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· ·· - Appendix CO@Awiib:.iilil) ASSISTANTS..._ AITAIY POR ADMINISTRATION flLl/Dl)f'OSITION PLAN 

Cl.ASSI· 
PICATION DISCR9'TION AND PILING INSTRUCTIONS 

NUMlll 

Recurring reports and one-time 
information requirement relating 
to agency implerrentation, including 

ual 	 reports to the Congress of 
Uni d States, 
Manage nt and 
Report ori ew 

a. 	 Annual rep 
or agency 

t he Of fice o f  
Budget, and t he 

Systems. 

at Departrrental 
1 e v 

b. Ot her r.eports. 

F-IlE in-chronological sequence. -­

llCOtlD O,,ICI 

Olltl & TO 

DlllltOSITION 
 PARC 

OGC 
PERMANE NT. N/A 
Of fer to 
NARA 
with 
related 
agency 
records 
approved 
for 
p Manent 
rete ion 
in agen 
records 
control 
schedule 
or 
when 
15 yrs. 
old, 
w hich­
ever is 
sooner. 

N/A 
when 2 
Destroy 

OTHIR DIWOSITION 

OPPICIS AUTMOllTY 


Use 
N/A 

;)S
GRS-14--

N/A GRS- 14-2 

FORM IMD-18 (6/lt; 

C-133 
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UIDAIOllM-IMD ASSISTANT SICllTAIY POI ADMINISTRATION flLl/DISPOSITIOM PLAN 

DISPOSITION 

.. COID O,,IC! CLASSl­
ICATION DISCRlftTION AND PILING INSTIUCTIONS OPI &,.UMlll 	 TO OTHIR 

DISPOSITION fl.ARC Ol'l'ICIS 

a.  	 or listing s. Destroy N/A N/A GRS-14-28a 
5 yrs. 
after 
date 
of 
last 
entry. 

Other files. 	 Destroy N/A N/A GRS-14-28h 
5 yrs. 

FILE in chronological sequence. fter 
f1 l 
act i 
by the 
agency 
or 
final 
adjudi -
cation 
by 
courts, 
which-
ever is 

\ 

FORM IMD-18 (6/82) 

C-132 
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• 

DISPOSITION 

CLASSI· 
PICATION : DISCRll'TIOM AND "LING INSTRUCTIONS 


...... 


(Z
3450=-l-3 FOIA 	 ,, 

.Recurring reports and one-time 
information requirements relating 
to the agency impleĘntation of 
t he Freedom of Information Act, 
including annual reports to the 
Congress. 

a. 	 Annual reports at Departmental or 
a gen cy l eve l • 

FILE in c logical sequence. 

OPI & TO OTHIR DISPOSITION 
DISPOSITION 'ARC O"ICIS AUTHORITY 

OGPA 
PERMANENT. N/A N/A GRS-14-19a 
Offer to 
NARA 
wit h 
related 
agency 
records 
approved 
for 
permanent 
retention 
in agency 
records 
control 
schedule 
or 
w hen 
15 years 
old, 
w hic h 
ever is 
sooner. 

w hen 
2 
yrs. 
old or 
sooner 

needed 
for 
adrnini-
strati ve 

FORM IMD-18 (6,C-12!i 
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Q.ASSI-
!CATION . DISCRll'TION AND PILING IMSTlUCTIOMS 

...... 

FI LE in onological sequence. 

DISPOSITION 

llCOllD O,,ICI 

011'1 & 
Dlll'OSITION 

TO 
,,..c 

OTHIR 
OPPICIS 

DISl'OSITIOM 
AUTHORITY 

5 yrs. 
after 
final 
action 
by t he 
agency 
or 

(') 
N/A GRS-14-18b 

by 
courts, 
wliich-
ever 
is 

FORM IMD-18 (6/82) C-124 
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CLASSI· 
PICATION · DISCR.,TIOM AND PIL.IMG INSTRUCTIONS 


...... 


