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. . . • . . UBDIVISIOJII 3. MINOR .S

,

REQUEST FOR RECORD __ JISPOS!TION · AUTHORITY LEAVE BLANK 

(See lnstruct!ons on reverse) JOB NO. 

TO GENERAL SERVICES ADMINIST�ATION, 
N_ATIONAL ARCHIVES AND R.ECORDS. SERViCE, WASHINGTON, DC 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 

Unitee d Stat e s De artmee nt of A ricultur e NOT1F1CAT1ON.To AGENCY 
2. MAJOR SUBDIVISION' ··· · In accordance with the provisions o/ 44 U.S.C. 3303a the disposal re·c-'-e--'-o_f _ t-'- e_·'-s-"-e.;..ac:_r_e_t_a'""'r"----'.;.__��--___,,-----'-'--�--1-�O�f;...;.fJ.:.....:.... .h.""" quest inctudi�g amendments. is approved e;cept for items that rnay 

be �tamped "di$posal �ot approved'.' or ... w1thdraw_n,. in column l 0. 

OIRM - In f ormation. Ma.na 
5. TEL EXT. 

447�9272 

I hereby certify that I am authorized to act for this agency in mp� pertaining to t he d isposal o f the agency's reco rds; 
. _ _that the records proposed for disposal in this· Request of -t:;2Y page(s) are not now needed for the business of . . . .this agency or wi 11 not be 'needed after the retention periods specified .. 

• 
. 

-. .' ,, ;.i".=;-· ,· ,' -. . .- " . , ·  

G A· Request for-immediate·disposaL 

[!] ,B Reqdest for c:JJspos·a1 after a specified period.of ti�e .or.request. for permanent 
retentiOn. , · · ·· '· · 

115-107 

8. DESCRIPTION OF ITEM 
(With ln_ql4sivepates qr Retention Periods) 

"10. 
_ACTION .TAKEN 

Tt1js comprehee nsive r e 0ords dispositon sch�dufe. supee rsee des. NGJ�16,"."8?, t
th e pr e viously approvee d records sch e dul e:.Jor th.es-Oifice 
of In f ormation Ree sources Managee ment (NCl-16-83-1).* 
Pr e s e ntly, this filee and disposition schee dule covee rs thee 
r e cords for thee Officee s of Administrativee Servicee s,
Financial Managee ment, Information Ree sources Managemee nt,
Op e rations, and Pee rsonnee l. Ev e ntually, this schee dule. 

will be e xpandee d to includ e th e records of all officee s 
which report to thee Assistant Secree tary for 
Admi nj strati on. 

Any ree cords seriee s createe d,'ree vised, or del@tee d subsequent 
to and/or not disposable by this schedulee shall bee 
covee red by ree vised schee dulee s with disposition authority 
to be obtainee d from th e National Archives and Ree cords
S e rvice. 

R e cords covee r e d by th e r e vised Gee neral R e cords Schedule 
aree disposablee without further authorization. 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by Gl!'neral Services 

Administration 
FPMf! (41 CFR) 101-11.4 

http:period.of
http:�O�f;...;.fJ
http:NOT1F1CAT1ON.To


F�nol og icall y by subject. 

needed./__,...... 

NOTE: See �1 for disposition 

old. 
yrs. 3 

(' 

I/Ci- It- g-3_/ 1000 ORGANIZATION, AUTHORITIES, AND
FUNCTIONS /�

Use for all common use internal Destroy Destroy
management files, including functions whe whe_o.--l-
performed outside the filing office.-----.vFs. old. _..;.,--yr". old.-
May include correspondence or t-efial -----�
on the broad aspects of gned .... -·",,,.....
functions gener�y-. Exel uded are .�-�-_ .... �··...,-
records of ecific assigned ...-,/
funct · , e.g., personnel ,_...budg;t, 
aoo accounting which__.a��--filed as 
separate entitie��er their 
appropria�..,..categories. 

1000-1 pol icy and Procedure __.-
/f/Ci-11.,-g3_;.JD7Jl)IUse for background material which __.Destroy N/ A Destr.oy- GRS-l6-1cf" 

documents the important aspects of..-.t,he when no ..a-fter the 
development of Departmental Hey longer ..-��-· directive
and procedure. is issued 

or imme­
diately
when it 
is known 
that no 
action
will be 
taken. 

�! r�d-;copy of Departmental 
�tives. 

FILE b 1gin, series number or in 
nological sequence. 

1000-1-1 External or Non-Series InstructJons �-
Use for material of a di_�donal Destroy Nlf\.-- .-�-Destroy 

11 /t 6'00Jj!- I 
nature which orig in�e<outside USDA when S/_0 •. .,,.. .....-· when S/0. 
or which originates· within USDA but is -�··'"
not part of onnal Departmental _,_,..,---
directi ystem. Includes c9mmeifts 
and er material on proposed and 

,sting instruct· ns·:-:--

FILE b 1gin, series number or in 
ol ogical sequence. 

1000-2 Reports
Use for reports pertaining to Destroy

when
Destroy
when 

N/A 
organizations, authorities, and
functions. 3 yrs. 

old.
FILE by agency and subject. 



records docunent · �gnments, 

,' . 

1/l
GRS-16-
ovi

7
�1000:..3 

JJJ-.fu:J 
I ooo-� 

Project Control 
Use for manoranda, repor_ts....and-1)ther Destroy N/�est-f"Oy 

�l-;�r----- when
noprogress ompletion off....Jli.r.o.�·!Ct:-s-:- after 
longerthe yr. 
needed.in which 

the project 
is closed. 

1000-4 Schedules of Daily Act iv it ies 
Use for calendars, appointment books, 
schedules, logs, diaries, and other 
records docunenting meetings, appoint­
ments, telephone calls, trips, visits, 
and other activities. 

a. Records containing substantive 
information relating to official 
activities of high level officials 
see GRS-23-2a for definition of high 

level officials), the substance of 
which has not been incorporated into 
manoranda, reports, correspondence, or 
other records included in official 

FILE

files. 

yw,v'
Submit SF- N/A Submit SF- GRS-23-2a
258. If 258. If Cs�
offer is offer is 

not
accepted,
not 

accepted, 
destroy the 

records records
destroy the 

( 

old. 
6 yrs.when 

old. 
6 yrs.when

by
sequence.

origin in chronological 

b. Records created by other than 
high level Federal anployees, the 
substance of which has not been incor­
porated into official files.

