: 

a. Terminate unauthori ted eispasal ol aecerds. As a priorsty item 

requiring immediate attention, Kit should insate that the unauthorized disposal 

of records relating, to the UCR Program ceases. Given the volume of these records 

and the limited office space available for their sterane, it is essential that 

immediate action be taken to schedule the records for disposition, Any such 

schedule should include not only the records that tive been subject to disposal, 

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

“to the program. 

b. Establish s) progran and, scheduling all FBI records. 
Such a propram should move beyond the Central Records System and focus on 

unscheduled records held by other headquarters units. The program also can 

serve to reacquaint all FRE operating units: with the lepal requirements governing 

disposition of records. ‘the propran should be hissed on complete inventor fies 

of records holdings, aud the schedules should cover non-textual as well as 

textual records. 

        

  

c. thhish within RD a progianm fea periodic review of records 

cisposition operations du FRE units. Such a pre, ram would have particular 

value at headquarters, as the Inspection Division cin conduct such reviews . 

for RMD at ficld of fices. : 

      

B. FILES MAINTENANCE 

1. Findings and Analysis. 

Althouph ne FRE wide puidaace for cbinsity iy and filing reeards 

exists, procedures have been established and set forth for the mintenance 

of field office inuventipative Liles and the Contrat Records System at headquirte 

FRI records are centrolived to a preat extent, and the Central Records System 

includes not only investigative records, but atse records relating to a 

variety of administrative and facilitative subjects, the records being, 

arranged numerically: Chreuyhout. tadividual documents within each File 

are serially numbered, ant a supperting abstract systen fac tlitates 

accountability of all documentation ina file. However, the numerical 

arrangement of the Central Reeards System precludes disposal of facilitative 

and administrative records without document by document sereening of the |



  

oe oo oo ce Le eget Tee cae! 
a : 7 . \ ee ee ne en eee he se . ble tan ae een ne ee nee ee iE “ . 

ik . LL - . 
\ a . . ‘ ; 7 . files. As a result, the GRS cannot and is not effectively applied to applicub! ‘Poo, records maintained under the Central Records System, , 

a Despite the lack of Fbi-wide puldance for classifytng and (ling records, ib. application of the following sound files maintenance techniques to records frost - outside the Central Records Hystem was observed at headquarters: clear . {Boe identification of contents of cabinets, establishacnt of periodic file breaks, fo a and use of transitory correspondence Files and technical reference files. 

2. Rkecommendat ion 

The FRI should con. iden removing adpinistrative aud facilitative records from the Central Records System and mointaining such records under 
a separate filing, systen better destpned Co facilitate their use and disposal, 
Budget: records, fur example, often are functionally filed by fiseal year and phase of the budget process and scheduled for Vispo.sition on the basis of the close of the fiscal year cavered by the budget. Under this system 
individual documents can be retrieved by reference to an outline of file 
catepories rather than by use of an alphabetical imlex to numbered files. 
Records can be destroyed by blocks rather thon hy cocuaent, and the costs 
of maintaining an abstract of these reeords can be avoided. 
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To 

FROM 

" 

Assoc Du 

Dep AD Ade 
Oop AD la. UNITED STATES GOVEKNMENT UNITED STATES DEPARTMENT OF JUSTICE dont. Dov. 

Memorandum 
“a4 

: Mr. MeDermott ; + /* 

:Mr. Bailey 

SUBJEC ? 

      

  

TS EVALUATION OF RECORDS DISPOSITION AND FILES 
-MAINTENANCE PROGRAMS AT 
JUSTICE. 

PURPOSE: 

FEDERAL WUREAU OF INVESTIGATION Ade. Servs 
Crm tae 

tdea!. 

fatell. 

Leberctery _ 

Lege! Coos 

Ae 
DATE: 7/27/79 1 Plee & las 

, Tech, Servs 

Le Rec. Mgnt. 

4 Ne" Treieing 
’ Peblic alls. Oi 

‘ Teleghoos Ra 

Devector's Sec > 

THE DEPARTMENT OF 

f 

~ 
eee Lg 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 
recommendations. 