3010-1 Directives 
Use for directives originated within 
USDA. 

a. Departmental Regulations (DR's) 
and Departmental Manuals ( DM's) in the 
1000 and 9000 classification series. 
All others can be destroyed when no 
1 onger needed. 

c. Departmental (DN's ), 
Administrative Regulations, 
Internal Office Notices. 

NOTE: IMO has the record copy of 
published Departmental level 
directives with the exception of 
Secretary's Memos which are maintained 
by ECR, NFC Manuals which are 
maintained by NFC, and the DPM which 
is maintained by OP. For WORKING 
PAPERS and BACKGROUND l'laterial, see .
Policy and Procedure under each 
category. File external or non -series 
instructions under the appropriate 
subject and dispose of them when S/0. 

FILE by series designator, and classi-

OP! & 

DllPOllTION 


IMO 
PERMANENT. 
Off er to 
NARA in 
5 yr. 
blocks 
when 20 
yrs. old. 

ECR 
PERMANENT. 
Offer to 
NARA in 
5 yr. 
blocks 
when 20 
yrs. o 1 de 

IMO 
Destroy 
when no 
1 anger 
needed. 

TO OTHH 

P.HC O,PICIS 


When Destroy 
5 when no 

yrs. 	 longer 
old. 	 needed. 

N/A es troy 
when no 
1 onger 
needed. 

N/A 	 Destroy 
when no 
1 onger 
needed. 

DISPOSITION 

AUTHORITY 


GRS-16-la 

GRS-16-lc 

FORM IMD-18 (6/8 C-93 
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Project 
Use 

Management 
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?es 
1'-Yr. 

which 
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USDAIOllM-IMD ASSISTANT SICIETARY ,011 ADMIMISTRATIOM flLl/DISPOSITIOM PLAN 

DISPOSITION 

CLASSI·

PICATIOM 

...... 

3000-1 

3000-2 

3010 

· DISCl.,T10M AND PILING IMSTIUCTIOMI 

genera1 nature 
paper-

Studies d Surve Re orts 
Use for for 1 reports of paperwork 
studies and s veys performed to 
identify and cor _ct paperwork 
problems; improve Pr-12cedures, 
oper'ati ng perforrance·"and 
effectiveness, and aid management. 

FILE alphabetically by agenc nd 
subject. 

Control 
for memoranda, reports and other 

records documenting assignments, 
progress and coſpletion of projects. 

FILE: Case file alphabetically by 
title of project. 

Directives 
Use for material of a general nature 
which pertains to officially published 
instructions. regulations, and 
procedures which regulate and direct 
operations and performance. 

OPI A 
DllPOllTION 

Destroy 
when 3 
yrs. o 1 d. 

IMO 
Destroy 
when S/0. 

troy 

after 
the yƀ., 
in 
the 
project 
is 
closed. 

IMO, ECR, 
NFC/OFM 
Destroy 
when 3 
yrs. o 1 d. 

C-92 

llCa.ID OP PICI 

TO 
PARC 

N/A 

N/A 

N/A 

N/A 

OTHIR 

OPPICIS 


Destroy 
when 1 
yr. old. 

Destroy 
when S/0. 

Destroy 
when no 
1 onger 
needed. 

Destroy 
when 1 
yr. old. 

DISPOSITION 

AUTHORITY 


NCl-16-84-1 

NCl-16-84-1 

GRS-16-7 

FORM IMD-18 (61 
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Dl1'0SITION 

CLAS•· 
PICATION DISCllPTION AND Pll.IMG IMSTIUCTIOMS OP! & TO OTHU DISPOSITIONMUMlll DllPOllTION , •• c OPPICIS AUTHORITY 

pertaining to Oestroy N/A N/A NC 1-16-84-1 
disasters e. g. , when no 
flooding, fires, etc. longer 

FILE by s-ubject in chronological for 

l'ORM IMD-18 (6/8 C-59 
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material 
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USD.t/OlltM-IMD ASSISTANT SICllTARY ,OR ADMINISTRATION PILI/DISPOSITION PLAN 

CL.&S•-
l'ICATION DISCl.,TION AND l'l»ING INSTIUCTIOMS 
NUMllR 

( 	 ) (2) 
1800-2 

Use for errergency preparedness and 
contingency planning reports. 

