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General Instructions •
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Schedule 15 Office of Refugee Resettlement (ORR) File~('
 

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

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

I. GENERAL PROGRAM ADMINISTRATION RECORDS 

JL. A. Administrative Files 

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

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

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

completed.
2. Comments on draft reports,


studies and proposals prepared by other
 
offices.
 

3. Comments on proposed

legislation.
 

4. Employee suggestion
 
evaluations.
 

5. Program and management reports,

such as overtime and staffing reports,
 
workload and production reports,

highlights, activity reports and other
 
reports prepared to submit narrative or
 
statistical data to management offices.
 
Excluded are reports specifically

identified elsewhere in this schedule or
 
Schedule 1. 

~. B. Correspondence Control Logs 

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

~. C. Working Files 

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

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

tf. D. Policy Precedent Files 

1. Policy Precedent Files 

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

2. cedent Backgr und 

ials created the 
ORR progr am p. Thes 

materials r. late to issues f eligibility 
administrativ policy and 

These doc ments include 
co pi of policy memo andums, 
cor espondence, dra s, component c ments,
b ckground studie and related ref rence 

aterials. 

~. E. Legislative Records 

1. Program Analysis Files 

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

~ . 2. Legislative Language and
 
Specification Files
 

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

C..t t1ffPermanent. lie'dew files at the close of 
each calendar year';.dTransfer records ..,hef\ 
~ I;Mon 5 years ,,1;;0 the Federal Records 
Center (FRC). Offer to the National 
ArchivesJt:1efIre 1;YieBfl;ep. ",he", 15 'ie/lfS
(NC1-47-79-8- -A-1 olcl. 

'u, \o I-!ea..-
b\~t~ 

Review fi s at the close of each 
calendar year. Destroy docume s which 
do not ave continuing rele ncy after 
2 year, •
(NC1 7-79-8-II-A-2) 

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

Review files annually and destroy
material which does not have continuing
relevance. 
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'7, 3. Background Books c.....~~ f:\e.. e.vu,,\ S '1e.CI.~' 
Binders containing material prepared for Permanent. 1Transfer to FRC when 5 years 
use by ORR officials in testifying before old. Offer to the National ArchiVeStWhen 
congressional committees on a given piece -:to years old. 

rof legislation or issue. The material File arrangement: CHi\.ofJOLOc..ILAl- j" 10 '1e..

provides background information on the On-hand volume: 1,5 LU ~-t bloe, c::s.
 
legislation or issue and an analysis of the FRC volume: No",,£.
 
implications for refugee resettlement. Annual accretion: r: r ~
 

.:::l Lu. .• -r 

'3, 4. Bill Files 

Copies of bills introduced in Congress 1. Record Copy
pertaining to refugee resettlement or Ilesl""'l wl\e.i\ :!.O ",eAr:; 0 lei,
related programs and associated background Permanegt. Off:eF &8 the National 
material. Included are copies of any ArChiveS l-d.::aeR R9 leFtgeF Heeded fOI 

introductory remarks by members of FefeFeAce. 
Congress, bill reports, analyses and cost File arrangement: LIIQol\loLOC;; ILA L 
estimates, committee reports and similar On-hand volume: IJ. Ul A-
documents. FRC volume: rvJrJ t: 

Annual accretion: 11 '-cl (:.+ 

2. Other Documents 

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

The fi es oping reg' nal troy 3~e s aftrr ate 0rap raisalperf mance pans and app aisals for when no onger nee ed, whic ver is
 
re onal per.onnel. Th e plans co sist of ner (G 1/238(5).
 
g eral el ents, staf days, tar t dates,


ravel a tangible tputs duri g the
 
fiscal ear (FY).
 

ce Plans 

formance p ns, mo Destroy 3 year~ter date o~ppraisal
related co respond ce or whe no long needed, whi hever is 

d cument' g performa e appra'sals. so soon (GRS 11 38(5». 
are profil package which e 

performanc review and ana yses
contain su orting ocumenta ion for 

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

regional per onnel. 

