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Washington, D.C. 20240

IN REPLY REFER TG:

JAN 17 1906

Executive Secretariat
MS 4140-MIB

MEMORANDUM

To: Central Office Directors
Directors, Staffs of: Public information, Congressional & Legislative Affairs,
Indian Gaming Management and Equal Employment Opportunity
Chief, Division of Law Enforcement Services
Directors, Offices of: American Indian Trust, Audit & Evaluation,
Self-Governance and Indian Education Programs '
Area Director, Eastern Area Office

~ From: Deputy Commissioner of Indian Affairs ,/PLL,LQ.&.. & ED/)‘L‘MMQ

Subject: Change in Correspondence Control Functions of the Executive Secretariat

The Bureau's Executive Secretariat (ES) will lose two positions in the upcoming Reduction in
Force action. This will require some changes in how we handle correspondence.

This memorandum is to give you notice that effective February 5, 1996, ES will no longer
control correspondence from tribal leaders and Indian organizations. Instead, ES will forward
all correspondence from tribal leaders and Indian organizations to program offices for direct
reply at the directorate level. When policy decisions are necessary, program directors will
prepare replies for the Assistant Secretary's signature. If area/agency input is required for
final replies, transmit the information via the fax system. ES will continue to control and track
correspondence from members of Congress, Freedom of Information Act/Privacy Act requests,
and Department controlied correspondence as usual.

In addition, ES will forward other {non-controlled) correspondence from the general public,
other federal agencies, offices within the Department, and Department bulk mail to program
offices for appropriate action. The respective program directors will be responsible for
determining what action is appropriate under the circumstances. When a reply is provided by
telephone, make a record of the conversation on a Record of Telephone Response Form (5-
1627) and forward to ES. A copy of Form 5-1527 is attached for duplication and distribution
to staff.

Finally, in an effort to streamline paperwork processing, ES will compile, print, and distribute
overdue correspondence reports bi-weekly. Thank you for your cooperation in this matter.

Attachment : RECEEV ED

cc:  Assistant Secretary - Indian Affairs JAN 30 1996

- . T
TRUST FUNDS MANAGEMEN
DIV, OF QUALITY ASSURANCE



Fora 5-1527

" June 1991
BUREAU OF INDIAN AFFATITRS
Record of Telephone Response to Correspondence
Your Name: Your Phone No.
Your Office: Date:

Control No. i}
{if applicable)

Reply to Correspondence from:

Name: Phone:

Address: Date, Incoming:

Addressed to:

Brief description of information given to correspondent by telephone:

(White House referral? Be sure to indicate that the White House asked us

to call.)




¢ MAIL STOP CODE ROUTE TO TELEPHONE No.
i 4140-MIB 1A ASSISTANT SECRETARY - INDIAN AFFAIRS - 208-7163
} 2472-MIB | IIT | Director, Office of American Indian Trust 208-3338
2559-MIB IAE Director, Office of Audit and Evaluation 20B-1916
| 2548-MIB ISG Director, Office of Self-Governance 219-0240
3512-MIB OIE Director, Office of Indian Education Programs 208-6123
| 4140-MIB 100 DEPUTY COMMISSIONER OF INDIAN AFFAIRS 208-5116 I
] | 4140-M1B 101A | staff Assistant, Executive Secretariat 208-4877
500-WEBB 103 Equal Opportunity Officer : 703-235-5866
- I ABQ. 104 Facilities Management {FMCC) 505-766-2825
1340-MIB | 105 | Director, Public Information Staff 208-3711
4641-MIB 120 Director, Cong. & Legislative Affairs Staff. 208-5706 i
2070-MIB 130 Director, Indian Gaming Management Staff . 219-4068
1308-MIB 140 Chief; Division of Law Enforcement Services 208-5786

3-SIB

Alcohol & Substance Abuse Prevention

Director,

208-6188 .

From: _ - Mail Stop/Bldg
BIA Executive Secretariat . 4140-MIB

1995

May 1,

Telephone No.
- 208-4877

4

_59 :
'J.MEJH

4513-MIB DIRECTOR, OFFICE OF TRUST RESPONSIBILITIES 208-5831
4525-MIB 204 Chief, Environmental Services . 208-4791
4559-MIB 210- | Chief, Division of Water and Land Resources 208~-4004
§ 3522-MIB | 220 | Chief, Division of Real Estate - 208-7737
4545-MIB . | 230 Chief, Division of Forestry 208-6067 .
4544-MIB 240 Chief, Division of Energy and Minerals 208-3607
I 4058-MIB | 260 | Chief, Division of Transportation 208-4359
| 4603-MIB | 400 DIRECTOR, OFFICE OF TRIBAL SERVICES 208-3463
4603-MIB 405 Coordinator, Child Protection Staff 208-6858
2611-MIB |} 440 Chief, Division of Tribal Government Services- 208-7446
'310-8SIB | 450 Chief, Division of Social Services 208-2721
2525-MIB 460 Chief, Division of Housing Services 208-3671
4627-MIB 480 Chief, Division of Self-Determination Services 208-3708
4657-MIB 600 DIRECTOR, OFC. OF MANAGEMENT & ADMINISTRATION 208-4174
355-51B 300 Director, Office of Info. Resources Management 208-2813
334-SIB 660 Chief, Division of Contracting & Grants Admin. 208-2825
© 320-SIB 670 Chief, Division of Personnel Management 208-2547
[ 331-s1B 675 Chief, Branch of Persomnnel Services 208~7581
l 4616-MIB 700 Assistant Director, Fimnancial Management 208-6342
4616-MIB 720 Chief, Division of Program Dev. & Impl. 208-6181
-351-SIB | 850 Chief, Division of Management Support 208-2977
351-SIB 852 Chief, Branch of Directives & Reg. Control 208-2685
‘31-SIB |{ 880 Chief, -Division of Property Manaéement 208-2521
21-51IB B82 Chief, Branch of Property and Suf)ply Operations 208-2591
g ABQuEa|: ‘. DIRECTORFOFFICE OF:TRUST FUNDS MANAGEMENT 2| 505-766-3232."
mm
. 2528-MI_B 1200 | DIRECTOR, OFFICE OF ECONOMIC DEVELOPMENT 208-5326
2528-MIB- | 1210 | Chief, Division of Financial Assistance 208-5324
| 1458-MIB 1220 | Chief, Division of Job Placement & Training '208-2570
| 2061-MIB 1230 | Chief, Division of Indian Business Utilization 219-5256
REMARKS : o
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BUREAU OF INDIAN AFFAIRS "
WASHINGTON, D.C. 20245 . m a

IN REPLY REFER TG!:

MAY 221997

Memorandum

To: All Administration Division Chiefs

From: puty Director, Office of Administration
Subject: Correspondence to Area Offices

On several occasions, this office has received memorandums from Divisions going to the
field with a turn-around response time of one week or less. You must allow sufficient
time for internal surnaming/signature (usually twc; days for 600 and three to five days for
100) plus mail time to the addressee. We are continuously bombarded by complaints
from the field and Central Office Directors that they received requests after the due date.
If you will add additional time at the front for routing and signature, the complaints
should go away.

Your cooperation is requested and appreciated.

(U, 1) Heppoe
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United States Department of the Intesior b/
BUREAU OF INDIAN AFFAIRS
ALBUQUERQUE AREA OFFICE !
P. O. BOX 8327 RECEEVED
ALBUQUERQUE, NEW MEXICO 87138-8327

«N REPLY REFER TQ: JUL w “ 1988
230 ~ Personnel

Management BUREAU OF INDIAN AFFAIRS

JUN 271986 - TRUSLEUNS e,

Fizem, -
B T N L0 SRL) S
G I T gl o

Memorandum

To: Superintendents, Albuquerque Area
President, Southwestern Indian Polytechnic Ianstitute
President, Institute of American Indian Arts
Area Education Program Administrator
Superintendent for Education, Northern Pueblos Agency
Superintendent for Education, Southern Pueblos Agency
Superintendent for Education, Laguna Agency
Central Office West Programs
Assistant Area Directors and Branch Chiefs

From: Area Director

Subject: Changes in Signatory Authority

The attached Manual Bulletin transmits changes in signatory authority
effective March 17, 1986, due to Secretarial Order No. 3112 (copy attached).
This Order will remain in effect until published in the Departmental

Manual or until September 17, 1986.

Also, review Items 1-6, and note that correspondence previously signed by
the Assistant Secretary will now be signed by the respective Deputies.

Significant are the abolishment and establishment of mew positions with
title changes. These are to be used on all correspondence.

15 BIAM Bulletin 2, which contains previcus changes in signatory authority,
has expired and should be discarded.

If there are questions concerning the content of this bulletin, refer
them to the Bureau Controlled Correspondence Qffice (BCCO).

e o e Area Director dministratiom
Kagistant KAdmlnlStl’ﬁu.

Attachments



United States Department of the Interior
BUREAU OF INDIAN AFFAIRS .
WASHINGTON, D.C. 20245

IN REPLY REFER TO: BUREAU OF INDIAN AFFA'RS
RECEIVED - 15 BIAM Bulletin 4
ALBUQUERUQUE AREA OFFICE
Memorandum OFFICE SERVICES
To: Holders of 15 BIAM
From: Deputy Assistant Secretary - Indian Affairg (Operations)

Subject: Changes in Signatory Authority - 15 BIAM 1.3B and 1.3C

Effective the date of this bulletin, the following changes are tn be made
in the signatory authority of the Assistant Secretary and the Deputy
Assistant Secretary — Indian Affairs (Qperations), found in 15 BIAM 1.3B
and 1.3C, due to the new Secretarial Order which abolishes the position
of the Deputy Assistant Secretary - Indian Affairs (Operations) and esta-
blishes the following new positions:

- Deputy to the Assistant Secretary ~ Indian Affairs (Operations);

- Deputy to the Assistant Secretary/Director — Indian Affairs
(Indian Education Programs);

- Deputy to the Assistant Secretary - Indian Affairs (Tribal
Services); and

- Deputy to the Assistant Secretary - Indian Affairs (Trust and
Economic Development).

Please note that the previcus changes in signatory authority made in
15 BIAM Bulletin 2 are no longer 1n effect., The bulletin has expired
and should be discarded.

1. See 15 BIAM 1.3A(2)(c). The Deputy Assistant Secretary's
(Operations) reading file will be changed to read Bureau reading
file,

2. The following types of correspondence previously signed by the
Assistant Secretary will now be signed accordingly:

(a) Correspondence to state governors concerning recognition
of Indian groups as tribes within their states (15 BIAM
1.3B(1)(b)) may be signed by the Deputy to the Assistant
Becretary - Indian Affairs (Tribal Services); and

(b) Replies to Inspector General Audit Reports (15 BIAM 1.3B(1)(d)),
correspondence to the General Accounting Office (15 BIAM
1.3B(1)(e)) and correspondence to the Assistant Secretary -
Policy, Budget and Administration regarding administrative
matters may be signed by the Deputy to the Assistant Secretary -
Indian Affairs (Oper?tions).

Bulletin Expires September 17, 1986

ISR NLLSTTOE T DN AL s



15 BIAM Bulletin 4. : o _ o Page 2

2(c).

See 15 BIAM 1.3B(1)(f). Although our present Assistant Secretary's
home state 18 Oklahoma, the Deputies to the Assistant Secretary may
slgn any correspondence to Congressional delegations from this state.

See 15 BIAM 1.3B(1)(d). The Assistant Secretary will continue to
sign correspondence to other Assistant Secretarial Office heads of
the Department of Interior, including memoranda to the Solicitor's
Office requesting legal opinions. The Deputies may sign correspon-
dence to other Bureau heads in program related matters.

See 15 BIAM 1.3B(2). The Aésistant Secretary shall continue to sign
final correspondence pertaining to Committee business directed to the
following five House and Senate Committees and their subcommittees:
House Appropriations Committee; Senate Appropriations Committee;
House Committee- on Education and Labor; House Committee on Interior
and Insular Affairs and Senate Select Committee on Indian Affairs.

However, when acknowledgement letters are necesgary, the Deputies to
the Assistant Secretary or program manager may sign them.

Also, all final correspondence to these five committees on behalf of
constituents, will be signed by the Deputies to the Assistant Secre-

tary. . If acknowledgement letters are necessary, Deputies and/or the
program manager will sign them.

The following documents or correspondence are reserved for the signa-
ture of the, Asgistant Secretary or the Deputy to the Assistant Secre-
tary (Operations) only: answers to complaints or allegations of
wmisconduct by Area or C.0. Directors; directives or orders to subor—
dinate levels of the Bureau; Federal Register notices and regulatory
document- (15 -BIAM 1.3C(2)). The Deputles to the Assistant Secretary
may sign, as appropriate, answers to appeals filed under 25 CFR 2

and all RIAM issuances.

When referring to the procedures found in 15 BIAM 1.3, please change
the titles "Commissioner and Deputy Commissioner” to Deputies to the
Assistant Secretdry unless specifiec reference has been made herein
to the Deputy to the Assistant Secretary (Operations). -

Any questions concerning the content of this bulletin should be directed
to BCCO.

WZ&@A

/ﬂ Deputy Assistant Secretary
Indian Affairs (Operations)

Filing Reference: 15 BIAM 1.3

Bulletin Expires September 17, 1986




BIAM Bulletin 4
Page 3

United States Department of the Interior

OFFICE OF THE SECRETARY
WASHINGTON, D.C. 20240

ORDER NO. 3112

Subject: Reorganization of the Office of the Assistant Secretary - Indian
Affairs and the Bureau of Indian Affairs

Sec. 1 Purpose. This Order reorganizes the Office of the Assistant
Secretary - Indian Affairs and the headquarters structure of the Bureau of
Indian Affairs by abolishing the position of Deputy Assistant Secretary -
Indian Affairs (Policy) and the position of Deputy Assistant Secretary -
Irdian Affairs (Operations) in the Office of the Assistant Secretary - Indian
Affairs; establishing four new Deputies to the Assistant Secretary - Indian
affairs in the Bureau of Indian Affairs; and realigning the functions
previously assigned to the Offices of Indian Services, Trust Responsibilities,
Administration, Data Systems, Facilities Management, and Indian Education
Programs under the four new Deputies to the Assistant Secretary - Imndian
Affairs. This reorganization is done to strengthen the headquarters
management of the Bureau of Indian Affairs by giving new emphasis to the
develomment of critical policy guidance and programs most important to the
Indian community while retaining the current field structure and reporting
relationship.

