
Form NA-1005 Revised: 07 /2021 

Verification for the Use of GRS 6.1, Email Managed Under a Capstone Approach 

SECTION A: GENERAL BACKGROUND INFORMATION (GRS 6.1, item 010) 

This section captures general information about the agency and the scope of Capstone implementation. This includes: 1) 

name of the agency to which this form applies; 2) applicable record group number; 3) selection of which GRS 6.1 items the 

agency is proposing to use; 4) information on implementation scope, such as whether agency-wide or limited to a specific 

component/office, as well as information on legacy email. 

All agency live and archived emails in agency email accounts, including commonly available functions of email programs such as 

calendars/appointments, tasks, and chat/instant messages will be managed using GRS 6.1, Items 010 and 011. 

NOTE: One form is required for each unique implementation plan (for example, if implementation is limited to two program 

offices, but each program office differs in their implementation, one form for each required) and/or per record group (RG) 

included (for example, a department implementing Capstone on behalf of their components which have separate record 

group numbers would need to submit one form per component/record group). This ensures that all position are 

appropriately identified and documented. As a general rile, each record group will require a separate form. 



I 

THIS SECTION FOR NARA USE ONLY 

Job Number GRS-6-1-0145-2022-0001 

Received Date April 12, 2022 

Approval Date August 24, 2022 Laurence Brewer, Chief Records Officer, NARA 

BELOW TO BE COMPLETED BY SUBMITTING AGENCY 

Name of Agency !USDA Farm Service Agency 

Record Group Number IUSDA Farm Service Agency I 

Is there a classified version of this schedule? (select No 
from drop-down menu) 

Is this form superseding a previous submission? Yes 
(select from drop-down menu) 
If so, input job number {GRS 6.1:XXXX-) GRS-6-1-0145-2017-0001 

GRS Items Proposed for Use (select from drop-down 010 and 011 only 
menu) 

Additional Scope Comments. If an agency did not The capstone approach will be applied to legacy email starting in 2011 when USDA and its components 
implemented Proof point. Prior to 2011, USDA employed a print and file policy to email. Extant legacy check "all" under the "GRS 6.1 item(s) proposed for 
email prior to 2011 is scheduled under DAA-0016-2017-0002-0001. use" section, please summarize how other email is to 

be managed. If applicable, please include in this 
section all other RGs for which your agency is 
submitting a separate form (for example, "The 
department will also be submitting forms for the 
following additional components: [list of components, 
with their record group number]." 



Cutoff Instruction (select from drop-down menu) Cutoff at the end of the fiscal year 

Transfer Instruction (select from drop-down menu) 15 years after cutoff 

Legacy Email Scope. Agencies using this GRS are The capstone approach will be applied to legacy email starting in 2011 when USDA and its components 
expected to apply the items being used to all legacy implemented Proof point. Prior to 2011, USDA employed a print and file policy to email. Extant legacy 
(existing) email. Please provide any general information email prior to 2011 is inaccessible and will be scheduled for disposal on a separate Request for 
on legacy email below (for example, "no legacy email Disposition Authority. 
exists for this agency, as traditional records 
management with a print-and-file policy was enforced 
prior to Capstone adoption" or "agency will be including 
legacy email for all items being used, dating back to 
approximately 2010.") 

Do any of the Capstone officials proposed on this No 
list have email accounts on security classified 
networks or systems? (select from drop-down menu) 

I 

Do any of the Capstone officials proposed on this No 
list have secondary or alias accounts, regardless of 
classification? (select from drop-down menu) 

IURL to Agency Organization Chart lhttps://www.fsa.usda.gov/Assets/USDA-FSA-Public/usdafiles/AboutFSA/fsa org chart.pdf 

Agency Contact Information 
Name of Person to Contact with form questions Daphne McBryde 
Phone 202-619-8525 

