NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 1 was superseded by N1-292-90-004, item 1
Item 2 was superseded by N1-292-90-004, item 2
Item 3 was superseded by N1-292-90-004, item 3
Item 4 was superseded by N1-292-90-004, item 4
Item 5 was superseded by N1-292-90-004, item 5
Item 6 was superseded by N1-292-90-004, item 6
Item 7 was superseded by N1-292-90-004, item 7
Item 8 was superseded by N1-292-90-004, item 8
Item 9 was superseded by N1-292-90-004, item 9
Items 10-12 were superseded by DAA-GRS-2015-0006-0001 for records dated 2017 and forward
Item 17 was superseded by N1-292-90-004, item 10
Item 18 was superseded by N1-292-90-004, item 11
Item 19 was superseded by N1-292-90-004, item 12
Item 20 was superseded by N1-292-90-004, item 13
Item 21 was superseded by N1-292-90-004, item 15
Item 22 was superseded by N1-292-90-004, item 16
Item 23 was superseded by N1-292-90-004, item 17
Item 24 was superseded by N1-292-90-004, item 18
Item 25 was superseded by N1-292-90-004, item 19
Item 26 was superseded by N1-292-90-004, item 20
Item 27 was superseded by N1-292-90-004, item 21
Item 28 was superseded by N1-292-90-004, item 22
Item 29 was superseded by N1-292-90-004, item 23

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 30 was superseded by N1-292-90-004, item 24

Item 31 was superseded by N1-292-90-004, item 25

Item 32 was superseded by N1-292-90-004, item 26

Item 33 was superseded by N1-292-90-004, item 27

Item 34 was superseded by DAA-GRS-2013-0003-0001 (GRS 1.1, item 010)
Item 35 was superseded by N1-292-90-004, item 29

Item 36 was superseded by N1-292-90-004, item 30

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 40 was superseded by N1-292-90-004, item 40

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

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECORDS DISPOSITION AUTHORITY
{See Instructions on reverse)

. *

0B WO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

LEAVE BLANK

NC[-Y4T7-LY—Y

1. FROM (AGENCY OR ESTABLISHMENT)
HHS —

2. MAJOR SUBDWISION
SSA

3. MINOR SUBDIVISION

_Office of Refugee Resetilement __ .

4. NAME OF PERSON WITH WHOM TO CONFER l 5 TEL EXT
Vr-gév 1
Ernest P. La rdieri jh 934—5770 frate Arotivest of the  #ited Niare

DATE HECEIVEDL/-_/; fy

N NOTIFICATION TO AGENCY

T X o L R L B TR R GG ER O R e T [
s A amend s s -2 2gept Dor femy sl may
re gtarsed Mdspuss S oagpei or fwithtrawt” 1 o LD

'ETg"ERTIF ICATE OF AGENCY REPRESENTATIVE

} hereby certify that | am authorized to act for this agency i matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of

[l A Request for immediate disposal.

page(s) are not now needed for the business of
this agency or will not be needed after the retention periods °pe(:|fied.

B Request for disposal after a specified period of time or request for permanent

retentl

C. DATE W«éﬁ Aeacv REPRESENTATWE £ TITLE
3/1/84 DY, Georg Department Records Management Officer

7. 8. DESCRIPTION OF ITEM SAMPQI:E oR 10.
ITEM NO (with Inclusive Dates or Retentton Periods) JOB NO ACTION TAKEN

(attached):

I. General Program Administration Records
II. Budget Management Files
II1. Policy and Analysis Files

V. Operational Files

10/1e)4Yy. ‘N—)

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

C,\\a €S, ave bj *&\ephm\&, a.o&reemecd- be_‘ha.\eer\
Linda Henry, NCD and Jahnny Hodge, SSA,

