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Purpose6.1.  Thischapterprovidesrecordsmanagementguidancefor
allInteriororganizationsinordertoproperlyidentify, manage,  

protect, andcontrolIndianfiduciarytrustrecords.   

Scope6.2.  Indianfiduciarytrustrecordsarecreated, managed,  
orusedbyseveralorganizationsacrossInterior (e.g., Bureauof
IndianAffairs (BIA), theOfficeoftheSpecialTrusteeforAmerican
Indians (OST), theBureauofLandManagement (BLM), Minerals
ManagementService (MMS), BureauofReclamation (BOR), theOffice
ofSurfaceMining (OSM)), aswellassomeofficesfallingdirectly
undertheSecretary (e.g., OfficeoftheSolicitor).  Theprovisions
ofthischapterareapplicableonlytoInteriororganizationsthat
create, manage, oruseIndianfiduciarytrustrecordsintheconduct
oftheirbusinessoperations.  PolicyandguidanceforIndian
fiduciarytrustrecordsunderthecustodyandcontrolofcompacted
andcontractedtribeswillbenegotiatedandissuedseparately.    

Authorities6.3.  

A. AmericanIndianTrustManagementReformActof1994 (P.L.  
103-412).  

B. 44U.S.C. 3101 & 3102FederalRecordsAct.  

C. PrivacyActof1974, asamended (5U.S.C. 552a).  

Policy6.4.  AllInteriorofficesandbureauswillevaluatetheir
recordstodetermineiftheycreate, maintainoruseIndianfiduciary
trustrecordsandensurethatallfiduciarytrustrecordsundertheir
controlareproperlyidentified, inventoried, scheduled, and
maintainedinaccordancewithbureauandOfficeofTrustRecords
OTR) recordsmanagementpoliciesandproceduresforIndianfiduciary

trustrecords.    

Objectives6.5.  Theguidanceinthischapterwillensurethat
InteriororganizationsmaintainandprotectallIndianfiduciary
trustrecordsby:  

A. Properlyidentifying, inventoryingandschedulingallbureau



andofficespecificIndianfiduciarytrustrecordsbyrecordseries
andperiodicallyreviewingandupdatingthisinventory.  

B. Establishingandmaintaininganeffectiverecordsmanagement
systemconsistingofthecreation, maintenanceanduse, and
dispositionofIndianfiduciarytrustrecordsinaccordancewith
bureau/officerecordsretention/dispositionschedules.  

C. PreservingIndianfiduciarytrustrecordsinaccordancewith
approvedDepartmentalrecordsretentionproceduresoutlinedinthe
FederalRecordsAct, 44U.S.C. Chapters21, 29, 31and33, withthe
BIA/OSTrecordsmanagementpoliciesandproceduresestablishedin
the16BureauofIndianAffairsManual (BIAM), and/orwithapplicable
uniquebureaurecordsschedulesforIndianfiduciarytrustrecords.  

D. SafeguardingIndianfiduciarytrustrecordsasrequired
undertheFederalRecordsActandthePrivacyActthataresubject
toinspectionbytheFederalcourts, theSecretaryoftheInterior,  
andtheArchivistoftheUnitedStates.  

Responsibilities6.6.  

A. TheSpecialTrusteeinaccordancewiththeSecretary=sTrust
PrinciplesshallAMaintainaverifiablesystemofrecordsthatis
capable, ataminimum, ofidentifying:   

1) thelocation, thebeneficiary, anylegalencumbrances
i.e., leases, permits, etc.), theuseroftheresource, therents

andmoniespaid, ifany, andthevalueoftrustorrestrictedlands
andresources;   

2) datesofcollections, deposits, transfers,  
disbursements, third-partyobligations (i.e., courtorderedchild
support, judgments, etc.), amountofearnings, investment
instruments, andclosingofalltrustfundaccounts;   

3) documentspertainingtoactionstakentopreventor
compensateforanydiminishmentoftheIndiantrustassets; and

