
ATIONAL ARCHIVES. . CORDS SERVICE, WASHINGTON,. 
-1-. -FR O_;,M:..:_· '-(A_;,G-E N-.C_Y_ O_R-ES_T:_: A _BL-'-IS-' H""'M'-' EN-T) -'---'----'-__:.---------f 

__ O_;,f _f'--i c_'e __ o_f_t_h..:...e_S_e:.... c.r:...: e::__t:.... a...:. r.>Ly --'------------ --i that1may 
column 

�-- w_u··  

a/o/.f  
C 

Acrn;>N 

L. LEAVE BLANK REQUEST FOR RECORD  ASP<llSITION AUTHORITY 
(See Instructions on reverse) 

TO: GENE AL SE VICES ADMJNlSTRAr!ON, ·,: . .
AND, DC 20408 

United States De artment of A 
2. MAJOR SUBDIVISION 

3. MINOR SUBDIVISION 

Office of· Information Resources Management 

JOB NO. 

NC1=16=83-1 

DATE RECEIVED l l.:..82 ... 
NoT1F,1CAT10N .TO AGENCY. 

In.accordance with the.provisions of 44 U.S.C. J303a the disposal re 
quest. including amendments.. is app.roved except for'.items 
be .stamped. "disposal not approvep" or "yijthdrawn:· in 10. 

4. NAME OF' PERSON WITH: WHOM TO CONFER 5. TEL. EXT.
447..,9272


Cherie Cozin/Joyc  Hooks 447;..8799 ., . 


6. CERTIFICATE OF AGENCY R.Ef,'RESENTATIVE: 

' a Request Jor disposal. after c:i ·specified period
. of time. or req uest for permanent 

· _ · · ·. · ·· · · .: · ..r_etention. · 
E; TITLE 'C. DATE TURE OF AGENCY REPRESENTATIVE'. 

RECORDS OFFICER 
. . 9. 7.·· 8 . . DESCRIPTION OF ITEM 10:SAMPLE ORITEM N(), (With Inclusive Dates or Retention Periods) TAKENJOB No:·· 
::·.',.:· 

This compr hensive'recqrqs di  position schedule.?upersedes
all previously approved records schedules for the former 
Office of Operations and Finance (previously referred 

to as Office of Operations, NCl-16-77-6). Presently, this 
file and disposition schedule covers the records for the 
Offices of Administrative Services, Financial Management, 
Information Resources Management, Operations, and Personne . 
Eventually, this schedule will be expanded to include the 
record's of al 1 offices which report to the Assistant 
Secretary for Administration. Any records series created 
subsequent to and/or not disposable by this schedule shall 
be covered by supplementary records disposition authority
to be obtained from the National Archives and Records 
Service. 

Temporary records covered by the revised General Records 
Schedule are disposable without further authorization, 

115-107 STANDARD FORM 1·-/1 t' /  £1131 1 Revised April, 1975 
15 

Prescribed by General Services 
Administrationfe ,IV'Nt  ) Al/I/$..) FPMR (41CFR)101-11.4 

N/Jf:-41'1 6 16. dS'i; '"DM  · 



( 1) (2) 

FUNCTIONS 
al l 

Policy 
•J -l:J-5 s for= g ac k §iA"O t:1+1'11'11Aod-FfftR?aH=1! e1""1 ,'1'1. a"""l -'Wh+eh--

d:  .. +: A-e==-t.m-pertaAt aspects of the-
cl-e efl:t:-ef-8-eJ3a-r-t-mefl-t-a --f'0·l-i·<a-y--

 .. · ....... "ce.d 11r.e____,... fSSt.\.lilllces 
ff: : _ :S.ee 3eoa: ;-  f-0r--dj.s{):isitJ.o.n_ ,_ 

 __ .., - --'l"'J ... uef)-a-rt-menta-11---+ 
't...r...QG-t --

uu;; e.. re.hl\.-kot mttaflces wf1i .....pe.f:.taif.1 to 
rot:Jti Ae-a-gency admi-n+strative-
ft:JAeti ons. Also inch:rcre-s bacRgrounct 

(3) (4) (5) 

R strq,yf 1- Rs-rc a. { soli:tt:. U:f 
-directive 
is ittue  
01 i fffile 
diately 

-whefl it 
4-s k AOWl'.l
.:&Rat f.10 

--Gctioa 
wi 11 be

....... s-; o-. c & d-
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USDAIOIRM  MD ASSISTAMT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAM 

•SSl
TION ', Dl!SCRll'TIOM AND l'ILING INSTRUCTIONS 
IER 

1000 ORGANIZATION, AUTHORITIES, AND 

Use for common use internal 
management files, including functions 
perfonned outside the filing office. 
May include correspondence or material 
on the broad aspects of assigned 
functions generally. Excluded are 
records of a specific assigned 
function, e.g., personnel, budget, 
and accounting which are filed as 
separate entities under their 
appropriate categories. 

FILE chronologically by subject. 

1000-1 and Procedure 

a 


DISPOSITION 
RICORD Ol'l'IC! 

o" • TO OTHER 
DISPOSITION l'ARC OFFICES 

Destroy N/A Destroy 
when 3 when 1 
yrs. old. yr. old. 

DISPC
AUTt 


Cs.RS le 

, 

Ales 4-o (A-)
b. 	 Use for Destroy N/A Destroy 

-when -5fe.- when
lss ue<-11ce [J

.  o-.bo-ve which olo  as pee!; de,,.s ecLfsS l-f tvr1 Ct!- IS 
r;{es·fr�-<-roe' 

of-#a- e-velop mc:.-yt+ of-  iGSt.-\.A.Y\Ce-, 
FILE by origin, series number or in 

chronological sequence. 

GRS-16 - fo< 

/2Tt3
cc7/ r/§3 

FORM IM1 

C-1 



( 1) (2) 

Organization 

Delegations Authority 
delegations 

Meetings 

chronoloaicallv bv 11ni rt,·-

• 

'3) ( ) 

-wher:i 3 
.yrs .  el a.-

(5) 

 


FILE " 
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USDAIOIRM-IMD ASSISTANT SICRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CLASSI

FICATION 

HUMBER 


1000-1-1 
;.-

1000-2 
v 

1000-3 
v 

1000-4
.,/ 

, DESCRIPTION AND PILING INSTRUCTIONS 

External or Non-Series Instructions 
Use for material of a directional 
nature which originates outside USDA 
or which or1ginates within USDA but is 
not part of a formal Departmental 
directive system. Includes corrments 
and other material on proposed and 
existing instructions. 

FILE by origin,'series number or in 
chronological sequence. 

Use for material relating to 
organizational analysis and planning 
or changes in organization functions; 
documents relating to overall 
functions and missions; and copies 
of organizational and functional 
statements, manuals, and charts. Also 
includes material pertaining to the 
number of positions and grade 
levels/series required to perform 
program missions. 

FILE alphabetically by major and minor 
subdivision . t/a Cf I · 

6f 
Use for material on of 
authority to identified positions 
or persons, and temporary or 
limited delegations to positions or 
persons. 

FILE chronologically by major and minor 
subdivisions. 

Committees, Conferences, and 

Use for official material pertaining 
to p pation in, or association 
with  comm1 ttees, conferences, and 
meetings, including related 
activities documenting the accom

..... 

a.fJ ., 

C-2 

DISPOSITION 

HCORD O,PICI 

OTHIROP! • TO 
DISPOSITION PARC OflPIC!S 

Destroy N/A Destroy 
when S/O. when S/O. 

PERMANENT. N/A Destroy 
Off er to when S/O. 
NARS in 
5 yr. 
blocks 
when 20 
yrs. old. 

Destroy N/A Destroy 
when S/O. when S/O. 

Destroy N/A Destroy 
when 1 
yr. old. 

FORM IM 

DISPC 

AUTI 


GRS-16/il3a.. + 
& 13bc ) 

plishment of official boards, task 
forces, and work groups. 



Interagency 

NB ceor-offi·ci-a•+ -..:.... 

e for the ass.embJin.g 

GP-t-a-sk-f"Orce-. -Permanent-:· 
AAR S 5 J 1 s after  er-m ·nat+e·n--ef-

/9-af!- 1:1pon 
· 4-nat �-eR -mem&e:r wh+cl!e·v-ef!-

er  

Director's/Deputy 

function  7) 
Cll&7t- /' 

-chronologically,,  committee. 

Intradepartmental 
material involving 

(3) 

O't.  
i+=•v 

A. ' i'LC M>r_  !Fv ,,,._.._ , 

(Sl 

longer 
needed. / 
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USDAIOIRM-IMD ASSISTAN. ,,ECRETARY FOR ADMINISTRATION FtL..,-OISPOSITIOH PL.AH 

DISPOSITION 

UCORD OP'1C!CL.ASSl

":.ATION 
 : DISCRl,TION AND "LING INSTRUCTIONS DISP<OPI l TO OTHER'MBIR 

DISPOSITION .AUT'l'ARC OFFICl!S 

( 1) 	 (2) 
1000-4-1 or International 

Committees or Task Forces
/ .  	Use for agendas, minutes, final 


reports and reconmendations from 

inter/intra agency committees or 

task forces chaired by top 

lev l employees. 


-9-l and 
ma.:i-f:i.t.eMnee-ef:-r-ei:ior-t-s.t-r-eco.r-d.s., -

-a.R a.pe f-t-he-Gemm -ttee 
--· 
0 ffer-to- · 

• 	 -
·c.Gfffltittee-o ·a·sk-fC>l"ce-;--6.t-her--

-e'f-'M-ces;Oest roy when

o.f 

FILE chronologically by committee. 

1000-4-2 Director's 
t/ Use for agendas, minutes, final Destroy N/A Desfroy 

reports, and supportive records when-2-3 when 1 
relating to substantive yrs. old1 yr. old. 
of the agency. 

FILE 

1000-4-3 Divisions/Branches/Sections 
,/ Use for internal staff meeting minutes Destroy N/A Destroy

and supportive records below the when.,2' 3 when 1 
Directors level. yrs. old yr. 	 old. _,()7.  
FILE in ch ro·no 1 og i cal sequence. 

1000-5 Relations 
Use for issues of N/A Destroy ,/ concern between USDA agencies. when-oo

NOTE: For Cooperative Agreements, 

see 1300-2. 


FILE by agency and locations. 

FORM IM 

C-3 



( 1) (2) 

material 

Project 

(.4) (SJ 

 
 

1000-6 
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USDA/OIRM-IMO ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CLASSI

FICATION 

HUMBIR 


1000-5-1 

\ 

: Dl!SCRIPTION ANO l'ILING INSTRUCTIONS 

Colocation Services 
Use for pertaining to the 
development of policies and pro
cedures and the monitoring and 
coordinating of programs relating 
to the housing together of activities 
which serve the same geographical 
area. 

FILE: Case file by location. 

Control 
Use for memoranda, reports and other 
records documenting assignments, 
progress and completion of projects. 

FILE: Case file alphabetically by 
title of project. 

DISPOSITION 

llCORD OPPIC! 

o" a. TO OTHER 
DISPOSITION PARC OFFIC!S 

(3) 

Destroy l hen N/A
when 6 3 yrs 
yrs. old. old. 

Destroy N/A Destroy 
1 yr. when no 
after longer 
the yr. needed. 
in which 
the 
project is 
closed. 

DISPO 

AUTt 


NC1-1k 
81-J 

GRS-1 -7 
c}lv 

FORM IMI 

C-4 



( 1) (2) 

material 

(3) ("4) (�J 

Policy 
-!::Is e far bae k grooftd-mat-er1-a+-wh+ch Submit tklJGRS-16/--te-

1,-c ents the im-port-anta-spects of-rne- -  / 
�d pr..o i"e  , :so 

�whi�: 
to rattt-i-Re-a-g.e.A<:--:Y-adm4-A-'i-s-t·r-a-t-i-v-e--
ftmcti 011s. ·.a,iso includes , 

• 1 ( \ - / ,., ·,_ • • ./ '•' ";J A, .-n-  . 

1if - . 

d·i r ecti ite

-0r imm� 

i S kFIO�m 

·wi 11 be 
-taken. 

5/0. 
GRS-16 

c & d-
'  

C-5 
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USDA/OIRM-IMD ASSISTANT SICIET.\RY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

RICORD Ol'l'IC! ASSl

ATION 
 " DISCRlllTtOM AND l'ILIMG INSTRUCTIONS 	 OPI 6 TO OTHER DISPO.iMBIR 

DISPOSITION I'ARC OFFICES i.UTt 

1100 	 MANAGEMENT IMPROVEMENT 
Use for of a general nature Destroy N/A Destroy
which pertains to the evaluation when 3 when 1
and constant effort to improve yrs. old. yr. old. 
the effectiveness of approved 
programs and the efficiency of their 
operations which are not described 
elsewhere in this category. 
FILE by program title. 

ll00-1 and Procedure 
a • N/ A j 	 --afte
.de.v-e.l-Gf3mefl'l:-ef-eepa-r--tmeflt-a-1--FJe-1-=i-ey-

-	

..
-4-s--+s-s-tree 

NOTE: See 3000-1-2 for disposition -<J..i..a..t.e-l-of record copy of Departmental -
directives. · 

t-ttat-no
act+en

b. 	 Use for Destroy N/A Destroy
when -Sf&;- whenu...-

FILE by origin, series number or in 

chronological sequence. 


1100-1-1 	 External or·Non-Series Instructions 
Use for material of a directional Destroy N/A Destroy

J nature which originates outside USDA when S/O. when S/O. 
or which originates within USDA but 
is not part of a formal Departmental 
directive system. Includes conments 
and other material on proposed and 
existing instructions. 
FILE ·by origin, series number or in 


chronological sequence. 


- lo{ 

FORM IMI 



( 1) (2) 

Management Improvement Reports/ 

Operation 

( 3) (-4) 

--9'abmi t 
-SF .. 115. 

(51 
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USDJ.!OIRM-IMO ASSISTANT SICIETAIY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

RICORD O, fllC! CL.ASSl
FIC.ATIOM ; DISCRlftTION ANO '9LING INSTIUCTIOMS O" • 	 TO OTHl!R DISPC
NUMBER DISPOSITION ,ARC OFFICES .AUT 

1100-2 
..; Studies

Use for intra/inter agency management N/A Destroy GRS-1Q;,-
improvement reports/studies which when no s
are submitted to the Office of longer

/)vf)Management and Budget. Also includes needed.
related analysis and feeder reports. · rFILE by agency and subject. . 

1100-2-1 Costs
Use for records of current operating Destroy N/A 

when
Destroy GRS-6-.5 costs and relationship of costs to when 3 3

function and perfonnance. Includes yrs. old. yrs. old.
cost reduction and improved effective
ness in operation. 
FILE by FY. in chronological sequence. 

1100-3 	 Project Contra 1
Use for memoranda, reports and other Destroy N/A Destroy GRS-lb

Jt'. records documenting assignments, 1 yr. when no -1progress and completion of projects. after longer
the yr. needed.

FILE: Case file alphabetically by in which 

title of project. 
 the

project is 
closed. 

FORM IM 
C- 6 



material 

Policy 

(3) 

Use for b<.lckgFetma-ma-tertal Submit 
wfi i cl:! {':io�ments U1e -m·f)e·rt-a11t--a·s·pects- SF= 115 
o.f tAi) devel g me.A-t-G:f-Qepa.r-t-ment-a-1  
pgl icy aAcl procedure. ,   4 o--

(4) 

�� jn{i_ 
r-eut i 11e agency admi 11 is t rat i ve  
f- Ts"Oindtrd·es-trackgro·and· 
mat.eP-i-a+-:----- .JI .   ·- r·· ,.,- °i 
FILE by origin, 

material 

S/O. 

( .5) 

--Oestr oy 

·or i 1rn111:-

knowR

GRS-1)1;$1!1 
iJc 

c:.JLJ:, 

 • / 
 

·  

 

 
 

. 

Septe mber 10,. 1982 ASAR 3040-1 
Appendix C 

USDAIOIRM-fMD . ASSl.STANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PL.AM 

-
ASSl
!IOM 
BIR 

( 1)

1200 

1200-1 
/ 

1200-1-1 
if 

\ DISCRlftTIOM AND PILING INSTRUCTIONS 

(2)

PROGRAM PLANNING AND EVALUAT ION 
Use for pertaining to 
projected program planning, 
implementation, and monitoring of 
operating plans and goals. Also
includes performance standards. 
FILE alphabetically by major and 

minor subdivisions. 
and Procedure 

a. 

NOTE: See 3000-1-2 for disposition 
of record copy of Departmental 
directives. 

b. Use for 
· 

series number or in 
chronologiGal sequence. 

External or Non-Series Instructions 
Use for of a directional 
nature whicn originates outside USDA 
or which originates within USDA but 
is not part of a formal Departmental 
directive system. Includes conments 
and other material on proposed and 
existing .instructions. 
F ILE by origin, series number or in 

chronological sequence. 

DISPOSITION 

RICORD Ol'l'IC! 

OPI & TO 
DISPOSITION l'ARC 

Destroy N/A
when 3 
yrs. old. 

N/A
· 

Destroy N/ A 
when

·w
· 

Destroy N/A
when S/O. 

OTHER 

OFFIC! S 


Destroy


when no 

longer


needed. 


_s/o 

cl+reet4-v-e-
4·s-i-ss-tted 

. -ei+a-t-e-1-Y--wf.l-en-i-t-
+s

--tA.a-t-RG
_act.ion_
-Wi-1-l-ee-

Destroy
when-£!B-. 

Destroy
when S/O. 

DISP· 

AUT 


GRS-16- td__ 

FORM IM 

C-7 



• 

(3) ( .5J 
lZUU-Z ProJect Lontrot 

l (") 

C-8 
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMJNISTR.ATIOM FILE/DISPOSITION PL.AM 

DISPOSITION 

UCORD 0, PIC! CL.ASS!-
FIC.ATION i DESCRIPTION ANO '9LING INSTRUCTIONS DISPOOPI a. TO OTHERHUMBER 

DISPOSITION 'ARC OFFICES AUTH 

( 1) (2) 

Destroy GRSq6-
when

Use for memoranda,. reports and other Destroy N/A
1 yr.records documenting assignments, 
afterprogress and completion of projects. 
the yr. 

FILE: Case file alphabetically by in which 

title of project. 
 the project 

is closed. 

no
longer
needed. 

FORM IMC 



( 1) (2) (3) (SJ 

BIREeif8R3 5 . rNi'f'11 
ef¥i O  

111&  'd 
· . k:l t'- r.:e., 

( 

1------1---1·-----

Policy 
for -9-a-e-k-g.r-oomi-ma-t-er-i-a-l-wh4-e-h

deeome n ts the i mpt>r-ta.Rt-a.s.p.ec.ts-of-tl:1e
deve lo p111e 11 t of De�o11cy 

-and i;irocedun!:" 

fD{4,)/71  
4-s-stl a'ft c es wh -efl--j3er-t-a-i-R--. 

-ta-rout; fie agency admi n i st rat 
functi orTS-:--Ai-su-t·m:i udes bac1<grouna-
a-te.r:.:i-a.1;/ A,,,1'   tj<.fh.- · - r ··--·- .  -

Sf-115. 

S/O. 

. ' - ) 

 ·-

0 
· :ii  

 _, l;;"L. Ive fs--i-s.s.usd 0-  

 n 

e 

S/O. �& d 

( ) 

. 
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C-9 

7/,)J/ t) 
cc 
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U SDAIOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PL.AM 

DISPOSITION 

ltlCORD 0, PIC! SSl
T!OH DESCRIPTION AND l'ILING INSTRUCTiONS 011'1 • TO OTHER DISPO:.BER 

DISPOSITIOM 'ARC OFl'ICES A.UTM 

1300 EXTERNAL RELATIONS 1,1.,o.L,,..., Use for material involving issues of 
concern to the Department and foreign PERMANENT. Destroy NCl-16- 77-
countries, States, and local Off when 3 -6

yrs. old. Item 31"'--governments; other Federal 
departments; and both public and 
private organizations and institutions. 
Also includes relations with the 
President and members of his taff and 
Congressional committees, Members of 
Congress and cooperative agreements 
which are not located in other subjects 
areas of the file plan. 
NOTE: Microfilm ofA�pondence
to be destroyed when 3 yrs. old. 

-  A)C/- /(,_ 7  

(NCl-16-77-6, Item 31b). 

FILE by organization. 
1 300-1 and Procedure 

Bs-e -5ttbmtt- GRS-16 
I c.... 

a • N/A 


' /tr 
d. 

NOTE: See 3000-1-2 for disposition 
of record copy of Departmental 
directives. 

b • U s e for Destroy N/A Destroy GRS-16- IL,
1 ve when when

w  w  
FILE by origin, series number or in 

chronological sequence. 

FORM IMC 



( 1) (2) 

Cooperative Agreements 

Legislative.Proposals 

• 

(3) ('4) (5} 
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USD.v'OIRM-IMD ASSISTANT S!CRETARY FOR ADMINISTRATION FILE/DISPOSITION PL.AM 

DISPOSITION 

CLASSl

FICAT!ON 

HUMBER 


1300-1-1 

1300-2 

j 

1300-3 

: DISCRll'TIOM AND l'ILIMG INSTRUCTIONS 

External or Non-Series Instructions 
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 comnents 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or in 
chronological sequence. 

Use for material relating to agree
ments between USDA agencies; 
between USDA and other Federal, 
State and 16cal agencies; and between 
USDA and nonfederal organizations or 
agencies and foreign countries. These 
agreements relate to providing or 
obtaining various types of support 
services including administrative 
facilities, payroll and similar 
support on a onetime or continuing 
basis; and on a reimbursable or 
nonreimbursab1e basis. Includes 
agreements, amendments, review comnents, 
related corr.espondence, and similar 
documents. 

FILE alphabetically by agency or 
organization, geographical location, 
addressee name, or title. 

Use for comments and other material on 
legislative proposals. 

NOTE: A11 Offices: 
Office responsible for preparing the 
material or the central file location 
for the organization will retain the 
file 3 yrs. and destroy. Other 
offices will destroy copies when 1 
yr. o 1 d. 

FILE chronologically by House and 
Senate. 

RICORD Ol'l'ICI! 

OTHER 
OFFICES 

Destroy 
when S/O. 

DISPO 
AUTI' 

OPI • TO 
DISPOSITION l'ARC 

Destroy
when S/O. 

N/A 

N/A Destroy 
2 yrs. 
after 
ex pi ra
tion or 
cancell
ation of 
agreement. 

(SEE NOTE) 

FORM IMI 

C-10 




( 1) 

Correspondence 
general 

Alphabetical 
record and 

Project 
for 

 

(3) (-') 

,Q.. ' ft"f"/t"  

--5--y-f'-57 U _ - D :. 

N/A 

,/ .9  

RS-16 

-

 

1300-4 

1300-.5 

1300-6 

o  

77-1.IJ 
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DISPOSITION 

RICORD OP PIC! 
t:L.ASSl

'ATIOH DESCRIPTION ANO PILING INSTRUCTIONS DISP·OPI & TO OTHER
iMBER AUTDISPOSITION l'ARC OFFICES 

(2)  

Public Relations ECR 

Use for correspondence from 
 Destroy N/A Destroy NCl- lfti 
the public reflecting individual after 5 	 after 1 
opinions pertaining to general 

programs of the Department not 
involving any administrative action 
beyond the preparation of a fonn 
reply. 

NOTE: Records from fann 
organizations and other groups are 
not included in this item since 
such opinions are constantly referred 
to by the Department in the fonnu
lation of agricultural programs and 
policies. For these records, see 1300. 

FILE by control number and name. 

Name File 
Use as a cross reference 

yrs. 	 yr. Item 

ECR 
PERMANENT. N/A NCl-16 


of signed incoming and outgoing Off er. _}.o 
NARs':evmail addressed to/by Secretary and 

77-6 
Item 37ifl

&I'-
· 

his immediate staff. 


FILE alphabetically by geographical 
location, addressee, title, 
organizatio  or agency. 

Control 
Use memoranda, reports and other 
records documenting assignments, 
progress and completion of projects. 

FILE: Case file alphabetically by 
title of project. 

Destroy 
1 yr. 
after the 
yr. in 
which the 
project 
is closed. 

Destroy 
when no 
longer 
needed. 

FORM U 

C-11 


-1 



 

(2) 

subject 

( 3'I 

Polic and 
-l for43ae.k  mated�bich 

-deetlments-the=impertaRt--a·spects of tRe 
devel e13ment of DeP.artifletttal po1 Icy 

IN 
sr ... us. 

. '-Iv i-9-sua t-l.:i.cl':l-per-t...a-i-R- N/ 

tu nc ti on s Al-se-i-ne-l-l:K.1.es-b.ac.k.g.r:o_u"'-'nd=-.-_1  

· 
origin  series number.or 

(Sl I 

RS-16-
e & d -

'"  

1400-1 

yr. 
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DISPOSITION 

ll!CORD 01' "C! CLASSI
FICATION 

NUMBER 
DESCRIPTION AND l'ILING INSTRUCTIONS 01'1 • 

DISPOSITION 
TO 
l'ARC 

OTHER 
OFFICES 

DISPO 
AUT  

( 1) ("') 
1400 PUBLIC AFFAIRS 

Use for requests for infonnation from Destroy N/A Destroy NCl-16
the general public and replies after 1 
 after 1 77-6 


Item 3 3
ok.

involving no administrative action, yr.
policy decisions, and no special
no 


compilations or research for reply, 
including requests for infonnation 
and inquiries to which replies are 
made by printed or duplicated 
material, requests for publications, 
photographs and autographs, and 
acknowledgements and replies; letters 
of and concerning referrals to 
other agencies for replies, request 
for impression of Department seal, 
etc. 

FILE by control number, name, or 
if applicable. 

Procedure 
a. 

-a-AEi--pfflC-ed-trre--  
NOTE: See 3000-1-2 for disposition 
of record copy of Departmental 
directives. 

-5ttSm4.:t- IA 	 Destroy 
after the 
directive 
is issued 
or imme
diately 
\'ihen it 
is known 
that no 
action 
will be 

/o 

taken • 
b. Use for . Ca)� Destroy A Destroy I  
t --adm+n-s-t-Fa-t..i-ve-----  wh n "'5'f&;- ,  	 when  

• 	 '4/ 

FILE by in 

chronological sequence. 


FORM IM 

C-12 




material directional 

of 

Project 

(3} 

• 

(5) 

Septemtier 	 1 0, J82 ASAR 3040-1 
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USDAIOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

•ICORD Ol'l'IC! 1SSI-
•TIOM Dl!SCRll'TIOM AND l'ILIMG INSTRUCTIOMS 0,,. DISPCTO OTHl!RN\JMIER 

DISPOSITION AUTIl'ARC OFFICES 

( 1} 	 (2) ('4) 

1400- 1-1 	 External or Non-Series Instructions 
Use for of a/ nature which originates outside USDA 
or which originates within USDA but 
is not part of a formal Departmental 
directive system. Includes corrments 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or 
chrono1 ogi ca 1 sequence. 

1400-2 Informational Releases 
Use for copies formal.; infonnational re1 eases and 
publications, press conference 
transcripts, official speeches, 
and indexes thereto. 

FILE alphabetically by author or 
originator. 

.i.<+00-3 Control 
Use for memoranda, reports and other 

v records documenting assignments, 
progress and completion of projects. 

FILE: Case file alphabetically by 
title of project. 

Destroy 
when S/O. 

N/A Destroy 
when S/O. 

Destroy 
when no 
longer 
needed. 

N/A Destroy 
when no 

. longer 
needed. . 

-
Destroy 
1 yr. 
after 
the yr. 
in which 
the project 
is closed. 

N/A Destroy 
when 
no longer 
needed. 

GRS- 16· - 1 


FORM IM· 

C-13  




( 1) (2) 

materia1 genera1 

Policy 
IJse fer eackg1•0tf11d material 11ni en

-devele1'n!ent of-Be�artmerlta� pG-1..:iGy _ 
anEi= fl• eeeaure. 

(3) 

SF 115·. 

--1oc  
erl:a+R-

to reuti Ae agencyadm+n-i-sffat-i·ve  
fu nc ti ans. Al-se-ffie-l.yd.eS-back.g:r-0und__., 
ma "if 

FILE 0in, 

(') (SJ 

 -eest1oy 
-after,,. 

di 1 ect i ve 
Ts issu 

-or imme.... 
diately 

-Wilen it 
-i-s knowi:i 
t-hat na 

-action 
-w-i 11 be-
.-1:-aken •· 

when· ,. 
/ f..-9/ d..L d-_.pt. iJ  

GRS-16 i-W-0c. 

e & d-

 
. 
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USDAIOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI R!CORD OPPIC:! 

FICATION 

MUMBER 
DESCRIPTION AND I'll.ING INSTRUCTIONS 0'9. 

DISl'OSITIOH 
TO 
l'ARC 

OTHER 
OFPIC!S 

1500 

1500-1 

1500-1-1
.I 

LEGAL AFFAIRS AND PROCEEDINGS 
Use for of a nature 
which pertains to hearings and 
other legal proceedings before the 
Department of Agriculture which 
are not described elsewhere in this 
category. 

FILE in chronological sequence. 

and Procedure 
a. 

NOTE: See 3000-1-2 for disposition 
of record copy of Depqrtmental 
directives. 

b. Use for 

series number or in 

chronological sequence. 


External or Non-Series Instructions 
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 conments 
and other material on proposed and 
existing· instructions. 

FILE by origin, series number or in 
chronological sequence. 

Destroy N/A Destroy
when 3 when 1 
yrs. old. yr. old. 

"Submit N/A 

s/6 

Destroy N/A Destroy
,when -sf&o.

uv 

Destroy N/A Destroy 
\vhen 3 when 1 
yrs. old. yr. old. 

DISP< 

AUT' 


GRS-16 ... Jc{ 


FORM 11". 

C-14 




( 1) (3} ($) 
Le9al 

/ 

September 10 )82 	 ASAR 3040-1
Appendix C 

USD.VOIRM-IMO .ASSISTANT S!CRl!T.ARY FOR .ADMINISTRATION FILE/DISPOSITION PLAN 

ASSI-
ATION , 
 Dl!SCRIPTIOM AND l'ILING INSTRUCTIONS

.. MBER 

(2) 

1500-2 Decisions 
Use for decisions and agency 
corrments on GAO, OGC, or other 
fonnal decisions and opinions. 

FILE alphabetically by origin and 
do:ument number. 

1500-3 Project Control 
Use for memoranda, reports and other 

/ records documenting assignments, 
progress and completion of projects. 

FILE: Case file alphabetically by
title of project. 

DISPOSITION 

RICORD OPl'IC! 

o" r. TO OTHER 
DISPOSITION l'ARC OFFICES 

(.() 

Destroy N/A Destroy
when 3 when 1 
yrs. old. yr. al d. 

Destroy N/A Destroy 
1 yr. \'/hen no 
after longer 
the yr. needed. 
in which 
the 
project 
is closed. 

DISP 

AUi 


GRS-1 


FORM II 

C-15 




(2) 

Policy 
U&e for baek§l"O�f-1  materiea-1 

... ,1;i i �ent=s thEhimpioEtaA��ec'li<S
af tJ:le�@,v·e·l·o-pmefl'&=ssf=De a1t�emt:aJ--,.. 
pol icy and procedure ___ ,,. 

(3} 

*Sab111 i t
-SF-115. 

!J:::ls;o 

1:0 roum-e-a m nisti:.atjlle 
fwlct ions. ·Al so i ne+1:i-d-es-0·aa.g.ro.u.nd_ 
matei=-i al·. -':- -1-1 wj - /__.-

J '  -A, d 

material directional 

(51 

 
-9estr ey-

= ·  
 

 e 

( 

GR S-16 .l..tis/j; 

-S/O. c & d _ 
 

., _!'-- iJ 
• d 

 

( 1) 

(t'..)   .£. 
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DISPOSITION 

Cl..ASSl
FICATIOM , DISCRIPTION AND l'ILING INSTRUCTIONS OPI & 	 TO OTHER DISPO
HUMBER 

DISPOSITION l'ARC OPFICES AUTH 

RICORD OPl'IC! 

(.() 
1600 	 ADMINISTRATIVE SUPPORT SERVICES 

Use for material pertaining to the Destroy N/A Destroy
overall or general routine when 3 when 1 
administrative support activities yrs. old. yr. old. 
which are not specifically described 
in the following categories. 

FILE by subject in chronological 

sequence. 


1600-1 and Procedure 	 MRMD, FMD· 
a. 	 & O&TD 

N/A 

NOTE: See 3000- 1-2 for disposition 

of record copy of Departmental 

directives. 


. 

--Iv 

GRS-16  1 c{ 


/
b. Use for h-per  Destroy N/A Destroy 

whe,,n  when 


"l:l-' 

 r-tJ..V 1  FILE by origin, series number or in 
chronological sequence. 

1600-1-1 	 External or.Non-Series Instructions 
Use for of a Destroy N/A Destroy/ 	 nature which originates outside USDA when S/0. when S/O. 
or which originates within USDA but is 
not part of a formal Departmental 
directive system. Includes comments 
and other material on proposed and 
existing· instructions. 

FILE by origin, series number or in 

chronological sequence. 


FORM. IMC 
C-16 




( 1) 

material 

Equipment 

Operational 
material 

Directory 

(3) 

ASSISTAMT SICRITARY FOR ADMINISTRATION FILE/DISPOSITION PLAM 

(-') 

ASAR 3040-1September 10, _;182 
Appendix C 


USDAIOIRM-IMD 

DISPOSITION 

•!CORD O,, IC! 

1 Dl!SCRll'TION AND PILING INSTRUCTIONS 
OitU 	 TO DISPOOTHER 

DISltOSITION l'ARC Of'PIC:ES .AUTI'! 

(2) 

1600-2 	 Communication Services FMD 
DestroyUse for which pertains to N/A Destroy


the control and use of communications when 3 when 2 

equipment, which does not fit 
elsewhere in this category. 

FILE by subject. 

1600-2-1 Service 
Use for material pertaining to the 
installation, change, removal, and 
servicing of equipment. 

FILE by major and minor subdivisions. 

1600-2-2 Files 
Use for pertaining to 
message registers, logs, 
performance reports, daily load 
reports, and related and similar 
records. 

FILE in chronological sequence. 

1600-2-3 	 Communicatian Statements 
Use for statements and toll slips. 

