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Attachment

Rec.s Retention and Disposal Sched.

Ltem.

1.

MRM 07

Schedule 15 Office of Refugee Resettlement (ORR) Fileéﬂ

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 breoad range of assistance and services to

refugees,

DESCRIPTION OF RECORDS

I. GENERAL PROGRAM ADMINISTRATION RECORDS

A. Administrative Files

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

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

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

3. Comments on proposed
legislation.

4., Employee suggestion
evaluations.

5. Program and management reports,
such as overtime and staffing reports,
workload and production reports,
highlights, activity reports and other
reports prepared to submit narrative or
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
controlled correspondence.

C. Working Files

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

AUTHORIZED DISPOSITION

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

Note: Documents in the files that require
additional action or that relate to
ongoing projects may be retained for

2 years after the actlion or project is
completed.

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

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



DESCRIPTION OF RECORDS

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

D. Policy Precedent Files

1. Policy Precedent Files

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

2. Policy Epé&edent Backgndégd

the
Thes
f eligibility

and related reférence

background studie
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.

2.

AUTHORIZED DISPOSITION

Cuct agg:
Review files at the close of

each calendar year., Transfer records whéen
oddar then 5 years)to the Federal Records
Center (FRC). Offer to the National

Permanent.

Archivespie=years—thereaftor. when 15 vears
(NC1-H47- 79:33TT-A-TT] sld.

n \Ot.le.u.u-
blecks

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

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



DESCRIPTION OF RECORDS

3. Background Books

Binders containing material prepared for
use by ORR officials in testifying before
congressional committees on a given piece
of legislation or issue. The material
provides background information on the
legislation or issue and an analysis of the
implications for refugee resettlement.

4, Bill Files

Copies of bills introduced in Congress
pertaining to refugee resettlement or
related programs and associated background
material. Included are copies of any
introductory remarks by members of
Congress, bill reports, analyses and cost
estimates, committee reports and similar
documents.

F. Rgﬁional Hd?k Plans

G. sPerformagnce Plans
(for QEGeral Mahagers)

regional pergonnel.

H. Official Correspondence Files

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

-
o .

AUTHORIZED DISPOSITION

Cutag £ile every 5 years.
Permanent.,lTransfer to FRC when 5 years
cld. Offer to the National Archivesgiwhen
<10 years old. T
File arrangement:
On-hand volume:
FRC volume:
Annual accretion:

in IO L\cd-l"
blects

CHADMDLDG 1AL

||5 L é**'

Vo E
o5 . Y

1. Record Copy

Desiroy when 20 yeass old. .
Archives when-ne—tengep-reeded—for
referepce.

File arrangement: [I'QoNoloG iea L
On-hand volume: {J ru G+

FRC volume: Nan

Annual accretion: H ecu &

2. Other Documents

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

troy 3 yeagrs after date of appraisal
when no Yonger needed, whichéver is
sooner (GRS 1/23a(5)).

Destroy/3 years ter date of dppraisal
or whey no long needed, whighever is
soon (GRS 1/Z3a(5)).

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

when years old. y
File arrangement: CW&snpio&ichl

On-hand volume: G tw ™ I:a:-o
FRC volume: nNone 1
bloeks

Annual accretion:

A.2b
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DESCRIPTION OF RECORDS AUTHCRIZED DISPOSITION

IT., BUDGET MANAGEMENT FILES

A. Budget Estimate and Justification

Files
These files consist of budget estimates and Transfer toc FRC 5 years after close of
associated justification statements used in budget year. Destroy when 15 years old.

the preparation of the annual budget
submission to the Department of Health and
Human Services (HH3) and the Office of
Management and Budget (OMB). Note: Part
of ORR's budget is included in SSA's
budget. Included are Forms S3A-413,
Summary of Estimates for Personal Services
and Other Objects of Expenditure; CAAD-U17,
Worksheet for Detail of Personal Services
by Position; S3A-419, Worksheet for Detail
of Personal Services by Subclass; S3A-U21,
Summary of Estimates for Travel and
Transportation of Persons; SSA-422,
Conferences and Meetings; S3A-U425, Summary
of Estimates for Transportation of Things;
S3A-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 i3 submitted Cut off file after 5 years and transfer

directly to HHS and OMB and outlines to FRC. Destroy when ¥& yvears old.
sition, staff power and fundin 15 GED

po po g A

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.
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13.

4.

|S. F.

DESCRIPTION OF RECORDS

Budget 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 Decisicn
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.