4) documentsthatevidencetheDepartment=sactions
regardingthemanagementanddispositionofIndiantrustassets.@

B. TheDirector, OTR, isresponsiblefortheprotection,  
preservation, inventoryandstorageofalloftheDepartment's
fiduciarytrustrecords.  OTRwill provide:  

1) adequatepolicy, guidance, procedures, andtechnical
assistanceandtrainingtoallInteriororganizationsthatcreate,  
manage, oruseIndianfiduciarytrustrecords;   

2) overseethecoordinationofallInteriororganization=s
identificationandschedulingofIndianfiduciarytrustrecordsand
serveasacentralpointofcontactwithinInteriorforallIndian



fiduciarytrustrecordsmanagement; and

3) providetrainingandtechnicalassistancetobureaus
andoffices.  

C. Bureau/OfficeHeadsthatcreate, manageoruseIndian
fiduciarytrustrecordswillensurethatallIndianfiduciarytrust
recordsundertheircontrolareproperlyidentified, inventoried,  
scheduled, andmaintainedinaccordancewithbureau, office, and
OTRrecordsmanagementpoliciesandproceduresforIndianfiduciary
trustrecords.    

D. Bureau/OfficeRecordsOfficersshallensurethattheir
organization=sIndianfiduciarytrustrecordsareidentified,  
inventoriedandreflectedintheorganization=sNationalArchives
andRecordsAdministration (NARA) approvedrecords
retention/dispositionschedule.  Theymustalsoensurethatthe
inventoryoftrustrecordsisreviewedandupdatedregularlyto
reflectaccuraterecordsinthecustodyandcontroloftheir
organization.  

Definitions. 6.7

A. Currentrecords (alsoreferredtoasactiverecords).   
Recordsnecessarytoconductthecurrentbusinessofanofficeand
thereforegenerallymaintainedinofficespaceandequipment.  

B. DecisionTree.  Aflowdiagramdepictingadecisionprocess
fordeterminingspecificoutcomes.  Decisiontreesaretobeused
byInteriororganizationsindeterminingifarecordisorisnot
afiduciarytrustrecord.    

C. Disposition.  Theactionstakenregardingrecordsnolonger
neededforcurrentbusiness.  Theseactionsincludetransferto
agencystoragefacilitiesorFederalRecordsCenter (FRC), transfer
fromoneFederalagencytoanother, transferofpermanentrecords
toNationalArchives, anddisposaloftemporaryrecords.  (Refer
to16BureauofIndianAffairsManualandtheGeneralRecordsSchedule
GRS) fordispositioninstructions)  

D. FederalRecordsCenter (FRC).  Arecordscenteroperated
byNARA.  

E. Fiduciary. Of, pertainingto, orinvolvingonewhoholds
something (e.g., property, money) intrustforanother.  

F. GeneralRecordsSchedule (GRS).  ANARA-issuedschedule
governingthedispositionofspecifiedrecordscommontoseveral
orallagencies.    

G. Index.  Amanualorautomatedlistingarrangeddifferently
fromarelatedrecordseriesorsystemtospeedretrievalofrelevant
files.    



H. IndianTrustAssets (ITA).  ITAreferstoparticularlands,  
naturalresources, moniesorotherassetsheldintrustata
particulartimebytheFederalGovernmentforanIndiantribe, Alaska
natives, orIndianindividuals.  Somelandsorothernatural
resourcesmaybeownedbyatribeorIndianindividual, subjectto
restraintsonalienationimposedbyFederallaw.  Forpurposesof
thisdefinition, ITAincludessuchlandsorothernaturalresources.  

I. Inventory.  Adetailedlistingoftherecords (inthiscase
Indianfiduciarytrustrecords) created, managed, orusedbyan
organization.  Theinventoryspecificallyidentifieseachrecord
byname/recordseries, identificationnumber, orothertypeof
identifyinginformation.  

J. Management.  Solelyforthepurposesofdefiningafiduciary
trustrecord, anddeterminingtheassociatedrecords-preservation
obligations, managementmeansactionsthatcontrol, govern,  
administer, supervise, orregulatetheuseordispositionofITA.  

