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	New Document


	6209.11,41-Part 07
	22 Pages

	Superseded Document(s) by Issuance Number and Effective Date
	6209.11,41-Part 07 
(Amendment 6209.11-96-1, 7/19/1996)
	18 Pages


Digest:  
41-Part 07 - Incorporates expired Interim Directive (ID) 6209.11-2006-1 into parent text.  The ID revised the retention period for file code 5180, Fire Reports (including Project Fire Package), from 10 years to permanent or 7 years.  Adds secondary levels 5180-1 Fire Package - Incident History File and 5180-2 Fire Package - Incident Administrative Records.  All other direction in this section remains unchanged.
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5100
Fire Management (N1-95-88-2)
25
25
25
5
5

1
Inquiries (GRS 14-3)
1/4
1/4
1/4
1/4
1/4

2
Studies, Administrative (N1-95-88-2)
5
5
5
5
5

3
Training (N1-95-88-2)
5
5
5
3
3
5110
Wildfire Prevention (Includes general
10
10
10
5
5

correspondence related to plans.)  (N1-95-88-2)

1
Plans (Folder by plan.)  (N1-95-88-2)
50
50
50
5
5

2
Cooperative Forest Fire Prevention Program (Deleted.  File any existing records under 3110 and apply retention period.)
5120
Presuppression Management 
50
50
50
5
5

(N1-95-88-2)

1
Fire-Danger Rating (N1-95-88-2)
5
5
5
5
5

2
Fire-Weather Forecasting (N1-95-88-2)
5
5
5
5
5

3
Plans (Current, annual--folder
50
50
50
50
50

by plan.)  (N1-95-88-2)

3-1
Dispatching (N1-95-88-2)
10
10
10
10
10
5130
Fire Suppression (N1-95-88-2)
50
50
50
5
5

1
Fire Organization (N1-95-88-2)
5
5
5
5
5

2
Reports (Includes reports, plans and 
10
10
10
10
10

programs pertaining to fire suppression and organization.  File fire reports under 5180.)  

(N1-95-88-2)
5140
Prescribed Fire (N1-95-88-2)
25
25
25
5
5

1
Appraisal Methods (N1-95-88-2)
5
5
5
5
5

2
Statistical Appraisals (N1-95-88-2)
5
5
5
5
5
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5150
Fuel Management (N1-95-88-2)
25
25
25
5
5

1
Hazard Reduction (Folder by
5
5
5
5
5

area.)  (N1-95-88-2)

2
Plans, Burning (Folder by unit.)
5
5
5
5
5

(N1-95-88-2)

3
Reports (Includes annual fuel treatment
10
10
10
10
10

report which summarizes accomplishments of fuel treatment on National forest lands.)  (N1-95-88-2)
5160
Fire Management Equipment and 
25
25
25
5
5

Supply Program (Includes inspection, maintenance, storage, financing of fire equipment.)  (N1-95-88-2)
5170
Fire Management Cooperation 
25
25
25
5
5

(N1-95-88-2)

1
Agreements (Folder alphabetically
5
5
5
5
5

by agency association, or individual.)  

(N1-95-88-2)
5180
Fire Reports (Including project
P
P
P
P
P
fire package, components of the documentation

package associated with the management/

suppression of wildland fire incidents such as 

narrative reports, action plans, maps, fire situation

analyses and other records that have long-term value.)
(N1-95-05-02)
Option 1:  Cutoff or close at end of calendar year 
in which the report is submitted.
OR

Option 2:  Individual fire reports may be
maintained and transferred to NARA with
the fire package - incident history file 
(as described in the retention period for 
file code 5180-1).
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


1 Fire Package - Incident History File 
P
P
P
P
P

(All Offices)
Records documenting significant events, 
actions taken, lessons learned, and other 
information with long-term value for managing 
natural resources on Federal lands, such as: 
fire narrative and summary reports, final situation 
analyses, delegation of authority, incident action 
plans, Fire Behavior Analyst reports, field weather 
data not captured electronically, news articles and 

media releases, fire progression and final fire 
perimeter maps, photos and infrareds necessary
to document resource impact and lessons learned.

