Environmental Cleanup at Former and Current Military Sites

I. National Archives and Records Administration

Archival and Records Management Functions

When the National Archives and Records Administration (NARA) was
established in 1934 it consisted of a single archive on Pennsylvania
Avenue in downtown Washington, D.C. Reflecting the growth of the
federal government, NARA has expanded steadily over the intervening six
decades and today the agency is involved in all phases of federal records
management. Although NARA’s research archives in Washington, D.C.,
and College Park, Maryland, are still the agency’s most prominent
facilities, NARA also encompasses a network of regional archives, records
centers, and the presidential libraries. Together these facilities house
approximately 20 million cubic feet of records, 5 million maps and charts,
21 million photographs, and hundreds of thousands of rolls of movie film
and video tape.

Between 1934 and 1949 NARA’s focus was primarily archival, that is,
collecting, preserving, and making historically valuable documents and
photographs available for study. But the depression and World War Il
created a tidal wave of federal records, and NARA found that it had
neither the space nor the staff to handle the huge influx of records.
Looking for a way to systematize federal records retention and storage, in
1949 the government broadened the agency’s mandate, giving it
responsibility for the handling of current federal records as well as
permanently valuable archival materials. To fulfill its new mission, in
1950 NARA opened its first records center. Today the records
administration operates a nationwide network of 15 such interim storage
facilities.

In 1969 the agency began decentralizing its archival holdings by building a
series of regional archives—facilities that would make the historically
valuable records readily accessible to the public in the regions where those
records were created. Currently the records administration operates 12
regional archives.

Initially the regional records centers and regional archives were separate
organizations (although often co-located), but in the late 1990s NARA
reorganized its field program and grouped the regional records centers and
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archives into 9 geographically distinct regions. The new combined offices
are called Regional Records Services Facilities.

The majority of NARA’s regional facilities still include separate archival
and records center holdings, each with its own staff, but the names of
those organizations have changed. For example, within the Great Lakes
Regional Records Services Facility, the former records center is now
identified as Records Center Operations, and the former regional archive is
called Archival Operations. The majority of the NARA regions have a
similar organizational arrangement, although a few Regional Records
Services Facilities have only archival or records center holdings. A
summary of NARA’s Washington, D.C. area facilities and Regional
Records Services Facilities, along with a matrix of their types of holdings,
is presented in Figure 1. A complete list of all of NARA'’s facilities,
including the archives and records centers in the Washington, D.C. area,
regional facilities, presidential libraries, and the National Personnel
Records Center, is available at NARA’s website: www.nara.gov.

Archives and Records Centers: An Important Distinction

There are two fundamental differences between NARA’s archival and
records center holdings. First, the records centers maintain the
government’s more recent records. As a general guideline, records less
than 30 years old are usually housed within the federal records system;
whereas most of the records more than 30 years old either have been
destroyed or transferred to one of the archives. (Researchers should note
that the 30-year rule is only a guideline and can vary substantially
depending on the archive, records center, or the originating agency.)

The second major distinction between NARA’s archival and records
center holdings is the legal ownership of the records. The archives own
the records in their custody, the records centers do not. When records are
accessioned into the archives, the originating agency transfers ownership
of the records to NARA. The archives then arranges and preserves the
records, prepares finding aids to facilitate their use, and makes the records
available to the public.

In contrast, NARA'’s records centers, which include the Washington
National Records Center in Suitland, Maryland, and the regional records
centers, serve as specialized records warehouses, best characterized as
interim storage facilities. Federal agencies transfer their inactive records
to a nearby records center where they are stored, sometimes for decades.
During that time, in accordance with the records retention schedules,
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Washington Metropolitan Area Facilities

Archives I, Washingfon, D.C.
Archives 11, College Park, MD
Washington National Records Center, Suitland, MD

Regional Records Services Facilities

Pacific Alaska Region, Anchorage, AK

Southeast Region, Atlanta, GA

Northeast Region, Boston, MA

Great Lakes Region, Chicago, IL

Great Lakes Region, Dayton, OH

Rocky Mountain Region, Denver, CO

Southwest Region, Fort Worth, TX

Central Plains Region, Kansas City, MO

Pacific Region, Laguna Niguel, CA

Central Plains Region, Lee’s Summit, MO

Northeast Region, New York City, NY

Mid-Atlantic Region, 900 Market St., Philadelphia, PA
Mid-Atlantic Region, 14700 Townsend Rd., Philadelphia, PA
Northeast Region, Pittsfield, MA

Pacific Region, San Francisco, CA

Pacific Alaska Region, Seattle, WA
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Figure 1. NARA Archives and Records Centers

records of transitory value are destroyed, and those records of lasting
historical importance are eventually transferred to one of NARA’s
archives. The records centers neither own nor control the records they
house. From a researcher’s perspective the difference between the
archives and records centers boils down to access: because the records
centers do not own the records stored within their vaults, they are not
allowed to grant researchers access to them. Permission to review the
records must be obtained in writing from the originating agency.
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Understanding the Terminology

To navigate successfully through NARA’s holdings, one must understand
a few key terms and concepts. First, NARA groups its records by
originating agencies. A record group is a collection of information
created by a government department, agency, or organization. For
example, Record Group 77 contains the Records of the Office of the Chief
of Engineers.