Cf ' H. Official Correspondence Files 

Official file copies of correspondence Permanent. Transfer to FRC 3 years after 
originating from the Office of the Director the close of the calendar year in which 
and associated background material (copies dated. Offer to the National Archives~ 
of incoming material, comments, drafts, when ~ years old. 19 teaLS SElB/~( c-,
etc. )• File arrangement: C\11ZbllloLoGlmL-' j" 10 

On-hand vol ume: ("(g UJ ~ 
'iecuFRC volume: flI ON e -

Annual accretion: }".L~ hlo(,'i:~ 
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II.	 BUDGET MANAGEMENT FILES 

10.	 A. Budget Estimate and Justification 
Files-
These files consist of budget estimates and 
associated justification statements used in 
the preparation of the annual budget
submission to the Department of Health and 
Human Services (HHS) and the Office of 
Management and Budget (OMB). Note: Part 
of ORR's budget is included in SSA's 
budge t , Included are Forms SSA-413. 
Summary of Estimates for Personal Services 
and Other Objects of Expenditure; OAAD-417. 
Worksheet for Detail of Personal Services 
by Position; SSA-419. Worksheet for Detail 
of Personal Services by Subclass; SSA-421. 
Summary of Estimates for Travel and 
Transportation of Persons; SSA-422. 
Conferences and Meetings; SSA-425. Summary
of Estimates for Transportation of Things;
SSA-426. Summary of Estimates for Rent. 
Communications and Utilities Services;
SSA-427. Estimates for Rental of Space; and 
equivalent or related documents. 

\ \. B. ORR Budget Document 

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

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

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

15 GED 
)Ui:ft .... 



• • 5 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

\1.. C. Buciget Hearing Documents 

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

\~. D. Budget Instructions and Decision 
Files 

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

14. E. Outlay Plan Files 

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

I:>. F. Mission Budget Submission 

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

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

15 GED 
#.r--

I 

Destroy when superseded or obsolete. 

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

10 GED 
ft~ 

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

10 GED 
/Ltc>-, 
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lb. G. Fifty-State Table Report 

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

H.	 es 

prepar tion an 
allo nces to 

s are rna tained y FY for 
nd progr budget and 

cons st of cor esponde e and as ociated 
tment ch ts and elated r
 

ese files provide

ligate f nds and
 

quarterl~ basis. 
maintai d by OR • 

e authori y to allot 
maintain by FY for 
and pro am budget

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

req S' and 0 's justifi 
an approval , and reI ed corres dence. 
R cord copi s are mai tained by 0 R. 

itments 
and 

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

obj ct and s object cIa sand conta'ns 
pr jections for the use of for 

er of the ~ ar , Inclu d is 
data entr. Form SSA- 73, Schedu e 

ts/Obligat'ons, or its equivalent.
The re ort is used in monitor' g budget 
exec' 

4liVORIZED DISPOSITION 

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

10 GED 

/zed--

Record py 

Destroy
(GRS-5-

years after the close the FY 

2. er Copies 

De inistrativ value ceas 

1• rd Copy 

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

Other Cop'es 

Destroy whe administra ive value ases. 

1.	 eeder Repor s 

stroy when 1 year old. 

Destroy 3 ears after the close 0 the FY 
(GRS-5-5 ). 

of data ave been 
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1'7. K. Legislative and Regulation
Reference Files 

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

III. POLICY AND ANALYSIS FILES 

I<3. A. Reports 

1. Report to Congress - Refugee
Resettlement Program 

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

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

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

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

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

resettlement; 

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

~ 7. 
~UTHORIZED DISPOSITION 

Destroy when 5 years old. 

1. Record Copy 

Permanent. Offer 99py sf eWPF8Rt Fe~eFt 
annually to the National Archives.;", 10'1eor 
File arrangement: W(,.lc:J.ILGl1o..~!W blod::s "'~" 
On-hand volume: I fi •.I'IIi 6J H-
FRC volume: [) \0 ~fAJ\S 
Annual accretion: (/~CU (-j 01&. 

2. Other Copies 

Destroy when no longer needed in current 
operations. 

http:W(,.lc:J.IL
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f. any fraud, abuse or 
mismanagement that has been reported in 
providing services or assistance; 

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

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

i. a summary of the 
information compiled and evaluated. 

2. Special Reports to Congress19. 
These are other reports required or 
requested by Congress from time to time on 
refugee resettlement program matters. 

;)..0. B. Regulations 

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

1. Actio
 
(Program Instruc
 

Record copies of formal 
containing R instruc States 
These tra mi ttals re uire on 
program atters. y may dea with an 
progr topic. Th action tr nsmi ttal 
inclu e the subj t, regula on refer 
pro am applica lity with any attac 
rated issua es, effect ve date a d 

ction r-equln d. 