FILE by origin in chronological 

Destroy N/A Destroy GRS-23-2b
when 2 when 2 c�)
yrs. old. yrs. old. 

sequence.

c. Routine material containing no 
substantive in format ion regarding Tfie 
daily activities of other than high 
level officials; records of all Federal 
anpl oyees containing substantive infor­
mation, the substance of which has been 

Destroy N/A Destroy GRS-23-2c
when no when no (s�)
langer 1 anger
needed. needed.

incorporated into official files; and/ 
or personal records of all Federal 
anployees relating to nonofficial 
activities.

FILE by
sequence.

subject in chronological 



�

5 r. 

-ORS-16=l3b 

1010 Organization
Use for material relating toJJ)-OJ.Y organizational analysis 

Jooo-2 docunents relating to.,,.o rall
or changes in organization

and pla ng
ctions;

of
functions and mis i�s; and copies

organizati and functional
sta ement anuals, and cha_r.-t' • Alsoc_�uyv 

� material pertaj.Jlt�g to the�1) u inclu 
�1vtv nJll er of position�efcf grade

levels/series r
program mis

phabetically by major and minor 

t11red to perform4-
divisions.

1011 Principles of Organization (General)
Use for material pertaining to the
operation, maintenance and improve­
ment of the organization system.

FILE by subject. 

1012 Organization Planning
Use for material pertaining to the
planning, analysis and develoJlllent of
approved organizational units.

FILE by subject.

1013 Manpower Planning
Use for material pertaining to the
manpower needed to accanplish tasks.

FILE by subject • 

,, / 1rmvf�
PERMANENT GRS-16-13

NAR
Offer

yr.
1n 

a & b 

NCI- '"--77- &1 

�l,Ablocks
when 20
yrs. old. 

OP
PERMANEN • N/A Destroy
Offer o when S/0.
NARS n 
5 • �ao

ocks �
when 20

OP
PERMANEN

yrs. old. 

• N/A Destroy
O when S/0.
NARS
ffer

·n � 
5 •b ocks �;;r 

OP

yrs.

PERMANE 

hen 20
old. 

• N/A Destroy
Offer o J:le,,,h�, when S/0.
NAR in �7

when 20
locks �c2.ao'r 

yrs. old.

1020 Statements of Missions and Functions
Use for material pertaining to the 

OP
PERMANEN • N/A Destroy

missions and functions statanents. Offer when S/0.

FILE by subject • 
NARS

• 
n �� 

5 �'Pdocks o-eez
when 20

old. 



� authority to identj_fi€d ·pos itions
____.. 

imite.cL...e-eregations to__.,pos·tt1ons or 1 

I 

1041-2 

v--0,:) 

• 

1030 Delegations of Authority 
Use for material on delega,tjons ..of Des_:y:.oy

----when S/0. 
. N/A Destroy

when S/0. 
or persons, aJJd-�-'temporary or..----

�s. ------
looo- 3 

1040 
J...l,t,.,CL,,;;} 

ooo- 4-, 
M'llj..J::., ...,1./i v 
1-.(.•J�-<r-(.. 

Q,/

[;5:... 3. 
1041 

iQO-'-f--/ 

Destroy
2 yrs. 
after erm­
in 10n of 

mmittee. 

ologically by major and minor 
ivisions . 

ommittees and BoardV 
Use for official rn erial doclf:ienting 
the acconplistm t of official 
internal com · tees, boards, task 
forces, an work groups. 

ronologically by s ubject. 

Committee Management 
Use for material pertaining to the Destroy N/A
continued monitoring of committee when 3 
activities. yrs. old 

or when 
FILE by COOl!Tlittee title. no 1 onger 

needed 
for ref-
erence. 

Interagency or InternationaJ-
Comrnittees or Task For:,c-efs TransferUse for agendas, �ute_s, final r ARC when 5 years reports and re mendations from 

old. Offer to i'J/1HSinter/intr. agency co11mitt when 20 years old.task ces chaired b..v op
1 011pl oyees � .. 

E chronologically by corrmittee. 

Destroy
when 3 
yrs. old 
or when 
no 1 onger 
needed 
for ref-
erence. 

Destroy
when 3 
yrs. old 
or when 
no 
longer
needed 
for ref­
erence. 

/;cve/1 
GRS-16-12a 
(2) 

\\9/-----

ii//l'1,-:J/:-/ / 

GRS-16-12b 
(1) 

N c 1- 1:: -07� &; 
JjJ.n-. q �- \ 

cl,- "\'�k-

chronological sequence. 

Dest� 
n 3 

N/A Destroy
when 1 

IICuJ:! ;.., If/ '! 
GRS-16-12b 
(1 )( b) 

yrs. old 
or when 

yr. o1 d. 

. no 
longer
needed 
for ref­
erence. 

http:Des_tr.oy


µ� 
� 

� 

� 

1041-3 

J..J_).-OJ:.)}

I 000- 11--3 

1042 

1043 

1044 
Destroy
2 

Destroy N/A
yrs.

after
term-

1050 
vl,L}.� 

looo-5 

Divisions/Branches/Sectfons 
Use for inte�-itff meeting minutes De .trey N/A
a� e records below the en 3
D. ors level. yrs. old 

no
or when 

longer
needed
for ref-

F, E in chronological sequence. erence.

Statutory Advisory Committees 
N/AUse for material pertaining 

establishment and/or renewal of 
to the 

charters of advisory committees 
created by statute. 

FILE by committee title. 

Nonstatutory Committees 
Use for material pertaining to the 
establishment, re-establishment or 
renewal of charters of non-statutory 
advisory committees. 

FILE by committee title. 

Other Committees and Boards 
Use for material pertaining to the 
establishment of other committees 
and boards. 

