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Destroy N/A Destroy NC l - 16-84- 1 

when 20 when S /0 .  

y rs.  o l d .  


F I LE by subject . 

1 0 20 	 Statements of M i ss i ons a nd Funct i ons 0 NC 1 - 16 - 84- 1  
Use for mate ri a l  perta i ni n g  t o  Dest r oy 
mi ssi ons and funct i ons s tatement s .  when 20 

y rs .  o l d .  

1 0 30 of 
Use fo r on de l egat i ons of Destroy N/A Destroy N l - 1 6-87-1  
authori ty t o  i denti fi ed p os i t i ons or  when S /0 .  when S /0 .  
persons, and t empora ry or  l i mi ted 

·. 

de l egat i ons to  p os i t i ons o r  pe rson s .  NC 1-f{;,-?7-). 
F I LE ch ronol ogi ca l ly by ma j o r  and #(p 

minor subdi visi ons . NC1-u,-&y-1
I03o 

·se i a l materi a l  docu ment i ng Destroy N/A Destroy GRS -16- 1 2a 
the accomp l i s hmen l 2 y rs .  when 1 ( 2 )  
i nterna l col11Tli ttees , boa rds , t as y r .  o l d .  
force s ,  and wo rk grou p s .  

1041  	 C olTITli ttee 
Use for materi a l  pert a i n i ng to the Des troy N/A Des troy Nl- 16-87-1  
cont i nued JT10ni tori ng of coMmi ttee when 3 when 3 
act i vi t i es .  y rs . o l d y rs . o 1 d saper.se er:l

ciuJ1i1'('1 11 e J o r  when o r  when 
FILE by c ommi ttee t i t l e .  n o  l on ge r  no  l on ge r  N CJ-ll:r 7?-C 

needed needed IF
for ref- for ref -
e rence . erence . NCl-/to-77-2-

#',21 
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Project 

Managenent 
Use materi al 

Management Sxstem Deve l o ment 

Management Anal xses 

..., .• 

POtt-AIMHllTIATIGll ...Dl90MflOM.1'1.Allt 

..... .. 

Destroy N/A Destroy NCl- 16-84-1 
when 3 when 3 
yrs. o 1 d .  yrs.  o 1 d .  

1 100-4 C ontr 
Use for memoranda , eport s ,  a nd other Destroy N/A Destroy GRS - 1 6 - 7  
records docurTenti ng a · nrTents, 1 yr . when no  
progress a nd comp l et i on o oje ct s .  after l on ger 

the yr . needed . 
FILE: C a s e  f i l e  al phabet i ca l l y  i n  whi ch 

t i t l e  o f  project . t he 
p ct·· 

1 1 10 Po l i ci es and Procedures MIS 
for pert a i n i .ng  to the Destroy N/A NC 1-16-84-1 

po l i ci es a n d  procedures de ve l oped by when no 
ma na gement to carry out the l on ger 
requiref'llents of pro grams . needed 

for ref -

1 1 20 MIS , 
Use  for materi a l  pertai ni ng  to the OB&PA N/A Destroy N l - 1 6-87- 1  
deve l opr.l!nt of ma nagement sy stems . Destroy when n o  superserJ er/ 

when  n o  l onger tiuillflr1 : 
FILE by s u b je ct . l anger needed . /JCJ-/l:r '1-1-;J. needed 

for ref - * 3 
erence . N0-1t>-8V- I

 /J .2.0 

Destroy N/A Destroy NC l - 16- 84 - 1  
when n o  when no  
l on ger l onger 
needed needed . 
for ref -
erence . 

1 1 30 Studi es a nd 
Use for i ntra /i nter agency ma nagement Des tr NC l - 16-83- 1 
i mpro ver.ent studi es a nd ana lyses .  when n o  1 100-2 
A l so i nc l udes related ana ly s i s  and 1 anger 
feeder report s .  needed 

for ref -
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Use for mater al pertaining 
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Management ImproverTent Programs 

• 

sqpe_rsec/ 
o.iJ. 'flt f/ 

f 

su rst:eJec/ 
au flwr1 

C> 

fJY" I t. '.J  

' r 

CLa;; . 
TO . . · ...... 

PIC 
••:at.or PAIC" 

.. .  ... .--... . . .. ·· --····.-

1 1 31 Workload Ana an easurement 
to Destroy N/A Destroy Nl-1 6-87-1

edworkload analysis and measurement . when no when no 
l onger l on ger 

1 140 

1 140-2 

FILE by s ubject and i n  chronol o gical  needed needed . 

sequence . 

1 a pert a i n i ng to the 

Use for material pert a i n i ng to 
speci f i c mana gement i mpro vement 
p rograms . 

FILE by s u bject . 

Federa l F i e l d  Structure 
Use for materi a l  pertai  ni  n g  to the 
deve l op nt of government a l  pol i cy a nd 
procedures a n d  the moni tori n g  and 
coordination of programs rel a t i ng  t o  
the housing together of act i  v it i es 
wh i ch serve the same geographica l 

for ref
eren ce . 

Dest roy 

MIS ,OBPAA 
Destroy 
when no 
l onge r  
needed 
for ref
erence . 

Destroy 
when no
1 onger 
needed 
for ref
erence . 

N/A 

N/A 

N/A 

Destroy 

Des troy 
when no 
longer 
needed .  

Des troy 
when n o  
l on ger  
needed . 

Nc.1-tlr?'l-;i.

f:IOJS


Net -/h-'Sc/-1

#II 

NCI - 1 6 - 84 - 1  

N l - 16 -87- 1  

f-/u : 
Ncr-11>-11  

tt..:;s-
Nct,.,,_icf-1

 I 
NC 1 -1 6 - 84-1 

NCl - 1 6-84- 1 
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1 200-1 

1 200- 1 -1 

1 200-2 

OW,,_ M9 ,._.. 

of 

majo r a nd 

Po l i c  a nd Proce re 
Use for back ground t e ri a l  wh i ch 
docul'l!nts the  i mporta n aspect s of the 
de ve l opl'l!nt of po l i cy nnd 
procedu r e .  

NOTE : S e e  3010-1 for di s p os i t i on 
record copy of Depa rtment al  
d i  re  ct i ves .  

FILE by or i gi n ,  se ri es  nuribe r o r  in 
chron o l ogi ca l sequence . 

External  o r  Non-Se ries I nst ruct i ons 
Ilse fo r of a di  rect i on a l  
nature wh i ch o r i g i nate s  out s ide USDA 
or wh i ch ori gi nates wi  t h i  n USDA bu t i s  
n ot pa rt of a formal D epa rt nt a l  
di re ct i ve sy s tem. I nc 1 u des corrrne nt s 
a nd ot her materi al on p r oposed a n d  
exi sti ng i ns t ruct i ons . 

FILE by or i gi n , se ri es  nu mbe r o r  i n  

Use for materi a l  pert a i n i ng to p rogram 
p l ann i n g  and e va l uati on  repo rt s .  

FILE by a gen cy a nd subject. 

JTloranda , rep o rt s  a nd ot he r 
records do cu me nrent s ,  
p rogres s nnd comp l et i on of p r  
Inc l u des week ly a ct i vi ty reports . 

FILE : C a se f i l e  a l phabet i ca l ly by 

..... 

Des troy 
when 3 
y rs .  o 1d .  

Des troy 
when no
1 onge r  
needed. 

Des t roy 
when S /0 .  

Destroy 
when 3 
y r s .  o l d .  

Des troy 
1 y r .  
nf t e r  the 
y r .  
wh i ch the 
p roject i s  

Te 

N/A 

N/A 

N/A 

N /A 

Destroy 

when no 

l on ger 

needed . 


Destroy 
a fter the 
d i  rect i ve 
i s  i s sued 
or i ITITle 
d i  ate ly 
when i t  
i s  k nown 

· t hat no 
a ct i on 
wi  11  be 
t aken.  

Destroy 
when 3 
y r s .  o l d .  

OP.Stroy 
when no  
l onge r 
needed .  

NC l - 1 6-84 - 1  

GRS - 1 6 - l d  

NC l - 1 6 - 84 - 1  

GRS - 1 6 -7 
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a.·

P rogram P l a n n i ng 

P rogram I mpa ct Ana lys i s 

Program Systems 

·.  

1 210  

PICA,,_ 
...._ 

1 220 

1 240 

1 250 

Pro ram Goals •nd Ob e ct i ve s  
se  or materu pert aining t o  t he 

program goa l s  and object i ves set 
forth to accompl i sh a part i cu l a r  goa l  . 

FILE by pos i t i on numbe r .  

Use for materi a l  pert a i n i ng to t he 
p l ann i n g  set fo rth  to accomp l i s h 
effect i ve approved p rograms . 

FILE by subject . 

pert a i n i ng to  
eva l u ate  pro grams and 

in  chrono l o gi ca l 

seq uence . 