1. Record Copy 

Permanent. Tf"8Hsfet'" te FRG '.lAeR S yeaFs 
~. Offer to the National ArChives, when 
10 years old. J' 
File arrangement: e.V1WYlO I\) 'I< c ' 10 ~e"-.... ..
On-hand volume: .3 c,« ~ J .bloc.l's 
FRC volume: "'oNf 
Annual accretion: .35w ~1 

2. Other Copies 

Destroy when no longer needed for 
administrative purposes. 

f8FmaR8Rt. Transfer to FRC 10 years after 
publication in the CFR. Gff8F te t.llelle$\~ 
NatiQRal AF9AiY8S when 15 years old. . 
File arrangement: ~ I~c" ,,--0 
On-hand volume: '3 u..v t:.! I 
FRC volume: Nvf'.l<-
Annual accretion: •35 eu.,,~ . 

1. Copies 

en no nger
Offer to 

Destroy ded or 0 soleted. 
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uances 
e and p ogram 
to Sta es. 

transmi als may over a 
pr gram top' • Rec 

numbered ser ies 

C. ORR Operating Systems Files 

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

1. Machine Readable Records 

a. Master Files - Refugee Data 
System 

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

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

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

1• 

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

ded or 0 soleted. 

1. Master File 
~el""'<l.I\~I\-t.
 
l)iB~9BitieR Aet 8t:1thsf'izee at this tittlE.
 
Offer duplicate of master file to the 
National Archives every ~ years. 

2. Processing Tapes 

Return to service 90 days after update of 
master file. 

1. Master .Destr-o,,\ ....File UlL-.e.o..'le""-1 
v.se. (leASes. 

9ispesit;iefl 88t; 8t1tfi6rized 815:thi~ bime. 
Grrep aH~lie8te of mesieF file t8 the 
WatiQRaJ. A:F8i=li'les €u SF) 5 yeal s. 

2. Processing Tapes 

Return to service 90 days after update of 
master file. 



DESCRIPTION, RECORDS 

c. Processing Files 

.1.3 . (1) Input/Source File 
. . 

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

(2) Reject File 

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

2. Input Source Documents 

a. American Council of

cZS. Voluntary Agencies (ACVA) Form 1
 

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

b. ICM "Nominal Rolls" Form 

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

c. Permanent Resident Alien~7. Data Collection Forms 

This file consists of Immigration and 
Naturalization Service Form 1-643, Health 
and Human Services Statistical Data, as 
well as superseded Form I-485(c),
Demographic Data to Accompany Application 
for Creation of a Record of Lawful 
Admission for an Indo-China Refugee, or 
their equivalents. The forms are completed
when the refugee has acquired permanent 
resident alien status. 

10.•AUTHORIZED DISPOSITION 

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

Retain for 30 days after ver ification of 
acceptance. 

I 
!' 81dM811t. Transfer to FRC when 1 year,
old. Bcret eo nationsl l\t ehi: ;es tlRan 
19 yesI8 oid.l)esho~ w~,,;).S '1....... 01&. 
File arrangement: 15'/ PDi-(' Of t~rtJ ~lN 
On-hand volume: 3q L".aD".,,,,,Ut.L~

Lub. L I;~e..~FRC volume: ruilC\l e.
 
Annual accretion: 12 WLb.L b~
 

,
Transfer to FRC when , year,

old. Offep '68 II '1;- Lal Archjves l'Aen 
~9 )eal S o:W. i:lesItoo.t wj.ef\ .:2.S 'ie4.t:!:> 01&.
 
File arrangement: L~Q.D':'DLO". fA L-
On-hand volume: t. 0 t...J~" !\uf
 
FRC volume: Nolll~
 
Annual accretion: I?- c...u~. c ~
 

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



• • 11. 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

3. Processing Documents• 
a. Transaction (Utility)

Reports 

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

b. Correction Form 

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

30. c. Acceptance Report 

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

IV. OPERATIONAL FILES 

A. Financial Files 

3\. 1. Project Officer's Contract 

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

~. 2. Annual Plan of Proposed
Contract Evaluation Files 

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

Destroy 6 months after data have been 
reentered. 

Destroy 1 month after data entry. 

Destroy 6 months after data have been 
reentered. 