Record groups, in some cases, are further subdivided into entries or
accessions. An entry is a series of related records within a record group
covering a specific time frame. An accession is a collection of
correspondence, reports, histories, contracts, or other records created by an
agency branch, directorate, or department, that has been transferred to the
custody of a NARA records services facility for storage, disposal, or
accession into the archives.

NARA maintains more than 500 record groups; however, not all of these
record groups apply to research in support of environmental cleanup at
former and current military sites. The Appendix identifies record groups
that do apply to these various sites—such as airfields, coastal defense
installations, or bombing targets.

Locating Records within NARA

- Finding the records you want within the record center system is usually
more difficult than locating them in the archives. The records centers are
interim storage facilities with the emphasis on storage, not research.
Unlike the archives, which has prepared finding aids for many of its
collections, there are few guides to record center holdings. At the centers,
the two primary records management tools are the “Accession Number
Master List” (Figure 2), often referred to simply as the “01 Report” and the
Standard Form 135 (SF 135) (Figure 3).

Prepared by record group, the “01 Report” contains a one-line description
of each accession. Although the truncated descriptions are often
incomplete and sometimes misleading, the entries on the report are cross
referenced by accession number to the SF 135. The SF 135 is prepared by
the originating agency and accompanies the records when the documents
are transferred to the records centers for storage. These forms often
provide researchers with detailed descriptions of the records within the
accession.
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Figure 2. Accession Number Master List

Government researchers can access the “01 Reports™ for each records
center using the Centers Information Processing System (CIPS).
Information on CIPS is available on NARA'’s website. Copies of the
reports also are available at the individual records centers. Online access
is limited to government personnel; private patrons wishing to review the
“01 Report” will have to make arrangements to view the report at the
applicable records center. Although the “01 Reports™ are helpful, to make
a thorough survey of a record center’s holdings there is no substitute for
examining the SF 135s.

Once researchers locate the applicable records, they still must obtain
permission to look at them. Remember, the records centers do not own the
records, they are merely storing them for the originating agency.
Permission to review the records must be obtained from the originating
agency or its successor, and getting that is often a time-consuming process.
Once the researcher has obtained the necessary authorization, however, the
records center will retrieve the records and make them available in its
reading room.
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Figure 3. Transmittal of Government Records Form

In contrast to the records centers, the archives’ collections are better
indexed and more readily accessible. For an overview of NARA’s
archival holdings, consult the comprehensive Guide to Federal Records in
the National Archives of the United States, now available in a searchable
electronic database at www.nara.gov. The regional archives also have a
number of their finding aids available online through the Regional Records
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Services Facilities’ individual websites. The archives also have hundreds
of printed finding aids.

Preparing for Research

When conducting research with NARA for a given military site,
researchers should include the Washington, D.C. area facilities (Archives I
and II and the Washington National Records Center) as well as the
appropriate regional facility.

It is wise to call ahead before visiting any records center or archive. This
serves several purposes. It allows you to make introductions; ensures that
the records you want to use are indeed available and open for research;
helps you become familiar with the facility’s administrative procedures,
and establishes an archivist as point-of-contact for the visit.

Before your first visit, provide the archivist with a brief written accounting
of each site you are researching (Figure 4). Give the archivist as much
information as possible including the name of the site, the dates it was in
operation, and its location. Providing this type of information allows the
archivist to review the appropriate finding aids and recommend materials
you should view.

Ensure you send your request to the appropriate facility. A list of NARA
facilities is found on the agency’s website, and on page 3 of this guide.
When sending inquiries to any of the regional records services facilities,
researchers need to remember that the records they seck could either be in
the records center operations or archival operations branches. Information
requests should be sent to the appropriate branch.

Research Procedures

Upon arrival at the facility, you must apply for a researcher card (F igure
5). NARA’s Washington, D.C. and College Park, Maryland, sites have
computerized this process.

Once the researcher card is issued, consult with the archivist regarding the
nature and purpose of your research. This way, if problems do arise, the
archivist will understand the direction of the research and can give better
assistance.
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National Archives and Records Administration
Pacific Region

P.O. Box 6719

Laguna Niguel, CA 92677-2641

We will be researching the following formerly used defense sites at your facility on [date).
Please identify and pull any site-specific records before our research team arrives.