FILE by agency and/or in chronological 
sequence. 

1600-2-4 and Locator Service 
Use for correspondence, forms and 
other records pertaining to the 
compilation of directory service 
listings. 

FILE alphabetically by name and/or 
agency. 

yrs. old. 

FMD 
Destroy N/ A 
1 yr. 
after 
audit or 
when 3 
yrs. old. 
whichever 
is sooner. 

FMD 
Destroy N/A
when 6 
months 
old. 

NFC 
Destroy N/A 
3 yrs. 
after 
period 
covered 
by 
related 
account. 

FMD 
Destroy N/A 
2 months 
after 
issuance 
of 
listing. 

yrs. old. 

Destroy GRS-12 )
after 2d ( 2
action is 
taken. 

N/A GRS-12- J CV 

Destroy GRS-3- JI 
when 1 
yr. old. 

N/A GRS-ll - 3 

FORM IMC 

C-17 




( 1l (2) 

Printing, Reproduction, 

Project 

Project Planning 

Reports 

( (  
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USDAIOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PL.AM 

DISPOSITION 

Cl..\SSl

FIC.\TlOM 

NUMBER 


1600-3 

1600-3-1 

1600-3-2 

1600-3-3 

: Dl!SCRIPTIOM AND PILING IMSTIUCTIONS 

and Distri
bution Services 

Use for general material pertaining 
to the printing, binding, duplica
ting, and distribution of printed 
matter which does not fit elsewhere 
in this category. 

FILE by agency and job number. 

Control 
Use for material pertaining to the 
execution of printing, binding, 
duplication, and distribution of 
jobs. Includes requisitions, bills, 
samples, manuscript clearances, and 
related papers. Does not include 
(1) requisitions on the Public· 
Printer and related records; and 
(2) records relating to services 
obtained outside the agency. 

NOTE: For obligation copy of 
documents, See 5000-2d. 

FILE by requisition number. 

Use for mate ial pertaining to 
planning and other technical matters. 

NOTE: Control registers pertaining 
to requisitions and work orders are to 
be destroyeq 1 yr. after close of FY 
in which compiled or 1 yr. after 
filling of register, whichever is 
applicable. (GRS-13-4) 

JCP 
Use for reports to Joint Committee 
on Printing regarding operation of 
Class A and B Plants and inventories 
of printing, binding, and related 
equipment in Class A and B Plant 
or in storage. 

FILE in chronological sequence. 

lllCORD OPl'IC! 

01'1 & TO 
DISPOSITION l'ARC 

3l (4) 
MRMO 

Destroy N/A
when 3 
yrs. old. 

MRMO 
Destroy N/A 
1 yr. 
after 
after 
comple  
tion of 
job. 

Destroy N/A 
't1hen 3 
yrs. old. 

OGPA 
. 	Destroy N/A 

when 3 
yrs. old. 

OTHER 
OFFICES 

Destroy 
when 1 
yr. al d. 

Destroy 
when 1 
yr. old. 

N/A 

Destroy 
1 yr. 
after 
date of 
report. 

DISPi 

AUT 


GRS-1:3- 3 lL 

GRS-13 -3 'f}. 

GRS-13 - /i; a. 
& 6b 

FORM I# 

C-18 



( 1) 
Mailing 

Space Management 

Space 

Reports 

(3} ( ) 
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USDAIOIRM-IMO ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PL.AN 

. ASSl
•TION DESCRIPTION AND l'ILING INSTRUCTIONS 

.-\BER 

(2) 

1600-3-4 Lists 
Use for material p·ertaining to 

requests for changes in mailing list. 


1600-4 
Use for material pertaining to the 
general management of space not 
described below. 

FILE chronologically by agency and 
location. 

1600-4-1 
Use for material pertaining to 
the allocation, utilization, and 
release of space. Includes building 
plans used in space planning, 
assignments, and adjustments. 

FiLE chronologically by agency and 
location. 

1600-4-2 
Use for material pertaining to 
reporting o  occupied space in 
Metro Area and field locations. 

FILE in chronological sequence. 

1600-5 	 Maintenance 
Use for material pertaining to 
building and equipment maintenance 
services, excluding fiscal copies. 

NOTE: For fiscal copy, see 2200-2-1. 

FILE by agency and location. 

DISPOSITION 

UCORD O, , IC! 

OPI • TO OTHER 
DISPOSITION , ARC Ol'FIC:ES 

(4) 

MRMO 
Destroy N/A Destroy
after when 
appropri- change 
ate re- is 
vision com
of mail- pleted. 
; ng 1 i st. 

FMO 
Destroy N/A Destroy 
when 2 when 2 
yrs. old. yrs. old. 

FMD 
Destroy N/A Destroy 
2 yrs. 2 yrs. 
after after 
termina termina
tion of tion of 
assign assign
ment, or ment, or 
when lease when 
is cancel- 1 ease is
1 ed, or cancelled 
when plans or plans 
are S/O. are S/O. 

FMD 
Destroy N/A Destroy 
when 2 when 1 
yrs. old. yr. old. 

FMD 
Destroy N/A Destroy 
3 months 3 months 
after after 
work per work 
formed or performed 
requisi- or 
tion can requi.si
celled. ti on 

can
ce1 1  ed. 

C-19 

DISPC 

AUTI 


GRS-11- 2 aJ 

GRS-11 - 2 f;.
(1) - (2) 

GRS-11 - 5 

FORM IM1 

http:can�requi.si


(1) (2) 

E*terRa+ 
i-n 1e3ti gat..,·i'e/-a1:1e!i t F&GGFe!s wi 11 be 

f'e -ori-g1 nati ng 
ageney's disposition schedule. 

. <-lo MGR �e.r-t-a-ttt
ts ro tiAe ageAey administ -v-e-

l.1-1'.lct ions. -A:{l .c.l-Y<Je.s-G-a -r-oH·nd 

/1 Yk .by origin', se  

(3) 

-

:#--  

(5) 

o 

a 

d 
Q!:' i111111e

atel'l::::. 
  
 

GRS-lE, -
e & c--

1700 

lrtro - 'I -  
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Cl.ASSl
FICATIOH 
HUMBER 

; DESCRIPTION AND l'ILJNG INSTRUCTIONS 

INVESTIGATIONS AND AUDITS 
Use for material pertaining to 
internal and external investigations 
or audits of Known or alleged 
irregularities and violations of laws 
and regulations relating to depart
mental programs or personnel. 
(For personnel management audits and 

DISPOSITION 

•l!CORD OPPICI! 

01'1 Ii TO 
DISPOSITION l'ARC 

OTHER 
OFFICES 

DISPC 
AU Tl 

(4') 

(SEE NOTE) 

investigations of specific agency 
employees, including desk audits, 4-800- .) 
NOTE: Offices responsible for 

1-/
·see 


preparing the material will retain 
the file 3 years and destroy copies 
when no longer needed. 

FILE by organization in chronological 

sequence. 


1700-1 

di 

b. 	 Use for Destroy N/ A Destroy 
when  when  

f 	 UL.e

r 
FILE in 

chronological sequence. 


GRS-16-/ "# c:: 

I cJ 

FORM IM1 

C-20 



( 1) (2) (3) ( 4) (5) (6) 
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r-· '"SI -
r 10H 

E R  

1 700- 1 --

/ 
. 

1 7 0 0 - 2  

J 

: DESCRIP TION I.ND l'ILING INSTRUCTIONS 

Externa l  or N o n- Ser i e s  I ns truct i o n s  
U se for mater i al o f  a d i rect i ona l  
nature  wh i c h or i g i nates  out s i de USDA 
or  wh i ch o r i g i n ates w i th i n  USDA b ut 
i s  not part of  a fo rma l  De pa rtmenta l  
d i rect i ve system .  I ncl udes comments  
and  ot her  mater i a l  on pro po sed and 
ex i s t i ng i n s truct i ons . 

F I LE by o r i gin , ser i es number or  i n  
c h ro n ol og i ca l  s equenc e .  

P roj ect Cont ro l  

Use  fo r memo randa  , reports a n d  oth e r  

record s  document i ng a s s i gnments , 

progres s  and comp l et i o n of proj ec t s . 


F I LE :  Ca se f i l e  al phabet i c al l y  
by t i t l e  of proj ect . 

D I SPOSITION 

R!COR D  O" 'IC! 

OPI  l TO OTH E R  DISPOSITION 
D ISPOSITION 1'4RC O F FICES  .lUTHORIT·Y 

Destroy N/ A D e s t roy 

when S/ 0 .  wh en S/ O .  


Dest roy N/A Dest roy GR S- 1 6 - 7  

1 yr . 1vhen  no 

after l ong er 

the  yr . need ed . 

i n  1·1h i ch  

the  

proj ect 

i s  c l o sed . 


FO RM IM0-18 ( 6/ 8 2) 

C - 21 




tv. a.tel" ki}.44)£ r(g£0:i Jj;  
fo nn t1orifc! ·:rmptementat i 

P o l i cy 
Use for" back91 ounel ffiatei� = 

decuffients the ortant a£pects of 
Elev el 013men t o f  Departtneft't-a:1-j:)e+i-e-y 

-
anEI pr-e€edure . 

i ssuanc s wh ic!1 per ta i1 1  t 
routi ne---a-g ncy-adm-i11 i s trat1 ve 
fttrTc+i-ons--a.i:so--rn-ci-u-ct-e-s-bo--c-i<-g=ro u n'"""d,_ 

.{a.,),.,/  i  - - ·r ·  - v  0.0 

when S/O . 
v.i' «A!At"" 

Si:Jbr-Hit 
sv 115.  

 

w en.- s;o. 

/f//4 De rt r oy 
·when 

a 

£i i s  i s s . {!  

 
tPt-<';t>oZ:;,,,.....,u_Mt 

6) 

c & el 

, 

 .  

-

U s e  fo - -fc 
c; s  
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U SDAIOIRM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPO SI TION PLAN 

CL ASSI
F IC A T IO N  D ESCRIP TION AND "LING INSTRUCTIONS DISPOSIT! OPI & 	 TO OTH E R  I-I UMBE R  

D ISl'OSITIOH FARC O F F I C E S  AUTHOR IT 

1 800  EMERGENCY PRE P AREDNESS AND 
CONTI NGENCY P LANNI NG 

t he 
 o nif 
 Dest roy 3 . 
N/A  


a/  	rJ/, .?-... 11.J'.W' 
of p l a n s  ( s uc h a s  evacuat i o n pl a n s )  

for protect i on o f  l i fe a nd p ro perty 
d ur i n g  emergency co nd i t i on s . [tv  OGP/f 	   -J 
F I LE i n  c h ro no l og i c  seque nce . 

1800 - 1  a nd  P rocedure 
a .  

t he 

NOTE : See 3000- 1 -2 for d i s po s i t i o n 
of  rec ord copy of Depa rtmenta l  
d i rec t i ves  . 

  'fr)b .  U se for 

--ma-1;-ef'-i-a-l.-	  
F I L E by or i g i n ,  ser i e s  number o r  i n  

c h ro nol og i c al sequenc e .  

1800- 1 - 1  	 E xterna l or  Non- Seri e s  I n struct i o n s  
U se for mater i al of a d i rec t i ona l  
n a t u r e  wh i c h o r i g i nates  out s i de USDA 
or wh i ch or i g i n ates wi t h i n  USDA b ut j 
i s  not part of a forma l  Departme n t a l  
d i rec t i ve sys tem . I ncl udes corrments  
and  other mater i a l on  pro posed and  
ex i st i ng i n s truct i ons . 

F I L E  by or i g i n , seri es  number or i n  
c h rono l og i c al seq uence . 

N /  A GR S- 1 6 - l c.. 

GRS - 1 5 - l oL,  
wh en  3fee

El e s t  roy N/  A D e s t roy 

 
w 

D e s t roy N/A  D e s t roy 
V{hen  S/O .  v1h en S/ 0 .  

FORM IMD - 1 8  ( 6/ 8 2) 

C - 2 2  




( 1) (2) ( 3)  (5) -16) 

C - ?.  3 

Se p tembe r 1 0  , 32 ASAR 3 0 4 0 - 1 

• Appe nd i  x C 
U SDAIOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PL.AN 

DISPOSITION 

' SSI -
r lOH 
 D E SCRIPTION AND l'ILING INSTRUCTIONS . a u  

1 80 0- 2  P roj ect Contro l  
Use  fo r memora nd a , - report s and other  / reco rd s  doc ume n t i ng a s s i g nments , 
pro g re s s  and com pl et i on of proj ect s .  

F I L E :  C a se f i l e  al phabet i ca l l y  by  
t i t l e of proj ect . 

ll!CORD Ol' l'ICE 

OPI & 
DIS POSITION 

TO 
FARC 

(4) 

Dest roy 
1 yr . 
aft er 

N/A  

t he yr . 
i n  
wh i c h 
t he 
proj ect 
i s  c l  o s ed . 

DISPOSI TION 
O FF I C ES 
OTH E R  

AUTHORITY 

Dest roy GRS - 1 6 - 7  
when no 
l onger  
needed . 

FO RM IM0 - 1 8  ( 6/ 8 2) 



( 1) (2) 

P o l i cy 
IJ..5e fo'I" back g 1 ound-materi-a-1-wh-i-efl

dec ume 11 ts the 1mpo rtanra-s-p-e-cts-of-the
d op111ent of Depar tme·ntal-p1'-h-ey

.and prOCEHlL:W--e-.--

( 3) 

S-Ubi11i t -
SF 115 . 

'-17r  .f-ss.uaAces 'iJhi ch perta i n  
t -a.dmi ni strati ve 
..fi:H::l.G-t-:i-ens . Al so i -Oes----BackgrotiAd " j, CIA,) . d-_ __ • .,.,t r 

F E b b 

( S}  

 

-  
d i .r:.ec-t+v  
C ; c:: c:: 1 1ed  

w.:i 
t =-

(6) 

--€ & d-

'  

 
 

2000 

2000- 1 
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CL.>.SSl 
F i C J.  T I O H  
MUMB E R  

J 

2000- 1 - 1  

J 

DESCRIPTION AND l'ILING INSTRUCTIONS 

BUDGET DEVE LOPMENT , PRESE NTAT I ON , 
AND  EX ECUT I ON 

Use  for mater i a l  of a genera l nat ure 
wh i ch pert a i ns to t he preparat i on , 
deve l opme n t , rev i ew ,  adj ustment , 
s u bm i  s s i on ,  a nd a p p rov al of the  
budge t . I nc l udes  report s , s chedu l es  
c h art s , e s t i mates , a nd rel ated 
doc ument s  wh i ch do not fi t 
el sewhere i n  t h i s ca tegory . 

F I LE by age ncy . 

and  P rocedu re 
a • 

NOTE : See 3000 - 1 - 2  for d i s pos i t i o n  
o f  record copy o f  Departmenta l  
d i rect i  v es .  

b .  U s e  for 

I L  y or 1 g 1 n ,  seri e s  num er ori.  i n  
c hrono l og i al seq uence . 

Extern a l  or  Non- Ser i e s  I ns t ruct i ons  
U se for mater i al of  a d i rect i ona l  
n ature  wh i c h or i g i nates  out s i de 
USDA or wh i ch or i g i nates wi t h i n  USDA 
but  i s  not part of a fo nna l  
D e p a rtmenta l  d i rect i ve system . 
I nc l udes commen t s  and ot her mater i a l 
on p ro po s ed a nd ex i st i ng 
i n st ruc t i ons  . 

F I LE by o r i g i n ,  ser i e s  number or i n  
c hronol og i c al sequence . 

D I SPOSITION 

RICOR D  Ol' P IC! 

OPl l TO OTH E R  . 

DllrOSITIOH FARC O F F ICES 


(.4) 

BS 
Dest roy N/A  Dest roy 
3 yrs . 3 yrs . 
after  after  
c l o s e  c l o s e  
of  FY . of  FY . 

BS 

N/ A 


o 
or i mm 
d · el y 
wh
·j s ' 

at  no 
act 1 0  

e 

D e s t roy N/ A Destroy 
v1h n s,LQ.. wh en Sf9o 

u, 

Destroy N/A Destroy 
when  S/ O .  wh en  S/ O .  

DISPOSITION 

AUTHORITY 


GRS - 1 6 - 1.ct_ 

GRS- 1 6 - lo\.. 

FO RM IMD - 1 8  ( 6/82) 

C - 2 4 

http:GRS-16-1.ct
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P l a n n i ng a nd  Deve l opmen t  

Approva l s 
mater i al 

' TO 

( 3) (4) (5) 

iy 

·  e s t r  
y; • 
er 

0 
of 

~ 

<6) 

Ff  t  _tJ ,_,I_._ 

Appropr i a t i o n s  
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USDA/OI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PL.AN 

SSI -
' T IOH D ESCRIPTION AMO l' ILIMG INSTRUCTIONS

HUM B E R  

2000-2  
U se for mater i al perta i n i ng t o  budget 
p l a nn i ng , est i mate s , j ust i fi cat i o n s , 
a nd s up p l eme n tary mater i al s uch a s  
ex pl anatory notes , narrat i ve s , and 
program performanc e .  Al so i ncl  udes  
s u p p l  emen t a ry or  amended budget 
mater i  a l  . 

NOTE : Work i n g  papers  and back ground  
mat er i al  are to be  destroyed 1 yr . 
after  cl o s e  of  FY  covered by the 
bu dget . ( G RS - 5 -4 ) . 

F I LE by agency . 

2000 - 3  Submi s s i on s  a n d  
U se for concern i ng 

v s ubmi s s i o n  of budget est i mates  to 
t he S ecretary , OMB , a nd C o ngress . 
Al so i nc l udes Cong res s i ona l  hear i n g s , 
b i l l s ,  report s , proceed i ng s , debates , 
and pub l i c  l aws rel at i ng  to the 
Department ' s  a p pro pr i a t i ons . 

F I LE by rev i ew org a n i zat i o n  i f  
a p pro pr i a te . 

200 0 - 3 - 1  and  F u nds  
U se for h i sto r i c al i n fo rmat i on on\/' a p pro pr i a t i o n s  such  a s  copi e s  of 
cont i n u i ng resol  ut i ons , a nnua l  
a p pro pr i a t i o n  acts , and s pec i a l 
l i m i t at i on s . 

F I LE by agency a nd subj ect . 

DISPOSI TION 

RICOR D  Ol'l'IC! 

OPI • OTH E R  DISPOSITION 
D IS,OSITIOH l'ARC O F F IC E S  .AUTHORITY 

N/A  	 GRS - 5  i..f-
=· 

\A4-L- G. RS s/1 
t.A.4-Il--si t/ G RS 

BS  

y N/ A 


IC713
5 

a f  C(! 


F • 	 ? 14-3 

t=F1£. 

B S  & FAD 

Dest roy N/ A D e s t roy 

whe n  no wh en  no 

l o nger  l onger  

needed . needed . 


FORM I M D - 1 8  ( 6/ 8 2) 

C - 2 5 



( I) (2) 

Repo rts  

• 

( 3)  (4) 

N/ A  

IN/A 

N /A 

( 5) 16) 

GRS - 5 -5b  

GRS- 1 6 - 7   

2000-4  
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uso.VO IRM-IMD ASSISTANT SECRETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

AUTHORITY 

Cl.. ASSl 
F ICATIOH 
HUM B E R  

2000-5  

2000-6  

DESCRIPTION AND pr1LING INSTRUCTIONS 

Execut i on 
U se for mater i al  pert a i n i ng to 
a pproved budget i mpl ementat i o n and 
the m a i n tenance of f i n a nc i a l 
contro l s over  a ppro pr i ated funds . 
I ncl u de a p po rt i onments , a l l oc a t i o n s , 
a l l otments  and  work p l a n s , ob l i ga t i o n s  
a n d  o u t l ays , c e i l i ng s , req u i remen ts ,  
re i mbursement s ,  and no n a ppropr i ated 
f u nd s . 

NOTE : I nc l ude here fi n anc i a l data_£!!..l.t i f  i t  i s  d i rect l y budget 
s u p po rt i  ve .  U s e  2200 for reg ul ar  
accoun t i ng document at i on .  

F I LE by agency . 

a .  Ann u a l  re ports on  the st a t us of 
a ppro pr i a t i on accounts  a nd 
apport i o nment . 

b .  A 1 1  other report s . 

F I LE by s u bj ect a nd a gency . 


P roj ect Contro l  

U s e  fo r memorand a  , reports a nd  other 

rec o rds  doc ument i ng a s s i g nments , 

pr o g re s s  and compl et i o n of proj ect s .  
. 

F I LE :  C a se f i l e  al phabet i c a l l y  
by t i t l e of proj ect . 

DISPOSITION 

ION 

ll!CORD Ol' l' IC! 

OTH E R  
O F F ICES  

Destroy 
10 yrs . 
after 
cl  o se  
of  F Y . 

DISPOSI TOPI a. 
D ISPOSITION 

BS  
D e s t roy 
1 0  yrs .  
a fter  
c l  o se  
of F Y . 

TO 
FARC 

Dest roy 
1 hen  5 
yrs . o l  d .  

D e s t roy 
3 yrs . 
a fter  
the  end 
of t he 
FY . 

Dest roy 1 

yr . a fter 
the yr . i n  
1vh i ch t he 
proj ect 
i s  c l  osed . 

De s t roy 
1vhen  5 

- ,.,yrs . O l u .  

D e s t roy 
3 yrs . 
after 
the end 
of t he 
FY . 

Destroy 
1vhen  no 
l onger  
needed . 

GR S - 5 - 5 a  

F O RM I M D - 1 8  ( 6/82) 

C - 2 6  



( 1) (2)  

Po l i cy 
•U.se for back g-retrne-materi al wh-i-ch

-So c 61 men t s t.11 --impo+..t-a-i:i-t-a-s-peet-s-ef-the
<:1ev0 l opment of M-tm-ent-a-l-pe-l--i-c-y- 

 4 ssuances whi ch perta-i-R-
te re u ti r 1 e age rr c y-adm+n+s+r-at+v-e-

(3) 

SubFRit 
SF" 115 . 

 

F 1:J n ct i o 11 s A+·so-+ne+ttcl-es--1},3 .. c.k-g.r:o.u.f.ld(a-)  . /J  

o - - I  
F I LE t!fy or i g n ,  s-erieef · number 

 

(5) (6) 

 b .  
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U SOAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

'\Sl 
r lOH 

,._ ,,,flltB E R  

2 1 00 

2 1 0 0 - 1  

J 

2 1 00 - 1 - 1  

.j 


D ESCRIPTION AND PILING INSTRUCTIONS 

F I NANC I AL MANAGEME NT 
U s e  for mater i a l pert a i n i ng to 
overa l l f i n a nc i a l management 
act i v i t i es not s pec i f i c a l l y  desc r i bed 
i n  the  fo l l owi ng  categor i e s . 

F I LE by s u bj ect i n  c hronol og i cal  
sequence . 

a nd  P rocedu re 
a .  

<Q.lld  

NOTE : See 3000- 1 -2 for d i spo s i t i o n 
of record copy of Departmenta l  
d i rect i v es .  

 '-/z;.---U se for 

• 
mai.e.r::.i-a-h 

or i n  

c h rono l og i c al seq uence . 


E xtern a l  or Non- S e r i e s  I n struct i ons  
Use  fo r mater i a l  of a d i rect i ona l  
nat ure wh i ch or i g i nates out s i de USDA 
or wh i c h o r i g i nates  wi t h i n USDA but 
i s  not p a rt of a formal  Depa rtme nta l  
d i rect i ve  sys t em . I nc l udes comments  
a nd other  mate r i al o n  pro posed and 
ex i st i ng i n st ruct i ons . 

F I LE by o r i g i n ,  s e r i es number or i n  
c hronol og i c a l  sequence . 

DISPOSI TION 

R!COR D  Ol' F IC !  

OPI Ii 
D ISPOSITION 

FM 
De stroy 
wh en  3 
yrs . o 1 d .  

FM 
. 

Dest roy 
v1hen  S/ 0 .  

Dest roy 
ivhen S/0  . 

TO 
FARC 

(-4) 

N/ A 

N/A  

N/A 

N/A 

OTH E R  

O FF IC ES 


D e s t roy 
\vhe n  1 
yr . o 1 d .  

D e s t roy 
v1he n  S/0 .  

Dest roy 
when S /0 . 

DISPOSITION 
.AUTHORITY 

GRS- 1 6 - 1  

GRS- 1 6 - lo(.
G-Jt

F O RM IM D - 1 8  ( 6/ 8 2) 

C - 2 7  



( 1) (2) 

Managemen t  

Management  

( 3)  

_l

_ rs 

(4) (5) (6) 
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Appe n d i x C 

USDA/OI RM-IMD ASSISTANT SECRETARY FOR ADMINIST RATION F I L E/DI SPOSI TION P LAN 

DISPOSITION 

Rl!COR D  O, , IC I!  CL ASSl 
F I C.HIOH D ESCRIP TION AND f' IL ING INSTRUCTIONS OPI & 	 TO OTH E R  DISPOSITI M UM B E R  

D ISPOSITION ,ARC O FF IC E S  AUTHOR IT 

-2 1 00 - 2  	 F i n a nc i a l  P r i o r i t i·e s  FM 
U se for mater i al  pert a i n i ng t o  the  D e s t roy N/A Destroy 
statu s  or act i v i t i e s of a l l fi n a nc i a l whe n  3 whe n  1 
pr i or i t i es .  yrs . o l d .  yr . o l d .  

J F I L E by age ncy a nd chrono l og i ca l  
s equence . 

2 1 0 0 - 2 - 1  	 C a s h  FM 

U se for m a t er i al wh i ch pert a i ns t o  D e s t roy N/A Destroy 

t h e  effect i ve man agement of t h e  whe n  3 1\lh e n  l 

Gove rnment ' s  c a s h  i\lh i c h  encompasses  yrs . o l d .  yr . o l d .  

cash  adv ances  and cash  he l d out s i de  

t he c a s h  acco u nt of t he Treas ury . 
J 
F I LE by agency a nd chronol  og i c a l  


seq uence . 


2 1 00 - 2 - 2  	 Debt FM 

U se for  mater i a l wh i ch pert a i ns to  De stroy N/A Destroy 

the  effect i ve ma n agement of amo u n t s  v1he n  3 't1h e n  1 

owed to the  Government wh i ch i nc l udes  yrs . o l d . yr . o 1 d .  

a n a l yz i ng the  status  of Governme nt  

recei v ab l es i n  t e nns of  de l i n quenc i es ,  
.I 	 age of de l i nq u e nc i es ,  wri te-offs , a nd 

ex pected future 1 a s s es . 


F I LE by age ncy and chronol og i c al  

sequence . 


2 1 00 - 2 - 3  	 I nterna l  C ontro l s FM 
U se for mate r i al  v1h i ch pert a i ns to De stroy N/ A De stroy 
t he p l a n s  of org a n i zat i on s  and a l l vihen  3 1.oJh en  1 
t he coord i  nated met hods and mea s u res   o l d . yr . o l d .  
adopted by an  age ncy to sa feg uard 
a s sets , c heck t he acc uracy and 
rel i ab i l i ty of accou nt i ng data , 
promote o perat i ona l  eff i c i ency , a nd 
encourage  ad h erence to prescri bed 
m an ag e r i al  p o l  i c i es .  

F I L E by agency and  chronol og i cal  

sequence . 


C - 2 8  




( 1) (2) 

(A-76 ) 

Sys t ems 

Sys t ems Deve l opment 

Systems a r+Q_ ,:), q a l-ys i s  

( 3) (4) ( 5) ( 6) 

2 1 0 0 - 2 - 4  

2 1 0 0 - 3  

ASAR. 304 0 - J.Sep tember  10 , F 
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USD.VOI RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION F I L E/D I SPOSI TION PLAN 

DISPOSITION 

·s1-
10 N _ ...B E R  

j 

j 

u u0 - 3 - 1  

J 

2 1 0 0 - 3 - 2  

J 

D ESCR I P TION AND FILING INSTRUCTIONS 

Government , Commerc i a l , and I ndustr i a l  
Act i v i  t i e s 

U s e  fo r mater i a l  wh i ch pro v i des  a 
ba s i s for effi c i ent ly  us i ng av a i l abl e 
resources  i n  operat i ng commerc i a l 
a nd i nd u s t r i a l - type act i v i t i e s .  A- 76  
prov i d es  gu i dance  i n  determ i n i ng t he  
l ea s t - c ost met hod ( i  . e . ,  i n- house or  
contrac t i ng out ) or prov i d i ng serv i ces  
of a c orrmerc i a l / i nd ustr i al nature . 

F I LE by age ncy and chrono l  o g i cal  
sequence . 

F i  n a nc i a l 

U s e  for mater i al wh i ch documents USDA 

wi de  account i ng and re po rt i ng syst em s , 

e . g . ,  an  Acco u nt i ng Systems  L i brary . 


F I LE by agency and chronol o g i ca l  
sequence . 

U se for mater i al perta i n i ng to 
account i ng systems  approved by GAO ; 
manageme nt adv i sory serv i ces for 
fi n a nc i a l sys t em s ; mon i to r i ng sys t em · 
deve l o pment proce s s es and the  
coord i n at i o n  of account i ng syst em 
reg u l  at i ons . 

F I L E by agency and chronol og i ca l  
s equence . 

R ev i ew 
U se for mater i al wh i ch pert a i ns to 
i nd i rect cost rev i ews and 
negot i at i ons , De partmental f i nanc i al 
management  stud i es , and a s se s smen t s  
of D e partme nta l  a nd Agenc i es ' 
repo rt i ng need s . 

F I L E  by agency and chrono l og i cal 
sequenc e . 

OTH E R  DISPOSI TION OPI  I. TO 
D ISl'OSITIOH l'ARC O F F I C ES AUTHORITY 

FM 

Dest roy N / A  Dest roy 
when 3 1vh en  1 
yrs . o l d .  yr . o l  d .  

FM 
De stroy N / A  Destroy 
\vhe n  3 1,vh e n  1 
yrs . o l d .  yr . o l d .  

FM 
De stroy N / A Dest  ray 
whe n  3 \·1he n  1 
yrs . o l d  . yr . o l d .  

FM 
D e s t roy N/A  Destroy 
v1h e n  3 1vh e n  1 
yrs . o l d .  yr . o l d .  

FO RM I M D - 1 8  ( 6/ 8 2) 

C - 2 9  
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U SDiVOI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION P L AN 

DISPOSITION 
RICORD Ol' l' ICI! CL >.SSI -

F ICATION D ESCRIPTION .AND f'ILING INSTRUCTIONS 
NUM B E R  

2 1 00 - 4  Contro l  
U se for mer.io randa , report s , a nd other  
record s  docume n t i ng as s i gnment s ,  
p rogress  a nd com p l et i on of proj ect s . 

F I LE al phabet i c a l l y  by t i t l e  of  
proj ect . 

OPI  & 
D ISl'OSITIOH 

FM 
D e s t roy 
1 yr . 
a fter  
the  yr . 
i n  \vh i ch 
t h e  proj ect 
i s  c l o sed . 

TO OTH E R  
F.UC O F F I C ES 

(4) 

N/A  	 Dest roy 
wh en  no 
l onger  
needed . 

DISPOSITIC. 
>.UTHORITt 

GRS - 1 6 - 7  

F O RM I M D - 1 8  ( 6/ 8 2) 

C - 30 



( 1) 

/ 

.J 

(2) 
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t  

(6) 

c & d h 
{J ,,.;;,  D J " -- ' 

 

 

2 2 0 0  
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USOAiOI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

.iSl 
t .  - A  T IO H 
N UMB E R  

2 2 00 - 1  

2 2 0 0 - 1 - 1  

/ 

D ESCRIPTION AND F ILING INSTRUCTIONS 

F I SCAL MANAGMENT AND ACCOUNT I NG 
U se for mater i a l  of a general  n at u re 
wh i c h pert a i n to fi sca l  man agement 
a nd acco u n t i ng wh i ch does  not fi t 
e l sewh ere i n  t h s  category .  

F I L E  by subj ect i n  chrono l og i ca l  
sequence  . 

and  P rocedure 
a 

Department a 

NOTE : S ee 3000 - 1 - 2 for d i s pos i t i o n 
of record co py of Department a l  
d i rec t i ves  . 

b .  U se for 

F I LE by or i g i n ,  
c h ro no l og i ca l  seq uence . 

Extern a l  or Non- Ser i es  I n s truct i ons  
U se for mater i a l  of  a d i rect i ona l  
nature  wh i c h ori g i nates out s i de USDA 
or wh i ch or i g i n ates wi t h i n  USDA b ut 
i s  not part of a fo rma l  Departme n t a l  
d i rect i ve system . I ncl udes comments  
a nd other  mater i a l o n  pro po sed a nd  
ex i st i ng i nstruct i ons . 

F I LE by or i g i n ,  ser i es number or i n  
chro no l og i c al sequence . 

DISPOSITION 

R!COR D  Ol'f'ICE! 

OPI l TO OTH E R  

D IS POSITION FARC O F F I C ES 


(4) 

FAD 

Dest roy N/A  D e s t roy 

whe n  3 v1he n  a..,

yrs . o l d .  yr.$, o l d .  


FM , F AD , Jo& WCF N/A  
·-5tl-Sm.il 

or i mm&-

i nmm 
t 
no 

D e st roy N/ A D e s t roy 
wh en  Sf&; when  -s+G-r

o-,/ 

Destroy N/ A Destroy 
v1h en S/O . wh en S/ O .  

DISPOSITION 

AUTHORITY 


GR.S - 6 - 5 a  l  

c7/a 1/1G 

GRS- 1 6 - l fC  

GRS - 1 6 - 1  of. 

F O RM I M O - 1 8  ( 61 8 2) 

C - 3 1 

http:5tl-Sm.il


( 1) (2) 

Account i ng Opera t i ons  

O b l i gat i on s  

( 3) (4) ( S}  (6) 

ASAR 3 0 40 - 1 Se p tembe r 1 0 , 1 98 2  
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USDA/O I RM-IMD ASSISTANT SECRETARY FOR .ADMINISTRATION F I L E/D I SPOSI TION P L.AH 

CLASSI

F I CATION 

H UM B E R  


2 2 0 0 - 2  

) 

2 2 0 0 - 2 - 1  

./ 


2 2 0 0 - 2 - 2  

) 

2 2 00 - 2 - 3 

J 

DESCRIP TION AMD FILIMG I NSTRUCTIONS 

U se for mater i a l of a general nat u re 
wh i c h pert a i ns to account i ng fo r and  
d i sb urs i ng of fund s , i ncl u d i ng 
ob l i ga t i o n s , control  of expend i tures , 
av a i l ab i l i ty a nd t r a n s fer , a nd 
adv a n cement of funds etc . 