Email daphne.mcbr�de@usda.gov 

I 

https://www.fsa.usda.gov/Assets/USDA-FSA-Public/usdafiles/AboutFSA/fsa_org_chart.pdf
https://www.fsa.usda.gov/Assets/USDA-FSA-Public/usdafiles/AboutFSA/fsa_org_chart.pdf
mailto:daphne.mcbryde@usda.gov
mailto:daphne.mcbryde@usda.gov
mailto:daphne.mcbryde@usda.gov
https://www.fsa.usda.gov/Assets/USDA-FSA-Public/usdafiles/AboutFSA/fsa_org_chart.pdf


I 
Agency Records Officer 

Name of Agency Records Officer Daphne McBryde 

Phone 202-619-8525 

Email da�hne.mcbr�de@usda.gov 

By checking this box, you certify that you are 
0 Certification submitting this form as the Agency Records Officer 

mailto:daphne.mcbryde@usda.gov
mailto:daphne.mcbryde@usda.gov
mailto:daphne.mcbryde@usda.gov
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THIS SHEET AUTO-POPULATES. DO NOT INPUT DATA. 

Category 
Category 
Category 
Category 
Category 
Category 
Category 
Category 
Category 
Category 
TOTALS 

Total Positions 
1 
2 
5 
3 
2 
18 
53 
1 
0 
0 
85 

Total Accounts 
1 
2 
5 
3 
2 
18 
53 
1 
0 
0 
85 



Form NA-1005 

Verification for the Use of GRS 6.1, Email Managed Under a Capstone Approach 

SECTION B: List of Capstone Accounts (GRS 6.1, item 010) 

This section captures a listing of all positions or roles that fit into the definitions provided in item 010 of GRS 6.1. This section 

is broken down to correspond to the ten categories provided under item 010. 

Some agencies may not have any positions for certain categories. Please explain why, under each applicable category. (For 

example, "We do not have any regional administrators" or "These positions are included under another submission" or "all 

the positions in this category are already covered in other categories.") Please refer to GRS 6.1, the FAQs about GRS 6.1, and 

the definitions provided within each category of this Form for additional information on which positions must be included in a 

Capstone approach. 

This section is required even in instances where only the temporary items (011 and/or 012) are being used, in which case it 

acts as an exception list. NOTE: the list should be of positions or roles (for example, "Secretary"), not specific individual 

names or email addresses (for example, "John Smith" or "John.Smith@agency.gov"). Agencies may summarize or condense 

specific levels of management, rather than repeat positions. For example, an agency may input one entry for "All Under­

secretaries" with a position total that represents the number of said positions, rather than listing out each specific Under­

secretary. 

mailto:John.Smith@agency.gov


Each category (1 through 10) as defined by GRS 6.1, item 010, has its own tab within this workbook. Each tab has three parts: 

Part (a) for ACTIVE positions -- those positions that are to remain as permanent; Part (b) LEGACY EMAIL ONLY positions -­

those positions which are no longer permanent from a certain point forward (either because they have been eliminated from 

the organization, or the duties changed making the position inappropriate for inclusion as permanent in any category), but 

still have permanent legacy email; and Part (c) for REMOVED positions -- those positions previously approved as permanent, 

but are now are proposed as temporary for both day-forward and legacy email. 

(a) ACTIVE PERMANENT POSITIONS, DAV-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since 

any previously approved submission; 2) are new to this category, either because the position is new to the agency, the 

position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in 

regard to position title, number of accounts, and/or number of positions; or 4) are being moved from another permanent 

category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

The "number of positions" will usually be "1," but may be higher for those positions being condensed/ rolled-up, such as "all 

Under Secretaries," or "all Board Members." The "number of accounts" is a total of all email accounts for the corresponding 

"number of positions" -- for example, if there are 2 Under-Secretary positions listed, and each has 3 assigned email accounts, 

the total accounts for this field would be 6. 