Sec. 2 Authority. This Order is issued in accordance with the authority
provided by Section 2 of Reorganization Plan No. 3 of 1950. (64 Stat. 1262)

Sec. 3 Organizational Changes

a., The positions of Deputy Assistant Secretary - Indian Affairs
(Policy) and Deputy Assistant Secretary - Indian Affairs (Operations} in the
Office of the Assistant Secretary - Indian Affairs are abolished.

b. The Deputy to the Assistant Secretary - Indian Affairs
(Operations) is established in the Bureau of Indian Affairs. The Deputy to
the Assistant Secretary - Indian Affairs (Operations) is the principal Deputy
in the management of activities, programs, and functions which extend across
each directorate and is responsible for all functions, programs, and
activities assigned to the Offices of Administration, Data Systems, and

Facilities Management.

c. The Deputy to the Assistant Secretary - Indian Affairs (Tribal
Services) is established with responsibility for all functions, programs, and
activities assigned to the Office of Indian Services except those assigned to
the Division of Financial Assistance which is transferred to the Deputy to the
Assistant Secretary - Indian Affairs (Trust and Econamic Development).

d. The Deputy to the Assistant Secretary/Director - Indian Affairs
(Indian Education Programs) is established with responsibility for all
functions, programs, and activities assigned to the Office of Indian Education
Programs.

Bulletin Expires September 17, 1986




15 BIAM Bulletin 4 Page 4

e. The Deputy to the Assistant Secretary - Indian Affairs (Trust and
Ecoramic Development) is established with responsibility for all functionms,
programs, and activities assigned to the Office of Trust Responsibilities and
those of the Division of Financial Assistance assigned to the Office of Indian
Services. ' -

Sec. 4  Delegation of Authority., Authorities delegated to the Assistant
Secretary - Irdian Affairs in 205 DM and in 209 M 8 and those delegated in 10
BIAM to officials within the Bureau of Indian Affairs remain in effect.
Authorities delegated in 10 BIAM to Directors of Bureau of Indian Affairs
headquarters organizations are vested in the Deputies to the Assistant
Secretary - Indian Affairs as successor positions.

Sec. 5. Administrative Provisions. The Assistant Secretary - Indian Affairs
shall take appropriate acticn to effect the transfer of personnel, property,
and funds, as required to implement the provisions of this Order. The
Assistant Secretary shall also assure that this reorganization and changes in
delegation of authority are appropriately documented in the Departmental
Manual in accordance with Section 6 of this Order.

Sec. 6 Effective Date. This order will be effective upon signing, and the
provisions of this Order will remain in effect until published in the
Departmental Manual or until six months from the effective date, whichever is
earlier, at which time this Order will be considered obsolete.

Wit Rt Mot

Secretary of the Interior

Date: March 18, 1986

BUREAU OF INDIAN AFFAIRS Bulletin Expires Septerber 17, 1986

JUN 24 1986
Aoy
PERSONNEL.



United States Department of the Interior
BUREAU OF INDIAN AFFAIRS
WASHINGTON, D.C. 20245

iN REPLY REFER TO!:

15 BIAM Bulletin 4

March 17, 1986

Memorandum
To: Holders of 15 BIAM
From: Deputy Assistant Secretary - Indian Affairs (Operations)

Subject: Changes in Signatory Authority - 15 BIAM 1.3B and 1.3C

Effective the date of this bulletin, the following changes are to be made
in the signatory authority of the Assistant Secretary and the Deputy
Assistant Secretary ~ Indlan Affairs (Operations), found in 15 BIAM 1.3B
and 1.3C, due to the new Secretarial Order which abolishes the position
of the Deputy Assistant Secretary - Indian Affairs (Operations) and esta-
blishes the following new positioms:

Deputy to the Assistant Secretary - Indian Affairs (Operations);

Deputy to the Assistant Secretary/Director — Indian Affairs
(Indian Education Programs);

"Deputy to the Assistant Secretary - Indian Affairs (Tribal
Services); and

Deputy to the Assistant Secretary - Indian Affalrs (Trust and
Economic Development).

l

Please note that the previous changes in signatory authority made in
15 BIAM Bulletin 2 are no longer in effect. The bulletin has expired
and should be discarded.

1. See 15 BIAM 1.3A(2)(c). The Deputy Assistant Secretary's
(Operations) reading file will be changed.. to read Bureau reading
file, s¥i

2. The following types of correspondence previOusly signed by the
Asslstant Secretary will now be signed accordingly:™.

(a) Correspondence to state governors concerning recognition
of Indian groups as tribes within their states {15 BIAM-
1.3B(1)(b)) may be signed by the Deputy to the Assistant
Secretary — Indian Affairs (Tribal Services); and

(b) Repllies to Imspector General Audit Reports (15 BIAM 1.3B(1)(d)),
correspondence to the General Accounting Office (15 BIAM
1.3B(1}(e)) and correspondence to the Assistant Secretary -
Policy, Budget and Administration regarding administrative
matters may be signed by the Deputy to the Asgistant Secretary -
Indian Affairs {Operations).

Bulletin Expires September 17, 1986
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15 BIaM Bulletin 4 'Page 2

¢). See 15 BIAM 1.3B(1){(f). Although our present Assistant Secretary's
home state 1s Oklahoma, the Deputies to the Assistant Secretary may
sign any correspondence to Congressional delegations from this state.

3. See 15 BIAM 1.3B(1)(d)}. The Assistant Secretary will continue to
sign correspondence to other Assistant Secretarial Office heads of
the Department of Interior, including memoranda to the Solicitor's
Office requesting legal opinions. The Deputies may sign correspon-
dence to other Bureau heads in program related matters.

% 4., See 15 BIAM 1.3B(2). The Assistant Secretary shall continue to sign

i final correspondence pertaining to Committee business directed to the
|
|

following five House and Senate Committees and thelr subcommittees:
House Appropriations Committee; Senate Appropriations Committee;
House Committee on Education and Labor; House Committee on Interior
and Insular Affalrs and Senate Select Committee on Indian Affairs.

However, when acknowledgement letters are necessary, the Deputies- to-
the Asslstant Secretary or program manager may sign them.

Also, all final correspondence to these five committees on behalf of
constituents, will be signed by the Deputies to the Assistant Secre-
tary. If acknowledgement letters are necessary, Deputies and/or the
program manager will sign them.

5. The following documents or correspondence are reserved for the signa-
ture of the Assistant Secretary or the Deputy to the Assistant Secre-
tary {Operations) only: aaswers to complaints or allegations of
misconduct by Area or C.0. Directors; directives or orders to subor-
dinate levels of the Bureau; Federal Register notices and regulatory
document (15 BIAM 1.3C(2)). The Deputies to the Assistant Secretary
may slgn, as appropriate, auswers to appeals filed under 25 CFR 2
and all BIAM i1ssuances.

6. When referring to the procedures found in 15 BIAM 1.3, please change
the titles "Commlssloner and Deputy Commissioner” to Deputies to the
Assistant Secretary unless specific reference has been made herein
to the Deputy to the Assistant Secretary (Operationsz.

Any questions concerning the content of this bulletin should be directed

to BCCO.
/A

- . }- Deputy Assistant Secretary

Filing Reference: 15 BIAM 1.3

Bulletin Expires September 17, 1986




15 BIAM Bulletin 4 ) X
. . Page
United States Department of the Interior

OFFICE OF THE SECRETARY
WASHINGTON, D.C. 20240

CRDER NO. 3112

Subject: Reorganization of the Office of the Assistant Secretary - Indian
Affairs ard the Bureau of Indian Affairs

Sec. 1 Purpose. This Order reorganizes the Office of the Assistant

- Gecretary — Indian Affairs and the headquarters structure of the Bureau of

Indian Affairs by abolishing the position of Deputy Assistant Secretary -~
Indian Affairs (Policy) and the position of Deputy Assistant Secretary -
Indian Affairs (Operations) in the Office of the Assistant Secretary - Indian
Affairs; establishing four new Deputies to the Assistant Secretary - Indian
Affairs in the Bureau of Indian Affairs; and realigning the Tfunctions
previously assigned to the Offices of Indian Services, Trust Responsibilities,
Aministration, Data Systems, Facilities Management, and Indian Education
Programs under the four new Deputies to the Assistant Secretary - Indian
Affairs. This reorganization is done to strengthen the headquarters
management of the Bureau of Indian Affairs by giving new emphasis to the
develomment of critical policy guidance and programs most important to the
Indian coamunity while retaining the current field structure and reporting
relationship.

Sec. 2 Authority. This Order is issued in accordance with the authority
provided by Section 2 of Reorganization Plan No. 3 of 1950. (64 Stat. 1262)

Sec. 3 Organizatiomal Changes

a. The positions of Deputy Assistant Secretary - Indian Affairs
(Policy) and Deputy Assistant Secretary - Indian Affairs (Operations) in the
Office of the Assistant Secretary - Indian Affairs are abolished.

b. The Deputy to the Assistant Secretary - Indian Affairs
(Operations) is established in the Bureau of Indian Affairs. The Deputy to
the Assistant Secretary - Indian Affairs (Operations) is the principal Deputy
in the management of activities, programs, and functions which extend across
each directorate and is responsible for all functions, programs, ard
activities assigned to the Offices of Administration, Data Systems, and

Facilities Management,
. c. The Deputy to the Assistant Secretary - Indian Affairs (Tribal

" Services) is established with responsibility for all functions, programs, and

activities assigned to the Office of Indian.Services except those assigned to
the Division of Financial Assistance which is transferred to the Deputy to the
Assistant Secretary - Indian Affairs (Trust and Econamic Development} .

d. The Deputy to the Assistant Secretary/Director - Indian Affairs
(Irdian Education Programs) is established with responsibil@ty for all
functions, programs, and activities assigned to the Office of Indian Education
Programs, .

Bulletin Expires September 17, 1986




15 BIAM Bulletin 4 Page 4

e, 'The Deputy to the Assistant Secretary - Indian Affairs (Trust and

Econamic Development) is established with responsibility for all furctions,
programs, and activities assigned to the Office of Trust Responsibilities and
those of the Division of Financial Assistance assigned to the Office of Indian
Services.
Sec. 4 Delegation of Authority. Authorities delegated to the Assistant
Secretary - Indian Affairs in 205 M and in 209 DM 8 and those delegated in 10
BIAM to officials within the Bureau of Indian Affairs remain in effect.
Authorities delegated in 10 BIAM to Directors of Bureau of Indian Affairs
headquarters organizations are vested in the Deputies to the Assistant
Secretary ~ Indian Affairs as successor positions.

Sec. 5 Administrative Provisions. The Assistant Secretary -~ Indian Affairs
shall take appropriate action to effect the transfer of personnel, property,
and funds, as required to implement the provisions of this Order. The
Assistant Secretary shall also assure that this reorganization and-changes in
delegation of authority are appropriately documented in the Departmental
Manual in accordance with Section 6 of this Order.

Sec. 6 Effective Date. This order will be effective upon signing, and the
provisions of this Order will remain in effect until published in the
Depar tmental Manual or wuntil six months from the effective date, whichever is
earlier, at which time this Order will be considered obsolete.

Mot Bt et

Secretary of the Interior

Date: March 18, 1986

Bulletin Expires September 17, 1986




United States Department of the Interior

BUREAU OF INDIAN AFFAIRS
WASHINGTON, D.C. 20245

{N REPLY REFER TO:

Memorandum o : 15 RIAM Release 30

JUL 2 4 1980

~ To: Holders of 15 BIAY
o - Acting Deputy

: From: Commissioner of Indian Affairs

Subject: 15 BIAM 6 and 7 Forms Management Program and Reports Management Program

This release revises the Bureau directives on forms and reports management.
Significant changes include:

1. Transferring material from 33 BIAM to 15 BIAM in an attempt to

consolidate all the paperwork management guidelines and instructions into
15 BIAM; transferring the form, "Request for Approval of Form or Report,”
from 33 BIAM to 15 BIAM (changing the form number from 5-3301 to 5-1528).

2. Changing the format of the directive to reflect the format of the
Department’'s directive on forms and reports management and reorganizing
the material for clearer understanding.,

) Changing the numbering system of reports im conformance with the
v uirectives in 432 DM 5.6C.

4. Expanding the directives to include Department guidelines, including
non-response and challenges to reporting requirements (section 7.6);

5. Adding illustrations, including a list of Bureau Congressional reports;
6. Improving the clearance/approval matrix; and
7. Incorporating into this directive the information in 33 BIAM -Bulletin 1,

"Guidelines on Responsibilities and Procedures for Reports that are
Sent to Congress.”

1

Commissioner Indian Affairs

Filing Instructioné:

ta) Remove superseded material:

15 BIAM Table of Contents, Rel. 15-28 (Dated 11/8/79) (2 sheets)

fv) Insert new material tramsmitted:
15 BIAM Table of Contents, Rel. 15-30 (Dated 7/24/80) (2 sheets)
! . 15 BIAM 6 Forms Management, Rel. 15~30 (Dated 7/24/80) ( 4 sheets)
=" 15 BIAM 7 Reports Management, Rel. '15-30 (Dated 7/24/80) (12 sheets)

15 BIAM Illustrations 3-6, Rel. 15-30 (Dated 7/24/80) . (6 sheets)

(¢) Pen—and-ink change: .
None : ]



United States Department of the Interior ?O 6

BUREAU OF INDIAN AFFAIRS
WASHINGTON, D.C. 20245

In REPLY REFER TO:

MAY 25 1984

Memorandum

To: All Central 0ffice Directors
All Area Directors

From: Deputy Assistant Secretary - Indian Affaivs (Operationms)

Subject: Forms Clearance Procedures

A recent GAO audit report severely criticized the Bureau for using unapproved
forms for collecting information from the Bureau's public constituents. Such
information collection practices not only are prohibited by the Paperwork
Reduetion Act but also are contrary to the publicly stated policies of this
Administration, While the Bureau's policies and procedures governing the
tlearance, use, and distribution of forms is clear (15 BIAM 6 and 7, Release
30, dated July 24, 1980), it is apparent that they are being ignored by most
Central Qffice and field program officials.