Use for materia�olVing issues of Des,troy
concern betwee A agencies. _______-when no 

ents and needed
rstanding see 1314. 

FILE by committee and/or board title. 

committee.
of
ination 

Intradepartmental Relati,9Jl5 
N/A

longer 
· 
for
reference. 

2 yrs.
after
term-

committee.
of
ination 

Destroy
when
issues
have been 
resolved. 

i; )1v1ro/1/ /3
GRS-16-12b 

(l){b) 

11at 

GRS-16-12a 
(2) 

j;Mv/-5 



1051 Relations with Field Activities 
Use
to the daily activities of field 

for routine material pertaining 

offices.

FILE by subject in chronological 
sequence. 

Destroy .
when no 
longer

reference. 
for
needed 

N/A Destroy
when no 
longer

for
needed

reference. 

/tJSJ- I I I Lfe)-;u 



� 

NOTE: ee
�

Ol0-1 -0�position 

FILE by or1g1n, series number or in 

c.m"'onol og ical sequence. 

n?ss i�eration. 

of cord co Departmental
rectives 

or imme­
diately 
when it 
is known 

c hrono 1 og i ca 1 sequence. 

that no 
action
wi 11 be 
taken. 

N/A
1100-1-1 External or Non�Series Instructio�� 

Use for material of a direc9..ona1" Destr..ey Destroy
when S/0. nature which originate§...-Outside USDA �n S/0. 

or which originoate ...,within USDA b�
is not part o fonnal Depar,.tmefital
direc ti V ystem. Inc!,yde<'comments
and� er material _ _on"1)roposed and 
msting i�ctfons. 

1100-2 

FILEJ>�igin, series number or in 

Operation Costs £,ED
Use for records gj,-,current operatjJl�-----Destroy N/A
costs and rel-afunshi p o�.sts-to when 3 
function...ario performa_LlG-e. yrs. old.
cost..--r'eduction_....and--,;;proved effective-I 100-2-J 

Destroy
when 3 

F�y FY in chronological sequence. 

Includes yrs. old. 

1100 

1100-1 

11/MANAGEMENT IMPROVEMENT 
Use for material of a jmeral nature N/ A Destroy I I/()()"'
which pertains toot evaluation when 1 
and constant ef t to impr� yr. old. 
the effecti ess of ap__pr,.eved 
programs� d the ef ·ctency of their 
oper�t1ons whi are not described 
el--<e"where · this category. 

F 

Policy and Procedure /!101J/1
Use for background material�.ett Dest,eoy N/A Destroy GRS-16-l d  
documents the importan-s..,,as-pects of the _ _when no after the 
development of Depac.tmental pol icy,,,.,--- 1 onger directive
and procedure. · �� needed. is issued 



� 

� 

� 

� 

� 

1100-3 

records docunent ng assj.9nments, .J."'1r. i 

Reports PED 
N/A DestroyUse for reports pertaining to manage- Destroy

ment improvements. when when
3 yrs. 3 yrs. 

FILE by agency and subject. old. old. 

1100-4 Project Control 
Use for memoranda, reports an�/other 

progress and come,1.etioff of proj�ts� after 

'/110-0/3
GRS-16-7 

If oo-3 

Des_!c,oy Destroy
when no 

�"'�· the yr. 
�,al�bet-ical ly by in which 

·F� thee of project.·"'' ' 
project is
closed. 

N/A 

longer
needed. 

1110 

1120 

1121 

1130 

I I OD -2 

Mana1ement Policies and Procedures
Use or material pertaining to the 
�olicies and procedures developed
y management to carry out the re-

quirements of programs. 

FILE by subject. 

Management System Developnent
Use for material p�rtaining to
the developnent of management
systems. 
FILE by subject. 

Project Management 
Use for material pertaining to the 
assurance that,· project operations 
are going well • 

FILE by project name. 

Management Studies and Analx,se,s 
Use for intra/inter agepcy management 
improvement stud� analyses.
Also includ� ted analysis and 

ncy and subj e 

:z. s. 

PED
Destroy
when no 
1 onger
needed 
for ref-

N/A Destroy
when no 
1 onger
needed. 

erence. 

PED
Destroy
when no 
longer
needed 
for ref-

N/A Destroy
when no 
1 onger
needed. 

w.-,w ---

erence. 

PED
Destroy
when no 
1 onger
needed 
for ref-

N/A Destroy
when no 
1 onger
needed. 

erence. 

PED
D�n no 
1 onger
needed 
for
reference. 

N/A Destroy
when no 
longer
needed. 

'j;itJof�
GRS-16-5 



� ,. 

1131 Workload Analysis and Measurement PED
Use for material pertaining to Destroy N/A Destroy
workload analysis and measurement. when no when no

longer
FILE by subject and in chronological 

longer
needed

sequence. for ref-
needed.

erence.

1132 Productivity Analysis PED
Use for material pertaining to the Destroy N/A Destroy
analysis of the pr-0ductivity of when no when no
continuing activities. longer longer

needed needed.
FILE by subject. for ref-

erence.

1140 Mana ement Improvement Programs PED
Use or material pertaining to1 Destroy N/A Destroy
specific management improvement when no when no
programs. longer longer

needed needed.
FILE by subject. for ref-

erence.

1140-1 Reform 1 88 PED
Use for material pertaining to the Destroy N/A Destroy
policies and procedures developed by when no when no
management to carry out the longer longer

1Reform 88 program. needed needed.
for ref-

FILE by project name. erence. 

1140-2 Federal Field Structure PED /t(t(Jf)/s/t 

with serve t
area. 

Case file by location 

Use for material pertaining �he When Destroy 'J..JJ...o..d development of governmental icy _.Ahen
De,..stfoy

6 3
procedures and the mnnftoring / yrs. old. old.

yrs. when no
longerI000-5-I and

and coordination of programs relatipg needed.
to the housing toge'fher of activj,tfes

same geographi;:al!.fuv� � ,., 
/

._,,,, 



� 

operation�t&'ns, and goals. / 

mor subdivisions. 

directive syst�,. Includes commen 

1200 PROGRAM PLANNING AND EVALUAT N 
Use for material pertairµn to
projected program p�nlfing,
impl anentation ,..,...arTtf monitoring of 

Des�r.2)1-' · N/A Destroy
wh_;;.P'�� when no 

�s. old.
<!..,fw./-, 11,.e-
>J.../11 U 
�a FIL�fphabetically by major a� 

l anger 
needed. 