Use for mat e ri a l  pert a i  n i  ng 
i mpact of ce rt a i n programs . 

F I LE by subje ct i n  chrono l ogi cal  
seq uence . 

Deci  s i on 
Use fo r materi al  pert a i n i ng to sy stems 
deve l oped to su pport deci s i ons 
n eces s a ry to  cont i nu e  an effect i ve 
program. 

Des t roy 
when no 
l on ge r  
needed 
for ref 
e rence .  

Des t roy 
when no
1 onge r 
needed 
for ref• 
e rence . 

Des t roy 
when no
1 onge r 
needed 
for ref
e rence . 

eren ce . 

Des t roy 
when no
1 on ge r  
needed 
for ref 

. 

N /A N/A 


N/A N/A 

N/A N/A NC l - 16-84 - 1  

N /A N/A NCl- 1 6 - 84- 1 

N /A NCl-16-84- 1 
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1 260 

USCIA/01 ....... 


a.-. 
PICAT ... • ,.. .......... n.unw .. . 
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at ive ·and s 
Use for perta i ning to 
appro ved l egi s l at i ve pro grams . 
I nc l u des corrrnents and report s .  

NOTE: For proposed l egi s l at i on ,  
see 1300-2 . 

FILE by subject i n  chrono l ogi c a l  
sequen ce . 

Destroy N/A N/A Nl-16-87-1  
when n o  
1 onge r  tJ : needed 
for ref - 1Jcr-11o-7? ... 2 
e rence . #= 11 

NGt - 1  ro-P<J-t 
J:1=- /2-l.D0 

,ORM IMD-11 (6112) 
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1 300-2 Legislative· Proposals 
Use for and 

b the  

A l p habet i ca l  

R epo rt s 

yr . 

when 20 
yrs . o lrl. 

USOA/01 ..... 

• ·. .. :... t r P ,  . -

corrment s ot her materi a l  on 
l egi s l at i ve propos a l s .  

NOTE: A l l Offi ces: Offi ce 
respo ns i b l e  for prepari n g  the materi a l 
w i l l  ret a i n t he fi l e  3 yrs . a nd 
destroy . Other offi  ces wi 11 dest roy 
cop i es when 1 yr . o l d .  

FILE chrono l o gi ca l ly by House a n d  
Senate  

NOTE : Records m farm orga n i zat ions 
and ot her groups a n ot i nc l uded i n  
t h i s  i t em s i nce such 1n1ons a re 
constant ly referred to 
Department i n  t he formu l at i  of 
agr i cu l tura l prograf11s and  po l i  · es . 
For t hese records , see 1 300 . 

FILE by contro l  numbe r and  name . 

1 300-4 Na  F i l e  
Use a s  a record and c ros s reference 
of s i gn ed i ncof11 i ng a nd out goi n g  f11a i l  
addressed to /by Secretary a nd h i s  

.. . .. '•' 

DISPOSITION 

.... . TO 

..... ". PAIC 


(SEE N/A (SEE 
NOTE) NOTE) 

Destroy N/A Dest roy NC 1-1 6-84- 1 
after 5 after 
y r s . 1 yr.  

ECR 
PERMAN N/A NC l - 1 6-84-1  
Offer to 
NARA i n  5 

i mmedi ate s t aff.  

block s  


FILE a l ph a bet i cal ly by geo grap h i ca l  
locat i on, addres see , t i t l e ,  
or gan i z at i on o r  agen cy . 

Use for mat eri al  pert a i  ni  ng to Des troy N /A Des troy 
external  re l at i ons rep o rt s .  when 3 when 3 

yrs . o l d .  yrs . o l d .  
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Understandfng-. 

1 to 

R ep resentat i ves 

f.'lcl-16-78-2 
\#2 -=� 

• J ,. 

1321 

1322 

Use for materi a l  rel a t i ng to a gree
ments between USDA a gen ci es;  between 
USDA and other Federal  , Stat e  a nd 
l ocal  a gen ci es ; and between U SDA and  
n onfede ra l o rga n i zat i ons or  a ge n ci es 
a n d  forei gn c ountri e s .  These 
a greement s rel ate to p rovi di n g  o r  
o btai n i n g  va ri ous types of support 
servi ces i nc ludi ng a dmi n i s t ra ti ve 
fac i l i t i es ,  payrol l a n d  s i m i l a r  
support o n  a onet i me  o r  cont i nu i ng 
bas i s ;  a n d  on a rei mburs a b l e  or 
n on rei mbu rsa b l e  ba s i s .  Incl udes 
cooperat i ve a greement s ,  mer10 randa of 
unde rs t a ndi  n g ,  amendment s ,  revi ew 
c omment s ,  re l ated correspondence ,  a n d  
s i l'"l i l a r do c u  lll!nt s .  

FILE a l p h a bet i ca l ly by a gen cy o r  
orga n i zat i on ,  geograp h i ca l  l oc at i on ,  
addressee name, or t i t l e .  

ch rono l ogi ca l 

Senate R e l a t i ons 
U se fo r nateri a pert a i n i  
re l at i ons wi t h  Senate membe rs 
t hei r staff . 

FILE by subject i n  chrono l og i c a l  
sequence . 

Hou se of Rel a t i ons 
Use for mat e ri a l  pert aini ng  to USDA 
re l at i ons w i t h  House of 
R ep resent a t i ves mbe rs a nd/or the i r 
sta f f .  

FILE by subject i n  ch rono l og i ca l  

.... 
....... 

Des troy 
5 y rs .  
after 
exp i  ra 
t i on o r  
can cel 1-
at i on of 
a greement . 

Destroy 
when 5 
y rs . o 1 d .  

Des troy 
when 5 
y rs . o l d .  

Des troy 
when 5 
yrs . o l d .  

N /A Des troy 
2 y rs •.. 

after 
exp i ra 
t i on o r  
cancel  l 
ati  on of 
agreement . 

NCl-16-87-1 
OGPA 

>JU-/b1L/--/
I ?>14 

N /A N/A 

N/A N/A NCl-16-84-1 

NC 1-16-84-1 
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de l P.  

Congres s i on a l  Inqui ri es 

Congress i on a l  
8x5 

Speeches 

OllTIOM 

.. 
AlllST .....IT AIY POI MMltlSTllATION PIL&olfTIOM PLAN . ,, ._, 

, .CL--. 
PICATIOll TO OTMH DllPOllTIOM ....... 
 PAIC OPPICll AUTllORITY 

Destroy N /A MRMD NC l- 1 6-84- 1  
when n o  Des troy 
l on ger when n o  

number i n  chrono l og i c a l  	 needed 1an ge r  
for ref  needed 
eren ce . for ref 

e rence . 

1430 	 Pub l i cat i o  i stri but i on MRMD NC l-1 6-84-1 
Use for mater · 1 perta i n i ng to  Des troy N/A Destroy 
pub l i cat i on di s i but i on .  In c l udes when S /0 .  when 
revi s i ons a nd i ons to na i l i ng change 
l i st s .  i s  com

p l et ed . 
NOTE : For di rect i ves 

l i  sts ,  see 3010-2.  

FILE i n  chronol  ogi ca l  

1430- 1 and  O rde rs 
Use  for C on gress i on a l  i nqui  ri es a n d  N /A N /A GRS-14-3 
t hei r ack nowl edgement s rega rdi n g  mos . 
pub l i cat i ons  of the Depa rtmen t .  af r 
Inc l udes requests subMi tted to  GPO t ra n  
for con gres s i ona l  requests of a m i tt a 1 
l a rge qua nt i ty of publ i ca t i ons . o r  rep ly . 

FILE a l ph a bet i ca l ly ,  and  by 

requi s i t i on numbe r i n  ch ron o l o gi ca l 

s equence . 


1 430- 1- 1  	 Indi vi dua l Account C a rd OGPA 
Unnumbe red cards used to record Dest roy N /A N /A NC l - 1 6- 78-2 
quot a of Fa rmers Bu l l et i ns a nd other 4 y rs .  20 
pub l i ca t i ons a l l otted to each  after 
Congres s ma n, t he numbe r di stri buted each 
and charge a ga i  nst thei  r quot a and the  Con gre s s  
ba l a nce . adjourns . 

FILE a l ph a bet i ca l ly i n  chrono l o gi ca l  

1 440 	 News R e l e ases and OGPA 
Use for c opi es of for a l  i n format i on a l  
rel eases a n d  publ icat i ons , p res s  
conference t ra nscri pt s ,  offi c i a l  
s peeches , a nd i ndexes t he reto .  



' . .. ' 

(Q 1:1111 

3x5 

Speeches Sec reta ry Agri cu l tu re 
Sec reta ry's 

.A. - , __ - .... 

ru1 .. --.. - nonso red 
te l evi s i on neWs releases .  