NOTATING THE CHANGES: The "Summary of Changes from previous submission" field includes a drop-down list of possible 

changes that may have occurred since the previous submission. This field helps facilitate review of the new submission by 

NARA. Please select the scenario that is most appropriate. Most positions being carried forward from a previously approved 

form can likely be noted as "No change." Other changes may include: number of positions increased/ decreased (generally for 

those position titles that are rolled-up); number of accounts increased/ decreased; the title of the position has changed; the 

position is new to the agency (and thus was not on previously approved forms); the position has been moved from one 

category to another (for example, a position was approved as Category 2 in a previous submission, but was deemed more 

appropriate for a different category; or the position has been reappraised as permanent (was not deemed appropriate for 

inclusion on previously approved forms, but now is). If none of the options apply, please select "other" and be prepared to 

discuss the changes with your NARA Appraisal Archivist during review of the form. 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but 

still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent 

email to manage, but no permanent email from a certain date forward. Roles/ positions in this section may be dropped from 

this form after the final transfer of all permanent legacy email to NARA. Select the most appropriate option from the drop­

down list for "Summary of Changes from previous submission." Notate the calendar year that that permanent email for the 

related position has ceased. This section documents -- in these cases -- that even though the position has been eliminated 

from the active permanent list, there will still exist legacy permanent email to be managed. 



(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. This list is for those positions that were approved 

as permanent on a previous form, but are now proposed as temporary. These are positions now deemed inappropriate for 

inclusion in any category under GRS 6.1, item 010. In these cases all email, both day-forward and any existing legacy email, 

may be managed as temporary upon approval of this form. 

TOTALS. The second tab of this workbook auto-totals the number of all permanent positions and accounts for each of the 10 

category tabs. These numbers must be input into ERA to document the total number of positions and accounts proposed with 

permanent email for the agency. 



Category 1) The head of the agency, such as Secretary, Commissioner, Administrator, Chairman or equivalent. The very top executive of the agency. For cabinet level agencies, this is typically a Secretary. For independent 

agencies, and components within cabinet level agencies, this may be a Commissioner, Administrator, Director, or a specialized title (such as "Archivist of the United States"). For other agencies, including Commissions and 

Boards, this may be a Chairman, Executive Director, a group of Commissioners, Council Members, Board Members, or the equivalent. Most agencies will have one position for this category (although the one position may 

have multiple email accounts); some agencies, such as Commissions and Boards, may have multiple positions in the category. *If no positions are identified, please briefly explain why (for example, "Not applicable; no 

positions in this category exist.") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row 

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

Administrator, Farm Service Agency 1 1 No change. 

TOTALS: 1 1 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email I 

TOTALS: 

TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 

0 

1 

0 

1 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 



Category 2) Principal assistants to the head of the agency (second tier of management), such as Under Secretaries, Assistant Secretaries, Assistant Commissioners, and/or their equivalents; this includes officers of the 

Armed Forces serving in comparable position(s). Generally the second-tier of management within an agency, this may include Under Secretaries, Assistant Secretaries, Assistant Commissioners, Vice Chairmen, etc. 

Some agencies may use other terminology, such as "Associate." The number of positions at this level will vary greatly agency to agency. Some may only have one, such as an Assistant Commissioner, while others may have 

multiple, such as numerous Assistant Secretaries each with oversight of a specific program, bureau, or line of business within the agency. *If no positions are identified, please briefly explain why (for example, "Not 

applicable; no positions in this category exist.") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

Associate Administrator, Farm Service Agency 1 1 No change. 

TOTALS: 1 1 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
IPOSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email I 
Associate Administrator, Operations and Management 1 1 Position removed from organization and legacy email remains permanent. 2021 

TOTALS: 1 1 
TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 2 2 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 



Category 3) Deputies of all positions in categories 1 and 2, and/or their equivalent(s). Most of the first- and second-tier executives covered in the first two categories have corresponding deputy position(s) that assist in the 

daily operations of the agency. This includes Deputy Secretaries, Deputy Commissioners, Deputy Assistant Commissioners, etc. The number of deputy positions will also vary greatly from agency to agency. *If no positions 

are identified, please briefly explain why (for example, "Not applicable, no positions in this category exist.") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row 

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

Deputy Administrator, Farm Loan Programs 1 1 No change. 

