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INTRODUCTION

This Report offers a summary view of the results of a preliminary investigation regarding official

Indian Residential School records and documents that we assumed were in the possession of the

Government of Canada, but in the cases of at least some seem to be missing. What we have

found is that there was a general federal government policy to destroy many government files

and that there was a very high level of records destruction activity that occurred between 1936

and 1956. Concerning Indian Affairs documents, the files related to Indian Residential Schools

that were most at risk were:

Admission and Discharge files
School Attendance Reports
Monthly Reports
o Principal's Monthly Reports (P.M.R.)
0 Superintendent's Report on Schools
o Transportation Warrants
o0 Attendance Returns (Staff)
Quarterly Reports (June 30, September 30, December 31, March 31)
o0 Quarterly School Returns
o0 Quarterly Report (Residential Schools)
0 Requisitions
Annual Reports
o0 Census of Indian Pupils at non-Indian Schools (February 28)
School Report (June 30)
Principal's Report on Promotion and non-Promotion (June 30)
Applications for Tuition Grants (August 15)
List of Candidates for Scholarship Awards (September 15)
Principal's Report on Destination of Pupils Withdrawing From School
(September 30)
0 Agency Return on Pre-School and School Age Children as of November
30 (December 15)
Vouchers — On Receipt of Invoices
Credit Vouchers (Weekly)
Assistance to ex-pupils
Principal’s diaries
Annual Requisition for School Books and Supplies
Accident Reports
Reports of Inspectors, and
Monthly and Quarterly Salary Pay Lists
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BACKGROUND

Since the signing of the Indian Residential Schools Settlement Agreement on 08 May 2006, the

Shingwauk Project Archive has received a number of requests for assistance from Survivors who
are making an application for Advance Payment to Indian Residential Schools Resolutions
Canada (IRSRC). The Advance Payment is for Survivors who are 65 years of age or older on or
before 30 May 2005 (CANADA, 2006a).

Members of the Children of Shingwauk Alumni Association (CSAA), as well as Survivors and
their families from the Spanish Indian Residential Schools, St. John's (Chapleau) Indian
Residential School and other Indian Residential Schools, have asked the Archive for copies of
official School files. Specifically, they request Quarterly Returns and/or Admission or Discharge

Forms in order to confirm their residence status at their respective Indian Residential School(s).

For some Survivors, we were able to provide copies of Quarterly Returns and Admission and
Discharge documents that confirmed their residence status at an Indian Residential School. For
many others, we were not able to find any such documentation that would help substantiate their
claim. We reminded Survivors that the Archive did not have a complete set of records for any
Indian Residential School and that the Archive is unable to access many of the Government’s
RG-10 files because of restrictions that fall under the federal Access to Information and Privacy
Acts. We recommended to them that they should proceed with filing a claim for Advance
Payment from IRSRC anyway, as IRSRC had or were going to have (as we understood it at the

time) all the Indian Residential School files in their possession.

In mid to late 2006, we began receiving secondary requests from many of the same Survivors,
among others, who received rejection letters from IRSRC. IRSRC denied their claims because
they did not have a written record that would confirm their attendance at the Indian Residential
School(s) indicated on their application for Advance Payment.

On a secondary search of our files, we were able to provide some of these Survivors with

supplemental documentation from RG-10 files that contained other information, such as medical



reports/invoices that had the names of the Students who had visited with Doctors or Dentists for
treatment."  We also provided Survivors with copies of any photographs that we had of them

while they were a resident at an Indian Residential School.

More recently, additional requests for information have come from the Anglican Church —
General Synod Archive and, surprisingly, from IRSRC itself for "missing records".

Brief History of Public Records’ Management Issues

Historically, the Government of Canada had records’ management issues dating back to
Confederation. Jay Atherton, former Director-General (Archives Branch) at Library and
Archives Canada, writes about the records management problems within the federal government
in his historical overview of Canada's Public Archives in "The Origins of the Public Archives
Records Centre, 1897 — 1956" (1979:35-59).> Atherton describes the development of several
federal government records management initiatives that tried to provide a remedy for the

problems associated with the efficient custody and control of the public records of Canada.

Bill Russell, Archivist at Library and Archives Canada, writes about Indian Affairs records-
keeping practices in "The White Man's Paper Burden: Aspects of Records Keeping in the
Department of Indian Affairs, 1860-1914" (1984-85:50-72). Russell describes how Indian
Affairs tried to both protect and manage their records during a time when the federal government
as a whole was trying to develop a records-keeping policy for all departments. Russell points out
that during these early years, Indian Affairs began to form a "records disposition policy"” that
would initially serve headquarters, and then the numerous Indian Affairs agencies in Canada.
(1984-85:68-71).

Sean Darcy (2004), in a paper published in Archivaria, provides a case study of record-keeping
practices at the Department of Indian Affairs from 1872 to the mid-1980s. He finds that there
was no standard filing system used in Indian Affairs field agencies prior to 1950. The

! For example, see CANADA. Library and Archives Canada (LAC). Records of the Department of Indian Affairs,
RG 10, Volume 6212, File 469-5, Part 1. Dental Invoice of Dr. Goodfellow, D.D.S. (November — December 1930) -
List of Students approved by Principal Hives - Shingwauk Home, Sault Ste Marie. January 15, 1931.

% See also: Ormsby, W.G. (1982/83, Winter). “The Public Archives of Canada, 1948-1968”. Archivaria, Number
15:36-46 and, Wilson, |.E (1982/83, Winter). “A Noble Dream”: The Origins of the Public Archives of Canada.
Archivaria, Number 15:16-35.




Department's complex file management system, one regime for headquarters and a laisser-faire
system in operation for field offices, meant that many Indian Affairs’ documents did not survive

because of the actions of individual Indian Affairs’ officials. Darcy comments that:

. it was almost impossible to determine what records had been
created or lost since no registration system existed in the agencies
(2004:169)
Correspondence between Indian Agent R.H. Moore and the Acting Director of Indian Affairs
Branch in 1945 seems to verify that that Indian Agents had permission to dispose of official

documents:

Generally speaking, however, it is permissible for an Indian Agent, at

his discretion, to destroy old vouchers, requisitions and other routine

forms when he is satisfied that there is no purpose to be served in

keeping them.®
It seems that within the Department, record keeping and disposal were rarely, if ever,
accomplished according to a comprehensive policy consistently followed. Recognition of the
potential for irregularities with unpredictable consequences seems to have been beyond the

capacity or concern of many of those involved.
Indian Affairs' Records Disposal Programmes

The focus of this preliminary investigation regarding the management and disposal of records is
on the period between the 1920s and 1950s when most of the Survivors who are applying for
Advance Payment would have attended an Indian Residential School. Between 1936 and 1956,
we found that there were three separate attempts made to improve the management of the public
documents of Canada. All three included policies for the disposal and destruction of records

according to what seemed to have been changing circumstances and needs.