Palo Alto Precision Bombing Range Number 4

Pima County, Arizona

Township 17 South, Range 10 East, Section 31

Approximately 640 acres

Used by the Army Air Forces from 1942-1948

Associated with Davis—-Monthan Air Field, 2nd Air Force, 2nd Bomb Group
Record groups: 18, 30, 48, 49, 77, 92, 156, 270, 336, 338, and 342

Camp Lamesa

San Diego County, California

Approximately 4,517.133 acres

Used by the Army, 140th Infantry, from 1942—1943

Used by the Navy; Naval Retraining Command, from 19441945
Record groups: 30, 48, 49, 77, 92, 111, 121, 156, 181, 270, 336, and 338

Victorville Precision Bombing Range N-3 (also known as Precision Bombing Range Number
44)

San Bernardino County, California

Township 10 North, Range 3 West, Section 8§

Approximately 640 acres

Used by the Army Air Forces from 1942-1949

Associated with the Victorville Army Airfield Western Flying Training Command

Record groups: 18, 30, 48, 49, 77, 92, 156, 270, 336, 338, and 342

Victorville Precision Bombing Range Number 10

San Bernardino County, California

Approximately 640 acres

Township 4 North, Range 2 East, Sections 1 and 12, and

Township 4 North, Range 3 East, Sections 6 and 7

Used by the Army Air Forces from 1943—1948

Associated with the Victorville Army Airfield Western Flying Training Command
Record groups: 18, 30, 48, 49, 77, 92, 156, 270, 336, 338, and 342

Santa Catalina Island Bombing Area (also known as Target Number 17)
Santa Catalina Island, California

Approximately 17.5 acres

Used by the Army Signal Corps from 1941-1945 and the Navy during the 1950s
Associated with Camp Cactus

Record groups: 30, 48, 49, 77, 92, 111, 121, 156, 181, 270, 336, and 338

Figure 4. Sample Research Notice
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Figure 5. Researcher Application Form

Next, review the various finding aids and inventories to determine which*
records will be helpful—ideally most of this will have been done prior to
visiting the archives. Findings aids are provided for most record groups
and are maintained in the reference rooms. Determine which record
groups and entries or accessions within a given record group are most
likely to have information pertaining to your search.

Requesting records by specific box number is the most efficient way to
obtain the required documents. If box listings are not available,
determine whether the records in the entry are filed alphabetically by site
name, date, or the War Department Decimal File or Navy filing systems.
The finding aid or inventory will usually reveal how an entry is filed. If,
however, you have any doubt, consult with the archivist.

After determining which records to review, prepare a reference service
slip (Figure 6) or reference request. The reference service slip is used to
request files from the archives. When filling out the form follow the
guidelines posted in the reference room or consult the archivist.

When requesting documents in any of the records centers, use the
reference request (Figure 7), often called an OF 11. An archivist must
review and initial the reference service slip before the records can be
pulled. It is extremely important to post the correct location information
on the reference request—stack area, compartment, shelf, and row—as
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Figure 6. Reference Service Slip

well as the appropriate record group, entry numbers, and site name, if
applicable.

The most important element is the accession number that includes the
agency record group number, such as RG77 Corps of Engineers, the fiscal
year it arrived, and the sequence in which it was received. If it has been
transferred to the archives it will have an additional number and be
identified by the region, such as NRG, 8NS, 8NN (all identify the records
as in the holdings of the Rocky Mountain Region) NRG77-00-001.

When you have the accession number you can always find the location.

At Archives I and II, an archivist must review and initial the reference
service slip before the records can be pulled. The regions follow a
simplified process. Each pull can be no larger than one cart—carts can
only hold 15 to 18 archive box-sized containers—and must be from the
same record group. Multiple entries from the same record group are
permitted. Be aware that it may take an hour or more for the records to
be pulled and brought to the research room. You are responsible for the
safekeeping of records signed for and in your custody. Documents,
photographs, maps, etc., must not be rearranged and must be handled
with the utmost care. Rules may vary slightly from facility to facility.
Consequently, you should familiarize yourself with the rules within each
facility and comply with them totally, for example, cotton gloves must be
worn when handling pictures; one box on the table at a time; no food,
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Figure 7. Reference Request

beverages, or ink pens allowed; and only a member of the archives staff
may remove staples. All briefcases and large purses are to be stored in
locked cabinets.

As you conduct the research and locate pertinent documents, you must tag
them for copying, Additionally, at this point, it is most important that
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you document the location of all records found. The integrity of each file
within a box must remain intact. The archives staff must check the
documents to be copied. They will prepare the document for copying
and, if applicable, apply the necessary declassification markings.

Copying expenses vary depending on who does the work and the type and
size of the documents. Copying can usually be completed during your
research visit. Occasionally, however, when the archives staff does the
copying, they will mail the documents to you.

In some instances, even though the research strategy was most thorough,
your search for a given site may produce no records. This lack of records
could be attributed to a myriad of reasons—documents could be lost,
destroyed, transferred, or the site you are researching could have been
active for just a very short time. Be sure to keep clear, accurate research
notes. Keep track of the holdings you searched, and if you make copies
of documents, be sure to mark each one with the record group, accession
number, and the pertinent entry, box, and folder information from where
it was obtained. Without that vital information, the copies will be
useless.
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