This practice could place the Bureau in the untenable position of not being
able to deny program benefits to any applicant who chooses not to provide
information required by our Regulations or the BIAM. It also means that the
Bureau may lack the documentation required to support the expenditure of
appropriated funds.

The Bureau's disregard for established policies and procedures cannot

be tolerated. Requests for approval of all current information collection
requirements that have not yet been approved by the Department and the OMB
are to be submitted to the Branch of Directives and Regulatory Management
{Code 852) by June l. To determine whether your requirements have been
approved previously, contact Rae Wynn on 343-3574. Any information collection
requirement that does not have a currently valid OMB approval number (unless
OMB has granted an exception) is not approved for use and must be submitted
for clearance. Continued use of appropriated funds to collect or review
information obtained without OMB clearance of the collection instrument is
to be ceased immediately. -

After obtaining the OMB approval numbers, the Branch of Directives and

Regulatory Management will return the forms to you for printing and
distribution. You are to notify that Branch when distribution is completed.



Your notification must provide inforwation as to the number of copies provided
to each address on your distribution list and the estimated number that will
be used in each fiscal year. If th: actual number differs from the number
you estimated would be used, notify the Branch of Directives and Regulatory
Management of the actual number.

The requirements of 15 BIAM 6 and 7 apply to forms and reports used entirely
within the Bureau as well as those requiring a response from the public. In
the case of internal forms and reports, however, approval has been delegated
to the Director, 0ffice of Administration, and the form or report control
number is assigned by the Division of Management Research and Evaluation,
not the OMB. While the GAC audit report did not discuss these internal
forms, I am aware of forms currently in use which have not been approved.
You are to cease using such forms until approval and control numbers have
been obtained. Field and headquarters staff are not required to respond to
any reportinmg requirement nor to complete forms that have not been approved
and subsequently assigned a control number,

I am asking my staff to closely review correspondence prepared for my signa-
ture to identify any item which tramsmits forms or reports that do not have
the required approval. Documents so identified will be returned to the

originating office rather than be routed to me for signature

Attachment (15 BIAM 6 and 7)



BUREAU OF INDIAN AFFATRS MANUAL : 15 BIAMI.4C(3) (b)
OFFICE PROCEDUSES
Corresvcondence

(b) Field Office Procedure. In replying to a Central
Office request for a report, use telephone or telefax facilities whenever
vossible to facilitate g rapid reply. Replies must be transmitted within
Iive days of receipt of a request. Do not include replies in wulk Tail
but in separate evelopes addressed to BCCOD.

) D. Correzpondence frem the Devartment. When requests for any of
the following are made oy the Office of the Secretary, refer them *o
the Asgistant Secretary—Indian Avfairs, btefore taking action:

(1) Memoranda.
(2) Briefing materials.

(3) 11 Teports not routinely required by Departmentel Marual
instructiens.

(4) Meetings.

1.5 DTime Limits. Yhen it is not. possible te answer a letter irmedizta W,

2 2624
‘send an aclmowledgment, The final reply should follow the acknowlsdamen
as s0o0n as pessible. The icllowing table sumarizes the deadlines for
various types of correspondence (the information in raragraghs A-C is
keyed to this table):

»

.
T

(See next age for table)

A BIAM REISSUE
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EUREAU QF

INDIAN AFFATRS MANUAT,

15 BIAM 1.5 (Cont'd.)

OFFICE PROCIDURES
Corresvondence

Maximum Resvonse Times

for Correspondence

1T reply cannot be | 17 sociows
sent within eoclumn ledged,
Iype of Send Reply | 1 deadline, ac- send final
Cerrespondence within: Imewledge within: renly within:

1~
[9be

(2) Signed by Secretar— 3 days
izl Cfficer -

erarvmens Controlled

3 deys
3 days

Hdouze 2 days AGAP
{2) Congressicnal 10 days 3 days 15 days
(3) Freedca of Infor- 10 days 3 days 20 days
waticon Act
Henvests -
{4} Privacy Acs 30 days i0 days 3G days
Hdecuests
{3} Ctrer contreiled 5 days 3 days 10 dags
correspendsnce :
answersed in |
Central Gifice {e.g., i
dsguesds from heads !
of Trikal Govarmments, !
reguests Ironm
Secretary or Under-
cecretary, reguests :
from state zovernors)
30
C. N¥orn—cenirclled (with = days 10 Cays 30 days
general pudblic, other 57 days if | (5 days if
azencies, within Iorm or form or
Department) guide guide
letter atter
- is used) iz ueed) -

Release 15-28,11/8/79
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CFFICE PROCEDURES
Corr=grondence
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BUREAU OF INDIAN AFPATRS MANUAT, 15 BIAM 1.6C
O¥FICE PRCCADUR=S
Correspondence

hakg every effort to complete reports and recommendaticns before assigned
deadlines. When a report cannot be delayed, it m2y be forwarded for si;—
nature withousg recemmendations. In these cases, state in the cover mezg
the reason for delay and the projected completicn date. o

C. Resvonses ig Letters and Incuiries. 2esrond 4o all irguiriss sz3
a proolem, initiate correchive

Socn es possitle. when a ietter concerns
2ction and advise +he correspondent of the action tak

D
=]

D. Reaugsts for Policy Guidance. When requesting volicy guidance
the recuesz ina ~

01
M ci

_F - ¢
Irom the‘Gemmtss:eﬁeﬁ Or a Secretarial Offics

Temo outlining the following: De,Pu—l-~1 sé-/-. Secre 4.;-'.{
(1)

(2) The choice or cholces recommended

y

easible rolicy alternatives.

{ ) R - - .
{3) The reasors for recommending a choice or choices.

E. Coordination with
ior showing concurrenca by
file ccpy of the corresconden When an

f=]

follew one of the procedur
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(1) Nonconcurrancs Within the Rursay.

. - .
( ha e . - Il +
in the beies: a) The OTiginating office shall TENT10n he nenconcurraros
T o 1 = Tarar R4l —~ = - 3 I
1 tne oriefing parer, gi7ing the reasons for dizagreement and the - a3Cn
for not adoctinc the guzZsegt] < a4 i Ly Ll T'a D
% S A% Suzzesticns of the aoneencurring cifica.

e e s Hn(b?‘ The foneoncurring crfice should prepare
—hE W auvernative it favers, to bs alvached ic the corr
(2? Horeconcurrance Cutsids the Zirean.,  Corrces
gfgartzentxlnvolying another Zurzan snould inciude input
cureau. If we disagree with the other Rursay, wa will ore
munication the way we think it = i ! in :; gn

note to the Departmens consernin
reason for differing.

]
Ed
[#4]
=
c
)
0]
O
1)
)
{
|

D DAal4 MaT+umps Tw- Yl Ul $ 2
O;ficé.exzfiiqzJﬂatnzfﬁff?fyl:-nﬁ SoLicitor's Office. The Sclicitorts
A;:C “5 %3 uggprgvi:e‘¢esai £?v1ews; the Burean ig respongsiple for
Poiicy and program decisions inen requesting a review by the Solini

sor,

3tate clearly the voli : ey
S % ; 0%, in the Central (ffia

r?ute all correspende: ith © icitor ; Ufiice througsh the CIii -:*’
OI the Assistant 3ecreta Y—Indian Affairs. T e
Release 15-28, 11/8/79
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BUREAU OF INDIAN AFFAIRS MANUAL 15 BIAaM 2.1
CFFICE OPERATIONS
Mail and Communications Management

2.1 General. Mail Management by definition is the applica-
tion of efiicient and econcmical management techniques to
mail brocessing operations, including receiving, sorting,
opening, routing, distribution, deliver ;» control, pickup,
and dispatching of mail.

Because Bursau offices vary by location, size, and other
features which influence local mail Operating procedures,
each Buresau office is resvonsiblie for organizing and carrying
out efficient mail operating procedures to ensure the best
possible service to the Bureau operation.

.2 Guidelines. This chapter of the Bureau manual includes
equirements and major prohibitions related to mail and com-
municaticns management which should be generally followed by
all employees. Supplement 2 +o 15 BIAM, "Mail and Records
Handbook," provides additional instructions and guidelines
for personnel actually engaged in mail and communications
Rnanagement overations.

H

Mail management guidelines for ths
ing the mail management function,

brogram implementation are estaplis
Hanagement Regulations 101-11.304. Mail m
ars se th in the GSA Records Ms
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fic
S Administration. Other
ations, "Directory of Post Offices” and "Directory o
ernational Mail", and revisions nay also be needed. 7o
4ID Code reguirements, each mailroom should maintain the -latest
copy of the "National ZIP Code Directory".

2.3 fficial Mailing Indicia. ag set forth, the Bureau must
follow certain instructions concerning the use of official
mailing indicia when sending mail through U. S. Dost Office

facllities: -

A. Official mailing indicia shall be used for all offi-
clal mail sent through the y. s, Post OCffice facilities
Selsszz 23, £/1i 0T ~ BIAM REISSUE

FEBRUARY 1984



BUREAU OF INDIAN ATFATRS MANUAL 15 BIiaM 2,3B
OrriICE OPERATIONS
-Mail and Communications Management

lncludlng 2ir mail, special delivery, registered and certi-
ed mail, etg, No ther postage is required and the legand
maj not be handwritten or typewritten.

B. Self-zddressed reply cards, envelopes, or lakels
bearing the official indicia may be furnished to individuals
or firms from whom of Cficial lnformation is desired, but who
are not required by law to submit such information.

C. Official maii: ng indicia shall not be used by
employees for perscnal communication,

D. Oificial mailing indicia shall no+ De used on offi-
cial matter betwesn Fedaral agencies locatad irn the diffarant
buildings in the "lasnington, D.C., area.

2.4 Postage Costs and R2corting.  The Davﬂ nt of costal
Service ccsts Zor nancling all cZficial il dispatchzd oy
Bureau offices is based upon an agreﬂment negotiated annually
between the Department of the Intarior and the Post 0Offica
Department. The Mail ang Records Handbook explains the
reqguired reporting procedures used in the Bureau to cdetesrmine
the estimated postal sarvice costs. A saNhli:g by actual
count of mail procassed v each Bureay ozfice dispatching
mail shall be made during sach of the following one waek
Dericds:

3zd w=ek in October

15% wesk in April
sgency oifices shall submit their completed reports £o their
area level immediatesly Zcllowing esach mail sanling reriocd,
Arasa reports and other office feports shall: be promptly
submitted to the Central Office, Management Researsh. Tora
5=-1505 is designed for use in compiling this renort (sse
dandbook) .
2.5 Telephone and Telegrach Services, This area of communi-
cations is subject Ez iocal Adﬂlﬁ’SLralee decision regarding
leleass 23, £/:11/72 b
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BUREAU OF INDIAN ATFAIRS MANUAL 15 BIAM 2.6
QFFICE OPERATIONS
- Mail and Communications Management

installations, changes, cancellations, eccnomy, and e
ciency of servica. However, Part 101-35 of Federal D
perty Management Regulations prescrihe policiss and m
governing the utilization by executive agencies of te
communications services within the United States.

2.6 Limitations on Use of Telephones.

A. Use of Recording Machines. Yo offic
of the Bureau shall use machines for recordirn phon
conversations, except in those instances whers machines ars
a regular part of the operating equipment for vower dis-
Patching and similar purposes. Each such eXception shall

be subject to advance Secretarial approval. Where oved,
the recording equipment shall be operated so as
adequate notice to the parties to the call and

5

o}
~

dat
SRS A
Uq It o
1.

e are s
O

1 oct 09 W
4

snal
used only for the purpeses outlined in the statemen usti-
fication. Secretarial approval shall be secured through ths
submission of a statement describing. the natuyre o the equin-
ment to be used, provisions for ¥arning devices, the tvne c¢f
calls on which it will be used, and the Justification for
recording to the Central Office, Management Research.

B. Stenographic Monitoring of Televhone Calils. Lxcent
4s provided herein, no cificer Or employee of the Bureay
shall authorize or permit the practice of monitoring tele-
phone conversations with Persons within or outside fhe
Bureau. f, during the course of a telephone conversation,
it is necessary to racord a portion of the conversation, a
third party may be permitted to come on the line, aftey ade-
quate notice to the other Party has been given, to taia notes
on this portion of the conversation. This practice shail
be strictly limited to cdses of real need. The monitoring
shall be terminated wWith notice to the other party as scon
as this portion of the telephone call 1s completed,

C. Unauthorized Use of Bureau Telephone Facilities.
The use of official telephones tor Peérsonal calls 1s prohibite:
except in cases of fmergency where public communication facili

1

a
ties are unavailable ot where use of such facilities is ip
‘Practical. It is the TeSponsibility of the heads of of
to establish criteria which will result in compliance wit!
this policy. When unofficial calls of A emergency nature are
permitted, and these involve long distance (toll Or messags
units) charges to Government, such amounts must he recovered

oy

from the individual making or receiving the call.

Release 15~k 5/20/59
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BUREAU OF INDIAN AFFAIRS MANUAL 15 BTAM 3.1
OFFICE OPERATIONS
Records Management Program

3.1 General.

A, PLrDose and Objectives. The Bureau's overzll
records or '"paperwork management program is designad
provide for effective controls over thes creation,
bution, organization, maintenance, use, and dlepo~3

all of its records. The ob1ect1ves of records man
are:

m I} ;:‘;..