DETAILS: 

timetable for implementation of 

By lettec 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, including the FBI. This Material | is attached and is self-explanatory. ° 

ao 
a 

By way of background, Mc. Bassett memorandum to 
Mc. McDermott, dated 2/14/78, initially advised that NARS 
Planned an evaluation of records and records Management 
Practices of components within the Justice Department. In connection with the evaluation, reponses to questionnaires were Prepared by appropriate 

DONT NGA TT rn een a ean ep eaten mee 

divisions and forwarded to the Department. 
oe f 
Cou ¢ 

if{ivhyat a , 2 a 7“ 
ENCLOSURE‘ Oe Cr ay Dee 

N 13 
66-18966 Lt ee, 
CMG: kal DE-4 oe 

é~-¢ (19) So 

1 - Mr. McDermott 1 - Mr. Andrews ; 
1 - Each Assistant Director Ll - Mr. Bailey (Admin.) vf 
1 - Mr. Boynton 1 - Miss Devine . \ \é 

@, 1 - Mr. Bruemmer 1 - Mr. Steel if \ 
bss Glock oC 
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Memo Bailey to McDermott 
RE: EVALUATION OF RECORDS DISPOSITION AND FILE 

MAINTENANCE PROGRAMS AT THE DEPARTMENT OF 
JUSTICE... - = = - -. ‘ nn 

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 Identification 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 he subject to further distribution or release. 

RECOMMENDATION: 

: 1. That the attached letter and Action Plan be 
approved and forwarded to the Department. 
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Meme- Bailey to McDermott 
RE: EVALUATION OP RECORDS DISPOSITION AND FILES MAINTENANCE PROGRAMS AT THE DEPARTMENT OF JUSTICE a — — re 

2. That the Office of Equal Employment Opportunity Affairs and the Budget and Accounting, Printing and Space Management, .and Voucher and Payroll Séctions 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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- Assistant 
for Administra 

Assistan t Director Records Management Diviston . rnin OF RECORDS DISPOSITION anp 
MAINTENAN PROGRAMS A 

Attorney Genera) 
tion 
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FILES. THE DEPARTMENT OF 
fh. 

JUSTICE 

This ig in response to Your letter Of June 27 

1979, with attachnents, Including the basic report Prepared 

Y the National Archives and Records Service (NARS) in con- 

jJuction with their technica) assistance agreement, 
} 

There {is attached herevith, as requested, the 

7 
Action Plan for implementing the recommendations Contained 

i 
in Appendix 2 relating to the records Program of the Federa) 

Bureau of Investigation (FBI), 
A matter of Contents of th Bureaus Of the 

utmost conce e@ basic Feport which w Department of Justice 
alleged that the FB of destroyin 
wsit{ 

of Place this Bure 
2 Identiftteg 

—— CMG: km 5 Tech Servs (21 Mang fi , 

Jos MAIL ROOM CP” 

is 

elephone Ra. 
erctan's Seely 

9 Tecordg on authority from 

The PBI is 

I was engaged in without hav 
NARS, 

NOt destro 
ature, without @ most vulnerab 

this n 
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rn hag evoly 

ying records 
Clarific 

ed from the a8 distribute to the '% + Chapter 

{llegally and ation, would le Position, Appendix 
the records 48 Uniform Crime Reporting records 

and, with the exception of Nontextua) records, thig Material 

Was scheduled for Sestruction in 1950, Tt is, therefore, 

Fequested that NARs retract this Statement and formally 

notify the Prior recipients of the basic report 
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Pe we FL, Asalistant Attorney General 

- / for Administration 
- qoesee ee 

Office of Management and Finance   
HOTE: Based on Bailey to McDermott memo, dated 7/27/79, 

captioned as above which tontains a copy of the NARS 

seport. 
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ACTION PLAS 

Of the Federal Buresu ot Juvestigation (FBI) 
to implement recommendations by the 

Nationel Archives and Records service (NARS) 
to correct deficiencies ion certain 

PRI revord maintenance and 

disposition practices 
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“A. Background = — ee ee 
Based on a review of FRE 1ecuord maintenance and disposi-   
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C. Action 
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tion practices and interviews with FNI personnel in 
operating units at FRI Headquarters, NARS detected certain 
deficiencies and provided an analysis of and recommendation= 
to enhance these particular areas of records management. 

