Module 3: Records Schedule 2010

Category 1: 
Resource (Natural/Cultural) Management and Lands

Overview

This category covers records related to the acquisition, planning, management, and protection of lands and natural and cultural resources under the stewardship of the National Park Service. 

Mission Critical Functions
Per Director’s Order (DO) 19, Section 4.1, Resource management records are those records and data sets that are most necessary for fulfillment of the NPS mission. Resource management records are NPS mission critical records, required for the management of cultural and natural resources, which will eventually become archival records. They should receive the highest priority for information preservation management activities and resources.  Resource management records deserve archival care as soon as created in the lifecycle of the record. 
D.O. 19, 4.2 Resource management records and electronic information include:
· All records and data sets of natural and cultural resources and their management containing information affecting the future management of the resource. 
· General management plans and other major planning documents recording basic management philosophies and policies, or that direct park management and activities for long periods of time. 
· All land records regarding legal title, rights, and usage of NPS lands. 
· Any records directly supporting the specific legislated mission of a park unit in addition to, or distinct from, the overall NPS mission. 

“Records and data that are collected, created, or generated by other organizations working for the NPS under contracts, interagency agreements, cooperative agreements, or other agreement instruments with the NPS, are considered NPS records unless the contract or agreement specifically states otherwise.   Originals or copies of all project documents and data generated under these agreements should be obtained and retained by the NPS office managing the project.”   D.O. 19, NPS Records Management 1.2. 
 (
NOTE
Resource Management and Lands also includes records containing sensitive, proprietary, or confidential information, including, but not limited to:  certified payrolls (listing social security numbers of contractors and subcontractors), social security numbers of temporary workers, banking information for companies submitting bids, and any proprietary information about corporate practices, costs, and procedures submitted during the bidding process.
NOTE
Records with short-term operational value include, but are not limited to, approved permits, and other records that do not warrant permanent retention.
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)Activities Related to Resource (Natural/Cultural) Management and Lands           

Include archeological identification and evaluation studies, archeological excavations, natural resource surveys, inventory and monitoring of natural resources, re-vegetation and landscape restoration, reintroduction of native species, eradication of invasive species, historical research, historic preservation, historic structure resource management and maintenance, cultural landscape research, scientific projects, various natural and cultural resource maintenance projects, partnerships and volunteer activities, as well as environmental and science management programs.

Also, some NPS external programs include work on NPS-managed natural and cultural resources, such as:

· Federal Archeology
· Federal Lands to Parks
· Historic American Buildings Survey
· Historic American Engineering Record
· Historic American Landscapes Survey
· Maritime Heritage
· National Historic Landmarks
· National Register of Historic Places
· Office of International Affairs
· Wild and Scenic Rivers

Refer to Category 8 for a complete list of NPS external programs providing documentation or assistance to non-NPS areas. 

Records Relating to Resource (Natural/Cultural) Management and Lands           

Include, but are not limited to: 
· General Management Plans,
· Development Concept Plans,
· study plans, 
· inventory and monitoring plans,
· annual reports, 
· situation reports, 
· special studies, 
· contracts relating to natural and cultural resources,
· drawings,
· photographic negatives, prints and slides, motion pictures,
· field notes, 
· films, 
· laboratory reports, 
· maps, 
· manuscripts, 
· oral histories, and
· related correspondence.   
· museum collection management and preservation plans, 
· park histories, 
· land preservation records, 
· historic structure preservation and restoration, and
· wildlife records.  

 (
IMPORTANT 
Records that relate to non-Federally owned land within NPS boundaries include correspondence with land in-holders and cooperative agreements with in-holders and adjacent property owners.
Natural Resource Collections
Field data, objects, specimens, and features obtained for preservation during inventory, monitoring, research, and study projects, together with associated records and reports, will be managed over the long term within the museum collection. (NPS Management Policies 2006, 4.2.3)
Museum Collections 
NPS will collect, protect, preserve, provide access to, and use objects, specimens, and archival and manuscript collections in the disciplines of archeology, ethnography, history, biology, geology, and paleontology to aid understanding among park visitors, and to advance knowledge in the humanities and sciences. ((NPS Management Policies 2006, 5.3.5.5)
)Associated Records are a subset of resource management records essential for the control and use of related cultural and natural museum objects. They include all documentation generated by the activity of collecting and analyzing artifacts, specimens, or other resources that are (or subsequently may be) designated as part of a park’s museum collection.  