DllPOllTION 

•c.t•PICI 
 

,. II.A UI 
Ul:lt'A 

O!ie. kr 
to 
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s secud 
diit)>Vr 

NC l - 16-84- 1 
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a.A111-

1 440- 1 

1 440-2 

UIDWOl._.MD 


PICATIOll 
....... 
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Press Releases 
a .- Master set of al l re l ea ses i ssued 
by the Department . The pres s releases 
a l so cont a i n bi ograp h i  es of i mpo rt a nt 
i ndi vi dua l s  and  a l l  of t he Secret ry 's 
speeches .  

FILE nurTEri ca l ly by p res s re l ease 
numbe r .  

Index to P res s Re leases 
b.  i ndex ca rds . 

FILE a l p h a bet i ca l ly by s u bject , 
person , ge ograp h i c  l ocat i on 
(c ount ry a n d  state ) ,  or  or i gi nati n g  
bureau . 

of of 
Master set of the 
spee ches .  

NOTE: A dup l i cate set i s  gi ven to 
each depa rt i ng Secret a ry . 

FILE in chrono l ogi ca l  sequence • 

Use radi  o or  

FILE by subject i n  chron o l ogi ca l  

PERMANENT. 
Tran s fer 
to NARA 
i n  5 yr . 
b l ock s 
when t he 
most 
recent 
records 
a re 10 
y r s .  ol d .  

OGPA 
PERMANE NT. 
T ransfer 
to NARA 
i n  Syr .  
b l ock s 
when t he 
most 
rece nt 
records 
are 10 
y r s .  o l d .  

NARA when 
Secretciry 
l ea ves . 

Destroy 
when n o  

needed .  

When Destroy 
3 when no 
yrs . l on ger 
o l d .  needed 

for ref
e rence . 

When N /A 
3 
y rs .  
o l d .  

N /A Des t roy 
when no
1an ge r 
needed 
for ref 
e ren ce . 

N/A N /A 

N l - 16-87-1  

f: 

NCJ-1 f,-7?-;i

1114 
Net-/to,1J-;i.

#3 

N l - 16-87-1 

i"1 
N CJ-11ti-1e-,). 

rrs-

N l - 16-87-1  

'bu;:;f!J.S dR r/ 
ciJaJJ1r1 It/ 

AJ u..-11,-11- 1 
R-+ 

., 
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ASSIST 

Use 

P hotograp hy 

-

PICATIOll 
........ 

1480 

Ul!)A/OllM-IMD 

CLM9· 

.... TO··""'- PAIC 

1460 Media and Publ c 1a son 
for media appeara nces  by agency 

represent at i ves and the prepared 
materi a l  u sed when a ct i ng a s  pub l i c  
l i a i so n .  

FILE by subject . 

FILE by subject i n  chron o l og i ca l 
sequence . 

U se for b l a ck nd w h i t e  a nd col o red 
or i gi na l s  a n d  negat i ve s ,  col o r  
t ransparenci es and s l i de phot o
graphy a n d  s l i de sets or fi l ms t r i p s . 

a .  One copy of a s lide s et a nd a 
f i lmstri p ,  w i t h  the audi o t ra ck a nd 
scri pt for e ach , for thos e p roduct i ons 
re l eased i n  bot h  fo rmat s .  Two c opi es 
of a s l i de set or fi lMstr i p ,  wi t h  the 
audi o t ra ck and  scri pt fo r each copy , 
for thos e re l e ased i n  on ly  one forma t . 

FILE by i n ventory numbe r .  

Des troy 
when no 
l on ger 
needed . 

OGPA 
PERMANE NT. 
Offe r t he 
approp r i  
ate cy s .  
of t hos e 
re l e ased 
before 
1980 t o  
NARA i fTITl
e di ate l y .  
Offe r t he 
appr opri 
ate cys .  
of t hose 
re l e ased 
aft e r  
1 9 79 to  
NARA 
afte r 
re l ease . 

N/A N/A N l - 16-87- 1
.!:RJlldolUJl«1  

NtlA/b-'11-
,  

N /A N/A GRS -2 1 - 1 0  

N /A N /A NCI-1 6-80-2 
l a 
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1450-1 

Used to docu ment,  car ry on , or promote 
su bstant i ve agency activities , 
procedu res, and  programs consisting of 
the l"laSter t ape,  mat rix or stamp e r ,  
a n d  one dis c  pressing fo r each !'laSS
p roduced rru l t ip l e  copy disc  recording  
a n d  the  o riginal  tape for each 
magnetic audio tape reco rding.  

a .  His torica l p rogra s i n  USDA radio 
se ri es ; rema rk s, inte r views , a nd p res s 

OGPA/£7-rJ N l - 1 6-87-1  
PERMANENT . N/A N/A · 

conferences of USDA and  go ve rnme nt Trans fer 
officia l s ;  p ro grams prepared fo r 
i ndi vi dua l  radio stations; a nd ot her  
mi scel laneou s  pro grams which a re rr10 re 

t ha n  5 yea rs o l d .  


on an11Ll. al 

J:l;J.fa


bqsi.s.

FILE by subject , production or  series 

tit l e  and t he reunde r ch ron o l ogica l ly .  

b .  Pro grams i n  week ly series such as  
11Agri cu l t u re USDA" a nd "Consumer Ti me11 
froM which a se lection of 5 ins t a l  l 
ments from each se ries wi l l be made 
a n nua l  ly by the Depa rtmen t .  

FILE by sub ject production o r  
series tit l e  and t he reunde r  
chron o l o gica l l y.  

c .  Ot he r recorded it ems not inc l u ded  
in  a o r  h. 

FILE by subject , production or 
seri es t i tl e  and t hereu n de r  
ch rono l o gica l ly .  

OGPA/(7-TY 
PERMANENT. 

:_ 

'j.fl-ST 

OGPA 
Destroy 
o r  e rase  
a n d  reuse 
when n o  
l on ge r  
needed 
for 
admin
ist rative 
u se .  

N/A N/A 

/JSfer 'et'lrly 
oP 

fZ>
(ff} OtJ 

fotl.Jt .>r 

N /A N/A Nl-16-87-1  

1 eil.2d
o.iLJiitrt1 

NCI-lb "1 r-  
028'C.. 
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MUMlll 

1480-1 

DHCllPTIOll AMD PILIMO INITllUCTIOMI 

b. Other copies 

FILE by inventory nurnber. 

Still Color Picture Files 
a. Color photography consisting 0f 
negatives, captioned prints, and 
captioned slides or other 
transparencies l'laintained in the 
photographic library which are used to 
docurrent, carry on, or pronote 
substantive gency activities, 
procedures, and programs. Record 
elements for color slides are an 
original and one duplicate; record 
elements for color photography are the 
negative and captioned print. 

FILE nurreri cal ly by subject (USDA 
photographic index guide). 

b. Caption cards to color 
photography. 3x5 index cards 
containing control number and caption. 

FILE alphabetically by subject (USDA 
photographic index guide. 

OPI& 

D•PGlnlOM 


Destroy
when 
with
drawn 
f ro111 
distri
bution. 

OGPA 
PERMANENT. 
Break 
file 
every 5 
yrs. and 
offer to 
NARA 5 
yrs.
there
after,
e.g.,
transfer 
1976 
1980 
records 
in 1990. 
A1 1  
ea1 i er 
photo
graphy
should be 
trans fer
red to 
NARA il11!1
ediately. 

OGPA 
PERMANENT. 
Break 
file 
every 5 
yrs. and 
offer to 
NARA 5 
yrs.
there
after. 

DISPOSITION 

TO OTHll 

PAIC OPPICll 


N/A N/A 

N/A N/A 

N/A N/A 

DISPOllTIOM 
AUTHORITY 

NCl-16-80-2 

lb 


GRS-21-7a 

5�:tl:it!s 

l\)C/-l/o-?C(-4 

la.. ...h 

GRS-21-7 

FORM IMD-18 (6/82) 



(Q 1:11 

•TO 

(J) 

OTHIR. 
OP'1CD 

(JI ••• 

1480-2 

CLAI._ 
l'tCATIOM 
NUMlllt 

DISCllPTIOlf AMO PIL.I• IMSTllUCTIOMI' 

c. Color photography having limited 
administrative use or interest or not 
related to or needed to document 
substantive agency activities, 
operations, or responsibilities. 

FILE by subject and thereunder 
numerically. 

Still Picture Files 
a. Still photographs maintained to 
document, carry on, or promote 
substantive agency activities, 
procedures, and programs consisting of 
the original negative and a captioned 
print for each black and white image 
including photography bearing the 
following identifying designation: N, 
BN, DN, PN, CEN, ST, ARS, (C&F), BAI, 
A, C, BP I ( G), AR S (M &A), (TC ) , (CI ) , 
and State file (SCS). 

