
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-047-84-04 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 01/04/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Items 10-12 remain active for records dated 2016 and prior 

Items 13-16 remain active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 1 was superseded by N1-292-90-004, item 1 

Item 2 was superseded by N1-292-90-004, item 2 

Item 3 was superseded by N1-292-90-004, item 3 

Item 4 was superseded by N1-292-90-004, item 4 

Item 5 was superseded by N1-292-90-004, item 5 

Item 6 was superseded by N1-292-90-004, item 6 

Item 7 was superseded by N1-292-90-004, item 7 

Item 8 was superseded by N1-292-90-004, item 8 

Item 9 was superseded by N1-292-90-004, item 9 

Items 10-12 were superseded by DAA-GRS-2015-0006-0001 for records dated 2017 and forward 

Item 17 was superseded by N1-292-90-004, item 10 

Item 18 was superseded by N1-292-90-004, item 11 

Item 19 was superseded by N1-292-90-004, item 12 

Item 20 was superseded by N1-292-90-004, item 13 

Item 21 was superseded by N1-292-90-004, item 15 

Item 22 was superseded by N1-292-90-004, item 16 

Item 23 was superseded by N1-292-90-004, item 17 

Item 24 was superseded by N1-292-90-004, item 18 

Item 25 was superseded by N1-292-90-004, item 19 

Item 26 was superseded by N1-292-90-004, item 20 

Item 27 was superseded by N1-292-90-004, item 21 

Item 28 was superseded by N1-292-90-004, item 22 

Item 29 was superseded by N1-292-90-004, item 23 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 30 was superseded by N1-292-90-004, item 24 

Item 34 was superseded by DAA-GRS-2013-0003-0001 (GRS 1.1, item 010) 

Item 37 was superseded by DAA-GRS-2013-0008-0001 (GRS 1.2, item 020) 

Item 38/1 is a filing instruction 

Item 38/2 is non-record reference material 

Item 39 was superseded by N1-292-90-004, item 33a 

Item 41 was destroyed at WNRC January 1995, under transfer #W-047-86-0037 

Item 31 was superseded by N1-292-90-004, item 25 

Item 32 was superseded by N1-292-90-004, item 26 

Item 33 was superseded by N1-292-90-004, item 27 

Item 35 was superseded by N1-292-90-004, item 29 

Item 36 was superseded by N1-292-90-004, item 30 

Item 40 was superseded by N1-292-90-004, item 40 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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Ernest P. Lardieri 
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5. TEL EXT 

6. CEATIFfCATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency ;n matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 14 page(s) are not now needed for the business of 
this agency or will not be needed alter the retention periods specified. 

0 A Request for immediate disposal. 

[xi B Request for disposal after a specified period of time or request for permanent 
retenti n. 

REQUEST FOR RECORDS DISPOSITION AUTHORITY U~:AVE BLMlK 
(See Instructions on reverse) JOB "-!O 

TO GENERAL SERVICES ADMINISTRATION, ~_i::_ff_ 7-£0-1/:
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGION, DC 20408 

OATE RECEIVEOt/-/J-Jt/
1. FROM \AGENCY OR ESTASLISHMENT) 

_IJHR. ----- -----------~ ---- --- NOTIFICATION ToAlENCY 
2. MAJOR SUBDIVISION 

1,, •:•~ -· : ,.,t~ i~,. • ,,·,1 • '\ 11 :4 ll.S.C ~?'."3~ '.~i?: :,~:~<' re 
~A.. ,t_ 1.- • ,~ "_. ,<"1pn~ "h. ~ -~~- .. ~ci eice~: f'.l• te-r~ 1·11t rn1y 
:~ ·)\ill"~·,:! "'.: s~u:.t .t .1~~•:,-::·· i:' 'w1':h~~:;,,...-·· 1 -~_rm ::3. MINO~ SUBDIVISION 

_Qffice qf R,af.v_g=. Resettlement--.-··--~-------< 
4. NAME OF PERSON WITH WHOM TO CONFER 

C. DATE PRESENTAT1VE E. TITLE 

STANDARD FORM 115115-107 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFA) 101-11.4 

3/1/84 

7. 
ffEM NO 

I. 

II. 

III. 

IV. 

Department Records Management Officer 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Comprehensive Records Retention and Disposition 
chedvle for the Office of Refugee Resettlement 

(attached): 

eneral Program Administration Records 

vdget Management Files 

olicy and Analysis Files 

perational Files 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 
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INSTRUCTIONS 

,. '. 