Policy and Procedure 1/fJ.cro/!
GRS-16-ld

1200-1 
Destroy.,.. N/A
whe'J..,-n'o 

Destroy
after the 

Use for background material 
which documents the important aspe 
of the devel or-nent of Departme l_911ger directive

is issued policy and procedure. _,A1eeded. 
,,,,,,,,, or imme­

dispositio n / diately /Departmental/. when it 
NOTE: See 3010-1 
of record copy 
directives. / is known 

that no 
action

by origin, serie number or in will be 
ronological sequ ce. taken. 

1200-1-1 External or Non-Series Instructi�tfs ,, /!aoo/y I 
Use for material of a directj))ffa Dest� N/A Destroy
nature which or iginates o t-side U DA wh n S/0. when S/0. 
or which originates wi n USDA but 

.is not part of a f al DepartmenVtal 

and other mg�rial on proposed 
existing · structions. 

n 

FIL y origin, series in
ronological sequenc • 

1200-2 Reports
Use for material pertaining to program Destroy N/A Destroy
planning and evaluation reports. when 3 when 3 

yrs. old. yrs. old. 
FILE by agency and subject. 

0J(}f)fa.,
GRS-16-7 

1200-3 

/2�o-2 

Project Con tro 1 
Use for manor and a, reports ang,....other
records documenting assjgnmer,ts, 
progress and compl f?t-ion of projects. 
Includes wee }..y··�t iv ity reports. 

Destr 

FILE· Case file alphabetical1
.,t-'rtle of project. 

1 •

fter
the yr. 
in which 
the project
is closed. 

N/ A Destroy
when 
no
1 onger 
needed. 



Program Planning 

1210 Program Goals and Objectives 
Use for mater i a 1 pertaining to the Destroy N/A N/A 
program goals and objectives set forth when no 
to accomplish a particular goal. 1 onaer 

nee ed
FILE by position n 1J11ber. for ref-

Use for material pertaining to the 

erence. 

1220 
Destroy N/A N/A
when no planning set forth to accanplish

effective approved programs. 1 onaer 
nee ed
for ref-FILE by subject. 
erence. 

1230 erogram Beview and Evaluation
Use for material pertaining to 
criteria used to evaluate programs
and their results. 

FILE by subject in chronological 
sequence. 

1240 erogram Im�act Anal,lSis
Use for material pertaining to the 
impact of certain programs. 

FI LE by subject in chronological 
sequence. 

Destroy N/A N/A
when no
l on�er 
nee ed
for ref-
erence. 

Destroy N/A N/A
when no 
1 onger
needed
for ref-

Program Decision S�stems
Use for material pertaining to 

erence. 

1250 
Destroy N/A N/A \�A,J·/
when no 
1 onger 
needed
for ref-

systems developed to support 
decisions necessary to continue an
effective program. 

FILE by subject. erence. 

1260 

approved 1 egi slat ive programs. 
Includes comments and reports. 

NOTE: For proposed legislation, 
see 1300-2. 

Destroy
when no 
1 onger
needed
for ref-
erence. 

N/A N/A 

F I LE by subj ec t in chronological 
sequence. 

Legislative Programs and Reeorts 
Use for material pertaining to 



.-:� 
,,,_;'f· • ,w� 

1300 EXTERNAL RELATIONS ECR
Use for material involving high level 

Offer ·to
NJ\Rs· in 

,,--5 yr. 
blocks 
when 20· 

PERMANENT: When ./' Destroy
pol icy issues of concern to the - 5 y,rs • when 3
Department and foreign countries, 91'd. yrs. old. 

.,.,.States, and 1 oca 1 governments; other 
/;

,,,.Federal departments; and both public,,..,.-, 
. 
,I' 

and private organizations and ./· 
yrs_.·.,..,..institutions. Also includes relations old. 

with the President and members ·of his /.·staff and Congressional committees, __,.r 

Members of Congress an .. d tooperative //�
agreements which ar:e-1iot located in' 
other subjects ap-eas of the file·plan. 

/-

Microfilmed incoming·correspond-
en

/
destroyed wh�'Yrs. old. 

NOTE: 

YILE by organiza.tCn. 

1300-1 Policy and Procedure ijl3o-o/t
Use for background material which De�stroyn N ·A Destroy GRS-16-ld 
documents the important aspects of th�hen no yn after the 
development of Departmental poli9,--"_<,· longer - directive 
and procedure. .,,.,..-� neeq.ed. is issued 

or imme­
NOTE: See 3010-1 fo�.. d� t ion diately 
of record copy of ·partmental when it 
directives. is known 

that no 
action

FIL y origin, series will be 
ronological sequen e. taken. 

1300-1-1 External or Non-Series Instructions 
Use for material of a directional Destroy tJlft.." Destroy
natur� whic� �riginat:s ?utside USD�_.,,..·-'when S/�/ when S/0. 
or which or1 grnates w1 thin USD.1\,--but /
is not part of a fonnal D�partmental /r
directive syste�. IncJ.udes comments _
and
existing ins rt1ctions. 

other mater1gJ� proposed a� 
/.

FILE.J,>: origin, series nqplber or in 
c,t:rr'onological sequence<" 



�/ 

� 

� 
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to general o p i n i o n s  perta i n i ng 

any adm i n i strat ive  act i o�.' i nvol v i ng 

e'r g roups are i zat i o n s  and oJ;ho rg an 

d / s uc h  o p i n i on �.,-a

Use a s  a reco rd and c rg..s-1' reference 
of  s i g ned i ncom i ng ;,na outgo ing
ma i l  addres sed tpftiy Sec retary and ,  
hi s immed i a te aff .

F I LE al abet ical l y  by g raph i ca
l o  i o n  , add ressee ,:rltl e ,

g an i  zat i o n  o r  agefu:y . 