F I L E  by agency a nd s u bj ect i f  
a p p l  i c a b l e .  

U s e  for mater i al pert a i n i ng to 

rout i ne account i ng records of al l otted 

f u nd ob l i g a t i ons  s ub s i d i ary to the 

s umma ry a l  l otme nt s  s tatus  record s .  

I ncl ude  ob l i gat i on e s t i mates p a i d  a nd 

un p a i d  and  c l a s s i f i ed expend i t ure 

l i s t i ng s . 


F I L E  by agency . 


Re i mb u rseme n t s  and  Refunds  

U se for mat er i a l pert a i n i ng to summary 

records o f  t r a n s ferred a nd rec e i ved 

f u nds d e po s i ted for goods or serv i c es 

and cl a i m s .  


F I L E  by a g e ncy a nd s u bj ect . 


Genera l  F u nds 

Use for mater i a l  perta i n i ng to av a i l  

ab i l i ty ,  co J l ect i on ,  c u stody , a nd 

depos i t  of funds  i nc l ud i ng  appro 

pr i at i on warrants  a nd cert i f i c ates 

of  depo s i t .  


F I LE by a g ency a nd s ubj ect . 


DISPOSITION 

RICOR D  O rl ' ICI! 

OPI ' TO 
D IS POSITION Fl.RC 

Dest roy 
wh en  3 

yrs  . o l d .  

FAD & NFC  
De stroy 6 
yrs . ,  3 

mont h s  , 
a fter  
per i  od 
covered 
by 
accoun t .  

FAD & N F C  

N /A  

N /A  

De stroy N/A  
6 yrs .  , 
3 mont hs  
after  
per i od 
covered by 
account . 

FAD & NFC 
Dest roy N /A 
wh en 3 

yrs . o l  d .  

C - 3 2  

OTH E R  
O FF I C E S  

D e s t roy 
1vh e n  2 

yrs . o l d .  

Dest roy 
wh en  3 

yrs . o l d • 

Dest roy 
wh e n  2 

yrs . o l d .  

Dest roy 
when  3 

yrs . o l  d .  

DISPOSIT!C. 
AUTHORIT'r 

GRS- 6 - 5  
a & b 

GRS-6 - 1  
a & b 

GRS - 6 - 1  

GR S-6-4  

FO RM I M D - 1 8  ( 61 82) 



( 1) (2) 

R eports  

P ayments  

E xpend i t u re ·P o s t i ng 

( 3) (4) ( 5) (6) 

A p pe n d i x  C 
ASSISTANT SECRETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

A S A R  3 0 4 0 - 1 Se ptember  1 0  , 1  
U SOJJO I RM-IMD 

' SSl
r lON 

.BER 

2200- 2 - 4  

2200 - 2 - 5  

2200 - 3  

./ 

2200- 3 - 1  

2200 - 3 - 2  

v 

DESCR I PTION AND "LING INSTRUCTIONS 

Codes  

U se for  m a ter i al  perta i n i ng to  code 

numbers used  i n  the accoun t i ng  syst em , 

such  as  Cost  R e s po n s i b l i ty Center 

( CRC ) Code s , S ubcenter codes , 

a p p l i c a nt codes , estab l i s hement c od e s , 

budget obj ect  codes , etc . 


F I LE by agency . 


F i  n a nc i a l 

U se for a g e ncy f i nanc i al reports . 


F I LE by a g ency a nd subj ect . 


U se for mater i al perta i n i ng to  the  

amounts  d i s bursed to  payees . 


F I LE by agency , i nd i v i d u al name , o r  
fi  rm .  

Checks  

U s e  fo r mater i a l  pert a i n i ng to checks  

i s s ued , s to l en , m i s p l aced , mut i l a t ed , 

or dest royed . 


F I LE by agency and i nd i v i d ual  name . 


and C ontrol  
U se for pos t i ng and control med i a  
wh i c h s u p po rt s  the general  l edger . 

F I L E  by agency . 

D I SPOSITION 

RICOR D  O P l' ICE 

OPI  .. TO OTH E R  
D IS l'OSITIOH FARC O F F I C ES 

FAD & NF C 
Dest roy N / A  Dest roy 
whe n  3 \vhen  3 
yrs . o l d .  yrs . o l d .  

FM & NFC  
Dest roy N/A  Destroy 
\'Jhen  3 
yrs . o l d .  

when  3 
yrs . o 1 d .  

FAD & NFC  
D e s t roy 
6 yrs . 

N /A  De stroy 
3 yrs . 

a nd 3 a fter  
mont h s  t he 
after per i od 
per i od of the  
covered acco un t .  
by t he 
acco unt . 

FAD & NFC  
Dest roy N/A  De s t roy 
1·1hen  3 when 3 
yrs .  o l  d .  yrs .  o l d .  

FAD 
Oest  roy 
whe n  N/A  Dest roy 

wh en  2 
yrs . o l d  . yrs . o l d .  

NF C 
De st roy 6 
yrs . a nd 3 
months  
after 
per i od 
covered by 
t he 
account  . 

DISPOSITION 
AUTHORITY 

GRS - 6 -5b  

GRS - 6 - 1  
a & b 

GR S-6-4  

GRS - 7 - 4  

GR S - 6 - l a  

FO RM I MD - 1 8  ( 6/ 8 2) 

C - 3 3 



( 1) 

2200 - 3 - :  

(2) 

I rregu l a r i t i es 

E xce2t i o n s  

 

( 3) (4) ( S) (6) 

N/A 

ASAR 3040- 1 September  1 0 ,  1 9 8 2  
Appen d i  x C 

U SD.VOi RM-IMO ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

DISPOSITION 

RICORD OP "CE CLASSI -
F I CATIOM DESCRIP TION AND FILING INSTRUCTIONS OPI l 	 TO OTH E R  DISPOSITIOl'I N UM B E R  D ISl'OS ITIOH FARC O FF I C ES AUTHORITY 

D i  s b u r s emen t s  FAD & NFC  
U se for mater i al perta i n i ng to D e s t roy N/A  D e s t roy GRS - 6 - 1 
a l l otted fund  d i sbursements , i • e .  , 6 yrs . , wh en  3 a & b 
co p i es of SF - 1 1 66 l i s t i ngs of 3 mo nths  yrs . o 1 d .  
Depa rtme n t  of Treasury checks  i s s ued aft e r  J 
as  p ayment for p u rc hased goods  a nd per i od 

serv i ces , contract s , etc . covered 


by 

F I LE by agency . acco u nt . 


2200- 3-4  	 F i  s c a l  FAD & NFC 

U s e  for mater i al pert a i n i ng to D e s t roy When  Destroy NC 1 - 1 6 -
account i ng aut hor i zat i on i rregu l ar- wh en 1 5  5 v1h en  l 7 7 - 2 

i t  i es . yrs . o l d . yrs . yr . o 1 d .  I tem 8
J 01  d .  
F I LE by agency . 

2200 - 3 - 5  	 GAO FAD & NFC 

U s e  for mate r i al perta i n i ng to Genera l  Destroy N/ A Dest roy GRS- 6 - 2  

Acc oun t i ng  Off i ce not i ces  of exce p- 1 yr . v1h en  l 

t i o n s , fonn al or i n fonnal , a nd after yr . o l d .  

rel ated corre s po ndence . exce pt i o n  


has been 
 	 F I LE by age ncy . reported a s  

c l  ea red by 
GAO . 

2200 - 3 -6 	 C e rt i f i cates  of Settl eme nt FAD & NFC 

U s e  fo r mater i a l perta i n i ng to cop i e s  Dest roy N/A GRS-6 - 3 a  

of cert i f i cates  cover i ng c l osed 2 yrs . 

account  sett l  ement , s upp l  ementa l  aft er  

s et t l ement s , a nd f i n al b a l ance  date of  

sett l ement s .  Cert i fi cates  cover i n g  settl ement . 

per i od i c  sett l ements are t o  be 

dest royed vlh en  s ubsequent cert i f i cates  

of sett l  ements are rece i  ved .  

( GR S  6 - 3 b ) 


F I L E  by agency .  

FORM I M D - 1 8  ( 6/ 8 2) 
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B i l l i ngs/Co l l ect i o n s  

Depo s i ts 

P ayro 

P ayro l l P reparat i on & P roces s i ng 

( 3) ( 5) (6) 

S e p tember 1 0 , 1 c   ASAR 3040- 1 
_A ppend i  x C 

USDA/O I RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PL.AN 

- ·  4SSl -
T I O N  
, B E R  

2200-4  

2200-4 - 1  

J 

2200-5  

J 

2200 - 5 - 1  

DESCRIPTION A N D  l'ILING INSTRUCTIONS 

U se for mater i al pert a i n i ng to 
b i l l i ng s , col l ec t i o n s , fees , 
co l l ect i on sched u l es ,  and de l i nquent 
accoun t s .  

F I LE by name of vendor . 

U s e  fo r mat er i a l  perta i n i ng to 
d e po s i ts . 

F I LE by name of vendor . 

1 1  
U s e  fo r genera l  corres pondence 
perta i n i ng to payrol l preparat i on a nd 
proces s i n g and i nc l ud i ng sto p  paymen t , 
requests  for back pay , l ump s um 
payments , l ev i e s and garn i shment s , 
f i  na l  s a l  ary check l i  st ,  and severence 
pay . 

F I LE by s ubj ect i n  chronol o g i cal  
sequence . 

U se for mater i al pert a i n i ng to pay ro l l 
contro l  servi ces , i nc l ud i ng payro l l 
s urrrnary control a nd cert i f i cat i on 
control  doc ume n t s  wh i ch i nc l ude a l l 
s ource documents used to a ut hori ze 
or change  payme nts  to payees . 
I ncl uded i s  t he preparat i on and 
proces s i n g  of T&A ' s and l og s  wh i c h 
s up port t i me a nd attendance . 

F I LE by agency and al phabet i c a l l y  by 
emp l oyee . 

DISPOSITION 

lll!COR D  O P l' ICE 

OP'" TO OTH E R  
D IS POS ITION PARC O FF I C E S  

(4) 

FAD & NFC  
D e s t roy 6 N/A  Dest roy 
yrs . , 3 wh e n  3 
mont h s  yrs . o 1 d .  
aft er 
per i od 
cov ered by 
account . 

NFC  
Dest roy N/A  De st roy 
6 yrs . ,  3 when  3 
mo nths  yrs . o l d .  
a fter 
per i od 
covered 
by 
account . 

OP , NFC 
Dest roy N/A  Dest roy 
11h en 2 1·1he n  2 
yrs . o 1 d .  yrs . o l d .  

NFC  & FAD 
De stroy N/A Destroy 
aft e r  GAO l'ih en 2 
aud i t  or yrs . o l d .  
1vh en  6 
yrs . o l d  
wh i chever  
i s  soo ner . 

DISPOSITION 
AUTHORITY 

GRS - 6 - 1  
a & b 

GR S-6 - 1  
a & b 

GR S - 2 - 2  

N C  1 - 1 6 -
78-1  and 
NC 1 - 1 6-
7 9 - 5  

FO RM I M D - 1 8  ( 6/82) 

C - 35 




( 1) (2) 

L e vy 

P ayro l l Cha nges  

Reports 

(...J\ 1 1  o the -j3B-r-t5--a..re-t.o-be-d.es..t+o.y-€-d-
wft.e  3 yrs . ol d .  (GRS-2.::.12.b.}_ 

( 3) ( 5) 16) 

ASAR 3040- 1 Septembe r 1 0 , 1 98 2  
Ap pe n d i  x C 

USDAIO I RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

DISPOSITION 

Rl!CORD O" ' ICE CLASSI
F ICATION : DESCRIP TION AND l'ILING INSTRUCTIONS OPl l TO OTH E R  DISPOSITI(, H UM B E R  D IS POSIT ION PARC O FF IC ES AUTHOR I T  , 

(..) 

220 0 - 5 - 2  a nd Garn i s hment PER  & NFC 
U s e  for off i c i al rtot i ce of l evy or D e s t roy N/A Dest roy GRS - 2 - 2 3  
garn i s hment ( I RS Form 668A or wh en   whe n  2 
e q u i v a l  ent ) c h a nge s l i p , wor k pa pers , yrs . o l d .  yrs . o l d .  
corres po ndence ,  rel ease  and other 
fonns , a nd reco rds  rel at i ng to 
charges  aga i nst  ret i rement funds or 
attachment of s a l ary for payment of 
other debts o f  F ederal  em pl oyees . 

F I LE i n  OP F .  

2200 - 5 - 3  NFC  
U se fo r mater i al perta i n i ng to  payro l l  Dest roy Dest roy GRS-2 - 1 5  
c ha nges  s l i ps ,  excl u s i ve of those of 111h en  1 mont h s  a & c 
t he OP F .  re l ated a fter  

rec ords end  of  

v' F I L E  by soc i al s ec u r i ty number and are  pay 


i n  chro no l og i ca l  sequenc e .  	 aud i ted per i od .  
by GAO or 
wh en  3 
yrs . o l d ,  
\h i c hever  
i s  sooner . 

2 2 00 - 5 -4 FAD & N FC 
Use fo r wo rk l oad and personnel  Dest roy NIA De st roy GR S- 2 - l ? a  
man agement re ports  or data wh i ch v1hen  2 whe n  3 
perta i n  to payro l l operat i ons  and yrs . o 1 d .  yrs . o 1 d .  
pay adm i n i st rat i on .  

F I L E  i n  chrono l o g i ca l  sequence . 

-

FO RM I M O - 1 8  ( 61 8 2) 
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( I) ( 2) 

Empl oyee E xempt i ons  

3) (4) 6) 

ASAR 3040- 1 Septembe r 1 0 , 1 9 -
Appe ndi  x C 

USDA/OI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

DISPOSI TION 

Sl -
1 llOH 
H IJM B E R  

D ESCRIPTION AND l'ILING INSTRUCTIONS 

• 2200- 6  A l  l otment  Author i z a t i on  
U se for mate r i al wh i ch perta i ns to  
requ e st and  a uthor i  zat i o n fo r or 
change  a nd revoc at i on of a l  l otment s .  

a .  U . S .  

b .  	 A l l other a uthori z a t i ons i ncl ud i ng 
un i o n dues  and sa v i n g s  

F I LE b y  s ubj ect , agency and soc i a l 
s ecur i ty number . 

2200 - 5 - 1  Tax  
U se for w i t hho l d i ng tax exem pt i on 
cert i f i cates , s uch  as  I R S  Forms  W-4 , 
a nd s i m i l ar st ate tax exem pt i on forms . 

F I LE  by agency and soci al  s ec u r i ty 
numbe r .  

ll!COR D  0 , l' IC !  

OPI • TO 

D IS POSITION. F'ARC 


NFC  

N/A 

De stroy N/ A 
v1h en  
s u per
seded or 
a fter 
tran s fer  
or se para
t i on of  
emp l oyee . 

NFC  
Dest roy 4 N/  A 
yrs . after  
i n forma t i o 
i s  S/O .  

OTH E R  

O F F I C E S  


N/A 

N/A 

N/A 

DISPOSITION 

AUTHORITY 


GRS - 2 - 4  
a - 1  

GRS - 2 - 4  
b - 1  

GR S - 2 - lSa  
& b 

F O RM I M D - 1 8  ( 6/82) 
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( 1) (2) 

Reports 

By  

I mprest  Management 

( 3) (SJ (6) 

ASAR 3040- 1 Sep tembe r 1 0  , 1 98 2  
Appen d i x C 

U SDAIO I RM-IMD ASSISTANT SECR ETARY F O R  ADMINISTRATION F I L E/DI SPOSI TION PLAN 

CLASSI 

F ICATION 

M UM B E R  


2200- 6 - 2  

2200-7  

2200- 7 - 1  

2200 - 7 -2 

\ 

2 200-8 

D ESCRIP TION A N D  FIL ING INSTRUCTIONS 

Use for reports of· w i thhe l d  F ederal  
taxes , s uc h  a s  IRS  Fenn \·i- 3 \'Ii t h  
rel a ted pa pers , i nc l ud i ng report s  
re l at i n g  t o  i ncome a nd soc i a l secur i ty 
taxes . 

F I LE by agency and soc i a l secur i ty 
n umber . 

C l  a i ms 
U se for g eneral materi al pert a i n i ng 
to  c l a i m s  by or aga i n st the Federal  
G o v e rnment . 

F I LE by agency and c l a i mant . 

For  or  t he U n i ted States 
Use fo r c l a i ms f i l ed by debtors  or  
emp l oyees under the F ederal C l a i m s  
Co l l ec t i o n  Act fo r or  by the  Un i ted 
S t ates  . 

F I L E  by a g e ncy , s ubj ect , a nd 
c l  a i mant  . 

Aaa i n s t  the  Un i ted States 
Use fo r c l a i ms f i l ed by debtors o r  
emp l oyees under the Federal  C l a i m s  
Co l l ec t i o n  Act aga i n st t h e  U n i ted 
S t ates . 

F I L E  by agency , s u bj ect , and  
c l  a i ma n t . 

F und 
U s e  fo r mater i a l  pert a i n i ng to 
des i g nat i ons  a nd aud i t  of im prest fund . 
Al s o  i nc l udes  cost ver i f i c at i o n and 
s ub- vo uc her  reg i sters , request for 
changes  i n  i mprest fund , and error 
l i s t i ng s . 

F I LE by s u bj ect a nd c hrono l o g i ca l  
sequenc e . 

DISPOSITION 

Al!CORD 01' l' IC !  

OTH E R  
O F F ICES 

N/A  

DISPOSITI 
AUTHORl"l . 

GRS- 2 - 1 8 c  

O P I  Ii TO 
D IS POSITION PARC 

NFC 
Destroy 
wh en 4 
yrs . o 1 d .  

("4) 

N/ A 

FAD & NFC  
D i  s pose  N /A  
of  1 yr . 
a fter  
f i  na l  
d i  s pos i t i o n 
of  ca se . 

D i  s po s e  N /A 
of 1 yr . 
after 
f i na  1 
d i s po s i  t i o n 
of case . 

D i  s pose 
of  1 yr . 
a fter 
f i  n a l  
d i  s po
s i  t i on 
of case . 

D i  s po se  
of 1 yr . 
aft e r  
f i na 1 
d i  s po 
s i t i on 
of case . 

D i  s po s e  N / A  
o f  1 yr . 
after 
f i na  1 
d i  s po s i t i on 
of case  . 

NFC  & FAD 
E xec . Serv . N /A 
Staff 
Des t roy 6 
yrs . & 3 
mo nt hs  
after 
peri od 
covered 
by the  
account . 

D i  s po s e  
of 1 yr . 
after 
f i  na l  
d i s po 
s i t i on 
of case . 

N/A GRS-6 - l a  

• 
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( 1) (2) 

P ayment L i s t i ng 

Wo rk i ng Cap i t a l  

2200 - 1 0 - J  P l a nn i ng ,  Deve l opment , Approv a l  

2200- 1 0 - 2  

2200- 1 1 - 1  Management 

( 3) (4) ( 5) (6)  

ASAR 3 40- 1Se ptembe r 	 1 0 ,  1 91. 
Append i  x C 

U SOA/OI RM-IMD ASSISTANT SE ETARY FOR ADMINISTRATION F I L E/DI S, .JSI TIOH P L AN 

, CLASSI -
T IO N DESCRIPTION AND l' IL I NG INSTRUCTIONS 
3 E R  

2200-9  Control  
U se for com puter l i st i ng s , batch 
report s , etc . , generated to perfo rm 
the  housekee p i ng funct i ons requ i red 
fo r f i  sea l  accountab i l i ty and j pay ro l l adm i n i strat i on .  

F I LE by s u bj ect i n  chrono l og i cal  
sequence . 

2200 - 1 0  Fund  
U s e  for  mater i al of a general nat u re 
wh i c h pert a i n s  to WCF .  

_/ F I LE by agency and subj ect . 

and 
U s e  fo r mate r i a l  perta i n i ng to 
W ork i ng C a p i ta l  F und budget 
pre para t i o n , p l ann i ng ,  and f i na l  

j a p proved budget s . 

F I LE by agency and s ubj ect . 

F i n a n c i a l  R e v i ews 
U se for mater i al perta i n i ng to HCF 
fund rev i ev1s·, s ummary rev i ews and 
i nd i v i d ual  cost centers rev i ews of 
a f i nanc i a l  nat ure . 

F I LE by agency and su bj ect . 

2200- 1 1  	 Cost  D i s t r i but i o n 
U s e  for mater i al pert a i n i ng to t he 
prora t i on  of De pa rtmenta l  central i zed 
ex penses d i st r i b uted to the agenc i es .  

F I LE by agency and subj ect . 

C o u nc i l Cost  D i str i but i on s  
U se for mate r i al pert a i n i ng to t he 
d i st r i b ut i on of  centra l  agency .J b i l l i ng s  ( GSA ,  DOL ) to Departmental  
agenc i es ;  FTS , SLUC , OWCP , etc . 

F I LE by agency and s u bj ect . 

DISPOSITION 

RICOR D  O'"CI 

OPl  l OTH E R  TO 
DIS l'OS ITIOH O F F I C ES FA RC 

N F C  & FAD 
D e s t roy Destroy 
v1he n  no  

N/ A 
whe n  no 

l on g e r  l onger  
needed . needed 

for 
ref er
e nee . 

WCF 
D e s t roy Destroy 
3 yrs . 

N /  A 
3 yrs . 

after  after 
c l  o se  of  c l  o se  of 
F Y . FY  . 

\·ICF 
Dest roy Dest roy 
5 yrs . 

N/A  
5 yrs . 

after after 
c l  o se o f  c l  o se  of 
F Y . FY  . 

\ C F  
D e s t roy 5 N/ A Destroy 5 
yrs .  after yrs . after 
c l  ose  o f  c l  o se  of 
F Y  . F Y . 

FAD 
D e s t roy 5 Dest roy 
yrs .  aft er 

N/ A 
5 yrs . 

c l  o se  of after 
FY . c l  o s e  of 

F Y .  

F AD 
D e s t roy 5 N/  A D e s t roy 5 
yrs . after  yrs . after  
c l ose  o f  c l  ose  of 
F Y . F Y . 

DISPOSITION 

AUTHORITY 


F O RM I M D - 1 8  ( 6/ 8 2) 
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( 1) 

2200 - 1 1 - 2  
(2) 

Work i n g C ap i ta l  

Depa rtment  
P rogram 

Report s /Stud i es 

( 3)  (-4) ( 5) (6) 

ASAR 3 0 40 - 1  Se ptember 1 0  , 1 9 8 2  
Ap p e n d i  x C 

U SDA/OI RM-IMD ASSIST.ANT SECR ET.ARY FOR ADMINISTR.ATION F I L E/DI SPOSI T ION PL.AH 

DISPOSITION 

CL. ASSl 
F I C A T I O N  D ESCRIP TION AND 'ILIMG INSTRUCTIONS 
N UM B E R  

2200- 1 1 -3 

\ 

2200-12  

2200 - 1 3  

Fund  Cost  D i str i b ut i o n s  
U se for mat e r i a l  perta i n i ng t o  Work i ng 
C a p i t a l  Fund  cost  center ex pense 
d i s t r i b ut i on to user agenc i es of  
P r i nt i n g P l ant , a nd  Copi er  Serv i ce s , 
etc . 

F I LE by age ncy and subj ect . 

Centra l  i zed R e i mbursab l  e 
Cost D i  str i but i o n s  

U se for mater i al perta i n i ng to 

De partmenta l  central i zed costs  or 

ex pen ses m ade t h rough s pec i a l 

re i mbursab l e accounts  wh i c h are pro 

rated to t he agenc i es ,  e . g . ,  Off i ce 

of  Personne l  tra i n i ng program s and 

Hea l th S erv i ces . 


F I LE by agency and subj ect . 


U s e  fo r report s and st ud i es wh i c h 

pert a i n  to acco unt i ng o perat i ons . 


F I LE by agency a nd subj ect . 


P roj ect Contr.o l 

U s e  for memoranda  , re ports  , and 

other records document i ng a s s i gnment s , 

pro g re s s  and compl et i on of proj ect s .  


F I L E : C a se f i l e  al phabet i c al l y  by 
t i t l e of proj ect . 

A l!CORD Ol'l'ICE 

OPI & TO 

D IS POSITION I' .ARC 


\ C F  
Destroy 5 N / A  
yrs . aft er  
c l ose  o f  
FY . 

FAD 
Dest roy 5 N/A  
yrs . after 
cl  o se  of 
FY  . 

FAD 
Dest roy 5 N /.I\ 
yrs . after 
c l o s e  of 
FY  . 

Dest roy N/A  
1 yr . 
after  the 
yr . i n  
wh i ch t h e  
proj ect 
i s  c l o sed . 

DISPOSITION 
O FF IC E S  
OTH E R  

AUTHO RITY 

Dest roy 5 
yrs . after 
c l  o se  of  
FY . 

Dest roy 5 
yrs . after 
cl  o se  of 
F Y . 

De stroy 
5 yrs . 
after  
cl  ose  of 
FY . 

Destroy GR S - 1 6 - 7  
when no 
l onger  
needed . 

FO RM I M D- 1 8 ( 6/82) 

C - 40 



(2) 

P o l i cy 
und 111ate1i-a+-whi-ch

d.o.c1:Jffients the---4ffij3e,--t-a nt aspe€-t-s-e-f-t-he

p.i:.G-G-ed ure . 

-fey  +t.c.-i.r-i-to
r .e.n.q1-J..dm.j_ni.si.r:.a.t_,.j_v.e 
f-1:1-Aet i a r 1 s Al se  n cl u d - rOtJnd-
ma t er i al • 

CA..e--,...e.-vfl"7.YVYI 

3) (4) 

Sl:lbffiit 
F-115 . 

etro. 

 

.c;.... & d 

,  

2300  

2 300- 1  

ASAR 3040- 1 Septembe r 1 0 , l ?  
Append i x C 

U SDAIOI RM-IMD ASSIST.AMT SECR ETARY FOR ADMIMIST RATIOM F I L E/DI SPOSI TION P LAN 

DISPOSITION 

- · SSl 
TION 
B E R  

( 1) 

/ 

J 

c.; 00 - 1 - 1  

D ESCR I PTION AND l'IL ING INSTRUCTIONS 

TRAVE L  AND TRANSPORTATI ON 
U se for mater i a l of a general  
nature  wh i c h pert a i n s  to travel  and 
trans portat i on funct i ons , not 
covered e l  sewh e re i n  the fo l l owi n g  
categor i es .  

NOTE : Logs  a nd reg i sters of  
accountab i l i ty are to  be destroyed 1 
yr . a fter  ent r i e s  are c l eared . 

F I LE  by agency and s ubj ect . 

Tra ve l  
U se for mater i al of a general nat u re 
wh i c h pert a i n s  to  dome st i c  or fo re i g n 
travel . 

F I LE  by age ncy i n  c h rono l og i ca l  
sequence  or  a l phabet i c a l l y  i f  
a p p l  i c a b l e .  

and  P rocedure 
a .  

-9-e-p-a-ri:ment-a·l-po·l-i-e-y-a·nd· 
· 

NOTE : S ee 3000- 1 -2 for d i s pos i t i on 
of record copy of  De partmenta l  
d i rect i ves  . 

b .  U s e  for 

• 
__ . 

· 
..., cfl-)
 tt/(  

F I LE by ser i es  number or i n  
c h rono l o g i ca l  s equence . 

RICOR D  01' I' ICI! 

OPI &. 
D IS POSITION 

TO 
FARC 

OTH E R  
O F F ICES 

PPMD , FAD , 
PB&O a nd 
NFC  
Destroy 
wh en  2 
yrs . o l d .  

N /A  D e s t roy 
wh en  1 
yr . o l d .  

FAD , PPMD , 
& NFC  
Dest roy 
\vhen  2 
yrs . o l d .  

N /A  Destroy 
v1h en  1 
yr . o l d .  

FAD 

o 

N/ A 

N/A  

DISPOSITION 
AUTHO R I TY 

6) 

GRS-9 - 5 a  
& b 

GRS - 1 6 - l(t 

GRS - 1 6 - 1  A 

FO RM I M D - 1 8  ( 6/ 8 2) 

C - 4 1  




( 1) 
2 300- 1 - 2  

(2) 

Request  

Reports 

IA fl l' l  a 

( 3) (4) ( 5) (6) 

ASAR 3040- 1 September  1 0 ,  1 9 8 2
Appe n d i  x C 

USDA/OI RM-IMD ASSISTANT SECRETARY FOR ADMIMISTRATIOM F I L E/DI SPOSI TION PLAN 

CL.ASSl
F ICAT IO H  
H UMB E R  

.J 

2300- 1 - 3  

2 300- 1 - 4  

2 300- 1 - 5 

D ESCRIP TION AND "LING INSTRUCTIONS 

Externa l  or  Non-Ser i e s  I n struct i o n s  
U se for mater i al o f  a d i rect i ona l  
nat ure  wh i ch or i g i nates  out s i de USDA 
or wh i ch or i g i n ates wi t h i n  U SDA b ut 
i s  not part of  a fo rmal  De partmenta l  
d i rect i ve system .  I ncl udes comnents 
and other mater i a l  on pro posed and 
ex i s t i ng i n struct i ons . 

F I LE by o r i g i n ,  seri e s  number or i n  
c hro no l og i ca l  sequenc e .  

and  Authori zat i on s  
U s e  for co p i es o f  vouchers , 
memo randum cop i es of travel  request s ,  
tra v el aut hori zat i o ns , and a 1 1  
s u p po rt i n g papers . 

NOTE : D e s t roy unu sed t i c ket 
redempt i on fo rms , such as SF 1 17 0 , 
when no l o nger needed for 
adm i n i strat i ve use  ( GR S 9 -3c ) . 

F I LE c h ro n o l og i ca l l y  by agency.  

Re i mbu rseme n t s  
U se for records  perta i n i ng to 
re i mburs i ng . i nd i v i d ua l s ( e . g . , 
trav el o rders , per d i em vouchers , 
hotel  res e rv a t i o n s , and a l l 
s u pport i ng papers document i ng offi c i al 
trave l  by off i cers , em pl oyees , 
d e pe nd e nts or others a uthori  zed by 
l aw to tra v e l  ) .  

F I LE by age ncy a nd al phabe t i ca l l y  by 
empl oyee  . 

Use  fo r tra ve  1 reports  . 

F I LE by a g e ncy and s u bj ect i n  
chrono l o g i c a l  sequence . 

Ill 

OPI  &. 
D ISftOSITIOH 

Destroy 
\vhe n  S/ O .  

FAD & N F C  
& F I N  

Dest roy 
when 3 
yrs . o l d .  

F I N ,  FAD & 
NFC 
Dest roy 
when 3 
yrs . o l d .  

Dest roy 
when  3 
yrs . o l d .  

TO 
F.UC 

N/A  

N/A  

N/A 

N/A I 

OTH E R  

O F F IC ES 


Destroy 
whe n  S/ O .  

Destroy 
\'/he n  
funds  
are  
ob l  i 
gated . 

De s t roy 
'/hen 
fund s 
are 
ob 1 i 
gated . 

N/A  

DISPOSITl 
AUTHO R I T  

GRS - 9 - 3 a  
& 3b  

GRS-9-4a  
& 4b 

C - 4 2 



( 1) (2) 

Transpo rt at i on 

P o l i cy 
·Y-s e for b arl grcrand-m·a-te+-i .. a.1-wh 

nt of-oe-rra·rtmeA·t-a-1-

 
i s s u an cJsw-Aich pe+-ta-:i-H-

o routi ne agency aElm i n i s+ra+-i-v-e 
f-uncti ons . Al so-; cllTI!es-Da Rgro u no 
materia-t  

( 3) 

Submit, SF- l-t5 . 

D
_
e s.,tJ;oy _ 

efen {Sfe .  

 

(4) ( 5)  (6) -

. J . .., - ·  -

D ·troy/" ,,-Wh en '--3/0 . -c & d 

· 

.  

 

 

GG.c.ume.f.l-t-s--rne-iliij)O'rtcint-a·s-pect-s-0f - - -

ASAR 304 0 - 1 Se ptember  	1 0  , 1 9E2 
Append i  x C 

USOA/O I RM-IMD ASSISTANT St:.'".t ETARY FOR ADMINISTRATION F I L E/Dl :...-OSI TIOH PLAN 

DISPOSI TION 

lll!CORD O" ' IC E  CL ASSl 
\ T I O M  D ESCRIP TION AND FILING INSTRUCTIONS OPl l 	 TO OTH E R  DISPOSITION BER DISPOSITION F ARC O F F I C E S  AUTHORIT·Y 

2300 - 1 - 6  	 P roj ect  Contro l  
U s e  fo r memora nda , · reports a n d  ot her  Dest roy N/A  Dest roy GRS -1 6 - 7  
rec ord s  document i ng a s s i g nment , 1 yr . \vhen no

/ pro g re s s  and  compl et i on of proj ect s . after l onger  
t he yr . needed . 

F I LE :  C a se f i l e  al phabet i ca l l y  by i n  wh i c h 
t i t l e  of proj ect . 	 the  


proj ect 

i s  c l osed . 


2 300-2  FAD & NFC 
U s e  fo r mat e r i a l  of a genera l  nature Dest roy N/A Destroy GRS -9 - 5 a  
wh i ch perta i ns to  t he trans portat i on  when 2 1vhen 1 
of good s . yrs . o 1 d .  yr . o 1 d .  

F I L E  by agency i n  chronol og i c al 

sequence  . 


FAD s I o  
N/ A  GRS-1 6 - 11€:. 2300 - 2 - 1 and  P rocedu re 


• ..i-ct.i
a 


-
(Y ·

· 
t-Re-d.e.v-e-1-oprn e 
p.o..Licra.r.i.cLpr...0GeEl-1:H"'e . ve  

i mm9 
ed 

NOTE : S ee 3000- 1 - 2 for d i s po s i t i on 
 or 

of rec ord copy of Departmenta l  
d i rect i  ves  . . kl S_.)J-0\vn

o 

w i"l-lbe 
ta'Ke-n.--

b • U s e for . 	 N/A  GRS - 1 6 - l t>{  
t 

F I   se umber or i n  
c h rono l og i c al s eq uence . 