Genernl Instructions: •
L:se Standard Form l 15 (obtainable from supply depots of the 

Federal Supply Service. General Services Administration) and the 

continuation sheet St~ndard Form. 115a (obtainable from the Rec• 
otds Dis!)O~ition Di¥ision. ..bffKc of Feder.11: ~ecord,; Centers.... !'Ja
tioflal Archives· and Record!. Servk:C:wasliington. D.C. 20408} to 

~1btc.1n authority_ !(!,.,j_,t;pqse of_ f_ecurd!-o or to request permanent re
temion of rec.orck. O"eta2h the fifth ... op} fn1m the -.et ~nd keep as 
yo1.1r reference copv. Submit the first four t.:opie~ of the 'iet to the 

Nr11wnal Archive-~ :~1,d Records Serv1..:e One cop~, will l--e returned 
i,r ~hit ;~i,refu:~ ,~~ (l,1t1f;1-d1,1n tif 1lem~ th~-.r ,,re uuthuriLed for <li!<>pu-sal 

llt•1r1... tN1thdnwn or not «pproved for d1,pos~! well be so m~JFked. 
t- •·h \f 11) fe4uirin:\ { umritrl1!l~r (;en.:r.....l ..:._,,i.:un-eoce ITl'J'f 1x: 
"".._._,imp ,n1ed ti) , 11ohfi1,.;, ,rj.111 6f ..pprnv:1.t from liAO 

'..._ /~' 
f' ,tri, ~ 1. 2 .,,,J _, ~hould ~hv"" wh1'.t ~r-.en...:~ .._ ,s -.ustody of the 

~,,_,•.-d.,_ that -"re 1dent1fit:d .in tht: ~lmn, ~•nd -;hould ..:on1;,1m the name 
,r· t~- (kp,1rtmeut l)1 1ndepend~nt " tm•.-y. <H,d 1b rrH,oi mid minor 

.,. hJi\iision~. 

f",irru--, 4 an,J ~ ,t'\,1uld tlelp -lteri•rl}' ;.-Hid :ocate f.he per•mn to 

... :wm in~u•ries re~'.-•,rdm!! the reL:ortJ., ,,iiould ~ du-ected. 

F'lln fJ ,;;h,1ul<l !'--,; ".. rned .-ind d<1ted on lhe four copie., h)' the 
1 1·t-n .. v rerire<;entat1\lt- nw mirnher of p.::'.e\ ;rw._1lved in !hi:' request 
,hou'd he inserted. 

811" <\ ,;;hould be ..:he..-ked 1f the records ma.} ~ dispo.,ed of im
medi=ttely. Box B ,;;hc,u!d be chei.:ked if continuing disp()\~! .?.IJthorily 
is requested or if permanertt retention is requested Only one h~H, 

m1-1y_befhe~ked. .. ____ ~ . _ . _·.: _ 

Entrv 7 should Cont.!in !tie llumbei-s of the items ofrecords iden
tified on the form in -sequence. i.e .. I.:?. 3. 4. etc. 

Entr_,. X -.hould show wh;-it re1.:ords are propo.,ed for disposal. 

~&?zLdl-~e,
sSA Records Officer ~ 

ORR Repres_';J'-r'acive 

Center headings should• ipdicate ,~hat office·s records .are in·•volved if all records described on the form are not those of the same 

office or if they are records created by ano1her office or agency. 
An identification should be provided of the !ypc"i- of records in

\lOlved if they are other than textural records. for ex.oimple. if they 
.are photogrnphic re..:.Jrds. -sound.recordings. or~rtoif,1.p~ic records. 

,\n !lemw..tion -<-100 ac1:ura1e 1denrifkation stk_-.,1Jld t,.,:- pr..ivided of 

the '.'.,eries of records that :1re proposed fot" dispo"i.al or retention 
Ef!ch sene<; 5ho1Jld cumpnse the L.~sl pr4..:ciL:at .\-(rvup,11!,1: of 

-.eparate1)' or~~,ni;;,:ed ::,nd logically retited -na.ter,;1.ls ttnt c~.n •h.= 
tre.'."1t-J ;-;,.-, a. .;)'·,~:l~ .irnt fl,, p~1rposes of di!-it' " •I ( ,un~med p;_\J,., 

of 'i. ,,;-r.e., m__ ~e 1:-;red \~·p·1r..itt:I)' if R1~n ..,t:n:i.1 ..1m-;~i...vii.,ef}- ..t". 

i~. lb. ~ti,;, under the ,'entr~I -;ene'.11 er1try. 
A ~~.1terrient •rn.o~ 1CI be p~O\ll<f:"d- showffil'- ., ;~-n _.d!'"'fk:'.•~-1. 1.~ tJ~ 

be made of 1:fie ~¢i,;~;.~ (h\; ·. • • 

If immedi~ite disposal i~ IC'-(llC"ited :,r p ,q , .__;,;;Hni.d.;oon~ t•f ~e..-

ord-,, th~U'!c'.-,,i,.,,e ,fales dunnJ wh1,.;h i~t --e~,•10-. w~re_p_!<~t11;~ 

s-;h1,uld ~ ,;t;~te<l. ' •• • • • 

It ... volm1Jrn_~ ,J,:-,p-.,~.11 n rt:Q.',C'>ied for rc, .. ,rel~ ·1-. 1 ":-,,ve ..:~..:l.,mu
'-'led s1• will ,.;,,n,111ue to ,1,,.ui .. r_.11 ·te. the ;elentiur, f-.-nod ~- •) ~ 

e~r,.-e.,~ m le)"l"·<-: of yei!<r:!'I . .-no.""!th• etL: .. u, JO ter,r;,-, , f i'uhn~ ;,i,,: • 