¥ CANADA. LAC. Records of the Department of Indian Affairs. R.G. 10, Volume 8586 File 1.1-6-3 — Letter from
R.H. Moore to Indian Affairs Branch, 10 May 1945. and, Letter from Acting Director, Indian Affairs Branch to R.
H. Moore, 16 May, 1945.



1936: First Effective Records’ Scheduling Programme

The first major programme to manage and dispose of federal government records was set up in
1936. The federal government wanted to save valuable office space and free up storage space

for new files.

In 1933, Treasury Board had asked all government departments to identify documents for
destruction or permanent retention (Atherton, 1979:48). In a letter dated 11 February 1933, the
Indian Affairs Department responded to a Treasury Board request to provide a Schedule of
classes of documents that could be destroyed after a lapse of 5 years, 10 years, or to be preserved

indefinitely.*

Documents in Indian Affairs' Central Registry Files, specifically R.G. 10, Volume 8586 File 1.1-
6-3 Methods And Procedures Concerning Destruction Of Records: 1890 - 1958 confirm that the

Indian Affairs Department was part of the program. G. M. Matheson, Registrar (Indian Affairs)
stated that, subject to special scrutiny, the following files related to Indian Residential Schools

can be placed in the Schedule:

TO BE DESTROYED AFTER 5 YEARS - Papers on the following subjects

School Returns and Requisitions

Monthly Reports

Diaries and returns

Relief, medical, hospital and drug accounts
Monthly and Quarterly Salary Pay Lists

TO BE DESTROYED AFTER 10 YEARS - Correspondence regarding ...

e Reports of Inspectors
e Accidents
e Assistance to ex-pupils °
In 1936, "Treasury Board authorized the destruction of records in a number of departments,

according to definite schedules and subject to certain restrictions" ® (Atherton, 1979:49).

* See Appendix A — CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File 1.1-
6-3 - Treasury Board Minute T. 147760 B., 02 February 1933

® See — CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File 1.1-6-3 -
Memorandum and Destruction of Old Documents — Letter from G.M. Matheson, Feb. 11 1933



Confirmation of the destruction of these records is found in a reply to a letter to the Department
of War Services. On 19 January 1944, A.E. St. Louis, In Charge of Records (Indian Affairs),
stated that during the years of 1937-1938:

... in accordance with instructions contained in Treasury Board Minute T.

160481 B. dated the 2" of June 1936 ... approximately fifteen tons [30,000

pounds] of waste paper was disposed of through the Department of Public

Printing and Stationary. ’
Furthermore, St. Louis added that 1,770 pounds of paper was processed as surplus paper in
December 1942 and that an additional 1,500 pounds would be disposed of by the end of 1944.

In another letter dated 01 February 1944, St Louis said that:

Since 1936 more than 200,000 files have been destroyed and many more
thousand will be disposed of later this year under authority of the proposed
amended Minute of the Treasury Board. ®

1944: Civil Service Waste Paper Drive

The second major programme to destroy government documents was initiated during the Second
World War. A "Civil Service waste paper drive" was created in order to overcome the acute and
severe shortage of paper that was required for the 'war effort. On 16 March 1944, the Treasury
Board issued an order that amended the 1936 Treasury Board directive for the destruction of
government documents in order to salvage additional waste paper from obsolete government
files. An amendment was made to Treasury Board Minute of June 2", 1936, T. 160481 B. The
new Treasury Board Minute T. 260350 B. of 16 March 1944 asked all government departments

to re-examine their schedules:

. with the object of reducing to a minimum the periods during which
documents are to be retained. °

® See Appendix C - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File 1.1-
6-3 - Treasury Board Minute T. 160481 B., 02 June 1936

" See Appendix D - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File
1.1-6-3 — Memorandum — A.E. St. Louis to Dr. McGill, January 19, 1944

8 See Appendix E - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File 1.1-
6-3 - Memorandum — A.E. St. Louis to Dr. McGill, February 1, 1944

® See Appendix F - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File 1.1-
6-3 — Treasury Board Minute T. 260350 B., 16 March 1944



In a letter dated 19 September 1944, A. Jackson, Chief Executive Assistant (Indian Affairs)
provides a summary of the answers that were given to the Privy Council in the questionnaire.
Jackson's response provides additional confirmation regarding the destruction of Indian
Residential School files. Jackson states in the letter that, subject to Department scrutiny, the

following files were destroyed:

Approximately five tons [10,000 pounds] of obsolete files have been
destroyed since Sept. 1939.

and that
... papers on the following subjects were destroyed:

relief, medical, hospital and drug accounts
monthly reports

diaries and returns

monthly and quarterly salary paylists, and
school returns and requisitions °

Further destruction of records continued even after the war was over as surplus paper for the
mills was regarded still as urgently needed. St. Louis, responding on 01 November 1945 to a
request for more surplus paper, stated that the Department no longer has any additional obsolete
records that could be declared as surplus paper and that during the summer of 1945

approximately 5 tons (10,000 pounds) of obsolete files were destroyed. ™
1954: Records Destruction Teams

The third programme to destroy Indian Affairs' documents was implemented in 1954. On 06
April 1954, Mr. H. M. Jones, Director, Indian Affairs Branch sent out a letter to all
Superintendents of Services regarding adopting a "more rigorous policy of file destruction in the

Indian Affairs Branch" *

19 See Appendix G - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File
1.1-6-3 — Memorandum: A. Jackson to Dr. McGill, September 19, 1944

1 See Appendix H - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File
1.1-6-3 — Memorandum: A.E. St. Louis to Mrs. Young, November 1, 1945

12 See Appendix | - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File 1.1-
6-3 — Destruction of Records, H.M. Jones to Superintendents Of Services, April 6, 1954



The final Schedule from Indian Affairs Branch, approved by Treasury Board, included the

following Indian Residential School files that were to be destroyed after 5 years:*

e Block 6 — School Buildings
0 Routine Correspondence
0 Memos to Council
0 Progress reports
o Minor repairs

e Block 13 — School Supplies
o All correspondence and accounts

e Block 17 — Health Services
o All correspondence

e Block 23 — Reports and Returns
0 Superintendent's Quarterly Reports
0 school attendance report
o0 P.M.R!s (Principal's Monthly Report)
0 Teachers' reports
0 Quarterly School Returns

e Block 25 — Indian Education - Routine Correspondence relating to ...
0 assistance to ex-pupils
o Vocational training
o Tuition grants
0 Admission and discharge
o0 Per capita grants

e Block 27 — Transportation
o0 Routine correspondence
o Transportation warrants

Indian Affairs Branch had difficulty taking action on the new directive from Treasury Board. The
Department did not have adequate human resources to implement effectively the newly revised
Schedule because of the demands of file research and the need to attend to the growing volume of
new files that were arriving more frequently. In order to implement this programme, requests for
additional resources were made to Treasury Board in 1955-1956 to establish and fund "Records

Destruction Teams" within the Indian Affairs Department. *

3 See Appendix J - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File
1.1-6-3 — Section 10 — Agency Manual of Filing Operation, H.M. Jones to All Regional Supervisors of Indian
Agencies, Indian Superintendents and Agents, Indian Commissioner for B.C., November 2, 1954.