48 o

STANDARD FORM 115
Revised April, 1975
Prescribed by Generat Services

115-107 '32b12f4§;&“i?zc%%§g§ 47@1/@?/61Crf) e .
5 DATA CHANGE SHEET NOT EEQUIR_ED Administration

ond Lo Lo FTC L s s afpfivec

FPMR (41 CFR) 101-11.4



Use Standard Form 115 (obtuinable from supply depots of the
Federal Supply Service. General Services Administration} and the
continuation sheet Standard Form [15a (obtainable from the Rec-
ords Dﬁposmon Division.-Dffice of Federal Records Centers. Na-
tonal Archives and Records Service. Washington. D.C. 20408) to
abtum zuthority to.dspase of records or to request permanent re-
tention of records. Detach the fifth copy from the set 2nd keep as
your reference copy. Submit the first four copies of the set to the
Natonal Archives i Records Service (ne copy will be returned
1 the sEemy sy aobfoetion of dems thit wre authurized for dispusal,
Itemy withdrawn or not wpproved for disposat well be so marked.
Fooh SE VS reguiting C ompirifler Generol concurrenve must be
seanmpinied by notfic o ton bf Lpproval from GAO

R

Foriiy 1,2 wad 2 should how whal apency * o LUSIDd‘,’ of lhe
¢uords that 2re identfied on the 4orm, 2nd <bould contam the name
Wik departmerit o1 mdependent o etivy  ard dx Mar and minor
~ hdivisions. ’

General Instructions: .

L

dgperific Snstructiogry
.

Furrees 4 und 5 should help devrdy and ocate the person to
w20 inguiries repsrding the record. should be directed.

Fairv 6 should ke < pned and dated on the four copies by the
weney representative The number of poues ipvolved in the request
show'd he inserted.

Box A should be checked of the records may bz disposed of im-
mediately. Box B siould be checked if continuing disposa? zuthority
is requested or if permanent retention is requested Only one hax
may be checked.

Entry 7 shou!d contzin 'hc numbers of the items of records tdcn-
tified on the form in sequence.ie.. 1. 2. 3. 4 elc,

Eniry ¥ should show what records are proposed for disposal.

Sb5A Records Qfficer

;2 1 gﬂw\ 77&%&.

ORR Representacive
preses

INSTRUCTIONS

¢ X
Center headings should:indicate what offices 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 another office or agency.

An identification should be provided of the types of records in-
volved if they are other than textural records, for example. if they
are photographic records. sound recordings. or cartogrwphic records.

An itemizution and accurate dentification should b provided of
the series of records that sre proposed for disposal or retention.
Each series shoutd compnse the Lirgest pracocal wreepag of
separately organized zrd logically rekited matenals thit con b
trezted as ¢ ivnle unit fur purposes of disp « ot Camponeet purts
of & weney me ne tsted sepiurately iF puroered consecwavedy. as

Ib. ziv | under the rengr.d series entry.

*\ statement snould be providid showing
be made of the r&curda. thy-

If immedizte disposal is requested of g st coomulsions of re
ords, thginciusive dates during whu.n thy “ecoios were p-cu'hu o
shoulg Be stisted. )

If contipsmz Eaposal 3 regresied for feaords it have sacumo-
‘sted o will confinue to sucwnl g the retention t=nod » o be
expaessed m ey of yeurs, mmemthe | ete, v 10 tevns  F fdture -
fhonms o eventt A future action v ewend that 3 (o derertmune the
retentiun perwnd Tt be ohgective co0 definite I dinposal ot the
recards s vonlr Luoupon ther heury mosatilmed, or otherwise
reproduced o voncsded on machirs re.d hie media, the reterition
oerod should reid. 1 atil ascertuined thet reproduced ooves o
recoraings have been made n aovordanve with GYA rexuialions
and are sdequate substitutes for the paper records * Also. the pro-
visions of FPMR § 101-§§ % should be ob erved.

Entry ¥ should be chegked'if samples are {ubmitted for an nzm.
However, samples of the records are nat required: unless they are
requesied by the NARS appraiser If an item hus been previously
submitted, the relevant job and item number should be entered.

Entry 10 should be left blunk.

s nerr disporad 13 U

Standard Form 115 LACK ‘Rev 47"
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Schedule 15 Office of'Refugee Resettlement (ORR) Fileéﬂ

Thé 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

I. GENERAL PROGRAM ADMINISTRATION RECORDS

A. Administrative Files

Files created or maintained by most ORR
headquarters offices and ROs in the
performance of their assigned functions.