Deputy Administrator, Farm Programs 1 1 No change. 

Deputy Administrator, Field Operations 1 1 No change. 

TOTALS: 3 3 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email I 
Deputy Administrator, Management 1 1 Position removed from organization and legacy email remains permanent. 2021 

Deputy Administrator, Commodity Operations 1 1 Position removed from organization and legacy email remains permanent. 2021 

TOTALS: 2 2 
TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 5 5 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 



Category 4) Staff assistants to all positions in categories 1 and 2, such as special assistants, confidential assistants, military assistants, and/or aides. For those senior officials in categories 1 and 2, important work is often 

carried out by special assistants, confidential assistants, military assistants, aides, executive assistants, etc. They may send email on behalf of senior officials and/or their email account contains email closely related to the 

responsibilities and actions of the senior officials they support. For example, a "special assistant" to the Secretary of Defense, or a "Counselor" to Secretary of Health and Human Services would fall into this category. *If no 

positions are identified, please briefly explain why (for example, "Not applicable, no positions in this category exist.") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like I Add Row 
row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

Senior Policy Advisor to the Administrator 1 1 No change. 

TOTALS: 1 1 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
IPOSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email I 
Confidential Assistant to the Administrator 1 1 Position removed from organization and legacy email remains permanent. 2021 

Senior Advisor to the Adminintrator 1 1 Position removed from organization and legacy email remains permanent. 2021 

TOTALS: 2 2 
TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 3 3 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 



Category 5) Principal management positions, such as Chief Operating Officer, Chief Information Officer, and Chief Financial Officer, and/or their equivalent(s). These positions tend to be those executives who have 

operational and management responsibilities within an agency, including Chief Operating Officer, Chief Information Officer, Chief Knowledge Officer, Chief Technology Officer, and Chief Financial Officer. These positions are 

often required by statute or Executive Order, such as, for example, the Chief Financial Officer Act and the Chief Technology Officer Act. For some agencies, these positions may already be covered by other categories. *If no 

positions are identified, please briefly explain why (for example, "Not applicable; no positions in this category exist" or "Not applicable; All positions accounted for in other categories. ") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row 

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

TOTALS: 0 0 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
IPOSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email 

Chief Financial Officer 1 1 Other 2018 

Chief Information Officer 1 1 Other 2018 

TOTALS: 2 2 
TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 2 2 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 





Category 6) Directors of significant program offices, and/or their equivalent(s). Those Directors (or equivalents, such as Executive Directors, Managers, Directorates, or Chiefs) that oversee and manage major program 

offices, bureaus, or lines of business that support the agency mission. For example, many agencies will have a Director that oversees Congressional and Legislative affairs, or a Director that oversees one specific mission­

related program office. For some agencies, these positions may already be covered by other categories. *If no positions are identified, please briefly explain why (for example, "Not applicable; no positions in this category 

exist.") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row 

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

Director, Office of Management and Strategy 1 1 Position is new since last submission. 

Director, Conservation Division 1 1 Position is new since last submission. 

Director, Price Support Division 1 1 Position is new since last submission. 

Director, Program Delivery Division 1 1 Position is new since last submission. 

Director, Safety Net Division 1 1 Position is new since last submission. 

Director, Loan Servicing and Property Management Division 1 1 No change. 

Director, Program Operations and Appraisals Division 1 1 Position is new since last submission. 

Director, Loan Making Division 1 1 No change. 

Director, Business Analysis and Management Support Division 1 1 Position is new since last submission. 

Director, Personnel Policy and Operations Division 1 1 Position is new since last submission. 

Director, Program Resource Management Division 1 1 Position is new since last submission. 

TOTALS: 11 11  

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to  be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
IPOSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email I 
Director, Commodity Operations Division 1 1 Position removed from organization and legacy email remains permanent in 

2018. 