:i..o:-. v, e"erzt~ \ fulure :tt:tio11 ,,,- e• .-nt (ti.JI j... iu L1r1e~n,,11e (he 
reh."nt11..,n P.::1·,01l ,-.-•1~1 he (JbJ,;-:t..:ti\le ,1111 Jefimte (f d,~P-,.,"1,1J ut the 
ret..·:_irds. 1\ t.unt1~ ,1 LIPOn ~tk:-r >ie·-.--:i. 1r,u.:,-,,rHmed, :,r dhe•·wF-.ev 

~eprvd11i.:.ed Of ,-.:..1,,_,,._!,:-d ,in rr•a,.;hir.:a re_.,'! _h:e r:,ed1~, !he r.::i:er1t,,u1 
oer.1..ld .;ho~ld re,,d l .-itil ..•,,.;~11ained :h..1 i"cprodu..:ed .., ,~1;e:, ,,, 

re..:o..-oings h.t\<C beeen fl",,de in ;,,i,,:1,;on.i.. m.e Wjth Ci~A fC~iJ(,ih,1ns 

nnd <1re ,;dequcl!te substih.ae<, for the p<1per recoid" • t\iso. ttic- pro
,.,,,~jons of FPVIR ~ 101-l f._"li,_.,hould be uh .ei-\led. 

Enrn 9 ,;hould be che~ked'if s~~mpli:s .-._re -fuli-mitted for an Hem. 
Howe~er. samples of the reeOfd_; <1re 1:3ot r~quirfd:l!nles.s they are 
requested by the NARS apprniser If an item h..is heen previously 
suhmitted. the relevant job ;1nd item number <;hould be entered. 

Entry /0 ~houfd be left blank. 

Date ·/ • / 

Slandard Form 1'5 ~ACI< ·Re~ 4- 1 ·-

https://substih.ae
https://eprvd11i.:.ed
https://J,:-,p-.,~.11
https://na.ter,;1.ls
https://dispo"i.al
https://Feder.11
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Schedule 15 Office of Refugee Resettlement (ORR) File~(• 

The records described herein are created and maintained by ORR headquarters and regional 
offices (ROs) in the administration and funding of the refugee resettlement program, a 
joint Federal/State program which provides a broad range of assistance and services to 
refugees. 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

I. GENERAL PROGRAM ADMINISTRATION RECORDS 

1. A. Administrative Files 

Files created or maintained by most ORR 
headquarters offices and ROs in the Destroy 2 years after close of the 
performance of their assigned functions, calendar year in which dated, 

Note: Documents in the files that require 
1. Official file copies of additional action or that relate to 

outgoing correspondence relating to office ongoing projects may be retained for 
functions. 2 years after the action or project is 

.completed. 
2, Comments on draft reports, 

studies and proposals prepared by other 
offices. 

3. Comments on proposed 
legislation. 

4. Elnployee suggestion 
evaluations. 

5. Program and management reports, 
such as overtime and staffing reports, 
workload and production reports, 
highlights, activity reports and other 
reports prepared to submit narrative or 
statistical data to management offices. 
Excluded are reports specifically 
identified elsewhere in this schedule or 
Schedule 1. 

{), B, Correspondence Control Logs 

Correspondence control logs reflecting the 
assignment and disposition of incoming Close out at the end of the calendar year 
controlled correspondence. and destroy 1 year thereafter. 

3. c. Working Files 

Nonessential working papers retained for 
reference purposes by staff members. Destroy when 2 years old or when no longer 
Included are extra copies of official file needed for reference, whichever is 
material, supporting or background material earlier. 
used in developing official files but not 
needed as part of the official file, 
studies or similar material not acted upon, 



• • 2. ' 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

papers used as local administrative aids 
and other papers which do not serve as the 
basis for official action, 

lf. D, Policy Precedent Files 

1. Policy Precedent Files 

Policy memorandums, interpretations 
(answers to policy questions), 
clarifications and similar records 
accumulated by ORR headquarters components 
responsible for program policy development. 
The records serve as precedent for future 
program actions. These records may be 
maintained by ORR offices or within ORR's 
central files. 

2. cedent Backgr und 

ials created the 
ORR program P. icies. Toes 

materials r, late to issues f eligibility 
fiscal a administrativ policy and 
entitl ent. These doc ments include 
copi of policy memo andums, 
cor espondence, dra s, component c ments, 
b ckground studie and related ref rence 
aterials. 

5. E. Legislative Records 

1. Program Analysis Files 

Files accumulated in the ongoing review and 
analysis of the effectiveness of present 
refugee resettlement programs and in 
planning ways and means for improving those 
programs. The files are retained by 
subject matter category and include copies 
of memorandums and bill reports, position 
papers, studies, plans, proposals and 
comments. 

6. 2. Legislative Language and 
Specification Files 

Retained copies of proposals for changes in 
refugee resettlement laws and related 
material. The documents contain proposed 
legislative language, supporting 
statements, alternative proposals and other 
information. Included in the files are 
related clearance comments. 

C..+Cff-
Permanent. lieYiew files at the close of 
each calendar year.;,.i Transfer records whet'\ 
~ 1;;ierJ 5 years ,._to the Federal Records 
Center (FRC). Offer to the National 
ArchiveSJtl C f&aPe tkenafl;ep. wl\e"' IS 'iea.fS 
(NC1-47-79-8-II-A-1Jl olcl. 

