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This letter notifies Incident Management Teams and incident units of new rules governing the management of incident records.  On January 12, 2005, the U.S. National Archives and Records Administration (NARA) approved new records schedules for incident records in the Bureau of Land Management, Fish and Wildlife Service, Forest Service, and National Park Service.  Other records schedules cover fire records of the Bureau of Indian Affairs.

These changes are necessary because former Agency records retention rules pre-dating changes in resource management practices has led to destruction of some wildland fire records.  Many of these records have long-term value for planning and implementing fire management actions under the revised Federal Fire Management Policy and the National Environmental Policy Act.  A joint project between the NARA and Federal fire agencies has developed requirements and tools to improve the management of wildland fire records.

The new records schedules require that units ensure the permanent preservation of certain incident management records in an Incident History File which will be transferred to the National Archives after a twenty-year retention period.  All other incident records will be temporary.  They will be destroyed after a seven year retention period.  Lists identifying permanent and temporary documents are at http://www.nifc.gov/records/index.html.  All Bureau of Indian Affairs incident records are permanent under a separate records schedule approved by NARA.

In addition, a new uniform filing scheme for structuring incident records packages and electronic objects is now available.  Incident Management Teams (IMT) should adopt this scheme to make access to records transparent to successor teams as well as incident units in the post-incident business process.  Pursuant to the uniform filing scheme, IMTs should create an Incident History File with the permanent documents indicated.  The uniform filing scheme for paper is at http://www.nifc.gov/records/index.html.  A uniform electronic directory structure which mirrors the filing scheme will be distributed by Incident Business Management staff prior to 2005 fire season. 