Report s 
Use for mater i al 

1 300-2 Leg i sl at i v e  Proposal s 
Use for comments and other mater · l--on ( See NOTE)  /!3o-o /3 

J..».O..;:.;J l eg i sl at i ve  pro posal s .  
/3 {) 0 -3 NOTE : Al l Offi Offi ce  respon 1 b l e  

for prepar i  t he materi al.,.wi l l .  reta i n  
t he f " l  yr s .  and �stroy . Other �f w i l l destroy co pies  when 1 yr . . 
F I L E..)'�cal l y  by House and 
�ate . 

1 300-3 Publ  i c  Rel at i on s  Correspondence ECR 
Use fo r general correspondence from De styr N/ A 
the pub l i c  refl ect i ng i nd i v idual after 5 

prog ram s  o f  the Department not / 

,r

De stroy
after 1 

1 3 !J b -4- �s .  ,,yr . 
// 

..-beyond the preparat io n  of  a form/
re pl y  • 

// 
/. ./ ,/· 

.,/·
,,,..,/"/Record s from farm" 

not i nc l  uded i n  ,this  i tem si nce 

NOTE  : / 
,,.
/

/
re

to by t he _De
t ural program . ·and 

see 1 300 . 

con stantl y referr�
partment  i n  the formu,,.,-,·· 

l at i o n  _o.f·· ag r ic ul
pol i�ies . Fo r the se record s 

F1LE by control n umber a 

1300-4 Al phabet i c a

'

l Name Fi l e  
When N/ A ERMANENT . 

Offer  to AR� 5 yr s .  
ol d .  NARS i n  5 l3 DD -5 yr . b l ocks 

when 20 
yrs . ol d .  l 

1 300-5 
perta i n i ng to De stroy N/A De stroy 

when 3 when 3 extern al  rel at ion s reports . 
yr s .  ol d .  yr s .  ol d .  

F I L E by agency and s ubj ect . 



yr . 

'/1 3 0--0 I0 
GRS-1 6-7 

1 300-6 Pr oj ec t Control 
N/A De st roy 

when 
Use  for manor and a ,  and other Q_�st-ray 
record s doc l.lTlent i ss  i g nments ,  
prog ress and pl et i o n  a fter 

t he yr . 
i n  wh i c h  

proj ec . t he proj ec t 
i s  cl o sed . 

no
l ang er 
n eeded . 

1 31 0  Exec ut i ve Branch Rel at ion s 
Use for mate r i al perta i n i ng to USDA De stroy N/A N/A
rel at i on s  wi t h  other exec ut i ve  branch when 5 
ag enc i e s . yrs . ol d .  

F I L E  by s ubj ec t i n  c hronol og ical 
sequence . 

1 3 1 1  Whi te Hou se and Exec ut i ve Off ice  
Rel at i o n s  Destroy N/A N/A.U se for mater i al perta i n i ng to USDA when 5 

rel at i on s  wi th the Wh i te House yr s .  ol d .  
or  t he Exec ut i ve Office . 

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

1 31 2  I n terde�artmen tal Rel at ion s 
Use for mate r i al perta i n i ng to De stroy N/A N/A
rel at ion s between USDA agenc ie s  when no 
and sta ff o ffi ces . l anger 

need ed . 
F I L E by subj ect i n  c hronol og ical 
sequence .  

1 3 1 3  IanRorar:i Agenc ies  2 Camm i ss ion s  , 
Ta sk Forces , etc . De stroy N/A N/A

U se for ma ter i al perta i n i ng to when no 
rel at ions  wi t h  temporary agenc i e s , l anger
ccmni s s i on s , ta s k  forces , etc . needed . 

F I L E  by s ubj ect i n  c hronol og ical 
sequence . 



� 
� 

nonreimbursable basi;. Includes 

comments, relpted correspond nce, 

FILE a],,p'habetically b� gency or 

aj<fressee name, o title. 

1314 Formal Agreanents and Memoranda of 
Understanding 

roy ,,.  Dest')>vUuJ__oJ Use for material relating to agree- Dest
v

N/A Y
ments between USDA agencies; 5 yrs/ 3 00-2. between USDA and other Federal, 

1!
�ira-

2
fter 
,¥J"S.

State and local agencies; and between 
aft_, 

expi ra­
USDA and nonfederal organizations or 

/
ion or tion or 

agencies and foreign countries. Thes cancell-
agreanents relate to providing or ation of ation of 

cancel1 -

obtaining various types of suppor agreane t. agreanent.
services including administrat · e
facilities, payroll and simi)/4r 
support on a onetime 

�
cr ntinuing 

basis; and on a reimbur ble or

cooperative agreanents, memorand
understanding, �ndments, rev:i6

and sim il �ocuments. 

org9r(ization, geogr hical location,

l egi slative Branch Relat ions
Use for general material pertaining 
to USDA relat ions with the Legislative
Branch.

FILE by subject in chronolog ical 
sequence.

132 1 Senate Rel at ions 
Use for material pertaining to USDA 
relations with Senate members and/or 
their staff. 

1320 
Destroy N/A N/A
when 5
yrs. old. 

Destroy N/A N/A
when 5
yrs. old. 

FILE by subject in chronolog ical 
sequence.

1322 House of Representatives Relations 
Use for material pertaining to USDA
relations with House of Representatives 
manbers and/or their staff. 

FILE by subject in chronolog ical 

Destroy N/A
when 5
yrs. old. 

N/A 

sequence. 



GAO/G

agencies

POiOther Legislative Branch 

. 

1323 

FILE 

Relations
Use for material pertaining to
relations with GAO, GPO, and other

FILE 

Congressional Hearings and Testimony 
Use tor mater ial pertai ning to the Destroy N/A
preparation of material to be delivered when 5
before congressional hearings and/or yrs . old .

legislative 

testimony .

by
sequence

subject in chronological 
. 

b

required 

agencies

sequence

agencies

sequence

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

1324 
Destroy N/A
when 5

yrs . old . 

1325 

1330 

1340 

1350 

sequence
subject in chronological 

.