B. Recommendations 
ee re rn 

Terminate unauthorized disposal of records 
relating to the Uniform Crime Reporting (UCR) 
program. 

Establish a progran and timetable for scheduling 
Oll PBI records. 

, 

Fstublish within the Records Management Division 
(RMD) a program for periodic review oF “records 
disposition operations in FBI units, 

Consider removing aoninistcative and facilita- 
tive records fron the Central Records System 
and establishing a separate filing system 
to better facilitate the use and disposal 
of these records, 

Th response to Recommendation BL, Disposal 
Lisl (Job No. 345-181) approved December 21, 
1944, provided for disposal ef Uniform Crime. 
Reports dated January, 1930, to December, 194], 

and Disposal Schedule (Job No. 351-5114) approved 
December 11, 1950, granted continuing authority 
teu dispose of Uniform Crime Reports. An amended 
Digposal Schedule will be prepared and submitted 
to NARS by August 15, 1979, to include non- 
teatu.l and permanent records,



  
  SRS QE Le cE cre ee ees 

In response to Recommendation B2, RMD has. 
established contact with Neadquarters Divisions 
to implement the mandatory application of the 
General Records Schedules (GRS). RMD will, - 
simultaneously, piepare appropriate schedules 
for unique and permanent records and for GRS 
items which authorize retention periods that 
are insufficient or exceed our'needs. The 
program wil] be ccmpldéted by December 14, 
1979, including the submission of appropriate 
schedules to NARS. 

In response to Recommendation B3, RMD will 
conduct a:review of records disposition opera- 
tions of Headquarters divisions, in conjuction - 
with the preparation of ‘the Annual Summary of 
Records Holdings. , 

In response to Recommendation B4, consideration 
has been given to the separation of fiscal 
records from the Central Records System: however, 
the need to retrieve this information for multiple 
users and the efficiency which the current 
system provides would preclude experimentation 
with other filing arrangements. 
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Mr. bailey 6/14/79 — 

P. L. Andrews 

ARCHIVAL AUTHORIZATICKU FOR 
DESTRUCTION OF BLREAL RECORES ” 

PURPOSE: 
—— ee 

The purpene of this mesorandur is to gain approval to 

forward our dispesal schedule to the National Archives and 
Records Service (NAKS) to obtain ¢roper covercaye for 
disposition of “Uniferr: Crime Reporting” (UCk) records. 

CETAILS: 

Eased on i. A. Zolbe wemorandun to you, sated 8/2/79, 
esteblished retention ;eriods for UCR records and recommenda- 
tion to submit an appropriate disposal scledule to NARS were 
@pproved. The arenuca schedule will broaden the previous 

suthority, grantees Gn 12/11/50 (Job bo. 351-5114), to encom ces 
reccrds created cr received in connection with the UCR 

brogran:,. 

It has pneen notes that the fellowing puvlications 
ether than °Criwe in the United States” ere printed and 
disserinated by the UCR lroyrem and shcould be included in this 
echedule: 

The “Aspaults on Federal Cificers”® has been publiehed 

annually since 1972. Ihe manuscript tur this publicetion is 

Casera-reauy Cup, y; thecefure, it ia destroyed as s00n as the 

publication it printed. Since documents ured to yather 

informotion fur this Ewilication ere coples of reports 

maintained elsewhere at FER, at the Freasery, ahd ot the Postel 

Services, they are Gestruyes after the publication nes Leen’: 

Sisseninated. 

Enclesure 

66-19087 
1 - Mr. Andress 
1 - Mr ZolbLe 
d.- Me. Bailey (fdiin.) 