FILE alphabetically in nurrerical 
sequence. 

b. Still photographs having limited 
administrative use or interest such as 
line copy negatives ade for 
publications, or not related to or 
necessary to rlocul"l:!nt substantive 
agency activities, operations, or 
responsibilities including photo
graphy bearing the following 
identifying designations: ARS-Home 
Economics; TX; ARS-VIS; OFAR-Charts 
and maps; and PMA (Numerical) and 
similar photography that lack s 
significance or longterm value. 

FILE alphabetically in nurrerical 
sequence. 

OPll 

D•POlmOlt 


OGPA 
Destroy
when no 
longer
needed 
for 
admi n-
i strati ve 
use. 

OGPA 
PERMANENT. 
Break 
individual 
files 
every 10 
yrs. and 
offer to 
NARA 10 
yrs.
there
after,
e.g.
Transfer. 
1970-1979 
in 1989. 

OGPA 
Destroy
when no 
longer 
needed 
for 
admin
istrative 
use. 

DISPOSITION' 

DISPOSITION 
l'AIC AUTHORITY 

N/A N/A GRS-21-1 

N/A N/A NCl-16-78-2 
aa...:;1a.sm 

NCl-16-78-2 
N/A N/A 2'1b 
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Strips 

Use 

, 

OGPA 
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Photography Storage 
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Vlu-  rnrdings. 
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1480-3 

1480-4 

• USDA/OllUll-IMD ASSISTANT ..ITAIY POI ADMIMISTIATIOM l'IL"'-OSITIOM PLAN 

CLAlll· 
PICATIOM 

NUMlll 


( 

DISCIU'TIOM ANO Pit.IMO INITIUCTIOMI 

Slide Sets and Film 
a. for,,..... slide sets and 
filmstrips issued to teach better farm 
and home practices and to disseMinate 
information about the programs of 
USDA. 

NOTE: Transfer to NARA one copy of a 
slide set and a filmstrip, with the 
audio track and script for productions 
released in both formats; or two 
copies of a slide set or filmstrip, 
with audio track and script for each 
copy, for those productions released 
in only one format. 

FILE alphabetically in nurre·rical 
sequence.

b .  Other copies. 

Conversion and 
Use for material pertaining to the 
tP.chnologies used in converting and 
storing color images and photos to 
sorre other medium. 

FILE by subject in chronological 
sequence. 

al pertaining to agency 
sponsored film or 

FILE by subject in chrnnological 
sequence. 

OPI& 
DllPGllTIOM 

PERMANENT. 
(See
Note)
Trans fer 
to NARA 
upon
release. 

Destroy
when 
with
drawn 
from 
distri
bution. 

OGPA 
Destroy
when no 
1 onger
needed 
for 
admi n
; strati ve 
use. 

1 yr. 
after 

pl et ion 
of 

TO OTHll 

PAIC OPPICIS 


N/A N/A 

N/A N/A 

N/A N/A 

DISHllTION 

AUTHOllTY 


Nl-16-87-1 
flW cutJl,(Jrl hf 

Nl-16-87-1 
111.W QJJ}j,r,-1  

Nl-16-87-1 
nWJ auJ:Jiari hf 

fORM IMD-18 (6/82) 
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DISPOSITIAM 

OTHll 
OPPIC I 
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Tape 
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ASSISTAc.ITAIY POI MMINISTIATIOM Pl ...SPOSITIOM PLAN 

CLAlll· 
PICATIOM DISClll'TIOll AM PILltlO INIT..,CTIONI 

MUMlll 

1490-1 	 Motion Picture Production Files 
Files contain material pertaining to 
the production of films, video tapes, 
including clearance signed by 
individuals for use of their 
narration, acting, and rrusic rights; 
scripts; and a copy of each release 
giving full exhibition rights of the 
film to the television industry. 

FILE by production number. 

1490-2 	 Motion Picture Film or Video 
Use to document, carry on, or promote 
substantive agency activities, 
procedures, and programs. In the case 
of Motion Picture Film: carrEra 
original, optical sound track, 
preprint ele1TEnts, and a sound 
projection print. In case of video 
tape: naster, edit master, and dub 
for: 

a. Productions Made for distribution. 

FILE by production number. 

b. Special subject productions for 
use within the Department. 

FILE by production nunber. 

DISPOSITION 

AUTHOllTY 


OGPA/V&FD 
PERMANENT. N/A N/A NCl-16-78-2 
Off er to 	 24 
NARA 
along
with the 
J110tion 
picture
product
ions to 
which 
they
relate. 

OGPA/V&FD 

OGPA/V&FO 
PERMANENT. N/A N/A NC 1-16-7'2 
Off er to 	 26a 
NARA when 
withdrawn 
from 
distri
bution or 
when 5 
yrs. old. 

OGPA/V&FO 
PERMANENT. N/A N/A NCl-16-78-2 
Offer to 26b 
NARA when 
no 1 onger
needed 
for 
admini
strative 
use or 
when 5 
yrs. o 1 d. 

FORM IMD-18 (6/82) 
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needed 
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. USDA/OllUl-IMD 

CLAl•
l'ICATION. 
NUMlll 

DISCllP.TICMl:ANO .PILING IMITIUCTIOMI 

c. TV Film Newsfeatures 
Sound on film newsclips sent to 
colTITlercial television stations from 
which a representative selection of 5 
newsfeatures will be made annually by 
the Oepartrnent. 

FILE by production number. 

d. TV Public Service Announcements 
10 to 60 second spot announcements on 
agricultural subjects which have a 
general public interest focus from 
which a representative selection of 5 
announceme nts wi 1 1  be nade annually by 
the Depa rtrnent. 

FILE by production number. 

e. Additional duplicate prints or 
video dubs identified in 1490-2a, b, 
and those ite111s not selected under 
1490-2c and d. 

FILE by production number. 

f. Other films or video tapes having 
limited administrative use or interest 
such as productions whose subject 
matter is transitory or not related to 
or needed to document substantive 

OPI& 

DDPGllTION 


OGPA/R&TV 
PERMANENT. 

Trq
JJ"I'"· a c cu -
rru lat ions 
of 
selected 
items to 

cm
bQ 

OGPA/V&FO
PERMANENT. 
Offer 5 
yr. accu-
mulations 
of 
selected 
i terns to 
NARA 
every 5 
yrs.

OGPA 
Destroy
or erase 
when no 
longer
needed 
for 
ad111i n-
i strati ve 
use. 

OGPA/V&FD
Destroy
or erase 
when no 

DI 

PAK 

N/A N/A Yf!l4rly 

Qn q 
IJ. 

N/A N/A 

N/A N/A 

N/A N/A 

DISPOSITION 
AUTHGllTY 

NCl-16-78-2 
26c 

NCl-16-78-2 . 
26d 

NCl-16-78-2 
26e 

NC1-16-7 8-2 
26f 

longer

for
agency activities, operations, or 
responsibilities. 

i strati ve 
use.

FILE by production nu111ber. 
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( 1) 

Al'Ml .. lTIATIOM 

l:ll 

Tapes 

Recordings 

DISPOJltlOll 

(IJ 
OGPA /V&FD 

OTKIL OPPIC 

. . 
DllPOttTIO"
AU'fttOltt1'Y 

lAJ 

AUISTA.c11TMY flOa flt.DISIOSITIOM PLAN 

CLAlll• 
l'ICATIOM 
MUMlll 

1490-3 


g. Stock Motion Picture Film or Video 

Unedited footage productions produced 
for use in USDA consisting of original
negatives, work prints, and video 
masters. 

FILE by can and roll number. 

Video 
a. IJsed to document, carry on, or 
promote substantive agency activities, 
procedures, and programs consisting of 
the original recording or the earliest 
generation of the recording. Included 
are productions in the following 
series 11A Better Way 11; "Across the 
Fence"; and 11Down to Earth" as well as 
other video programs. The Department 
annually will mak e a representative 
selection of 5 video productions. 

FILE chronologically by title. 

OPI& 
D•HllT• 

Off er to 
NARA 
Stock 
Fill"I 
Library
(NNVS)
for 
evaluat
ion. 
Accepted 
footage
is main
tained 
pending
archival 
appraisal;
rejected
footage
is 
destroyed
or 
erased. 

OGPA /R&TV 
PERMANENT. 
Offer 
yearly
accumu la
ti ons of 
product
ions to 
NARA on 
an annual 
basis. 

TO 
PAIC 

N/A N/A GRS-21- 27 

N/A N/A NCl-16-78-2 
29a 
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b .  Video recordings not selected OGPA 
under a. and other recording having Destroy N/A
limited administrative use or interest or erase 
or recordings not related to and reuse 
substantive agency activities, when no 
operations, or responsibilities. longer

needed 
FILE chronologically by title. 	 for 

admin-
i strati ve 
use. 