Reports to Congress 
Use for material pertaining to the 
preparation and submission of reports 

y 

by Congress .

FILE
in chronological sequence

by title and/or number
. 

of report

Judicial Branch Rel at ions 
Use for material pertaining to 
relations with the Judicial Branch 

.

FILE by subject in chronological 
.

State and Local Agency Relations 
Use for material pertaining to 
relations with State and local 

.

FILE by subject in chronological 
.

International Relations 
Use for material pertaining to 
international relationsc.

FILE by
sequence

subject in chronological 
. 

Destroy NiA
when 5

yrs . old . 

Destroy N/A
when 5

yrs . old . 

Destroy N/A
when 5

yrs . old . 

Destroy N/A
when 5
yrs . old . 



1360 

1370 

Public and Special Interest 
Groups and Organizations 

Use for material pertaining to 
relations with public and special 
groups and/or organizations. 

FILE by subject in chronological 
sequence.

Industrial and Commercial 
Organizations

Use for material pertaining to 
relations with industrial and 
commercial organizations. 

FILE by subject in chronological 
sequence.

Professional Societies and 
Associations

Use for material pertaining to
relations with professional
societies and associations. 

FILE by subject in chronological 
sequence.

Educational Institutions including 
Libraries, Museums, etc. 

Use for material perta1n1ng to 
relations with educational
institutions, libraries, and
museums . 

Destroy N/A
when 5
yrs. old. 

Destroy N/A
when 5
yrs. old. 

N/A 

N/A 

1 380 
Destroy NI A N/A
when 5
yrs. old. 

1 390 
Destroy N/A N/A
when 5
yrs. old. 

FILE by subject in chronological 
sequence. 



directives. 

1400 PUBLIC AFFAI R S  
Use for requests for information from N/A Destroy ' 
the general public and replies after,,'1
involving no administrative action , yr, /
no policy decisions , and no special 
compilations or research for reply 
including requests for informati 
and inquiries to which replie re 
made by printed or duplicat 
material ,  requests for p ications ,
photographs and autogr- hs , and
acknowledgements an replies ;
of and concernin eferrals to 

letters

other agencies or replies, request 
for impress · n of Department seal 
etc. 

y control numberc, na e, or subject 
applicable.

1400 -1 Policy and Procedure '
Use for background material which �troy N{k' Destroy GRS-16-ld 

/;J!CJ0/1

documents the important aspects of !be · when no // after the 
development of Departmental policy -� longer / directive
and procedure. '/ needed/ is issued 

/" or imme­/_ .NOTE : See 3010-1 for,,;1-fsposit ion // diatel
of record copy of .Pepartmental / 

y
when it 
is known 
that no 
action
will be FILE or1g1n, series 

onological seque 

1400-1-1 External or Non-Series Instructions 
Use for material of a naldirecti

�nature which originates outside 

formal f)"artmenta
or which originates within l!S bu

v
/

is not part of 
des comments 

and other materia 

in 
taken.

Destroy /-'4/A
when SLD. 

Destroy
when S/0 .

la
directive system . I

existing inst tions. 

FILE rigin, ser
onological sequence. 

n proposed

.9 umber or 

a .

i
c 



which does not fit elsewhere in this 

chronological sequence. 

l 

hl,� q.;,v£-u, .(t y and jolvnumber. 
L

wh, ch__,.does not f1t elsewher� yrs. old.

MRMD 

1400-2 Reports �
Use for material pertaining to public Destroy N/A Destroy
affairs reports. when 3 when 3

yrs. old. 

records documentin 
progress and c etion of pro

F I LE  : se fi l vb� by 
· e of project 

FILE by agency and subject. 

after 
the yr. 
in which 

t 

yrs. old. 

1400-3 
Use
Proj ect Control 

for memoranda, repor and other Destc.oy N/A
ignments,

j_gc.t<.
_.--ryr.

the
pr ec

/is closed. 

GRS-16-7
'I/L/{Jt) /3 

OG PA 
material pertaining Destroy N/A

to the publishing of USDA publications when no 
longer 

by title of issuance in

Canposition and Printing

3 to th� canpc:>sitio�nd-f>r 1nting of __,-when

c)\,0./f'v.4.t � i thi S C �ry. �
_.,,.. 

i , n . - CJ . r �

141 0 Publishing 
Use for general 

category.

F ILE 

Destroy

longer
when no

needed
for ref-

needed
for ref
erence.

MRMD 

-
erence. 

Destroy
when 1
yrs. old. 

1420 
� Use for general material_.....pertai ning D�_�t-r6'y N/A
I 1 "' ()  3

Lf) U  - materi a

lttJ

t F.  by agenc

Project Files 
Use for material pertaining to the
execution of canposition, printing,
binding, duplication, and distribution 

/." 

N/A

of jobs. Includes requisitions, bill ,
samples, manuscript clearances, a
related papers. Does not incl e 
( 1 ) requisitions on the P , c
Printer and related rec s; and
(2) records relatin o services 
obtained outside e agency.

NOTE : 

F 

http:Destc.oy


� 

� 

applicabl • (GRS-13-4 ) / 

y subject in chron�gical 

1420-1-1 Project Planning
Use for material pertaining to Destroy N/A N/A GRS-13-3b

'1/IIP (JfJ17);;_, 
J....u.a.,,o) planning and other techni�;1fttters. when_,,3·

g 
yr..s: 01 d.

Lt- .d nI tJ;Oo -3 -2 NOTE : Control registe2 pertaini
vto requisitions and rk orders are to

be destroyed 1 
1 yr. afterin which compil or

yr fter close of F Y. -

filling of r i ster, whichever_,)� 

FIL

1420-1-2 OGPA 
GRS

11//6()0/3/3

-13-6De
hen
�ruy N/A Destroy a

3 1 yr. & 6b
yrs. old. after

date of
report. 

JCP  Reports
Use for reports to Joint CJ)JMlftteeI /o 6{J -.3-3 on Printing regarding pefation of
Class A and B
of printing, b .

Plan and inventories
mg, and related

equipnent lass A and B Plant
or ,n  s age.