14 See Appendix K - CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10, Volume 8586 File
1.1-6-3 — Letter R.M. Maclean to J.K. Abbott, February 20, 1956

10



CONCLUSION

The history of the federal government’s records management operations clearly indicates that a
policy to destroy official government files evolved over time and was in place until 1973 when a
moratorium on records destruction was agreed to between the Public Archives of Canada and
Indian Affairs.(Darcy, 2004:170)*® The evidence suggests therefore that insofar as the Indian
Affairs Department’s Indian Residential School records disposal policies were carried out as
acknowledged, many files of the Shingwauk Indian Residential School and other Indian and Inuit

Residential Schools, dealing with the years at issue and perhaps others as well, were destroyed.*®

We should also recognize however that since Confederation many senior Indian Affairs and
Public Archives officials resisted attempts to destroy Indian Affairs' records according to the
guidelines that were developed in record disposition schedules (Darcy, 2004:170). They
recognized that many of these documents were of “great historical significance” (2004:170).
Especially after the Calder decision, such documents became very important as First Nations and
Inuit Peoples began legal action on many fronts, often against the Government of Canada, to

secure their Aboriginal Rights.

IRSRC has confirmed that it has 'gaps’ in student records for Shingwauk and for other Indian
Residential Schools. Many of the missing documents of concern, which are those of primary
choice required for verification of residence at an Indian Residential School, are School
Quarterly Returns, Admission and Discharge Forms, Student Lists, and Applications for

Admissions.

IRSRC has stated that it has no Quarterly Returns before 1942 for the Shingwauk Indian

Residential School. We understand that it has the same RG-10 files containing Quarterly Returns

1> See also Footnote 25 (Darcy, 2004). CANADA. LAC, Records of the Department of Indian Affairs, R.G. 10,
Accession 2003-00021-6, box 2, File 1/1-6-3, Part 4. Methods and Procedures (Disposal) Destruction of Record,
1974 — September 1978,. Letter from Jay Atherton, Chief, Public Records Division, Public Archives of Canada to
Records Management Division, DIAND, re; Moratorium on Destruction of Indian and Eskimo Affairs Records,
1974.

B¢ s interesting to note that the 1973 moratorium occurred shortly after the January 1973 Supreme Court of
Canada landmark decision regarding Aboriginal Title (Calder v. A.G.B.C., [1973] S.C.R. 313).

11



for the period 1942-1949 that the Shingwauk Archive has. Also, IRSRC has no Quarterly
Returns from September 1949 to sometime in 1956, but it seems to have Quarterly Returns from
sometime in 1956 to June 1970. (Caissy, 2006).

While Darcy (2004:69) states that while it may be impossible to know exactly what records were
destroyed, it is clear from the evidence that many important documents are missing. Darcy goes

on to state that:

It is interesting to note that files now seen to be important ... were at

the time of a secondary consideration to department officials.

(2004:167)
It is clear from the requests for verification of attendance at Shingwauk and other Schools
received by the Shingwauk Project Archive, as well as from reports of rejection letters received
by Survivors in other regions, that a records problem exists. Insofar as this Preliminary Report is
able to assist in providing an explanation that suggests that many records may no longer exist
and will never be found, we hope that for cases for which records are not readily at hand
respectful and timely alternatives are made available.

Many documents and other materials associated with the Residential School era exist in
collections other than those of the Government of Canada. If the legacy of the Residential
Schools is to be properly addressed, a national project of Residential School resource
identification and sharing needs to be established by all parties as soon as possible.

What is most important is that the intention of the Indian Residential Schools Settlement

Agreement, that a Residential School Survivor should never be allowed to go unrecognized or
uncompensated for his or her experiences, be fulfilled.

12
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APPENDIX A

Treasury Board
L ]

" '®ttatva,. 8nd February, 19 33.

-
T. 147760 B.

S -
T_‘_\ FEE

/T’u f’\ . ‘
)\/ S]] -~ \\\\ ” 3
Dea;;s*r, s

S
— The Treasury Board had under con-
sideration a report/concerning destruction of documents,
which are no longer required for purposes of adminis-
; G

tragion.
Belng of opinion that valuable office
space can be saved by destruction of such records, the
' Board directs that each Deputy Head submit for further
- instructions, a recommendation concerning the classes
l//////” of documents he considers might be destroyed without
impairing the efficient sdministration of his Department,
} and that such recommendation'shall be campiled under

the following heads:-

Classes of documents to be destroyed after a
lapse of 5 years.

Classes of documents to be destroyed after a
lapse of 10 years.

Classes of documents which should be preserved
v indefinitely.

Yours trulx,)

VA
The Deputy Superintendent General, g’tzi:i(;;}zi:;”’ B )1//

Dept. of Indian Affairs, For Secretery.
Ottawa,

. Indian Affairs,

(RG 10, Valume 8586, File 1/1-6-3)

PUBLIC ARCHIVES
ARCHIVES PUBLIQUES
CANADA
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APPENDIX B

MIMORANDUM : 4

The correspondence in the Department of Indian
-Affairs differs materially from that of most of the other
Departments of the service and no hard and\rast rules, set
by cim-a alone, ocan ’b,w fIxeﬁ for the destruction of its 4
records. k
All records of date previous to the year 1872
were sent to the Arohives about sighteen years aga and
there is n:nuch in the correspondence whioh has accumulated
in the past fifty years which might with-advantage be
disphsed of, after careful seleotion and the retention
of any rrlnterial which may be requ!red for future rafersnce
or for transfer to the Archives.
a Subjeot to this sorutiny, after five years,
papeTs on the following subjects might be destroyed:=-
Supply of Beef, Flour & —— ‘Relier, Medloul,
Hospitel and Drug accounts, Fuel % Light, Seed, PFeed,
Liquor Traffic, Theft, Immorality. Monthly Heports,
Diaries and Heturns us well as monthly & quarterly
salar® Pay Lists and School HReturns and Requisitions.

aAnd after 10 years:-

Correspondence regarding supply of Horses, 'Cattle,
Implements, \lagdns, Hospital Grants, Sanitaria,

Homes and Institutions. Assistanoce to Fx-Pupils,
Dome stio Science, Insanity, Insurance, Accidents,
Reports of Inspeotors, Rent and Fee Returns and
Patent Requisitions, Hay Permits, Flags,Deputations. -

And to be retained indefinitely:-

Correspondence regarding Treaties, Reserves,Surveys,
Annuitiea, Interest, Churches, Cemeteries, Sdhools,
Roads, Buildings, Estates, Enfranchisement, Irrigation,
Looations, Mills, Mining, Railways, Hules & Regulations,
Surrenders, Timber, Dyking, Wharves, Water Works,Claims
& Disputes and numerous other subjects which cannot be
classified. ’

Fob.11th.1933. _ ’f% TN Elecwor~ b .
c,

- He%aj;rnr.
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DESTRUCTION OF QLD DOCUMENTS,

DI AFFAIRS

D OYE Y RS

Papers on the following subjectsi-

ply of beef, flour and bacon.
Belief, medical, hospital and drug ascounts.
Fuel and light, seed, feed, liquor traffio,
theft mmit;.
Mont reports,
Diaries and returns.
Monthly and quarterly salary pay lists,
Sohool returns and requisitions,

0 _BE D ROYE E Q Y-ARS
Correspondence regarding:-

Supply of horses, oattle, implements and wagons,
Hospital grants, 2
Sanitaria.