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 correspondence. The reports
contain information on initial, cumulative
and monthly outlays, impact of
congressional action, impact of OMB

ad justments, impact of HHS adjustments and
revised total cumulative and monthly
outlays.

Mission Budget Submission

A budget document submitted to Congress
annually which contains a budgetary
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 S5-year time
periods. Included in the submission files
are tables, narratives, correspondence and
related background reports.

AUTHORIZED DISPOSITION

Cut off flle after 5 years and transfer to

FRC. Destroy when 3¥ vears cld.
15 GED
S

Destroy when superseded or c¢bsclete.

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

10 GED
Sret—

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

Juito—~



DESCRIPTION OFiRDS WORIZED DISPOSITION

6
IE G. Flfty-state Table Report
An annual report required by Congress which Transfer to FRC 5 years after the close of
+ details State-by-3tate the amounts of FY. Destroy when #X years old.
monies expended in all of ORR's programs in 10 GED
each State. The report is submitted to HHS Sle~

for incorporation into a combined HHS
report. The report includes information
for three FYs (actual, continuing
resclution 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. AlJotment AlLéwance Fyles

Record

Recprd Copy

stroy when 1/year old.

2. ORR Recofd Copy

Destroy 3/years after /the close o

3. Fogfm S3A-3773

Destroy after epfry of data
veyFified.



7.

ID.

DESCRIPTION OQECORDS

K. Legislative and Regulation
Reference Files

Files documenting the costing of
legislative proposals or regulations to
determine if a particular law or regulation
will result in significant savings or costs
to ORR. 1Included are proposed laws or
regulations, cost estimate worksheets,
memorandums, questionnaires for additional
information and related records,

III. POLICY AND ANALYSIS FILES

A. BReports

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 statisties 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;

¢, 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 ©
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.
QUTHORIZED DISPOSITION

Destroy when 5 years old.

1. Record Copy

Permanent., Offer oop¥r—oi—ourrent—repert
annually to the National Archives.n lO(.tear'

File arrangement: (n{mpioticnl. blocks when

On-hand volume: {,uilg .., ¢4+
FRC volume: 5 10 yeans
Annual accretion: ‘¢ ¢y old.

2. Qther Copies

Destroy when no longer needed in current
operations,


http:W(,.lc:J.IL

19.

20.

DESCRIPTION OF RECQRDS

- - e h——— e W

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 Congress

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

B. Regulations

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

1. Actioq/&ransmitgﬁis
{(Program Instrucgions)

Record copies/cf formal Assuances

8. -

AUTHORIZED DISPOSITION

1. Record Copy

Permanent, TFrepsfer—teo—FRCWhen-b-years
etd. Offer to the National Archivesluhen

10 years old. .
File arrangement:@h%no?aﬁcc‘J in 10 year
On-hand volume: 3 cu blocks

FRC volume: Mo E
Annual aceretion: .35y {4

2. Other Coples

Destroy when no longer needed for
administrative purposes.

Permanent~ Transfer to FRC 10 years after
publication in the CFR. -Offer—$to—the Dot
National—Arghiyves when 15 years old, -
File arrangement :Chirecs Jogr oL b
3 e L cl
INPIYE
35 eufH

On-hand volume:
FRC volume:
Annual accretion:

Recoyd Copies
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22.

DESCRIPTION OF RECORDS

tfg;al Trafismittaly

C. ORR Operating Systems Files

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

1. Machine Readable Records

a, Master Files - Refqgee Data

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 recordkeeping system. ORR creates an
automated record on each entering refugee
and later verifies it against records from
the Intergovernmental Committee for
Migration (ICM).

b. Permanent Resident Alien

Subsystem

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

9.

AUTHORIZED DISPOSITION

1. Recq{a Copies

stroy ﬁyéﬁsupers ded or obfsoleted.

1. Master File
??rmq@gﬁf.

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

2. Processing Tapes

Return to service 90 days after update of
master file.

1. Master File -Desi'rm.\ when agqescy
use QCeases,
B o ime
—Sffer—dupticate—of master—fite—to—the

2. Processing Tapes

Return to service 90 days after update of
master file.
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7.

DESCRIPTIO!‘ RECORDS

¢. Processing Files

{1} Input/Source File

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

(2) Reject File

Contains data that cannot be entered into
the Refugee Data System. This information
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
Voluntary Agencies (ACVA) Form 1

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

b. ICM "Nominal Rolls"™ Form

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

¢. Permanent Resident Alien
Data Collection Forms

This file consists of Immigration and
Naturalization Service Form I-643, Health
and Human Services Statistical Data, as
well as superseded Form I-485(c),
Demographic Data to Accompany Applicaticn
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 uafter
verification of acceptance of data onto
the master file(s) or after verification
of acceptance of data on subsequent
related file.