1. Assure the permanent or extended retenti
records having long-range legal, historical, adminis
and other values.

Z. Reduce the volume of Tecords by dispos
ot those of temporary wvalue.

Improve the usefulness

{4

T the records retainead.

o

1. Minimize thes cost of their maintenance

B. Authoritv. The Faderal Records Act of 1959 raguires
the head of ecaci Federal Agency to esbab14qh and mainztain
an active, continuing program for economical zand efficiznt
records management Within the agency. rrocram guidiz=lines
are established in Fedaral D“oueuv Vanaceneﬂ* Regulations
101-11.1 entitled "Fedsral Rascords aneral” Parts 1Z02-433
of the Departmental Manuzl defina the purpose, scops, znd
content of and the responsibilities for records managament
in the Department of the Interior ang delegates the responsi-
bility to the head of sach Bureau or office.

Basic Bureau instructions relga

ted to records management in
general are contained in this chapter.  Instructicns relat-
ing te specific parts 2f the records management progzram also

appear in other chapters of 15 BIAM and in 0, 33, and

BIAM. More detailed guidance is included in Supplemen
to 15 BIAM, '"Mail and Records Handbook'.

ase 15- 18 8/31/70 ) BIAM REISSUE
: : FEBRUARY 1984



BUREAU OF IHDIAN AFFAIRS MANUAL 15 BIAM 3.2
OFFICE OPERATIONS
Records Management Program

maragemens trogram is assigned to the Central Office Hznagement Hesearch
Staff. In addition to developing the trogram, the Management Research
Stalf

conducts continuing studies to meintain effective operations
ard adequate instructions, meintains lisiscn with Bureau offices and
agencies to insure complisnce with regulzaticns, and

tions and reports as necessary for effective adminis-
responsibility shall inelude the following records
ranagamant program areas: : .

1
2
4
3
T
s
g
0

Ccrrespondence (15 3TaM)
Rerorts (33 BIAM)
Forms (33 BIAM)

&

.
-
#

E 1)

. Raecrd ispositi 1

. Microfilming (15 BIAM)

. Vital Records (15 3IaM)

10. Records Availability (15 BIAM)
11. Peperwork Autcmaticn (35 BIAM
Records and Communicatisns Sarvices will provide coerating serrizes for
thne Zgadouartars 07fice, Washington, T. ., cn the following record
Tuncticas: Mail, files, »acords diszosision, records sveilspilizy,
ival as agemeny nessarch Staff will provide operzliing
4ds ménagemsnt Trogrem areas for Sha

Zach Avea Diracter is responsivls for cevelorzmens znd implsmentaition
0f The records maragement progrem within nis Area. Under normal cir-
cumsiances, the responsibility saculd ke assigned to 2h Arsa Records
Officer with functions similar %o thaose orascribed for the Central
Office Maragement Researeh Staif, ahove.
Suparintendsnts ané neads of orerating cifices are raspeasible for the
records management program on a lgoeal lsvael, This respensibiiity may
bs assigned to a lceal Records Cfficer ip larger agencies.
2+2 Mierophotozrachy. -
Autriorities end stznderds for microfilning are covered in Federal
Property Mansgerment Regulations Subpart 101-11.5, "Microfilming".

BIAM REISSUE

Release 15-18 §/31/70
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BUREAU OF INDIAN AFFAIRS MANUAL 15 BIAM 3.24
OFFICE OPERATIONS
Records Management Program

A. Restrictions. No microfilming equipment or se
vice, wheTe the cost is in excess of $1,000 may be obz:a
without prior approval of the Department's Director of
Management Operations. This limitation applies regarcless
of the source from which microfilming equipment or se vices
1s obtained. Requests to exce=d the limitation shall be

submitted to the Central Office, Management Research Sezf

iy

No microfilm project which contemplates the destruction of
the original records may be undertaken until authority for
the destruction of the records has first been obtained from
the National Archives and Records Service and the Congress,
through the Commissioner.
Prior to approval on smaller microfilm projects (less than
31,000) where Central Office and Department clearancs ars
not required, it is suggested that local administra<iva
review and evaluation clearance procedures be established
based on the guidelines found in the Mail and Records
[EhnagéaeﬁﬁjHandbook.
/8’) B.  Micro£sims o . . :

- Microrilming Service on a Reimbursable RBasis. ins
General Services Administration Provides a microrilim service
which includes preparing, indexing, and filming recerds:
inspecting fiims; and labeiing containers. 2ureau officas
are encouraged to avail themselves of this service and those
desiring to d» so should contact the appropriate GSa
regional office. i ) )

€. Legal Status. Properiy authenticated microfiim
records are generally admissable as evidence in court zctien
when gcod reason is estavlished for their substitution for
the original records.

3.2 Vital Records Program.

A. Objectives and Authority. The Continuity of Govarn
ment Program, initiated by Executive Qrder 10346, makes each
agency responsible for CATTYing out its essential functions
in an emergency. A significant element of that plan include
the deveslopment and maintenance of g4 program for the protec-
tion of vital records. Such documents incluce:
2elease 15-y, 5/29/59
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BUREAU OF INDIAN AFFAIRS MANUAL 15 BTIAM 3.3B
OFFICE OPERATIONS
Records Management Program

Records vital to the essential functions for
the duration cof the emergency (referred to as
'emergency operating records'), and

Records essential to the preservation of legal
rights and interests of individual citizens
and their Government (referred to as ""rights
and interests records').

B. Responsibility. Heads of field establishments are
responsible for the development and the operation of the
Vital Records Protection Program including specifically the
identification of Cmergency operating records and rights
and interest records. Civil Defense Emergency Operation
Plans as described in 16 BIAM for Central Office, Area
Offices, and agencies shall include information pertinent
to the following questions in developing an on-going pro-
gram to preserve and prelocate vital records:

1. In the event of a disaster, would the agency
have the required vital (operating)} records to carryv on
c¢mergency operations at alternate facilities?

2. Have the vital (rights and interests) records
been prepositioned at safe and accessible locations from

"

where they can bhe recalled, as needed, during recovery?

€. Guidelines. The overall program for protection
of vital Government records in case of emergency is set
forth in the GSA Records Management Handbook, "Federal
Vital Records Program" {FPMR 101-11). 1+t is designed to
assist Federal records officers, coordinatots, and others
concerned with emergency preparedness and suggests some
of the factors and methods that should be considered in
developing and operating vital records protection programs.
The Bureau's approach to the Vital Records program is
discussed more thoroughly in the Bureau Mail and Records
Handbook.

-Program procedures on Vital records are outlined in Federal
Property Management Regulations 101-11.7 Other instructions
are 1issued in Chapter 12 of the Department of Interior
Emergency Operations Handbook (Supplement to Department
Manual 900 DM 1) and the National Plan for Emergency Pre-
paredness published by the Office of Eme=gency Planning.

telease 13-4, 5/29/47) i BIAM REISSUE
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BUREAU OF INDIAN AFFATRS MANUAL

OFFICE OPERATIONS

Records Management Program

D. Vital Records Protac

Status Revorting., The Centxr

tion

Office is reguested by the Office

vital records drogranm status repor
energency owerating rscords (GSa £
records (GSA form 2035). Area off
idated report for their Jurisdicti

i
Pertinent informaticn callad for o

reperts covering the report period July 1

Area shall be schedulad to reach t

Appliceble guidelines to reporting on Vi
cluded in the Mail ang Records E

in

of the Secretary to submit annual
s as of June 30 in two parsys,

t

ora 2034) end rights and interast
ices will prevars a single conscl-
oz listing locations and cther

0 each report form. The ccomplsted

he Central QOffica by June 20,
tal Records Programs
andreock.

~
ars

4

3.4 Availability of Off 212l Reeo

rds.

A. Purvose. This
L= JUSE

Vrocedures zovernin
au

f th

-4

o

5

- )

5
i 3

e
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coPying of Zure
188 revisicn of ¢
strative“Procedure teo
'Freedem of NInformation

o oA
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)
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=
00
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re
Government inPormaiion
the inforrmationNcomes

the Act. Other pagti

record informeticn axg
Federal Regulations and

ch ig
- O K

)
'j l..h

&,
b g

(0

w33
Hy b
0o

vreserviang their ints i
from the public to view o obtain

autnority may be redelsfated.

2. Emplgiess direcily re
~ records shall npt disclose the con
those identiffed Interior Deveartme
nave proper’
requesis Tor access to or copi

]
the official in charge, or his des

=
=

Release 15- 18 8/31/70

R ORI 5

p—y

L
nu

L]
h

3
wilid

{anual containz r
» ard the testimeny of
mation section of
is popularly knowh

nerallsy,

Hh O

O

~

o a

=]

pey i ¥

e -
&= &

copies™NgT

sponsitl

tent o

- W

BIAM REISSUE
PEBRUARY 1984
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QFFICE OPERATIONS
Recordy NDinpasition

5.1 Purvose and ObJectives. Thigm chapter and the Rzcords
Handbook (Supolement number 5 to 15 BIAM) discuss the By
for records disposition. The cojectives of the records dispo
brogranm are to insure thet records of continuing vaius are Tr
but that records no longer of current use to the Bursau are
disposed of or retired. In carrying out its records disposi
the Bureau is requirsd to apply the standards and technique
for use ty all Federal agsncies in the Records Disnos

Records Act of 1950, GSA Federai Property Management 2e
Title § of the General Accounting Offics Menual and the Departmen
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Manual. 3Bureau operating personnel should be familiar with th
which are universally usad by Federal Agencies in carrying cut thei
records managemsnt programs. See Glossary (Tllustration i of 15 BIAM
Supolement §),

HERE

5.2 Apvlicabiiity. The standards, Preocedures, and retention Darionds
prescrited under this manyal section and hanibosk suptiersnt =nd in

the regulations cited in 5.10 below are mandatory in 211 officac of ths
3ureau of Indian Affairs.

5.2 Resvonsinility. The Central Office Divigion ¢f “anagemeni Dasesron
and Evaluation has malor r2sponsibility for directing the Buresu Drozran
and coordinating all activities #ithin the Bureau end with the Departmant
lational Archives and Records Service (JARS), Ganaral Accounting Offica
znd otvher agencies asg necessary.

A. The Ceniral Office Division of Suvvort Services nrovides racords
garvices and azsistance Lo the Washington Offics, Zastern Area, and ths
Indian Arts and Crafis Joard. The Administrative Serwicas Cantor a3
Albuguergue, H¥ew Mexico, provides records assistance to Certral 0<fica
instellations in Albuguergue, MNew Mexico, and other selactac locaiticons.,

B. Zach Area Director ig responsible for the records Cisposition
Progran within his Area. .

C. Superintendents and hesgs Of operating offices ers reszonsinla
for the records disposition Frogram on a loeal level. e responsibilinr
mey pe assigned o z loeal Records Officer ia larger agencies.
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A. Tempcorary Eecords. Records that decrsease in value with %
passage or times, to the voint whers further presarvation is not warrantagd
and which may eventually be destroyed.
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OFPICE CPRRATIOND
Records Diswpositlion

3. Permanent Records. R
retention by the Fa
or Netional Archive

ecords datermined to be worthy of pers
deral Covernment, normally by deposit in +the Reglon
8. These records may naver be destroyed.

c

Unscheduled Records. Any record or series of records for waich
ion on disposition has been made mus: be treated as vermanent
can be identified and scheduled.

¢l

}-l- IJ

D. JNonrscord Materisl. Library ead museum raterial made or acguired
end preservéd solely for reference or exhibition purposes, extra copiss
of documents preserved only for convenience of reference, and stocks of
publications and of processed documents. Nonrecord material may e
disposed of when outdated or supersedad.,

5.5 ZIyves of Disvosition dctions. Records may be removed From Bureay
custody in the following ways:

A. noans. I it is impracticedle to furnish coDles, Buragu documant

2b ia
gencies provided they ac

L The
ability and responsibility for their tirely retura %to the loaning office.
See section 4.9 of the Records Disposition Fandbcok for procasdurss to ba
followed.

3. 7Transfers. No racords may be transfarrzd cut of the Bureau's
custody (to other Federzl agencies, state, county, ete.,) withous
pricr aporoval of the Central Office, Divisicn of Managsment Hasearch and
Zvaluaticn which will obtain regquired approvals o tha Hational Arorisvas
end rlecords Sa2rvice exespt 23 follows:

(1) Trans
:
el

(2) %hen the transfer of records or furctions or boih g
required by sitatute, Exscutive Order, or Presidsntisl
reorganization plan, or by specific determinations mada

thereunder, Turther approvals are not raguirad,

C. Seale or Salvage, Largs amounts of Temperary records to be
disposed of shall normally be sold in accordznce with the established
procedures fcr the sele of surplus versonal property (FPMR 101-13, Lo2-2).
Shis inpecludes vpaper, Tilm, vlastic, or othar types of records. Seo

ection L.10 of the Records Diszpesition Handbvecok for »rocedurss io D2
followed,

ES

Release 15-27, 5/21/7:1- . L
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BUREAU OF INDIAYN AFFAIRS MANUAL 15 2TAM 5.5D
QFFICE QPERATICHS
Records Disoecsition

D. Donations for Preservaticn and Use. Records may &
some cases. (FPMR 101-11.403-2). Prior approvel of ths Centr
Division of Managsment Research and Svaluaticn is requirsd., §
4.11 of the Records Disposition Handbook for procedures to &

14
rho(
—

E. Destruction. I? valueless records carnot advantagecusly ;
g ¥
hade B

$ e T - "¢ i o,
olicy. It 1s PFuresu policy To trana:
=) = -t
2 2 sl

5.2 Disposition P

which are2 over three vears cld to the Tecerzl Rec
includes_site audit records which have been audite 2
ing Office. % also includes unaudited records if they have be
for a pericd of three years and are no longer needed at thes ace
svation for interral requirements. It is advantazecus to tra
records from Bureau storage $o Federal Reccrds Certers which
expensive and where they can be better protecied. See sechior L.
Records Dispcsition Hendbock for procsdurss.
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Exec=apiions te the above woliocy az Follows:

A. Records having a retention pericd of thrae y2ars or lz2ss yamedindin:
should noct be transierred.

B. HNomrecord material shonld not be shipved to the Fadarsl Hesards
Canter. -

C. Files which are referred to mors than cnce a mcnth ter S:1a
drawer are corsidsred to te active and me=v ha ratainad.

D. GAC records
conditions dssceribed

The Gsneral Services Administraticn - To2d UC mgxe sveEry provisico
for prempt and efficient serviecing of records placed in its custody
federal Records Centers are so located tha® ~ecords dispaichad t0 a2
requesting office will be received, in normal circumstances, withiz a
vericd of 43 hours. Every effort is mads to rendsr STECTAL relarange
service when justifisd. (Ses section L. 72 of the Records Disposition

Handbook )
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OFFICE OPERATIONS
Records Disposition

5.7 Disposition Stenda=»d. A 10% annuel disposition rate is vrescribed
a5 the minimum disposition standard for the Sureau by ths Depariment.
In addition to the prescribed 10% minimum dispesition raite, the Burezu
objective will be to effect a net reduction in the volume of records
held in our offices. The disposition rate reflects the volume of
records on hand at the beginning of each reporting meriod. All rscords

0

destroyed or transferred to the Federal Racords Centers during the
vy

eport year ars included in computing the disposition rate.
5.8 Policy on Tribal Records. In some instancas, Tribal records
{records owned oy the Tribe) may be housad by the Bur=au for convenienc
and safekeeping. If Tribal records are stored or housed by the Bursau,
some Torm of written agreement batwenn the Bureau and the Tribe
suggested to cover convenience, safekesping, end storage arrangsmanis
Such records are not Bureau records. Siatutes that govarn the nandli
of Governrment agency racords are not apolicable.