Homes

Insatilutions,

Assistanoe to ex-pupils.

Domestio Solence.

Insanity

Insurance

Agoidents.

Rent and fee resturns.

Flags,

Deputations.

Patent requisitions.

Hay Permits

Reports of Inspeotors.

PUBLIC ARCHIVES
ARCHIVES PUBLIQUES
CANADA
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APPENDIX C

Laa s IR

“day of ... ’W!l- 18
T. 160481 B. :
sy ¥ ‘L@

Treasury Board, held at Ottawa, on the. . SSUNEY .

L6

The Board had under consxderaclon a report
that tharo is at present no general executive direction
permitting the destruction of documents which are no
longer required by.the various Depertments.

wus requested _.to report on -
recommgndatioks concerning
might be destroyed, to the

Bech Department
the matter and submit detailed
the classes of documents which
end that documents be retained only during the period of
their usefulness. The reports disclused that many classes
might be destroyed after retention fo~ various periods,
but that uniformity throughout the pubiiz service’'is
probably inadvisable on account ©f the aiverse uses n;
different departments of similar clas.es of documents.

The Treasury Boerd rutnorize cestruction
in accordence mith the sttached sclectu.e, subject to
the following restrictions:-

Vouchers, accounts, books of account
and ,paid cheques, or copies, shall be
retained for at lesst ten years by
one of the offices dealing with
disbursements.

Documents, accounts oOr agreements per-
talning to operstions or trensactions not
terminated or where litigstion is involved ' -
shall be held until the matter is finally: N
deslt with.

Vouchers and documents purteining te » g
Indien or other Trust Puncs snall bs -
retained indefinitely unless some P e ,ﬂ

authentic record is maintsinsd.

Departments shall retsin indefinitely
documents required to establish records
of service Af employees. . -

Documents of general historical value shall
be retained inddfinitely. With the objeot
of ascertalining such value, the Dominion
archivist shall be notified by the Department -
concerned ¢f the intention to destroy oortnin(
clasges of doouments And, unless he submi
a written objection (stating his reesons
- - th- historioal viewpoint) :fthin a peridd
of six months, the Department may proceed to
destroy such olasses of ddéoumsnts. If
objeoction is teken, snd the department is
nos ocontent to accept the view of the Dopfimidn
Archiviss, the record shall be referred for
the decisfomof the Pressury Board.

rc

[

Indian a
tfairs, (rG
s, 0, Valume gsg
6, Pile 116
1, ~3)

PUBLIC ARCHIVES
ARCHIVES PUBLIQUES
CANADA
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APPENDIX D

» Ont., January 19th, 1944.

i

MEMO RANDUOM 3

With reference to Mr. Jaokson's memorandim , dated
Jamuary 1l7th,and to_the Minister of Nutional War Services letter,
htcdl;m_ry -A3th 1944, regarding the salvage of paper from :
-obsoléese records, I would advise that all our records whioh nere

-7 oonside bs of no further walue offioially have been daatroyed
) in eoco wilh instructions gontained in Treasury Board Mimate

| : 5 “

- - -—=~- " All regoxrds‘of date previous to the year 1878 together .
with dosuments of purely historical value and not frequently
referred to have been removed to the Publie Archives.

* During the years 1937-1938 all the.ocorrespbndence which
had asoumulated since 1872 was thoroughly examined with a view of-—
destroying all useless end obsolete material and approximatesly :
ﬂﬂngl tons of waste paper was disposed of through the Departmens’
of Public Printing and Stationery. .

- . On several ooccasions documents bslonging to the same

. eategory have besn disposed of to accomodate records which ares to

be preserved for an indefinite period dut these removals do not

- yeleass any filing cadbinets as the space vacated is immediately
filled, - . ' 4
The last disposal of old files and doouments by, this
Branch was made in December 1942 when 1,770 pounds of salvage
was ghven to the United War Services and 1% is expeoted that ¢
{::r about-1,800 pounds will be disposed of, e through
sans agendy. ‘

: 1\ M

A. B,..St Louis.
In Chargg of Records.
ar .ﬁ.l 5 R A

- i L

Indian Affairs. (RG 10, Valume 8586, File 1/1-6-3,

L4
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" "retalned indefinitely.

APPENDIX E

— : -

._. SR B ) Ottawa, robmqry iut, 1944.

a s

Dr, MoGill,

A With reference to Mr. Jaokson's memorandum of the 24th
ultimo regarding the, praotice of keaping second copies of
“outgoing letters, I deg to report as follows: -

i -

Our colleotion of la'_cf:r-booka containing second eoples of
outgoing letters dates -baok to 1829 and from that dete we possess
an uninterrupted recordof the official outgoing correapondence
in the Dominion Archives and among our own archives in the
Storage building. B

~ -

. I have no hesitation to admit that 1% is an unique oollpot-
ion of 1ts kind and, in my opinion, & very valuable one indeed =
both from the administrative and historical pointe of view, Xor , -
the period 1820-1878 these letter-books, all .written in long hana,
are preserved in the Manusoript Room of the Dominion Arehlnl(l
Sogsther with Indian papers end records of similar date, The
practioe of keeping firat coples of letters on file was not then
in vogue and therefore -thess manusoripts fom part of the

original records of that distant perilod and as such -should be

The ssries of letter-books, which have acoumulated since
1872, cannot be olassified as original records but are navertheless -
useful to the administration jnaamuch as they are ‘the only reoord
extant whenever the files containing the first doples are in~ ¥
advertantly destroysd, lost or mislaid. .

] Binoce 1936 more than £00,000 files have been. destroyed
and many thousands more will be disjosed of this year under
authority of the proposed amsnded Minute of the Treasury Board,
Almis t a of theme files contain trust fund vouohers or .
important ocorrespondence mingled with routine le tters and
Youohers, 'In sorting out this mass of naterial it is diffioult,
not to say impossible, to separate the important. from the
unimportant pepers without making any errors and the destruation
of any important doouments would. result in an irremediable
loss if we did not have the second ocoples to reconatituts the
file. Furthermors, letters and memoranda, at times, get
detached from the files presumably through the process of shandling,. °
thereby destroying all evidence, that such memoranda or letters ;
have been written and doqpatohe& in the absenoe 5f sacond coples,

It 1s true that this node of reoording our outgoing -

letters differs materially from that in vogue in other departments

" but 1t is equally true that our oorrespondence, unlike other
departments of the government sorvioce, deals almost exolusively -
with & human problem: the Indian and his land. The safekeeping’
of doouments affeating his serson and property he haes entrusted
§o us-and 1%t is felt that his {mplieit faith in that trust sho
not be shattered through.our negleot tc' promide -and maintain
proper safeguards for the preservation of these dooumbnss -which,
when lost or mislaid na: result in a considerabls peuuniu-z :
loss to himself or the d to which he belongs.