Activities Relating to Land Acquisition/Disposal and Protection:

Include the acquisition of real property, easements, and rights-of-way.  Other activities include land use planning, cooperative efforts via agreements with other entities, and participating in regional consortia, and local planning and zoning processes.  Land use activities include the granting or denial of permits for park area special uses for agriculture, grazing, Native American ceremonials, roads, permitting and conveyance rights-of-way, and water and transmission lines.

Records Relating to Land Acquisition and Protection 

Include, but are not limited to:
· deeds, 
· appraisals, 
· easements, 
· surveys, 
· right-of-way agreements, 
· leases under 36 CFR Part 17, 
· maps (GIS), 
· land protection plans, 
· condemnation proceeding records, 
· documentation relating to water and mineral rights, 
· boundary survey records,
· photographic negatives and prints, 
· slides, 
· and motion pictures.

Retention Plan 
Permanent Records Criteria

Records documenting an activity or resource designated by Congress as a National park, monument, preserve, lake, sea shore, river, wild and scenic river(way), scenic trail, historic site, military park, battlefield park, battlefield site, battlefield, recreation area, parkway, wilderness area, heritage area, or other designated area, and meet one or more of the following criteria are Permanent:  
· essential for understanding substantive policy development, long term planning, and/or results of studies, surveys, and projects,
· “first of a kind” or establishes precedents,
· involves tribal lands, 
· produces major contributions to scientific or historic knowledge, 
· subject of widespread media attention or Congressional scrutiny,
· high-level (park superintendent and above) NPS personnel, and significant visitors, and historic ceremonies, dedications, and events,
· significant construction, repair, reconstruction, and rehabilitation of parks and park facilities,
· natural, historical, archeological, and cultural resource protection and management,
· land protection and wilderness and wildlife preservation and management,
· documentary photographs and films, both electronic and digital, of natural and cultural resources,
·  (
“The NPS has a strong business need for excellent records management, since its mission is to care for natural and cultural resources so that they are “unimpaired” for future generations.  Government regulations set goals for cultural and natural resources management regarding collection and use of information for decision-making, which require the long-term management of that information.”
 DO19
, Section 1.2
)special park uses, bearing on the unique responsibilities, programs, 
· and activities relating to the mission of NPS and its custodianship of national parks and historic sites, 
· Museum exhibits. 

There are certain records or types of records that are to be retained permanently by the National Archives (Subcategory 1.A) and possibly by NPS (Subcategory 1.B).  For example, while the complete project file is important for NPS, the National Archives is primarily interested in final reports, key decision-making documents, and records documenting how NPS has fulfilled its government missions.  In these cases, there should be two sets of records created (i.e. copies made of existing records), so that one will be transferred to NARA, while the other will remain with NPS.  This will be particularly easy to accomplish with electronic data.  

Most of the NPS copies of resource management records will be moved into the park museum archives, according to NPS Management Policies, to support long-term resource stewardship.

Subcategory 1.A.1: Land Acquisition/Disposal and Status Records 
Permanent Records for NARA and NPS (See Instructions) 

Description: Records include the acquisition of real property, easements, and rights-of-way.  Other activities include land use planning, cooperative efforts via agreements with other entities, and participating in regional consortia, and local planning and zoning processes.  Land use activities include the granting or denial of permits for park area special uses, including for agriculture, grazing, Native American ceremonials, roads, road rights-of-way, water and transmission lines, and other uses that impact resources.