Other records may include those relating to joint 
operations and/or mutual aid; copies of incident 
reports and analyses prepared by agencies other 
than the Incident Management Team or host unit, 
or other agencies that support management decisions;

records documenting significant interactions with 
communities affected by the incident; and selected 
reports or notes pertaining to high-level management, 
entrapment reports and security issues that have not 
been incorporated into the fire narrative.  

For incidents involving use of wildland fire for resource management purposes, include Wildland Fire Implementation Plans or equivalents.
Cutoff or close at end of calendar year in which 

the incident is terminated.  Maintain on the 
host unit for 3 years after closing or until no 
longer needed for other business needs or 
litigation.  Transfer to the regional NARA 
federal records center.  

2 Fire Package - Incident Administrative 

Records (All Offices)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


Temporary - Paper Copy (All Offices)
7
7
7
7
7

Records documenting the administrative and operational 
actions taken in the management of the incident, such 
as daily action plans, internal briefings, status summary 
reports (except final), inspection checklists, unit logs, worksheets, 
inventories, T-cards, resource orders, demobilization plans 
and checkout, cost estimates, agreements, fire behavior 
messages and forecasts, raw weather data captured elsewhere, 
safety reports and accident logs, firing plans, individual unit 
narratives, photos without long-term value, and similar 
records pertaining to logistics, resources, air operations, 
safety, and demobilization, which document decisions and 
activities with near-term importance, claims, payments, 
and litigation support.
Cutoff or close at end of calendar year in which 

the incident is terminated.  Maintain on the host 
unit for 3 years after closing or until no longer 
needed for other business needs or litigation.  
Transfer to the regional NARA federal records 
center.  Destroy 7 years after closing.

Temporary - Electronic Mail and Word 
Processing System Copies (All Offices)
1/2
1/2
1/2
1/2
1/2

Electronic copies of records that are created
on electronic mail and word processing systems

and used solely to generate a recordkeeping 

copy of the records covered by the other items 
in this schedule.  This also includes electronic 
copies of records created on electronic mail
and word processing systems that are maintained 
for updating, revision, or dissemination.
a.  Copies that have no further administrative

value after the recordkeeping copy is made.  

This includes copies maintained by individuals
in personal files, personal electronic mail 
directories, or other personal directories 
on hard disk or network drives, and copies 
on shared network drives that are used only 
to produce the recordkeeping copy. 

	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


Destroy/delete within 180 days after the 

recordkeeping copy has been produced, or  

when administrative use ceases, whichever 
is longer. 
b.  Copies used for dissemination, revision, 
or updating that are maintained in addition 
to the recordkeeping copy.
Destroy/delete when dissemination, revision, 

updating is completed, or when administrative 

use ceases.
5190
Management (N1-95-88-2)
50
50
50
5
5

1
Administrative Fire Analysis
50
50
50
5
5

(N1-95-88-2)

2
FFF Standards (N1-95-88-2)
50
50
50
5
5

3
National Fire Planning (N1-95-88-2)
50
50
50
5
5
5300
Law Enforcement (Includes general
5
5
5
5
5

correspondence and materials too broad to be 

filed under a specific subject heading.)  

(N1-95-88-2)

NOTE:  Records pertaining to identification cards and trespass cards previously filed under 5300-1 and 5300-2, file under 5320-2.
5310
Planning (Includes Law Enforcement Plan (See Note) which identifies problems, trends, workloads at each organizational level, staffing needs that outline how field units will conduct law enforcement program.)

NOTE:  (N1-95-88-2)

WO, RO, SO:  PERMANENT.  Offer records to NARA in 10-year blocks when 25 years old.

ES: Not Applicable.

All Other Offices:  Destroy records when 25 years old.
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5320
Investigation (Includes general correspondence
10
10
10
10
10

and records pertaining to types of investigations, procedures, reporting, reports to OIG, and directions.)  (N1-95-88-2)

1
Investigative Cases (Investigations related to 
(See Note)

fraud, abuse and misuse by FS personnel and non-FS personnel.) Establish case files as needed.

NOTE:  All Offices:  Destroy 10 years after case file is closed.  (N1-95-88-2)

2
Pocket Credentials (Includes documentation
(See Note)

and records of credential cards for special agents and special officers.) Establish case files as needed.