The writer had cooasion in the past 32 years to assist in
or oonduot searshes among our old records relative to olaims and"
Gourt oases such as the New England case, the Eskimo oase, the
Jabrador Boundary lisigation and #aently the Grand River
Javigation alaim, and at variouns times aoted as representative

Indian Affairs. (RG 10, Valume 8586, File 1,1-6-3)
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o e l - I .
787 thé Branch a# pustodian of doouments before the Gourtewmt ..
- Guedes ‘and Montreal. On thess odoasions it was often required

$0 give to the presiding judge the assurance of the certainty of .
the existence. or non-existence of certain documents<and it was & |
great satisfaotion to me to have been able to state that we possess
besides the origina) sudbjeot files, other records such as a regist
of the insoming correspondence and doples of the outgoing letters
whigh provides an acourate record ef the papers Teceived and deas .
patched and the means of replacing the latter if same had beea e
destroyed or otherwise removed from the fila.

TR ;

- As fn illustration of the usefulness of these second coples
in the preparation of exhidits for Court oases,. ] may say that
these ocopies were ascepted by the Supreme Court of Canada as
oexhibits in the Eekimo case in the absenoe of the originals which
oould not be located among the records of the Interior Dapartmsnt —-]
nor of the Royal Canadian Mounted Polioe, =

- . .

Major G. Lanotot, Dominion Archivist, who is undoubtedly,
by. education and experience, eminently qualified £o understand the
value of our old papers has expreased, on many occoasions, to the:
writér his deep interest in our archives and his satisfaction of
the safeguards employed %0 preserve this valuable oollsotion of
historical doouments complete and intaot for future generations,
To one familiar with research work among records of a censulry and
& ocsntulry and a half age the destrustivbn of such a valuable
eclleotion of letter-books would be much regretted and oonsidered
as an irreparadble loss. Perhaps, more than anyone elss, the .
researoh worker appreciates the value of supplementary records when,
after having explored all avenues of research among original papers
of a eentuly mago, he 1s able to looate an_gauthentio dopy whioh
re-establishes the ohain of faots so necedsary, if not essential,
in the preparation of Court exhibits and also for the information
requested by the Department ‘of Justioe.

The l}'Ctem of keeping seoond copies of. outgoing lott‘:;-\a\
is not oonsidered an essential reoord but only an auxiliary one and
A3 such greatly facilitates and speeds up the prooedure of loantlng.\
the subjeot file espsoially when only the name of the ocorrespondent
and the date of the offioial letter he refers to is gliven.

These ooples are often oonsulted by officials of the

" various divisions of the Branoh in oheoking up the authority for
expenditures or for any other purpose whan the subjeot file cennot
be easily located or has been sent outside the Branoh.

The whole system is simple, consisting as it does of folders
bearing indieation tabs into whioh are placed in sequence of date,
an average of 100 letters daily. The time involved in keeping 1t
up to date 1s negligible and same may be said of the cost, the
material required amounting to $27.00 yearly.

. Theae letter books are usually stored away on top of tife
filing oabinets with backs to the wall and therefore do not
0ooupy any storege space which oould possidbly be used for other -
arohives material. ZXven in the Records room whe re series eovering
the past two or three years for ready refersnoe it is_found that
the vaoant space between the tdp of the riling ocases and the
seiling suffiqe for their ascomodation.

Considering the usefulness of this system and its low cost
of upkeep, I strongly reco'mend that the practice heretofore
followed in the Branch of keeping seaond coples be continued and
that no thought be given to abolishing it. -

' g "'-:E/,{"./ .
. A. E. 8t Louts. <,
In Charge of Records.” ~

Indian Affairs (RG 10, Valume 8586, File 1,7-6-13)
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APPENDIX F

n-rm froa the mimta br &mnﬁg of the.
W nonmmu the n-easur; Board; held
H at Ottua. on . the sixteenth day of
it e
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: _‘  suhnlnlong eamgrnins duposai. or dupartmtal docwnntd.

copiu or corroxpondemo, file cases, etc., Mnct tnat, ;n"

'_'vlu of: the a.cuto paper. shortaga, ‘rreamuw Board . m.nute of. .
Jnn. «2nr.l, 19'!8, 7. "160481 B, be amended, in respect \qt ymr

_Department, to permit destruction in accordanca nt.h tno Ot

; ;ttachad uchedule, eﬂectﬁyﬁprﬂ 1st, 1944.°

Coe

4 . 'sgd' l.C. Ronscn.

For acmtw

- .

Indian A}‘fairs. (RG 10, Volume 8586, File 1/1-6-3)
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APPENDIX G

%; . S 28 . Beparient of Mines and Resources R |
e OFACE OF THE DEFUTY MmasTER i 9 3]
s . TR

Dr. MecGill.

A few weeks ago we received a communication from the
Privy Council office asking us to fill in questlonnaires with respect
to records. As the inquiry appeared to deal entirely with war
records, coples of the questlonnaire were not sent to your Branch. :
However, the Secretary of the Committee has now asked that answers be
supplied for the Indian Affalrs Branch and I would be glad 1f you
would have the forms enclosed completed, returning two coples to this
office as soon as possible. The answers to someof the questions
have been typed in so that they would conform to what has already been
supplied. You will need to answer Nos. 8, 10, 11 and 12. No. 16
need not be answered unless you so desire.

L
' : / a
! . %quilvm;m.

19th September, 1944.

niras

.~

i 10 Approximately five tons of obsolete files have been destroyed
since Sept. 193%9.

k 8. The Records Divislon is & central registry receiving and
distributing the Indian Affairs Hranch mail and being a repository
of all departmental records and documents. Beoause of the long
period oovered by the recopds of this HBranoh, the greater number
of our closed and dormant [iles are housed in a Storage building

.+ situated at 187 ilater St.” Our old Indian papers and manuseripts
of date previous to the year 1872 are preserved in the Dominion
Public Arohives, Sussex St.

e P R e
11. ‘The correspondence of the ‘ndian Affairs Branch differs
materially from that of most of the other departments of the
servioa and no .hard and fast rules, set by time slona, could b
fixed for the destruction of its records. The destruction of nny
of our records was done only after careful selestion and the
retention of any material whi-h mould be required for future
reference. Subjeoct to this sorutiny papers on the following
subjeots were destroyed:- Supply of besf, flour and baoon and
relief, medical, hospital and drug agcounts, fuel and light, seed
Teed, liquor traffio, thert, immorality, monthly reparts, diaries
and returns as well as monthly and quarterly salary paylists and
;ghgol retum:tind jreqfiaitlcml. Correspondence regarding supply

orses, oa L] mplements, wagons, s

boats and fruit t;'eeal.) ' 5 PR TR

i, Valome B98¢, Filp 1,74,

PUBLIC ARCHIVES
ARCHIVES PUBLIQUES 3

CANADA
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APPENDIX H

Ottawa, November lst, 1945.