F	i 1 e by agency in chronological 
sequence. 

file alphabetically by 

1810 	 Errer enc Procedures and 
Crisis 

Use for material pertaining to 
evacuation, relocation, and continui 
of operation, personnel assignments 
and related procedures. 

FILE in chronological sequence. 

1820 	 Civil Defense 
Use for pertaining to civil 
defense disasters that would affect 
×1 1 employees and functions. 

DISPOSITION 

•ICOllD O,,ICI 

01'1 & TO OTHllt DIWOSITION 
Dlll'OllTION PAIC Ol'l'ICIS AUTHORITY 

(4) 
OG PA 
PERMANENT. N/A Destroy GRS-18-30 
Cut off when 3 
when yrs. old. 
related 
plan or 
di re ct i ve 
becomes 
S/0. 
Off er to 
NARA when 
15 yrs. 
old in 10 
yrs. 
blocks. 

Destroy N/A Destroy GRS-16-7 
1 yr. when no 
after· the 1anger 
yr. in needed. 
which the 
project 
is 
closed. 

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

Destroy N/A NCl-ln-84-ž 
when S/0. 

l'ORM IMD-18 (6/EC-58 
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Material 
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1700-1 

1988 

DISl'OSITIOtol 
AUTHORITY 

NCl-16-84-1 

GRS-16-ld 

Ncl-16-84-1 

CL&lll­
PICATION 


NUMllR 


1700-1-1 

May 12, ASAR 3040-1 
C 

ASMSTANT SICllTAIY POI ADMINISTRATION PILI/DISPOSITION PLAN 

DISCRU11TIOM ANO PILING INSTRUCTIONS 

use for material of a general nature 
pertaining to internal and external 
investiga tions or audits not covered 
elsewhere under this category. (For 

rsonnel management audits and 
in stigations of specific agency
emplo es, including desk audits, see 
4050-2; or IRM reviews, see 3150). 

FILE by orga 'zation in chronological 
sequence. 

and Procedur 
Use for background mat ial which 
doculll:!nts the important ects of the 
deve 1 opment of Departmenta 1 o 1icy and 
procedure. 

NOTE: See 3010-1 for disposition 
record copy of Departmental 
di re ct i ves. 

FILE by origin, series number or in 
chronological sequence. 

External or Non-Series Instructions 
Use for of a directional 
nature which originates outside USDA 
or which originates within USDA but is 
not part of a forma 1 Departmental 
directive system. Includes conments 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or in 

OP! & 
Dll,OllTION 

Destroy 
when 3 

yrs. old. 

Destroy 
when no 
1 onger 
needed. 

Destroy 
when S/0. 

DISPOSITIOtol 

TO OTHllt 
,.. , 0,,ICIS 

fll/A 	 Destroy 
when 2 
yrs. o 1 d. 

N/A 	 Destroy 
after the 
di re ct i ve 
is issued 
or i mmed­
i ately 
when it 
is known 
that no 
action 
wi 1 1  be 
taken. 

Destroy 
hen S/0. 

FORM IMD-18 (6/1C-52 
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usowo.1a111-1111D ASSISTANT SICllTAIY POI ADMINISTIATION PILI/DISPOSITION PLAN 

CLAlll• 
"CATION 

NUMllR 

1700-2-1 

DISCR.,TION AND "I.ING INITRUCTIONI 

·Manual of Protedures 
A published of the policies, 
procedures, and instructions, . 
including governing computer matching 
projects of the Off;ce of the 
Inspector General. 

a. 	 Record copy of basic Manual and 

each revision. 


b. 	 All other cop;es. 

Use for material pertain;ng to invest­
igative and audit reports. 

FILE by agency in chronological 
sequence. 

In ve s t i i ve o·rt s 
1T1ed reports 6 

mos. after case is closed) maintained 
to enable DIG to respond to Freedom of 
Information and Privacy Act requests. 

FILE by agency in chronological 
sequence. 

reports, and other 
records o assignments, 
progress and completion ects. 