NOTE:  All Offices:  Destroy 10 years after the case file is closed.  (N1-95-88-2)

3
Investigation Procedures (Includes records 
(See Note)

pertaining to procedures involving suspect's rights, recording equipment, statement procedures, evidence and other related records.)

NOTE:  All Offices:  Destroy 10 years after investigative case file is closed.  (N1-95-88-2)
5330
Law Violations (Includes general 
10
10
10
10
10

correspondence and records related to law violations.)  (N1-95-88-2)

1
Fire (N1-95-88-2)
10
10
10
10
10

2
Occupancy (N1-95-88-2)
10
10
10
10
10

3
Property (N1-95-88-2)
10
10
10
10
10

4
Range (N1-95-88-2)
10
10
10
10
10

5
Timber (N1-95-88-2)
10
10
10
10
10

6
Wildlife (N1-95-88-2)
10
10
10
10
10

NOTE:  File above folders by type and/or alphabetically by name of offender.
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5340
Reports (Includes the Law Enforcement
(See Note)

Management Reporting System (LEMARS), Cooperative Law Enforcement Activity Reports, and Annual Report.  Data for these reports are stored on computer tape.)

NOTE:  All Offices:  Computer Input Reports.  Destroy in agency when no longer needed for administrative use.  (N1-95-88-2)

WO:  Law Enforcement Management Reporting System (LEMARS):  PERMANENT.  Have FCCC cut off annually.  Transfer master files and related documentation (record layout, codes, and other specific information necessary to use the file) to NARA when 10 years old.  (N1-95-88-2)

1
Case Reports (Includes case files containing
(See Note)

data which enables reviewing officials and attorneys to access the prosecutive merits of a 

case to present in court.)

NOTE:  All Offices:  Destroy records 10 years 
after the case file is closed.  (N1-95-88-2)
5350
Action and Procedures (Includes records and
10
10
10
10
10

reports pertaining to violation prevention and enforcement, including related activities with Federal, State and local law enforcement agencies.)  (N1-95-88-2)
5360
Cooperative Law Enforcement (Includes
(See Note)

cooperative agreements with State and local authorities.)

NOTE:  All Offices:  Destroy records 10 years 
after agreement is terminated.  (N1-95-88-2)
5370
Training Standards (Includes policy and 
20
20
20
20
20

procedures, correspondence and memorandums related to levels of training standards for employees with law enforcement duties.)  (N1-95-88-2)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5380
Equipment (Includes correspondence,
20
20
20
20
20

memorandums and other records related to

policy on law enforcement firearms, chemical 

agents, self-defense, defensive equipment, uniforms, vehicles and specialized equipment.)  (N1-95-88-2)

NOTE:  5390 Damage Appraisal and Claims is deleted.  File any existing records under 5300 primary and apply the retention period.
5400
Landownership (Correspondence concerning
3
3
3
3
3

landownership too broad to be filed under one 


of the more specific subjects.) (N1-95-88-2)

2
Inquiries (Routine acknowledgements
1/4
1/4
1/4
1/4
1/4

and transmittals.)  (GRS 14-1)

3
Plans (Land adjustment plans and related 
(See Note)

correspondence for National Forests, National Grasslands, and Land Utilization Project areas, and right-of-way procurement plans for current and anticipated needs for rights-of-way over non-Federal lands and interests in lands. Arrange by type of plan.)
5400-3

NOTE:  (N1-95-88-2)

SO:  Transfer records to FRC 2 years after plan has been completely revised or has been superseded by a new plan, or retain records in office.

Destroy 5 years after plan has been completely revised or superseded by a new plan.

All Other Offices:  (Duplicate records) Retain records in office.  Destroy 3 years after plan 

has been completely revised or superseded by a new plan.
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5410
Appraisals (Correspondence including
3
3
3
3
3

principles, approaches to value, procedures, controls, and other informa- tion relating to valuation of real property.)  (N1-95-88-2)
5420
Purchases and Donations (Includes
3
3
3
3
3

correspondence concerning land purchases and donations, not related to specific case.)  

(N1-95-88-2)

NOTE:  All 5420-2 and 5420-3 records are to be screened for documents deemed necessary for a permanent Title file as specified under 5590-1.  Retention for 5420-2 and 5420-3 applies to documents which will not become part of the title file.