- -

~i

MEMORANDUM :
1 Mrs. Young.

B
e

Regarding Mr.- honson'a memorandum of Ogtober 3lth
with reference to the disposal of official dooumedts and
records, 1 wish to advise that the Treasury Board Minutes
T. 160481 B and T. 260350 B affecting this Branch authorize«
the degtruetion.of only.obsoclete records, routine vouchers and -
returns that have no official or htstorloal value. .All records
of historical value in our archives were removed to the’ g
Dominion lio Archives duripng the years 1913 and 1914.' Prior
to ‘1939 all{uselgss and obsolete\material destroyed in -
accordance “the Treasury Board.- authorization was disposed .
of through the Department of Publie Printing and Stationery
- and since that date this salvage paper has been delivered to
. the authorized collector of the government wastepaper. :
Approximately five tons of salvage paper from obsolete files b
= was disposed of this summer and there are now no rurther .
. records available for diaposnl.

T T

- ~ A. E. St Louis. - 2
) In Charge of Reqords.

Indian Affajrs, (RG 10, Valume 8586, File 1/1-6-3)
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APPENDIX |

[WRORwRE

- TN Ialatedsh - .

-~ . . . T, .
P gE AR N T2 290/101-14-2 (Adm.2)
. . T Cttawa, April &, 1954,
"T0_SUPERINTE] S CES

Because of the acute shortage of storage spuce and the
wkcd increase in mail receipts during’ the past five years, it is
necessary to adopt a more vigorous pelicy of i‘ile dnstruction in the
Indian Affairs Branch,

The pressnt reg_llations governing the destruction of eld

papers are contained in Treasury Foard Minute T160481B of -June 2, 1936, .
which outlines in broad terme the policy to beg followed uit.h regard to ’
destruction of records, . .

During the past six months, action hés been teken to
examine the comtents of Departmental filss and prepare.a detailed schedule
for the guidance of Branch officials, This schedule classifies the .
records into three basic grqups as follows:= .

Group 4 - - to be destroyed after 5 years.
. Group B - to Le destroyed after 10 years.
- - Group C - to be retained indefinitely,

The scheduls does not depart to any extent from the ex-
isting authority but outlines in greater detail the various types of
correspondence to be destroyed and the prescribed periods of retention.
As it conforms with the main divisions of the Agency filing system, it
will facilitate the destruction of records in Indian Agencies.

Documents and papers of a general historical value,
policy records and documents reflecting service of employees will still
be retained indefinitely, All correspondence pertaining to Indian land
title will have to be rotained until the Land Registry System has been
established, Instruments of authority covering expenditures from band
funds, membership, enfranchisenGtit, estatcs, and Band Council Rules and
itegulations are also classificd as permanent records,

I would appraciate your studying this schedule and.
indicating nny changes you consider necessary. HWhen this has been com-
pleted, the ruvised schedule will hoe submitted to Treasury Board for
approval,

The appreved schedule 1s to be incorporated in the Agency
Manual of Filing Operatlons and commencement 6f the actual progprs of
destruction undertaken at the earliest pessible moment,

_,Z{/,;/W

.t ' H H Jones, ~
Director.

PUBLIC AR
ARCHIVES PUBLIGDES
CANADA ‘
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APPENDIX J

t .
INDIAN AFFAIRS REFER TO FILE NUMBER
BRANCH 1/1-6 (Adm,2)
L

Y Y s rvrwy

DEPARTMENT OF
CITIZENSHIP AND IMMIGRATION

Ottawa, November 2, 1954.

-~
Indian Commissioner for B.C., -
A1l Regional Supervisors of Indian Agencies,
Indian Superiptendents and Agentg,

hd

- Section 10 of the Agency Manual of Filing Operaticns
18 forwarded herewith,

The information containéd therein is intended to
serve as a comprehensive guide to field officers in inatitu‘ting
a planned recorde destruction and retention program,

Y : -
£4ﬁ /}W .
‘ -\

H.M. Jones,
Director. 5 ’ -

1/1-6-3)
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10 - DESTRUCTION OF RECORDS

10 -1 The disposal of Indian Affalrs records is governed by rhe pro-
visions of Treasury Board Minute T,160481B, dated an‘Juue
1936, as amended by Minute T,260350 dated 16th MaPch, 1844,
These authorities permit the destruction of certain claspes of .
material after specified periods and with the proviso that papers
dealing with the following subjects be retained indefinitely:
(i} . Treaties, raservel,'lurveyl. building l%tél. {nterest dis-

tribution, b}nd membership, enfranchisement, estates, com-

mutation, church and cemetery sites, righu of way, councll

rules and regulations, surrenders, natural resourcer,

engineering services, claims and disputes;

v
o (b.) All documents required to establish records of service of : =
employees; | 2
'(c) Documents and other papers of general historical valug;
(d}_ Documents and other papers pertaining to Indian or other -
Trust Funds, .
10 - 2 Du,‘c‘umenh.)ccounn. agreements, etc,, pertaining to unfinished

operations or transactions shall be retained until the matter s

i

finally dealt with, A

10 - 3 The schedule attached as Appendix "A" details the types of

% ;
correspondence by block and the recommended periods of reren-
tion, Becausc many files contain suthorities for expenditures
from Trust Funds, it will be normal Iodﬂei_tl'oy correspondence
- s .

by file stripping rather than en bloc, '

10 - 4 There arc other classes of material which have a toemporary value

but need not be retained beyond one year. These have been listed

in Appendix "B" to this section,

o .

-
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10 - 6
10 -6
1o -1
10

10 - 8

10

- 10

j 5 X
It is normal for Agencics to recefve a substantial volume of

mata?lal which has no future value, but, al‘ a matter of routine
and habit, usual becomes attached to files, Included in this
category .'u.'e such things as advertising incratul‘: a.nd extra copies
of correspondence, circulars, etc,, which can usually be

destroyed when recelved,

A satisfactory system of ensuring the removal of papers with a

&

“limited period of importance is to tmprint a destruction date on

them prior to filing, Following this a member of the Agency
staff can systematically review files each month, removing those:

L

records which have reached the obsolecence date, - The removal

-

may alid h.e carrled out a little each day during peripds of )
Fegular fl;ing, i

.I{. pnplcn- that have cecased to be of any value are permitred to
re‘mun.ingef[nlrei} in the files, the efficiecncy of the office

is greatly reduced, In addition to this {3 the‘squeuion of shortage
of storage |pa\:\e and ur;nccenuy maintenance expenscs,

It will be gbvlzon:. therefore, that valucl_e’n material should be
removed f:c:m files at regular intervals, "ljhe frequency with
which this operation {1 to be carried out will depend upon the
conditions prevalent in :h} Agency but in no casc will the in-
terval be greater than once a year,

The #@Pwal operation iy to be supervised by the Indian Super-
tntendent and retords selected for destruction disposed of by
burning,

Superintendents are to supbmit a'u:pcrt to headquarters contagning

a brief description of the material destroyed, periods covered by

the correspondence and the date of destruction,




= 10 - 11 Should Superintendents wish to destroy records not covered by

the Appendices to 'lhyscctior:, a full d.ucription is to be

submitted to headquarters for apprc#nl.