·u, \()I.\u..-

b\~c.~ 

Review fl sat the close of each 
calendar year. Destroy docume s which 

ave continuing rele ncy after 
2 year, . 
(NC1 47-79-8-II-A-2) 

Review files annually and destroy 
material which does not have continuing 
relevance. 

Review files annually and destroy 
material which does not have continuing 
relevance. 
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DESCRIPTION OF RECORDS 

7. 3. Background Books 

Binders containing material prepared for 
use by ORR officials in testifying before 
congressional committees on a given piece· 
of legislation or issue. The material 
provides background information on the 
legislation or issue and an analysis of the 
implications for refugee resettlement. 

4. Bill Files 

Copies of bills introduced in Congress 
pertaining to refugee resettlement or 
related programs and associated background 
material. Included are copies of any 
introductory remarks by members of 
Congress, bill reports, analyses and cost 
estimates, committee reports and similar 
documents. 

The fi es for dev oping reg· nal 
perf mance pans and app aisals for 

per. onnel. Th e plans co sist of 
ents, staf days, tar t dates, 

a tangible tputs duri g the 
ear (FY). 

onal 
eral el 

ce 

formance 
related co 

Plans 

p ns, mo toring 
respond ce 

d cument· g performa e appra·sals. so 
are profil package which e 

performanc review and ana yses 
su orting ocumenta ion forcontain 

hi or low app aisals. Files ar 
intained fol'. ORR hea nd 

regional per onnel. 

Cf. H. Official Correspondence Files 

Official file copies of correspondence 
originating from the Office of the Director 
and associated background material (copies 
of incoming material, comments, drafts, 
etc.) . 

AUTHORIZED DISPOSITION 

c._..,4 ~ f:le.. e.ve.r"\ S '1e.G.~• 

Permanent. l Transfer to FRC when 5 years 
old. Offer to the National Archivesfwhen 
-;to years old. 
File arrangement: Cai\Ji'-loLOC.. llAl- i" 10 '1e.. r 
On-hand volume: J, 5 LU i'.=--t . bloc.C::S. 
FRC volume: NorJf. 
Annual accretion: ,-- r ~ 

• :::l Lu.-~ 

1. Record Copy 
Iles\'°"\ wl\e." :i.o "le=; old. 
Permanent·, OffeF &e the Ha'tional 
Accbhres uReR R8 leRgeF 11eeded fo1 
FofereAce. 
File arrangement: LIIQol\loLOC: I LA L 
On-hand volume: tJ. e,u R 
FRC volume: (\/Jr,/ i: 

Annual accretion: 4 '-"' (:.+ . 

2. Other Documents 

Close out file when new Congress is 
seated and destroy 2 years thereafter. 

t roy 3~es aftrrate oTapraisal
when no onger nee ed, whic ver is 
ner (G 1/23a(5) . 

Destroy 3 year~ter date o~ppraisal 
or whe no long needed, whi hever is 
soon (GRS 1/ 3a(5)). 

Permanent. Transfer to FRC 3 years after 
the close of the calendar year in which 
diited. Offer to the National Archives~ 
when~years old ..19 years SEB /vto ... l 
File arrangement: C\.\.Zo/\loLoG1Ci\L- , ;" 10
On-hand volume: (a, g u..,

• 
r14, . ue,u-

FRC volume: fl/ oru e ·1 

· Annual accretion: .J,, J..~ liloc.'i:~ 
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

II, BUDGET MANAGEMENT FILES 

10. A. Budget Estimate and Justification 
Files-
These files consist of budget estimates and 
associated justification statements used in 
the preparation of the annual budget 
submission to the Department of Health and 
Human Services (HHS) and the Office of 
Management and Budget (0MB). Note: Part 
of ORR's budget is included in SSA's 
budget, Included are Forms SSA-413, 
Summary of Estimates for Personal Services 
and Other Objects of Expenditure; OAAD-417, 
Worksheet for Detail of Personal Services 
by Position; SSA-419, Worksheet for Detail 
of Personal Services by Subclass; SSA-421, 
Summary of Estimates for Travel and 
Transportation of Persons; SSA-422, 
Conferences and Meetings; SSA-425, Summary 
of Estimates for Transportation of Things; 
SSA-426, Summary of Estimates for Rent, 
Communications and Utilities Services; 
SSA-427, Estimates for Rental of Space; and 
equivalent or related documents, 

I I. B, ORR Budget Document 

This annual budget submission is submitted 
directly to HHS and 0MB and outlines 
position, staff power and funding 
requirements for all programs administered 
by ORR. The submission is composed of: 
(1) summary statements, (i.e., statements 
of appropriations and expenditures, 
statements of receipts, statements of 
numbers of personnel, schedules of accrued 
assets and liabilities and narrative 
statements summarizing the principal 
features of the budget request); 
(2) detailed material on appropriations and 
funds (i.e., appropriation language sheets, 
schedules of amounts available for 
appropriation, program and financing 
schedules, narrative statements on program 
and performance and schedules of object 
classification and personnel summary); 
(3) justification and explanations; and 
(4) other documents required for budget 
examination and analysis, 

Transfer to FRC 5 years after close of 
budget year. Destroy when 15 years old. 