NOTE: IF THE MS IN CATE GO IES 
1440-1490 TS THE N OF 
AGENCY, CONTACT MD FOR DISPO IT ION 

OTHI• 
OPPICll 	 ITY 

N/A NCl-16-78-2 
29b 

HE 


FORM IMD-18 (6/82) 



' 

Investi gati ons 

headq u a rters�-� 

• • 

17 10 

.. .  

.......,.. 


as-·references t o  
i nvesti ga au di t case f i l es and 
re l ated corresponden • e cards 
show case numbers, names,  a nd o 
pert i nent i nformati on he l pfu l i n  
i dent i fy i ng a nd l ocat i ng records. 

Use for materi a l  pert a i n i n g  to 
i nternal a nd external i nvest i ga t i ons 
of known or a l l eged i rregu l a ri t i es a n d  
vi o l a t i ons o f  l aws a nd regu l at i ons 
rel at i n g  to Depa rtment a l  pro gram o r  
personnel . F i l es consi st of the 
offi ci a l  record copy of the 
i nvest i ga t i on report , correspondence , 
n otes and attachments {si gned 
statements, cop i es of i nvoi ces, etc . )  
a n d  work pape rs { i nc l udi n g  computer 
p ri ntouts) .  

NOTE : ALL OFFICES: Offi ces 
responsi b l e  for prepa ri n g  the materi a l  
wi l l  ret a i n the fi l e  fo r 3 y rs. a nd 
destroy c op i es when no l on ger  needed . 

FILE by o rga n i zat ion i n  ch ronologi ca l 
sequen ce.  

a .  Headq u a rt e rs si gn i f i ca nt case 
f i l es wh i ch 1) ga i n  nat i on a l  attent i on 
because of consi dera b l e  Sec retar i a l , 
Con gressi onal  or pub l i c  i nterest , and  
2) a re deemed t o  be si gn i f i ca nt for 
i nvest i gat i ve or l i t i gat i on 
p rocedu res. 

FILE a l phabet i cal ly by 
and regi o n a l  desi gnat i ons 
case numbe rs. 

N /A N /A· GRS-25-5 

OIG 	 NC l - 16-84- 1  

PERMANENT . 6 See Not e  Nl -16-87-1 
Offe r  t o  mos. seJLQJL
NARA 10 afte  CLU1:Ji fYo I 11 : 
y rs. the Ntt-1 -'lq-/aft e r  case 
case i s  i s  It IQ 
c l osed .  	 c l os 

e d .  

PORM IMD-11 (6/12) 
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Audi ts 

OTMll_ 
OP llW. 

DISClllPTIG;I! AND PU.IMO INITIUCTIOMI 

uspwo1a,-:1•-
.. . 

.· - --·· -- . . .  . .. .  . --  TOPAK 

and  Head N/A N/A · 2 
quart e rs GRS - 25-3a 
a nd 
R egi ons. 
D est roy 
when 5 
y rs .  o l d .  

FILE a l phabet i ca l ly  by headqua rt ers 

and regi onal  des i gn at i ons a n d  t hen 


1720 OIG ,OB &PA 
F i l es consi sti ng  of the offi c i a l  
record copy of the au di t repo rt a nd 
re l ated wo rk papers ( i nclu di n g  
computer pri  ntouts ) , corres pondence ,  
memoran da a n d  exh i bi t s. These records 
pert a i n t o  the revi ew a nd app ra i s al of 
the Depa rtment's programs and 
management operat i ng procedu res , 
p l a ns a n d  po l i ci e s ,  a nd a l so t o  
Depart me nt -rel ated a ct i vi t i es wi t h  
extern a l  ente rpri ses such as  
associ at i o ns,  corporat i ons , etc. 

NOTE: ALL OFFICES: Offi  ces 

responsi bl e  for prep a ri n g  t he materi a l  

wi l l  retai n the fi l e  for 3 y rs. a nd 

destroy cop i es when no longe r  needed. 


FILE by organ i zat i on i n  ch rono l o gi ca l  

sequence . 


fORM IMD-11 (6/12) 
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See Note 

UID.,,OtlM-IMD ASSIST 
·, .. • 

G.Allt
PICATION DllCll!  AND PLIMi INITIUCTIOMI 
....... " 

'Bi 	 Hea dqu a rters and Regi ons - all 
f i  l es. 

FILE alphabet i ca l ly by headqua rte rs 
and regi onal desi gnat i ons and then by 
case numbers. 

... . ..... "'°" . ·  .··.· :.. 

Dest roy N/A 
when 8 
y rs. o l  d. 

,ORM IMD-11 (6/12) 



AND EXECUTION 

Reports 

2000 

CLAS•
FICATION 

MUMlll 


2000-1-1 

2000-2 

i DISCllPTIOM AN9 PILING INITllUCTIONI 

BUDGET DEVELOPMENT, PRESENTATION 

Use for material of a general nature 
which pertains to the preparation, 
development, review, adjustment, 
submission, and approval of the 
budget. Includes reports, schedules 
charts, estimates, and related 
documents which do not fit elsewhere 
in this category. 

FILE by agency. 

Use for ack ground material which 
documents the important aspects of the 
development of Departmental policy and 
p cedure. 

3010-1 for disposition of 
f Departmental 

FILE by origin, seri number or in 
chronological sequence. 

External or Non-Series Instructio 
Use for material of a directional 
nature which originates outside USDA 
or which originates within USDA but is 
not part of a formal Departmental 
directive system. Includes co nts 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or in 
chronological sequence. 

Use for material pertaining to budget 
development, presentation and 
execution reports. 

DISPOllTIOlt 

llCGaD.OPPfCI .. 

OPI& TO OTHll 
DllPOlmOlt PAK OPPICll 

08,\PA N/A Destroy 
Destroy 3 yrs. 
3 yrs. after 
after close of 
close of FY 
FY covered 
covered by
by budget.
budget. 

Destroy N/A Destroy
when no after the 
longer directive 
needed. is issued 

or i mme
di ate ly 
when it 
is k nown 
that no 
action 
wi1 1  be 
tak en. 

N/A Destroy 
when S/0. 

Destroy N/A Destroy 
when when 
3 yrs. 3 yrs. 
old. 0 l d. 

... •.:. 

DISPOSITION 

AUTHORITY 


Nl-16-87-1 

s: 

Nc1-1ri,- ?1-J. 

tJ; 3,10, 1£/-

GRS-16-ld 

NCl-16-84-1 
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Budget P l a n n i n g  

Bud get Development 

l.IV::>CUo 

CLASll
PICATIOM 


' ........ 


2010 

2020 

\ DISCltlPTIOM AND l'ILINl INSTIUCTIOMI 

memo ra nda ,. report s ,  a nd othe r 
records ass i  gnment s ,  
p rogress a nd compl et10 ·ect s .  

FILE: C ase  f i le alphabet i ca l  ly by 
t i tle of project . 

U s e  fo r materi al pert a i n i ng  t o  budget 
p l a nn i  n g .  

NOTE : Work i n g  pape rs a n d  back ground 
materi al a re to be des troyed 1 y r .  
after close of FY co ve red by the 
bud get . (GRS- 5-4 ) 

FILE by a gen cy .  

Use  for mate ri al pe rta i n i n g t o  budget 
est i mates , just i f i cat i ons , a nd 
supplementa ry materi a l  such a s  
expla natory n ot es , narrat i ves , a nd 
program pe rformance . A l so i n c l u des 
p revi ou s su pplement a ry or amended 
bud get mate ri a 1 • 

FILE by a gency .  

DISPOSITIOM 

llCOllD OPPICI 

OPI& TO OTHll 
DllPOlmON PAIC OPPICIS 

Des t roy N/A Des t roy 
1 y r .  when no 
after the lon ge r 

• i n needed.  
wh i c 
p roject 
i s  

OB&PA 
Des t roy N/A Dest roy 
10 y rs .  5 y r s .  
after after 
c l os e  close of 
o f  F Y  FY 
cove red c o ve red 
by by 
bud get . bud get . 

OB&PA 
PERMANENT. When Destroy 
Break 3 1 y r .  
f i l e s  y rs .  a fte r 
a nn u all y .  old . close  of 
T ra n s fer FY 
to  NARA cove red 
i n  5 y r .  by 
b l ock s budget . 
when mos t  
recent 
records 
a re 20 
y rs .  ol d .  

DISPOSITION 

AUTHORITY 


GRS- 16- 7  
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JedlJI 

USOWOllll-IMO 

DISPOSITION: 
•ICOID OPPIC•·CLAl•· 

PICATIOM i DISCllPTIOM AMO Pll.IMO IMITIUCTIONI OPll TO OTHll. DISPOSITIONMUMlll 
DllPOllTIOM PARC OPPICll AUTHORITY 

2030 Presentat i on 
Use for copi es of the bud get (o r i  gi n a l  
or revi sed ) su bmi tted to  C ongress for 
approva l  . 