Records here included but not limited to the following subject areas, and depending upon what is applicable to your own park/office operation and functions:
· Encroachments
· Land acquisition and disposal
· Land Use
· Water Rights
· Proposed Areas
· National Wild and Scenic Areas
· International Parks and Historic Sites
· Dams Management 
· Environmental Impact Policies

Not all subjects mentioned above will be found at each park or office.
It is critical to maintain all records pertaining to a particular project together.  For example, Land Acquisition records may include maps, photos, deeds, titles, etc. However, the type or format of material relating to this project is not as important as keeping related records together by project, event, program, etc. 

Instructions: These records are permanent. DO NOT DESTROY. 
· Record copy to be retained by the originating office. 
· It is MANDATORY a COPY of the record be sent to National Archives and Records Administration (NARA). For guidance, consult Park/Office archivist, historian, curator, records officer. Duplicate copies of permanent decision-making records and final reports that are transferred to the National Archives for preservation storage and long-term access. These records have been determined to be of permanent value to the history of the United States of America by the National Archives and Records Administration and the National Park Service.   For management of the complete and comprehensive cultural and natural resource management and lands records, see 1.B. 
· Additional copies may be required by other NPS offices. For guidance, consult Park/Office archivist, historian, curator, records officer.
These are records that are permanent for the National Archives and are to be transferred either every three years for electronic records or special media (nontextual materials). Textual records are to be transferred 15 years after closure. Records are closed at the completion of a project or an event (such as the finalization of a land acquisition or the completion of a study), or at the close of the fiscal year if that is more appropriate.  Some records are permanent for both the National Archives and for NPS; when this occurs, copies should be made, so that each agency will have a set.

Related Records:  
· Deeds,
· Appraisals, 
· Easements, 
· Surveys, 
· Right-of-way agreements, 
· Leases under 36 CFR Part 17, 
· Maps 
· Protection plans, 
· Condemnation proceeding records, 
· Documentation relation to water and minerals rights, 
· Boundary records, and 
· Photographic negatives and prints, slides, and motion pictures 
Subcategory 1.A.2: Cultural and Natural Resource Management Program and Planning Records
Permanent Records for NARA and NPS (See Instructions) 

Description: These records document NPS programs, projects, studies, reports, and surveys pertaining to cultural and natural resources, as well as planning and policy development relating to overall management, use, protection, and preservation of cultural and natural resources.  This subcategory contains those documents essential for understanding the history of the project or program from inception to completion.  The National Archives is primarily interested in final reports, key decision-making documents, and records documenting how NPS has fulfilled its government missions. Schedule records here including but not limited to the following subject areas, and depending upon what is applicable to your park/office operation and functions:
· Collecting Permits for historical or scientific research
· Roads and Trails Programs
· Historic Structures
· Cultural Resource Studies 
· Historic Sites and Structures Management
· List of Classified Structures
· Animal and Plant Life
· Management of Natural Resources and Areas
· Construction Programs
· Research Programs
· Geological Features and Studies
· Weather and Climate 
· Pollution and Environmental Quality
· Forestry Management

Natural resources include national parks and monuments, natural history museum collections and associated records, national heritage areas, national recreation areas, national preserves, wilderness areas, and wild and scenic rivers.  It includes other resources such as air, biological, geological, water, and natural sound. 

Cultural resources include archeological sites, cultural landscapes, ethnographic resources, historic and prehistoric structures, and museum collections (historic objects, natural history collections, and archival and manuscript materials).

Resource Management encompasses the research, planning, study, observation, preservation, management, and maintenance of natural and cultural resources. 

Resource Management Activities include archeological identification and evaluation studies, archeological excavations, natural resource surveys, inventory and monitoring of natural resources, re-vegetation and landscape restoration, reintroduction of native species, eradication of invasive species, historical research, historic preservation, management of historical and cultural museum collections,  historic structure resource management and maintenance, cultural landscape research, scientific projects, various natural and cultural resource maintenance projects, and environmental and science management programs.

Records Documenting Resource Management Activities include, but are not limited to: 
· General Management Plans,
· Development Concept Plans,
· study plans, 
· inventory and monitoring plans,
· annual reports, 
· situation reports, 
· special studies, 
· contracts relating to natural and cultural resources,
· drawings,
· photographic negatives, prints and slides, motion pictures,
· field notes, 
· films, 
· laboratory reports, 
· maps, 
· manuscripts, 
· oral histories, and
· related correspondence.   