Destroy 2 years after expiration of the 
contract. 

Destroy when 3 years old. 



... 12. 

DESCRIPTI~N ~RECORDS AUTHORIZED DISPOSITION 

•	 Copie purch se orders nder $10, 00 and Destr}y 3 y/ars af+i fin~ pa.-int
rela ed supor ng docume s (requi ti;!OS' (GRY.3.4·i2)). r / I"" 
re iving re rts, etc.. Includ are
 
c pies of F rm SF-147 Order for Supplies
 
and Servi s, or its equivalent The
 
document are main ined in p chase or er
 
number quence .'
 

B. State Plans and Performance
 
Reports
 

33. 1. State Plans 

~li&aReRtThese are files of the plans submitted by GED FmaRQR ,--~aR~~eF_to_FBC_~D_¥ears_after
the States for participation in the refugee Dest~1't,,~QFm,i,Rat.iQR-QF-~uper~es~j,oA_o~_the
resettlement program. The State plan ag,J:~eIRQRt... Sf:FeF te iRe IJaiieRal t.FeR~ 
provides assurances for compliance with the 10 ~~ years after termination or 
regulations of the program. Additionally, GED supersession.
the plan reflects how the State will meet ~~~File arrangement:
the needs of refugees within its On-hand volume: 
jurisdiction by providing services and FRC volume: 
assistance and may include, but is not Annual accretion: 
limited to, case assistance, medical 
assistance, social services, education and 
health screening. The States are 
reimbursed by ORR for costs incurred in 
administering the refugee resettlement 
program • 

2. State Administered Grant Files 

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

3. State Performance Reports35. 
These reports are prepared by ROs and 1. Quarterly and Periodic Reports
States. Quarterly, annual and other 
periodic reports from ROs, States and Destroy when 3 years old. 
possessions pertaining to financial 
assistance, including estimated and actual 2. Annual Reports
expenditures for program information on 
case load. Destroy when 5 years old. 



DESCRIPTION. RECORDS 

C. Categorical Grant Files 

.3~. 1. Annual National Discretionary
Funds Plan Files 

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

2. Categorical Grant Files37. 
Grants made in support of an individual 
project in accordance with legislation
which permits a grantee agency to 
administer such grants. The file includes 
the ORR program announcement, State 
proposals and official file copies of 
application evaluation documentation and 
correspondence. 

3. On-Site Reports and State 
Reports 

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

D. Program Monitoring Guidelines39. 
This operating manual containing
instructions and/or procedures is prepared 
by ORR's Central Office for the ROs in 
monitoring the State administered programs.
Additionally, the guidelines are used tc 
assist the State in self-monitoring. 

13. 
• AUTHORIZED DISPOSITION 

Destroy 18 months after close out of the 
grant. 

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

1. Record Copy 

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

2. Other Copies 

Destroy when no longer needed for 
reference. 

1. Record Copies 

Permanent. Offer to the National Archive,
in 5 yesf' ifief'elllefi\;". (0 'ie ..e- .b10C!.i:swne. ..... 
File arrangement: " 01A Ie 'ie ..~ 01.&. 
On-hand vol ume: I Il\ "-,,,,-...Jl - I. 0 f f 
FRC volume: IJ fA. 
Annual accretion: NIp.. 
2. Other Copies 

Destroy upon obsolescence or 
supersession. 



•••• 14. 
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION•40. E. Case Files 

• 
These case files on individual Destroy 5 years after receipt of final 
unaccompanied minors contain correspondence progress report.
with ORR ROs, the Department of State,
public and private volunteer agencies,
relatives of the refugees and others. The 
files contain periodic progress reports
from the sponsoring agency. Additionally,
the files may contain such information as 
name and address of refugee,. mother's given
name, date of birth, alien or social 
security number and sponsor.

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

Alphanumeric subject files relating to the Transfer to FRC. Destroy May 1994. 
administrative and program aspects of the 
Cuban-Haitian program. The files consist 
of correspondence, memorandums, reports,
reference materials and legislation. They
deal with privacy issues, provider agency
participation and documentation of funding,
housing, education and other related issues 
pertaining to providing financial 
assistance to the entrants. This material,
however, is not part of the contract file. 

per~ent/The n~ap0 h~J{b~ 
was ~es~~d in7the·rio~ AyChives.

ription y
s publi ed 