FILE i n  chron ologi cal sequence . 

a .  One record copy of the bu dget 
su bmi tted to  Con gress for approva l  . 

b .  All other cop i es.  

2040 E xecut i on 
Use for mat eri al pert a i ni ng  t o  
approved bud et i mpl ement at i on a n d  
ma i ntena nce o f  f i nanci a l  controls over 
appropri ated funds. Inclu de 
apport i onments, a l l ocat i ons, 
allotments a n d  work p l a ns, o b l i gat i ons 
and  outlays, ce ili ngs, req u i  re1TP.nts, 
rei mburse nt s, a nd nonap p r opri ated 
fun ds .  

NOTE : Include here f i nanci a l  da t a  
 i f  i t  i s  directly bud get 

support i ve .  Use 2 100 fo r regula r 
accou nt i ng  docur.entat i on .  

F I  LE by agency .  

NC l-16-84- 1 

PERMANENT . When N/A N l- 1 6- 87- 1 

Tra nsfer 3 

to NARA yrs.  

i n  5 yr. old . c!J.d)tJri!f6.

b l ocks Nll-J -??-:J. 

when most Ft- Cf 
recent NL!·/{() ·8<f ·/ records If- 2-tJ :J() are 20 
y rs.  o l d .  

Destroy N/A Destroy N l - 1 6 - 87-1  
when no when no  
l an ger l ange r  ailf:fJorI Nu·.needed needed 
for for NCl'/f>-11-J.. 
refe rence . reference . #Cf

NuiJ"'-P 
OB&PA 

Destroy N/A Destroy N l- 1 6-87-1  

10  y rs. 10  y rs.  

after after CJ Cj)f)5U}p d_ 

close of c l ose of Ci.IJJ:ji(;YI f'tCJ 

FY FY 
 NU-th- 77-;i cove red covered 
by by }d:.I J 
bud get . bud get . Nc.t-/6-Plf-I 

Q.- ;20 S{O 

FORM IMD-18 (6/82) 



Poli cx 

' 

ASllST ..ICllTAIY POI ADMINISTIATION Pl ..DISPOSITIOM PLAN 
DISPOSITION 

llCOID OPPICa · a.as•-
111cAT10M 

O" A 	 TO OTHll DISPOSITION
MUMlll DllP•ITIOM PAIC OPl'ICIS AUTHORITY 

Dest roy N /A Destroy NC l - 1 6-84-1  
when 3 when 2 NC 1 - 1 6- 77-2  
y rs. o 1 d. y rs. o 1 d. 2 & 17  

FILE by su bject i n  chronolo gi cal 

2 100-1  and Procedure OFM , OB&PA 

Use fnr back ground mate r i al wh i ch Dest roy N /A Dest roy GRS-16- l d  

document s  t he i mport ant aspect s of t he when no after  t he 
 sup8?ll?.f.Ud 
developr.ent of Depa rt ntal pol i cy and 1 onge r  	 di  rect i  ve 
p rocedu re . needed. 	 i s  i ssued o.I.tHi p;, h/ : 

or i mme--· N Cl-!f�-17-;i. 
NOTE: See 301 0-1 for di spos i t i on of 	 di  at ely Ft- I 
record copy of Depa rtment al when i t  
di re ct i ves. i s  k n ow n  

that n o  
FILE by or i gi n ,  seri es numbe r o r  i n  act i on 

ch ronologi cal sequence. wi  1 1  be 
t aken. 

FILE by or i  gi n ,  seri es number 

ch ronologi cal sequence. 


2 100-2 	 Fi nanci al Pri ori ties OFM 
Use for mat e ri al pert a i n i n g  to the Dest roy NC 1- 1 6- 84- 1 
st atu s o r  act i vi t i es of all f i nanci al when 3 
p r i ori t i es .  y rs. old. 

FILE by a gency i n  chronolo gi cal 

FORM IMD-18 (6/82) 



Systems Analys i s  
whi ch 

Report s  

DISPOSITIO.. 
llCOllO OPPICI·Q.&111-

FICATION 1 DISCllPTIOll AND PILING INITIUCTIONI 
 OPll TO 	 OTHIR DISPOSITION 
. MUMlll DDPmlTIClll PAIC OFl'ICll AUTHORITY 

pert a i  ns  to t he 	 Dest roy N /A Dest roy N C l - 16-84-1  
when 3 when 1 
y rs. old. y r. old. 

FILE by a ge ncy 
sequence. 

2 100-4 Revi ew and 
Use for mate ri  al pert a i  ns  t o  
i ndi rect cos t revi ews a nd 
negot i  at i on s ,  Departmental f i  nancial 
mana gement s tudi es , a nd as sessment s of 
Depa rtment al and Agenci es ' report i  ng 
needs. 

OFM 
Dest roy 
when 3 
y rs. old. 

NC l - 1 6-84 - 1  

FI LE by a gency i n  ch rono l ogi cal 

2 100-5  
Use f o r  f i  nanci al 
ma nageme nt /a counting rep ort s. 

FILE by agency and subject. 

OB&PA 
Dest r oy 
when 3 
y rs. old. 

N/A Dest r oy 
when 3 
y rs. old. 

FILE alpha bet i cally by t i  tle of 
p roject . 

Dest roy 
1 yr. 
after 
t he y r. 

. h 

N /A Destroy 
when no 
longe r 
needed. 

GRS- 1 6- 7  

FORM IMD-18 (6/82) 



sxstems 

Manage me nt 

Management 

CL&lll
l'ICATIOM . MUMllR 

. .
ASllST&CllTAIY PO•ADMIMISTIATIC* Pl,DISPOSITIOM PLAN 

DISPOSITION 

i DISCllPTIOM AMO PILING IMITIUCTIONI OPll TO OTHllt DISl'OllTIOM 
DllHllTIOll l'AIC Ol'l'ICIS AUTHOltlT·Y 

Destroy N/A Destroy NC l - 1 6-84 - 1  
when 3 when 1 
yrs. o l d. yr. o l d. 

FILE by a ge n cy i n  ch 

s equen ce. 


2 1 10-1  	 Fi nanci a l  OFM 
Use for materi a l  whi ch documents  U Destroy N/A Destroy NC l- 16-84-1  
wi de a ccount i ng a nd report i ng sy stems , when 3 when 1 
e. g. ,  a n  Accounti ng Systems Li brary. y o l d. yr. o l d .  • 

FILE by a ge n cy i n  ch rono 1 ogi ca 1 · 

seq uen ce. 

2 1 20 	 Cash OFM 
Use for r.iateri a l  whi ch pert a i ns t o  the Destroy N/A NC l- 1 6-84- 1  
effect i ve ma na gement of the when 3 
Government ' s  cash wh i ch encompas ses yrs. ol d. 
cash ad va nces and ca sh hel rl  out s i de 
the cash acc ount of the Trea sury. 

FILE by a gency i n  chron o l ogi ca l 

2 130  	 Debt OFM , OB&PA 
Use for materi a l  whi ch pert a i ns to the Destroy N /A Destroy N l -1 6-87- 1  
effect i ve ma nagement of mou n t s  owed when 3 when 1 5U(Jf(J,Sl?.ciu1liI>"

d.Qd.rlie  to the Government whi ch i nc l u des yrs. o 1 d. yr. o l d .  

ana lyzi ng the statu s of Government 

rece i va b l es i n  terMs of de l i nquen ci e s ,  /JC/-/IJ-11-).. 

a ge o f  de l i nquenci es , wri te-offs ,  and  r-t- ;;i. 

expected future l osses. Alc.t-1 -f</-/ 


#1/JO
FILE by a gency i n  chronologi ca l 


SP.quence. 
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P l a n n i ng,  Deve l oerent2  Ae roval 

p ' 

by 

N C.. /-/�,-'f>l/-1 
NC I-/  - '71- J-#;l 

ft c!). / (oO 

· USN{OllM-IMD 

DISPOSITION 
llCOID OPPIC CLAl•


l'ICATIOM i DISCllPTION AND Pll.INO IMITIUCTIONI 
 OPI a 	 TO OTHll DISPOllTIOM : MUMlll DllPOllTION PAIC OPPICll AUTHOllTY 

pe rt a i n i n g to  	 Dest r oy N /A Destroy NC l - 1 6-84- 1 
when 3 when 1 
y rs .  o l d .  y r .  o l d .  

FILE by a gen cy 

sequence . 


2 150 	 Reve nues 
Use for Mate ri a l  perta i n i n g to Destroy NC l - 1 6 -84- 1  
reve nues . when 3 

y rs .  o 1 d .  