Records also include: 
· museum collection management and preservation plans, 
· park histories, 
· land preservation records, 
· historic structure preservation and restoration, and
· wildlife records.  

Project records may include:
· agenda and meeting minutes,
· budget and actual cost data,
· peer reviews, evaluations, and assessments,
· partnering agreements,
· newsletters and press releases,
· operating plans, and
· final reports.

Staffs are responsible for restricting certain Resource Management and Lands records including data about archeological and paleontological sites, rare and endangered species, etc. in accordance with NPS DO 28 CRM and DO 77 NRM.  Other resource management and land records may include sensitive, proprietary, or confidential information, such as:  certified payrolls (listing social security numbers of contractors and subcontractors), social security numbers of temporary workers, banking information for companies submitting bids, and any proprietary information about corporate practices, costs, and procedures submitted during the bidding process.  Records with short-term operational value include, but are not limited to, approved permits, and other records that do not meet the criteria for permanent retention. 

Routine and supporting documentation not addressed elsewhere in this category include, but are not limited to, transmittals, unapproved permits, reviews of environmental impact statements of other state, Federal, or private agencies, routine or housekeeping correspondence, and similar records that do not document changes to or history of resources.

Instructions: These records are permanent. DO NOT DESTROY. 
· Record copy to be retained by the originating office. 
· It is MANDATORY a COPY of the record be sent to National Archives and Records Administration (NARA). For guidance, consult Park/Office archivist, historian, curator, records officer. 
· Additional copies may be required by other NPS offices. For guidance, consult Park/Office archivist, historian, curator, records officer.
These are records that are permanent for the National Archives and are to be transferred either every three years for electronic records or special media (nontextual materials). Textual records are to be transferred 15 years after closure. Records are closed at the completion of a project or an event (such as the finalization of a land acquisition or the completion of a study), or at the close of the fiscal year if that is more appropriate.  Some records are permanent for both the National Archives and for NPS; when this occurs, copies should be made, so that each agency will have a set.

Related Records:  
· Reports on historic properties 
· Archeological reports 
· Museum and exhibit activities 
· Land use 
· CR Automated National Catalog System
· Florissant Paleontology Database Website
· NR Gaseous Pollutant Monitoring Network Database 

Subcategory 1.B: Resource Management and Lands Records 
Retention details in Management Policies 2006, DO#28 and #77  
 
[bookmark: _GoBack]IMPORTANT: Per NPS Management Policies Section 5.3.5.5.6, DO 28: Cultural Resource Management Guideline, and DO 77: Natural Resource Protection these are records significant for the management of resources within NPS. They may include background files on projects, for which a copy of the final report was transferred to NARA, contracts on repairs of historically significant resources, museum collection data, cultural and natural resources monitoring data, and a variety of other materials.  These records may need to be retained permanently in NPS custody.

Description: Records NPS may need to keep either long-term temporary or permanently to document ongoing management, preservation maintenance, modification, and rehabilitation of land and natural and cultural resources, historical and scientific research studies, as well as associated records that document cultural and natural museum and archival collections. In addition to copies of the higher level records identified in 1A, records in this category are more detailed and inclusive for ongoing resource stewardship, and include such items as grazing records with individual tracts being leased, subsistence records, and cultural and natural resources monitoring data. 

The paper and electronic records in this subcategory are designated for long-term temporary or permanent retention with NPS and contain the complete and comprehensive research, planning, and preservation project records and lands records, including duplicate copies of the decision-making memos and final reports. Included are records such as GMPs, long-term planning records, and historical and scientific records.  See 1.A. for records designated for transfer to National Archives. 

Most of the records in this subcategory replicate those listed for item 1A, and for long-term preservation are to be managed in the park museum collection.  Records for transfer to the park museum collection include, but are not limited to, cultural and natural resource research, planning, and stewardship records, regardless of whether artifacts are associated or not.