FILE: Case f;le alphabetically 
by title of project. 

O" & 

Dll,OllTION 


OIG 

PERMANENT. 
Cut off 
when 5/0. 
Offer to 
NARA in 
10 yr. 
blocks 
when 10 
yrs. old. 

Destroy 
when 5/0. 

Destroy 
when 3 
yrs. old. 

OIG 
Destroy 
when no 
longer 
needed. 

DISPOSITION 

TO 
PARC 

N/A N/A 

N/A 

N/A 

N/A 

N/A 

N/A N/A 

N/A Destroy 
when no 
1 anger 
needed. 

DI POSITION 
.AUTHOllUTY 

GRS-25-la 

GRS-25-2c 

GRS-25-2b 

PORM IMD-11 (618:C-53 

http:t"nnt.rn
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ASS.STANT SICllTARY '01 ADMINISTRATION "LI/DISPOSITION PLAH 
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USDA/01 RM-IMO 

DISPCSITION 

CL&Sll­ .. COllD O"ICI 

"CATION 
N UMllR 

DISCRIPTION AND "LING INSTRUCTIONS 01'1 & 
Dlll'OllTION 

TO 
'AIC 

OTHIR 
0,l'ICIS 

DISPOSITION 
.AUTHORITY 

in chronological 

1010 'n·izat1on 
Jse for material relating to 
organizational analysis and planning 
or changes in organization functions; 
docur-ents relating to overa11 
functions and missions; and copies of 
organizational and functional 
statel'lents, manuals, Żnd charts. Also 
includes material pertaining to the 
number of positions and grade 
levels/series required to perform 
program żissions. 

ILE alphabetically by major and minor 
subdivisions. 

FILE by subject. 

1012 	 Or anization Plannin 
Use for material pertaining to the 
planning, analysis and developrrent of 
ap proved organizational units. 

PERMANENT When Destroy GRS-16-13 
Of fer to 5 when S/0. a Ab 
NARA in yrs. 
5 yrs. old. 
blocks 
when 20 
yrs. old. 

N/A Destroy NCl-16-84-1 
when S/0. 

FORM IMD-18 (6/8C-3 
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on delegations 

official 

Management 
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ASSISTANT SICllTAIY POI ADMINISTIATION PILI/DISPOSITION PLAN 
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USDA/OllM-IMD 

CLAS•· 

l'ICATION 
 DISCl9'TION AND !'IL.ING INITIUCTIONI 

NUMlll 


pertaining to the 
accomplish tasks. 

1020 and Functions 
material pertaining to the 

and functions statements. 

FILE by 

1030 	 Dele ation of Au 
Use for materia of 
authority to identif1 positions or 
persons, and tel'lporary limited 
delegations to positions persons. 

FILE chronologically by major d 
minor subdivisions. 

1040 	 Corrmittees and Boards 
Use for material documenting 
the accomplishment of official 
internal col!ITlittees, boards, task 
forces, and work groups. 

FILE chronologically by subject. 

1041 	 Co1T111ittee 
Use for material pertaining to the 
continued 1110nitoring of co1'11!1ittee 
activities. 

FILE by committee title. 

May 1 2, 

DISPOSITION 

llCOID O"ICI 

O" & TO OTHllt 
DllPOllTION l'AIC OPl'ICIS 

OP 
Destroy N/A Destroy 
when 20 when S/0. · yrs. old. 


OP 

Destroy N/A Destroy 

when 20 when S/0. 

yrs. old. 


Destroy N/A Destroy , 

when S/0. when S/0. 


N/A 	 Destroy 
when 1 

r yr. old. 
term ­
at ion 
cofTIT'littee. 

Destroy 
when 3 
yrs. old 
or when 
no 1 anger r 
needed 
for ref­
eF'ence. erence. 

1988 

DISPOSITION 
AUTHORITY 

NC 1-16 -84-1 

Ž1-16-87-1 

GR S-16-12a 
( 2) 

Nl-16-87-1 

C-4 FORM IMD-18 ( 6/82. 
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