1. Official file copies of
outgoing correspondence relating to office
functions,

2. Comments on draft reports,
studies and proposals prepared by other
offices.

3. Comments on proposed
legislation.

4. Employee 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
statistiecal 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
controlled correspondence,

C. Working Files

Nonessential working papers retained for
reference purposes by staff members.
Included are extra copies of official file
material, supperting or background material
used in developing official files but not
needed as part of the official file,
studies or similar material not acted upon,

AUTHORIZED DISPOSITION

Destroy 2 years after close of the
calendar year in which dated.

Note: Documents in the files that require

additional action or that relate to
ongoing projects may be retained for
2 years after the action or project is

completed.

Close cut at the end of the calendar year
and destroy 1 year thereafter.

Destroy when 2 years old or when no longer
needed for reference, whichever is
earlier.



DESCRIPTION OF RECORDS

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

D, Policy Precedent Files

1. Policy Precedent Files

Policy memorandums, interpretations
(answers to policy questions),
clarifications and similar records
accumulated by ORR headgquarters 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. Policy Rpéaedent Bacggcdénd

aterials.

E. Legisiative 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.

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.

2.

AUTHORIZED DISPOSITION

ut opf-
Permanent. Rewdew files at the close of
each calendar year . Transfer records when
ebidar Hhan 5 yearéi_o the Federal Records

Center (FRC). Offer to the National

Archivespte=vears-vhereafier. when 15 vears
(NC1-47-7L'8_TI——9- = -A-ﬂj old.
n mqur
bloeks

s at the close of each
Destroy documents which
ncy after

Review fi
calendar /year.
ave continuing rele

(NC1£47-79-8-11-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,



DESCRIPTION OF RECORDS

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.

F. Refional Wérk Plans

G. sPerformance Plans
(for qé;eral Mahagers)

regional pergonnel.

H. Official Correspondence Files

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

- Annual accretion:

.3.
®e

AUTHORIZED DISPOSITION

Cutege £ile every 5 years.

Permanent.,lTransfer to FRC when 5 years
old. Offer to the National Archivesgawhen
10 years old. T

File arrangement: CufpwoLofical in 10 year
On-hand volume: hE i £% bloeks
FRC volume: Nanf

Annual accretion: & . ¢t

1. Record Copy
Desiroy when 20 years old .

. . 1
Archives when-neo—lenger—needed—for
reference.

File arrangement: [l0oNoLoG ica L

On-hand volume: (A cu G-
FRC volume: Von £
Annual accretion: H eu .

2. Other Documents

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

troy 3 vears after date of appraisal
when no Yonger needed, whichgver is
sooner (GRS 1/23a(5)).
Destroy/3 vears ter date of gppraisal
or whey no long needed, whighever is
soonef (GRS 1/73a(5)).

Permanent. Transfer to FRC 3 years after
the close of the calendar year in which
dated, Offer to the National Archivesk7

when :%& years old. - y
File arrangement: CH&noLoGichL

On-hand volume: B i H. I:a:_o
FRC volume: Nonj e 4
bloeks

A.db
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

II. BUDGET MANAGEMENT FILES

A. Budget Estimate and Justification

Files
These files consist of budget estimates and Transfer to FRC & years after close of
associated justification statements used in budget year. Destroy when 15 years old.

the preparation of the annual budget
submission to the Department of Health and
Human Services (HHS) and the Office of
Management and Budget (OMB). Note: Part
of ORR's budget is included in S3A's
budget. Included are Forms 334-413,
Summary of Estimates for Personal Services
and Other Objects of Expenditure; CAAD-U17,
Worksheet for Detail of Personal Services
by Position; SSA-419, Worksheet for Detail
of Personal Services by Subclass; SSA-U421,
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,
Communtications and Utilities Services;
SSA-427, Estimates for Rental of Space; and
equivalent or related documents.

B. ORR Budget Document

This annual budget submission is submitted Cut off file after 5 years and transfer
directly to HHS and OMB and outlines to FRC. Destroy when X& years old.
position, staff power and funding 15 GED

[

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 per formance and schedules of object
classification and personnel summary);

(3) justification and explanations; and

(4) other documents required for budget
examination and analysis.
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\3.