Fedaral Racords Centers are generally interested in ootaining inactivs
Tribal records tnrougn donaticn or for storage and praservation i7
oflered by a Tribe. Bureau offices are encourzs aged to advise and assic:
Tribes desiring to have their rscords sent to & Fe‘eral Records Cantsar,
Shipping and sterage arrangements involving Tridal records should be
worked out and agreed upon Tteiween the Tribe and Federal Records

Center prior to actual shipment of records.

5.9 Annual Records Report. 4s of May 31 of each year, a report on

the volume of records on hand and the volume @isposed of or transfsrrsd
during the ye is required Trom each Area Cffice, and sach agency

or other unit under direct jurisdiction of the Central O07fics, Mha
Bureaun is reguirad to prevare an annual report informing GSA, throuzh
the Department, on the total velume of records on hang in =11 offices,
The Cepartment also reguests data on volumes disposad of and transferrad
Lo Records Centers and other Federsl agencies. Sees section 5.1 af <hs

Records Disposition Handbook for procedures and forms.

.10 AJth ities. Standards, procedures and techniques for records
isposition are esteblished under the following authorities,

£ \J)

A, Records Disvosal Act of 1943. This Act provides basic
SbatquTJ authority for implementing a Federal Drograr on rscor
disgosition, defines what records are and Drovidas Icr the dispesal
f non-record material. (D=e by Usc 3301). -
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OFFICE OPERATIONS
Records Disvosition

Saction 15 of. thig Acs (44 USC 3105) prescribes that no racsrds of
the United States Government shall be alienated or destroved excent
in_accordance with tha orovisions of the Act,

Penaltv: Penaltiaz fo# the willful and unlawful dastruction, dar

1 . mag
or alienation of Fedaral Racords are conizinad in the U.S.

Criminal Code (18 USC 2071).

B. TFederal Rscords Act of 1950. This Act providss basic stat-
utory authority for implementing a Tederal program on records managa-

ment, including records disposition. It specifically assigns the
various racords management responsibilities to the General Services
Administrator and to heads of Federal agencies. (See 44 USC 2901
and 3101).

C. Federal Propertv Manamemant Reculations. Regulations whi
govern the disposition of Federal Records are established in
Property Management Regzulations 101-11.4 (issued pursuant ta provi

of section 305 (a) and 306 (b) of tha Faderal Records Act of 16530 and
J

othar Acts of Congress concerning records - 44 USC 2904 and 2903

ds Schedulas

D. General Records Schedules. The Gansral Race
/

Racer =4
issued by G8A undasr the authority of FPMR 101-11.404.2. Tha schadul
1

govern the ratantion and disposal of records common to sevaral o
Federal agencies. Their use by Government Azanciss is parmiszsiv
rather than mandatory. Tha use of the schedules is authorizad oY
Bureau,

o
fy

18]
3
]
i
th
J=

[{3]

E. G0 Manuals. (T) Title 8 of the Cenaral Accouncing
Manual containg regulations and procadures zoplicable fo tha ?
vation and disposal of fiseal and accounting records of tha Gov

51
(v
1 o

J
3
1]

..
3

(2) Records Disposal Manual, datad March 1972,

set forth ipstructions concerning Records Disposition and Ramoval of
Official Records on leaving Department.

G. 3IA Records Retearion Plang. BTA Cantr
Office Records Retantion Plang, NN-468-3 and NN-459 ¥
are issued under the authority of FPMR 101-11.4G3-1. Th
identify and describe tha types of barmanent racords
offices must eventually transfar to the Federal Records Centars ior
storage and safekaszping.,

£~
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BUREAU OF INDIAN AFFATRS MANUAL 15 BIAM 6.1

PAPERWORK MANAGEMENT
Forms Management

6. FORMS MANAGEMENT

6.1 General.

A. Purpose. : The purpose of this section is to establish policies, respon—-
sibilities, procedures, and standards for forms through a Forms Management
Program. This part complements the General Services Administration directives

on Records Management and the Department of the Interior directives on Forms
Management.

B. Authority. The Forms Management Program is authorized by 44 U.S.C.
3101-3103 (Records Management by Federal Agencies) and implementing regulations

issued in 41 CFR 101-11 (Records Management) and by the Department requirements
in DM 430 and 432,

C. Policy. It is the policy of the Bureau to control the creation and
use of forms through a Forms Management Program in order to provide for the
effective and efficient use of approved forms.

D. Objectives. The objectives of the Forms Managément Program are to:

(1) Simplify and improve systems and procedures to enable Bureau
personnel to carry out their daily operations as effectively and economically
as possible.

(2) Provide management with source documeuts to capture information
as timely, as efficiently, and as accurately as poassible.

(3) Thoroughly aralyze all proposed new or revised forms to ensure
they are essential to the management, administration, and operation of the
mission.

(4) Ensure standardization and control of data collection.

(5) Establish sound production specification to provide quality forms
that will function efficiently in the system.

1

(6) Coordinate the efforts and technical skills of functional area
specialists and form analysts.

A Ensure only approved forms are used arnd forms be desipnated at
the highest echelon possible.

Release 15-35, 9/11/86
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PAPERWORK MANAGEMENT
Forms Management (

(8) Prevent proliferation of forms and eliminate unessential forms.
(9) Prevent and eliminate the unnecessary duplication of informationm.

(10) Provide the Director of Administration with cost data on all
Bureau forms. ’

6.2 Responsibilities.

A, Division of Management Research and Evaluation. The Divisiocn of
Management Research and Evaluation serves as the Bureau's focal point for the
" forms management program. The Division of Management Research and Evaluation:

(1) Develops and issues Bureauwide instructions on the Forms
Management Program,

(2) Provides technical assistance and advice in the layout and design
of forms and related instructions.

(3) Maintains and issues a catalog of approved Bureauwide forms and
related instructions.

(4) Provides analysis and review of proposed Bureauwide forms and
related instructions.. (:‘[

(5) Obtains necessary clearances and approvals from the Department
and outside agencies for public use and interagency forms.

(6) Coordinates with stock points and acts as the central manager
of a forms control system.

(7) Maintains an official case file and a functional file of Bureau-
.wide forms. :

(8) Maintains statistics (cost and program data) on forms.

{9) . Conducts periodic review of all Bureauwide forms, and participates
in special projects to reduce, consolidate, or abolish existing forms.

B. Deputies to the Assistant Secretary — Indian Affairs, Central Office
Directors, Area Directors, Agency Superintendents, Office of Indian Education,
Education Line Officers, and Other Operating Offices. These officials shall
follow the policies, standards, and requirements of this directive with regard
to the development and control of forms within their jurisdicticn. They will;

Release 15-35, 9/11/86 _ ‘EE;
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PAPERWORK MANAGEMENT
Forms Management

(1) Ensure the effective execution of the Bureauwide Forms Management
Program policies and standards.

{2) Designate a forms control unit or coordinator to control and
coordinate forms. The responsibility should be assigped to a specific person
(usually the responsibility is assigned to the paperwork management coordinator).
The specific duties of the forms control unit/coordinator shall be to:

(a) Obtain any necessary clearances and concurrences for newly
developed or revised forms.

(b) Ensure that the intitiating office provide for the printing,
maintaining, and distributing of forms and for notifying their field counterparts,
-through the Bureau manual system, of any changes or revisions in the form.

(c) Ensure compliance with the requirements for special forms,

e.g., public use and interagency forms. See the Clearance/Approval Matrix
for Forms and Reports, Illustration 3.

Release 15-35, 9/11/86
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PAPERVORK MANAGEMENT
Forms Management

.3 Definitions.-

Bureauwide Form — a form which is limited in use to the Bureau., The form is

designated and numbered as a Bureauwide form by the Division of Management
Research and ®Evaluation.

Computer Form - a preprinted document used for computer input or output.

Experimental Form — a form used on a trial basis for a specific period for the
~ purpose of testing data as to its value to management in accomplishing objectives.
The form is automatically cancelled after six wmonths as an experimental form.

Form — any document, including letters, post cards, or memoranduns, printed or
otherwise reproduced in advance of use, with space for filling in information,
descriptive material, or addresses.

Forms Control Unit/Coordinator - any designated individual, office, or organiza-
tional entity duly authorized to implement policies, procedures, controls, and
operations in the Forms Management Progran,

Functional Case File - a file containing forms organized by use, subject, or
toplc designed to bring forms having similar purposes together for comparison
purposes in order to identify and eliminate duplication or to avoid the creation
of new forms when existing forms may serve.

Interagency Form — a form used for gathering information for a report required
by any Departmental bureau or office of any other Department or Federal agency.
The form way be (1) a form established by the Bureau which requires a response
from another government agency (external to the Department), or (2} a form/re-
portinz requirement received by an office in the Bureau from authorities exter—
nal to the Department.

Intradepartmental Form — a form used for gathering iaformation for a recurring
report requiced by a bureau or office from one or wmore other bureaus within the
Department.

Local Form — a form designed, issued, and numberadi by gne organizational segment
of the Bureau (e.g., a field office or a sirgie division) and used exclusively
by that segment.

Official Case File — a file contalning the initial request or proposal for
adoption, justificatinn, and approval of a furm or rzport: documents relating
to printing, Adistcibeoion, awd stocking: and «ay other msterial df-actly related

+o the establishmeat of a form or renort.

Optional ¥oxm — a form developed for use in twe or mora agencles and approved
by GSA for optional goverunamentwide use.

Grker Agency Form - a foim prescribed by another Federal agency and adopted
fer uvse 1n the Duredu. :

Releaze 19-30, 7-74-80 1N - _
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Public Use Form = a form which is used for gathering {nformation from ten or
more persons (othep than Federal employees).

Standard Form - a fornm preécribed bj a Federal agency and approved by GSA
for mandatory governmentwide use.

BIAM REISSUE

FEBRUARY 1984
Release 15-30, 7-24-80



BUREAU OF INDIAN AFFAIRS MANUAL 15 BIAM 6.4

PAPERWORK MANAGEMENT
Forms Management

6.4 Procedures.

A. Developing or Revising a Form. Before developing a new form or revising
an exlsting form, the initiating office should contact the Division of Management
Research and Evaluation for technical advice and assistance. The initiating
office will then proceed with the development of the form in accordance with
approved standards following the procedures set forth below.

B. Processing the Form.

(1) Submit the proposed form or revision for analysis along with
Form 5-1528, Request for Approval of Form or Report (submit in duplicate) to
the Division of Management Research and Evaluation. Form 5-1528 is included
in this part as Illustration 4.

(2) Submit the form for proper clearances and concurrences as required.
See Illustration 3, Clearance/Approval Matrix for Forms and Reports.

"(3)  The Division of Management Research and Evaluation will take the
necessary steps for the assignment of a new number and/or a revised edition date
and will forward the proposed form along with Form 5-1528 to the Director, Office
of Administration, for approval or disapproval.

(a) The numbering system adopted by the Buream is outlined as
follows: the number assigned to a form will consist of the number 5, a hyphen,
and a four- or five-digit identification number. The identification number
will include as the first two digits the BIAM classification of primary instruc~
tions related to the form, and, as the last two or three digits, a serial
designation. {Example: the form for requesting approval of forms and reports
is numbered 5-1528. The number 5 indicates a Bureau form, and the number 1528
indicates that the instructions on its use appear in 15 BIAM, Paperwork
Management, and that it is the twenty-eighth form approved related to 15 BIAM.)
Areas, apencies, or other operating officies which require forms from lower
level units may devise and affix their own numbering system. WNumbers assizned
by the Division of Management Research and Evaluation, however, must be used
at all levels.

(b) - An experimental form (a form to be used on a trial hasis)
will be processed and numbered in the sane manner as prescribed above except
that the form will he approved for a period not to exceed six months and clear-
- ance of the form will be indicated by the assignment of a Eorm number preceded
by the letter "X." For example: "Form X-4438, Expiration Date: 12/1/30."

BIAM REISSUE
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PAPERWORK MANAGEMENT
Forms Management

(4) After the form is approved or disapproved, the original of the
proposed form, along with a signed copy of the accompanying Form 5-1528, will
be returned to the initiating office, and a copy of each will be retained by
the Division of Management Research and Evaluation. Note: Bureauwide forms
that are revised because of minor changes (changes in format, design, routing,
iten arrangement, spacing, size of form or type) which do not reflect substantive
changes, will be processed as prescribed but will require only the approval of
the Division of Management Research and Evaluation. This special approval is
intended to expedite the return of the revised form to the initlating office.