- Hiss Glock 
Chbsevp (5) COLTIBRCRLE GVEL 
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Merorandue to Mr » bailey oo - —_ , eee 

ARCBIVAL AUTHEOKIZA1TICNn FUR 
DESTRUCTION CP BURFAU hECCELS 

The °bonb Summary,” an annual ;urtication, was tiret 
published in 1972. The manuscrijt for this publication is in 
the form of carcra-ready coy; therefcrs, it ir cvestroyuc after 
the publication has been pranted. The cocuents uced to 
collect bomb data is fora FL-436. These vocuvents ere kept for 
the current and previcus years; a total uf three cuoic feet. 

“Law Enforcenent Officers filles" nes een published 
annually since 1972. Manugcri,t ror this puulicetion is 
Ceteca-ready copy anu is destroyed ulter at ib published, 
Docurents for the vata presentec in thie proiication are key-t 
indefinitely. Currently, ten cubic feet ca cocuzentr are on 
hand. A limited number of the three ufcreraentiones 
publications are kept for each year. 

The "UCL Haucvour” if peblisies te aid ceontrituters 
to this Frograr: in the preparation ct reverts. The Pancucok 15 
revised and reprinted whenever nagnitficane changes in 
detinitions becouwe eftective. sanuncra,t fer each ecithen Le 
maintained until a rutbseyuent edition is ,vinted. A linaited 
number of copies of cach editacn are celuteibec. Manuscript tee 
the Handbook rewuires lere thon ene cobble toot of tile space. 

The “senvucl ct Poitce hecurce” (MPP) is puolished py 
the UCR Frogrec to eid podice cepartrenty an ceteblisning 
record systecs. The fir? 1s reviseu only as siynticant pregress 
iw wade in the ricld of pulice recoros. senuscrdpt is 
Baintained for the west recent Iegve ur tue hPn. A limited 
number of editicns of the MER in kept on file. Whe storage of 
the MPR anc the manuscrijt requires less then ene cuble tout ef 
file space. 

In creer te eecuce authorization for appro, riete 
Gibposition of this weterfal, tne correct nusber of copies cf 
Btandard Form lls nave cecn cory leted anc are atbecned recewdth 
for subsission to hare, 

RECCMMENDATIOUN: 

That thik ceccurenaue be eLeruved und ettecheu cupies 
of Standard Form 115 Ge retucnes LO the wecurcs branch for 

subsequent cefecrol tu cAKS. 

FARRAR Tate ee sete Crm ee mgt ee 
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REQUEST FOR KRLCORDS DISPOSITION AUITHGHITY 7 77 “Voavp eam 

(See instructions on reverse) tog. 7“ me 

1) GENERAL SERVICES ADMINISTAATION, 
WATIONAL ARCHIVES AND RECORDS SEPVICE WASUINGION, UC 204U8 fora: 

= ob NOAA 19- 27 
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Records Management Division 
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1. UNIFORM CRIME REPORTING (UCR) RECORDS 

    ‘ 

The annual publication of the Federal Bureau | 

of Investigation (FBI), "Crime in the United | 

States," and the quarterly UCR reports (pre- | 

liminary release) are compiled through the | 

use of reports from which statistical data : ' 

submitted hy law enforcement agencies by | 

city, county, and stute are assembled. ‘The | 

UCR Progcam has been in eftect Since 1930, 

at which time the FBI was authorized by Congress 

to serve aS the national clearinghouse for i 

statistical intursttation on ccime. This scheduld 

will broaden the disposal schedule (Job No. . 

351-5114), approved 12/11/90, to encompass 

all records created or ceceived in conjuction 

with the UCK program.       | A. “Crime in the United States.” Annual 

publication which incorporates all facets   of crime offenses received from law enforce- 

ment agencies by narrative and charts. | i 

Crime trends and rates by locality; urban, ' 

suburban, and cucal arrest trends by age, | 

wee be oe 
Vas.io? 

