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1. PURPCSE AND SCOPE. To ensure the preservation of Bureau
records and information with |ong-termvalue and to establish a
met hod for renmoving and elimnating records when they reach the
end of their assigned val ue.

2. PROGRAM OBJECTI VES. The expected results of this program
are:

a. Bureau staff will nmaintain, store, and/or renove records
such as paper docunents, audio/video tapes, and el ectronic
information |ike word processing files, databases, and E-nuail
messages as required by regulation and as a nmechani sm for cost
control

b. Bureau staff will utilize the Bureau of Prisons Records and
| nfformati on D sposal Schedule (BOP-RIDS) as the central authority
to ensure adequate coordination of records managenent.

3. DI RECTI VES REFERENCED

PS 1221. 66 Directives Managenent Manual (9/15/97)
PS 1227. 04 Archival and Historical Prograns (10/8/96)

44 United States Code Chapters 21, 29, 31, and 33

18 U.S.C. 2071, 793, 794 and 7989 (Crim nal penalties for
unl awful Iy destroyi ng, damagi ng, or renoving federal
records.)

36 Code of Federal Regul ations Chapter 12
41 CFR 201, subchapters A and B

O fice of Managenent and Budget (OMB), G rcular A-130
DQJ Order 2710. 8A

4. DEFI NI TI ONS
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| nformati on includi ng docunents, books, nenos,
forms, maps, photographs, audi o/video tapes;

el ectronic files such as word processing files, E-
mai | nmessages, PC dat abases, SENTRY records,
spreadsheets; and other docunentary material s,
created or received by the Bureau (including

UNI COR, NIC, and contracted correctional
facilities), in pursuit of the agency’s | egal
obl i gation and business (see 44 U S.C. § 3301).

A group or collection of related records.

0 Exanpl e: the collection of Program Statenent
docunents or the collection of UNICOR s
factory activation files.

The process of review ng existing paper or
electronic files and information to determ ne how
I ong the informati on nust be kept and when the
informati on can be renoved or del et ed.

Nat i onal Archives and Records Adm nistration
(NARA). The federal agency that provides guidance
and authority to other executive-branch agencies
regardi ng the storage and destruction of records.

Federal Record Centers (FRC). Federal storage
facilities where Bureau staff can store agency
records tenporarily or permanently.

0 Exanpl e: Bureau sites in Texas and New
Mexi co can submt applicable Bureau records
to the Fort Worth FRC.

The Bureau of Prisons’ Records and Information

Di sposal Schedule (BOP-RIDS). A report containing
a list of Bureau records, including a description
of the information and a tine interval for
schedul i ng renoval or deletion.

0 Exanpl e: Tinme and Attendance input records
can be destroyed after six years or after a
GAO audi t.
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g. BOP-IRH Information and Records Handbook (BOP-IRH). A

Bur eau publication containing an abbreviated

gl ossary for records and informati on nanagenent
processes, exanples, and definitions designed to
meet Bureau staff needs and operations.

5. RESPONSI BI LI TI ES

a. Information Managenent O fice (IMJ). The Information
Managenent O fice (formerly the Ofice of Docunments Contro
Systens) coordinates the records and i nformati on nanagenent

functi ons

o)

o)

O

O

O

O

O

b. The

O

O

within the Bureau. The IMOw I I:

| npl enent BOP-RI DS, fornulating and recommendi ng basic
records disposal policies and managenent procedures.

Publ i sh and mai ntain the BOP-1RH, including changes to
the processes and definitions in the handbook.

Adm ni ster the national cost center to rei nburse NARA
for its records servicing operations.

Survey the records at various organizational |evels and
provi de staff assistance, findings, and
reconmendat i ons.

Approve subm ssions of new records (using form SF 115),
to NARA and all subm ssions to the FRCs.

Provi de technical guidance to the Regional and Centra
O fice staff regarding records and information
managenent gui del i nes.

Represent the Bureau at neetings with other records and
i nformati on managenent officers in the Departnent of
Justice, NARA, and other federal agencies.

O fice of National Policy Review (NPR) will:

Require that directives (Program Statenents, Change
Noti ces, Operations Menoranda), indicate if records are
to be created or collected by the program area.

I ncl ude I nformati on Managenent Handbook materials in
NPR s training prograns for policy |iaison personnel.
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Office of Public Affairs (OPA) will

Provi de technical assistance with the conpletion of the
Records Transmittal and Receipt form (SF 135).

Apply BOP-RI DS gui dance to Central Ofice Archives.

Assi st with BOP-RI DS gui dance, training, and support.

Each Division, Region, or Ofice of Primary Interest (OPl)

O

O

O

O

O

Ofi

O

Identify current and new functions where Bureau records
and information are stored but not listed in BOP-RIDS.

Submt new proposed records and information to the | MO
for evaluation and inclusion in the BOP-RI DS report.

Use the BOP-RIDS report to determ ne how |l ong to keep
paper and electronic files.

Provi de external regulatory reference citations which
govern or inpact the OPI’s records and information
retention schedul e when appli cabl e.

Use the BOP-IRH to add non-paper records (records in
conputer systens, video/audio tapes, mcrofilmfiche,
anong others), not currently listed in BOP-RIDS.

ce of Ceneral Counsel (OGC) will:

Use BOP-RIDS to determ ne di sposal schedul es for
systens of record subm ssions.

General Requirenent for Al Bureau Staff and Contractors

o)

O

O

Staff and contractors will conply with the guidelines
listed in BOP-RIDS, regarding specific Bureau records
and associ ated disposition instructions.

Use the I nformati on and Records Handbook to obtain
gui dance on information disposal activities.

Contact the pertinent Central Ofice discipline to
convey the need for changes or additions to BOP-RI DS
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6. USE OF STORAGE SERVI CES. The use of external storage
services such as FRCis now a fee-for-service operation charged
to the Bureau.

a. To nake an effective use of this and future external
storage services, staff wll |ocate and use, when avail abl e,
existing site space to store Bureau records of short-termval ue
(three years or less), as stipulated in BOP-RIDS, as mandated in
DQJ Order 2620.7 Control and Protection of Limted Oficial Use
I nformati on as anended and applicable external regul ations such
as the Privacy Act 5 USC 552a, as anended.

b. The costs for storing Bureau records at external |ocations
(FRC or private) wll be covered by a national program s cost
center in the Central Ofice. The BOP-RIDS report will showif
external storage is authorized for a given series. No
confidential staff records, such as OPFs, investigative files,
disciplinary files, medical records, OANCP records, etc., wll be
stored at a private facility unless these facilities are
certified and approved by NARA. Prior to placing staff records
in a private |location not owned or generated by the governnent,
the Bureau of Prisons will notify the Council of Prison Locals.

0 The MO may al so grant this authority in witing.

/sl
Kat hl een Hawk Sawyer
Director