BIAM REISSUE
FEBRUARY 1984
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6.5 Standards. This section sets forth Bureauwide standards for the development
and use of forms. This section reflects and complements the Department of the
Interior standards for forms as prescribed in 432 DM 2.

A. Approval Standards. A form shall he officially approved prior to its
use. See the Clearance/Approval Matrix for Forms and Reports, Illustration 3.
Speclal clearance may be required and will be requested through the Division

nf Management Research and Evaluation. Fxamples of forms which require special
clearances are:

(1) Public use forms which require Departmental clearance and OMB
approval,

(2) Interagency forms which require Departmental clearance and GSA
approval.

B. Design, Reproduction, and Distribution Standards. A form shall meet
standards of design, reproduction, and distribution.

(1) Design and Physical Characteristics.

(a) Forms shall be designed to provide users with useful, logical,
efficient, and economical end~products which facilitate actions, procedures,
operations, and documentation. The final design shall be approved by the
forms control unit/coordinator in accordance with guidance provided in the GSA
Handbook, “"Forms Design.” However, a forn may be designed on a typewriter or
by pen and ruler if final design meets the standards. A directive or other
issuance prescribing the use of a form shall be developed at the same time as
the design of the form to ensure compatibility of instructions for preparing
and using the form. Whenever possibhle, source data auntomation design will be
employed to save staffhours and machine time in the acquisition and input of
data and information planned for machine processing.

(b) TForms shall conform with basic physical standarids: loose cut
sheen, 8 1/2 x 11 inches, black ink, and white 40-pound sulphite paper. 32-pound
paper should be used if the form is printed on one side only. Forms having
other physical characteristics will be regarded as specialty forms and will
require speclal justification of their specialty characteristics. An example
of a specialty form is a form having variation in paper, ink, color, or size
and/or a form produced to fit in and operate on a specific machine.

{c) Forms shall be identified by:

(1) Form number and edition date. Numbers are coantrolled,
assigned, and registered by the Division of Management Research and Evaluation.
See scction 6.4B(3) for an explanation of the Bureauwide system for numhering
forms and assigning edition dates.

BIAM REISSUE
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§ (11) Heading. Headings will include "U.S. Department of
the Interior,” "Bureau of Indian Affairs,” and the title of the form. Forms
authorized for separate field use (area, agency, or other operating office) -
may include these headings as well as the name of the particular field unit.

(2) Reproduction, Printing, Distribution, and Stocking.

(a) Forms shall conform with basic reproduction and printing
standards which are in accordance with policies and procedures of the Depart~
ment as prescribed in 432 DM 2.

(b) Forms shall conform with basic distribution and stocking
standards. The forms control unit of the initiating office shall be responsible
for the distributing and stocking of approved forms within the unit's immediate
jurisdiction. )

C. Documentation Standards. A form shall be documented. Each forms
control unit/coordinator has responsibility Eor the documentation of approved
forms and shall establish and maintain files relating to forms under its control.

D. Administrative Standards. A form shall be proposed only when it is
determined that the form will be the most economical and efficient way to
retrieve the information needed. 1In addition, the frequency and duration of a
form shall be limited to its real need.

BIAM REISSUE
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Forms Management

6.6 References. References available as guides from GSA include the following:

A. TFederal Property }Management Regulations on Records Management (41 CFR
101-11).

B. GSA/NARS Handbooks:

(1) Forms Analysis.

{(2) Forms Design.

(3) Form and Cuide Letters.

(4) Specialty Forms.

(5) Standard and Optional Forms.

(6) Acquisition of Standard and Optional Forms.
(7) Forms Management.

These handbooks may be obtained through GSA stores.

BIAM REISSUE
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7. REPORTS MANAGEMENT

7.1 General.

A. Purpose. The purpose of this section is to provide a system for the
control, evaluation, and improvement of reporting requirements and to ensure
conpliance with applicable laws and regulations. This part complements the
GCeneral Services Administration directives on Records Management and the Depart-
ment of the TInterior directives on Forms and Reports Management.

B. Authority. The Reports Management Program is authorized by 44 U.S.C.
3101-3103 (Records Management by Federal Agencies) and implementing regulations

issued in 41 CFR 101-11 {(Records Management) and by the Department requirements
in DM 303, 430, and 432.

C. Policy. It is the policy of the Bureau to control the creation and
use of reports through a Reports Management Program and to comply with the
reports management requirements of the Department of the Interior.

D. Objectives. The objectives of the Reports Management Program are to
develop, manage, and control reports, and, specifically, to:

(1) Coordinmate reports management activities.

(2) Increase the effectiveness of reports; i.e., ensure that reports
provide useful data in an understandable form to management.

(3) Standardize and coordinate the procedures to follow in the develop-
ment of a report.

(4) Reduce and simplify reports through appropriate review and
analysis.

(5) Standardize and control the docunentation of reporté and their
related instructions.

{6) Reduce the total number, number of copies, and number of times
the report is required.
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7.2 Responsibilities.

A. Division of Management Research and Evaluation. The Division of
Management Research and Evaluation is responsible for the Bureau's reports
nanagement program. Its responsibilities include:

(1) Develop and issue Bureauwide instructions on the Reports Manage-
rnent Program.

(2) Provide technical assistance and advice in the development of a
reporting requirement.

(3) Maintain and issue a catalog of approved Bureauwide reports and
related instructions.

{4) Provide analysis and review of proposed Bureauwide reports and
related instructions.

(5) Obtain necessary clearances and approvals from the Department
and outside agencies for public use, interagency, and Congressional reports.

(6) Maintain an official case file and a functional case file of
Bu:eauwide reports.

(7) Maintain statistics (cost and program data) on reports.

(8) Conduct perledic reviews of all Bureauwide reports, at least
annually, and participate in special projects to reduce, consolidate, or abolish
existing reporting requirements.

(9) Act as the Bureau clearance officer for other than Bureauwide
reports, e.g., interagency, public use reports, etc.

B. Central 0ffice Directors. Central Office NDirectors shall follow the
policies, standards, and requirements of this directive with regard to the
development and control of reports within their jurisdiction. Central 0ffice
Directors shall: ' .

(1) Ensure the effective executlon of the Bureauwide Reports Manage-
ment Program policies and standards. This responsibility includes concurrence
by the responsible Central Office Director (Program Director) for Bureauwide
and Congressional reports. ’ '

(2) Designate a reports control unit or coordinator to control and
coordinate reports. The responsibility should be assigned to a specific person
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{(usually the responsibility is assigned to the paperwork management coordinator).
The specific duties of the reports control unit/coordinator shall be to:

"(a) Obtain any necessary clearances and concurrences for newly
developed or revised reports.

(b) Ensure that the initiating office provide for the distributing
and maintaining of the reports and for notifying their field counterparts,

through the Bureau manual system, of any changes or revisions in reportxng
requirements.

. C. Area Directors, Agency Superintendents, and Heads of Other Operating
0ffices. The above officials shall carry out a-Reports Management Program iIn
line with the policies and standards prescribed in this directive. Each officilal
shall determine the degree of control of reports within his/her juriqldiction.

As a minimum, the control will include the following'

(1)- Establish clearance and approval procedures through a reports
control unit/coordinator. - The responsibility for. program implementation should
be assigned to a specific person ‘(this responsibility is usually assigned. to
the paperwork management coordinator or to the records coordinator)

(2) Require the use of Form 5~1528 Request for Approval of Form or
Report {or the use of a similar form or procedure) which shall serve as a
means of control, an analysis tool, and a means of recording the history of,
the development’ of the reporting requirement. Form 5-1528 is included ia this
part as Illustration 4, . . o :

(3) Establish~an inventory or register of local reports.

{4) Conduct a periodic -inventory/analysis to review reporting require-
ments for possible simplification, consolidation, or abolishment.
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7.3 Definitions.

Bureauwide Report - a report which is limited in use to the Bureau. The report
is designated and numbered as a Bureauwide report by the Division of Managemeuat
Research and Evaluation.

Computer Report — a reporting requirement regarding computer input/output.

Congressional Report - a report required by Congress. A report to Congress is
defined as a recurring or single-time report required by statute or a recurring
reporting requirement levied by a Congressional committee. This definition
includes one-time requests for one-time reports received from committees of
Cougress or individual Congresspersons.

Experimental Report — a report used on a trial basis for a specific time period
for the purpose of testing data as to its value to management in accomplishing
objectives. An experimental report is automatically cancelled in six months.

Functional Case File - a file containing reports organized by use (function),
subject, or topic and designed to bring reports having similar purposes together
for conparison purposes in order to identify and eliminate duplication or to

avoid the initiation of a new reporting requirement when an existing one may
serve.

Interagency Report — a report required by any Departmental bureau or office of
any other Department or Federal agency. The report may be (1) established by
the Bureau, requiring a response from another government agency (external to
the Department), or (2) a form/reporting requirement received by an office in
the Bureau from authorities external to the Department.

Intradepartmental Report = a recurring report required by a bureau or office
from one or more other bureaus within the Department.

Local Report - a reporting requirement issued by one organizational segment of
the Bureau (e.g., a field office or a single division) and used exclusively by
that organizational segment (level).

0fficial Case File = a file containing the initial request or proposal for
adoption, justification, and approval of a form or report; documents relating

to printing, distribution, and stocking; and any other material directly related
to the establighment of a form or report.

One—time Report — a report used on a one-time basis.

Other Agency Report — a report/reporting requirement prescribed by another
Federal agency and adopted for use in the Bureau.

Public Use Report — a reporting requirement of ten or nore persons (other than
Federal employees).
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Recurring Report - a report requirement imposed on an extended, repetitive,
recurriang basis, stipulating periods, situation, or as-required submission.

Report - data or information which is transmitted for use in determining policy;
planning, controlling, and evaluating operations and performance; making adm‘_nyn
strative determinations; establishing and maintaining official records; or
preparing other reports.

Report Control Symbol - an identifying number assigned by the Department for
reports required by the Department or external organizations, e.g., GAD, White
House, GSA, OMB, etc.

Report to Congress ~ same as Congressional report.

Report Number - the Bureau identifying number assigned to a Bureauwide report.

Reporting Requirement ~ the statement, directive, or request which contains
the imposition of a report to be submitted from one official organization to
another.

Reports Control Unit/Coordinator - any designated individual, office, or organi-
zational entity duly authorized to implement policies, procedures, controls,
and operations in the Reports Management Program.

Reports Management — an organized and continuous effort to control and improve-
the quality and economy of reporting.
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7.4 Procedures and Requirements.

A. Developing or Revising a Report/Reporting Requirement.

(1) Before developing a new report/reporting requirement or revising
an existing report, the initiating of fice should contact the Division of Manage-
ment Research and Evaluation for technical advice and assistance. The initiating
of fice will then proceed with the next steps.

(2) Develop the report in accordance with approved standards.

(3) Process the report. Consider the requirements for specific re-
ports in B below.

B. Processing Specific Reports. (The reports are listed in the same order
as in the Clearance/Approval Matrix for Forms and Reports, Illustration 3.)

(1} Recurring Report.

(a) Processing: submit the proposed report/reporting requirement
and Form 5—-1528, Request for Approval of Form or Report, Illustration 4, to
the immediate supervisor, to the reports control unit/coordinator of the initi=-
ating office, and to the Central Office Director {Program Director) for concur-
rence. Forward the report and Form 5-1528 to the Division of Management Research
and Evaluation which will assign a report number and edition date and secure
necessary approval{s). See the Clearance/Approval Matrix for Forms and Reports,
Illustration 3. After the report is approved, the original of the report/

reporting requirement, along with a signed copy of the accompanying Form 5-1528,
will be returned to the initiating office.

(b) Requirements: for reports control purposes, Form 5-1528 must
be surnamed by the supervisor, the reports control unit/coordinator of the
initiating office, the responsible Central Office Director, and by the Director,
Office of Administration. The report shall be numbered by the Division of
Management Research and Evaluation {the report number shall be noted on
Form 5-1528).
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i. A number is assigned to a report hased on the requirements
prescribed in 432 DM 5.6C and according to the following Bureauwide numbering
system: the number assigned to a report will consist of four elements. Tor
exampla:

- 5=RBIA-73=(15-02)

I 1 |
First Element: indicates that the | |
report originated | |
|1
|

at a bureau level

|

l

|

|
Second Element: indicates the specific | |
bureau which originated| :
|

I

!

the report |

Third Element: indicates the fiscal year
. the report was approved

Fourth Element: indicates the Bureau's specific
identification of the report.

[
I
I
I
I
I
i
|
I
I
|
I
|
|

The fourth element relates the report to the BIAM and to other reports issued
under the manual system. This specific Bureau identification (the fourth ele-
ment) will include as the first two digits the BIAM classification of primary
instructions related to the report, a hyphen, and, as the last two or three-
digits, a serial designation. For exanple, the report, "Annual Records Report,”
is numbered 5-BIA-73-(15-02). The first two digits of the fourth and last
element, 15, indicate the BIAM classification of primary instructions-—15 BIAM,
Paperwork Management-—the directives in the Bureau manual which prescribe re-
quirements for the submission of that report. The last two digits indicate the
serial designation. 15-02 is the second report approved for that particular
directive.

Areas, agencles, or other operating offices which require reports from lower
level units may devise and affix their own numbering system. Numbers assigned
by the Division of Management Research and Evaluation, however, must be used
at all levels.

) ii., Some reports will be considered as a form as well as a
report and will, in effect, have two numbers assigned: one for the form and
one for the report. For example, the form/report,. "Annual Records Report,” is
assigned form no. 5-1510 and report no. 5-BIA~-73-(15-02). ~
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(2) Interagency Report.