FO RM I M D - 1 8  ( 6/ 8 2) 

C - 4 3 



Appe n d i x 
USDA/O I RM-IMD 

( 1) (2) 

F re i ght  

D amaged S h i pments  

Reports  

( 3) (4) ( Sl  (6) 

CLASSI 

F ICATION 

H UMa E R  


2300 - 2 - 2  

2300 - 2 - 3  

\ 

2300 - 2 - 4  

) 
2 30 0 - 2 - 5  

') 

ASAR 3040- 1 September 1 0 , 1 9 8 2  

C 
ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

D I SPOSIT ION 

DESCRIPTION AND ll'ILING INSTRUCTIONS 

E xtern a l  or  Non- S er i e s  I nstruct i o n s  
U se for mater i al o f  a d i rect i ona l  
nat ure wh i c h ori g i nates  out s i de USDA 
or wh i ch or i g i n ates wi th i n  USDA b ut 
i s  not part of a fo rmal  De partmenta l  
d i rect i  ve system. I ncl  udes comments  
and  other mater i a l on pro po sed and  
e x i s t i ng i nstruct i on s . 

F I LE by or i g i n ,  ser i e s  number or i n  
c h rono l og i c al sequence . 

U se for  mate r i al perta i n i ng to  
movement  of  goods  by  gov ernment or  
c omnerc i al c arr i ers . May i ncl ude 
commerc i a l or government  b i l l s  of  
l ad i ng a nd other data wh i ch 
docume n t s  the tran sact i on .  

F I Lc by s u bj ect and control numb e r .  

L o s t  or
U se for  mater i al perta i n i ng to  t he 
sched u l e s  of v a l uab l es  s h i pped , 
corre s pondence , memoranda , 
and other record s rel at i ng to the  
adm i n i s t rat i on of t he Gov ernment 
Lo s se s  i n  Sh i-pment  Act , and any 
c l a i ms that  may ensue . 

F I LE chro no l og i ca l l y  by agency . 

Trans cortat i on Rates  
Use  fo r mater i a l  wh i c h perta i n s to  
carr i  er rates . 

F I LE  by carr i er .  

U se for trans portat i on report s ,  e . g . , 
s hort age  and demurrage , etc . 

F I LE by agency and subj ect i n  
c hronol og i c al  sequence . 

R !CORD Ol' F ICE 

OPI & TO 
DISl'OSITIOH FARC 

D e s t roy N/A  
\vhen  S/ O .  

NFC  , P D  , & 
P PMD 
Dest roy 
\·1hen 3 
yrs . o l  d .  

N/A  

P PMD 
Destroy 
1vh en  3 
yrs . o l d .  

N/ A 

P PMD & PD 
Dest roy 
·when S / 0 .  

N/A 

PPMD , NF C ,  
FAD 
Dest roy 
when 3 
yrs . o l d .  

N/A 

DI SPOSI Tlt..  _ 
O F F I C ES 
OTH E R  

AUTHO R I TY 

D e s t roy 
whe n  S/O .  

Dest roy GR S- 9 - 1  
\vhen  1 a & b 
yr . o l d .  

N/A GRS - 9 - 2  

N / A  

Dest roy 
1·1hen  1 
yr . o 1 d .  

FO RM I M 0 - 1 8  ( 61 8 2) 

C - 44 



A FIL E/l'-fposlTIOH 

(2) ( 3) ( 5) 

i 

16) 

' 

( ) 

Septembe r 	 10 , 1 9 82 A S A R  3940- 1- Ap pe n d 1  x C 

USDAIO I RM-IMD ASSISTANT .. _..:R ETARY FOR ADMIHISTRATIOH 	 P LAN 

' Cl.ASS! -
',T ION DESCRIPTION AND l'ILING INSTRUCTIONS 

B E R  

( 1) 
2300-2- 7  	 P roj ect Contro l  

U se for memor a nda , · re ports a nd ot her  
records docume n t i ng  a s s i g nment s ,  
progress  a nd comp l et i on of proj ect . J 
F I LE :  C a se  f i l e  al phabet i c al l y  by 

the  t i t l e o f  the  proj ect . 

D I SPOSI TION 

ll!COR D  Ol' f lC I!  

OPI & 

DISP'OSITIOH 


PPMD , FAD , 
NFC  
Dest roy 1 
yr . a fter 
the  yr . i n  
wh i ch t he 
proj ect  i s  
c l  o s ed . 

TO O TH E R  
FARC O F F I C E S  

N/A 	 Dest roy 
when no 
l onger  
n e ed ed . 

DISPOSITION 
AUTHORITY 

GRS- 1 6 - 7  

F O RM I M O - 1 8  ( 61 8 2) 

C - 45 



( 1) ( 2) 

Po l i cy 
.\:1-&e for backgretffid-m-at-eM-ai--wM-eh 

t'he-d-ev-e4-o prnen t crro rtmeTita4-p·o·1-;-cy 

{)..se for j s.s.u.e-11e-es-wfl-i·Gh-t:te·r-t-a-i-fl
to ro11tl ne agency admi ni stra-t+v-e--
..unc..Li..o.os • Al so i n cl u des back g-r_otm,d-17 . ]ko.R.. .t.-.__    FRG.ter     
-toJt  

F I LE by or i g i n ,  ser i e s umber  

3) 

SusFHit 
SF 115 .-

('4) ( 5  6) 

-e-& d 

  

2400 

- -

ASAR 3040- 1 Septembe r 1 0 , 1 9 8 2  
Appen d i  x C 

u so.VOI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

CLASS! -· 

F I CATIOH 

H UM B E R  


2400-1 

2400- 1 - 1  

, D ESCR I P TION AND FILING INSTRUCTIONS 

FEDERAL ASS I STANCE 
U se for mater i al of a general nat u re 
wh i ch pert a i n s  to the  rout i ne 
opera t i ons  a nd da i l y  act i v i t i es i n  
the  F edera l  as s i  s t a nce  program . 

F I L E  by a g ency . 

a nd P rocedure 
a .  
.Q.eettme-A-t5-tfte-i·mport-afrt-a·s-pe e-t-s-o f

e pa 

NOTE : S ee 3000 - 1 - 2  for d i s pos i t i o n 
of record copy of Departmenta l  
d i rect i ves  . 

b .  

f 

c h rono l og i ca l  sequence . 

Extern a l  or  Non- Ser i e s  I n s t ruct i ons  
U s e  for mater i a l of  a d i rect i on a l  
nature  wh i ch or i g i nates  out s i de USDA 
or wh i ch ofi g i n ates wi t h i n  USDA b ut 
i s  not part of  a fo rma 1 Departinenta  1 
d i rect i ve system .  I ncl udes conments  
and  other  mater i a l on pro po sed and  
ex i s t i ng i n struct i ons . 

F I L E  by o ri g i n ,  ser i es number or i n  
chrono l og i cal  sequence . 

OPI Ii 
D IS P'OSITIOH 

FM 
D e s troy 
when  2 
yrs . o l d .  

FM , NFC  

 �.fo 

D e s t roy 
'r'Jh en  S/ O .  

C - 46 

TO 
PARC 

N/A 

N/A 

N/ A 

N/A 

O TH E R  

O F F I C ES 


N / A  

D e s t roy 
wh en  S/ O .  

DISPOSITI 
AUTHOR I T 

GRS-3- l ? b  

GRS- 1 6 - ltr 

GRS - 1 6 - 1  ol 

FO RM I M O - 1 8  ( 6/82) 



3) (4) 

e---2---1 .. i cy 
e f:li=-backgroum:!-m·a-t-e-r+a-1-wf.l-i-d:i. -

2400·-2+ 

SF 1 1 5... 
t-l:le-de o .. QD.l .!lL.Qi.xD .. e,pa.r:tme.r:i.tal-:POl  a-A-6-7r-e-e-ed-tlre-;   s;o 

_)  -s-Wh-i-eh 
-te r ou-t-:i-fl-e-a.g-e.J:i-G.y-€i.<Jm-i-ni-strat 
...f 11s . A-l-s0-i 
mat   

( S  

· i t  

 

c & d-

 

 

Se ptembe r 1 0 , .. ,2 	 ASAR 3040 - 1  
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USDAIOI RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

D I SPOSI TION 

RI CORD Ol' l' IC I!  '\Sl 

" !O H  
 D ESCRIP TION AND l'ILI NG INSTRUCTIONS OPl l TO OTH E R  . S E R  D l5'10SITIOH PARC O F F I C ES 

N/A  

P o l  a nd P rocedure 	 FM
Y 01J ·-CL- a .  -i..t N/A  ·Q-e'S-t-r-G 'h 

d.oc.ume.r:lt-S--th.e--1.mpo.r-ta.f.l.t-e-s-pe E: ts- of - f e  
i-cy d i  rect_jye 

i · ued 
i mme-

NOTE : See 3000 - 1 - 2  for d i s po s i t i on d i ate l  
of rec ord copy of Departmenta l  
d i rect i v e s . i s  , ·oy

-no 

w  
t en . 

b .  	 U se for perta i-n D e s t roy N/A  D e s t roy 
i ve 1vh n  -5-/-G-.- w en-s.t-G-..nc..Lu d.@-.s-9-aG-k-g.r-o.u.r:id--rt;_)   b4, n± - -/A.JV . 

F I LE by or i i n ,  ser i es n umber or i n  

c h rono l og i Gal  seq uence . 


. Extern a l  or  Non- Ser i es I ns t ruct ons  
CJ. lfvr:; -c;u U se for mater i a l of  a d i rect i ona l  D e stroy N/  A De stroy 

nature  wh i c h ori g i nates  out s i de USDA wh e n  S/ O .  v-1h e n  S/ 0 .  
or wh i ch o r i g i na tes wi t h i n  USDA b ut 

j i s  not part  of a fo rmal  Departme n t a l  
d i rect i ve system .  I ncl udes comnents  
a nd  ot her  mater i a l  on  propo sed and 
ex i st i ng i n struct i o ns . 

F I LE by or i g i n ,  ser i es number or i n  

c h rono l og i c al sequence . 


DISPOSITION 
AUTHORITY 

,,GRS - 3 - 1 5  

GRS - 1 6 - 1  

;6z
Cc 

"// jJ'3 

GRS - 1 6 - l ol__ 

FO RM I M D - 1 8  ( 6/82) 

C - 4 7  
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i/ 
pro p.51·s al s 

jlroj 
c ai·es ,  

Clence , rec!rd s 
r: Cl 

st at u s  ti 
a l l oc a tlh on f Cl 
budget s . 

I 

2400-2-'Zf 

1 

Cooperat i ve Agreements  

(4) ( S  ,,- 6) 
/J 

<  

/  
nd ( 

ASAR 3 0 40 - 1 S e p tember  1 0 , 1 982 
Ap pe nd i  x C 

u so.VOIRM-IMD ASSISTANT SECRETAR Y  FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

CL..ASSl -
F I CATION 
N UM B E R  

! U  
2  

JY<m--J--{).. 
/ 

2400 - 3  

2400-4  

D ESCRIP TION AND l'ILING INSTRUCTIONS 

Grant  and  Coo 
U se for 
contract s  , 
cert  i f  i 
corres po 

a t i  ve  A reem  t s  C a se s  
or a pp l i c a't ' ons , 

ct  re ports / s udi  e s , 
a reements  mem rand , 

and ot h 
re l a t i  to rec i pt ,  v i ew ,  wa 
eva l u i on ,  a mo n i to i g of 
g ran  s ;  fund s , a 
pr ect  

L E : C ase  f i agency .  

Grant  and  
Contro l  s 

U s e  for mater i a l  pert a i n i ng to i ndex
e s , reg i s ters , l ogs  or ot her record s  
rel a t i n g  t o  control of as s i g n i ng 
n umbers of i dent i fy i ng proj ects , 
a pp l  i ca t i o n s  and  grant s . 

F I LE  by agency .  

S t ud i e  / R e  ort s  
U se f mater i  al rel 
l ega  e t ab l  i s ' ent 
a s s  s t a e pr gram . 

LE  by he  5 ubj ect 

study . 


P roj ect  Contro l  

U se for memoranda , reports and ot her 

rec ord s  doc ument i ng as s i  g nmen t s  , 

progress  a nd. compl et i on of proj ects . 


F I L E :  C a se f i l e  al phabet i ca l l y  by
t i t l e of proj ect .  

DISPOSITION 

ll!CORD OnlCE 

OPI &. DISPOSITIOh OTH E R  TO 
D IS .. OSITIOH .AUTHO RITY O F F I C ES l'ARC 

N/ GRs.tJ- 1 5  

FM 

Dest roy N/A N/A GR S - 3 - 1 6  
when S/ O .  

FM · 
Sub  i t  
SF - 1  5 .  

GRS - 1 6 - 7  
1 yr . 
D e s t roy Dest roy N/ 1\ 

1:1h en  no 
after  l o nger 
the  yr . needed . 
i n  vih i ch 
the 
proj ect  
i s  
c l  osed . 

FO RM I M D - 1 8  ( 6/ 8 2) 

C - 4 8  




( 1) (2} ( 3) (4) ( Sl -(6) 

Management 

! 

Sep tember 1 0 , 1 982 	 ASAR 3040- 1 
Append i  x C 

USO.VOi RM-IMD ASSISTANT fCRETARY FOR ADMINISTRATION F I L E/DI SPOSI TION P L AN 

DISPOSIT ION 

RICOR D  O, , IC E  CLASSI -
' T IOH DESCRIPTION .AND flLING I N STRUCTIONS OPI & 	 TO OTH E R  D ISPOSITION B E R  D l5 '0SIT IOH 'ARC 	 O F F I C ES .AUTHO RITY 

3000 	 RECORDS S YSTEMS AND PROGRAMS IMO  
U se for mater i al of a general nature D e s t roy N/A  D e s t roy 
wh i c h pert a i n s  to the overa l l paper- wh en  3 1vh e n  1 
work man agement program . yrs . o l d .  yr . o l d .  v 
F I LE by s ubj ect  i n  chronol og i cal  


s e quence . 


300 0 - 1  	 D i  rect i ves  I MO , ECR  
U se for mater i al of a general nature & NFC  
wh i c h pe rta i n s to offi c i a l l y  pub- Destroy N/A  Dest roy 
l i s h ed i n struct i ons , reg u l at i ons , v1hen  3 1vh en 1

v' 	 and proced ures  wh i c h reg u l ate and yrs . o l d .  yr . ol d .  

d i rect o perat i ons a nd performance . 


F I L E 	 by d i rect i ve number or subj ect . 

3000- 1 - 1  	 Dockets  ECR  & 
U s e  for mater i a l  1·Jh i c h  has  been  D I RE CTORS 
prepa red for p ub l  i c at i on i n  t he 
Federa l  Reg i s ter  and wh i ch pert a i n s  PERMANE NT N/A D i s po s e  /'IC/- / - 7 7-  

·./ 	 to t he org a n i z at i on al structure a nd O ffer to of 1vhen   3;;_  
I 

bas i c  po l i c i es of the De partment and NARS i n  mater i a l 
i ts agenc i es .  '/J.-  I er-- 5 yr . i s  p u b - ( ) 

b l  ocks  ..w-lw.v l i s h ed 
F I L E  by agency and doc k et number . i n  t he  

 	 F edera l  ICrJJ 
R e g i  ster . Ccio/.s/53 

F O RM I M 0 - 1 8  ( 61 8 2) 

C - 4 9  
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CL ASSI

F I C ATION 

H UMB E R  


3000 - 1 - 2  

fl> I Irrwl 1
r ,e 
For 

3000 - 1 - 3  

J 

3000 - 1 - 4  

J 

DESCRIP TION AND l'ILING INSTRUCTIONS 

wi t h i n  

Memos wh i c h 
NFC M a n u a l  s 
and the  D P M  

or  
no n - s er i es 
a p pro p r i  a 
v1h en  S/ • 
F I LE o r i g i n  a nd ser i es 

Extern a l  o r  Non-Ser i e s  I ns t ruct i on s  
U se for mater i al o f  a d i rec t i ona l  
nature  wh i c h or i g i nates  out s i de USDA 
or wh i ch o r i g i nates wi th i n  USDA b ut 
i s  n ot part o f  a forma l Departme n t a l  
d i rect i ve sys tem. I ncl udes comments  
a nd  other  mat er i a l o n  propo sed 
and ex i st i ng i n st ruc t i ons . 

F I LE by o r i g i n ,  ser i es  number or i n  
chrono l og i ca l  sequence . 

D i s tr i but i on , Ma i ntena nce and  

U s e  fo r at er i a l  perta i n i ng to the 
p r i nt i ng ,  d e l i v ery and storage of 
d i  rect i ve s . 

F I L E  by i s s u ance  number . 

DISPOSITION 

RICORD OP P' ICI!  

O I SPOSITI  
D ISPOSITION PARC O F F I C ES 

OPI Ii TO OTH E R  
AUTHORIT 

I MO 
Destroy N/A  D e s t roy 
wh en S/ O .  1vh en  S/ 0 .  

I MO 

Dest roy N/A Dest roy 
1vhen 1 1vhen  S /0 . 
yr . o l d .  
or 
1'lhen no 
l onger  
needed . 

FO RM I M 0 - 1 8  ( 6/82) 

C - 5 0  




departmental . I 
301>o -I -  Di  recti ves 

Use for d i  recti ves ori gi nated withi n 
USDA. 

a. !>Departmental Regulati ons (DR ' s) 
and Departmental Manuals (DM ' s) i n  
the 1 000 and 9000 classi f i cati on 
seri es.  A1 1  others can be destroyed 
when no longer needed.  1 "/'t"-' . 

b. Secretary ' s  Memorandum 
(SM ' s) and any Departmental di recti ves 
s i  gned by the Secretary. CA- l / 't'-

c. Departmental Noti ces (DN ' s), 
Adm i ni strati ve Regulati ons, and 
Internal Offi ce Noti ces. 

NOTE: IMO has the record copy of a1 1  
publi shed Departmental level di recti ves 
w ith the excepti on of Secretary ' s  
Memos wh i ch are mai ntai ned by ECR, 
NFC Manuals whi ch are mai ntai ned by NFC, 
and the DPM whi ch is mai ntai ned by OP. 
For WORKING PAPERS and BACKGROUND 
materi al ,  see Policy and Procedure 
under each category. F ile external or 
non-seri es i nstructi ons under the 
appropri ate subject and di spose of them 
when S/O. 

FILE by ser i es desi gnator, and classi 
f i cat i on code, and title. 

IMO 
PERMANENT. 
Off er to 
NARS i n
5 yrs. 
blocks 
when 
20 yrs. 
old. 

N/A 

ECR 
PERMANENT. N/A
Offer to 
NARS ·,n ..S-l.\""'  
when  ci.o 
yrs. old. 

IMO N/A
Destroy 
when no 
longer 
needed. 

Destroy GRS- 1 6-la 
when 
no 1 onger
needed. 

Destroy NCl -16-77-6 
when no Item 35
1 Olfllge r 
needed. 

Destroy GRS-16-lc 
when no 
longer 
needed. 

• c -so  




Manageme nt 

( 3) 

• 

(4) ( Sl  <6) 
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DISPOSITION 

R !CORD Ol' l' IC E  SSl-

NUM : O P I  I. TO OTH E R  DISPOSITION 
DISl'OSITIOH l'ARC O F F I C ES AUTHORITY 

t/' 

3000 - 2 - 1  

300 0 - 2 - 2  

F o rms . 

U se for gen era 1 mater i al perta i n i ng 

to  the  p l a n n i n g  and execut i on of 

p roced u res to s t a ndar i ze , des i gn ,  

const ruct , and  contro l  the use , 

numbe r i ng , a nd d i str i b ut i on of fo nns . 


F I LE i n  chrono l o g i ca l  sequence . 


Forms Master  F i l e  

U s e  fo r the  rec ord copy of  each 

fonn created by an agency w i th 

rel ated i n s t r uc t i o n s  and 

documentat i on s howi ng i ncept i on ,  

scope , and  purpose  of the fo rm . 


NOTE : Work i ng pa pers , bac k g round 

mate r i a l s ,  requ i s i t i on s , spec i f i c a  

t i on s , p roce s s i ng data , a nd control  

records are to be destroyed wh en 

rel ated fonn i s  d i scont i n ued , 

s u perseded , o r  cancel l ed .  ( GR S-1 6 -4b ) 


F I LE by agency and fonn number . 


Fu nct i on a l  F i l es 

U se for a c o l l ect i on of fonns , 

arran ged by funct i ona l  cl a s s i f i c a t i o n , 

u s ed to a s s i st i n  tak i ng fonns 

ma nagement act i o ns , s uch  as  dete r 

m i n i ng whet her new fonns s ho u l d  be 

dev e l  o ped and a pproved and whether 

ex i st i ng fo nns s hou l d  be conso l i dated 

or  rep l  aced by other form s .  

I ncl u d ed a re co p i es o f  each form 

u s ed wi t h i n the  area served by 

t he fo nns management off i ce . 


F I LE by funct i on a l  cl a s s i f i cat i o n . 


I MO & NFC 
D e s t roy 
whe n  3 
y rs . o l d .  

I MO 
Dest roy 
5 y rs . 
aft er  
re l  a ted 
f o nn i s  
d i  scon
t i n ued , 
s u per
seded , 
or  
c a nce l  l ed .  

IMO  
Dest roy 
\'/h e n  
rel  a ted 
fo rm i s  
d i  scon
t i  n ued , 
s u per
seded or 
cance l  l ed .  

N/ A 	 D e s t roy 
wh e n  3 
yrs . o 1 d .  

N/A  	 Dest roy 
when S/ O .  

N/  A 	 Dest roy 
wh en  S/O .  

GR S - 1 6-4a  


FO RM I MD - 1 8  ( 6/ 8 2) 

C - 5 1 




( 1) (2) 

Repo rt s  Management  

Ma n agement 
mater i al 

F i l i n g Sys t ems 

( 3) (4) ( S)  (6) 

iGR 

U SDAIOI RM-IMD 

A>AR 3040- 1 Se p te m b e r  1 0 ,  1 982 
Ap pe ndi x C 

CL ASSI 
F I CA T I O N  DESCRIPTION AND l' IL ING INSTRUCTIONS 

ASSISTANT SECRETARY FOR ADMINISTRATION F I L E/DI SPOSI TION P LAN 

D I SPOSITION 

Rl!COR D  O" ' I C E  

H UMB E R  OPI .. DISPOSITlu-. OTHERTO 
AUTHORIT·Y D ISP'OSITIOH FARC O F F I C ES 

3000- 3 

/ 

3000-4 

j 

3000 - 4 - 1  

j 

300 0 - 4 - 2  

J 

U s e  for mater i a l s rel a t i ng to  the  
reports ma n ag ement program . I nc l  ude s 
corres pondence and i ndex of current  
rec urr i n g  or s i t u at i on report s and  
a contro l  f i l e  of a l l pro posed , 
current l y requ i red , cancel l ed or 
s u perseded rec u rr i ng  or s i t uat i o n  
report s  . 

F I LE by repo rt number and t i t l e .  

F i  l es 
U s e  fo r 
wh i ch pert a i ns to 

of a 
t he 

general  
storage , 

nat ure 
re

tent i on , and d i s po s i t i on of record s . 

F I LE  by s u bj ect i n  c h ronol og i cal  
sequence  . 

U se for mater i al perta i n i ng to 
system s  and tec h n i ques  evol ved to 
ma i nt a i n  rec o rds for retr i eval  a nd 
sched u l ed d i s po s i t i o n .  I nc l udes 
SF ' s - 1 1 5 ,  1 35 , a nd 258 . 

F I LE  al  phabet i c a l l y  by agency . 

R ecords H o l d i ngs  
U s e  for  s t at i s t i ca l  re port s  of agency 
records ho l d j ngs  req u i red by the 
Genera l  Serv i ces  Adm i n i strat i on 
i nc l ud i ng feeder re ports  from a l l 
off i ces  and  data  on  the vol ume 
of records d i s po s ed of by destruct i on 
or  tran s fer . 

F I LE  by d ate of report . 

I MO 
D e s t roy N/A 
2 yrs . 
after 
re port 
i s  
d i  scon
t i n u ed . 

I MO & NFC 
Dest roy N/A 
v1hen  3 
yrs . o l d .  

I MO 
D e s t roy N/A 
wh en  
record s  
are 
de stroyed 
or whe n  
no l o ng
er needed . 

IMO 
Dest roy N/A 
\vhen  3 
yrs . o l d .  

D e s t roy 
whe n  1 
yr . o l d .  

Dest roy 
v1hen  1 
yr . o l d .  

D e s t roy 
\</h en  
record s  
are  
destroy
ed or 
when no 
l o nger  
needed . 

Dest roy 
1'/hen 1 
yr . o l d .  

GRS - 1 6 - 8  

GRS - 1 6 - 3  

S - 1 6 - 6 a.... ..,_ I:. 

FO RM I M D - 1 8  ( 6/ 8 2) 

C - 5 2  




( 1) ( 2) 

Management 

R ec e i pted 
mater i al 

I rregu l a r i t i es 

( 3) 
MRMD 

(4) ( Sl (cS) 

--/ --

September 1 r  1 9 82  ASAR 3040- 1 
Appen d i x  C 

USDAIOI RM-IMD ASSI STANT SECR ET.ARY FOR .ADMINISTRATION F I L E/DI SPOSI TION PLAN 

DISPOSITION 

,.., ASSl 
TIOH D ESCRI PTION AND "LING INSTRUCTIONS 
UR 

3000 - 5  	 Ma i l  
U se for mater i al  of a general  nat u re 
wh i c h perta i n s to management of ma i l  
a nd wh i ch does not f i t  e l sewhere i n/ 
t h i  s category .  

F I LE i n  chrono l o g i c a l  sequence . 

3000 - 5 - 1  a nd Routed Ma i l  
U s e  fo r perta i n i ng to the  
rec e i pt and  ro ut i ng of i ncom i ng a nd 
outgo i ng ma i l  hand l ed by the  Post a l  
S e rv i ce o r  t he USDA ma i l  and mes senger  

J serv i ce .  

a .  P o s t a l  Serv i ce 

b .  Ma i l  a nd me s s enger serv i ce 

F I LE al phabet i c a l l y  by agency 
and rece i pt number .  

3000 - 5 - 2  	 P o s t a l  
U s e  for mater i a l perta i n i ng to 
i rreg u l ar i t f s in t he hand l i ng of 
ma i l  , s uc h  a s  l a ss  or s hortages  of 
po s tage stam ps or mo ney orders , or 
l os s  or destruct i o n of ma i l  . 

F I LE by s u bj ect . 

3000 - 5 - 3  	 Pos taae and  Fees P a i d 
U se for mater i al perta i n i ng to 
off i c i a l pen a l ty ma i l  payment 
reports  . 

F I LE a l phabet i ca l l y  by agency . 

DISPOSITION 
O F F I C ES 
OTHE R 

AUTHORITY 

D e s t roy c; es ;o/02,a:.,. 
v1hen  2 
yrs . o l d .  

Destroy GR S- 1 2 - 5 a  
vihen  1 
yr . o l d .  

De s t roy GR S- 1 2 - 6 f  
vh en 6 

months  
o l d .  

Dest roy GRS - 1 2- 8  
6 months  
aft er  
c om p l e
t i o n  of  
i nv e st i  
gat i on .  

D e s t roy GRS - 1 2 - 7  
'.vh en  1 
yr . o l d .  

OPI l 

DISPOSITION 


D e s t roy 
\'/he n  2 
yrs . o l d .  

MRMD 
Destroy 
1-1hen 1 
yr . o l d .  

MRMD 
Destroy 
when 6 
mont hs  
o l d .  

MRMD 
Dest roy 3 
yrs . after 
comp l  et i on 
of i nv e s t i  
gat i o n .  

MRMD 
D e s t roy 
wh en 6 
yrs . o l d .  

TO 
l'ARC 

N/A  

N/A 

N/A 

N/A 

N/A . 

FO RM I M D - 1 8  ( 6/ 8 2) 

C - 5 3  




P roces s i ng/M i crofi l m  

S u rveys 

( 3) 

yrs . old . 

• 

( 4) ( 5) 76) 

 

ASAR 3040- 1 Se p tembe r 1 0 , 1 982 
Append i  x C 

U SD.VOI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PL.AM 

DISPOSITION 

RICORD Ol' l' IC E  CLASSI
F ICATION DESCRIPTION AND l'ILIMG INSTRUCTIONS OPI & 	 'TO OTH E R  DISPOSI TIO"' N UM B E R  DISPOSITION l'ARC O F F I C E S  AUTHO RITY 

( 1) 	 (2) 

.3000-6 	 Wo rd I MO GiRs 
U s e  for s u rv eys cdnd ucted to 	 D e s t roy N/A Dest roy /(,, /;y
ev a l uate va r i o u s  tec hno l o g i ca l  1,vh en  + wh en  2 

systems , t he i r  a p p l i c a t i ons  i n  yrs . o l d .  .
/ 	 R,y
i m prov i ng performance  a s  wel l as c_c 
fe a s i b i l i ty and cost i m pact . -M.5  	

7fa1/<?3 
F I LE i n  chrono l og i c a l  sequence . 

3000-7  	 Stud i es a nd I MO 

U s e  fo r fo rma l  re ports of Dest roy N /A Dest roy 

pa perwork stud i es a nd s u rveys when 3 when  2 

performed to i dent i fy and correct yrs . o l d .  yrs . o l d .  

pa perwork probl ems ; i m p rove pro

cedures , o perat i ng performance and 

effec t i venes s , and a i d  management . 
J 
F I LE a l phabet i c a l l y  by ag ency 


a nd s u bj ect . 


3000-8  	 Proj ect C o ntro l  

Us2  fe r memo randa , report s  and  other  Dest roy N/A  Dest roy GRS - 1 6 - 7  

records doc ument i ng a s s i g nments , 1 yr . \vhen  no 

prog re s s  and comp l et i on of proj ect s .  after l onger  


t he yr . needed . . .j F I LE :  C a se f i l e  al  p habet i c a l l y  by i n  wh i c h 
t i t l e of proj ect . 	 t h e  


proj ect 

i s  

c l  o s ed . 


FO RM I M D - 1 8  ( 6/ 8 2) 

C - 5 4  




{ 1) 

 

(2) ( 3) 

i cy 
·IJ.s.e- for backgroar1d mater4-ai--';11hT_,...,· '.:=-+h+---1.::.Sub111 i t  

d a c 11 me n t sJ. e-r-t-a-A-t-e.,s.pN:-t-s--0-f---- S F- 115 
the dev 0l opme.o.t-Q;f-Q.e.13a-r-t-men-t a-l-po J...   Jr 

G.MJL- £.  Ca) 
+s s-=-wn+eh- t-a·i-rr-to-

agency aElffi-i-A-i-s-tffrt-+v-e---
f u n ct i e 1 1 s A 1 s-e-i-n-c-1-tH:!·es-b·ackg-rotmd 

m i  
ser i es n umber 

w --y-J.-

, , 

( S) 

D 
a he  
d i re  js ed 

'o  

n 

t n.....L .J 

(6) 

GRS- 1 6 - 1  

SRS- 1 6 - lcl. 

 

3 100  

3 1 0 0 - 1  

 --ftJ 
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usoAIOI RM-IMD ASSIST AMT SEC R ET ARY FOR ADMIMISTRATIOM F I L E/DI SPOSI TION PLAN 

SSl 
ATION 

MUM8E R  

D ISPOSITION 

RICOR D  Ol'l'ICE 

OESCRIP TIOM AHO FILING IMSTRUCTIOMS OPI & TO OTH E R  D ISPOSITION 
DISPOS ITION FARC O F F IC ES AUTHO RITY 

(4) 

I NFORMAT I ON S YSTEMS , PROCESS I NG ,  O I RM 
AND PROGRAMS 

U s e  for mater i a l of a g enera l  nat ure  Des t roy N/A De st roy 
wh i ch pert a i ns to  the study , when  3 when  1 
se l ect i on , u s e , and  ma nagement contro l  yr s .  o l d .  yr . o l d .  
of ADP  a nd te l ecommun i ca t i ons  eq u i pment , 
operat i o n s , and  systems . A l so  i nc l ud es  
f i l es re l a t i ng  to mach i ne room 
opera t i o n s  a n d  to i n forma t i on  and data  
prod uced t h rough  ADP  and 
te l ecommun i c a t i o n s  operat i o n s  wh i c h 
a re not d e s c r i b ed el sewhere i n  t h i s 
category .  

F I LE i n  chro no l o g i ca l  sequence by 
p roj ect . 

P o l  and  P rocedu re O I RM 
a .  N/A

•
l i cy 

.a.ru:Lp.c.o.G.@-YR-.- . s/ 
NOTE : See 3000 - 1 - 2 for d i s pos i t i o n 
of  record c o py o f  De partme nta l  
d i rect i ves  . 

no  
ac 1 
wi l 


b .  u se 
r-e  

for Dest roy N/ A 
v1h en   

Dest roy 

-E-&-dy1h e n-5f8,-

 w • e.. · 

i nF I LE by o r i g i n ,  or 
c h rono l o g i ca l  seq uence . 

3 1 0 0 - 1 - 1  
 Extern a l  or  Non- Ser i es  I nstruct i o n s  
U se for mate r i al o f  a d i rec t i ona l  
nature  wh i ch o r i g i nates out s i de USDA 
or wh i ch or i g i n ates wi t h i n USDA b ut 
i s  not part of  a forma l  De partmenta l  
d i rect i  ve system. I ncl udes corrments  
and  other  mater i a l  on  pro posed and 
ex i st i ng i n struct i ons . 

F I LE by o r i g i n ,  s er i es n umber or i n  

Dest roy N / A  D e s t roy 
wh en S / O .  when  S/O .  

FORM I MD - 1 8  ( 6/ 8 2) 

C - 5 5 
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( 1) (2) 

Management Systems 
P l a n n i ng 

Long  R a nge 

B udget s ( A- 1 1 ) 

Age ncy 

' 

( 3)  ( <4) 

when 9-
.jl-l=S • old 
vl&:t°:r Pf  fMt Vlu v  

( S) 

-when 5 
yrs . o 1 d .  