K. NationalArchivesandRecordsAdministration (NARA).  The
Federalagencythatservesasacustodianofhistoricalrecordsfor
theFederalgovernment.  ItalsoprovidesguidancetoFederal
agenciesonrecordsmanagementactivitiesandstorageforFederal
recordsatitsFRCs.  

L. Noncurrentrecords (alsoreferredtoasinactiverecords).  
Recordsnolongerrequiredtoconductbusinessandthereforeready

forfinaldisposition.  

M. Nonrecordmaterials.  U.S. Government-ownedinformational
materialsexcludedfromthelegaldefinitionofrecordsornotmeeting
therequirementsofthatdefinition.  Italsoincludesextracopies
ofdocumentskeptonlyforconvenienceofreference, stocksof
publicationsandofprocesseddocuments, andlibraryormuseum
materialintendedsolelyforreferenceandexhibition.  

N. Records.  Recordsaredefinedin44U.S.C. 3301asAincludes
allbooks, papers, maps, photographs, machine-readablematerials,  
orotherdocumentarymaterials, regardlessofphysicalformor
characteristics, usedinconnectionwiththetransactionofbusiness
andpreservedorappropriateforpreservationbyanagencyorits
legitimatesuccessorasevidenceoftheorganization, functions,  
policies, decisions, procedures, operations, orotheractivities
becauseofthefinancial, historical, informational, andlegalvalue
containedinthesedocuments.@

O. Recordkeeping.  Theactorprocessofcreatingand
maintainingrecords.  

P. RecordsManagement.  Theplanning, controlling, directing,  
organizing, training, promotingandothermanagerialactivities



relatedtothecreation, maintenanceanduse, anddispositionof
recordstoachieveadequateandproperdocumentationofFederal
policiesandtransactionsandeffectiveandeconomicalmanagement
ofagencyoperations.  

Q. 16BureauofIndianAffairsManual (16BIAM).  Themost
recentOST/BIA-issuedschedulecontainingdetailedprocedures,  
guidelines, andinstructionsnecessarytocreate,  maintainand
disposeofrecordssystematically, asrequiredbytheFederalRecords
Act.    

ProceduresforDeterminingaFiduciaryTrustRecord6.8.  Decision
treesareprovidedin Appendices1-6tothischapterforusein
determiningifarecordisanIndianfiduciarytrustrecord.  The
BureauofIndianAffairs-Appendix1, theOfficeoftheSpecialTrustee
forAmericanIndians-Appendix2, theBureauofLand
Management-Appendix3, theMineralsManagementService-Appendix4,  
andtheOfficeofSurfaceMining-Appendix5, eachhasaspecific
decisiontree.  Allotherbureausandofficesarecoveredbyageneral
decisiontree-Appendix6.  

A. Usingtheappropriatedecisiontree, eachbureauoroffice
willassessallrecordstoidentify, byrecordseries, anyandall
recordsthatmeetthetermsofthedecisiontreeandthatareIndian
fiduciarytrustrecords.  Thebureauwillalsocompleteandmaintain
awritteninventoryofallIndianfiduciarytrustrecordsbyrecords
series.  

B. Bureausandofficesareresponsibleforensuringthattheir
recordsretention/dispositionscheduleincludesaseparatechapter
orsectionclearlyidentifyingallIndianfiduciarytrustrecords
withcorrespondingretention/dispositioninstructions.  TheIndian
fiduciarytrustrecordsportionofeachbureau/officerecords
schedulemustbecoordinatedwiththeOST, OfficeofTrustRecords,  
priortocompletionandsubmissiontoNARAforapproval.    

C. Annually, attheendofeachfiscalyear, eachbureau/office
shallreassessitsrecordsandupdateitsinventoryandrecords
scheduleforIndianfiduciaryrecords.  Anupdated
inventory/schedulemustbeprovidedtotheOST, OfficeofTrust
Records, annually.     
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