Director, Development and Economic Enhancement Divison 1 1 Position removed from organization and legacy email remains permanent in 
2018. 

Director, Economic Policy and Analysis Staff 1 1 Position removed from organization and legacy email remains permanent in 
2018. 

Director, Office of Business and Program Integration 1 1 Position removed from organization and legacy email remains permanent in 
2018. 

Director, Office of Civil Rights 1 1 Position removed from organization and legacy email remains permanent in 
2018. 

Director, Office of External Affairs 1 1 Position removed from organization and legacy email remains permanent in 
2018. 

Director, Office of Outreach and Assistance for Socially Disadvantaged Farmers and Ranchers 1 1 Position removed from organization and legacy email remains permanent in 
2018. 

TOTALS: 7 7 



ITOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 18 18 I 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 



Category 7) Principal regional officials, such as Regional Administrators, and/or their equivalent(s). Those agencies with a regiona l  structu re must i nc l ude the accou nts of pr i nc ipa l  regiona l  offi c ia l s .  For most agen cies with 
a regiona l  p resence th is wi l l  be l im ited to Regiona l  Ad m i n i strators, or  those offic i a l s  who a re respons i b l e  fo r the management and operations of specif ic reg iona l  a reas (e .g . ,  an agency that has 10 reg ions to carry out m iss ion­
cr it ica l activit ies wou l d  i nc lude those 10 Regiona l  Adm i n i strato rs ) .  It does not perta i n  to the heads of i n d ivi dua l  offi ces with i n  reg ions, such as ,  but not l i m ited to, customer service centers, p rocess i ng  cente rs, or  
a dm i n i strative offices that conduct routi ne activit ies (e .g . ,  passport offices, or  Socia l  Secu rity c la ims p rocess i ng  offi ces ) .  * I f  no posit ions  a re identified ,  p lease br iefly exp l a i n  why (fo r  examp le, "Not app l i cab le; no posit ions  i n  
th i s  category exi st" or  "Agency has no regiona l  p resence with these types of posit ions . " )  

NOTE : To add  add it iona l  rows to a ny sect ion be low, c l i ck  the "Add Row" button to the right; you wi l l  be prom pted to i n put  the row n u m ber  where you wou l d  l i ke Add Row 
row(s} to be added BELOW the se lected row. You wi l l  then be p rom pted to i n put  the n u m ber  of a dd it ion a l  rows you wou l d  l i ke added .  I 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. L ist ALL those posit i ons that :  1 )  h ave not cha nged s i nce any p revious ly app roved subm iss ion ;  2 )  a re new to th i s  category, e i ther because the pos it ion i s  new 
to the agency, the posit ion has been reapp ra i sed as havi ng permanent ema i l ,  or  th i s  i s  the agency's fi rst s ubm iss ion ;  3 )  have been cha nged i n  rega rd to posit ion t it le, n umber of accounts, a n d/or n umber  of posit ions ;  or  4) 
a re be ing moved from another  permanent category to th is one. Th is sect ion wi l l  i n c l ude  a l l  ro les and posit i ons that h ave permanent ema i l ,  both day-fo rwa rd and legacy. 

POSIT ION  TITLE / ROLE 

State Executive D i rector, A l abama 
State Executive D i rector, A laska 
State Executive D i rector, Ari zona 
State Executive D i rector, Arka nsas 
State Executive D i rector, Ca l iforn ia  
State Executive D i rector, Co lorado  
State Executive D i rector, Con necti cut 
State Executive D i rector, De laware 
State Executive D i rector, F lo r ida  
State Executive D i rector, Georgia 
State Executive D i rector, Hawa i i  
State Executive D i rector, I d aho  
State Executive D i rector, I l l i no is 
State Executive D i rector, I nd i ana  
State Executive D i rector, I owa 
State Executive D i rector, Kansas 
State Executive D i rector, Kentucky 
State Executive D i rector, Lou i s i ana  
State Executive D i rector, Ma i ne  
State Executive D i rector, Ma ryl and  
State Executive D i rector, Massachusetts 
State Executive D i rector, M i ch iga n 
State Executive D i rector, M i nnesota 
State Executive D i rector, M ississ ipp i  
State Executive D i rector, M issou ri 
State Executive D i rector, Monta na  
State Executive D i rector, Nebraska 
State Executive D i rector, Nevada  
State Executive D i rector, New Hampsh i re 
State Executive D i rector, New Je rsey 
State Executive D i rector, New Mexico 
State Executive D i rector, New York 
State Executive D i rector, No rth Ca ro l i n a  
State Executive D i rector, No rth Da kota 
State Executive D i rector, Oh io  
State Executive D i rector, Ok l ahoma 
State Executive D i rector, Oregon 
State Executive D i rector, Pa cific Bas in  