Cut off file after 5 years and transfer 
to FRC. Destroy when J3 years old. 

15 GED 
/UiP----
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

\1, • C. Buciget Hearing Documents 

These documents are used by ORR officials 
in testifying at budget hearings conducted 
by HHS, 0MB and Congress. They provide 
background information on the ORR 
submission in general, as well as detailed 
explanations and justifications. 

\3. D. Budget Instructions and Decision 
Files 

These files consist of copies of 
instructions (e.g., manuals, directives, 
circulars), decisions, analyses and other 
official publications of HHS, 0MB and the 
Treasury Department relating to budget 
preparation and execution. They are 
retained for reference purposes. 

/L/. E. Outlay Plan Files 

Documentation concerning ORR's outlay 
plans, which are estimates/plans of ORR's 
cash flow for the current FY. These are 
prepared and updated quarterly by ORR and 
submitted to HHS for submission to 0MB, as 
required by 0MB Circular A-112. Included 
in the file are the computer-generated 
reports which are initially received from 
HHS, supporting documentation worksheets 
and related corre~pondence. The reports 
contain information on initial, cumulative 
and monthly outlays, impact of 
congressional action, impact of 0MB 
adjustments, impact of HHS adjustments and 
revised total cumulative and monthly 
outlays. 

/5. F. Mission Budget Submission 

A budget document submitted to Congress 
annually which contains a budgetary 
submission by mission or achievement 
rather than by program. It provides 
information which is submitted to HHS to be 
incorporated into the HHS combined report. 
The submission contains projections and 
policy statements concerning ORR's 
position and outlays for a particular 
mission for current and 5-year time 
periods. Included in the submission files 
are tables, narratives, correspondence and 
related background reports. 

Cut off file after 5 years and transfer to 
FRC. Destroy when 'J(J, years old. 

15 GED 
/{A,,ir---

I 

Destroy when superseded or obsolete. 

Transfer to FRC 5 years after the close of 
FY. Destroy when ~ years old. 

10 GED 
/\,~ 

Transfer to FRC 5 years after the close of 
FY. Destroy when :l:li years old. 

10 GED 
/1,fo-.., 
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Files doc enting prepar tion an Record PY 
issuanc of allo nt allo nces to 
Docume s are ma tained y FY for Destroy after the close the FY 

nd progr budget and (GRS-5-
cons st of cor esponde e and as ociated 

elated r 2. 
ese files provide 
ligate f nds and De roy when a value ceas 

quarterli basis. 
maintai d by OR . 

DESCRI~ION ~F ft.ROS 

G. Fifty-State Table Report 

An annual report required by Congress which 
details State-by-State the amounts of 
monies expended in all of ORR's programs in 
each State. The report is submitted to HHS 
for incorporation into a combined HHS 
report. The report includes information 
for three FYs (actual, continuing 
resolution and budget request) for various 
program categories, such as formula 
grants/State agencies, project 
grants/contract programs and refugee 
assistance programs. Information in the 
report files consists of tables, 
worksheets, computer printouts, HHS 
instructions and related documentation. 

H. es 

WORIZED DISPOSITION 

Transfer to FRC 5 years after the close of 
FY. Destroy when l6< years old. 

10 GED 
/z U:--

Fi es ting re 
HHS and 0MB for e authori y to 

maintain 
and pro am 

docum RR submits 
t allot 

unds. by FY for 
each ad budget 

nd consis of SF-13, Apportio 
ent Sched le, showin 

S' and O 's justifi 
an approval , and rel ed corres dence. 
R cord copi s are mai tained by OR. 

and 

eport is ubmitted to OFR by ORR It 
actual penditures ear-to--<lat by 

obj ct ands object cla sand conta·ns 
pr jections for the use of for 

er of the i ar. Inclu d is 
data entr. Form SSA- 73, Schedu e 
Commitm ts/Obligat·ons, or its equivalent. 
The re ort is used in monitor· g budget 
exec' ion. 

1. rd Copy 

Destr, y 2 years ter the clo e of the F 
( GR -5-6). 

Other Cop·es 

Destroy whe administra ive value 

1. 

stroy when 1 year old. 

2. ORR d Copy 

after the close o the FY 

Des of data ave been 



DESCRIPTION O.ECORDS 

K. Legislative and Regulation 
Reference Files 

Files documenting the costing of 
legislative proposals or regulations to 
determine if a particular law or regulation 
will result in significant savings or costs 
to ORR. Included are proposed laws or 
regulations, cost estimate worksheets, 
memorandums, questionnaires for additional 
information and related records. 