Section 10 - Appendix "A"

A - Dutroy alter 6 years
B - Destroy afte 10 years
C - Retain (ndefinitely

PERSONAL FILE-SECTION

B Routine corrupoadance not relating to u.nrice, ‘notices of
salary {ncrease, T,D,1, posters, expired €ligible lists,
fingerprints, leave slips, letters of application,

Cc Certificates of promotion, appointment, tunsfnr. ol
. Otders in Council, oaths, appeals, ratings, R.C, P, reports,
Correspondence required to substantiate service of tha employee,
personnel policy corulpondanu application forms from ;

.teachers.
BLOCK 1} s
A Obtolete Administrative lnstructions, draft material for
4 ‘the Field Manual and Filing Manual, Obsecvations on Filing
System, Routine cotrespondence on destruction of records,
R conferences, in-service training and Suggestion Award Plan,
i . . h : . — ; - . &
C _  All policy matters, -current Administrative Instructions,
lists of files destroyed, minutes of conferences, current
regulations, Indian Treaties 2nd organization of bands and
reserves, Results of in-service tulnlng, suggestions, all
publicity, : i
s_ﬂl.__q(_:xs -
A Routine correspondence, requests for information.
B Repotts, complaints, information requiring searches. -~
c Admissions, original statutory dncluruionl.dunlfuu.
removal from membership, adoptions, orginal Minutes of Council,
confirmation of council appointments, Orders {nm Council,
v enlistments,
BLOCK 4 ' y &
B 3 )
A Routine correspondence, Encumbrance Requisitions, Credit Memos

and Advlces, transfers of fands, cheque requisitions,
requisitions for material, Memos to Counecil,
~ circulars, tenders, progress reports, minor repairs,




2

c Correspondence re site, plan number, original cost of
.equipment and buildings, model and serial number of equip-
ment, Plans of buildings and sites, Major repairs or
renovations, Sewage and water syytem plans and original
cbsts, Coatracts. Questionnaires, specifications, Photos
and plans not required, ¢(Refer to C,E, for declsion), Band -
council resdlutions, reports, agreements, legal procedures,

poliey, g .
. , »
BLOCKS ' -
Same as Block 4, o
. BLOCKSE
., . Same as Block 4.
BLOCK?
Same as Block 4,
BLOCKS ¢
Same as Block 4.9
!
v OLOCKS .
A All correspondence and accounts, -
SLOCK 19

A All correspondence .excépt that dealing with fire fighting i
equipment, canoes, boats, motors and household equipment,

B All remaining correspondence except where equipment (s still
in use, Q.

Cc Authorities for expenditure of Trust Funds, original purchise
orders for equipment, .

! P
. BLOCK I
2 i ;

A Routine correspondence, Credit Advices, requisitions for seed,
feed, fertilizer, hand implements, and miscellaneons farming
lumh Requisitions for Cheques, requests for services.,

B Cotrespondencs re purchase of farm machinery, wagons, harness,

- € Band Resolutions (Forms 1, A, 614 and 1,A, 86-7), and other

authority for expenditures from Trust Funds, original purchase ?
otders for equipment, policy, agreements, annual reports,




BLOGK. 18
o

BLOCK 18

- s C

All correspondence and accounts,
Policy, original purchase orders for equfipment,
-

Same as Block 12,

Routine ‘correspondence, orders, accounts, lnvoices,

Pollicy,

Same a3 Block 11,

_ihumnau. bank gratements, Recelver General statements,

Cash book, audit reports,

All corres pqnd’anc‘e .

= (e

Gambling, intoxitation, burglary and theft, Truancy,
immorality, remission of sentence, non-support, wartime
tegulations, impounding of livestock, juvenile delinquency,
Accidents and drownings, trespass, trading on reserves and
pool rooms, dance hallsy, etc,, except unexpired permits,
Corzespondence relating to tazation of Indians and registration
of firearms except policy and opinioas, assault, dogs.

Child maintenance (until child reaches age of 16), all state-
ments of policy, court orders or decisions, permits to reside
fn U,5.A,, ordery of deportatior, unpatd Indian debts and
debts to Dand Funds, court decislons re game and fiskery
infractigns, establishment of R, C.M,P, detachments, Indian
macriages, divorces, legal separations and annulment decrees,
decisions and policy re provinciai licences, Marine Regulations
and Customs and Excise Regulations, '




i .

e

L

(=g As

—_
-

BLOCK 24
A

o

" Fuel and lights, telephones, telegrams, char service,

"returns, monthly ration summary,

After s years pertinent data could be transferred to cards

and files destroyed,
———

L3

Routine correspondence, )

Qe

:ill corredpondence axcafu Orders in Council, authorities
and rulings. :

¥

Policy, continuing authoriilu,
.

Return of convictions, livestock returns, {farm-and crop
Superintendents' Quarterly
Reports, Doctors' Reports, Nurses' Reports, property returns,
rent returns, school attendance reports, P,M,R."'s, annual
statistical reports, annoal report on housing, welfare
teachers' reports, quarterly school returns, routine corres-
pondence, hospital reports,
Regional Supervisors' Reports, revenue returns, Agriculturs
Superyisors' Reports.

Fur Supervisors' Reportpand eip]lnltcty corrcspondence,
attendance reports, school reports, vital statistics, Social

. Workers® Reports, Engineering and Construction Reports, Band

Membership Returns, Inspectors’ Reports,

All corresponcence, except policy,

mynnl purchase orders for equipment for Homemakers' Clubs,
policy, organisationy etc, _ o




o

A " Routine coreespondence telating to assistance to ex-puplls,
vocational training, tuition grants, admission and dllchuge._
per capita grant, - ’

. . f
PR e . L
Cc Agreements, policy, continuing authorities, Orders in Council,
caurt orders, all band resolutions, ¢ -
BLOCK 28 X
A Cowvof operation returns, routine correspondence, purchase of
sccessories, operation expenses, minor repairs,
: C Original purchase, cost, serial and modai numbers, registration
. photos, %auln untll equipment Lls*disposed of or replaced,
All band utions, L - X
: . .
BLOCK 131 : .
A ko;.t_t,lna-conaspondtncc, transportation, express and freight
warrants, : .
’ e e .
€ /Tunspor_n't!g_q permits-and-tértificate records, agreements,
Narthuﬁ"ﬁilowa)cu records, all band resolutions, .
L . A -
3LOCK 38 ' : =
A Routine correspondence, salaries of band offfcials, quarterly
- pensions and cash allowances,
c Trust Account.statements, annuity and interest, budgets and

authorities for expenditures, savings, commutation, insurance,
all band resolutiony’,