(6) 

 


ASAR 30 40- 1 September  1 0  , 1 982 
Append i  x C 

USDAIOI RM-IMD ASSIST.ANT SECR ET.ARY FOR ADMINISTRATION F I L E/DI SPOSI TION PL.AH 

CL.ASSl
F ! CATION D ESCRIPTION AND FIL ING INSTRUCTIONS 
HUM B E R  

3 1 00 - 2  	 I nfo rmat i on and 

U s e  for  po l i c i es ,  procedures  o r  other  
g u i d a nce rel ated to i nformat i on 
ma n ageme nt and  systems p l a nn i ng .  

F I LE i n  c h rono l o g i cal  sequence . 

3 1 0 0 - 2 - 1  P l a n s  
U se for p l a n n i ng documents prov i ded 
by agenc i es ( other than  A- 1 1 ) .  

F I L E  by agency . 

3 1 0 0 - 2 - 2  	 ADP 
U se for a n n u al s u bm i s s i on of agency 
exh i b i t s and  narrat i ves  fo r ADP /  
te l ecorrrn u n i cat i ons  obl i g at i ons  a nd 
expend i t u res  . 

F I L E i n  chrono l o g i ca l  sequenc e .  

3 1 00- 2 -3 P roj ects  
Use  for ma ter i a l  perta i n i ng to spec i a l 
agency p roj ect s , s u ch as i n format i on 
req u i reme nts  s t ud i es and sys tem 
deve l opment p roj ects . 

F I L E by agency and proj ect name . 

3 1 00 - 2-4  	 I n forma t i on  S har i ng  
Use  for mat er i  a 1 perta i n i ng to proj ects 
and stud i es s u p port i ng data shar i ng , 
i n fo rmat i  o n  data  bases  , and syst em s .  

F I LE by agency and subj ect . 

OPI l 

D IS POSITION 


O I RM 

Dest roy 
\vhen  3 
yrs .  o l d .  

O I RM 
Dest roy 
\'/h en  5 
yrs . o 1 d .  

O I RM 
D e st roy 

• 

O I RM 
Dest roy 
1vhen%S 
yrs . o l d .  

O I RM 
Dest roy 
vihen S/0  . 

DISPOSI TION 

ll!COR D  O" ' ICI! 

DISPOSI TI 
Fl.RC O F F I C ES 
TO O TH E R  

AU THO R I \  

N/A  	 Dest roy 
when  no 
l o nger  
need ed . 

N/A  	 Dest roy 
\<th en  5 
yrs . o 1 d .  

N/ A 	 D e s t roy 

Z1[FP 


N/A 	 Dest roy 
when no 
l o nger  
needed . 

N/A 	 Dest roy 
1vhen no 
l o nger  
needed . 

FORM I M 0 - 1 8  ( 61 82)  
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( 1) (2) 
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DISPOSITION 

RICORD Ol' l' I C I!  SSl 
i i O H  DESCRIP TION .AND P:ILIMG INSTRUCTIONS 

.-\B E R  

Use  for  document s , · card s , or  magnet i c  
med i a  des i g n ated a s  "Master  f i l es " , 
" L i brary f i l es " , " record co py f i l es " 

wh i c h i nc l ude compl ete necess ary 
documenta t i on a nd i ns truct i on s  fo r 
operat i on of ADP systems , program s , 
a nd j obs . I nc l uded are user request s , 
a na l yt i c a l  reports , des i gn requ i re
ment s ,  feas i b i l i ty stud i es ,  system 
i n s t ruct i o n s , user g ui des  and man ua l s ,  
i n p ut , o ut put , and report s pec i fi 
cat i on s , standard operat i ng proced ures , 
b l ock d i agrams , f l ow chart s , cod i ng 
i n struct i o n s , test p l ans , reference 
to or co p i es a pp l i cab l e  software and 
reference mater i a l s ,  j ob i ns t ruct i o n s , 
a nd s i m i l ar or re l ated f i l es .  

F I LE by system name . 

'0- 3 - 1  	 ADP Test  F i l es 

Use  for mater i a l perta i n i ng to 

t he test i ng of ADP equ i pment 

and/ o r  data  proces s i n g  met hods 

and p roced u res and to the tr i a l 

a p p l  i c a t i o n  of ex i st i ng or 

propo sed data proces s i ng sys tems . 

I nc l  uded are . request s fo r test s  , 

a p p rov a l s or d i s a p prova l s ,  test 

report s , and commun i c at i o ns  

rel at i ng to the test . 


F I L E by sys em name . 

OPI & TO 
DIS l'OSITION PARC 

N/A 

N/A · 

OTH E R  

O F F IC E S  


N/A 

Dest roy 
\vhen 
2 yrs . 
o l d .  
or  on  
d i  scon
t i  n uance , 
wh i ch
ever  i s  
f i  r st .  

DISPOSITION 

AUTHO RITY 


FO RM I M D - 1 8  ( 6/82) 

C - 5 7  




( 1) ( 2) 

Acgu i s i to n  

Compu tat i on 

' 

( 3) ( 4) ( S}  (6) 
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CL. ASSl 

F I C T I O N  

N UM B E R  

3 1 00 - 4 - 1  

3 1 0 0 - 4 - 2  

D ESCRIPTION AND FILING INSTRUCTIONS 

R e s o u rce  
U se fo r mater i a l p·erta i n i ng to 
pl a n n i ng and  pre par i n g  for i n i t i a l 
ac q u i  s i t i on ( i ncl ud i ng se l  ect i on ,  
e v a l u a t i o n , proc ureme n t , and i n
s t a l  l at i on ) of ADP E , off i ce a utomat i on 
equ i pme nt ,  t e l ecommu n i cat i on 
e q u i pment , mu l t i p l e  e q u i pment whe n  
part of  a syst em , a ux i l i ary equ i pme n t , 
a nd att achments  for ex i st i ng 
e q u i pme nt ; a nd  AD P soft ware  and 
s e rv i ces . I nc l udes a p p l i cat i on  
s t u d i e s , system s pec i f i c at i o n s  and 
reports of t he i r  rev i ew ,  manufac
t urer ' s  propo s a l s and ev a l uat i on 
t hereof , documents rel at i ng to 
i n s t a l l at i on of equ i pme nt  or 
systems , report s  of read i ness  
rev i ews and  performance ev a l ua t i o n s , 
benchmark c omputat i on i n fo rmat i on 
out p ut s  , benchma rk account i ng 
i n fo rmat i on o u t p ut s , a nd rel ated 
pa pers  . 

F I LE by system or prod uct n ame . 

Benchmark Demo n s t rat i on 
U s e  for com p u t a t i on i nformat i on 
out p ut s  from ·wi n n i n g  vendors and 
v e ndors dec l  ared no nre s pon s i  ve d ue to 
be n c hmark performa nce .  

F I LE by v e ndor . 

Benchmark 
U s e  fo r i n forma t i o n  out put s 
l o s i ng v e ndors . 

F I LE by v e ndor . 

from 


DISPOSITION 

RICORD O l' l' I C I'!  

OPI I. TO OTH E R  
D IS POSIT IOH PARC O F F I C ES 

O I RM 
De stroy N/A Dest roy 
after 1 0  after 
yrs . 5 yrs . 


or 

d i  s con  

t i  n ua nc e , 

\ h i  c h  

ever  i s  

f i rst . 


O I RM 
D e s t roy Destroy 
1 yr . 

N/ A 
1 yr . 

after  after 
com pl et i on com
of per p l  et i on 
formance  of per
ev a l  ua t i o n .  fo rma nce  

ev al  ua
t i o n . 

O I RM 
Dest roy Destroy 
1 yr . 

N/A  
1 yr . 

aft er  after 
accept acc e pt 
ance  of  a n c e  of  
system . sys tem . 

OISPOSITI 
AUTHO R !'\  , 

F O RM I M 0 - 1 8  ( 6/82) 
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>51 -
. T ION 

M\JM B E R  

( 1) 

3 100-4-3  

3 10 0 - 4 - 4  

? 1  '.J0 - 5  

3 1 00 - 5 - 1  

DESCRIPTION AND FILING INSTRUCTIONS 

Techn i c a l  F i l es 
U s e  for age ncy requests for tech n i ca l  
a pprova l  t o  acqu i re or  ut i l i ze ADP 
resources . I nc l udes corres pondence 
and other docume nt s rel ated t o  t h e  · 
requ e st . 

F I LE by a g e ncy .  

Fea s i b i l i ty Study F i l es 
U se for mat er i a l  pert a i n i ng to  t h e  
st udy of  s pec i f i c  funct i o na l  areas  
w i t h i n  3 1 00 c l a s s i fi cat i on .  I nc l udes  
system a nd data  req u i reme nt s , 
a l ternat i v es , be nefi t s ,  cost data , 
and other  re l  ated docume nt s .  

F I LE by sy stem n ame . 

Resou rce  U t i  l i  za t i on 
Docume n t s  cont a i n i ng management 
data on c 0 st s ,  equ i pme nt , staff
i ng ,  work l oad capac i t i es ,  and 
overa l l effect i v eness  of ADP and 
te l ecoITTTiu n i cat i ons  operat i on s  and 
docume n t s  used  to eva l  uate rental  , 
p urch ase , o perat i on a nd ma i ntenance 
cost s .  I n c l ud e s  report s ,  bri efs , 
and  s i m i l ar or re l ated documents . 

F I LE by cat egory ( eq u i pme nt , staff , 
etc . )  . 

Resource  I n ventory F i l es 
U s e  for doc ume nt s re l ated to 
i nformat i o n resource i nventori es 
i nc l u d i ng  AOP E , offi ce automat i on 
equ i pme nt , t e l ecommun i ca t i o n s  
equ i pment , computer softwa re and 
re l ated forms and  s u p pl i es .  

F I LE by category ( equ i pment , 
softwa re , forms , etc . )  

D I SPOSITION 

RICOR D  O l' "CI 

OPI • 
D IS POSITION 

ATSD 
Dest roy 
5 yrs . 
after 
rece i  pt . 

O I RM 
Dest roy 
whe n  3 
yrs . o l d .  

O I RM 
Dest roy 
'.'Jh e n  1 5  
yrs . o l d .  

O I RM 
Dest roy 
wh en  5 
yrs . o l d  
o r  wh en  
no l anger  
needed 
wh i chever  
i s  sooner . 

DISPOSITION 
l'ARC O FF I C ES 
TO OTH E R  

AUTHORIT-Y 

N/A  	 Dest roy 

\'/h e n  2 

yrs . o l d .  


N / A  	 Destroy 

\'lh e n  2 

yrs . o l d .  


\ h e n  Dest roy 
5 \'/h en  2 
y rs . yrs . o 1 d .  
o l d .  

N/A  	 Dest roy 

\'/h e n  3 

yrs . o l d 

or 1,'ih e n  

no  l on g er 

needed 

wh i chever  

i s  

sooner . 
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( 1) (2) 
System Capab i l i t i es 

O pe rat i on s  

( 3)  

NAR  
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3 1 00-6  

N/i\ 

ASAR 3040- 1 Septe ber 1 0 , 1 9 82 
Appe n di x C 

IJSO.VOI RM-IMD ASSISTANT SECR ETARY FOR ADMIN I ST RATION F I L E/DI SPOSI TION P LAN 

CLASSI 

F ICATION 

HUM B E R  


3 1 0 0 - 5 - 2  

DESCRIPTION AND "LING INSTRUCTIONS 

I nformat i on 
U se for mater i al perta i n i ng to 
s pec i fi c  i n fo rmat i o n  system 
c a p ab i l i t i es ,  i ncl ud i ng gra ph i cs 
d i s pl ay ,  data  management systems and  
ot h er s pec i a l i z ed 
h ardware . 

software or  

F I LE by system or prod uct name . 

ADP 
Doc uments , magnet i c  med i a ,  and 
p u nched c a rd s , ma i nt a i ned by ADP 
act i v i t i es i n  prov i d i ng serv i ces  to 
other e l ements  w i t h i n  t he area s er
v i c ed .  The s e  f i l es are used pr i ma r i l y  
i n  prepa r i ng  a nd contro l l i ng rec urr i ng  
and one- t i me tab u l at i o n s , re port s , 
mach i ne r u n s , b r i efs , pr i nt- o uts , a nd 
s i m i l ar doc uments  requ i red by ot her 
e l eme nts in perfo rm i ng the i r  funct i ons  
and m i s s i o n s . I n c l uded i n  the ADP 
act i v i ty f i l es are scratch tapes , test 
ta pes , raw data  i n put tapes , ana l og 
magnet i c  t a pes , work i ng tapes , ( i n put 
and out put ) ,  t ransact i on tapes , con
t i nuous  u pdate t a pes , s urrmary data  
t a pes  , pr i nt t a pes  , refo nned data 
t a pe s ,  s ec u r i ty tapes , removabl e med i a  
random acc e s s  dev i ces ; master  tapes ; 
d i s k s , d i sk pac ks , drums , a nd data 
cel l s  cont a i n i ng s i m i l ar data ; ma st e r , 
deta i l  , a nd s umnary punched card s ; 
mac h i ne l i st i n g s  thereo f ; and co p i e s  
of t ab u l a t i on s , mach i ne runs , and 
pr i n t -outs  used for veri fi cat i o n 
p u r po s es . 

a .  Magnet i c  med i a ,  cards , report s 
a nd p r i nt- o ut s , de s i g nated as  
rec ord copy materi a l  . 

D I SPOSITION 

ll!COR D  Ofl fllC E  

OPl l DISPOSITIO.,, OTH E R  TO 
D ISPOSITION AUTHOR ITY O F F I C ES flARC 

O I RM 
D e s t roy D e s t roy 
1 yr . 1 yr . 
a fter  a fter  
d i scon d i  scon
t i n u a nce . t i n u a nce . 

0 RM & 
N N/A 
PE  A NT 
Off  to 

upo  
co  p l  
t " on o 

rfo r 
nee . 

F O RM I M 0 - 1 8  ( 6/8 2) 
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.. .i lOM 

( 1) (2) 

P roces s i ng Reg i ster  

I 
I 

( 3) 

N(C 

an l1 

• 

d um p i r , 
1 1  

S/0 . 

( 4) ( ) (6) 
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D ISPOSITION 

Sl 
r . _  
HUMBE R  

3 1 0 0 - 6 -

D ESCRIP TION I.ND l'ILING INSTRUCTIONS 

b .  Mag net i c  med i a  and cards 
wh i ch become ob stil ete a s  a res u l t 
of updat i n g , d ump i ng , and trans
ferred data . 

c .  Trans ac t i on cards a nd l i st i ng s . 

d .  R em a i n i ng f i l es 

F I LE by agency/ area serv i ced and 
s ub j ect i f  app l i cab l e .  

Data  and 
S c hedu l e  F i  l es 

U s e  fo r mat er i a l perta i n i ng to 
reco rds  of  a p p roved j ob s  refl ect i ng 
j ob numbers., request i ng offi ce , 
j ob descr i pt i on ,  data recei ved , a nd 
date d ue .  Al so , documents  re
f l ect i ng av a i l abl e mac h i ne and 
pe rsonne l  t i me ,  j ob requ i rements , 
pr i o r i t i e s , a nd t i me- phas i ng 
i n format i o ri o n  i nd i v i d ua l  approved 
j obs . I ncl u d ed are reg i sters , 
schedu l es ,  and d i rect l y  rel ated 
document s  . 

F I LE by system and/ or j ob name . 

Rl!CORD Ol' l' ICE 

OTH E R  
O FF I C ES 

DISPOSITION 
AUTHORITY 

OP . .  
DISPOSITION 

TO 
PARC 

0 RM  & 
D e  t roy 
or  l 
o n  m
p l et on  
of u p  
d a t i  n 

or  t r  s 
ferr i g 

0 I R1 & N C 
Des  roy 
af r 6 
mo t h s  
or \vhen  

N/A 

N/A 

N /A  

N/A 

RM & NFC  
e s  t roy 

<1hen S/ 0 .  

O I RM & NFC  

Dest roy 
1 yr . 
aft e r  
c om
p l  et i o n 
of 
rel  ated 
j ob or 
on  
d i  scon
t i  n uance , 
\'lh i ch 
ever  i s  
f i  rst . 

N/A  

N/A  

N/A 

N/A  

FO RM I M D - 1 8  ( &/ 8 2) 
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DISPOSITION 

CLASSI 
F I C A T IO N 
NUM B E R  

3 1 00 -7 


3 1 00 - 7 - 1  

3 1 0 0 - 7 - 2  

D E SCRIPTIOM AND FILING INSTRUCTIONS 

Mach i ne- Readab l e Records 
U se for ro u t i ne adm i n i strat i ve record s  
wh i c h a r e  n o t  requ i red for GAO a ud i t  
a nd do not s e rve as record copy o f  
i n fo rmat i o n .  ( D i s po se o f  record copy 
i n  accord a nce  w i th i nstruc t i ons 
a p p l i cab l e to hard copy . GRS - 20 , part 
1 ,  i tern 28 ) . 

F I LE i n  c hrono l  o g i ca l  sequence . 

Te l  ecommu n i c at i o n s  
U se fo r mater i a l o f  a genera l  nature  
\'lh i ch perta i ns to te l ecorrm u n i cat i on 
equ i pment  request s .  

NOTE : For  te l e phone serv i ces , s ee 
1 60 0 - 2 - 1 .  

F I L E  by agency and subj ect . 

U se for  rec o rd s  wh i c h perta i n  to 
i n s t a l l at i on ,  cha nge , removal and 
serv i c i ng of equ i pment .  

F I L E  by agency and subj ect . 

U s e  for records of ag reeme nts  wi t h  
back g ro und ata o f  GSA ' s a pproval  . 

F I L E by ag ency and su bj ect . 

OPI &. 
DISPOSITION 

NFC  & O I RM 
D i  s pose  
of  a s  
reference 
mater i a l  . 

O&TD 
Dest roy 
1vhen  3 
yrs . o l d .  

O&TD 
Dest roy 
1 yr . 
after 
a ud i t  or 
v1hen  3 
yrs . o l d ,  
wh i c he v er 
i s  soo ner . 

O&TD 
Des t roy 2 
yrs . after 
ex p i  ra t i o n 
or  can
ce 1 1 at i on 
o f  
ag reement . 

lll!CORD 01' I' ICE 

TO 
FARC 

N / A  

N /A  

N/A · 

N/A  

OTH E R  
O F F IC ES 

Des  pose  
of a s  
reference 
mat e r i a l  . 

Dest roy 
wh en 1 
yr . o l d .  

De st roy 

wnen 1 

yr . o 1 d .  


De s t roy 
2 yrs . 
aft er  
ex p i  r
at i on 
or  can
ce 1 1 at i on 
of 
ag ree
ment . 

DISPOSITtt..  
AUTHO RITY 

GRS - 20 
part 1 
I t em 2 9  

GRS - 1 2  
2b  

GR S- 1 2  
2e  

FO RM I M D - 1 8  ( &/82) 
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SI
ION 

• · -"' B E R  

< 1  no- 1 0  

DESCRIPTION AND F IL ING INSTRUCTIONS 

ADP 
U s e  fo r mater i a l wh i ch pert a i n s  to 
s ec u r i ty adm i n i strat i o n .  I nc l udes 
rev i ews , st ud i es , and pl a n s . 

F I LE by s u bj ect , agency and i n  
chrono l o g i c a l  sequence . 

F I LE  by agency and s ubj ect . 


P roj ect Contro l  

U s e  fo r memoranda  , reports a nd  ot her 

records  docume n t i ng a s s i gnments , 

progre s s  and compl et i on  of  proj ect s .  


F I LE :  C a se f i l e  a l phabet i c a l l y  by 
t i t l e  or proj ect . 

DISPOSITION 

RICORD Ol' l' ICE 

O P! & TO OTH E R  
DISPOSITION l'ARC O F F IC ES 

Dest roy N/A  Dest roy 
\vhen 2 
yrs . o l  d .  

when 1 
yr . o 1 d .  

O I RM 
Destroy N/A Dest roy 
3 yrs . 3 yrs . 
after after 
com p  l e- com p l  e -
t i  o n  o r  t i  o n  or  
1vhen when 
amended amended 
wh i c hever wh i chever  
i s  s oo ne r . i s  

sooner . 

Dest roy 
l yr . 

N/A  Dest roy 
when no 

after l onger  
t he yr . needed . 
i n  1vh i c h  
the  
p roj ect  
i s  c l  o s ed . 

D I SPOSITION 
AUTHORITY 

GR S - 1 8 - 2  

GRS- 1 6 - 7  


F O RM I MD - 1 8  ( 6/ 8 2) 

C - 6 3  




( 1) (2) 

Po l i cy 
f o r b a -r-0.u-Ad-ma..te.r-1..aJ Jhj-c.b

dec l::IID 9 n ts t he--=i"ffijJBt"-t-a-nt-a-s-pect-s--of-t-he
d-ev-e+e-pment e f 8e-p-a-rtme-rrta4---po+i-cy

 i-:Ra.d (a-) .€s-wh+eh-pert·crtn o 
Jm.:ifli-stratiVe 

f--t.ttTC-ti-e-n-r.-A"l-so-i-m:4-ud-e-s-D""'a..,..ctrk g,.....r""'o u nd-
"ah  

m -61 1  
o r i g i n ,  

(3) 

=5ul:ir+ii t 

( S) (6) 

f), A+,. • •  '  s/o 8estr  R S - 1 6 - lct 
 ,· s · ,.. : -

o · me-
d i ate l ' 

  
" 1  ...,, v .  

t: f w,,, -  - v T"-

t;RS - 1 6 - lo{ 
c & d 

3200  

3200-1  

a -e<:  -  
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Cl.1.SSl 
F I C A  TIOM 
NUM B E R  

3200- i - l  


·, D ESCRIPTION AND l'ILING INSTRUCTIONS 

ACCESS  TO I NFORMAT I ON 
U s e  for mater i al of a general  
nature wh i c h perta i ns to the  
d i s s em i n at i on of i nformat i on a nd 
i s  not  descr i bed be l ow. 

F I LE by s u bj ect and i n  
chrono l o g i c a l  sequence . 

and  P rocedure 
a • l:J-s-e 

NOTE : See 3000- 1 - 2  for d i s pos i t i on 
of record copy of Departmenta l  
d i rect i  v es . 

fl/b .  U s e  for 

F I L E by ser i es  number  or i n  
c h ro no l og i ca l  sequence . 

Externa l or  Non-Ser i es  I n struct i o n s  
U se for mater i al o f  a d i rect i ona l  
n a t ure wh i c h or i g i nates outs i d e USDA 
or wh i ch or i g i n ates wi t h i n  U SDA b ut 
i s  not  part of  a fo rmal  Depa rtmenta l  
d i rec t i ve system .  I ncl udes comments 
a nd other  mater i a l  on  pro pos ed and 
ex i st i ng i ns truct i ons . 

F I LE  by or i g i n ,  ser i es number or i n  
c h ro no l og i ca l  sequence . 

DISPOSI TION 

RICORD 01' I' ICI! 

OPI & TO OTH E R  DISPOSITI  
DIS POSITION l'ARC O F F ICES  l.UTHO RIT 

(4) 
O I RM 

Dest roy N/A Dest roy 

whe n  2 wh en  1 

yrs . o l d . yr . o 1 d .  

or  or 

sooner  sooner 

if  no  i f  no  

l onger  l o nger 

needed . needed . 


OGPA 

N/A 


/o 

N/  A Destroy 
,wh en  

Dest roy N/ A Destroy 
i,·1h en  S/ O .  'i'/h en  S/0 .  

F O RM I MD - 1 8  ( 6/ 8 2) 
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( 1) (2) 

P r i vacy Requests  

P r i vacy 

( F O I A )  
Reque s t s  

' 

( 3)  

,LI 

N/ P 

N/Jl 

( 5)  ( 6) 
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DISPOSITION 

RICOR D  O l' l' IC !  

DESCRIPTION AMO l'ILIMG INSTRU CTIONS O P I  • DISPOSITION TO OTH E R  
DISPOSITION AUTHORIT·Y l'ARC O F F IC ES 

("') 

- 3 200 - 2  Act  Granted O I RM 
U se for  mater i al perta i n i ng to  De stroy N/ D e s t roy GRS - 1 4 -
granted  requ e s t s  from i nd i v i d ual s to  2 yrs .  1 yr . 2 5a  ( 1 ) 
g a i n access  to t h e i r rec ords or to  after afterI any i n format i o n i n  t he  record s date  of  date  of  
pert a i n i ng to t hem , as prov i ded for repl y .  rep l y .  
under 5 U . S . C .  552a ( d ) ( 1 ) .  

F I LE i n  c h ro n o l og i c al seque nce . 

3200- 2 - 1  Act D e n i a l s  O I RM 

U se for mater i al  perta i n i ng to den i ed O est  roy 
 D e s t roy GRS - 1 4 -
acc e s s  and act i o n not appeal ed . 5 yrs . 1 yr . 2 5  ( 3 ) ( a ) 

after a fter  
NOTE : T he off i c i al f i l e  co p i es date of  d a te of/ 
of req uested P . A .  rec ords are to be  rep l y .  rep l y .  
d i s po s ed of i n  accordance wi th  
a p proved agency d i s po s i  t i on 
i n struc t i ons  for the rel ated 
record s  or wi t h  the rel ated 
requests , wh i c hever i s  l ater 
( GR S  14- 2 5 b ) . Ap pe a l  ed cases  
become the record of OGC .  

F I LE i n  chro no l og i ca l  sequenc e .  

3 200-3  F reedom o f  I nfo rmat i on Act O I RM 

G ranted 


U s e  fo r mater i a l perta i n i ng t o  Dest roy 
 Dest roy GRS - 1 4-I granted requests  for i n format i on under  2 yrs . 1 yr . 1 6a  ( 1 ) 
the  Freedom of I nformat i on Act .  after  after 

date  date 
F I LE i n  c h ro n o l o g i cal seque nce . of of 

rep l  y .  repl y .  

F O RM I M D - 1 8  ( 6/ 8 2) 
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( 1) (2) 
( F O I A ) 

,Q C Ill • •  -

( 3) (4) (Sl (6 

ASSISTANT SECR ETARY FOR ADMIN I ST RATION F I L E/DISPOSI TION PL.AH 

ASAR 3040- 1 

Ap pen d i  x C 


USDAIOI RM-IMD 

CL ASSI 

F I CATION 
 D ESCRIPTION AND l'ILING INSTRUCTIONS . NUMBE R  

3200 - 3 - 1  	 F re edom of I nforma t i on  Act 
De n i a l  s 

U s e  for mate r i a l  perta i n i ng to den i ed 
acces s a nd act i on not a ppeal ed . 

NOTE : The  o ff i c i al f i l e  co p i es J 	 of  requested FO I A  record s are to 

be d i s pos ed of i n  accord a nce w i t h  

a pproved agency d i s po s i t i o n 

i n s truct i on s  for t he re l ated 

records or  wi t h  the re l ated 

request , wh i c hever i s  l ater . 

( GR S 14- 1 6 b ) . Appe a l  ed cases  

b ecome the rec o rd of OGC .  


F I LE i n  chrono l og i ca l  sequence . 

3 200-4 	 Acc e s s  to C l a s s i f i ed Documents  

Use  for  mater i a l  pert a i n i ng to 

requests  a nd a u t hor i  zat i on for 

i nd i v i d u a l  s to  have access  to 
.J c l a s s i f i ed 	 f i l es .  

F I LE by s ubj ect . 

3 200-5  	 Proj ect Contro l  
U s e  for memoranda  , reports a nd ot her 
records document i ng a s s i g nment s ,  
progress  a nd c omp l e t i on of proj ects . 

F I LE :  C a se f i l e  al phabet i c a l l y  by 
t i t l e of proj ect . 

A 

OPl l 
DIS POSITION 

Dest roy 
5 yrs . 
aft e r  
d ate  o f  
repl y .  

Dest roy 
2 yrs . 
aft e r  
a ut hor
i za t i on  
ex p i  res . 

D e s t roy 
1 yr . 
after  
the  yr . 
i n  wh i ch 
the  
p roj ect 
i s  c l o sed . 

Sep tembe r  


DISPOSI TION 

TO OTH E R  
l'ARC O F F IC ES 

N/A De st roy 
1 yr . 
aft e r  
d a t e  o f  
rep l y .  

Dest roy 
1 yr . 
aft e r  
d a t e  of  
repl y .  

N /  A 	 D e s t roy 
whe n  no 
l o nger  
needed . 

_1 0 , 1 982 

DISPOSI TI 
AUTHORITY 

GRS - 1 4 - /tPct. 
) {J.)l  

GRS - 1 8 - 7  

GRS- 1 6 - 7  

FO RM I M D - 1 8  ( 6/82) 

C - 6 6  




• ... PA 1u11:e:k -

!!: 1t1a::e:i=t 

( 3) 

nee 

l ate < t 
se parat i on ,  

( 4) ( 5) (6) (2) 

Se p tembe r 1 0 , l 8 2  	 ASAR  3040- 1 
Appen d i x C 

USDAiO I RM-IMD ASSISTANT SECR ETARY FOR ADMIN ISTRATION F I L E/DI SPOSITION PLAH 

DISPOSITION 

AICOR D  OP l' ICI! r 'S l -
•10N D ESCRIPTION AHO f'IL IHG I H STRUCTIOHS OPl l TO OTH E R  DISPOSITION 
U R  D ISPOSITIOH l'ARC O FF IC ES AUTHO RITY 

( 1) 

4000 EMPLOYMENT OP 

U s e  for mater i al ·pert a i n i ng to t h e  
genera l  admi n i st rat i on a n d  operat i o n 

r/ 	 of personne1 f u nct i ans , i nc 1 ud i ng  
co l l ege  program s , sel ect i ve pl acement , 
a nd s p ec i al programs , exam i nat i o ns a nd 
and pa i d  recu i tment , etc . 

F I LE  by a g ency and name . 

Off i c i a l Personne l  F i l e  
a Doc uments p l aced 
on  t he r i g h t  s i de of the  fo l der  
canst  i tute  t he record 
of an  empl  oyee ' s  status  and

/ 	 serv i ce and t ravel w i th  an 
em pl oyee t h rou ghout h i  s Federal 
ca reer . The  documents and the i  r 
order of f i  l i  ng are prescr i  bed by 
F PM 2 9 3- 3 1  . 

Dest roy N/A  Dest roy GRS - 1 - 3  
when  3 wh en  1 
y rs . o 1 d .  y r .  o 1 d .  

OP 
30  days N/ A SEE  NOTE GRS- 1 - l b  
after  ( 2 ) 
s e para
t i on from 
Gov  ' t , 
t ran sfer  
to  Nat ' l  
Personne l  
R ecords  
Center  for  
destruc
t i on  7 5  
y rs . after 
b i  rth  date 
o r  6 0  y rs . 
after 
date of  
ear l  i est  
document 
i n  fo l de r  
i f  b i  rth 
date  
cannot  be 
asc ert a. i , 
or  5 yrs . 
after 

11h i  chever  
i s  l ater . 

FO RM ! M D - 1 8  ( 6/82) 

C - 6 7  




( 3) (4) ( 5}  
N/A 

16) 

p 
z 

( 2) 

ASAR 3040- ] 	 Se ptember  1 0 , 1 982  
Appendi  x 	C 

USDAIO I RM-IMD ASSISTANT SECRETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAH 

CLASSI 
F I C A T I O N  D ESCR I P TION AND f' IL ING INSTRUCTIONS 
H UM B E R  

( 1) 

b .  Tem po r a ry - Doc uments  pl  aced 
on  the l eft h a nd ·s i de of the  

v' 	 fo l de r  const i tute  the tem po rary 
rec o rds  of a n  emp l oyee . The 
doc ume n t s  and  the i r  o rder of 
f i l  i ng are prescr i bed by FPM 
293- 3 1  . 

c .  A l  l l etters  of repri mand , 
c aut i on ,  wa rn i ng ,  and/or  
admon i s hment . 

J 

d .  S e rv i c es R ecord Card ( SF -7 ) 

NOTE : For  s u perv i sors ' personne l  
f i l es \'li t h  mater i a l  perta i n i ng t o  
a ut hor i zat f o n s , pend i ng ac t i ons , 
request  fo r act i o ns and reco rds  
on  i n d i v i d u a 1 em  p 1 o ye es d u p  l i c ate d 
i n  or not  a ppropr i ate  fo r the.J 	 o ff i c i al person nel fol der , rev i ew 
a n n u a l l y  and  destroy s uperseded 
or  ob so l ete documents , or destroy 
a l l doc ume n t s  rel at i ng to an  
i nd i v i d ual  emp l oyee 1 yr . after 
separat i o n or tra nsfer . ( GRS- l - 1 8a ) 
( F I LE by n a t u re of act i on and 
not by em pl oyee ' s  n ame . ) 

DISPOSITION 

RI CORD O" 'IC! 

OPI I. TO OTH E R  D ISPOSITIOt-. 
D ISPOSITION PARC O F F I C !S AUTHORITY 

Dest roy SEE NOTE GRS - 1 - 1 0  

u pon  

se para-
t i on or  

t r a n s fer  

of 

emp l  oyee  

or  vhen 

1 yr . 

o l d ,  

wh i ch-
ever  i s  

sooner . 


OP 

M i n i mum N/ A 

of  1 yr . 

( u n l  e s s  

dec i ded 

unwarrant-
ed ) , or  

unt i l  

empl oyee 

transfers 

or 

se parates  , 

\vh i c hever 

occurs  

fi rst . 


OP 

Destroy N / A  GRS- l - 2b  

3 yrs . 

after  

se para t i on 

o r  tran s -
fer of 

em pl oyee . 


FO RM I M O - 1 8  ( 6/82) 
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4000- 1 

ASAR 3040- 1 Septembe r 1 0 , 1 982  
Appendi  x C 

U SDAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

.SSl 
F 1 CATIOM 

M UM 8 E R  

4000- 1 - 1  

J 

DISPOSITION 

DESCRIPTION AND l'ILIMG I N STRUCTIONS OPt l TO OTHE R  DISPOSITION 
D ISl'OSITIOH l'ARC O F F I C ES AUTHORIT·Y 

Po l i cy and  P rocedure 	 OP 
a .  	 When  Dest roy GRS- 1 6 - 1  

5 whe n  S/O . 
· -!Jffi";  yrs . 

o l d .  

b .  U s e  for 	 N/A  GRS- 1 6 -  
t-fte 

NOTE : 

of record copy of De partmenta l  

d i rect i ves  not  publ i s hed i n  the DPM . 