The 1B subcategory also includes resource Associated Records, which are a subset of resource management records essential for the management, control, and use of related cultural and natural museum objects. These textual and electronic records include all documentation generated by the activity of collecting and analyzing artifacts, specimens, or other resources that are (or subsequently may be) designated as part of a park’s museum collection.  Consult your regional curator or park museum staff.

NPS Management Policies 2006 state: 
4.2.3 Natural Resource Collections:
“Field data, objects, specimens, and features obtained for preservation during inventory, monitoring, research, and study projects, together with associated records and reports, will be managed over the long term within the museum collection.

The policies further state 5.3.5.5, Museum Collections:
“ NPS will collect, protect, preserve,  provide access to, and use objects, specimens, and archival and manuscript collections in the disciplines of archeology, ethnography, history, biology, geology, and paleontology to aid understanding among park visitors, and to advance knowledge in the humanities and sciences.” 

Records within an individual project may be in a variety of formats, and include, but are not limited to:
· analytical data, 
· artifact or specimen inventories, 
· electronic records documentation (metadata to manage electronic records) 
· conservation treatment records, 
· daily journals, 
· drawings, 
· field notes, 
· manuscripts, 
· maps, 
· photographic negatives, prints and slides, and
· reports generated by historic preservation, archeological, and scientific investigations. 

Note:  It is critical to maintain all records of all types for a given project together, rather than attempting to create a collection by format, such as keeping all maps together regardless of project.

Instructions:  Retention details in Management Policies 2006, DO#28 and #77  

Related Records:  
· Cultural Resource Studies 
· Historic Structures such as bridged and buildings 
· Construction Programs
· Research Programs on pollution
· Collecting Permit
· Air Atlas GIS System, 2000
· Archeological Sites Management Information System (ASMIS) 

Subcategory 1.C: Short-term Resource Management and Land Records
Temporary Records (See Instructions) 

Description: This subcategory does not contain a large variety of records as almost all resource management records are permanent.  Records include, but are not limited to approved permits for public gatherings, motion picture filming, and recreational uses; routine procurement and non-historic construction contracts; professional services contracts; proposals of technical assistance; natural resources information exchanges; utilities and services; management assessment program. Records with short-term operational value and not considered essential for the ongoing management of land and cultural and natural resources.

Instructions:  Destroy/Delete records 15 years after closure.
· Record copy to be retained by the originating office. 
· Additional copies may be required by other NPS offices. For guidance, consult Park/Office archivist, historian, curator, records officer.

Retention is based on the date of closure or cut off of records, such as the date a project is completed, a technical report is submitted, the end of the fiscal year, the granting of a permit, the close of a contract.  Records in this subcategory are to be destroyed or deleted 15 years after that closing or cutoff date.

Related Records:  
· Approved permits 
· Routine contracts not related to historic structures and landscapes 
· Proposals 
· Assessment
· NR Geoscientists-in-the-Parks 
· NR National Resource Management Assessment Program
 Subcategory 1.D: Routine Resource Management and Land Records 
Temporary Records (See Instructions) 

Description: All other routine, housekeeping, and supporting documentation not addressed elsewhere in this category. This subcategory does not contain a large variety of records as almost all resource management records are permanent.  Records include, but are not limited to unsuccessful permit applications for such events as motion picture filming or public gatherings; exhibits for other agencies; and reviews of environmental impact statements and studies for other Federal agencies as well as state and local entities.  
Instructions:  Destroy/Delete records 3 years after closure.
· Record copy to be retained by the originating office. 
· Additional copies may be required by other NPS offices. For guidance, consult Park/Office archivist, historian, curator, records officer.

Retention is based on the date of closure or cut off of records, such as the date a project is completed, a technical report is submitted, the end of the fiscal year, the granting of a permit, the close of a contract.  Records in this subcategory are to be destroyed or deleted 3 years after that closing or cutoff date.

Related Records:  
· Unsuccessful permits 
· Non-NPS exhibits 
· Environmental reviews of other federal, state, and local agencies 
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