@TANOARO FORM 15S 
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quest for Records Disposition Authority - Continuation syne 2 ‘Of 1 
E ; > . none = cee wee [uel _- 

hole: : ° SLE ECTION OF TEM . 16 
} a . ITPA be i . Whee uwese babe De Pgtebetes baer cents, ! Oe to ACT faeet, 

oF. sex and race; and law enforcement emplo,ces \ 
pf af. assaulted or killed by population qroup. 0 3 

Fs i 14 cubic feet. ( ' 
: 

DISPOSITION: Past issues are available: | 
TO through the U.S. Govern- . 

ment Printing Office. A 
limited number of issues 
will be retained andefi- 

‘ nitely for ceference pur- 
poses. | 

B. The Quarterly UCR reports (preliminary ; 4 

rejease) . to | 

| Published quarterly to provide crime trends 
in the U. S., regions, counties and cities | 
-and crime counts within cities with 1Lud,000 
Or more inhabitants. Since the releases are 
followed by the annual publication, lengthy ‘ 
retention periods are unnecessary. 

  
DISPOSITION: Eastroy with exc -ption 

of current and previous 
year. : 

C. “Crime in the United States® manuscript. 

Prepaced by UCR in handwritten copy, typed 
copy, and data processing printouts with 
proof/fedit symbols. Manuscript is use: by 
the Government Vrinting Office to compile 
the annual publication and returned. 5 
cubic feet. 

t DISPOSITION: Retain 5S years after pub- ; 
lication of annual and | 

a destroy. 
  

  

  BO D. UCR handbook 
poe — 

ge Published to aid contributors to the UCR 
Feogram in the preparation of Uniform Crime | 
Reports. Publication is revised aiJ 
reprinted whenever significant changes in de- 1 

t 
| 

finitions became effective. Related records 
include the munisercipt. Less than 1] eubie | 

- Lo 
Four Canies nie Sng & pal tote endmited fa the Nabona: Archices STANDARD FORM 115-A 

Revised July 19°74 
Prescribed by Gecera’ Sere”: 

Adrounigttaton 

FPMR (41 CFR, 101-514 
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DISPOSITION of handbook: Limited numbet 

reference value. ' 

DISPOSITION of manuscript: Retained un- 
til subsequent edition is 
printed, 

The Return A ceports. . 

Contains the number of offenses reported to 
local law enforcement, the number later 
Proved to be unfounded, the number of actual offenses, the numbec of offenses cleared by | 
arrest and the number of offenses cleared ~ 
wherein persons under 18 yeacs of age were , 
involved. Actual offense and Clearance data 
are entered into the FBI Data Processing 
(DP) System and printed onto quarterly and 
yearly record cards. Offense data ace 
printed in quarterly releases ana the an- 
nual publication. The clearance data are ce- ported in the annual publication. 56 cubic, 
feet. 

DISPOSITION mf Return A reports: 
Retain T® months and 
destroy. 

DISPOSITION of record cards: Microfilm 
after 30 months ana 
destroy. 

Supplementary Homicide Reports (SHR) 

Used to collect data concerning murder vic-! 
tims and Offenters, weapon used, relition- 
ship of victim to, offender, motives, justi-} 
fiable/unfounde t’ homicides and manslaughters 
by negligence. Data regarding murders is | 
recorded in che FBI/PP system and reported 
in the annual publication. 28 cubic fect. 

DISPOSITION: Hardcopy material is 4 
destroyed after 18 months; 
data i3 stored on magnetic 
Lape indefinitely. | 

| 
1 
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1 
Used to collect more detailed information : 

regarding the number of actual offenses \ 

reported on the Return A which include the ' 

value of property stolen and recovered. Age, — i 

Sex, and Race (ASK) of Persons Arrested 

reports collect detailed arrest statistics 

Concerning persons arrested by lovdi Law 

enforcement agencies. The Law Entorcement 

Officers Killed or Assaulted (LEQKA) reports 

collect the number of local police officers 

killed or assaulted. The data detail the | | 

type of weapon used in the assault, the : 

type of assiynment the officer was on at 

the time of assault, the type of activity 

in which the officer was engaged and whether ; 

the officer was injured. The data collect-. i 

ed in Return A, ASR, and LEOKA are entered 

into the FBI/DP system and printed in the — 

annual publication. Summary cecotd cards ; 

are printed aniually for each agency's re- 

port. 386 cubic teet. 