-

to  agency adm i n i strat i ve wM-R--£f-G.-- _c_&_d_ 

f unG-t+ttti-s-.-A-l-s-o1ncluaes-ba-ct-grmJ n d 


a • 
F I LE by o r i g i n ,  seri e s  number or  i n  


c h rono i og i  ca l  sequence . 


Externa l  o r  Non-Seri es  I n struct i o n s  

U s e for of a Dest roy N/A Dest roy 

nature  wh i ch or i g i nates out s i de USDA v1h en  S/ O .  •11h en  S/ O .  

or  wh i ch or i g i nates wi t h i n USDA b ut 

i s  not part of  a fo rma l  Departme nt a l  

d i rect i ve sys tem . I nc l udes comments 

and  other  materi a l  o n  propo sed and  

ex i st i ng i n struct i ons . 


F I LE by o r i g i n ,  seri e s  n umber or  i n  

c h rono l og i ca l  sequence . 


F O RM I M 0 - 1 8  ( 6/ 8 2) 
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( 1) 

• 

( 3) ( 5) 

Se ptember 1 0 , 1 982 

4000 -2  

ASAR 3040- 1 

Append i x  C 

USDA/O I RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

CL ASSI 

F I CATION 


HUMB E R  

J 

4000- 2 - 1  

J 

4000 - 2 - 2  

DESCRIPTION AND FILING INSTRUCTIONS 

(2) 
Recru i tmen t , S e l ect i on and  

P l  acement 
U s e  fo r mater i a l  of a g eneral  nat ure  
wh i ch pert a i ns to  rec r u i tment effort s 
and  j ob offers to poten t i a l empl oye e s . 

F I LE c h ro n o l o g i ca l l y .  

Recru i tmen t  
U s e  for mater i al wh i ch perta i ns to 
rec ru i tment  effort s .  I nc l udes l etters  
of thanks to  u n i vers i t i es and ot her 
rec ru i tmen t  so urces for the i r 
cooperat i on or l etters adv i s i ng 
un i v e r s i t i es , etc . ,  of  sel ect i on s  due  
to rec r u i tment  effort s .  

F I LE chrono l o g i ca l l y  by agency and 
o rg an i zat i on , etc . 

Se l  ect i on 
U se for mater i al wh i ch perta i ns to 
em pl oyment  offers and acceptance  or  
rej ect i on of t hose offers . ( D e s troy 
acc e pted offers i mmed i atel y GR S- l -4 a ) 

Dec l  i n ed offe rs 

a .  	 Name s rec e i v ed from cert i f i c ate  
of e l i g i b l es .  

b .  	 Tem porary or excepted appo i ntments 

c .  	 A 1 1  others 

D ISPOSIT ION 

R!CORD Ol' l' IC! 

OPI & DISPOSITION TO OTH E R  
D ISPOSITION AUTHORIT.Y O F F IC ES l'ARC 

(6)(4) 
OP  

Dest roy N/A  Dest roy GRS- 1 - 3  
-1hen  3 whe n  3 
yrs .  o l d .  yr s .  o l d .  

OP 
D e s t roy N/A  
when  3 
yrs . o l d .  

N/ A 

OP  

Return  N/A  Dest roy GRS- l -4b  

to  OPM  
 i mme ( 1 ) 

1-1i t h  repl y 
 d i  ate l y .  
a nd 
a p p l  i 
ca t i on .  

F i l e  N/A  D e s t roy GRS - l -4b  

per  
 ( 2 )  

FPM 


i mme
d i ate l y .  

3 3 3 , A- 4 .  

D e s t roy N/  A D e s t roy GRS - l -4b 

i mme 
 i mme ( 3 ) 

d i  ate l y .  
 d i atel y .  

FO RM I M D - 1 8  ( 6/ 8 2) 
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---- --,.----------------------------------------------------- """""!' ..... ------------------01  SPO SIT IO M 

( 1) (2) 
Compet i t i ve 

• 

( 3) ( 4) ( 5) (6) 

Reports  

P r i o r i ty 

dti€l te do·.m 
g i::.ad i ng a.- a11 ado11iiri st1 at - 1:., ·ht · 

v or wh en 
F I L E by pos i t i on a nd , 

,.\:ge111 j 111pr j t 
p·roFAot i en 

Sep tember 1 0  , 1 9 8 2  	 ASAR 3040- 1 
Appendi  x C 

U SO.\/OI RM-IMD 	 ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

A!COR D  Ol' P IC E  .. s1 -
F I C AT IO N DESCRIPTIOM AMO l'ILIMG INSTRUCTION S  OPI & TON UM B E R  

D IS POSITION F.UC 

400 0 - 2 - 3  P l aceme nt OP 
U se for SF - 1 7 l ' s ,· res umes , pos i t i on Dest roy N/A 
announcement s ,  and app l i c a nt rat i n g s  upo n 
a nd a ny o t h er mater i a l  wh i ch doc uments  rec e i pt 
com pet i t i ve appo i ntmen t  proc ed ures  as  of  OPM I req u i red by OPM .  i n s pec

t i o n  
F I LE  by agency and annou ncement report 

n umbe r .  	 o r  wh en 2 
yrs . o l d  
wh i chever  
i s  ear l i er 
prov i d i ng 
t he re
qu i reme nts  
of FPM , 
C h a pter  
3 3 3 , Sec
t i o n  A-4 
are 
ob s erved . 

4000-2-4  OP 
U s e  fo r stat i st i ca l  report s wh i c h  Dest roy N /A 
pert a i n  to recr u i tment , se l ect i on a nd when 2 

v pl aceme n t . 	 yr s . o 1 d .  

F I L E by s u bj ect . 

4000 - 3  Cons i dera t i on  OP 
U se for mater i a l wh i ch perta i ns to Dest roy N/ A 
pr i o r i ty cons i derat i o n  wh en 2· 

yrs . o l d  

name . 	 a depart 
menta l  
P ersonne l  
Management  
E v al uat i on 
rev i ew h a s  
been 
conducted . 

OTH E R  DI SPOSITION 
O F F IC ES AUTHORITY 

N/A GRS - 1 - 1 5  

Dest roy GR S- 1 - 1 6  
when 2 
yr s . o 1 d .  

D e s t roy 
when  2 
yrs . o l d .   

FO RM I M D - 1 8 ( 6/8 2) 
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( 1) (2) 
P r i o r i ty 

il'l tt.:ie GP-�. 

E l i g i b l es 

Reempi oyment  Agreements  

• 

( 3) 

pos i t i on . 

( SJ /6) 

l  
n

>1/J0 J1n . J!r) ·-v fl r:trrv 

)'f3 .  ol d !   
(A  

(4) 

ASAR 3040- 1 , Se ptember  10 , 1 9 82 
Appe n d i x C 

USDAIOI RM-IMD .ASSI ST.ANT SECR ET.ARY FOR .ADMINISTRATION F I L E/DI SPOSI T ION PLAN 


DISPOSITION 


lll!CORD OP'l' ICI! CLASSI 
F I CATION DESCRIPTION AND l'ILIHG INSTRUCTIONS OTH E R  DISPOSITIOt. OPI l TOUM B E R  DIS POSITIOH O FF I C ES AUTHO RITY FARC 

4000 - 3 - 1  P l acements OP 
U se for mater i al wh i ch perta i ns to t he De stroy N/ A 
oy 


../ 

4000-4 

J 

400 0 - 5  

4000 -6  

./ 

4000-7  

j 

repromot i on of  downgraded empl oye e s . 


F I LE  
'417I 

   

I n terv i e\vs 
U s e  fo r mater i a l  perta i n i ng to 
i n terv i ews w i t h  emp l oyees . 

F I L E  by ag ency a nd a l phabet i c a l l y  by 
em pl  oye e . 

C e rt i fi cates  o f  
U s e  fo r mate r i a l  pert a i n i ng to 
cert i f i cates  of e l i g i b l es .  
I nc l udes the  reasons  fo r pas s i ng 
over a preference e l i g i b l e  a nd 
se l  ect i  ng  a non preference 
e l  i g i b l e .  

F I LE by age ncy and announcement 
or pos i t i on n umber . 

U se for mater i al wh i ch perta i ns 
to reem pl  oyme nt agreeme nts between  
em p l oyees a nd USDA . 

F I LE by age ncy and emp l oyee name . 

Reduc t i o n - i n- F o rce 
U se  fo r corres pondence wh i ch pert a i n s  
to not i ce o f  red uct i on - i n- force a nd 
no nd i s c i p l i n a ry remova l s . 

F I LE i n  OP F .  

aft er 
emp l oyee 
has been  
promoted 
o r  
dee l i n e s  
a 

OP  
Dest roy 6 
mont h s  
after 
t ra n s fer 
or sep
arat i on of  
emp l  oyee . 

OP 
Dest roy 
when 2 
yrs . o l d .  

OP  
De stroy 
1 yr . 
after 
term i n at i on 
of agree
me nt . 

OP  
Destroy 
v1hen-S

N/A 

N/A  

N/ A 

N/A 

emp l oyee 
h a s  been  
promoted 
or  
d e c l  i ne s  
a 
po s i t i on .  

Dest roy GRS - 1 - 8  
i mme
d i ate l y .  

N/A  GRS - 1 - 5  

De stroy 
1 y r . 
after 
term i 
nat i on 
of  
agree
men t .  

Dest roy 
1vhen  1 
yr . o 1 d .  
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( 3) 

aud i t e< 

(S}  

or  

(6) 
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4000-8  

.) 

4000-9  

4000 - 9 - 1  

DESCRIP TION >.MD l' IL I MG INSTRUCTIONS 

Personne l  Act i ons  

U s e  for  not i f i cat i on of personnel  

act i o n s , e . g . , wi t h i n• grade i ncrea s e s , 

restored l ea v e , promot i ons , etc . ,  
- o+  vW O pp, 

• 

Pay o r  f i  sea 1 copy 

F I LE by soc i a l s ec u r i ty number and 

i n  c h rono l og i ca l  sequence . 


Pos i t i on C l a s s i f i c at i on , Pay , and 
A l  l owa nce  


U s e  for  mater i a l  of a genera l nature  

wh i ch pert a ns  to  pos i t i on 

c l a s s i f i cat i -0 n , pay , and a l l owa nc e s  

wh i ch does n o t  f i t  e l sewhere i n  t h i s 

category .  


F I L E by s ubj ect i n  chrono l og i ca l  

sequence . 
 _ 

Po s i t i o n C l a s s i f i c at i on s  

U s e  for mater i a l  wh i ch substant i at e s  

el i g i b i l i ty a nd c l a s s i fy i ng o f  j ob s  

by occ u pat i on ,  ser i es , c l a ss , and 

grades . 


F I LE  by pos i t i on number .  

DISPOSI TION 

RICOR D  Ol' l' IC! 

OTH E R  
O F F IC E S  

DISPOSITION 
>.UTHORIT.Y 

OPI & TO 
D ISl'OSIT IOH l'ARC 

OP 

(") 

De s t roy N/A  
v1hen 2 
yrs . o l d .  

NFC  
De s t roy N / A  
v1h en 
re l  ated 
pay 
reco rd s  
a re 
by GAO o r  
when 3 
yrs . o l  d ,  
\vh i c hever  
i s  soone r .  

O P  & NFC  

De s troy 
when 3 
yrs . o l  d .  

N/A  

Dest roy 
when 1 
yr . o l d .  

N/A  

Des troy 
wh en 1 
yr . o l  d .  

G R S- l - 14a  

GR S- 2 - l l a  

OP & NFC  
Dest roy 
5 yrs . 
aft e r  
po s i t i o n 
i s  abo l  i s h 
ed o r  
d e s c r i  p t  i 
i s  s u per
seded . 

N/A  Dest roy 
when 
pos i t i on 
i s  
abol  i s hed 
or 
desc r i p
t i on 
s u per
seded . 

GRS - l - 7 a  
( 2 )  ( a )  

FO RM I MD - 1 8 ( 6/ 8 2) 
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( 1) (2) 
I n spect i on s , S urveys 

Str i ps 
( S F- 70 ) 

Empl oyee 

( 3) ( 4) ( 5) (6) 

1 

ASAR 3040 - J. 	 ' Sep tembe r 1 0  , 1 9 8 2\ 
Ap pe nd i  x C 

U SDA/OI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION P LAN 

DISPOSI TION 

lll!CORD O, , ICI! CL. ASSl 
F I C A T I O H  DESCRIPTION AND l'ILI NG INSTRUCTIONS 
HUM B E R  

4000- 9 - 2  A ud i ts , and  
U se for mater i a l  perta i n i ng to 
perso n n e l  ma n a g ement i n s pect i ons  
and s urveys , desk  and other 
po s i t i o n  aud i ts , and eval uat i o ns .  

F I LE by agency and s ubj ect . 

4000 - 9 - 3  	 Pos i t i on I de nt i f i cat i on 

Use  for mater i a l  wh i c h prov i des  
s umnary d ata on  each  pos i t i on 
occ u p i ed .  

F I LE c h ro n o l og i c a l l y  by agency . j 

4000 - 1 0  Bene f i ts  
U s e  fo r mater i a l  of a genera l 
nat ure wh i ch perta i ns to i ns urance , 
ann u i t i es and com pensat i on and 
ot her em p l oyee benf i t s . 

NOTE : For  i nj ury compe n s at i on ,  see 
4400 - 2 .  

F I LE by s ubject  i n  chronol og i ca l  
s eq ue nc e .  

4000- 1 0 - 1  	 I n s u ra nce  
U s e  for mate r i a l  pert a i n i ng to 
i n s urance  deduc t i ons . I nc l udes co p i es 
of vouc hers a nd sched u l  es of payment . 

F I LE by agency , s ubj ect , and soc i a l 
s ec u r i ty numb er .  

OPI lo 
D IS POSITION 

OP 
Dest roy 
when  S/ O .  

OP  

Dest roy 
1vhen 
po s i t i on 
i s  
c a nc e l  l ed 
or new 
s t r i p i s  
prepa red . 

OP 
Dest ray 
1vhen  3 
yrs . o l d .  

OP & NFC  
Destroy 
1vh en  3 
yrs . o l d . 

TO 
FARC 

N/ A 

N/A  

N /A 

N/A 

OTH E R  

O F F I C ES 


Dest roy 
whe n  S/ O .  

N/A  

Dest roy 
1vhen  1 
yr . o l d .  

D e stroy 
1'/he n  1 
yr . o l d .  

DISPOSITI  
AUTHOR I T  

GRS - 1 -7 c  
( 2 ) 

GRS - 1 - 1 1  

GRS - 2 - 2 2  

C - 74  




Annu i ty 

Repo rt s  

H i story 

( 3) ( ST (6) 

RS - 2 - 2 l b  

11RS - 2 - 1 7 b  

RS - 2 - 9 

Empl oyee R espo n s i b i l i t i es 
1RS- l -28  

( 1) (2) 

September 1 0  ' 1982  	 ASAR 3040- 1 
Appe nd i x C 

USDA/OI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

DISPOSITION 

Rl!CORD 01' l'ICI! iSl 
r JON D ESCRIP TION AMD FILING IMSTRUCTIOHS OPl l TO OTH E R  DISPOSITION 

DIS,OSITIOH FARC O FF I C E S  
,-., .,111\B E R  

AUTHORITY 

( 4) 
A000 - 1 0- 2  E s t i mates  OP 

U se for  mater i al perta i n i ng to De st roy N/  A Destroy 
a n nu i ty est i mates , and other wh en  1 wh en  1 
records  u s ed to a s s i st ret i r i ng yr . o l d .  yr . o l d .  
empl oye e s  or  surv i vors c l a i m  

./ 	 i n s ura nce or ret i rement benef i t s . 

( An nu i ty deduct i on records are fi l ed 

i n  t he OP F .  See 4000 for 

d i  s po s i  t i o n  • ) 

F I LE by agency and a l phabet i c a l l y  

by emp l oyee . 


4000- 1 0 - 3  OP 
U se for re ports wh i ch perta i ns to De stroy N/ A Destroy 
i ns ur a nce , a n nu i t i es ,  compensat i on , i'/h en 3 1'/h en  3 
a nd ot her emp l oyee benefi ts . yrs . o l d . yrs . o l d .  v 

F I LE by agency and subj ect . 

Attendance  a nd Leave OP & NFC  
U s e  fo r genera l  mater i a l rel a t i ng  Dest roy N/A  Dest roy 
to d uty hours , a ut ho ri zed ab sence , 1'/hen 1 1·1hen  1 
and u s e  of l eave . I nc l udes yr . o l d .  yr . o l d .  
a n n ua l  , s i c k ,  m i l i tary l ea ve , 
l eave  wi t ho ut pay , hol i days , absence/ for j ury d uty , etc . 

NOTE : See 220 0 - 5 - 1  for T&A f i l es .  

F I LE by a gency a nd subj ect . 

4000- 1 1 - 1  	 Leave  NFC 
U s e  for mater i al wh i ch pert a i  ns to  Dest roy N/ A Dest roy 
l ea v e  b a l ances , e . g .  l eave  ba l ance wh en  3 3 mo nths  
u pon s e parat i on ,  restored l ea ve , yrs . o l d .  after 
l eave  wi thout pay , m i l i t ary l eave , end of 
a nn ua l  l ea ve c e i l i ng ,  and l eave  t he 

aud i t s , etc . 
 per i od 

covered . 
F I LE by a gency a nd soc i al s ec u r i ty 

n umber . 

4000- 1 2  a nd Conduct OP 
U se for mater i a l perta i n i ng to Dest roy N/A Destroy 
cod e s  of  eth i c s  a nd  standards of  v-1hen  S/ 0 .  wh en  .S/ 0 . 
cond u ct . 

F I LE i n  c hrono l og i ca l  sequence . 
FO RM I M D - 1 8  ( 6/82) 

C- 7 5 




• 

( 1) (2) ( 3) ( 5/ (6) 

R eQorts 

 

ASSISTANT SECR ETARY FOR ADMIN I ST RATION F I L E/DI SPOSI TION PLAN 

ASAR 3040- 1 September  1 0 , 1 982 
Append i  x C 

U SDAIOI RM-IMD 

DISPOSI TION 

CLASSI-	 ll!CORD Ol' P IC !  
F I C A T I O N  D ESCRIP TION AND FILING INSTRUCTIONS D ISPOSITI 

D IS POSITION FARC O F F ICES  
H UM B E R  	 OPI l TO OTH E R  

AUTHORl'l  , 

(..;) 

4000 - 1 3  	 OP .U se for stat i s t i cal  reports  rel at i ng Destroy N/A  Destroy GRS- 1 - 1 6  
to  USDA person nel  programs and wh en  2 \vhe n  2 
funct i ons  and manpower management and yrs . o l d .  yrs . o l d .  \ eva l  u at i on .  

F I L E  by agency and subj ect report . 

4000- 14 	 P roj ect Control  OP  
-u se  for memoranda , reports and other Destroy N/A  Dest roy GRS- 1 6 - 7  
records  docume n t i ng a s s i g nments , 1 yr . when no 
progres s and compl et i on of proj ects . after  l onger  

t he yr . need ed . 
 F I L E : Case  f i l e  al phabet i ca l l y  by  i n  1vh i ch  

t i t l e 	 of proj ect . proj ect 

i s  c l osed . 


FO RM I M D - 1 8  ( 6/ 8 2) 
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( I) ( 2) ( 3) ( 5) 

l:lse for QepartFRental pol i cy-and 
13-ro c ed u 1 e wh i ch i s pa bTtstre"'<.li11---rtre-�

·PERMANENT. 

 

 
 

n.Y-E?---:  
 s/o 

blTla-ec*"k EH§ r,,,.e3+,l:l ·1;-ei4-a-1-\vh-i·e-h· Su bFH it 
oocuFAent s the i FRpor-t-a-A-t-a·s"j7ee-t·s-e-f-tr.ie.- -sf - 11 5:' 
-9-e.vel opment of.......t-A€-Q·l2M-e·r-- o-tb e.L_ 
D-&JEJ d  / :u_ 

NOTE : 
vsee30oo:r:2for d i s pos i t i on  

-1:. -h'- .-  VI,,<.../  

e .  Use for =i-s-s-tta-nees-wh+eh-pert·a·i-  
ro ne-a-g-e·n-cy-admi·rrtrtrat-;w--

i ans . Al so back grouQ.9 

es nuFHqer or-i-A
.c.br.Qnolo.g-:-e-a-1-sequence . 

(6) 

GR S - 1 6 - lct 

 ,  

4 1 00 

4 1 0 0 - 1  

September 1 0  9 8 2  ASAR  3040 - 1  
Append i  x C 

U SOAIO I RM-IMO ASSISTANT SECRETARY FOR ADMIMIST RATIOM F I L E/DI SPOSI TIOM P L AM 

DISPOSIT ION 

- ·  SSl
TIOH 
B E R  

DESCR I P TION AND l' IL IMG INSTRUCTIONS 

EMPLOYEE DEVE LOPMENT , PERFORMANCE 
AND UT I L I ZAT I ON 

U se  for mater i a l  of a general  n ature 
wh i ch pert a i ns to the devel opment 
of empl oyee s  t h rough t ra i n i ng ,  j ob 
e n r i chment , U pward Mob i l i ty ,  a nd 
Execu t i ve Deve l opme nt Programs . 
Al so i nc l udes performance eva l uat i on  
and awa rds . 

F I LE by agency and s ubj ect . 

P o l  i cy and  P rocedure  
a .  

-BP-M-;-  

b • Use  for 

_ 

of record copy of  Depa rtme nt a l  
d i rect i v es not pub l i s hed i n  the DPM . 

f u i ncl  udes 

mat  e·ri-a-1 • 

F  

ll!COR D  OP "C! 

OPI  l TO OTH E R  DISPOSITION 
D ISPOSITION FARC O F F I C ES AUTHO RI TY 

OP  

Dest roy N/A De st roy 

when 3 
 1vhe n  3 
yr s .  o l d . yr s .  o l d .  

OP  
De st roy 
when S/ O .  

FO RM I M 0 - 1 8  ( 6/82) 

C- 7 7  




( 1) (2) 

Tra i n i ng 

rel at i n  

( 2 ) ) .  

Tra i n i ng 

A v a i l a b i l i ty Part i c i pat i on 

( 3) (4) ( 5) <6) 

4 1 0 0 - 2  

ASAR 3040- 1 September 1 0  , 1 9 82  

Appendi x C 
U SDA/O I RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION P L.AH 

DISPOSITION 

CL.ASSl

F I CATIOH 

H UM B E R  


4 1 00- 1 - 1  

) 

4 1 0 0 - 2 - 1  

./ 

4 1 0 0 - 2 - 2  

DESCRIP TION AHD "LIMG IMSTRUCTIOHS 

Extern a l  o r  N o n- Ser i e s  I nstruct i on s  
U se for mater i al o f  a d i rect i ona l  
n at ure wh i c h or i g i nates  out s i de USDA 
or wh i ch o r i g i n ates w i t h i n  USDA b ut 
i s  not part  of  a fo rma l  Depa rtmen t a l  
d i rect i ve system.  I ncl udes corrments 
and ot her  mater i a l  on  pro posed and 
ex i s t i ng i n struct i ons . 

F I LE by o r i g i n ,  ser i e s  n umber or i n  
ch rono l og i ca l  seq uence . 

Corres po ndence , memoranda , agreements , 
author i z a t i o n s , report s , requ i reme nts  
rev i ews , p l a n s , a nd obj ect i v es 
to the est a b l i s hment and operati o n  of 
t ra i n i ng courses and conferences . 
( De s troy back ground and work i ng 
pa pers wh e n  3 yrs . o l d  ( GRS - l - 30b  

F I LE by s u bj ect i n  ch ro nol og i ca l  
sequence  . 

A i ds 
Tra i n i ng a i d s  devel oped by USDA . 

F I LE by s u bj ect i n  chronol og i ca l  
sequence  . 

and  
U se for mater i al wh i ch perta i ns to 
av a i l ab i l i ty of t r a i n i n g and emp l oyee 
p a rt i c i pat i on . 

B ack gro u nd a nd work i ng pa pers . 
Dest roy wh en  3 yrs . o l d ( GRS  l - 30b  
( 2 ) ) • 
NOTE : The rec ord of sat i  sfactory 
course  com p l et i on i s  k e pt i n  t he OP F .  

F I LE by agency , course subj ect , or 
al phabet i c a l l y  as  a p p l i cab l e .  

lllCORD Ol' f !C !  

OPl l TO 
D IS PIOSITIOH FARC 

D estroy N/A  
wh en  S/ 0 .  

OP 
Destroy N/ A 
\vhe n  5 
yrs . o l d  
o r  5 yrs . 
a fter 
compl  et i o n 
of a 
s pec i fi c  
tra i n i ng 
program . 

N/A  

OP 
D e s t roy N/A  
v1h en  5 
yrs . or 
1vhen  S/ 0 
1vh i c hever 
i s  sooner . 

OTH E R  

O FF IC ES 


D e s t roy 
wh en  S/ O .  

D e s t roy 
wh e n  1 
yr . o l d .  

N /A  

D e s t roy 
1·1h e n  1 
yr . o l d .  

DISPOSITll 
AUTHORll . 

GRS - l - 30b  
( 1 )  

GRS - l - 30a  
( 1 )  

GRS - l - 30c  

FO RM I M D - 1 8  ( 6/ 8 2) 
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S uggest i o n s  

F I L I 

Externa l  Av1ards 
External 

3) 6) ( 1) (2) 

-
ASAR 3040- 1 S eptembe r  1 0  ' 1 9 8 2  
Appen d i  x C 

USDAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DISPOSI T ION P LAN 

DISPOSIT ION 

RICOR D  O"'IC! SSl -
r- · -ATIOH D ESCRIPTION AND FILIMG INST RUCTIONS MUMS E R  Ofll l TO OTH E R  D ISPOSITION 

D ISPOSITION l'ARC O F F IC E S  AUTHOR ITY 

(.() 

4100-3  

./ 

and  Awards 
Use for mater i  a l  rel at i ng to USDA 
suggest i on s  and  other awa rd 
rec ommenda t i o n s  . 

F I L E  : C a se  f i  l e  by s ubj ect . 

O P  
D e st roy 
2 yrs .  
after  
a p prova l  
o r  d i s
a p prova l  . 

N /A  Dest roy 
2 yrs • 
after 
a pprova l  
or  d i  s -
a p prova l  . 

GRS - 1 - 1 2  
a ( 1 )  

4 1 0 0 - 3 - 1  OP  
Dest roy 
when 2 
yr s .  o l  d .  

N /A  Dest roy 
v1hen  2 
yr s .  o l  d .  

GRS- 1 - 1 2c 

4 1 00-3-2  
N/A  De st roy 

wh en 1 
yr . o l  d .  

GR S- l - 1 2 b 

4 1 0 0 - 3 - 3  
N/A N/A 

a .  Pa per c o  p i  e s  Dest roy 
after 
mi c ro
f i  l m i  ng .  

N /A  N/A  N C l - 1 6 - 8 2 - 3  
 , 1 

b .  i crof i  l med co p i  es Dest roy 
1 h en no 
l onger  
needed . 

N/ A N /A  NC l - 1 6 - 8 2 - 3  J
 .:2. 

4 1 00 - 3 - 4  
awards and nomi  n a t i ons 

or to oth e r  gove rnme nt agenc i es 
pr i  v ate o rg a n i  zat i ons  . 

from 
o r  

OP 
Dest roy 
wh en 2 
yrs . o l d .  

N/A  Dest roy 
wh en 2 
yrs . o l d .  

GRS- l - 1 2a 
( 2 )  

F I LE i n  OPF . 

FO RM I M D - 1 8  ( 6/ 8 2) 
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' 

<-'> (5) (6) 
.LL /tJ!J-t-f VY}   

I v 11----:-
SUPERVISOR ' S 
t<'ILE 

/ Des troy 
mployee 

t>letes 
t>f  
t>erformance 

rom 
pf 
advance no tic  
Df 
'"emoval 
'"eduction 
grade 

o '"  

yr s . NIA 
performanc i 

standard  appraisal . 

yr s .  N/A 

neede ,  

Des troy afteI 
employee 
completes y tr" .  
t> f  accep table 
Derformance'. 

upon 
s upersessio11 

wher 

yr :; .  

appraisal 

yI :; .  

appraisal 

neede i ,  
is 

upor 
supersession, supersessior 

U SDAIOIRM-IM D  , : ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPO SITIO N 

CLAS SI
FICATION 
MUMBIR 

\ DES CRIPTION AND FILING INSTRUCTIONS 

a. 	 Non- SES appointees (as defined in 
5 ,USC 4301 ( 2 ) ) .1/\  j

-
(1)  App raisals of unacceptable· 

performance , where a no tice of proposed 
demot ion or removal is issued but no t 
effec ted , and all related documents .  

( 2 )  Performance records superseded 
through an adminis trative , j udicia l ,  or 
quasi-j udicial procedure . 

( 3 )  Performance-related records 
per taining to a former employee . 

(4)  All o ther summary performance 
appraisals records , including 
appraisals and j ob elements and 
upon which they are based . 

(5)  Supporting documents . 

FILE in OPF . 

b .  	 SES Appointees (as defined in 5 USC 
3132a ( 2 H .  

-(1  Perf,ormance records superseded 
through an adminis trative , j udicial , or 
quasi-j udicial pro cedure . 

RICORD O' 'ICI 

OPI & TO 
· DISPOSITION FARC 

OP  N(e 
after 


com-
1 yr . 


acceptable 
N/ A 

the date 

written 


proposed 

or 


in 

notice . 


Destroy upon N/A 
supersession 

Destroy when N/A 
3 yrs .  old 
when no long 
er needed , 
whichever is 
sooner . 

Des troy 3 
after date 
of 

Des troy' 3 
after date 
of appraisal 
or when no 
longer 
whichever is 
sooner . 

N/ADestroy upon 

OTHER 

OFFICES 


COPYONLY 

1 

(
\ 

Des troy 

Des troy 
employee 
leaves 
employment . 

Des troy 3 
after date 
pf 

Des troy 3 
after date 
of 
or when no 
longer 
whichever 
sooner . 

Destroy 

DISPOSITION 

AUTHO RITY 


GRS- 1-2.Ea..( 1  .. 

G-R S- / - 23a:. ( 

G-R S-i  - 2.3a.. (  

G-R.S- J - 2J1
(l/-j 

GRS- 1 - 23 i:,
<.._'.) 

FO RM IMD-18 (6/82) 

http:GRS-1-2.Ea


.... __ ·-

3) , .. , 

i 

U S  DAIOIRM-IMD · ' ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

C&.AS SI· 
F ICATION 

NUMBER 

( ) 

DESCRIPTION AND FILING INSTRUCTIO NS 

(2) 

b .  continued 

( 2 )  Performance-related records 
pertaining to a former SES appointee . 

( 3 )  All o ther performance appraisal 
along with j ob elements and s tandards 
(j ob expectations) upon which they are 
based . 

( 4 )  Supporting documents . 

c .  Pres idential Appointees . 

DISPOSITIO N 

Rl!CORD OP PICI! 


OPI a. 
 TO OTHER 
·DISPOSITION PARC OFFICES 

DISPOSITIO N 

AUTHO RITY 


Dispo sition 
pending . 

, Des troy 5 
yrs . after 
date of 
appraisal , 
exclusive o f  
any interim 
service as a 
Pres idential 
appointee . 

Des troy 5 yr 
after date 
of appraisal 
or when no 
longer neede 
whichever is 
sooner . 

Disposition 
pending . 

N/A 

N/A 

. N/A 

, 

N/A 

GRS-J.  23 't (4; 

FORM IMD.:_ Ui (6/82) 

/7 



r s1-10N 

IC vR D  O ii •  

( 1) (" ( .a  4) ( 5)  ( 6  

Reeo rt s  

- -

' 

!  

AS AR 3 04 0 - 1 September  1 0  , 1 9 82 
Appe nd i x C 

USDAIOI RM-IMD ASSISTANT SECRETARY FOR ADMINIST RATION F I L E/DI SPOSI TION P L AN 

CL.ASSI -
F l  CATION D ESCRIPTION AND FIL ING I N STRUCTION S  

H UM B E R  


4 1 00- 5 
U s e  for mater i a l  wh i ch pert a i n s  to  
repo rt s o n  empl oyee  deve l opme nt , J t ra i n i ng ,  ev a l u at i on ,  award s , etc . 

F I LE by agency a nd s ubj ect . 

4 1 0 0-6 	 P roj ect Control  
U se for memorand a  , report s and other 
records  doc ument i ng a s s i g nment s ,  

.1 progress  and compl et i on of proj ect s .  

F I L E :  C a se f i l e  a l phabet i c a l l y  by 
t i t l e of  proj ect . 

Oftl & 
D l5 '0SITIOM 

OP  & NF C 
Dest roy 
wh en  3 
yrs . 0 l d .  

OP 
Destroy 
1 yr • 
after  
the yr . 
i n  v1h i ch 
the  
proj ect 
i s  c l o s ed . 

I SPO 

D I SPOSITION 

.. ARC O F F I C ES 

TO OTH E R  

AUTHORITY 

N/A  	 Dest roy 

wh e n  1 
 -
yr . o l d .  

N/A  	 Dest roy GRS - 1 6 - 7  
when  no 
l onger  
needed . 

' 
FO RM I M D - 1 8  ( 61 8 2) 

C - 80 c, 



( 1) (2) 

general materi al 

ijse for Oepartrnefl't-al o1 ieJ 
procedt1  

arid-
the 

&���""7cti
de-ct1j1:18Ats tAe impo1ta11t aspects-of-t-h e 

e:¥-e 1 o prn e At of t he----0 P(4 or:-o .... .thel+G-+r---

.r.: mi+t-a ,.  +r  ,,/, 
 vr 

NOTE : Se  3000 - 1 - 2  for d i s po s i t i on 

3) 

- -E'-!tt'r-.... 

Sab111 i i:  
Sf- 115 . 

D emo/ G
c 

- 6  6:;J
yt<erl£; o .  /c µ 

 
 

-

ASAR 3 0 4 0 - 1 Se ptember  1 0  , 1 9 8 2  
Append i  x C 

U SDAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

.il 

F 1 .. T I O H  
MUMB E R  

4200 

4 20 0 - 1 

DESCRIPTION I.ND l'ILING INSTRUCTIOHS 

PERSONNE L R E LAT I ONS AND SERV I CES 
U s e  for wh i ch 
pert a i n s  to  g r i evances , compl a i nts , 
a nd appea l  s ,  other than  EEO . Al  so 
use for rehab i l i t at i on programs 
( e . g . ,  for a l cohol i sm ) , for 
em pl oyee organ i zat i ons , and for 
such  s pec i a l s e rv i ces as d ay care . 