2
Donations (Including administrative sites.
(See Note)

Includes correspondence, purchase agreements, contracts, land surveys, grants, patents, deeds, deed of trust or mortgage, title insurance policy, abstract of title, certificate of title, Torrens certificate of title, or other such related documents.  Arrange files alphabetically by name or grantor.)

NOTE:  All Offices:  Retain records in office.  Destroy after title file is created and administrative or legal use ceases.  Transfer to FRC not authorized. (N1-95-88-2)

2-1
Unconsummated Case Files (Includes
(See Note)

correspondence, title evidence and related documents except final deed and final conveyance documents.)

All Offices:  Retain closed case files until local need ceases, then destroy.  Transfer to FRC is not authorized.  (N1-95-88-2)

3
Purchases (Including Administrative sites. 
(See Note)

Includes correspondence, survey, deeds, condemnation documents where applicable, appeals, other title evidence, and related documents.  Arrange files alphabetically by

name of seller.)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER



NOTE:  All Offices:  Retain records in office.  Destroy after title file is created and administrative or legal use ceases.  Transfer to FRC not authorized.  (N1-95-88-2)

3-1
Unconsummated Case Files
(See Note)

(Includes correspondence, title evidence and 

related documents except for final deed and final conveyance documents.) 

NOTE:  All Offices:  Retain closed case files until local need ceases, then destroy.  Transfer to FRC not authorized. (N1-95-88-2)
5430
Exchanges (General Correspondence concerning
3
3
3
3
3

land exchange, not related to a specific case.)  

(N1-95-88-2)
NOTE:  
Screen all 5430-2 records for documents deemed necessary for a permanent title file as specified under 5590-1.

Retention for 5430-2 applies to documents which will not become part of the Title file.

2
Exchanges (Including correspondence, letters
(See Note)

of negotiation, explanatory notes, exchange agreements, proposals, plans, or contracts,

appraisals, appeals, objections and related decisions, land descriptions, field examinations, surveys, certificates of possessions, statements of intent, environmental assessments, statements of value and appraisal, statements of disposal, certificates of title or title insurance policy, certifications and proof of publications, and other related documents.  Arrange files alphabetically by name of exchange proponent and identify by RLM serial or tract number.)

NOTE:  All Offices:  Retain records in office.  Destroy after title file is created and administrative or legal use ceases.  (N1-95-88-2)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER



2-1
Unconsummated Case Files (Includes
(See Note)

correspondence documents incidental to Land adjustments except final deed and final conveyance documents.) 

NOTE:  All Offices:  Retain closed case files until local need ceases, then destroy.  Transfer to FRC not authorized. (N1-95-88-2)
5440
Partial Land Interests (General correspondence
3
3
3
3
3

concerning partial land interest, not related to a specific case.)  (N1-95-88-2)

NOTE:  Screen all 5440-2 records for documents deemed necessary for a permanent title file as specified under 5590-1.  Retention for 5440-2 applies to documents which will not become part of the title file.

2
Partial Land Interests (Includes correspondence
(See Note)

evaluations, appraisals, scenic or conservation easements, mineral deeds, documentation of NEPA compliance, environmental assessments or statements, mortgages, deeds of trust and vendors liens, 
leases, and related documents.  Arrange files alphabetically by name of grantor.)

NOTE:  All Offices:  Retain records in office.  Destroy after title file is created and administrative or legal use ceases.  Transfer to FRC not authorized. (N1-95-88-2)

2-1
Unconsummated Case Files (Includes
(See Note)

correspondence, documents incidental to acquisition of partial land interest except final deed, and final conveyance documents.)

NOTE:  All Offices:  Retain closed case files until local need ceases, then destroy.  Transfer to FRC not authorized. (N1-95-88-2)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5450
National Forest System Modification
5
5
5
5
5

(Includes general correspondence on land transfer or Interchange matters; also correspondence on the establishment of National Forest, National Grasslands; modification of boundaries; and procedural aspects.  File correspondence related to a specific case under here.) (N1-95-88-2)

NOTE:  (N1-95-88-2)

Originating Unit:

Photographing Boundary Map Changes

When boundary changes of large color maps take place, 8 x 10 color positives or 8 x 10 black and white negatives may be made.  Offer the original map material to NARA 5 years after the filming is complete.  All photographic sets and portions of photographic sets may be dis- tributed to other field units and destroyed when no longer needed.