FILE by a gen cy i n  chrono l o gi ca l  


2 160 	 Cost  D i stri but i on OFM , PDS , 
Use for mate ri a l  perta i n i n g to the  OB&PA 
p rorat i on of Dep a rtl!lent a l  cent ra l i z ed Destroy N/A Des t r oy N l - 16-87- 1 
expenses d i s t r i buted t o  the  a genci es . 5 yrs . 5 y rs . 

after 	 after  '. 
FILE by a gen cy and  subject . 	 c l os e  of c l os e  of 


FY FY 
cove red cove red 
by by 

2 160-2 


nature  

a n d  
Use for mat e ri a l  pe rt a i n i ng t o  Work i ng 
C a p i t a l  Fun d  bud get p repa rat i on ,  
p l a nn i ng ,  a nd f i nal app roved bu dget s .  

F I LE by a gen cy and  su hject . 

bu dge t . 

Destroy 
3 y r s . 
after 
c l  ose of 
FY 
cove red 
by 
bu dge t . 

Des t r  
5 y r s . 
afte r 
c l os e  of 
FY 
cove red 

budget . 

N/A 	 Des t r oy 
3 y rs . 
a fte r 
c l os e  of 
FY 
c o ve red 
by 
bu dget . 

Destroy 
5 y rs . 

fte r 
c l o  
FY 
cove red 

NC l - 1 6 - 84 - 1  

NC l - 1 6 - 84 - 1  

by 
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IMD 

.C) 

De artment 
Program 

by 

by 

by 

ASSIST&c.1TA1Y PH ADMIMllTltATIOM PllD190SITIOM PL.AM 
DISPOSll'IOlt 

•ICOllD OPPIC. -Q.ASSI-
PICATIOM i DISCllPTIOll AND Plt.IN8 IMnlUCTIONS OPl l TO OTHla DISPOSITION ' ........ 
 DDPGllTION PARC OPPICll AUTHOltTY 

2 160-3 	 Fi nanci a l  R evi ews OFM , OB.\PA 
Use for mater i a l  pert a i n i n g  t o  WCF Dest roy 5 N/A Dest roy 5 N l - 16-87-1  
fund revi ews ,  sunma ry revi ew s  a nd y rs .  y rs .  sedP)l
i n di vi dua l  c ost centers revi ews of a a fte r after  CWl:Ji(Jr/f1e.S
f i nanci a l  	nature.  c l os e  of c l ose of NCJ-f't,-'}f FY 	 FY a t-IS' FILE by a gen cy and su bject . 	 cove red cove red 

by tvc 1 -/b-fll-1 

bud get . #:-  1 0-3 
budget . 


De!it roy 5 N/A Des troy 5 NC 1 - 1 6- 84 - 1  
y rs .  	 y r s .  
after  	 after 
c l os e  of c l ose  of 
FY 	 FY 
cove red 	 cove red 
by 	 by 
bud get . 	 bud get . 

2 1 60-5 	 Worki n C a  i t a l  Fun OFM ' 
D i stri but i on s  Destroy 5 N/A Des t roy 5 NC l - 1 6- 84- 1 
Use for mate ri a l  pe rt a i n i n  t o  Wo rk i ng  y rs .  y rs .  
C ap i t al Fund  c ost cent er expe after after 
d i str i bu t i on to  u se r  a gPnc i es of c l os e  of c l ose  of 
Pri nt i ng Pl a nt ,  and C op i er Se rvi ces , FY FY 
etc . cove red 

. 
FILE by a gen cy and subject . 	 bud get . 

2 160- 6 	 C entra l i zed Rei Mbu rsab le  PDS 
C os t  D i stri but i ons Dest roy 5 	 5 NC l - 1 6-84-1  

Use fo r mat e ri a l  pert a i n i n g  t o  y rs .  
Depa rt ment a l  cent ral i zed  c ost s o r  a fter  
expenses r.iaae t hrou gh s peci a l  	 c l ose  of  
rei mbu rsab l e  account s  wh i ch a re FY 
p rorated to t he agenci es , e . g . , O ffi ce c ove red 	 cove red 
of Pe rsonnel t ra i n i n g  p ro grams a n d  by 

Hea l t h  Se rvi ces . 	 bu dge t .  bu dget . 


FORM IMD-18 (6182) 



nr 

llCOU OPPICI. 

llll 

Use for 

. .. . , _ _  - .... "" - v  ""' v - <.I  

ateri a l  
r t: ;  .. - -.. 

conL r u   

1 2'  

l'\C'U 

(Al UI 

r------_ i-----. ____ _ 

r- T I r" L - - - - -• 
.. -- -.,, - .J -.., 

(II 

-r---__ 

2450 

CLAISI• 
PICATIOM 

, ....... 
1 DISCllPTIOll AND PILIMe IMITIUCTIOMI 

G rant s  
mate ri a l  pe rt a i n i n g  to t he 

t rans fe r  of money o r  p rope rty to 
ass i st reci p i ents to accomp l i s h a 
p u b l i c  p u rp ose  authori zed by s tatut e ,  
i nc l u di n g  a l l formu l a , p roject o r  
ot he r grant s a nd coop e ra t i ve 
a greement s ,  and  cost sha ri n g  a rra n ge 
ments n ot s peci f i ca l l y des c r i bed i n  
the fo l l owi n g  categori e s .  

FI LE by a gency .  

pe rt a i  n i  n g  t o  
i ndexe s ,  l ogs or  ot he r 
records re l at i ng  to 
a s s i gn i ng nu mbe rs of i de nt i fy i ng  
project s ,  app l i cat i ons and  gra nt s .  

OPl l 
DllP•ITION 

OB&PA 
Dest r oy 
5 yrs . 
afte r 
case fi l e  
i s  
c l osed.  

Destroy 
when S /0 .  

... '  

DISPOSITION 

TO OTHll DISP....TIOM 
PARC O"ICll AU llTY 

N /A N /A 

N /A N /A GRS -3- 1 6  


FORM IMD-18 (6/82) 



• 

-- --

Aga i nst  
materi al 

--

. -

DISPOSIT'°" 

Q.Ala
,ICATIOM I DllCW  Al9 PLI• INITllUCTIOMI OPI I TO OTMU: ••• Dll,_.,.IOll PAllC Ol'ftlCft 

Des troy N/A Destroy GRS - 1 6 - 7  
1 y r .  when no 
after t he l on ge r  
y r .  i n  needed. 

FILE :  Case f i l e  	 whi ch the 
t i t l e  of p r oject . 	 p roject 


i s  

c l os ed .  


2510  	 C l a i ms the U . S .  PDS 
Use fo r pert a i ni ng t o  c l a i ms D i spose D i spose NC l - 16-84- 1 
su bmi tted by c l a i ma nt s  a ga i nst  t he of 1 y r .  1 y r .  
u . s . after afte 

f i na l  f i n a l  
FILE by a gen cy ,  	subje ct ,  a n d  c l a i ma n t .  d i spos - d i spos -

i t i on of i t i on of  

2520 Debt C l a i ms PDS , 
Use for mat e ri a l  pert a i n i ng  t o  c l a i ms OB&PA 
by the Un i t ed St ates .  Dest roy N /A D est roy GRS -6-la 

6 yrs . 6 yrs . 
FILE by a ge n cy ,  subject , a n d  c l a i ma nt .  a n d  3 and  3 OiJjj, ui-1hf.Jmos .  mos . 

a ft e r  a ft e r  Nt1-1b-?7 .. J. 
p e ri od  pe ri od # 13 
cove red cove red fl)CJ-/fJJ &cJ.-/ 
by by # ).J?C account . a ccount . 

t e ri a l  N/A D i s pose NC 1 -16-84 - 1  
c ompensat i o . o f  1 y r .  

after  
FILE by su bject . f i  n a l  

di  spos -
i t i on of 

FO RM IMD-11 (6/82) 



1• 
· . r-----------------------------,r-----------""'P.:S!!!!!l!!!!!P."-------------- 

INITaUCTIOMI 

Project 

Des i gn D e ve l o rrent 

Requi rement s 

\ DlscatPTIOlt>AMD PILINe 

r-J:. ;;  f 

ASlllTMIT &TM\1-P0. 1'1  •.. 

. 

TO 
PA• I 

0,..... 011111c• 

Des troy 
when no 
l on ge r  
needed 
fo r 
refe rence . 

N/A N/A NC l - 16 - 84 - 1  

FILE by subject 1 

seq uence . 


3200-3 Cont ra 1 
Use for memoranda , report s  a nd N/A Dest roy GRS - 1 6 - 7  
records docu menti ng a s s i gnment s ,  when no 
p rogres s a nd compl et i on of p roje ct s .  l on ge r  

needed.  
F ILE : Case  f i l e  a lphabet i ca l ly by i n  w 

t i t l e  or p roject . 	 the 

p roje ct 

i s  

c l osed. · 


32 10 a n d  O I RM 
I lse fo r mate ri a l  of a gen e ra l  nature  Des troy N/A Destroy 
re l ated to app l i cat i ons des i gn a n d  when 3 when S /0 .  
de ve 1 op ment . y rs . ol d 

3210-1  	 I nforma t i on S tu di es O I RM 
Use for mate ri a l  pe rt a i ni n g  t o  D i spose N/A D i spose N l- 1 6-87-1  
i nf o rma t i on requi  rements stu d i  es and  of when of when rJRrlsystem devel opment project s .  I n c l uded no 1 onge r  no 1ange r  

cWJj.ft'dj : 
NU-/" 1'1-,) 

a re u se r  req uests , ana lyt i ca l  report s ,  nee de d .  needed .  
des i gn req u i rement s,  feas i bi l i ty 
s tudi es , a nd c os t /benef i t  a na lyses . 