(a} Processing.

i. For a report/reporting requirement imposed on the Bur-
eau by any office or agency external to the Department, submit a Form 5-1528
following the same steps as prescribed for a recurring report.

ii. For a report/reporting requirement which the Bureau im~
poses on any office or agency external to the Department, follow the same steps
as prescribed for a recurring report. At the earliest period that a require-

" ment for a new or revised interagency report is anticipated, contact the
Division of Management Research and Evauation (before submitting the formal
clearance request) so that discussions can be initiated with the Department and
with GSA/NARS.

(b) Requirements.

i. An interagency report/reporting requirement imposed on
the Bureau requires the concurrence of the pertinent Central Office Director
and the approval of GSA/NARS {which is secured by the office requiring the
report). .

- ii. An interagency report/reporting requirement which the
Bureau imposes must meet the same requirements as a recurring report. In
addition, an interagency report/reporting requirement must be approved by
GSA/NARS.

(3) Other Agency Report.

(a) Processing: submit the proposed reporting requirement and
Form 5-1528, Request for Approval of Form or Report, to the immediate supervisor
and to the reports control unit/coordinator of the initiating office. Further
clearances may not be necessary, depending on the future use and scope of the
* proposed report. A local report needs no further approval; a Bureauwide report
requires Director, Office of Administration approval.

(b) Reguirements° to be approved, a proposed other agency report
must meet the same requirements as prescribed for a recurring report except
- that if it is a local report the requirements do not apply.
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(4) Experimental Report.

(a) Processing: submit the proposed reporting requirement follow
ing the same steps as prescribed for a recurring report.

(b) - Requirements: to be approved, a proposed experimental report
must meet the same requirements as prescribed for a recurring report. An
experimental report automatically expires six months from the date of its
publication. Clearance of the report will be indicated by the assignment of a
report number as prescribed above except that the fourth element will he pre-
ceded by the letter "X." For example: "Report 5-BIA-80-(X-44-01), Expiration
Date: 12/1/81." If-the initiating office requires more time for testing the
~ report or decides to make the report a recurring one, the office must submit a
new Form 5-1528 for clearance and approval.

(5) Computer Input Report.

. (a) Processing: submit the proposed reporting requirement follow-
ing the same steps as prescribed for a recurring report.

{b) Requirements: to be approved, a proposed computer input re=
port must meet the same requirements as prescribed for a recurring report. In
addition, a proposed computer input report, by definition, requires compliance
with the directives in 33 BIAM, Computer Services-—the directives in the Bureau
manual which prescribe requirements for computer input/output.

(6) Computer Qutput Report.

(a) Processing: a proposed computer output report is exempt from
the requirements of this directive.

(b) Requirements: the proposed computer output report is exempt
from the requirements of this directive, but, by definition, the report requires
compliance with the directives in 35 BIAM, Computer Services--the directives
in the Bureau manual which prescribe requirements for computer input/output.

i
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(7) One-time Report.

(a) Processing: submit the proposed reporting requirement
following the same steps as prescribed for a recurring report.

(b) Requirements: to be approved, a proposed one-time report
nust meet the same requirements as prescribed for a recurring report except
that a one-time report does not require the approval of the Director, Office
of Administration unless the one-time report may also be defined as a Public
Use Report or as a Congressional Report, in which case there are further
requirements. ’

A reporting requirement imposed for the submission of a single report is auto-
matically cancelled after the requirement Is met.

(3) Public Use Report.

(a) Processing: submit the proposed reporting requirement follow-
ing the same steps as prescribed for a recurring report. The Division of Manage-
ment Research and Evaluation will take steps to get the necessary Departmental/
OMB clearance and approvals.

(b) Requirements: for reports control purposes, a proposed public
use report nust meet the same requirements as preseribed for a recurring report.
In addition, the proposed public use report submitted with SF=83 and a certifi-
cation statement {see 305 DM 2 Appendix 4), must be cleared through the Bureau
and Nepartment Clearance Officers and must be approved by the Office of Manage-
ment and Budget. Further, a public use report is -subject to the Privacy Act
requirements. For specific requirements relating to the Privacy Act, see 305
oM 2.:2 and 317 DM 7. For specific requirements relating to public use reports,
including requirements imposed on the collection, conpilation, and publication
of statistical data or the gathering of information on sclentific and techni-
cal manpower, see 305 DM 2..
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(9) Reports to Congress. If a new Bureau-developed form will be
used for a report to Congress, that form will require approval through the
procedures set forth in this directive; if, however, the report itself is
being submitted to Congress, that report, by definition required by Congress,
is not subject to approval or disapproval of the proposed report. Therefore,
the procedures and requirements prescribed below apply to reports that are
sent to Coungress (and considered already approved in form); the procedures and

requirements apply to the clearance of the report itself before it is submitted
to Congress.

(a) Processing: submit the report and the accompanylng transmittal
‘letter (25 copies of each) to the reports control unit/coordinator of the
initiating office, to the reports control unit/coordinator of the Program
Office, and to the Central 0Office Director (Program Director) for concurrence.
Forward the report and the transmittal letter {with copies) to the Division of
Management Research and Evaluation which will take the steps for securing the
necessary approvals (including the approval of the Director, Office of Admin-
istratrion). The Director, Office of Administration is the Bureau's coordinat-
ing and monitoring point for reports that are sent to Congress.

(b) Regquirements: a report sent to Congress and its acconmpanying
transmittal letter must be cleared through the forms control unit of the initi-
ating office and of the program office, the responsible Central Office Director,
the Bureau's monitoring point, the Department Clearance Officer, and the Depart-
ment's Office of Congressional and Legislative Affairs.

The transmittal letter which accompanies the report is directed to the person
requiring the report, and it must be signed by the Secretary of the Department,
the Under Secretary, or by the Assistant Secretary - Indian Affairs. All re~
ports to the Speaker of the House and to the President of the Senate must each

be transmitted by an original signed letter, and the name of the signing official
must be typed or stamped on the transmittal letter. This requirement applies
even though a transmittal letter is included in printed or bound reports.

The Department will assign a report control symbol to the report and to its
accompanying transwmittal letter. File copies of the transmittal letter will in-
clude the Department's report control symbol assigned to the report.

A listing of statutory and other reports required to be seat to Congress, their
Department identifying number, and the Bureau responsible code is included in
this directive as Illustration 6, "BIA Reports and Responsible Codes, based on:
Statutory and Other Reports to Congress — 305 DM 3, Appendix I.”

Specific requirements are prescribed in 305 DM .
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(10) Local Report.

(a) Processing: submit the proposed reporting requirement to the
immediate supervisor and to the reports control unit/coordinator of the initi-
ating office.

(b) Requirements: a local report is exempt from the requirements
of this directive except and unless the.local report may also be defined as a
public use or as a Congressional report.

(11) Intradepartmental Report.
(a) Processing:

i. For a report/reporting requirement imposed on the Bureau
(by any office outside the Bureau but within the Department), submit a Form
5-1528 for records purposes to the reports control coordinator of the receiv-—
ing office and to the Central Office Director. :

ii. For a report/vreporting requirement which the Bureau im—
poses (on any office outside the Bureau but within the Department), follow the
same steps as prescribed for a recurring report. The Division of Management .
Research and Evaluation will secure the necessary Departmental approvals.

(b) Requirements:

"1, * An intradepartmental report/reporting requirement imposed
on the Bureau requires the concurrence of the pertinent Central Office Director.

ii. An intradepartmental report/reporting requirement which
the Bureau imposes must meet the same requirements as a recurring report. In
addition, an intradepartmental report/reporting requirement must be approved by
the Department.
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7.5 Standards. This section sets forth Bureauwide standards for the develop=-
ment and use of reports. This sectinn reflects and conplenments the Department
standards for reports as prescribed in parts 305, 430, and 432 of the Depart—

ment Manual.

Reports that are exempt from the standards and controls of this directive are
listed in 7.6A. BSection 7.6 prescribes exceptions to procedures, requirements,
or standards; e.g., challenging reporting requirements.

A. Approval Standards. A report shall he approved prior to its use. See
the Clearance/Approval MDatric for Forms and Reports, Illustratiom 3. Special
clearances and approvals may he required and will be requested through the
Nivision of Management Research ani Evaluation. Examples of reports which re—-
quire special clearances and approvals are: :

(1) Public use reports which require Departmental cleéranca.andAOHB
approval.

(2) Interagency reports which requizre Departmental clearance and'GSA
approval. - :

(3)"Congféssional reports which require approval of the Department's
Nffice of Congressional and Legislative Affairs._ :

B. Content Standards. A report shall meet the following'basié standards:

(L) The purpose for which the report is being requested must be
clearly evident so that preparing offices can understand what use is to be
made of the data so that they can comply intelligently with the instructions.

(2) The instructions for a report must be specific and easy to under-
stand, and

(3) The instructions for the veportiag requirement or the form for
the reporting requirement must contain as a minimum the specific items listed:

(a) report title and report number.

(b) reporting offices (preparing offices), due dates, and
- reporting frequency. -

{(e) position or office te which the repor: is to be submitted
znd position or office sponsoring (requiring) the report (may be disferent
offices).

C. Design Standards. Reports shall be designed to provide nanagement
with useful, Iogical, and efficient information which will help management
perform its function and make effectiv:- Jecisions.
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If a new form will be developed for a new or revised report, develop that form

in accordance with the directives in Forms Management, section 6.0 of this
part.

The directive in the Bureau manual system requiring a recurring report must
refer to the report by title and report number and there must be a clear explana-
tion of the purpose for the report.

D. Identification Standards. Reports shall be identified by:

(1) Report number. Numbers are controlled, assigned, and
registered by the Division of Management Research and Fvaluation. See section
7.4B(1) for an explanation of the Bureauwide system for anumbering reports.

(2) Headings. Headings will include "U.S. Department of the Interior,”
"Bureau of Indian Affairs,” and the title of the report, Reports authorized
for separate field use (area, agency, or other operating office) may include
these headings as well as the name of the particular field unit.

E. Documentation Standards.

(1) Official and Functional Case Files. An official case file and a
functional case file shall be maintained for each Bureauwide report which
requires clearance through the Division of Management Research and Evaluation.
Central Office Directors, area, and agency offices shall maintain similar
files for the documentation of reports within their respective jurisdictioms.

(2) Reports and Forms Catalog. An official Reports and Forms Catalog
is maintained by the Division of Management Research and Evaluation. The
catalog is an inventory of all Bureauwide recurring forms and reports.

(3) Listing of Interagency Reports. An official listing of interagency
reports reviewed, justified, and cleared by GSA shall be maintained by the
Division of Management Research and Evaluation for reports sponsored (requested)
by the Bureau.

{4) Cost Information. A file relating to'cost -information should be
developed for each report by sponsors (requirers) of reports.

(5) Schedule File. A file or check-sheet relating to due dates
should be established and maintained by sponsors (requirers) and respondents.
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F. Administrative Standards.

(1) A report shall be proposed only when it is determined that the
report will be the most econdmical and efficient way to retrieve the information
needed. Only essential information shall be required, and it shall be gathered
with a mininum of effort and expense. In additiom, the frequency and duration
of the report shall be limited to its real need.

- {2} Requests for clearance shall be made in time to allow for adequate
review.
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7.6 Exceptions to Procedures, Reqdirements, or Standards.

A. Exempt Reports. Reports that are exempt from the standards and controls

of this directive:

' (1) A single report on a one-time basis requested by one organization
of a single respondent.

(2)  Individual transaction documents such as requisitions, pefsbnnel
actions, leases, vouchers, applications, and legal briefs.

{(3) All normal accounting documents, records and reports included in
the course of routine accounting, auditing, and budgeting activities (normally,
all documents except speclal financial reports generated on a nounrecurring
basis).

(4) “Comments requested on proposed ;exts, responses to audits and
investigations, and testimony and hearings. ' ' :

(5) Information voluntarily given, in the absence of a stated
or implied reporting requirement, in the context of such as conversatioms,
letters, telephone conversations, meetings, briefings, seminars, classes,
nominations, press releases, and duplicated information from approved reports.

(6) Reports requiredlcompletely'within an organizational level such
as a division. o : ‘

(7) Exemptions from interagency clearance procedures as specified
in 41 CFR 101-11.207-3(d).

B. Revised Reports. Bureauwide reports that are revised because of
minor changes {changes in format, scheduling, routing, due dates, ete.) which
do not reflect substaantive changes will be processed as prescribed but will
require only the approval of the Pivision of Management Research and Evalua-
tion. This spacial approval is intended to expedite the return of the re-

. vised report to the initiating office. )

C. Non-response to Reports. Officials and organizations are not re-
quired to respond to reporting requirements imposed upon them unless there is
evidence of review and approval of the report as expressed by the assignment
of a report number or control symbol.

(1) Reporting requirements received without a report number or
control symbol are referred by memorandum to the reports control unit of the
organization upon which the requirement was imposed. A co: f the memorandum
is sent to the requiring organization.
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(2) The reports control unit will determine the organization originat-
ing the report and will refer the requirement to the repotts control unit of
that organization.

(3) The reports control unit of the originating organization will
contact the originator and perform the required procedures for review and
approval (or disapproval). A report number will be assigned to an approved
report/reporting requirement.

(4) Addressees of the original reporting requirement will be advised
of the result of the review and will be notified as to whether or not they. are
requlred to subnit a report.

D. Challenge to Reports. Any official may challenge any existing approved
reporting requirement. Challenges shall be addressed by memorandum to the
originating organization within the Bureau or to the Division of Management
Research and Evaluation if the reporting requirement originated outside of
the Bureau. Documentation of the factors presented in the challenge, including
staffhours and dollar costs, shall be furnished. A copy of the memorandum
shall he furnished to the reports control unit of the challenging organization.
Justificatrion for challenging a reporting requirement could include one or
more of the followlng:

(1) Other reports submitted provide all or part of the information
required.

(2) Reporting procedures are cunbersome.
(3) Information being requested is not available.

(4) 1Information is available only at great cost or expenditure of
staffhours.

{(5) The requirement appears to have lost validity'br currency since
it was originally imposed.

(6) Information is being obtained, developed, or kept only to make
the report and is not useful to the reporting organization.

(7) 1Information 1s of questionable value or appears erroneous in the
form presented.