Microfilming Boundary Modifications, Land Transfer or Interchange Records

If desired, a microform may be made of boundary modifications, land transfer or interchange transfer records in accordance with 36 CFR 1230.  When the microform is reviewed and found satisfactory follow the disposition instructions for the paper records under 5450-1 and 5450-2.  Destroy the microform when no longer needed for administrative use.

NOTE:  5450 Title Claims, Sales and Grants is deleted.  File Claims under 5510 and Sales and Grants under 5570 and apply the retention periods.

1
Boundary Modifications (Consummated
(See Note)

and unconsummated case files containing the Establishment Reports which give background rationale for establishing units which include the public's interest, resources involved, and the 

intent of management. 
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER



Establishment Documents such as boundary atlas maps, plats, and diagrams Secretarial Orders, Land Orders, Executive Orders, Presidential Proclamations, Acts of Congress which establish a National Forest or Grasslands; Environmental Impact Statement; Wilderness Studies and related documents.)

NOTE:  (N1-95-88-2)

WO:  Send all consummated case files to the appropriate Regional Office.

Do not send to Washington FRC.

RO:  Original paper records:  PERMANENT: Transfer closed case files to the FRC in 5-year blocks.  Offer to NARA when 75 years old.

All Other Offices:  Duplicate records:  Destroy case file material when no longer needed for administrative use.
5450

NOTE:  Wildland studies previously filed under 5500 are now filed under 5450; Ownership Adjustments previously filed under 5500 are now filed under 5400-3.)

2
Land Transfers or Interchange Analyses 
(See Note)

(Consummated and unconsummated case files which contain analyses of land transfer or Interchange proposals; related correspondence; environmental analyses; related correspondence; environmental analyses, reservoir projects; 

public domain and National Forest; copies of authorizing documents of transfers or interchanges.)

NOTE:  (N1-95-88-2)

WO:  Send all consummated case files to the appropriate Regional Office.  Do not send to Washington FRC.
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


RO:  Some of the documents in the Lands Transfer or Interchange case file may become part of the permanent Title file which is maintained under 5590-1.  Screen all 5450-2 Land Transfer case files for title evidence and file under 5590-1. The retention period below is for Land Transfer documents which do not become part of the Title file.

Original paper records:  PERMANENT: Transfer closed case files to the FRC in 5-year blocks one year after the most recent case files in the block are closed.  Offer the records to NARA 75 years after most recent file is closed.

All Other Offices:  Duplicate records:  Destroy 
case file material when no longer needed for administrative use.
5460
Rights-of Way Acquisition (General
3
3
3
3
3

correspondence concerning the  acquisition of right-of-way, not related to a specific case.)

(N1-95-88-2)

NOTE:  Screen all 5460-2 records for documents deemed necessary for a permanent title file as specified under 5590.  

Retention for 5460-2 applies to documents which will not become part of the title file.

2
Rights-of-Way Acquisition (Permanent
(See Note)

easements acquired over private or other lands not administered by Forest Service. Includes correspondence, appraisals and options, if made, certification of costof right-of-way and improvements, record 5460-2 of payment, and related documents.  Arrange files by project name or number and grantor.)

NOTE:  All Offices:  Retain records in office.  Destroy after title file is created and administrative or legal use ceases.  Transfer to FRC is not authorized. 
(N1-95-88-2)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER



2-1
Unconsummated Case Files (Includes
(See Note)

correspondence, documents incidental to 

rights-of-way acquisition except final deed and final conveyance documents.)

NOTE:  All Offices:  Retain closed case files until local need ceases, then destroy.  Transfer to FRC is not authorized.  (N1-95-88-2)

3
Construction and Use Agreements and
(See Note)

and Supplements (Case files pertaining to road right-of-way construction and use agreements with other landowners or land administering agencies for joint development and use of roads and road systems.  Includes supplements to the agreement, correspondence, and related documents.  Arrange case files alphabetically by name of cooperator.)

NOTE:  (N1-95-88-2)

RO:  Transfer records to FRC 3 years after agreement is terminated.  Destroy 25 years after terminated.

SO:  (Duplicate records) Retain records in office.  Destroy when reference values cease or when agreement is terminated. Do not send to FRC.