III. POLICY AND ANALYSIS FILES 

/ ~. A. Reports 

1. Report to Congress - Refugee 
Resettlement Program 

A report submitted directly. to Congress on 
the refugee resettlement program. The 
report is submitted after the end of each 
FY. Each report contains: 

a. an updated profile of the 
employment and labor force statistics for 
refugees who have entered under the Refugee 
Resettlement Act since May 1975, as well as 
a description of the extent to which 
refugees received the forms of assistance 
or services; 

b. a description of the 
geographic location of the refugees; 

c. a summary of the results of 
the monitoring and evaluation during the 
period for which the report is submitted; 

d. a description of the 
activities, expenditures and policies of 
ORR, the activities of States, voluntary 
agencies and sponsors and the Director I s 
plans for improvement of refugee < 

resettlement; 

e. evaluations of the extent 
to which the services provided are 
assisting refugees in achieving economic 
self-sufficiency, achieving ability in 
English and achieving employment 
commensurate with their skills and 
abilities; 

7. 
-UTHORIZED DISPOSITION 

Destroy when 5 years old. 

1. Record Copy 

Permanent. Offer aopy ef ewFFeRt Fe~eFt 
aoo11all,r to the National Archives. ;I'\ IO'ieor 
File arrangement: G\10..~iw WG,.icJ.IL bloc.\::s 11->l-lcr\ 
On-hand volume: I a,.1 '/'4 ,e,., H-
FRC volume: 0 
Annual accretion: 1/f cu (.j 

2. Other Copies 

Destroy when no longer needed in current 
operations. 

https://WG,.icJ.IL
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f. any fraud, abuse or 
mismanagement that has been reported in 
providing services or assistance; 

g. a description of any 
assistance provided by the Director; 

h. a summary of the location 
and status of unaccompanied refugee minors 
admitted to the United States; and 

i. a summary of the 
information compiled and evaluated. 

2. Special Reports to Congress 

These are other reports required or 
requested by Congress from time to time on 
refugee resettlement program matters. 

B. Regulations 

Program regulations that have been 
published in the Cede of Federal 
Regulations (CFR), They are filed by 
subject and regulation number. Toe files 
contain pending and completed draft 
proposals, concurrences from ORR components 
and the Office of the General Counsel, 
policy memorandums, public comments and 
Federal Register publications. 

1. Actio 
(Program Instruc 

Record copies of formal ssuances 
containing R instruc ons tot 
These tra mittals re uire Stat actions on 
program atters. y may dea with 
progr topic. Th action tr nsmittal 

an 

inclu e the subj t, regula on refer 
pro am applica lity with any attac 
r ated issua es, effect ve date ad 
ction requir, d. 

1. Record Copy 

Permanent. l'l-e11efef' te FRC ulleR § yeaFs 
-e¼tl-. Offer to the National Archives when 
1 0 years old • J . 1 
File arrangement: /:.vl;wnolo,1, c '" IO ~e-..-
On-hand volume: 3 =I=,/- .J .bloc.)c:s,. 
FRC volume: "-'oivf" 
Annual accretion: ·.35 C-tl r1 , 

2. Other Copies 

Destroy when no longer needed for 
administrative purposes. 

P<lrmaReR~. Transfer to FRC 10 years after 
publication in the CFR, QffeF to t;l!eJ)e$\l'OI\ 
Nat ioi;,al ~r:elli>.rH when 15 years old. . • 
File arrangement:~ I~ c,, <>~f, 
On-hand volume: '3 <-<-v 1:-1 I 
FRC volume: NuN<-
Annual accretion: . 35" c,.,.,~-

1. 

Perman nt. nger 
neede in curren to 
the ational Ar 

Destroy supers ijed or o soleted. 

https://r:elli>.rH
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2. 

Recor uances 
tran ad inistra e and p ogram 
ins 1 nformati n to Sta es. 

transmi als may over a 
a pr gram top· . Rec 

numbered series 

C. ORR Operating Systems Files 

These files are used for collecting and 
compiling statistics and reports on the 
refugee resettlement program. They include 
data base files on individual refugees and 
entrants entering the United States. This 
information is used to prepare and publish 
various statistical reports. 

1, Machine Readable Records 

a. Master Files - Refugee Data 
System 

An automated data base which combines data 
collected on refugees before they enter the 
United States with data supplied by the 
refugees after their entry into the 
United States. Refugees entering the 
United States bring records from their 
overseas screening, which are collected at 
the port of entry and become the basis for 
ORR's recordkeeping system. ORR creates an 
automated record on each entering refugee 
and later verifies it against records from 
the Intergovernmental Committee for 
Migration (ICM). 

b. Permanent Resident Alien:2..2 • Subsystem 

This subsystem of the Refugee Data System 
contains information supplied by the 
Department of Justice in conjunction with 
refugee applications for resident alien 
status. ORR compiles and summarizes this 
information. 

ded or o soleted. 

1. 

y 3 years after pub ication ate. 
7-79-8-1 -C-1-c) 

1. Master File 
~e r,._<1.11~1\-t. 
Qis~esitieR net et1thori2ccl at this time. 
Offer duplicate of master file to the 
National Archives every ~ years. 

2. Processing Tapes 

Return to service 90 days after update of 
master file. 

1. Master File .Destro"\ wL-.e."" "·!'le""-~ 
v.se. c.e...se.s . 

9ioposit;ieH He'6 at1thori2ed a'l5: thi~ time. 
Qffcr ch-.1f3liee6e of nu:1st:er file 'ee i;he 
NatioaaJ. A.Fel=li•1eo cu CF!, 5 yca1 s. 

