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Introduction

A. Purpose

The purpose of this catalog is to provide the Bureau with an
up-to-date listing of all authorized Bureau-wide reports and
forms. Reports and forms which are not listed in this catalog
have not been approved in accordance with the reports and
forms management system prescribed by 33 BIAM 3.

B. Organization of Handbook

The catalog is separated into two sections:

1. Section I - Authorized BIA Forms

2. Section IT - Authorized BIA Reports

The reports and forms are arranged in groups by manual clas-
sification number and consecutively within the group by

serial number.

A listing of computer reports, received from IADC, is included
within Section II of this catalog.

Each computer report is identified by the assignment of a
manual classification number, a hyphen, a serial number, and
a letter (C) in parentheses.

C. Procedures for Additions or Changes

33 BIAM 3 requires that new or revised reports or forms be
submitted to Management Research with a completed form 5-3301
for clearance. Management Research will, if appropriate,
indicate clearance by assignment of a form or report number
and signature in the clearance block of form 5-3301. Follow-
ing clearance by Management Research, the form 5-3301 will

be forwarded to the Director of Management Services for
approval or disapproval.

Reports or forms that are approved after the last issue of
this catalog are to be considered as authorized BIA reports
or forms and will automatically be included in the next
publication of the catalog.

When a report or form becomes obsolete, the responsible
office will notify Management Research by either submitting
a form 5-3301 (only completion of item 14 is necessary) or a
memorandum identifying the obsolete report or form by title,
number, and date.
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Section I
Authorized BIA Forms

A change has heen made in our forms numbering system so that
we can associate forms, reports, and directives with the
initiating office. The new form numbers consist of the
number 5, a hyphen, the manual classification number, and
serial number. (Example: The first form approved and
related to 33 BIAM would be 5-3301.) The numbering system
is described in full in 33 BIAM 3.4A. This is in agreement
with recommendations presented in the January 1969, National

Archives Report on BIA Records Management Programs.

In preparing the catalog, old form numbers have heen shown,
when identifiable, adjacent to the new number. Conversion
to the new number should be accomplished as rapidly as
possible and in no case should conversion be delayed beyond
the next printing of forms stock. Existing stocks may be

used until exhausted.
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Section I1I
Authorized BIA Reports

As with the‘Bureau's forms numbering system, the reports are
assigned numbers which associate reports, forms, and directives
with the initiating office. The reports numbering system
consist of the manual classification number, a hyphen, and
serial number. (Fxample: The first report required by 33
BIAM is number 33-01.) The numbering system is described

in full in 33 BIAM 3.4A.

Those reports that were previously assigned numbers consisting
of the manual classification and serial number have not heen
changed. Report numbers which ended with an élphahetical
symbol have, however, been changed. The change was made by
dropping the alphabetical symbol and using the same serial
number or the next available serial number. (Example: 1.
Report 33-1A would be changed to 33-01. 2. Report 33-1B

would be changed to 33-02 or next availabhle serial number.)
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