  

DISPOSITION of reports: Destroy hard- 

copy material after 18 

months. 

  

DISPOSITION of summary record cards: 

Microtilm and destroy 
after 20 months. 

  

    Used to collect the number of fuli-time 

law enforcement employees by male/female, ' 

sworn officers, and civilians. The data 

are entered inte’the FBI/DP system and 

printed in the annual publication. 6 cubic 

feet. 
; 

| 

Hl. Tne Law Enforcement Fmployees report. 

| 
| 

' 
i   ’ DISPOSTION: Destroy after 2 years; i 

data for each agency are: i 

" stored indefinitely on 

j magnetic tape. : | 

| 
i 

| 
| 

| 

: 
j 
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and county agencies on an annual hasis. , Estimates are entered into the FBI/buP System. 17.5 cubic feet. 

DISPOSITION of source data: Retain 
J years and destroy. 

for. 

DISPOSITION 0f€ populations aseribed 
contributing agency: . 

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

to 

Correspondence. 

Correspondence with local law enforcement agencies concerning uniform Crime reports and records. Materia] dated from 1930 and is valuable for reference purposes. 56 
cubic feet, 

DISPOSITION: Retain indefinitely. 

“Assaults On Federal Officers" publication. 

Annual publication initiated in 1972 
vides an analysis of the assaults on 
officers and officials of the United 
Gwernment 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 reduce the frequen- cy of potentially+ dangerous situations and become more alert to their existence, 
Information is obtained through repocts of investigations conducted by the FBI, the 
Department of the Treasury, and the United States postal service, ' 

pro- 
certain 

States_ 
facing 
of 

8, and 

DISPOSITION of annual publication: 1 
Retatn indefinitely for 
reference value. 
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DISPOSIT'ON of manuscript: Cameta- | 

ready copy destroyed | 

after publication is | 
printed. i 

' 

' 

DISPOSITION of source documents: ' 

Destroy upgn distribution: 

of publication. Source 

documents are copies of | 

reports maintained at FBI, 

Veeasury and Postal 

Services. 

L. “Bomb Summary" publication. 

Annual publication first published in 1972 

to provide meaningful intorination on bomb- . 

ing crimes. Information is gatnered from 

FBI field offices and, in the absence of a 

Federal violation, dependence is placed 

with the public safety agenctes which advise 

the FBI when such attacks occur. Backup 

data include the manuscript and Form FN-436 

which is used to collect bom data. 3 

cub.c feet. 

DISPOSITION of annual publication: 

Retain inoefinitely foc 

reference value. 

DISPOSITION Of manuscript: Camera-ceady 

copy destroyed after pub- \ 

lication is printed. ‘ 

Form FD-436: Retain 

Tndefinitely for reference 

value. 

DISPOSITION of 
o 

M. “Law Inforcenent Officers Killed" publication. 

Published annually since 1972 to alert law ' 

enforcement personnel to types of potentially 

dangerous situations ty aid in the preven- . ' 

' tion of further line-of-duty deaths. Nearly = 

15,000 law enforcement agencies contribute ' 

monthly to the UCR program and supply pre- 

liminary data concerning Taw enforcement 

officers killed. Fur tield otfLices report 

| 
| 
| 
i 
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(pee ineidents occurring within their jurisdic- j 0} 
op. tions and Legal Attache offices provide ap 

i : data on the death of US law enforccinent | i 
: officers on duty abroad. Related records : 

include manuscript and source documents. 
i 10 cubic feet. 

DISPOSITION of annual publication: 
! Retain indefinitely Cor 
; ceference value. ' 

i 1 
4 

DISPOSITION Of manuscript: Camera- 
ready copy destroyed after \ 

publication is printed. ! 

DISPOSITION of source documents: ‘ 
Retain indefinitely for 
reference valuc. ! 