“

e

nnnnnnnn -
A Funerals, paid Revolving Fund Loans, loss or damage to .
personal property, care of handicapped or aged Indians, i
Indian house repairs, monthly list of Family Allowance payments,
B Placement of Indlan labour, Indian houses not invelved in-
housing loans. Miscellaneous assistance,
c Authorities for expenditures, agreements, Family Allowance

records, ARed Allowances (until death of payee), unpaid
Revolving Fund Loans, Blind Indians (ontil death), Unemploy-
- ment Insurance, Needy Mothan}a\]lovnncu, all band resolutions,




BLOCK 30

No destruction of corretpondence until L'aad Registry System
is set up,

———— e

Ay for Block 30, . ; o

BLOCK 32
B Routine correspondence, expired leases and associared I
correspondence,
c: Current leases and rentals, original-agreements, plans,
poliecy, Orders in Council,
8LOCK. 33 g
A‘m for -Block.-‘so_.
BLOCK 34 - "
T . As for Block 30,
w BLOCKSS ¢ A ,

A for Block 30,

As for Block 30,

BLOCK 37 ' i
To be retained indefinitely,
BLOCK 38
B All correspondence, less policy,
BLOCK 39
A *Iouﬂn. correspondence dealing with relief, funerals and
Benevolent Fund Awards,
c Policy rhl:url.' trehabilitation programs, statistigs, honours

and awards, pensions,

Indian Affairs. (RG 10, Volume 8586, File 1/1-6-3)
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Section 10 _- Appendix "B"

Recommended Schedule of Records
to be destroyed after one year, _

- 1, Letters and memoranda of tran¥Mjlttal without attachments,
s ' ® s
-, . %
2. Requests for comment without attachments,

3, Letters, notes, and memoranda of simple acknowledgmeant, L
. : = "

4. Requests for information and replies requiring no tdminu?uuu
action, no new decisions, and no original development of special .
data, . : - )

5, Minor items bf reference data sent to field offices solely for their

information and not®requiring any specific adminfstrative action,

(This is not intended to cover any orders, directives, instructions,

or statementi of policy.)

—
-

" Correspondence regarding plans for meetings or conferences (e,g..,
invitations to attend and acceptances or regrets, notices, arrange-
ments for space and facilities, arrangements for chairmen, arrange-
ments for speakers), not including finally approved agenda or
programs, minutes, transcripts of proceedings, speeches delivered,
nul comments made at or after the meetings or conferences,

» 7. Memoranda and correspondence regarding changes or cofrsctlon in
mailing lists and directories, but not including directories themselves,

8. Vouchers, (Field Officps only).

‘9, Correspondence and memoranda regarding @otails of office management -
and procedures whick are subsequently incorporated in the Field
Manual, (;' :

10, Completed requisitions and ;ﬁipplng advices, -
™ T

11, Issuances, notices, reports, releases, tabulations, and pu'Bllc-ntonn
of other federal, provincial or municipal agencies and private
organizations requiring no administrative action and submitted for

* gensral information only, ot

13. Internal memoranda making arrangements for duplicating, for
photographing, for the preparation of graphs or charts, and for
lttnomhlc or clerical service,

13, Statistical informasion supplied to outside offices from data
_elsewhere compiled by the agency. ~

13, ieco:dl pertaining to charity drives, bond campalgns, and other
. voluntary activities not part.of the regularly assigned functiom .of
the agency. i

aaa NENE S & ol




: 16. lnu[ptt“ﬂos‘. 521, 631 and 230, Transportation Warrants, Passenger:
Q and Freight, and cheque stubs, after completion of the annual aundit,

16, Letters consisting primarily of 'au:ari:_u or quotations from
documents that are retained elsewhere in complete form,

19, CG::'upon'd-nu referring inquirers to field offices or to other
government agencies,

18, Follow-up requests for delayed reports from fieid offices.

' 19. Requests for ind offers of forms or publicatfons, replies to such
tequests, or off'tu,'ud--snmmuufs of requests, ' :

laa s EENA S & &
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APPENDIX K

0//a1—f i

Copy to be returned . to the Indian ..ffairs branch when aigned.

./ . S S0 vl
= /, ‘

CTTARA, Oetober 21, 1933.

-

Dear 812

PR

COLY
ORFGNAL ON
vil- & fea =64

LR

]
This submissiea sesks ssthorisatien for the Dopartasnt

of Citinenship and Dmigreatien te pay ensh svertine %o Reeerds -
Destrusticn Teams ia the Indien Affuine Brench foxr we aights powr

hour and Se pay assistant st the
sesd 10 the slose of the present fissal year, estimstied oun Lhe
-fmﬂlqtﬂ-kn'tnlnm”r-ﬂ.hm.

It ia, at s impsssihle te satimaie the Lime
required %o souplets the projest. It is, therefore, FYoquested thad

=

—

Indian Affair (XG0

e WV OULEY

e grented to reh 1, 1956, the sudjast % e
o2 to Wt dste Lo determine the S0tal time )

cane

PUBLIC ARCHIV
ARCHIVES PUBLIQ%SES

CANADA
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required %0 eomplete the sseignmemt.
| Teufs vary traly,

; T+ K. ADDoth,
- Chist of Perecansl.

pan:

}%}/} 2 - {l % :

.\,N'

A

Indian Affairs. (RG 10, Valums 8586, Filr.! 1-#
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APPENDIX L

_COMM!_IBI?N DU SERVICE civiL

OTTAWA,
def. Sk-2 ¢l Vol.2

CAMADA

i & T i FER 0!
J.K. Abbott, Esd., ER 70956
Chief of Personnel, . ‘{
Department of Oitizenship and . i
Immigration, . . (J(EY) .
= OTTAWA. ()1{1513 A1 ON
o . - Fill, e
\ .

Dear ~.r. ALLOLT, : ) ;
ury Board referred - -~

-
The Secretary of the Treas
f your letter of December and .

. to the Commission a copy o
further letter of February 8 in connection with the g::posal a
to compensate nRecords Destruction Teams" in the Ind ‘

ifcairs Branch for overtime worked.

. .Mmen the original request was sent tO the
Commission by the Treasury Board ..r- J.B. Ley spoke to
Jour miss Taylor in ftegard to this, requesting that a list
of the classifications involved in this overtime.work be
furnished. To date this has not been supplied. If such
a list can be supplied the matLer will be given imnediate
attention and a report in regurd to it made to the Treasury
Hoard.

Yours very truly, 5

s R etlocr
? fminhpmég@,

DEPARTME .| Cr :
CITIZENSHIP & 1% 'SRATION Secretary
o i
FEB 21 156
- 4
Y | PERSONNEL DIVISION
-

h".(’] in
A A””;J_
el

v
e VOlime

le-f1- 1y

}ir.m,‘ Filp 1 .-
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C
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