I4.

_ ecash flow for the current FY.

|1S. F.

DESCRIPTION OF RECORDS

Butiget Hearing Documents

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

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 HHS3, OMB and the
Treasury Department relating to budget
preparation and execution. They are
retained for reference purposes.

E. Outlay Plan Files

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

Mission Budget Submission

A budget document submitted to Congress
annually which contains a budgetary
submissicon 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 S-year time
periods. Included in the submission files
are tables, narratives, correspondence and
related background reports.

AUTHORIZED DISPOSITION

Cut off file after 5 years and transfer to

FRC. Destroy when ¥ years old.
15 GED
Aro—

Destroy when superseded or obsoclete.

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

10 GED
N~

Transfer to FRC 5 years after the close of
FY. Destroy when %§ years old.
10 GED

Jrio~



DESCRIPTION OF RWRDS WORIZED DISPOSITION

LL,. G. Flfty-State Table Report

An annual report required by Congress which Transfer to FRC 5 years after the close of
+ details State-by-State the amounts of FY. Destroy when ¥X years old.

monies expended in all of ORR's programs in 1¢ GED

each State. The report is submitted to HHS frla~

for incorporation into a combined HHS
report. The report includes information
for three FY¥s (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, Al)Jotment Alldwance Fyles

Recprd Copy

stroy when 1/year old.

2. ORR Recofd Copy

3. Fofm SSA-3773

Des
veyified.
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DESCRIPTION OHECORDS

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. 1Included 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 6n
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 S3States, voluntary
agencies and sponscrs and the Director'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;

T.
quHORIZED DISPOSITION

Destroy when 5 years old.

1. Record Copy

Permanent, Offer oopy—of—ourrent—peport
annually to the National Archives.in |0yeasr

File arrangement: (yQmyp1oCicnl blocks when

On-hand volume: |, uifg ., 4
FRC volume: ) 10 years
Annual accretion: ‘g cyf€t old.

2. Other Copies

Destroy when no longer needed in current
operations.
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DESCRIPTION OF RECORDS

f. any frawd, abuse or
mismanagement that has been reported in
providing services or assistance;

g. a description of any
agsistance provided by the Director:

k., 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, Speeial 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 Code of Federal
Regulations (CFR). ‘They are filed by
subject and regulation number., The files
contain pending and completed draft
proposals, concurrences from ORE components
and the Office of the General Counsel,
policy memorandums, public comments and
Federal Register publications.

1. Action/gransmittﬁis
{Program Instruc¥ions)

Record coples/of formal Assuances

8. -

AUTHORIZED ﬁISPﬂSITIOX

1. Record Copy

Permanent.,

Tranafer-—Ho—ERE—when—E—yoars
atd Offer to the National ﬁrcﬁives[when

10 years old. .
File arrangement:Chionolos (cJ in 10 year
On-hand volume: BWQJ blocks

FRC volume: MO E
Annual accretion: .75y (.

2. Other Copies

Destroy when no longer needed for
administrative purposes.

Permanend~ Transfer to FRC 10 years after
publication in the CFR, 4u$%$m%e—&he$bﬁnﬂ
Rationad—drabives when 15 years ald, .
File arrangement: Chaocvi togr o, f

3w 4 7
PO N L

38 e

On-hand volume:
FRC volume:
Annual aocretion:

1. BRecoyd Coples
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DESCRIPTION OF RECORDS

p{é;al Trafismittaly

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 - Refqgee Data

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

Subsystem

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

1+ - 9‘
AUTHORIZED DISPOSITION

1. Recq{a Copies

Destrgy 3 years /after publication Mdate.

stroy ﬁpéﬁ-supers ded or obfsoleted.

1. Master File
??rmqagﬁf.

Offer duplicate of master file to the
National Archives every 5 vears.

2. Processing Tapes

Return to service 90 days after update of
master file.