N u m ber  of N u m ber  of S umma ry of Cha nges from previous  s ubm ission  (se l ect from d rop 
Posit ions Accou nts down menu }  

1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  
1 1 Posit ion i s  new s ince l ast s ubm iss i on .  



State Executive D i rector, Pen nsylva n ia  1 1 Posit ion is new s ince l ast s ubm iss i on .  
State Executive D i rector, Pue rto R ico 
State Executive D i rector, Rhode I s l and  
State Executive D i rector, South Ca ro l i n a  
State Executive D i rector, South Da kota 
State Executive D i rector, Tennessee 
State Executive D i rector, Texas 
State Executive D i rector, U .S .  Virgi n I s l ands  
State Executive D i rector, Uta h  
State Executive D i rector, Vermont 
State Executive D i rector, V i rgi n i a  
State Executive D i rector, Wash i ngton 
State Executive D i rector, West Vi rgi n i a  
State Executive D i rector, Wiscons in  
State Executive D i rector, Wyoming 

TOTALS: 

1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  
1 1 Posit ion is new s ince l ast s ubm iss i on .  

53 53 

(b) PERMANENT LEGACY EMAIL ONLY. L ist ALL posit ions  that: 1 )  no  longer exist ( h ave been e l im i nated from the agency) but sti l l  have legacy ema i l  that needs to be managed as permanent; or  2 )  a re be ing reapp ra i sed as tempora ry for a ce rta i n  date 
fo rwa rd, but legacy ema i l  wi l l  rema i n  permanent. Th i s  sect ion wi l l  i nc l ude a l l  ro les and  posit ions  that have legacy permanent ema i l  to manage, but no permanent ema i l  from a certa i n  date forwa rd . Ro les / posit ions  i n  th i s  sect ion may be d ropped from th i s  
fo rm after the fi na l  tra nsfe r of  a l l  permanent  legacy ema i l  to NARA. I 

IPOSIT ION  TITLE / ROLE N u m ber  of N u m ber  of S umma ry of Cha nges from previous  s ubm ission  (se l ect from d rop Ca l enda r  yea r posit ion 
Posit ions Accou nts down menu }  e l im i nated from agency o r  

no longer creates 
perma nent ema i l  I 

TOTALS: 0 0 
TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 53 53 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. L ist ALL posit ions  that: 1) have been REMOVED 
from th i s  category due to bei ng reapp ra i sed as tempora ry s i nce the last NA Form 1005 s ubm iss ion,  so that both day-
fo rwa rd and  legacy ema i l  w i l l  be tempora ry . Th i s  sect ion wi l l  i n c l ude  a l l  ro les a nd  posit ions that were on p rev ious ly 
app roved forms as permanent, but have NO permanent emai l ,  whether day-forwa rd or legacy. These posit ions shou ld  
on ly be l i sted on the subm iss ion that  p rovides notificat ion of  the cha nge from permanent  to tempora ry; they may be 
removed from futu re subm iss ions .  