All Other Offices:  Not applicable.

4
Temporary Rights-of-Way (Term easements
(See Note)

and permits acquired for temporary roads over private or other lands not administered by FS.  Includes title approval, certification of cost, record of payment, and related documents. Arrange case files by project name or number and grantor.
NOTE:  (N1-95-88-2)
RO and SO:  Retain records in office.  Destroy 
3 years after easement or permit expires.
All Other Offices:  Not applicable.
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5470
Reservations and Outstanding Rights
3
3
3
3
3

(Includes general correspondence related to timber, residency, occupancy, easements, improvements, water, grazing, and other rights or reservations on acquired land.)

2
Request, Applications, and Permits
(See Note)

(To exercise reserved or outstanding rights.  Arrange case files alpha- betically by name of owner of right.)

NOTE:  (N1-95-88-2)

RO:  Transfer records to FRC 3 years after expiration or termination of right.  Destroy 25 years after expiration or termination of 

right.  SO:  (Duplicate records) Retain records in office.  Destroy when reference value ceases.  Do not send to FRC.

All Other Offices:  Not Applicable.
5480
Condemnation (Includes general correspondence
3
3
3
3
3

concerning condemnation actions, not related to a specific case.) (N1-95-88-2)

2
Project Case Files (Includes correspondence,
3
3
3
3
3

reports, and related documents.  Arrange case file alphabetically by name of owner.) (N1-95-88-2)

NOTE:  Screen all 5480-2 records for documents deemed necessary for a permanent title file as specified under 5590-1.  Retention for 5480-2 applies to documents which will not become part of the title file.
5490
Status (Deleted.)

NOTE:  5490-1 Correspondence, 5490-2 Reports are filed 5590 and 5580 respectively.  5490-3 Land Status title records are filed under 5590-1 Land Status Title.  5490-4 Boundary Atlas records are filed with modification records under 5450-1.
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5500
Landownership Title Management 
5
5
5
5
5

(General correspondence too broad to be filed under a specific heading.)  (N1-95-88-2)

NOTE:  5500 Land Classification records, 5510 Boundary modification records, 5540 Land Transfers and Interchanges are now filed under the 5450 series.
5510
Title Claims and Encroachment
3
3
3
3
3

(Correspondence concerning title claims and encroachments of lands under the jurisdiction.)  (N1-95-88-2)

NOTE:  Screen all 5510-2 records for documents deemed necessary for a permanent title file as specified under 5590-1.  Retention for 5510-2 applies to documents which will not become part of the title file.

2
Title Claims and Encroachment Cases
(See Note)

(Includes correspondence, land use permits, aerial photographs, plats, maps, environmental assessments, permit applications, general land office survey plats and notes, litigation reports, deeds appraisals, grants, certified letters, affidavits, patent applications, patents, land classification studies and maps, bills of sale, tax assessment records, court decisions or settlements, sale notices, notices of award, appeals, and related documents.  Arrange files according to the specific subject and, alphabetically by name of claimant, purchaser, or grantee.)

NOTE:  All Offices:  Retain records in office.  Destroy after title file is created and administrative or legal need ceases.  

Transfer to FRC not authorized. (N1-95-88-2)
5520
Encumbrances
U
U
U
U
U
5530
Partial Interest
U
U
U
U
U
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5540
Use Restriction
U
U
U
U
U
5550
Native American Claims
U
U
U
U
U

NOTE:  National Recreation Areas records previously filed here is deleted.  File any existing records under 2370 and apply the retention period.
5560
Administration (Deleted.  File any existing records under 5450 and apply retention period.)
5570
Sales, Grants, and Special Acts
3
3
3
3
3

(Includes correspondence concerning sales and grants of lands under jurisdiction.) (N1-95-88-2)

1
Sales and Grants Case files (Includes correspondence,

(See Note)

maps, environmental assessments, deeds,  appraisals, grants, certified letters, affidavits, land classification studies and maps, bills of sale, tax assessment records, sale notices, notices of award, appeals, and related documents.  Arrange files according to the specific subject and, alphabetically by name of purchaser, or grantee.)