2. Processing Tapes 

Return to service 90 days after update of 
master file. 

https://c.e...se
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c. Processing Files 

(1) Input/Source File 

Consists of data keyed from input source 
documents for updating the master file(s) 
to generate the error and acceptance 
reports. 

(2) Reject File 

Contains data that cannot be entered into 
the Refugee Data System. This information 
is retained until additional or correct 
data can be obtained, allowing acceptance 
onto the master file(s). 

2. Input Source Documents 

a. American Council of 
Voluntary Agencies (ACVA) Form 1 

ACVA Form 1 (or its equivalent) is 
completed at the foreign refugee processing 
centers. One copy is reviewed by the 
Center for Disease Control, HHS, while 
another copy is used by ORR headquarters to 
open a record in the Refugee Data System. 
This form contains the name, alien number, 
date of birth, sex, place of birth, port of 
entry, family relationship and nationality 
of individuals and identifies sponsoring 
agency(ies) and family units traveling 
together. These forms are also used in 
statistical studies because all data are 
not keyed. 

b. ICM "Nominal Rolls" Form 

This form reports the number of migrants 
arriving in the United States, individual 
sponsoring agency( ies), alien number, name, 
family position, sex, date of birth, 
nationality and flight information. This 
information is merged with the existing 
data base of the Refugee Data System. 

c. Permanent Resident Alien 
Data Collection Forms 

This file consists of Immigration and 
Naturalization Service Form I-643, Health 
and Human Services Statistical Data, as 
well as superseded.Form I-485(c), 
Demographic Data to Accompany Application 
for Creation of a Record of Lawful 
Admission for an Indo-China Refugee, or 
their equivalents. The forms are completed 
when the refugee has acquired permanent 
resident alien status. 

10.

•AUTHORIZED DISPOSITION 

Return to service 30 days ufter 
verification of acceptance of data onto 
the master file(s) or after verification 
of acceptance of data on subsequent 
related file. 

Retain for 30 days after verification of 
acceptance. 

I 
Fe muie11t. Transfer to FRC when 1 year, 
old. 0ft=c: 'ee Ha'eioaal 1\t ehi ;1ee ,,Ren 
18 )ctll 8 o}d.l)esho~ Wl\el\ ;l.5 '1"'"'- old. 
File arrangement: 15'1 Pot-(' Of tr.Jrt:1 ~lN 
On-hand volume: :3q L".a,,,,,u,,.i;.uJ

Lub, L l;°~e.,1
FRC volume: ruilC\l e. 
Annual accretion: 12 w1.6,L bl 

I 
Transfer to FRC when 1 yeart 

old. Off:eP '6e II I ;:t;r tJ:l ArcbiJres Hl=len 
~ yea1 s o;W. i:lesltoo.t wt.e" .:2.S 'ieo..t:!:> ol&. 
File arrangement: L~Q.D.:iouH, 1 tA L... 

On-hand volume: I. o '-'-'~,, <-u.f 
FRC volume: Nollll 
Annual accretion: / '.)_ c..-u ~. c fut' 

Destroy after data have been entered intc 
the system and verified as correct. 

https://L".a,,,,,u,,.i;.uJ
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• 

30. 

3 \. 

.,3;;l.. 

3. Processing Documents 

a. Transaction (Utility) 
Reports 

These transaction (utility) reports are 
generated during various merging 
operations. They report error conditions 
which are created when data are not 
accepted and are used to verify data entry. 
When an error condition is found, 
corrective action is taken, e.g., a 
correction form is completed and the data 
is reentered and verified. 

b. Correction Form 

These are forms completed to correct errors 
or discrepancies identified by the 
transaction reports in the Refugee Data 
System. 

c. Acceptance Report 

This report indicates acceptance of error 
corrections. The acceptance report is 
audited against the transaction report. 

IV. OPERATIONAL FILES 

A. Financial Files 

1. Project Officer's Contract 
Files 

Working copies of contracts and associated 
background documentation for the 
procurement of goods and nonpersonal 
services related to the refugee 
resettlement program. Also included are 
copies of evaluations and studies, audit 
requests, reports and closeouts of various 
ORR programs. Documents in the files 
include requests for proposal, technical 
evaluations, cost reports, contractor 
reports and related records. Record copies 
of contract files are maintained by OMBP . 

2. Annual Plan of Proposed 
Contract Evaluation Files 

The file consists of draft plans and the 
final plan submitted to the Assistant 
Secretary for Planning and Evaluation, as 
well as the approval letter from the 
Assistant Secretary. 

Destroy 6 mon.ths after data have been 
reentered. 

Destroy 1 month after data entry. 

Destroy 6 months after data have been 
reentered. 

Destroy 2 years after expiration of the 
contract. 

Destroy when 3 years old. 
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Purch se Order F les 

• 

33. 

34. 

35. 