POSIT ION  TITLE / ROLE 



Category 8) Roles or positions that routinely and directly advise the above positions, including special advisers, General Counsels, Chiefs of Staff, Inspectors General, etc. Many management positions routinely provide 

advice and oversight to the agency in the course of daily business, and are involved in mission related policy formulation, implementation, and/or interpretation. This may include general program oversight, legal protection 

and oversight, and daily operations and management. For most agencies this will include General Counsels, Chiefs of Staff, Inspectors General and special advisers (such as "Policy Advisors") within the top tiers of the 

agency. This does not include those that advise on purely administrative issues. For example, a Chief of Staff within a lower tier of the agency would not be included in this category. *If no positions are identified, please 

briefly explain why (for example, "Not applicable; no positions in this category exist.") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row 

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

TOTALS: 0 0 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email I 
Chief of Staff 1 1 Posit ion dut ies cha nged; ema i l  for a certa in  date forwa rd is tem pora ry; legacy 2021 

ema i l  rema ins  permanent .  

TOTALS: 1 1 
TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 1 1 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 



Category 9) Roles and positions not represented above and filled by Presidential Appointment with Senate Confirmation (PAS positions). This category is a catch all for any position that was filled by Presidential 

Appointment with Senate Confirmation (PAS) but not represented in any of the other categories. For most agencies the PAS positions will already be captured in categories 1 through 8, and no other PAS positions will need to 

be identified. *If no positions are identified, please briefly explain why (for example, "Not applicable; all PAS positions accounted for in other categories.") 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row 

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

TOTALS: 0 0 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
IPOSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email I 

TOTALS: 

TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 

0 
0 

0 
0 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 



CATEGORY 10) Additional roles and positions that predominantly create permanent records related to mission critical functions or policy decisions and/or are of historical significance. These represent roles, positions, 

and/or programs within the agency that predominantly create permanent records related to mission critical functions or policy decisions and/or are of historical significance. This category is for those roles and positions that 

are appropriate for permanent retention, but not captured in the other nine (9) categories. 

NOTE: To add additional rows to any section below, click the "Add Row" button to the right; you will be prompted to input the row number where you would like 
Add Row 

row(s} to be added BELOW the selected row. You will then be prompted to input the number of additional rows you would like added. 

(a) ACTIVE PERMANENT POSITIONS, DAY-FORWARD AND LEGACY. List ALL those positions that: 1) have not changed since any previously approved submission; 2) are new to this category, either because the position is new 

to the agency, the position has been reappraised as having permanent email, or this is the agency's first submission; 3) have been changed in regard to position title, number of accounts, and/or number of positions; or 4) 

are being moved from another permanent category to this one. This section will include all roles and positions that have permanent email, both day-forward and legacy. 

POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop 

Positions Accounts down menu} 

TOTALS: 0 0 

(b) PERMANENT LEGACY EMAIL ONLY. List ALL positions that: 1) no longer exist (have been eliminated from the agency) but still have legacy email that needs to be managed as permanent; or 2) are being reappraised as temporary for a certain date 

forward, but legacy email will remain permanent. This section will include all roles and positions that have legacy permanent email to manage, but no permanent email from a certain date forward. Roles / positions in this section may be dropped from this 

form after the final transfer of all permanent legacy email to NARA. 

I 
POSITION TITLE/ ROLE Number of Number of Summary of Changes from previous submission (select from drop Calendar year position 

Positions Accounts down menu} eliminated from agency or 

no longer creates 

permanent email 

TOTALS: 

TOTALS OF SECTIONS A and B (all Position titles/ Roles with permanent email) 

0 
0 

0 
0 

(c) REMOVED POSITIONS - CHANGE FROM PERMANENT TO TEMPORARY. List ALL positions that: 1) have been REMOVED 

from this category due to being reappraised as temporary since the last NA Form 1005 submission, so that both day-

forward and legacy email will be temporary. This section will include all roles and positions that were on previously 

approved forms as permanent, but have NO permanent email, whether day-forward or legacy. These positions should 

only be listed on the submission that provides notification of the change from permanent to temporary; they may be 

removed from future submissions. 

POSITION TITLE/ ROLE 
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