NOTE:  All Offices:  Retain records in office.  Destroy after title file is created and administrative or legal need ceases.  Transfer to FRC not authorized. (N1-95-88-2)

2
Unconsummated Case files (Includes correspondence, 
(See Note)

documents incidental to sales and grants except for final deed and final conveyance documents.)

NOTE:  All Offices:  Retain closed case file until local need ceases, then destroy.  Transfer to FRC not authorized. (N1-95-88-2)
5580
Reports and Records (Includes annual statistical
(See Note)

reports covering National Forest areas, land exchanges, and land donations; rights-of-way reports; land acquisition program and accomplishment reports. Arrange alphabetically by type of report.)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER



NOTE:  (N1-95-88-2)

WO:  PERMANENT.  Offer to NARA when 

10 years old.

RO:  Transfer to FRC when 3 years old.  Destroy when 25 years old.

All Other Offices:  Retain records in office.  Destroy when reference value ceases.  Do not send to FRC.
5590
Landownership Status (Correspondence
3
3
3
3
3

concerning the status of lands.) (N1-95-88-2)

1
Land Status Title
(See Note)
NOTE:  Title file consists of certain documents from consummated cases in 2730-2, 5420-2, 
5420-3, 5430-2, 5440-2, 5450-1, 5450-2, 5460-2, 5480-2, 5510-2, 5570, and other file designations containing title evidence.  (See FSM 5590.)

These documents are necessary for the protection of the United States title and interest in land.  (The title file includes:  (a) title opinions, decisions, reports and title insurance policies; 


(b) certifications or letters of acceptance; (c) deeds and other conveyance documents to and from the United States; (d) certificates of possession and of use and consent; (e) option contracts, offer to donate and statement of intent to exchange;  

(f) letters of case approval; (g) publication notices; (h) vouchers and tax notices; (i) statement of summary estimate of value and value notification to other Government agencies; (k) clearinghouse 

(A-95) letters; (l) deeds and other documents relative to outstanding rights; also, (m) any other documents deemed essential for protection of the United States title to land or interest in land including, but not limited to, maps, plats, drawings, photographs, letters, memorandums, and other legal documents.  Arrange alphabetically by grantor.)
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER



NOTE:  (N1-95-88-2)

A.  Washington Office:  Send all consummated case files to the appropriate Regional Office for screening and preparation of the permanent title file. Do not send to Washington FARC.

B.  Regional Office:  Screen all consummated cases for title file documents.

(1) Title file:  PERMANENT:  microfilm title file  in accordance with the provisions of 36 CFR 1230;  make a microfilm copy for the Regional Office and the Supervisor's office; the original Title file forwarded to FARC when the local need for the original file ceases and the microfilmed copies have been reviewed and found satisfactory; offer original title file to NARA in 5-year blocks 75 years after the most recent case in each block is consummated.

(2) RO:  Microfilm Copy:  Retain in office.  Do not send to FRC.  Destroy when no longer needed for administrative or legal use.

(3) Consummated Case file:  Destroy the case file documents that do not become part of the title file, as indicated in disposition instructions for 2730-2, 5420-2, 5420-3,5430-2, 5440-2, 5450-1, 5450-2, 5460-2, 5480-2, 5510-2, 5570, and other file designations containing case files with title evidence.

C.  Supervisor's Office:

(1) Duplicate records.  Retain records in office.  Do not send to FRC.  Destroy after microfilmed title file is received from the Regional Office.

(2) Microfilm copy.  Destroy when no longer needed for administrative or legal use.

D.  All other offices:  Not Applicable.
5700
Aviation Management (Includes general
10
5
3
3
3

correspondence and records related to general 

aircraft, policy, and responsibilities.)  (N1-95-88-2)

1
Inquiries (GRS 14-3)
1/4
1/4
1/4
1/4 
1/4
	
	RETENTION
PERIOD

	
	(BY FS AND FRC)

	
	WO
	RO&A
	ES 
	SO
	OTHER


5710
Aviation Administration (Includes records
10
5 
3
3
3

pertaining to planning specialized aviation activities and operations, aviation personnel qualifications, equipment and so forth.)  (N1-95-88-2)
5720
Aviation Safety (Includes records pertaining
10
5
3
3
3

to accident and incident investigation.)  

(N1-95-88-2)

NOTE:  5730-5760 file designations are deleted.  File any existing records under 5700 and apply the retention periods.