Retain for 30 days after verification of
acceptance,

|
Fommarnent. Transfer to FRC when § years
old., Offer—to—Netiorei—frchives—when
18~yeers—oid. Destioy when a5 years old.
File arrangement: @)*l o0l OF ¢NTL) +€.w

On-hand volume: 3q Luf“’r‘_’“gﬂfﬁ
FRC volume: AU DN B
Annual accretion: |2 cub,e (el

Rewsowaak . Transfer to FRC when ; yearg
old., Offer—bo-tatdtral-Archives-uhen
o-years—oid. Mm\ when 25 years old.
File arrangement: Ch@danlokieal

On-hand volume: o cokic Geef

FRC volume: NONE

Annual accretion: ;2 cubie tat”

Destroy after data have been entered intc
the system and verified as correct.
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30.

31.

DESCRIPTION OF RECORDS

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 verified.

b. Correction Form

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

¢. Acceptance Report

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

IV. OPERATIONAL FILES

A, Financial Files

1. Project Officer's Contract

Files

Working copies of contracts and assoclated
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
inelude requests for proposal, technical
evaluations, cost reports, contractor
reports and related records. Record coples
of contract files are maintained by OMBP.

2. Annual Plan of Proposed
Contract Evaluation Files

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

1.

AUTHORIZED DISPOSITION

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.
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35.

DESCRIPTION (9 RECORDS

. Purchﬁée Order Exies

B. State Plans and Performance

Reports

1. State Plans

These are files of the plans submitted by

12,

AUTHORIZED DISPOSITION

Destrpy 3 ygars after fin paygent
(GRY. 3.4.a¢2)).

rmanenf~-_Transfepr..to-FRC_10_years.after

the States for participation in the refugee aygoSermination

resettlement program. The State plan

-ok-supersession-of-the Dest
agreementq Gf—ﬂer—-te—&he—bla-b—i-enal—ﬁ-pehﬁ&

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

regulations of the program. Additionally,
the plan reflects how the State will meet
the needs of refugees within its
jurisdiction by providing services and
assistance and may include, but is not
limited to, case assistance, medical
assistance, social services, education and
health screening. The States are
reimbursed by ORR for costs incurred in
administering the refugee resettlement
program,

2. State Administered Grant Files

Files documenting State administered grants
to provide social services, cash and
medical assistance to refugees. The
records include budget information, award
notices, progress reports, letters of
credit, correspondence, cost allocation
plans, State estimates, quarterly
performance expenditure reports, final
expenditure report and other related
documents.

3. State Performance Reports

These reports are prepared by ROs and
States, Quarterly, annual and other
periodic reports from ROs, States and
possessions pertaining to financial
assistance, including estimated and actual
expenditures for program information on
case load.

D supersession.

A¢o~File arrangement: AL7pAfeneal
On-hand volume: o tubre ¢
FRC volume: -0 -
Annual accretion: AGeic F(~

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

1. Quarterly and Periodic Reports

Destroy when 3 years old.

2. Annual Reports

Destroy when 5 years old.
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39.

DESCRIPTION ! RECORDS

C. Categorical Grant Files

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 Files

Grants made in support of an individual
project in accordance with legislation
which permits a grantee agency to
administer such grants, The file includes
the ORR program announcement, State
proposals and official file coples of
application evaluation documentaticon 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 agenclies and nonprofit
corporations and other corporate bodies) to
ascertain financial management and
performance capabilities. Included are
monitoring visit survey reports by State
grantees of performance of ORR's
subgrantees.

D. Program Monitoring Guidelines

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

13.
. AUTHORIZED DISPOSITION

Destroy 18 months after close out of the
grant.

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

1. 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 Archives

in B—year—inerements. (D year blocks whea

File arrangement: VA 10 years old,
On-hand volume: | memnen? - & Cop

FRC volume: O A

Annual accretion: ﬁd/ﬁ

2. Other Copies

Destroy upon obsclescence or
supersession.
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DESCRIPTION OF RECORDS

E., Case Files

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

1. Cuban-Haitian Task Force
Subject Files

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

Hewspang Records

o S 14,

AUTHORIZED DISPOSITION

Destroy 5 years after receipt of final
progress report.

Transfer to FRC. Destroy May 1994,

Perpanent The n spape s hav
cess ed intg the N Ar hlves.