1. Master File Desi‘rm‘ when aqency
use Ceases,
By " .
—offer—duplicate—of master—fite—to—the
Mot - .

2. Processing Tapes

Return to service 90 days after update of
master file.
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RECORDS

DESCRIPTION

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
i8 retained until additional or correct
data can be chtained, 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.

¢. 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(¢),
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,

!
Pesmarent. Transfer to FRC when § years
old. B&fer—to—Nettonem—firchives—when
$o~yeero—vid. Destioy when 2S5 Years o/d.

File arrangement: @ﬂ P0l1T OF ¢W7T 4&ed
QoMo L0 EXTLY

On-hand volume: A9 cukse STeed
FRC volume: SHINE S
Annual accretion: |2 cubie Ceod

Femseowsalk . Transfer to FRC when ; yearg
old. Offer~bo-Natitrel--Archives—ken
1o-years—oit. Desiroy when 25 years old .
File arrangement: Ch@osloaical

On-hand volume: 6o cwkic Geef

FRC volume: JONE '

fnnual accretion: ;2 cubie fet”

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

3. Processing Documents

a, Transaction (Utility)

Reports

" These transaction (utility} reports are

generated during varicus 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 discrepancles identified by the
transaction reports in the Refugee Data
System.

¢. Acceptance Report

This report indicsztes acceptance of error
ecorrections, The acceptance report is
audited against the transaction report.

IV. OPERATIONAL FILES

A. Financial Files

1. Projeet Officert'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
caples of evaluations and studies, audit
requests, reports and closeouts of variocus
ORR progrems., Documents in the files
ineclude requesta 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.

- 11,

AUTHORIZED DISPOSITION

Destroy 6 months after dats have been
reentered.

Destroy 1 month after data entry.

Destroy & months after data have been
reentered.

Destroy 2 years after expiration of the
gontract.

Destroy when 2 years old.
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35.

DESCRIPTION (’ RECORDS

Purchﬁée Order Eiies

B. State Plans and Performance

Reports

1. State Plans

These are files of the plans submitted by

12,

AUTHORIZED- DISPOSITION

Destrbdy 3 years after fin paypent
(GRY.3.4.af2)).

rmanent.-—Transfer-to FRC_10-years.afier

the States for participation in the refugee Agcodermination

resettlement program.: The State plan

-or-supersession-of_the Degt
agreement~ {E4b*—%9—%he—Na%éeaaL—AFeh£:33—

provides assurances for compliance with the 10 15 years after termination or
. A

regulations of the program. Additionally,
the plan reflects how the State will meet
the needs of refugees within its
jurisdiction by providing services and
assistance and may include, but is not
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
to provide social services, cash and
medical assistance to refugees. The
records include budget information, award
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
States. Quarterly, annual and other
periodic reports from ROs, States and
possessions pertaining to financial
assistance, including estimated and actual
expenditures for program information on
case lozad.

D supersession.

A¢o~File arrangement: ALPpAfterieal
On<hand volume: o tubrc H.
FRC volume: -0 -
Annual accretion: Ao Fl-

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. Quarterly and Periodic Reports

Destroy when 3 years old.

2. Annual Reports

Destroy when 5 years old.
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39.

DESCRIPTION Q RECORDS

C. Categorical Grant Files

1. Annual National Discretionary
Funds Plan Files

Thege 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 DISPOSITICN

Destroy 18 months after close out of the
grant.

Transfer to FRC 18 months after c¢lose 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 Coples

Pestroy when no longer needed for
reference.

1. Record Copies

Permanent. Offer to the National Archives
in S—year—inerements. (O year blocks whea
File arrangement: VA 10 yeaps old,
On-hand volume: | Mo ~ & of}?

FRC volume: O [A

Annual accretion: DJ/A

2. Other Copies

Destroy upon obsolescence or
supersession.
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DESCRIPTION OF RECORDS

E, Case Files

These case flles 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,

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
assigtance to the entrants. This material,
however, is not part of the contract file.

Hewspagﬁ( Records

d

. _ B ' 1k,

AUTHORIZED DISPOSITION

Destroy 5 years after receipt of final
progress report.

Transfer to FRC. Destroy May 1994,

Permanent The n spape s hav b
cess ed intg the N Ar, hlves.