1421 

1422 

1430 

I to oo -3 -4-

a� 

in chronological

Copy and Duplication
Use for material pertaining to the
reproduction of printed
in fast copy centers. 

material

FILE in chronological sequence.

Phot
Use for material pertaining to
phot

ocomposition

ocomposition.

FILE by job nunber in chronological
sequence.

Publication Distribution
Use for material pertaining to
publication distribution. In es
revisions and deletions ailing
lists. 

sequence. 

Destroy N/A
when S/0.

MRMD N/A
Destroy
when no
longer
needed
for ref­
erence. 

Destroy
when S/0. 

MRMD
Destroy
when no
longer
needed
for ref­
erence.

Destroy
when

is
com

change

­
pleted. 



� 

�-�. 

�/ 
-�� 

1440 

I L/-OtJ  -2 

�-Vl] 

1450 

1460 

1470 

1480 

News Releases , Speeches , and 
Current Information 

Use for copies of formal i nform;.ttonal
releases and publi cat i ons , �s 
con ference transcri pts , ffl c ial 
speeches , and i ndexes ereto. 

F I L E  phabet i cally by author r 
1 gi nator. 

Rad i o  and Telev is i on 
Use for agency-sponsored radi o  or 
telev is i on news releases. 

F I LE by subj ect i n  chronologi cal 
sequence. 

Medi a  and Publi c L iai son 
Use for media appearances by agency 
representat i ves and the prepared 
material used when act i ng as 
publi c li ai son. 

F I LE by subject. 

Graphi c  and Exhi b i t  Desi gn 
Use for viewgraphs , routi ne artwork 
for flyers , posters , letterheads , and 
other graphi c  and exh ibi t  materi al. 

F I LE  by subject i n  chronologi cal 
sequence. 

Photography 
Use for blac k and whi te and colored 
ori gi nals and negati ves , color 
transparenc i es and sli de photo­
graphy and sli de sets or fi lmstri ps. 

F I LE by subject. 

OGPA 
PERMANENT. 
Releases -
Offer 
NAR hen

yrs. old 
Speeches -
Offer to 
NARS 
when 10 yr 
old. 

Destroy
when no 
longer 
needed. 

Destroy
when no 
longer 
needed. 

Destroy
1 yr. 
after 
fi nal 
publi ­
cat i on 
or 
when no
longer 
needed. 

Destroy
when no
longer 
needed. 

11/tttoo/J..­
/-K Destroy NC l-16-78-2 

when no Items 3&4
longer 

� needed
1i/� for

reference. 

N/A N/A 

N/A N/A 

N/A N/A GRS-21-10 

N/A N/A GRS-21-4 



sponsored film or video recordings. 

com-

1490 Video and Film 
Use for material pertaining to agency 

FILE by 

1
Destroy N/A

after
yr. 

N/A GRS-21-31 

sequence.
subject in chronological of

pl et ion 

training.

NOTE : IF THE ITEMS IN  CATEGORIES
1440-1490 DOCUMENT THE MISSION OF THE .
AGENCY ,  CONTACT IMO FOR DISPOSITION. 



�( 

LEGAL AFFAIRS AND PROCEEDI NGS 

kg round mate r i aUse  for bac l wh i c h  

d ev e OJlllent o f  Departmental pol l i c  

o f  record copy o f  D artmental 

hronol og i c a uencel s . 

d i rec t i v e  system . udes comments  

ex i st i ng i n s  ct i on s . 

mater i al perta i n i ng to l eg al 

Use fo r materi al o f  a general nat..ure_. 

1 500 .----OGt 
NIA Destroy 

-�- when 1 
Destroy 
when 3 
yrs,..v,ela. 

wh i c h  perta i n s  to hea r i n g s  and --· 
o t her l eg al proceed i ng_s..--b�rore the 
De partment o f  Ag r_iwtrl"fure whi c h  

yr . ol d .  

are not de scr  · ecf el sewhere i n  thi s 
c ategor 

F. 

1500- 1 Pol i cy  and Proced ure 

doc ument s t he important a spect s o f  t 
NI.A..,. De st roy GRS-16-ld  

Destroy // a fter 
when no·

and proced ure . 
'/1soo/1, 

the
d i rect i ve 

,,.,.. 

l on,9er 
pe"eded . i s  i s s ued 

or imme-NOTE : See 3010-1  for ,t po s i t ion  

d i rect i ves  . 
d i atel y 
when i t  
i s  known 
that  no 
act i o n  
wi 1 1  be 
ta ken  . 

F I  y o r 1 g 1 n , ser · s n umber or i n  

1 500-1  - 1  Ex tern al or Non-Ser ies In struct i o n s  
U se  for mate r i al of a d i rect ional De st roy /'A De st roy 
nat ure whi c h  or i g i nate s  out s ide.JJSDA when 3 / when 1 
or  whi c h  o r i g i nate s wi th i n sn� b ut yr s .  l • yr . ol d .  
i s  not part o f  a fonnal partmental 

and other mater i on  propo sed and 

F I LE  or ig i n ,  ser i e s  n 
anal og i c al sequen 

1500-2 Report s 
Use for
a ffa i r s  and proceed i ng s  report s  . 

De stroy N/A De st roy 
when 3 when 3 
yr s .  o l d .  yr s .  o l d .  

F I LE by agency and s ubj ect . 



� 

� 

11/tso-o/3 

doc1JT1enting a ssi Mlents , record s 

Ca se fil e al pha 

agei,ey' s 

GRS-16-7 
1 500-3 

Destroy �A Destroy 
when no 

Proj ect Control 
U se for memoranda ,  reports �'"11ther 

progres s  and compl on of proj ects . l o�er 
ne ed . 

r
the �r .
in w ich 
the
proj ect 
is cl osed . titl e of proj ec • 

1 510 Coordinat ion and Cl earance Services
Use for material pertaining to coord-
ination and cl earance of material ( s) .  

FILE  by subjoect in chronol ogical 
sequenceo. 

1 511 Legisl at i ve Review 
Use for material pertain ing to review
of 1 egi s l at ive material • 

FILE by subj ect in chronol ogical 
sequenceo. 