Gopie purch se Destr}y 3 y/ars af•L fif pa•-'1,t
(GRj-3.4.1'2)). /c, /c"rela ed supor 

re i ving re rts, etc. . are 
c pies of F rm SF-147 Order for Supplies 
and Servi s, or its equivalent The 

are main ined in p chase or er 
number 

B. State Plans and Performance 
Reports 

1. State Plans 

~AlilAOAtThese are files of the plans submitted by GED FmaRaR ,---li:aRs£eF-.to-FBC-~D-¥ears-af'ter 
the States for participation in the refugee /'iu,--~aFm.iRat.ioR-oF-superaessioR-0£-the Dest~ 
resettlement program.• The State plan agFaa..aRt, SffeF te the llatio11al •.Fehi.y.es 
provides assurances for compliance with the 10 ➔~ years after termination or 
regulations of the program. Additionally, GED supersession. • ' 
the plan reflects how the State will meet /<~...,_File arrangement: AL PA A/>:tz-r'ltlt'L 
the needs of refugees within its On-hand volume: I,, t-ub,c.. H, 
jurisdiction by providing services and FRC volume: 
assistance and may include, but is not Annual accretion: 
limited to, case assistance, medical 
assistance, social services, education and 
health screening. The States are 
reimbursed by ORR for costs incurred in 
administering the refugee resettlement 
program. 

2. State Administered Grant Files 

Files documenting State administered grants Transfer to FRC 18 months after close out 
to provide social services, cash and of grant. Destroy 6 years 3 months after 
medical assistance to refugees. The close of fiscal year in which grant 
records include budget information, award expires. 
notices, progress reports, letters of 
credit, correspondence, cost allocation 
plans, State estimates, quarterly 
performance expenditure reports, final 
expenditure report and other related 
documents. 

3. State Performance Reports 

These reports are prepared by ROs and 1. Quarterly and Periodic Reports 
States. Quarterly, annual and other 
periodic reports from ROs, States and Destroy when 3 years old. 
possessions pertaining to financial 
assistance, including estimated and actual 2. Annual Reports 
expenditures for program information on 

Destroy when 5 years old.case load. 

https://�.Fehi.y.es
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37. 

39. 

DESCRIPTION • RECORDS 

C. Categorical Grant Files 

1. Annual National Discretionary 
Funds Plan Files 

These files are the working documents for 
categorical project grant activities and 
grants for social services that are not 
State administered. The plan becomes the 
supporting documentation for developing, 
announcing, competing and managing the 
Annual National Discretionary Grant 
Program. Also included is related 
background material, such as decision 
memorandums approving the plan and a copy 
of the approved plan. 

2. Categorical Grant Files 

Grants made in support of an individual 
project in accordance with legislation 
which permits a grantee agency to 
administer such grants. The file includes 
the ORR program announcement, State 
proposals and official file copies of 
application evaluation documentation and 
correspondence. 

3. On-Site Reports and State 
Reports 

Reports of inspection surveys made by 
various ORR components of grantees and 
potential grantees (includes State 
volunteer agencies and nonprofit 
corporations and other corporate bodies) to 
ascertain financial management and 
performance capabilities. Included are 
monitoring visit survey reports by State 
grantees of performance of ORR's 
subgrantees. 

D. Program Monitoring Guidelines 

This operating manual.containing 
instructions and/or procedures is prepared 
by ORR' s Central Office for the ROs in 
monitoring the State administered programs. 
Additionally, the guidelines are used to 
assist the State in self-monitoring. 

13, 

.AUTHORIZED DISPOSITION 

Destroy 18 months after close out of the 
grant. 

Transfer to FRC 18 months after close out 
of grant. Destroy 6 years 3 months after 
close of fiscal year in which grant 
expires. 

1. Record Copy 

Maintain as part of the grant file. 
Dispose of in accordance with the 
instructions for the grant file. 

2. Other Copies 

Destroy when no longer needed for 
reference. 

1. Record Copies 

Permanent. Offer to the National Archive, 
in 5 :,,eaF ifleFe111e11l;s. 10 'ieo.r .blOC!.l:s wt\e.l'\. 
File arrangement: ' . ,J/ A JC 'ieo.r.!:, of.&. 
On-hand volume: / /l\ c,._,,u_._.j) - l. o {f 
FRC volume: IJ /A.
Annual accretion: N/A. 
2. Other Copies 

Destroy upon obsolescence or 
supersession. 
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E. Case Files 

• 
These case files on individual 
unaccompanied minors contain correspondence 
with ORR ROs, the Department of State, 
public and private volunteer agencies, 
relatives of the refugees and others. The 
files contain periodic progress reports 
from the sponsoring agency. Additionally, 
the files may contain such information as 
name and address of refugee,-mother's given 
name, date of birth, alien or social 
security number and sponsor. 

4-/. 1. Cuban-Haitian Task Force 
Subject Files 

Alphanumeric subject files relating to the 
administrative and program aspects of the 
Cuban-Haitian program. The files consist 
of correspondence, memorandums, reports, 
reference materials and legislation. They 
deal with privacy issues, provider agency 
participation and documentation of funding, 
housing, education and other related issues 
pertaining to providing financial 
assistance to the entrants. This material, 
however, is not part of the contract file. 
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Destroy 5 years after receipt of final 
progress report. 

Transfer to FRC. Destroy May 1994. 

Per}l!fuient/The n~ap0 h~J{ b~ 
~es~~d inythe.rio~ Ay6hives. 