N. Manua) cf Police Records. ’ 

A concise outline of basic record procedures i 
to provide a giide to law enforcement 

i administrators who are establishing a police ' 
records system for the first time oc as ‘ 
reference to luw enforcement officials. ' i 
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 _ 

| 
t 

: 
; cubic foot. : 

4 

' 

  
‘ DISPOSITION of publication: Retain 

‘ Indetinitely foc reference 

: value. | '   
DISPOSITION of manuscript: Retained for 

‘ the most tecent issue. | 
i 
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Mr. Bailey 9/14/79 

Pp. L. Andrews 

EVALUATION OP RECORDS DISPOSITION 
AND 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 PBI without proper authorization. 

DETAILS: 

As the result of discussions with representatives 
from the Administrative Programs Management Staff of the 
Department and the Records Disposition Division of NARS, 
on 86/30/79, 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. 

Enclosure 
66-18966   
l= Mr. Andrews . 

1 - Mr. zolbe 

lo - Miss Glock 

CMG skal 
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iP Meno Andrews to Bailey. =SSstC—=C<“‘=~‘“<C 
EBooee RE: EVALUATION OF RECORDS DISPOSITION 

AND PILES MAINTENANCE PROGRAMS AT 
THE DEPARTMENT OF JUSTICE 

RECOMMENDATION: 

None. For record purposes. 
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General Nationa! Archives Ly’ ¢ /: Sy 

Services and . 

Administration Records Service Washington, DC 20408 
[7 

o 

August 31, 1979 

Mr. Vincent A. Lobisco 
Assistant Director 
Records Management Croup 

Administrative Programs Management Staff 

Office of Management and Finance 

Department of Justice 
Washington, DC 2C53¢ 

Dear Vince: 
. 

In accordance with the understanding reached -t our meeting of 

August 30, 1979, with representatives of the FBI's Records Management 

Division, I enclose a revised page 4 of our evaluation report of June 1979, 

covering Department of Justice records dispesition and files maintenance 

programs. As you will note, the revised pa). complics with the Records 

Management Division's request that we specify the FBI program area in which 

an unauthorized disposal of records was discovered. 

Please feel free to contact me if any furtier cuestions arise regarding 

the evaluation report. 

a , wet 
cy ee! 

THOMAS W. WADLOW 

Acting Assistant Archivist 
for Federal Record: Centers 
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11. DOJ MANAGEMENT UF RECORUS DISPOSITION 
AND FILES tl NTENANCE PROCRAMS 

‘DOJ-WIDE PROGRAM NEEDS 

At present there is no DUJ-wide program for records disposition and files 
waintenance activitics throughout the vepartment. No DOJ-wide standards 
have been established, no DOJ-yide policy has been issued, and the only 
certrally monitored DoJ activity in the areas of records disposition and 

submission to NARS on Standard Form 136. Given the lack of DOJ-wide policy 
and standards, it is noc Surprising that the effectivences of records 
disposition and files maintenance programs throughout the Department varies 
Breatly by componen:. Figures 1 and 2? thart, on a component by component 
basis, two Primary indicators of Program effectiveness: reeords disposition 
Schedules and formal Lites maintenance standards. The charts clearly 
demonstrate that the Programs Of som: coaponents are in much better shupe 
than others. Since eumporents lack these basic Program elements, while 
Others have issued compreshensive files maintenance and records disposition 
manuals for use by their enivlovees. One ot the most scrious results of the 
weakness of the DOJ records disposition Pregram, the practice of destroying 
records without having obtuined legal disposition authority from NARS, was 
discovered in Cup and TEA, a5 well as in the FEI's Unifore: Crime Reporting 
Program area. Detailed assessments of each component's programs appear in 
Appendices I-Vi! of this teport. 

Lack of DOJ-wide standards ard policy is eccompained by lack of DOJ-wide 
Oversight over records disposition and files maintenance programs. Ko 

. - 
. 

. ~ 
. 

Departmental effort is made to woartor the effectiveness of each component's
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records disposition and files maintenance. 

     