F I LE by age ncy and subj ect . 

Po l  i cy a nd P rocedure 
a .  



b .  U se for 

d 

of record copy of Departmenta l  
d i rect i v es not pub l i shed i n  the DPM . 

DISPOSITION 

lllCORD O, , IC !  

OPI & TO OTH E R  DISPOSI TION 
D ISPOSIT IOH PARC O FF I C E S  1.UTHORIT·Y 

(.4) 6) 

OP 

Dest roy N/A  Dest roy 

wh en  5 wh en  1 

yrs . o l d .  y r .  o l d .  


vttre-n Destroy GRS- 1 6 - le: 
-s- v1hen S/ O .  

N/  A 

,
w 

FO RM I M D - 1 8  ( 6/ 8 2) 
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( 1) (2) 

mater i al d i rect i onal 

Compl a i nts  
mater i al 

Appea l s  

13) ( ) (5} (6) 

ASAR 3040 - 1 Sep tembe r 1 0 , 1 982 
Append i  x C 

U SDAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

CLASSl 

F IC ATIOM 

H UM B E R  


4200 - 1 - 1  

J 

4200 - 2  

J 

4200 - 2 - 1  

j 

4200-3  

DESCRIPTION AND FILING INSTRUCTIOMS 

Externa l  or Non-Ser i e s  I nstruct i o n s  
U se for of a 
nat ure  wh i ch or i g i nates out s i de U S DA 
o r  wh i ch o r i g i nates  w i t h i n USDA but  
i s  not p a rt o f  a forma l Depa rtme nta l  
d i rect i ve system.  I nc l udes comme nts 
a nd other mater i a l  o n  propo s ed a n d  
ex i st i ng i n st ruct i ons . 

F I LE by o r i g i n , ser i e s  n umbe r  o r  i n  
c h rono l o g i ca l  sequence . 

Gr i  evances  and  
U s e  for pert a i n i ng to 
g r i evances  and compl a i nts  wh i c h have 
been subm i tted above the s u pe rv i sory 
l ev e l  for adj ud i ca t i on  and deci s i o n .  

F I LE by age ncy and case number .  

Adverse  Act i o n s  a nd  
U s e  for Adv erse  Act i on and Appeal  
case f i l es .  I n c l udes back ground 
mater i a l s a nd rel ated records s uch as 
i n ves t i gat i v e report s , corre s pondence ,  
a nd reports  from o perat i ng offi c i a l s ,  
su perv i  s ors. and  other empl oyees , and 
mate r i al co l l ected through the f i na l  
adj ud i cat i on or  wi thdrawa l noti ce , 
excl ud i ng l etters of repri mand f i l ed 
i n  the  OPF . 

F I LE by ag ency and case number .  

Labor-Mana gement Rel at i ons  
U s e  for  mater i al pert a i n i ng to  
the  rel a t i o n s h i p between ma nage 
me nt a nd emp l oyee u n i ons or  other 
grou ps  . 

F I LE by group  or organ i zat i on  a nd 
date . 

D ISPOSITION 

RICORD 0"'1C:I! 

OTH E R  DISPOSITI  OPI & TO 
DISPOSITIOH l'ARC O F F IC ES AUTHOR I\ 

Dest roy N/ A Dest roy 
when  S/O . wh en  S/O . 

OP  
Dest roy N/A Dest roy GRS- 1 - 3 l a  
3 yrs . 1 yr . 
after  after 
case  i s  c a s e  i s  
c l  o sed . c l  o s ed . 

OP  
Dest roy N/A De stroy GRS - 1 - 3 1 b  
4 yrs . 1 yr . 
after after 
case i s  
c l  o sed . 

c a s e  i s  
c 1 o s ed . 

OP  
Dest roy N/A  Dest roy GRS - l - 29 a  
\<.Jh en 5 wh en  S/ O .  
yrs . o l d .  

C -82  
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Empl oyee 

Requests  

Cou n s e l i ng 

( 3)  

' TO 

(4) ( 5)  (6) ( 1) (2) 

September  1 0 , 1 982 	 ASAR 3040- 1 
Appe n d i x C 

USDAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMIMIST RATIOM F I L E/DI SPOSITION PLAN 

.a1 -
F 1 ...... rlOM 
i4 UM6 E R  

4200- 3 - 1  

J 

4200-4  

../ 
4200- 4 - 2  

4200-5  

D ESCRIPTION AND FILING INSTRUCTIONS 

Labor  Arb i trat i on 
U s e  for correspondence , forms and 
back ground pa pers  rel at i ng to 
l abor arb i trat i on c a ses . 

F I LE by agency . 

Serv i ces 
Use for materi  a l  pert a i  n i  ng to 
creat i ng ,  p l a n n i ng , coord i nat i ng 
and d i rect i ng of soc i a l  programs 
a nd org a n i z a t i ons , ( e . g . ,  day 
care  centers and programs  for 
a l coho l i sm a nd drug ab u se . )  

F I LE by s ubj ect . 

Hou s i  ng 
U s e  for mater i  al  pert a i  n i  ng to 
a gency a s s i s t a nce  i n  hou s i ng 
matt ers . 

F I LE by agency and a l p h abet i c a l l y  
by emp l oyee . 

Records 
U s e  for reports of i nterv i ews , 
a n a l yses , and  re l ated records . 

F I L E  by ag ency . 

P roj ect Control  

Use  for  memora nda , report s and  other  

records document i ng a s s i g nments , 

progress  and compl et i on of proj ect s .  


F I L E :  C a se fi l e  al phabet i c a l l y  by 
t i tl e  of proj ect . 

DISPOSITION 

lll!C OR D  O, , IC I!  

OPI & OTH E R  DISPOSITION 
D ISPOSITIOH l'ARC O F F I C ES AUTHORITY 

O P  
D e st roy N/ A N/A GRS- l - 29b 
5 yrs . 
a fter  
f i  n a l  
res o l  u -
t i o n  of 
c a s e . 

OP 
Dest roy N/A N/A 
wh en  3 
yrs . ol d .  

OP  
Dest roy N/ A De stroy G R S - l - 26 e  
1'/h en  1 	 vh en l 
yr .  o l d .  yr . o l d .  

OP  
De st roy N/ A Destroy GRS- l - 27 a  
3 yrs . 1 yr . 
after after 
term i  na - term i  na-
t i on of t i o n of  
coun sel - counse l -
i ng .  i ng .  

OP 
Destroy N/A  Destroy GR S- 1 6 - 7 
1 yr . when no 
after l onger  
the  yr . needed . 
i n  v1h i ch  
the  
proj ect i s  
c l  o sed . 

FO RM I M D - 1 8  ( 6/ 8 2) 
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( 1) (2) 

U s e  

P o l i cy 
U s e for De p a-f'=l;frte At a  G -i..c--.y-a·A 

pr o c e du re .,,h i ch i s  i;i-l:.l-9-1-i-&hetl-i-R-t.l:1e--

CA«.-  
b ekg1 tli:-eri a  "'"Mefi 

doC1:irnent s t he impo rt .a.r:i.La-S.p€-G-t-S of th-e 
d l opffieAt of the-Bf>M-er-ot·her 

· Oi - i  
NOTE : 

D
_

-noy f 

J
t=r i;y. 

( 4) 6) 

 

ASAR 3040- 1 September 10 , 1 982 
Appe ndi  x C 

U SDA/OI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION P L AN 

D ISPOSITION 

CL.ASSl  ll!CORD O, , IC E  

F IC TION 
N UMB E R  

DESCRI PTION AND FIL ING INSTRU CTIONS O P I  la 
DISPOSIT ION 

TO 
l'ARC 

OTH E R  
O FF IC E S  

D I SPOSITH. 
AUTHORIT't 

4300 

4300 - 1  

EEO  
for mater i a l  o f  a g eneral  nat u re 

wh i c h pert a i n s  to the  C i v i l R i g h t s  Act 
Regu l at i ons  of 1 964 , t he E EO Act o f  
1 9 7 2 , pert i nent  future l eg i s l at i on , 
and agency EEO  Comn i ttee meet i ng s  
a n d  records  i nc l ud i n g m i nutes  and 
re port s .  

F I LE  i n  chronol o g i cal  s equence . 

and  P rocedure 

a • d




 
0 .  Use  for 

ee ooo i'- z  for d i s p os i t i on 
o f  record copy of Departme nt a l  
d i rect i ves  not pub l i s hed i n  the  OPM .  

c .  

o r  i n  

OP 
Dest roy 
wh en  3 
yrs . o l d 
or  when  
S/ 0 
11Jh i ch
ever i s  
a p pl i 
cab l e .  

O P   

NI A 
 Dest roy 
11Jh en  1 
yr . o 1 d 
or when  
S /O  
wh i ch
ever  i s  
a pp l  i 
cab l e .  

De st roy 
1vhen  S/O .  

GR.::l - i - 26 g  

GRS - 1 6 - l"t 

FO RM I M 0 - 1 8  ( 6/ 8 2) 
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• 

( 3)  (.C) ( 5) (6) 

Septembe r 1 0 , 1 9 8 2  	 ASAR 3040- 1 
Append i x  C 

USOA/OI RM-IMD ASSISTANT SECR ETARY FOR ADMIMISTRATIOM F I L E/DI SPOSI TION PLAN 

rn 
r . ... J.TIOH 
H UM B E R  

4300- 1 - 1  

J 


4300-2  

J 


4300-3  

DESCRIPTION AND l'IL ING INSTRUCTIONS 

Externa l  or N o n- Ser i e s  I nst ruct i o n s  
U se for mater i al o f  a d i rect i on a l  
nature  wh i ch o r i g i nates  outs i de USDA 
or wh i ch o r i g i nates w i th i n  USDA b ut 
i s  not part o f  a formal  Departme nta l  
d i recti ve system .  I ncl udes comments  
and  ot her  mater i a l  on  proposed and  
ex i st i ng i n struct i ons . 

F I LE by ori g i n ,  seri e s  n umber or i n  
ch  rono  1 og i c a  1 sequence . 

Affi rmat i ve Act i on 
U se for mate r i a l  wh i ch perta i ns to 
age ncy act i o n s  or pl a n s  to correct 
i ne qu i t i es .  

F I L E  by agency and i n  chronol og i ca l  
sequence . 

Proj ect Con"tro l  

Use  for  memo r anda , reports and other  

records document i ng a s s i gnments , 

progress  and  compl et i on of proj ect s .  


F I LE :  C a se f i l e  a l phabet i ca l l y  by 
t i t l e of proj ect . 

DISPOSITION 

A!COR D  Ofl l' IC E  

O P I  & TO OTH E R  
DISPOSITIOH flARC O FF I C E S  

D e s t roy 
'I/he n  S/ O .  

N/A  De stroy 
wh en  S/ O .  

O P  
Destroy N/A  Dest roy 
5 yrs . 
from date  

5 yrs . 
from d ate  

of  pl a n .  of  p l  a n  
o r  \vhen  
admi n i  
strat i ve 
purpo s e s  
h a v e  been  
se rved , 
1vh i ch
ev er i s  
sooner . 

D e s t roy N/A  Destroy 
1 yr . 
after 

when no 
l onger  

the yr . needed . 
i n  v1h i ch 
the  
proj ect 
i s  
c l  o s ed . 

DI SPOSITION 
.+.UTHORIT·Y 

GRS- 1 6 - 7  


FO RM I M D - 1 8  ( 6/ 8 2) 
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( 1) (2) 

tts-e e pa rt me n-t.G.:i-pG.Li-ey-a-r-tEI 

3) (.4) 

pre.ced1,1r0 1vhj ch i s pu.G-1-i-sfl-ed-i-n-t-he-- -· Offer to -
MARS i 11 

'-IV {l'A., 
&ack§r4>uoo- n:1ateri-al 1 

doc 1:nne n t s the j m.p.o.r..:t.a.i:i.t-0.-s-i:>e 
de-Ii e 1 o p111e nt-of-ttre-[)f>Mur-otire-r-
DB :_ -a-1-d-i-ree-t-i-v·e s-. 

:r:"<?  NOTE . See 

5-y I" . 

. yrs, ol d .  

(6) 
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U SDAIOI RM-IMO ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI T ION PLAN 

D I SPOSITION 

CLASSI 

F I CATION 

NUM B E R  


4400 

I 

440 0 - 1  

DESCRIP.TION AND FILING INSTRUCTIONS 

SAFETY  AND HEALTH 
U se for mater i  a l  of a general  n ature 
wh i c h pert a i n s  to  the i mpl ementat i on ,  
deve l o pment , coord i nat i on a nd 
mo n i tor i ng  of department a l  pol i cy o n  
occ u pat i ona l  s afety and hea l th of  
Federa l empl oye e s . Al so  i nc l udes 
reports of acc i dents and d i sease . 

F I LE by age ncy and subj ect . 

P o l i cy and  P roced ure 

yM,,  

a • 

·   

b .  Use  for · -..
e-t-s--e-f-t-he 

,
  

3000 - 1 - 2  for d i s pos i t i on 
of record cepy of Departmenta l  
d i rect i v es not pu b l i s hed i n  the  DP M .  

F I LE by or1 g 1 n ,  seri e s  number  or i n  
chrono l og i ca l  s equence . 

RICORD Ol'l'ICE 

OPI  TO 
D ISPOSIT I ON l'ARC 

OFM 
De st roy N/A 
3 yr s .  
after 
S/ O .  

-S--
• 

. • -etcf-'.
-b-1-crck"s

1vllefl -O 

Destroy N/A 
1vh en  S/ O .  

OTH E R  

O F F IC ES 


D e s t roy 
aft e r  
1 yr . 
or o n  
d i s-
cont  i n-
u ance , 
wh i ch -
ever  i s  
f i  rst  . 

Dest roy 
when S/ O .  

Dest roy 
wh en  S/ O .  

DISPOSITION 

AUTHORITY 


GR S- 1 6 - 1¢ 

RS - 1 6 - l c 

FO RM I M D - 1 8  ( 6/82) 

C - 3 6  



( 1) (2) 

Empl oyee 

( 3)  (5l (6) 

ASAR 3040- 1 Se ptembe r 1 0 ,  l 982 Appe nd i  x C 
U SOAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSITION PLAN 

Sl-
1 , IO N  
M UM 6 E R  

4400 - 1 - 1  

J 

4400- 2  

/ 

4400- 3  

./ 

4400-4  

D E SCRIP TION I.MD l'ILIMG IMSTRUCTIOMS 

Externa l  or Non- Ser i e s  I ns t ruct i o n s  
U se f o r  materi a l  of a d i rect i ona l  
n ature  wh i ch or i g i nates  outs i de  USDA 
or wh i ch or i g i n ates wi th i n  USDA b ut 
i s  not  part of  a forma l Departme n t a l  
d i rect i ve sys tem . I ncl udes comments  
and  other  mater i a l  on  proposed a nd  
ex i st i ng i nstruct i ons . 

F I LE by o ri g i n ,  ser i e s  n umber or  i n  
chrono l o g i ca l  s equence . 

Acc i de n t s  
U se f o r  mater i al  pert a i n i ng to 
i nj ury compen s at i on ( re l at i n g to 
on- the - j ob i nj u ri es ) ; excl u d i ng 
cop i e s  fi l ed i n  the OPF a nd  cop i es 
s u bm i t t ed to the L abor Department . 

F I LE by agency and a l phabet i cal l y  
by emp l oyee . 

Hea l th  
U s e for materi a l  pert a i n i n g to  a n  
emp l oyee ' s  med i ca l  h i story , 
occ up a t i ona l  i nj ur i es or d i seases , 
phys i ca l  e am i nat i ons , a nd a l l 
treatment rece i ved i n  t he hea l th  
un i t .  Exc l ude pre-empl oyme nt phy s i c a l  
exam i n a t i ons  and d i s ab i l i ty ret i rement 
and f i t n e s s  fo r duty exami nat i on s  
wh i ch are f i l ed i n  t h e  OP F .  

F I LE by age ncy a nd a l phabet i cal l y  by 
emp l oyee . 

Proj ect Control  

Use  fo r memoranda , re port s and other  

records document i ng a s s i g nment s , 

prog re s s  and  compl et i on of  proj ect s .  


F I LE :  C a se f i l e  a l phabet i c a l l y  by 

t i t l e of proj ect . 


D I SPOSITION 

ll!CORD on1ce 

DISPOSITION OPI & OTH E R  
AUTHOR ITY DISPOSITION O F FICES  

D est roy 

when  S/ O .  

Destroy N/ A 

when  S/ O .  

OP & OFM 

Dest roy 
 Dest roy GRS- 1 - 32 

wh en 5 


N/ A 
1'/hen  1 


yrs . o l d .  
 yr . o l d .  

OP  & OFM  

Dest roy 
 N/ A GRS- 1 - 2 1  

6 yr s .  

after 

l atest  

entry . 


N/ A 

Dest roy Destroy GR S - 1 6 - 7  

1 yr . 


N/A  
when no 


after 
 l onger  

the yr . 
 needed . 

i n  wh i ch 

the  

proj ect 

is  c l o s ed . 


FORM I M 0 - 1 8  ( 6/82) 
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( 1) (2) 

materi al 

tJse for 4'.lepartme nta1 pol-tcy-and
P1"0Ceelure wl=l+eh-'i·s- -ptrb·l-ished 

(  nEl-Hlate+.iaL.wh-i-Gl"i-
d.Gcuffients the iffiportant aspects Gf t-fli: 
di:v2l oprne11:e of t.he-BPM-or-o·t-her 

, /  di recti ve  W?UC 

N  3 o i s p o s i t i o n 

3) 

bl ods 

srs . o l d.. 

Ybr+lit 
SF- 115 . 

 

('4) 6) 

G - 1  , L'c &  

 	  

- . 
 

 

·DP*:-  
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App e n di x C 

USDAIOI RM-IMO ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

DISPOSITION 

lll!CORD 01' I' ICI? 

OPl l 
DISPOSITION 

TO 
l'ARC 

OTH E R  
O FF I C ES 

. D ISPOSITION 
AUTHOR ITY 

OP 
De stroy 
1vh en  2 
yrs . o l d .  

N/ A Dest roy 
1vh en 1 
yr . o l d .  

GRS - 18 - 2 2  

CLASSl 

F I C T l O N  

H UMBE R 

4600 

4600 - 1  

D ESCRI PTION AHO l'ILIHG INSTRUCTIONS 

PERSONNEL  SECUR ITY  
U s e  for  f a general  n ature 
wh i c h pert a i n s  to  the  admi n i strat i on 
and  o perat i on of the personnel  
secur i ty c l  earance  program and  not  
l i st ed  be  l ow .  

F I LE i n  chrono l o g i ca l  sequence . 

Po l i cy and P rocedure 
a .  
 Destroy GRS- 1 6 - 1  


-i·n- -the  	 when S/ O .  - - ·  

b .  U se for 	 N/ A GRS- 1 6 - lc!\ 
. 

of record copy of Depa rtme nta l  
d i rect i v es not pub l i s hed i n  t he DPM . 

F I L E by or 1 g 1 n ,  ser i e s  number or  i n  
c h ro no l og i cal s equence . 

FO RM I M D - 1 8  ( 6/82) 

C-88 




( 1) 

mater i al 

Sec u r i ty 
mater i al 

( 5) (6) 
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U SDAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

4600 - 1 - 1  

J 

4600-2  

J 

4600-3  

DESCRIPTION AND FILING INSTRUCTIONS 

(2) 

Externa l  or Non- Ser i es I nst ruct i ons  
U s e  for of a d i rect i ona l  
nature  wh i ch or i g i nates  out s i de USDA 
or wh i ch or i g i n ates w i th i n  USDA b ut 
i s  not p art o f  a forma l  De partme n t a l  
d i rect i ve system .  I ncl udes corrments 
and  ot her  mater i a l  on proposed and 
ex i s t i ng i n s t ruct i ons . 

F I LE by o r i g i n ,  ser i e s  n umber or  i n  
ch  rono  l og i ca l  sequence . 

C l  e aranc e  
U s e  for pert a i  n i ng to 
i nvest i g a t i ons  of personne l  empl oyed 
by or seek i ng emp l oyment from the  
Government and  persons  performi n g  
work for the  agency u nder contract . 
Exc l udes  cop i es o f  i nvest i gat i ve 
reports  a nd re l ated pa pers furn i s hed 
to agenc i es by OPM .  

F I L E  by  agency and  a l  phabet i c a l  l y  by 
empl  oye e . 

I d ent i f i cat i on Card s ,  P a s ses , Badges  
U s e  fo r rnater i  a l  pert a i n i ng to 
i dent i f i c at i on card s , credent i al s ,  
badges , p ark i ng permi ts , photogra ph s ,  
USDA motor v eh i c l es o perat i ng permi ts , 
v i s i tors and  d i n i ng room passes , 
xe rox a nd s u p p l y  card s , etc . 

F I LE by age ncy a nd a l phabet i ca l l y  by 
emp l oyee . 

DISPOSITION 

lllCORD O" ' IC E  

OPl l TO OTH E R  DISPOSITION 
D IS POSITIOH l'ARC O FF I C E S  .AUTHO RITY 

( 3) (4) 

Destroy N/A  D e s t roy 
when  S/ O .  wh en  S/O . 

OP  
De stroy N/ A N/A  GRS- 1 8 - 2 3 a  
u po n  
not i f i -
cat  i on of 
death or 
not l ater 
t h a n  5 
yr s .  a fter 
s eparat i on 
or tran sfer 
of  emp l  oyee 
or not 
l ater  t han  
5 yrs . 
after 
co ntract 
re l at i on -
s h i p 
exp i res , 
wh i ch ever 
i s  
a p p l  i c ab l e .  

OP  & P PMD 
Destroy N/A N/A GR S - l l - 4 a  
3 months  
a fter  
ret u rn to  
i s s u i n g  
off i ce . 

FORM I M D - 1 8  ( 6/ 8 2) 
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( 1) (2) ( 3) (4) ( 5) 

proj e c 1  

(6) 

460 0 - 3 - 1  

4600-4  

ASAR 3040- 1 September  10 , 1 982  
Appe n d i x C 

USDAIO I RM-IMD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION P L AN 

CLASSI 

F ICATION 

MUMB E R  


J 

j 


DESCRIPTION AND FILING INSTRUCTIONS 

Record s  of  I de nt i fi c at i on Cards 
U s e  for rece i pt s , i nd i ces , l i st i n g s  
and  accou nt a b l  e record s .  

F I LE by i dent i f i c at i on number and/ or  
chrono l og i ca l  sequence . 

P roj ect Control  

U s e  fo r memo randa  , reports  and  other  

rec o rds  docume n t i ng a s s i g nments , 

prog res s  and compl et i on of proj ect s .  


F I L E :  C a se f i l e  a l phabet i c a l l y  by 
t i t l e of proj ect . 

DISPOSITION 

lll!CORD Ol' "CI! 

OPl l TO OTH E R  DISPOSI TIO"' 
D IS POSITIOH l'ARC O F F I C ES AUTHORITY 

OP  

Destroy N/ A N/ A  GRS - l l -4 b  

after 

a l l 

l i st ed 

e re-
dent i  a l  s 

a re 

accounted 

for .  


Dest roy N/A Dest roy GRS- 1 6 - 7  
1 yr . wh en no 
after l onger  
the  yr . needed . 

i n  wh i ch 

the 

i s  c l o sed . 


FORM I M D - 1 8  ( 6/82) 
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( 2) ( 3) 

i cy 
LJ.&e fot=---0 ackg ro11od mater..iaLJ.-J.b.i.ch- --&tlb111 i t  ·.  

a�-eee:dar e .  0/0 

·  s s u a n c e-s-wtri-€fl-j7e'l"'f:-a4-n-
te reuti Re a§ency admi R4·s-t-l"-a-t4-v·e-- Sf&;-
ftt n ct ; o-ns-:--Jl:i-s-o-jii"ci·a·d-es-b·aek-§·Fettnd-  materi a l-.- (t!A.)  f ,,, -d__,, ·;;, -1-:'. n J  

0  A -A O - A v - v 

( 5) (6) 

 

e 
d 

{ti 1 mrne 
a te l  

\  . /  
i +n 7/c21/83 
t<A.a..t 

ta Ken . 

 

- n  u " 
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A p pe n d i  x C 

U SDA/OI RM-IMD .ASSISTANT SECRET.ARY FOR ADMIMISTR.ATIOM F I L E/DI SPOSITION PLAN 

DISPOSITION 

SSl.  T IO N  
N UM B E R  

( 1) 
5000  

J 

5000- 1 

5000 - 1 - 1  

DESCRIPTION AND FIL ING INSTRUCTIONS 

PROCUREME NT MANAGEMENT 
U se for mater i al of a general  
nature  wh i c h perta i n s to purchase 
a nd m a i ntenance of equ i pment , pub-
1 i cat i o n s , pr i nt i n g , reproduct i o n , 
s erv i ces a nd s upp l i es for i nternal  
need s . I n c l udes  contracts , b i dders , 
purchase  o rders , FEDSTR I P S ,  a nd 
requ i s i t i on s  and other ma te r i a l  not 
descr i bed el sewhere in t h i s  category . 

F I LE by s ubj ect . 

P o l  and  P rocedure 
a .  -
. pe-rttn-t-a-s.p€-C-tS-O.f-tbe. 

--&ep-ai'"t-men-t-a-1-po·l-i·cy--

NOTE : S ee 3000- 1 -2 for d i s pos i t i o n 
of rec ord copy of Depa rtmenta l  
d i rect i ves  . 

b • U s e for i 

 '-!AL. ' 

F I L E by o r i g i n , "tser i es  n umber or  i n  
c h rono l og i cal sequence . 

Externa l  o r  Non- Ser i es  I n struct i ons  
U se for mater i al of  a d i rec t i ona l  
nature  wh i c h or i g i nates  out s i de USDA 
or wh i ch o r i g i n ates wi t h i n  USDA b ut 
i s  not part o f  a forma l Departmenta l  
d i rect i ve system. I ncl udes c omme nts  
and other mater i a l on  pro po sed and 
ex i s t i ng i n s t ruct i on s .  

F I LE  by o ri g i n ,  ser i es n umber o r  i n  
c h rono l og i cal sequence . 

ll!CORD Ol' l' IC !  

OPI & TO OTH E R  
D IS POS ITION FARC O FF I C E S  

( .() 
PD  
Dest roy N/ A Dest roy 
wh en 2 wh en  1 
yrs . o 1 d .  yr . o 1 d .  

PD  
N/ A 

d i  

no 
ac t i on  
I be 

Dest  r o y N/ ,I\ Dest roy 
v-ih en 1i1h en  -  

v.v 

Destroy N/ A D e s t roy 
i'lhen  S/ O .  wh en  S/ O .  

DISPOSITION 

AUTHOR ITY 


GRS- 16  

R7[J
cc 

GRS - 1 6 - 1  ol_. 
" 

FO RM I MD - 1 8 ( 6/82) 

C- 9 1  



( 1) 3) 

 recei pt 
o f  g,s3 1.J 

-&l"- .  ·-- -o- " 

-ser'il ce . 

6) 

12. ?Y " 
-  Tece i pt 

send ce . 
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USDA/OI RM-IMD ASSISTANT SECM cTARY FOR ADMINIST RATION F I L E/DI SPOSI TION P LAN 

CLASSl 

F I C.lTION 

M UM B E R  


5000- 2 

DESCRIPTION AND FILING INSTRUCTIONS 

(2)  

Rou t i n e  P rocu rement F i l es 
U se for contract , requ i s i t i o n ,  
FEDSTR I PS ,  p urchase order , l ease , 
and b ond and s urety record s , i nc l u d i ng  
corres pondence  a nd  re l ated papers 
perta i n i ng to b i d s , award s ,  
admi n i strat i on ,  rece i pt , i ns pect i on 
and payment . ( C ance l l ed or del eted 
transact i on s  a re to be  dest royed 
wh en 1 yr . o l d . )  

a .  Tra n s act i ons  of more than$1 0 , 000 and  a l l construct i o n 
cont racts exceed i ng $2 , 000 . 

b .  Tra n s a cti ons  of $ 10 , 000 or l es s  
a n d  con struct i on contract s under$2 , 00 0 .  

c .  C o p i es of records descr i bed above 
u s ed for admi n i strat i ve  purposes . 

DISPOSITION 

RICORD 01' l'ICE 

OPI & 

DIS POS ITIOH 


PD  & NFC  
Destroy 
6 yr s .  , 
3 months  
after 
f i n a l  
payme nt . 

PD  & NFC  
Dest roy 
3 yr s .  
after  
f i na  1 
payment .  

PD  & NFC  
D e st ray 
u po n  
t e rm i  na
t i on  or  
comp l et i on 

TO OTHE R DISPOSIT' 
l'ARC O F F IC E S  AUTHOR.  

(-') 

Hhen GRS-3 -4 a  2 ( 1 ) b  
yrs  . 
o l d .  

N/  A Dest roy · GRS-3-4a( 2 )  b 

\.Jhen GRS-3-4b o.-J. c.·2 yr 
o l d .  

·or-

F O RM I MD - 1 8  1 

C - 92 

-i 



E xempt i on 

( 3) , .. , ( 5) (6) 
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Ap pen d i x C 

USDA/OI RM-IMD ASSISTANT SECR ETARY FOR ADMI NIST RATION F I L E/DI SPOSI T ION PLAM 

D I SPOSIT ION 

rn -
r ' '-  TION 
MUM B E R  

e n  

5000-3  

 - _,J -4  

5000-5  

/ 


D ESCRIPTION AND l'IL ING INSTRUCTIONS 

c  
d .  Ob l i ga t i ng  copy .  

NOTE : P rocurement f i l es wh i ch 

docume nt the  i n i t i at i on and  devel op  

ment of t ran sact i ons  wh i ch dev i ate 

from norma l  procurement tra nsact i o n s  

m u st be d i s po s ed of o n  a n  i nd i v i d ua l  

ba s i s by  s ubmi tt i ng an SF- 1 1 5 .  


F I LE by s ubj ect and document number . 


B i dders  L i st 

L i st or cards of acceptab l e b i dders . 


F I L E  a l phabet i ca l l y  by b i dd e r .  


T a x  F i l es 

U se for tax exempt i  on cert i f i cates 

and  re l ated pa pers . 


F I LE by F Y . 


P roj ect Contra 1 

U s e  fo r memo randa , reports  a nd other 

records docume n t i ng a s s i g nments , 

progre s s  and compl et i on of proj ect s .  


F I LE :  C a se f i l e  a l phabet i c a l l y  by 
t i t l e of proj ect . 

RICOR D  Ol' l' ICI 

OPl l TO 
D ISPOSITION l'ARC 

Dest roy N/A 
when 
funds  
are 
ob l i g ated . 

PD 
Dest roy N/A  
when  S/ O .  

PD  
Dest roy N/ A 
3 yr s .  
after 
per i  od 
covered 
by 
account . 

PD 
Des t roy N/ .A. 
1 yr . 
after 
the yr . 
i n  1vh i ch  
the  
proj ect 
i s  c l o s ed .  

OTH E R  

O F F ICES 


Des t roy 
when 
funds  
are 
ob l  i 
gated . 

Dest roy 
111h en S/ O .  

N/A  

Destroy 
1vhen  no 
l o nger 
needed . 

DISPOSI TION 
AUTHORITY 

GRS-3-4b  

GRS - 3 - 6 d  

GRS- 3 - 1 3  

GRS- 1 6 - 7  

FORM I M O - 1 8  ( 61 8 2) 

C- 93 



( 1) (2) 

��9 for back�rouAB ffi -1-wfi+c-h 
d-oca111errLs ttre i 111p0Tt"dn asp-ects -0f---the 
de v e 1 e p fl'IC n t e.:f-Q.e..p.a.r-tmer.i.ta-l-
and procedure-. 

for· �� Jn (UZ 
te rout i ne €Y adm� n-i-s-t-r-a-t-i-v-e-
f U AC ti 0 A  A.4-sG  �-OC.k.g.t:Q,U.r:I 
m� .  

3} 

SubrTli t 
SF 115 . 

(4) 6) 

c & d 

 

  

 


5 1 0 0  

5 1 00 - 1  
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U SDAIOI R"- o n d i  x c .ASSIST.ANT SECR ET.ARY FOR .ADMIHISTR.ATIOH FI L E/DI SPOSI TION PLAN 

D I SPOSITION 
CLASSI

F ICATION 
H UM B E R  

. 

5 1 00- 1 - 1  

j 

DESCRIPTION AND FILING INSTRUCTIOMS 

REAL PROPERTY  MANAGEME NT 
U se for materi  a l  of a general  
nature  wh i c h pert a i ns  to  t h e  
management a n d  u se of b u i l d i ng s  
a n d  l an d  owned or l eased by the 
Government , i nc l ud i ng i t s  proper 
and  econom i c a l  u s e  and wh i ch 
does  n ot f i t  e l sewhere i n  t h i s 
category .  

F I LE by a g ency and  l ocat i o n .  

Po l  i cy and P rocedure 
a .  

po-l-i-c 

NOTE : See  3000- 1 - 2  for d i s pos i t i on 
of rec ord c o py of Departmenta l  
d i  rec t i  ves  . 

b .  U se 

-
o£ 

F I L E by or i g i n ,  seri es  n umber o r  i n  
chrono l  o g i-c a l sequence . 

Ext erna l  or Non-Ser i es I nst ruct i o n s  
U se for mater i a l  of a d i rect i ona l  
nature  wh i c h o r i g i nates out s i de USDA 
or wh i ch o r i g i nates  wi t h i n USDA but 
i s  not part of  a fonna l Departme nta l  
d i rect i ve system .  I ncl u d es corrments 
and  other  mater i a l  on  propo sed 
and e x i st i ng i n struct i ons . 

F I LE by or i g i n ,  seri es  number or i n  
chrono l o g i cal  sequence . 

O P I  lo 

D ISP051TIOH 


FMD 
Destroy 
when  3 
yrs . o l d .  

FMD 

s/o 


Destroy 
wh en -&;L-0.-.
w  

Dest roy 
wh en 5/ 0 .  