F ILE by a gen cy and  proje ct name .  

FO RM IMD-11 (6112) 



-10119' IMD 

Use 

Acqu i s i t i on 

· •  

DISPOSITION 
AU'TMOllTY 

PICATIOll 

3220 

 7iCl. O 

. 
L  • .  

DISPOSITION 

C&.Alll• 
: -·· I DllCIHPTIM AMI PILI• INnlUCTIOMI OPll TO OTHll 

Dll.. nlOM PAIC OPPICU 

N /A D i spose NC l - 1 6-84 - 4  D i  spose 


3 210-3 


F ILE by a gency and project name . 

ADP Test F i l es 
for mate r i a l  pertai n i n g  to the 

tes t i n g  of ADP eq ui p me nt and/or dat a 
p rocess i n g  methods and  p rocedu res and  
to t he t ri a l  app l i cat i on of exi s t i ng 
o r  prop osed data process i n g systems . 
I nc l u de d  a re request s  for  tests , 
approva l s  o r  di sapprova l s ,  t es t  
report s ,  a nd c ommuni c t i ons rel a t i ng 
to  the t es t . 

Resou rce 
Use for materi a l  pert a i n i n g  t o  
p l an n i n g  a n d  p repa ri n g  for i n i t i a l  
acqu i s i t i on ( i nc l udi ng  se l e ct i on , 
e va l u at i on ,  p rocu renent , a n d  i n 
sta l l a t i on ) · of ADPE , off i ce automati on 
equ i pment,  mu l t i p l e  equ i pment when 
p a rt of a system, au xi l i a ry equ i pment , wh i ch -
a n d  atta chment s for e xi s t i ng  e ver  i s  NGI 

of  when 
n o  l onge r  
needed .  

OI RM 
D i  spose 
of when 
n o  l onge r  
needed .  

OIRM 
Destr oy 
afte r 10 
y rs .  

N /A 


when 
no
1 ange r  
needed . 

D i spose 
of when 
n o  1 anger 

ded .  

Destroy 
afte r 
5 y rs . 
o r  
di  scon
t i  nuance , 

GRS -20 , P a rt 
I I ,  2 

N l - 16 -87- 1  

SLtPrJ,st.di._d.
cu11ii('(/ fttJ : 

NC  1-11p-'YJ-;l 
1:t ;;). I 
-1 -?Cf-/ eq u i p me nt ; and  ADP softw a re a nd f i rs t .  

servi ces . I n c l u des app l i cat i on 
studi es , sy stem s peci f i cat i ons a nd 
reports of thei  r revi ew , ma nu fa c 
tu re r ' s  p ropos a l s a n d  eva l u at i on 
thereof,  docu rents re l at i  n g  to  

FORM IMD-11 (6112) 



Use 

mat e ri al d i rec t i onal 

R eports 

. .  

SU./Jf(/J.  rr1fy 

.·. 
,.,, . 

of po 1 i cy a nd 
i s  publ i s hed i n  t he 

b .  o r  back ground materi a l  whi ch 
docunent s i mportant as pect s of 
t he deve l  opme of the DPM or ot her  
Dep a rtment a l  di  r 

NOTE : See 3010-1 fo r os i t i on of 
record c opy of Depart menta 
n ot pub l i shed i n  the DPM . 

FILE by ori gi n ,  seri es nu 111ber or  
i n  chron o l o gi c a l  sequence . 

4000- 1-1  	 E xternal  o r  Non -Seri es I ns t ru ct i ons  
Use for  of a 
natu re wh i ch ori gi nates ou t s i de U SDA 
o r  wh i ch o ri gi nates wi t h i n l lSDA but 
i s  not pa rt of a forma l Depa rt Me nt a l  
di rect i ve sy ste111 . I n c l u des come nt s 
a n d  ot he r mat e ri a l  on p roposed and  
exi s t i ng  i ns t ru ct i ons . 

FILE by or i gi n ,  seri es nu mber o r  

4000-2 
Use  for stat i s t i ca l  rep o rt s  rel a t i ng 
to USDA pe rsonnel programs and  
fun ct i ons  a nd ma npower mana gement a nd 
e va l u at i on .  

FILE by a ge n cy and su bject rep o rt . 

FILE : C as e  fi l e  al phabet i c a l ly by 
t i t l e  of p roject . 

D est roy 
when n o  
l an ger 
needed . 

Dest roy 
when no  
l an ger 
n eeded . 

Dest roy 
when S /0 .  

OP  
Oes t roy 
w hen  2 
y rs .  o l d .  

N /A 	 Dest roy 
when S /0 .  

N/A 	 Dest roy 
after 
t he 
di  re ct i ve 
i s  i s sued 
o r  i 111me 
di  ately 
when i t  
i s  known  
t hat no 
act i on 
wi 1 1  be 
t ake n .  

N /A 	 Dest roy 
w hen 2 
y rs .  ol d .  

N/A 	 Destroy 
w hen no 
l onge r  
needed . 

GR S - 1 6-lc 

GR S - 1 6- ld 

NC l -16-84-1 

GRS - 1 - 1 6  

AJC1-/b-1J7-S-
I  "''  /Y..2. 

GRS - 1 6 - 7  

FORM IMD-18 (6182) 
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It• 

·- 111 1 -.,... ..,.,, .•.• 

Depa rtment al 
l e vel 

,.,.,. 

 cs 

4 1 30- 3 Awa rds 
Depa rtment awar ds or h i  ghe r 
{Secretary's Awa rds , Pres i de nt i a l , 
etc.) 

a .  Pape r cop i es 

b .  Microfi l med copi es 

a nd n omi nat i on s  from 

ON a 

OP 

Destroy 
a fter 
mi cro-
f i  lmi  ng. 

Dest roy 
when n o  
longer 
n eeded. 

N/A 	 Dest roy 
when 1 
y r .  o l d .  

N/A 	 N/A 

N/A 	 N /A 

N/A 	 Destroy 
when 2 
y rs .  o 1 d .  

GRS - l - 1 2b 

Nl-16-87-a. 
l'r)(.1-/(p•'/8'-J" #. NU-/l:i'"Bl/-1, fiYt•3 
N l-16-87-1 tlul

A)C.. t-lb -1 


fl3D ·s 
GRS - 1 - 1 2 a  

( 2 )  

FO RM IMD-11 (6/12) 



- ·  

Depa rt ment al 
A rrangement s  

D i sputes 
t 

; DllalPTIOlt AMO •LIN8 INITIUCTIONI 

USDA/OllM-lllO 

a.....
'. ·= 

5 060 	 B l a nket Pu rchase 

U s e  for documentat i on o f  b l a nket 
pu rchase a rrangement s ,  e . g . , l etters , 
pu rchase orde rs ,  or ot her docu ments 
stat i ng t o  vendor t he person ( s )  
aut hor i zed to  make i nd i vi dual  
p u rchases , how pu rchases w i  l l  be 
p l aced, i . e .  , by tel ephone or 
des i gn ated persons orde ri ng and p i ck 
u p  supp l i es from the vendor .  

FILE by vendor ' s names . 

t he 

5080 
Use for Mate ri a l  pe rta i n i n g  
di sputes a ri s i ng rel at i n g t o  t he 
cont ract o r .  I nc l u ded i s  a copy of· 
cont ract o rs c l a i ms to t he Procu re111ent 
C ont ra ct i n g  Offi cer and a copy of the  
C ont ract i ng Offi cer ' s  de ci s i on .  

F I LE i n  c h rono l ogi ca l sequence . 

5090 	 Soci oeconomi c Procu rerient 
Use for mate ri a l  pe rt a i n i n g  to l i sts  
of i nd i  vi d u a l  ( s  ) and o r  fi rMs t hat 
a re both soci a l ly and economi ca l ly 
di sadva nt a ged . 

PD -00 
Dest roy 
when S /O .  

Oest roy 
when S /0 .  

PD -00 
Des t roy 
when S /0 .  

PD -00 , 
OAE 
Des troy 
when S /0 .  

'. • , . 
. .  

TO OTMa& 
PAIC O'IJICa 

N/A N/A 

N/A N/A NC l -1 6-84- 1 

N /A 	 NC 1 - 16-84- 1 

FO RM IMD-11 (6182) 