BIAM REISSUE
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BUREAU OF INDIAN AFFATRS MANUAL 15 RIAM 7.7
' PAPERWORK MANAGFMENT
Reports Management

7.7 References. References available as guides from GSA include the
following:

- A. Federal Property Hanagement Regulations on Records Management
(41 CFR 101-11).

B. GSA/NARS Handbook, Guide to Estimating Reporting Costs, which
may be obtained through GSA stores.

C. GSA/NARS Handbook on Reports Management is in draft form and is
expected to be published in the fall of 1980.

D. GSA/NARS Handbooks on forms are listed in section 6.6, Forms
Management, References.

Release 15-30, 7-24-80 : ' BIAM REISSUE
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Form 5-1527 15 BIAM
October 1979 : NMlustration 1

EUREAU OF INDIAN AFFAIRS

Record of Telephone Response to Correspondence *

Your nesme: Your phone no.

Tour Office: : Date:

Control No.

(if applicable)

Reply to correspondence from:

Name: ' ) Phone:
Addreas: Date, incaming
Addressed to:

Brief description of information given to correspondent by telephone:
(White Hou?e referral? Be sure to indicate that the White House asked
us to call).

Release 15-28, 11/8/7% \ . BIAR%I i?SmSl;i
LN FEBRUA.



15 RIAM
I1lustration 2

Sample of Form 5-1524

Fprm 5-1524

Dec, 1978
DEPARTMENT .JF THE INTERIOR
COMMISSIONER OF INDIAN AFFAIRS
WASHINGTON
To:

From: Commissioner's Correspondence Office

Re: Control HNeo.

Your report to ys -- or your reply to the
attached correspondence =-- should be signed
within 5 working days after receipt in

your office.

A letterhead tissue copy of the above,
bearing control number identification, should
be transmitted via "Special Attention" [Blue]
Envelope to the Central Office, Attention:
Commissioner's Correspondence Office.

Direct reply to be made
by Area Director.

Area report required for
Central O0ffice follow-up.

BIAM REISSUE
FEBRUARY 1984
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15 BIAM
Iliustration 3
Page 1 of 1 page

CLEARANCE/APPROVAL MATRIX FOR FORMS AND REPORTS

CLEARANCE/APPROVAL .
[=
(=
fr}
4
- 2]
(=] 3
This matrix is intended. 9 E’: o 5 i w
to summarize the basic Eﬁ _: r; 45 -f-"i -g
clearances and approvals g W Al wl M 5 bl
for the various types of : o g £l cn| <
forms and reports. o g - o] = ® o .
- e =] 1] ] J b ah
: oo = Y4 [\7] 8 e W
(=3} o] (] n o U b -t
Q 0 a -} U4 @ [
[ S | Ll — =% Z0 W pw] B
o =3 o W =] I =1 =
[ 3 =] o] L] . (o] E o 0 [3:] —~
e Y ¥ o8 w =1 I IR <
a O = L] [sTy &) ﬁ - [sTh E
oL Q W (&) = ksl Al = B =
=L Uy Bl o (=]
mipd W 1] aj LI ™| U =3 B TRELH o o
Q = | Q (=] —t - o~
™ 2 o il o 3 U [Ta}
= o it el [=] = o] o -
o = - w0 Q Q w |
Ll ny = o= LS ] Moo Q ip ]
m o =] (@] [4s] o - OQ 3]
E ¥ - j=F i [iH] Q el E
o [aF 0 =4 ¥ [mPRLtE g
o O [aF Q L) i Q U 4 (]
FORM _OR_REPORT i s e I i B
RECURRING X[x | XX | X X
*TNTERAGENCY X|X|X XX X X
OTHER AGENCY X1x 1% X
EXPERIMENTAL LIX XX | X X
: X
COMPUTER INPUT _ X I s X
COMPUTER QUTPUT X
ONE~TTME X{X X)X X
- X X ‘
¥PUBLIC USE X X X X X
¥REPORTS TO CONGRESS XX | XX} X X X || X
X
LOCAL X
INTRADEPARTMENTAL XX X X | X X

*requires Department and other agency approvals

BIAM REISSUE
FEBRUARY 1084
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15 BIAM
FORM 5-152B I1lustration 4
May 1580 Page 1 of 2 pages

LNITED STATES DEPARTMENT OF THE INTERIOR
Bureay of ¥ndian Affairs

REQUEST FOR APPROVAL OF FORM OR REPORT

(Sulmit in Duplicate with copy of proposed f[orm or report and related instructions) {Instructions on reverse side)

) 1. 1tem Requested {Check one) 7. Title or Description
10: Division of Management

Research and Evaluation FORM REPORT

FROM: D New D New
D Revised D Revi sed

3. Form or Report Number and Editlon|4. Due Date (Reports} 5. Regulations or Directives Requiring Submitsion of Form
gate {Revised Forms or Reports or Report
7 y)

6. Offices or Activities Required to Prepare Form or Report (Check applicable boxes)
D Central Office DAgency‘ DOther (Specify

DAres D Schools

Total Number of Copies Prepared .

7. Frequency (Check one) 8. thces which Receive Copy
DAnnual ’ DMonthly Qriginsl:
DSemi-Annual GDaHy Copies:
D Quarterly m Other [Specify )
Tota! Number of Copies Prepared e

9. Kind or Type (Check more than one uwhen applicatle) -
D Narrative " D ‘Public Use D Other [Specify )
] computer 7 O statistical

10. Explain in Detail the Need for and Use Made of This Form or Report and/or its Revision {Contmue on separate sheet if
more space is needzd)

11. Estimated StaffhoursExpended B} One Office in Compiling. |12. How Prepared (Check one}
Processing and Preparing Form or Report One Time (Include B
Feeder Reports and Source Records)} DManua] Duachir’:e

13. Source of Deta Used to Complete Form or Report.

1

FORMS OR REPORTS MADE OBSOLETE

Title or Description Disposition of Old Stock {Check if
) Applicable}

D Use Until Exhaunsted

D Deltrny'

REQUESTER (Signature and Date) ADP MANAGER (for ADP forms/reports)

14. Number and kdation
Date

MRSE USE ONLY

No, Assigned & Date
Form:
Report:

Analy -R7Surnnne &
Date)

CONCURRENCE (SUPERVISOR) CLEARANCE (Division of MR&E)

concyanence (PROGRAM DIRECTOR)

Fusctional Code CONCUNRENCE : : -apPROVAL (Signatere and Date)

: B1AM REISSUE
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15 BIAM
Illustration &
Page 2 of 2 pages

INSTRUCTIONS FOR PREPARING FORM 5-1528 (REF. 15 BIAM 6 and 7)
REQUEST FOR APPROVAL OF A FORM OR REPORT

GENERAL

Submit Form 5-1528 in DUPLICATE to the Division of Management Research and Evaluation. This
form is an application for approval and must be cleared PRIOR to publication of the directive
requiring the form or report. Ome copy of this form (and the original of the proposed form or
teport} will be returmed to the office requesting approval. When submitting Form 5~1328, please
attach any of the following items which are applicable:

A, Original and copy of proposed form or report.

B. Origipal and copy of proposed directive or imstructions which will require preparation of
the form or report. (Item 5)

C. Any additional information which is of value in determining the need for the form or report.

EXPLANATION Of ITEMS {(ITEMS NOT_LISTED ARE SELF-EXPLANATORY)

ITEM _NO,

2 - TITLE OR_DESCRIPTION. Imsert title or description as shown or described on form or report
and as referred to -in directive requiring report or form.

3 - FORM OR REPORT NUMBER AND EDITION DATE. List the previous pumber and date assigned if
request is for a previously approved report or form. :

4 - DUE DATE. Indicate datie report is to be received in reguiring office (e.g.. 1st of each
month, 10 days after close of accounting period. etc.)

5 - REGULATIONS OR DIRECTIVES REQUIRING SUBMISSION (F THE FORM ‘OR REPORT. Cite directives
and regulations,.including manuals or publications, relating to submission of the form or

report.

6 - OFFICES REQUIRED TO PREPARE FORM OR REPORT. List the types of activities or offices
which prepare the iform or report and indicate the total number of such activities
{e.g.. agencies, schools, etc.).

E - OFFICES WHICH RECEIVE A CBPY.OF FORM OR REPORT. List the offices which receive the form
or repori, Lhe number of copies Teceived by each, and the total number of copies prepared by

each reporting activity.

9 - KIND OR TYPE OF FORM OR REPORT. Indicate whether the form or report is of the following
type; .

a. NARRATIVE - a report prepared principally in pmarrative rather than statistical

format.
b. STATISTICAL - a collection of statistics for the purpose of analyzing and inter-

preting numerical data,

¢. COMPUTER - any form or report used as an input or output to the.computer.

d. PUBLIC USE - a form or report requesting information from 10 or more persons
other than Federal employees.

10 - EXPLAIN THE NEED FOR THE USE MADE OF THIS FORM OR REPORT AND/OR FOR ITS REVISION.
Show speciiic use to be made ol dala, describe aamlnxstrat!vg or other requirements which
make preparation necessary, include specific types of decisions made or action taken on
the basis of this form or report; and if form or report is summarized or used in the pre-
paration of other reports, list titles and report numbers of such reports.

11 - ESTIMATED STATFHOURS EXPENDED BY ONE OFFICE IN COMPILING. PROCESSING, AND PREPARING FORM

OR REPORT _ONE _TIME, Indicate number ol staffnours at an average preparing cifice for a
single .submission of the report. This is an estimate only. -

13 - SOURCE OF DATA USED TO COMPLETE FORM OR REPORT. List source records and feeder reports

which preparing ofiices must use in order to prepare subject form or report.

BIAM REISSUE

P FEBRUARY 1984
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15 BIAM
ILLUSTRATION 5
Page 1 of 3 pages

TYPICAL RESPONSIBILITIES OF A FORMS/REPORTS CONTROL UNIT

I. Reviewing and Evaluating a Form or Report.

A. Review the form/reporting requirement to determine:

(1) if the form/reporting requirement requires management's
clearance and approval. If it does, continue with review.

(2) if the form/reporting requirement proposed is within °
the authority of the originator. 1If the form/reporting requirement
- is not functionally related to the requiring office, coordinate
with the initiator to determine if the cognizant program office is
aware of and agrees with the request for approval of the form or
reporting requirement; '

(3) if the need for the form/reporting requirement is
evident. If the need is not evident, coordinate with the initiator
to determine if the form/reporting requirement will meet a real need
(consider what would be the consequences of doing without the form
or report). Determine if the information might be available from
another source; ' '

B. Evaluate the form/reporting requirement to determine:

(1) whether it conforms with prescribed requirements and
standards. ' )

(2) if it may be consolidated with another form or whether
a standard or an optional form or some other form may be adopted for
use. Evaluate the form/report with the object of simplifying it,
shortening it, reducing its impact, workload, and cost.

(3) whether the form/report may be adapted to automatic
data processing. If there is a possibility that the form or
report may be developed or adapted to automatic data processing
(computer input/output), the management of the form or report must
conform with 35 BIAM, Computer Services. As a minimum, contact and
coordinate with an ADP Coordinator or ADP Manager.

(4) consider whether management objectives could be met if
the form/report were required:

a. from fewer respondents.
" b. less frequently.
c. with less data or Information.
d. only upon an exceptional (situational) basis.

(5) whether the urgency and the cost is justified in relation
to the use of the data to plan or to appraise required programs.

BIAM REISSUE
Release 15-30, 7-24-80 FEBRUARY 1984
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15 BIAM
ILLUSTRATION 5
Page 2 of 3 pages

(6) whether the reporting requirement is expressed in an
official directive issued to respondents, which states clearly and
definitely whether a report is required, and:

2, Provides all reporting guidance needed in one document;
b. States what is to be reported; :
¢. Includes the purpose of the report;
d. Specifies the due dates, or reporting period, or

events or situations which fequire reporting;
e, Specifies the effective date for beginning of the report;
f. Specifically identifies offices, bureaus, officials,

or activities which will submit the report;

g« Identifies where the original and any copies will be

h. Designates the form to be used, and its source of
supply, or preseribes a form in which information is to be submitted;
) i. JIdentifies known sources of information, if any;
je« Gives clear, concisa, comprehensive instructions for
preparation and submission, including any signature required; and
k. Gites the report number assigned by the Teports
control unit.

(7) whether the total reporting syégem is structured to
facilitate easy and effective reporting through:

a. Omilssion of tramsmittal documents;

b. Elimination of negative reports;

¢. Minimization of typed narratives;

d. Effective forms design (or format) to speed preparationm,
mailing, and use;

e, Integration of cperating documents with reported
information so that duplication and dual documentation are avoided, and
management information needs are met with the least amount of information
handling;

f. Use of statistical sampling where possible;

g. Avoidance of details which are not used; and

h. Trade—off of anm older reporting system for a newer,
better one. . ‘

IT. Obtaining Clearances/Approvals.

A. Assign a form/report number and edition date.

B. Obtain the necessary clearances and approvals. The clearances
and approvals required will be determined by the kind and scope of the

-form or report.

C. Advise the initiating office of approval by sending the
approved form/report and Form 5-1528 to the initiating office.

Release 15-30, 7-24-80 _
BIAM REISSUE
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15 BIAM
ILLUSTRATION 5
Page 3 of 3 pages

II1I. Documenting the Form.

A. File the form/report and Form 5-1528 into an Official Case
File and a copy into a Functional File.

B. Log the form/report by title, number, and date into the Forms
and Reports Catalog.

C. Maintain data (cost and program) on forms and reports and,
submit analyses to management.. '

IV. Periodic Review of Forms/Reports.

A. Initiate reviews of forms/reports to determine if they are
still in use and whether the information retrieved is still necessary
for management operations/administration. Seek to reduce, consolidate,

or eliminate forms/reports. Seek reduction in workload, paperwork,
and costs.

B. Respond to requests from other authorities (e.g., NARS, the
Department) for reviews of forms/reports.

BIAM REISSUE
FEBRUARY 1984
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