"' 

DISPOSI Tlb .. 
AUTHO RIT·Y 

GRS- 1 6 - Ht:  

GRS- 1 6 - 1  

AICORD Ol' l' IC !  

TO 
!' ARC 

N/ A 

N/A  

N/A  

N/A  

OTH E R  

O F F I C E S  


Dest roy 
when  3 
yrs . o l d .  

Dest roy 
wh en -5,L.Q_._ 

Dest roy 
wh en S/ 0 .  

F O RM I M D - 1 8  ( 6/82) 
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USD.VO I RM-IMD ASSISTANT SECR ETARY FOR ADMIN I ST RATION F I L E/DI SPOSI TION P LAN 


DISPOSITION 

.s1 -

F 1 A T I O N  DESCRIPTION AND l' ILIMG INSTRUCTIONS O P I  l TO OTH E R  DISPOSITION N U M B E R  
FARC O F F I C E S  AUTHO RITY 

ll!CORD OP' F IC !  

D ISPOSITION 

5 100-2  

0 -3 

5 1 00-4  

of  Rea l  
U se for mater i al wh i ch i s  necessary 
or conv e n i ent  for the use  of rea l  
pro perty s o l d ,  donated , or  traded 
to  non - F edera l ownersh i p , i nc l ud i n g , 
i f  pert i nent as determ i ned by t h e  
rel  eas i  ng agency , s i te ma ps  and 
s u rveys , p l ot p l ans , arc h i tect ' s  
s ketches , work i ng  d i agrams , pre-
1 i m i n ary draw i ng s , b l ue- pr i nts , 
master  trac i n g s , ut i l i ty out l et 
p l a n s , e q u i pment l ocat i ons  p l ans  
s pec i f i c at i on s , construct i on 
p rogress  photogra ph s , i n s pect i on 
report s , bu i l d i ng and equ i pme nt 
management a nd m a i ntena nce record s , 
a l l owance  l i st s  a s  we l l as dup l i c ate 
co p i es of t i t l e  pa pers . 

F I LE by agency and l ocat i  o n . 

E xcess  real  property . 

F I LE  by agency and l ocat i on .  

Proj ect Contro l  

U se for memora nda , reports a nd ot her 

records document i n g a s s i g nments , 

progress a nd comp l et i on of proj ect s .  


F I LE : C a se f i l e  al phabet i c a l l y  by 
t i t l e of proj ect . 

FMD 
Transfer  
to ne..-1 
c u s t od i a n 
u pon  
comp l e -
t i o n  o f  
s a l e ,  
t r ade  , or  
donat i on 
pro-
ceed i ng s  , 
or  ac-
cepta nce  
of  
purchase  
money 
mortgage . 

FMD 

�:io 

FMD 
D e s t roy 
1 yr . 
after  
the  yr . 
i n  v1h i ch 
t h e  
proj ect 
i s  c l o s ed .  

N/ A 

N/A 

N/A  

D e s t roy 
u po n  
d i s po s i -
t i on of  
pro perty . 

N/A 

Dest roy 
when  no 
l o nger 
needed . 

GRS - 4 - 7  

GR S-4-3  

;fzy
C c  
7/d.1/33 

GRS - 1 6 - 7  

FO Rt! I M 0 - 1 8  ( 6/82) 
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( 1) ( 2) 

P o l i cy 
l:lse for- eack u19e fflateri a -wt.1-i-c-t:l

€-im.po.ct.a.o.La.s.p.e.c.t..S-G-f--t-i:\.e
Elev-el opi11e11t of Oepa-rtment-a-1-p-oi-i-cy--
and proced1.u;p�  

 
.i ssuances whi ch perta 1n-

tB rout i AO a9en-G;Y--a-€1mi-A-i-s-t-r-a·t+v-e- --
·ft:t Act i o As ·Al-s-e-i-A-e-l-1:J-d-es-b·ack·gro·und-
rna t er i a 1--: 

Sb1b1+1i t 
-SF- 11 5 .  

(4) ( 5)  (6) 

,. Q. rl 
 

 "-(  
  

5200  

5200- 1 

?.<fl-   
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U SD A/O I RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION PLAN 

CL ASSl 

F I C A.  T I O N  

N UIH B E R  D ESCRI P TION AND FILING INSTRUCTIONS 

PERSONAL  PROPERTY MANAGEME NT 
U s e  fo r mater i a l  of a g eneral nat u re 
wh i c h pert a i n s  to  nonexpendab l e  
e q u i pment , ac q u i s i t i on , ma i ntenance  
and  d i  s po s a l  . Persona l  property 
i nc l udes s uch i tems as furn i ture a nd 
off i ce equ i pment . 

F I LE by s u bj ect a nd a gency i f  
a p pl i cab l  e .  

and  P rocedure 
a .  

NOTE : S ee 3000 - 1 -2 for d i s pos i t i on 
of  rec ord copy of  Departmenta l  
d i recti  ves  . 

 'fri (o..) b .  U se for 

• 

D I SPOSI TION 
!tlCOR D  Ol' l' ICE 

OP! & TO OTH E R  DISPOSITIO"" 
D ISPOSIT ION Fl.RC O F F I C E S  AU THORITY 

P PMD 

Destroy N/ A Dest roy 

v.ih e n  3 1...,,h e n  3 

yrs . o l d .  yrs . o l d .  


 

N/ A 

D e st roy N/A Dest roy GRS - 1 6 - 1  
wh en   wh en --&f-9-.. 
w  0  

5200- 1 - 1  

j 

F I L E by or i g i n ,  ser i e s  number or i n  
c h ro n o l  o g i cal sequenc e .  

Extern a l  o r  N o n - S er i e s  I n struct i on s  
U se for mater i al o f  a d i rect i ona l  
nature  wh i c h or i g i nates  out s i de USDA 
or wh i ch or i g i n ates wi th i n  USDA b ut 
i s  not part of  a forma l  Departme nta l  
d i rec t i ve sys tem. I ncl udes corrments  
and other  mater i a l on  propo sed and  
ex i st i ng i n struct i ons . 

F I LE by or i g i n ,  ser i e s  number or i n  
ch rono l o g i cal sequence . 

Destroy N/A  D e s t roy 
v1h en  S/ O .  wh en  S/ O .  

FORM I M 0 - 1 8  ( 6/ 8 2) 
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P roperty Accou ntab i l i ty 

Report s 

( 3) (-4) ( 5)  (6) 
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Se ptember  l l • 982 	 ASAR 3040- 1 
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U SDAIO I RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FI L E/DI SPOSITION PLAN 

DISPOSITION 
' SI 
. ION 

.., wril B E R  

• 
520 0 - 2  

5 20 0 - 3  


D E SCRIP TION AN D  FILING IMSTRU CTIOHS 

Persona l  
L i  st / I ndex  

U s e  for l i st i n g s  wh i ch prov i de a 
means  for accoun t i ng for persona l 
pro perty . I n c l  udes ma ster property 
pr i n t - o ut s , stat i on l i st i ngs , wor k i ng  
c a p i t a l  and  a ppropri ated funds  
l i st  i ng  s ,  etc . 

F I LE i n  c h rono l o g i ca l  s equenc e .  


U s e  for ma ter i a l  pert a i n i ng to 

i nt er/ i nt ra agency reports rel at i ng 

to exc e s s  and surp l  u s  persona l  

pro perty . 


F I LE by subj ect , agency , and state . 


Proj ect Contra l 

U s e  for memoranda , re port s and other  

records document i ng a s s i gnment s ,  

progre s s  and  com pl et i on of proj ect s .  


F I LE : C ase  f i l e  al phabet i ca l l y  by 
t i t l e of  proj ect . 

RICOR D  O , , IC I!  

OPI • 

D ISPOSITION 


P PMD 

D i  s po s e  
of 1"1he n  
u pdated . 

P PMD 
Dest roy 
when 3 
yrs . o l d .  

PPMD 
Dest roy 
1 yr . 
after 
the  yr . 
i n  \'lh i c h 
t h e  
proj ect i s  
c l  o s ed .  

TO 
l'ARC 

N / A  

N/A  

N/A 

OTH E R  

O F F IC E S  


D i  s po s e  
of  when 
u pd ated . 

Dest roy 
1dh e n  1 
yr . o l d .  

Dest roy 
\'/hen  no 
l o nger  
needed . 

DISPOSITION 
AUTHORIT·Y 

NC l- 1 6-
7 7 - 6 
I tem 1 5  

GRS- 1 6 - 7  

FO RM I M D - 1 8  ( 6/ 8 2) 
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mater i al 
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 for background FAJ Cri al wni Ch- - 5ubFRi t 
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ftlftet-h:m·s ATsD-inci-trd·es-b·ackgro und--

;  ��  
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(2) 

ASAR 3040- 1 
Appe n d i  x C 

USDAIOI RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSITION PLAN 

D I SPOSI TION 
RICORD O P l' ICI! CL.ASSl

F I C TlON DESCR I P TIOM AHO l' I L I MG I NSTRUCTIONS OP . .  T O  OTH E R  DISPOSI TIONMUM B E R  AUTHO RITY DISl'OSITIOH l'ARC O F F I C E S  

(") 

5 300  

5300- 1 

5300- 1 - 1  

j 

SUPPLY  MANAGEME NT 
U s e  for of a general  nat u re 
pe rt a i n i n g  to  the  requ i s i t i on i ng and  
proc ur i ng  of expenda b l e s u pp l i es and  
e q u i pment i nc l u d i ng  storage ,  i ns pec
t i on ,  control  , a nd d i s pos i t i on of  
stock  wh i ch does  not  f i t  e l s ewhere i n  
t h i s category . 

F I LE by s ubj ect i n  c hrono l og i ca l  
s equence . 

Po l  i cy and  Procedure 
a .  

NOTE : S ee 3000 - 1 - 2  for d i s pos i t i on 
of  rec ord copy of  Departme nta l  
d i rect i  v e s  . 

  +u Co.)b • U s e for -A'eeS-'flhi-ch-p·e:rt a4-ri-to·-

• 

F I LE by or i g i n ,  ser i e s  number or i n" 
chro n o l  og i c  al s eq ue nce . 

Externa l  or  Non-Ser i es  I n struct i ons  
U s e  for  mater i a l  of a d i rect i o na l  
nat ure wh i ch o r i g i nates  out s i de USDA 
or wh i ch o r i g i nates  w i th i n  USDA b ut i s  
not part of  a forma l Departme nta l 
d i rect i ve  system .  I ncl udes comments  
and ot h e r  mat er i  a l  on  proposed a nd 
ex i st i ng  i nstruct i ons . 

F I LE by or i g i n ,  s er i es  number or i n  
chrono l og i ca l  s equence . 

PPMD 
Dest roy N/A 
whe n  2 
yrs . o l d . 

PPMD 
N/A 

Dest roy N/  A 
vh en  

  

Dest roy N / A  
v1h en  S/ O .  

Dest roy 
wh e n  1 
yr . o l d .  

that n 
a 1 on
Wl e 
ta  
Dest roy 
1t1h en -5f9-o 

Destroy 
wh e n  S/ O .  

GRS- 1 6 - 1  

GRS - 1 6- l c;/ 

FO RM I MD - 1 8  ( 6/8 2) 
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• 

( 1) (2) ( 3)  (4) ( ) 

R egu i s i t i on s  
for 

N /fa 

A 

N/ A 

(6) 

N/  ,!\ 
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U SDAIOI RM-IMO ASSISTANT SECRETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

.sa -
 . .... ... TION DESCRIPTION AND l'ILING INSTRU CTIONS HUMB E R  

• 5300-2  
U se requ i s i t i·ons  of s u p p l  i es 
and 2 q u i pme nt .  

F I L E  by requ i  s i t i on n umber a nd/ o r  

J 
agency . 

5300-3  I nv entory F i l es 

a .  I nv entory L i sts  

b .  I nv e nt o ry Cards  

j 

F I L E by federal  stock number or 
c l a s s i f i c a t i on a s s i g ned t o  each 
s up  p l  y i t em • 

DISPO SI TION 
RICORD Ol' "CI! 

OPl l TO OTH E R  DISPOSI TION 
D ISPOSITIOH l'ARC O F FIC ES AUTHO R ITY 

P PMD 
STOCKROOM 
COPY  
Dest roy 	 Des troy GRS-3-9a  
2 yrs . 	 whe n  & b 
after 	 6 months  
comp l et i on o l d .  
or  c a nce l  -
l at i on o f  
requ i s i -
t i  on . 

PPMD 
D e stroy N/ N/A GRS - 3 - lOa  
2 yrs . 
from d a te 
of l i s t . 

P PMD 
Destroy GRS - 3 - lOb  
2 yr s .  
after 
d i  scon-
ti  n u a nce  
of  i tem 
or  2 yrs . 
a fter  
stock  
b a l  ance  
i s  trans-
f erred to  
new card 
or record-
ed under 
a new 
c l  a s s i f i c a 
t i  on , or 
2 yr s .  
a fter 
e q u i  pme nt 
i s  remov ed 
from 
a g ency 
contro l  . 

FO RM I M 0 - 1 8  ( 61 8 2) 
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( 1) 

R eport s 

Work i ng P apers 

 

( 3) ( 5) \6) 

ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/DI SPOSI TION PLAN 

5300 - 4  

(2) 

ASAR 3040 - 1 September 1 0  , 1 9 8 2  
Appen d i x C 

USDWOI RM-IMD 

DISPOSITION 

RICORD O" " IC! Cl.ASSl
F ICATION DESCRIP TION .\MD l'ILIMG IMSTRUCTIOMS 

N/A 

NIA  

ri /A 

N/A 

N/A  

proj ect 1 

H UM B E R  OP! &. TO OTH E R  DISPOSITIO  
D ISl'OSITIOH ,ARC O F F I C ES AUTHOR I TY 

(.() 
• 

PPMD 

.I 


5300- 5 

\ 
5 300-6  

5 300-7  

5 3 0 0 - 3  

U s e  for  re port s  of s u rvey f i l es 
and other  p a pers  u sed a s  
e v i dence  for  adj u stment of  
i nv e nt ory records , n ot otherwi se 
covered i n  above categor i es  • 
F I LE  i n  c h rono l og i ca l  sequence . 

Stores  I nv o i ces  
U s e  for i n v o i ces  or equ i va l ent  
p a pers u s ed for stores acco u nt i  ng 
purpo s es . 

F I LE by i nv o i ce number and/ or 
chrono l o g i c a l  sequence . 

Stores  Acc o u nt i ng 
U s e  fo r stores  account i n g ret urn s  
and  report s  . 

F I LE i n  c h ro no l og i cal  seque nce . 

U se for wo k papers u s ed i n  
accumul at i ng stores account i ng dat a . 

r I LE i n  c h ro no l og i ca l  sequence . 

P roj ect Cont  ro 1 

U se for memoranda , reports  and ot her  

records docume nt i ng a s s i g nme nts , 

progress  a nd comp l et i on of proj ect s  . 


F I L E :  C a s e  f i l e  a l phabet i ca l l y  by 

t i t l e of proj ect . 


Dest roy 
2 yr s .  
after 
date o f  
s u rvey 
act i on or  
date  of  
po st i  ng 
med i um .  

P PMD 
Dest roy 
vvhen  3 
yrs . o l d .  

PPMD 
Destroy 
;vhen  3 
yrs . o 1 d .  

PPMD 
Destroy 
\vhen  2 
yrs . o l d .  

PPMD 
Dest roy 
l yr . 
after 
the yr . 
i n  ivh i ch 
the  

N/A  GRS- 3 - lOc  

N/A GR S-8-3  

N/A GR S-8-4  

N/A GRS-8- 5 

Dest roy GRS- 1 6 - 7  
wh en  no  
l o nger 
needed . 

i s  c l o s ed . 


F O RM I M D - 1 8  ( 6/82) 

C - 1 00 



( l) (2) 

P o l i cy 
!:l-s1: fer 8ackg1 ound mater i al 
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-y-a-A }eeEitJ·r-e-. --

--hJ 

• 

( 3) 

· Submit 
SF 11 5-. 

-es-wft-i-c-At'ff-H-i+l--
--t-e-r-outi ne a Elm-i-n-i-s-t-r-a-t-i-v.e-

1  
by ori g i n ,  

( S) 

 

? 
Ye  

-
n 

t  
n I 

k§Ken . 

GRS- 1 6 - let_ 

GRS- 1 6 - ld 
G & d 
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USDAIO I RM-IMD ASSISTANT SECR ETARY FOR ADMINISTRATION F I L E/DI SPOSI TION P L AH 

DISPOSITION 
Sl 

fo , _ ,. TION 
N UM B E R 

5400 - 1 - 1  


DESCRIP TION·AND F I L I NG INSTRU CTIONS 

FLEET  MANAGEMENT 
U s e  fo r mater i a l  of a general  nat u re 
wh i c h pert a i n s  to the  author i ty t o  
l ea s e , p u rc h a se or d i  s pose o f  motor 
veh i c l e s . 

F I LE by s ub j ect , orga n i zat i on and 

c h rono l  og i c a l  l y .  


and  P rocedure 
a .  

of--ttte--d-e·V?l-e-pment-Gf--Q·e·r:>·a-r-t-me-n.t.a-1-

NOTE : See 3000- 1 -2  for d i s pos i t i o n 
of  record c o py of Department a l  
d i  recti  ves  . 

b .  U se for 

-f.-1:me-t-i-ens-.--A-l-s·0 · -focludes backgro u r:id -

F I LE ser i e s  number or i n  
c h rono l og i ca l  s equence . 

E xterna l  or  Non- Seri e s  I n st ruct i o n s  
U se for mater i al o f  a d i rect i ona l  
n at ure wh i c h or i g i nates  out s i de U SDA 
or wh i ch o r i g i nates w i t h i n  USDA b ut 
i s  not  p art o f  a forma l Departme n t a l  
d i rec t i ve system .  I nc l udes comments 
and  other  ma ter i a l  on  pro po sed and 
ex i s t i ng i ns t ru ct i ons . 

F I L E by o ri g i n ,  ser i e s  number or i n  
c h rono l og i c al sequence . 

A!CORD O P' P' IC E  

OTH E R  

O F F I C ES 


Destroy 
wh en  2 
yrs . o l d .  

i s  ed 

be  

Dest roy 
wh e n  .£f.G,-

w 

Destroy 
wh en  S/ 0 .  

DISPOSI TION 

AUTHO RITY 


cc
7/JJ } 3"'?7 

OPI ' 
DISPOSITION 

P PMD 
D e s t roy 
v1h en  2 
yrs . o l d .  

PPMD 

Jo 


D estroy 
wh n  

D e s t roy 
when S/ O .  

TO 
Fl.RC 

N/A 

N/A 

N/ A 

N/A 

F O RM IM0- 1 8  ( 6/ 8 2) 
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( 1) 

.j 

( 2) 
Leas i ng 

Surveys , I n s pec t i ons  Reports 

Operat i ons  

R eports 

( 3) ( 5) 

.  

Ct) 

.:iRS - 1 0 - 7  

5R S - 1 0 - 5  

ASAR 3040- 1 Sep tembe r  1 0  , 1 9 8 2  
Ap pend i  x C 

USDAIOIRM-IMD .ASSIST.ANT SECkcT .ARY FOR ADMI NISTRATION F I L E/DI SPOSI TION PLAH 

CLASSI 
F I CATION 

N UM B E R  


5400-2  

5400-3  

J 

5400-4  

j 

5400-5  

J 

D ESCRIP TION I.HD l' IL I HG INSTRUCTIONS 

U s e  for mater i a l wh i ch pert a i ns  to 
obta i n i n g a uthor i ty to  l e a se  GSA 
v e h i c l es or  aut hori ty to l ease  
commerc i a l l y for  agenc i es serv i c ed 
by 0 0 .  Al  so  i ncl udes GSA a p p rov a l  s 
or  d i s a p p ro v a l s .  

F I LE by agency , s ubj ect a nd vendo r .  

a nd 
U s e  for mate r i a l  perta i n i ng to 
resu l ts of i nt ra/ i nter- governmenta l  
i n s pect i o n s , s urveys , and re port s . 
( Does  not i nc l  u de acc i dent report s - 
s e e  5400 - 5 ) . 

F I LE by s u bj ect . 

Moto r V e h i c l e 
U s e  for  mater i a l  perta i n i ng to 
i nd i v i d u a l  em pl oyees ' operat i on  of  
g o ve rnment-owned veh i c l es . i nc l u d i n g  
dr i v ers ' test s , authori zat i ons  to  
u se , s a fe d r i v i ng award s , a nd ot h e r  
rel ated corres pondenc e .  

NOTE : See 4'.600-3  for f i l i ng of  
operators  perm i ts .  

F I LE by age ncy and al phabet i c al l y  
by em pl oye e . 

Acc i d ent 
Use fo r mate r i a l  perta i n i ng to motor  
ve h i c l e  acc i dents . 

F I LE by agency and al phabet i ca l l y  by 
empl oye e . 

DISPOSITION 
R!COR D  O f'I T IC I!  

O P I  Ii TO OTH E R  
D ISPOSITIOH F.UC O F F ICES  

( -4) 
PPMD 
Dest roy N / A  Dest roy 
\'/h en  3 when 3 
yrs . o l d .  yrs . o l d .  

PPMD & NFC  

De stroy N / A  Dest roy 
3 yrs . 3 yrs . 
after after 
date of  date of 
report . report . 

OP 
D e st roy 3 N/A  N/A 
yr s .  after  
se parat i on 
of emp l  oyee 
or  3 yrs . 
after  re
c i s  i on of 
author i  za
t i  o n  to  
o perate 
governme nt-
own ed 
ve h i c l e ,  
wh i chever  
i s  sooner . 

OP 
Dest roy 
6 yrs . 

N /A  Dest roy 
6 yrs . 

after aft e r  
case i s  c a se  i s  
c l  o sed . c l  osed . 

DISPOSITI 
.AUTHO R I 

FO RM IMD- l i!  ( 1.  -1 

C- 1 02 
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ASSISTJ.lf 

( 1) (2) 1 3) ( 5) 

' 

t•)  (4) 

by 
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U SOA/O I RM-IMD 	 SECR ETARY FOR ADMINISTRATION F I L 1;;1 0I SPOSI TION P LJ.H 

DISPO SITION 
RICORD Ol' "CE Cl. ASS! -

\T ION D ESCR I PTION AND PILING INSTRUCTIONS D I SPOSI TION O P I  l TO OTH E R  B E R  AUTHORITY F ARC O F F IC ES DIS POS ITION 

5400-6  

/ 

5 4 0 0 - 7  

j 

G a s o l  i ne Sa l es 
Use  for  mater i al f i l ed i n  s u p port of 
pa i d  i nv o i ces  fo r cred i t  card 
p u rc h a s es . 
F I  L E  by agency i n  chronol  o g i cal  

sequence . 

P roj ect Contro l  

U s e  for memo randa , reports and other 

records d oc ume n t i ng a s s i g nments , 

progres s and  com pl et i on of proj ect s . 


NFC  
D e st roy 
a fter  
GAO 
a ud i t o r  
\vhe n  3 
yrs .  o l d 
wh i chever  
i s  s o o n e r .  

N/A Dest roy 
wh en  3 
yrs . o 1 d .  

GRS-6 - 7  

De s t roy 
1 yr . 
a fter  

N / A  Destroy 
vJhen  no 
l on g e r  

GRS - 1 6 - 7  

F I LE :  C a se f i l e  al phabet i ca l l y  

t he yr . needed . 
i n  \vh i ch  


t i t l e of  proj ect . t h e  
proj ect 
i s  c l o s ed .  

FO RM IM0- 1 8  ( 6/ 8 2) 
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P o l i cy 
!J  fo r b.a.ck.g :r:.o u n ma..t.M-:i-a-1-wJ:i-i-cll-

--El-ecurnents the -impo-rt-a-nt-a-s-pee-t-s-ef-t.he-

aAEl-- reee . 

,· . .,,._,u_ _/..'jJL<'J) ft+eh-pert-a-tri-40-
rb-acl-g r o a 11 d 

m6terj a] .  

( S  

-ct 
Wtti-be 

 

· 

5 50 0  

5 50 0 - 1  

ASAR 3040- 1 Se ptember  1 0 ,  1 9 82 
Appen d i x C
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D I SPOSITION 
Cl.ASSl 

F l C  TlOM 
N UMBE R 

5 5 00 - 1 - 1  


D ESCRIPTION I.ND F IL ING I N STRUCTIOMS 

ENERGY  MANAGEMENT 
U s e  for mate r i a l  of a general natu re 
wh i c h pert a i n s  to  act i o n s  taken  to  
c o n s e rve  energy and  manage fue l  
resources  wh i c h does not f i t  e l se
where i n  t h i s  c ategory .  I nc l uded 
i s  t h e  re l at i o n sh i p of energy to 
the  operat i on a nd ma i ntena nce of 
ag r i c u l ture  fac i l i t i es , ut i l i t i e s  and  

e q u i pment , a nd a s soc i ated p roj ec)t s . @O'{e; 6,8pf)   
F I LE i n  chrono l o g i ca l  sequence . 

and  P rocedure 
a • 0 d 

d.e-V-e..l-G.pm€+1t-e-f-Be-pa-rtme·nt-a-l-pot-i-cy-

N OTE : See  3000- 1 - 2  for d i s po s i t i on 
of rec ord copy of Departmenta l  
d i  rect i  v es . 

• -/; (4)
b .  U s e  for

.ini.s..tJ:.a.Li...!l.'J...s:::.P--�
f.u " " 

F I L E by or i g i n ,  ser i es  number or i n  
c h ro no l og i c a l  sequence . 

E xtern a l  o r  Non- Seri es  I nst ruct i o n s  
U se for mat er i a l  o f  a d i rec t i ona l  
nat ure wh i c h o r i g i nates  outs i de U S DA 
o r  wh i ch o r i g i nates wi t h i n  USDA b ut 
i s  not part of  a forma l Depa rtme nta l  
d i rect i v es  system .  I ncl udes comments  
and  other  ma ter i a l on pro posed and  
ex i s t i ng i n struct i ons . 

F I LE by or i g i n ,  seri es  number or i n  
chro n o l og i cal s equence . 

ll!COR D  01' l'ICE 

OPI Ii TO 
D IS POS ITION FARC 

3) (.C) 

OBPA
crbmi-t"" N/A

--5-f::11"5 .  1_s o 

Dest roy N/A 
•r1h en  S/O . 

Dest roy r-1/A  
wh en S/ O .  

OISPOSITIO"' OTH E R  
AUTHORITYO FF I C ES 

Dest roy f:nJ 
GCwhe n  2 

yrs . o l d .  7/01.1)03 

GRS- 1 6 - 1  

1 on  

Dest roy RS- 1 6 - 14 
v1h en S/ O .  -&--rj-r 

Destroy 
•,.,ih en  S/ 0 .  

F O RM IM0- 1 8  ( 6/82) 
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( 1) (2) 
Energy Reports 

( 3) 

,/, n -" O  - - I --

' TO 

( 5}  (6) 
5 50 0 - 2  

5 5 0 0 - 3  

' 
ASAR 304.0 - 1 September  1 0 , 1 9 8 2  
Appe n d i  x C 

U SDA/01 RM-IMO ASSISTANT SECR ETARY FOR ADMIN I ST RATION F I L E/DI SPOSI TION Pt.AH 

.. ss1 -
i' 1 C A T I O M  N UMBE R  D ESCRI P TION AHO fll lL I MG INSTRUCTIONS 

Conservat i on 
U se for mate r i a l  perta i n i ng to energy 
c o n sumpt i o n ,  p ro j ec ted fuel  
requ i rement s ,  f uel  av a i l ab i l i ty and 
storage  capac i ty ,  bo i l er pl ant 
equ i pment data , a nd s i m i l ar report s .  
I nc l uded are energy i nfo rma t i on  
report s ,  D epa rtment of Energy data 
req u i rement s ,  a nd i nformat i on 
c o l l ected for h i g her l evel agenc i es ,  
and re l at ed doc ume nt s . 

F I LE by agency . 


P roj ect  Contro l  

Us2  fo r memoranda , reports and  other  

records  document i ng a s s i g nment s , 

progre s s  and  compl et i o n of proj ect s . 


F I LE : C a se  f i l e  al phabet i c a l l y  by 
t i t l e of proj ect . 

D I SPOSITION 
lll!CORD 01' P' ICE 

OPI & 
D ISPOSITION 

--e&P-A--

 

OTH E R  
P'ARC O F F I C ES 

( ') 

N/ A Dest roy 
\'/he n  2 
yrs . o 1 d .  

DI SPOSITION AU THORITY 

Dest roy 
1 yr . 
aft e r  
t h e  yr . 
i n  1-1h i c h  
t he  
proj ect  
i s  c l  o s ed . 

N /A Dest roy 
\vhe n  no 
l o nger  
needed . 

RS- 1 6 - 7  

FO RM IM0- 1 8  ( 6/ 8 2) 
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( 1) ( 2) 3) (-4) 

P o l i cy 
ldse for bac round mate¥'4-a-l-wh-i-Gh-

docw:nents th@ i -r:i -s-peGt-s-e-f-the 
devel opmeAt of De e-r+t- 1:><:>-l-i-G-y-a-na-

--13-r-ec�d or e .  

GoFRl+l� ttee 

���t�- [),, "L,.,, 
1 outi 1 1e agency ad111i n i s tr a t i-v-e ( 

 

c & a 

 

 

 

 

5600  

5600 - 1  

-:j -u  w 

b .  U s e  for 

f 1:J-R-E-t-i-G-l+S-.-A-k-e--ffi.e-l-1fEJ.es-eaG-k-g-r-0t:J-nd- .. 

Externa l  o r  Non- Ser i es  I n struct i on s  
U s c  for mater i a l of  a d i rect i o n a l  
n ature  wh i c h or i g i nates  out s i de USDA 

ASAR 3040- 1 S e p tembe r 1 0 , 1 98 2  
Appe n d i  x C

U SD AIO I RM-I MD ASSISTANT SECR ETARY FOR ADMINIST RATION F I L E/OI SPOSI TIOH PLAN 

DISPOSITION 
CLASSI 


F I CATION 

HUM B E R  

R!COR D  Ol'l'ICI! 

D E SCRIPTIOM AND I'll.ING INSTRU CTIONS OPI I. TO 
D IS POS ITION F ARC 

ENV I RO NME NTAL PROTECT I O N  
U se for g e n e ra l  mater i al perta i n i ng N/A 
t o  act i o n  taken  wi th i n USDA t o  
reduce e n v i ronmenta l  po l l ut i on .  

F I LE chrono l o g i c a l l y  by agency and 
l oc at i on .  

a nd P rocedure NR&E 
a .  N/A  

- /11./ 
e-V s)o 

NOTE : See  3000- 1 - 2 for d i s po s i t i on 
of  record co py o f  Departme n t a l  
d i rec t i v es . 

OTH E R  DI SPOSI TION 
O F F I C ES AU TMORIT-Y 

Dest roy 
whe n  1 
yr . o l d .  

R S - 1 6 - 1  o{
N/A Destroy 

v1h en   

Dest roy 

5600- 1 - 1  


N/ A Destroy 

when S/ O .  wh en  S/ O .  


FORM I M0 - 1 8  ( 6/82) 

C - 1 0 6 

or wh i ch o r i g i n ates wi th i n  USDA b ut 
i s  not part o f  a fo rmal  De pa rtme nta l  
d i rec t i ve sys t em .  I nc l udes comments 
and o t her  mat er i a l  on  propo s ed and 
ex i s t i ng i n s truct i ons . 

F I LE by o ri g i n ,  ser i es n umber or i n  
chrono l o g i ca l  sequence . 



( 1) (2) 

Compl a i nt s  

( 3) 

Efl.i\ 
t,.,J  

 

( 5) <0) 

bRS - 1 6 - 7  

( ) 

 

I 
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U SO.VOI RM-IMD ASSISTANT SECR ETARY FOR ADMIN I ST RATION F I L E/DI SPOSI TION PLAN 

SSl 
T iON . . .. lllB E R  

.... 5 600-2  

5 600-3  

5 600-4  

D ESCR I P TION AHO FIL ING INSTRUCTIONS 

E n v i ronme n t a l Po l l u t i on Reduct i on 
U se for mater i al  perta i n i ng to 
the c r i t e r i a ,  pract i ce ,  and 
a p p l i ca t i on of  mea s u res to prevent 
water , a i r ,  n o i s e , o r  g round  
po l l ut i on or  to  red uce such pol l u 
t i o n  a s  may ex i st .  I n c l uded are 
i nvento r i es  of s o u rces of po l l ut i on ,  
a n n ua l  re ports  descr i b i ng progres s  
i n  accom p l i s h i ng obj ect i v es o f  
env i ronment a l  po l l ut i on red uct i o n 
p l  a n s  , a nd rel  a ted or s i m i l ar 
docume nt s .  E,Nc={µ: cr1t ---r J 
F I LE c hrono l og i c a l l y  by agency a nd 

l ocat i on .  

E n v i ronme n t a l  P o l l u t i o n  
U se for mater i al  perta i n i ng to 
compl a i nt s  rega rd i ng al l eged 
env i ronmen t al po l l ut i on by 
ag r i c u l t u r a l  act i v i t i es .  I nc l uded 
are l et t e rs of com p l a i nt ,  i nvest i 
ga t i o n s , or  s tud i e s ; repl i es to 
comp l a i nt s ; a nd s i m i l ar or rel ated 
document s .  

F I LE chrono l u g i c a l l y  by agency a nd 
l oc a t i on . 

Proj ect C o ntro l  

U s e  for memorand a , reports  a nd other 

records  docume nt i n g a s s i gnment s ,  

progres s a nd comp l et i on of proj ect s .  


F I L E : C a s e  f i l e  a l phabet i c a l l y  
by t i t l e  o f  proj ect . 

DISPOSITION 

lll!CORD Ol' l' IC I!  

OPI &. TO OTH E R  
DISPOSITION l'ARC O F F IC ES 

NR&E 
N/ A 	 D e s t roy 

when  
S / O  ors/o av 
when  no}IA;  
l onger  
needed . 

D e s t roy 
wh en  1 
yr . o l d .  

Dest roy N/ A Dest roy 
1 yr . 1·1h e n  no  
a fter  l o nger  
the  yr . needed . 
i n-wrfi ch 
t h e  
proj ect 
i s  c l  o sed . 

DISPOSITION 

AUTHOllTY 
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