1512 Reguloatory and Program Review 
Use for materi al pertaining to 
reguloatory and program reviewso. 

FILE  by subj ec t i n c hro no 1 og i ca 1 
sequence . 

1 51 3  Legal Advice and O inio.08"" 
� U se for advisement rnionso, dee i sio 

and agen
� 

s on GAO, OGC } 5 0  0- 2 other fonnal eci s ions and · nionso. 
t 

bl&/ .--½) F�,Phabeticalol origin and 
d IJTlen t n 1JT1be • 

1520 Legal Proceed ings  
Use for material pertaining to l egal 
proceedings before the Department of 
Agriculotureo. 

Destroy 
when S/0 . 

N/A N/A 

Destroy 
when S/0o. 

N{A N/A 

OBPA 
Destroy 
when S/O.  

N/A N/A 

N/A Destroy 
when 1 
yr. ol d .  

.NC!- IC,d,7-fR1 

"/,s<n) Id,-

OALJ/OGC 
Dispose 
of 

N/A Destroy 
when S/0 .  

according 
to i,wn, 

disposition 
scheduloes 

FILE by subj ect in .chronol ogical 
sequenceo. 



1521 

1 522 

1 530 

Departmental and Adm in i st rat iv e 
Proceea i ngs 

Use for material pertaining to j udg-
ments rendered by Departmental and/ or 
administrative personnel . 

FILE by subj ect in chronological 
sequence . 

Judicial Proceedings 
Use for material pertaining to the 
j udgments handed down by the courtso. 

FILE by subj ect in chronological 
sequence . 

BnRlo�ee Involve11ent in Legal 
Proceedings 

Use for material pertaining to
employees who are asked or subpoenaed 
to testify or are otherwise involved
in legal proceedingso. 

FILE by subj ect in chronological 
sequence . 

OALJ/OGC 
Dispose 
of
according
to
agency• s 
disposition 
scheduleo. 

OALJ/OGC 
Dispose
of
according 
to
agency• s 
disposition
scheduleo. 

OGC
Dispose
of
according
to
agency• s 
disposition 
scheduleo. 

N/A Destroy
when S/0 .  

N/A Destroy 
when S/0 . �· 

N/A Destroy 
when S/0 . 



��a . 

FAC IL I TIES AND SPACE MANAGEM��T FMD
Use for material pertainj.ief to the D troy N/ A Destroy
overall or general r_g.ut"fne en 3 when 1 
facilities and S_F.ac-eomanoagenent yrs. old. yr. old. 
activities whi are not specifical 
described the fololowing categ 

FILE y subj ect in chronol og · al 

1600-1 Policy and Procedure �rf '1/!IP()l)/! 
Use for background material which Destroo NL / Destroy GRS-16 -ld 
which documents the important asp,ec s when no 

longer 
.v after the 

directive of the devel OJlllent of Departm.en"fal 
policy and procedure. / is issued 

or imme­
diately
when it 

NOTE: See 3 10-1 ��sposition /
of record copY,�Departmental
d i rect i ves  . 

>/ 

is known 
that no 

/
by origin, seri�/ri'umber or in 

action
wi 1 1  be 
taken.

FI 
ronol og ical sequ£nce. 

FMD
Destroy N/A

hen S/0. 

1600-1-1 External or Non-Series Instructiop< 
Use for material of a directi�.na1 
nature which originates out-side USDo
or which originates witht'n USDA but is ynot part of a forma epartmental 

Destroy 
wh�n S/0. 

directive system Includes comme
and other mat 1al on proposed 
existing i ructions. 

FIL y or 1 g1n, series in
ronol ogical sequen e .  

1600-2 Reports FMD
Use for facilities managenent reports. Destroy N/A Destroy

when 2 when 2 
FILE by agency and location in yrs. old . yrs. old. 
chronoloogical sequenceo. 



�� 

� 

� 

the acquisition , alloc on, and 

plans used in s 

cation. 

1600-3 

1610
JJJ-a..,o)
/ (!) 0 0 - f 

1620 
J...v..w.:) 
l w oo - t/- -1 

r rts and other 
records documentc· assignments 

ompletion of ects.

FILE · Case file al 

1 

title of pr · ct. 

yr.
after 
the yr.
in which 
the
project 

estroy N/A 

is closed. 

ace Plannin Classification a .---sCuc FMD
Use for material pertaining he D�§tfoy N/A
general management of s planning, __....,wfien 2
classification and not describe¥ yrs. old.
below. 

/
FILE c ologically by a� and 

l

Space Acquisition and Assignm 
Use for material pertaini o

release of space. 

assignments nd adjustments. 

by 

eludes build
, 

ing
e planning

FILE ronologicall and 

Destroy
when no 
longer
needed. 

Destroy
when 2
yrs. old. 

GRS-16-7 

''/!&o-o/3 

11 /;r;o-o/1 
/1 

2
Destroy GRS-11-2a

after 
yrs.

termina­
tion of 

N/A 

jl& �/1/ 

assign­
ment, or
when lease 
is cancel

assign­
ment, or 
when
lease is 

y 

-
1 ed, or cancelled
when pl ans or pl ans 
are SI 0. are S/0. 

Reports
Use for material pert · 111g to
reporting of occ space in
Metro Area ield locations. 

Destroy
when 1
yr. old. 

1620-1 

l &;t{)- L/- - 2  
N/A 



� 

�

�� 

excluding fi se al c p'ies . 

1630 Space Utilization 
Use for material pertaining to the 
full utilization of avail able space .  

FILE chronologicoally by agency 
and locationo. 

1 640 Alterations and Maintenance, 
Use for material pertaiijji?g to
alterations and main�nance servico

FMD 
Destroy 
2 yrso. 
after
termi­
nation
of
assign­
ment, 
or
when
lease
is
c ancelled, 
or
when 
plans are 
S/ 0 .  

N/A N/A GRS-l l - 2a 
(sevwll,J 

FMD 
Dest!J.lr N/A Dispose G��/ 1 -5 
3 onths of when­

work is ;lto-o/� i l.o o a - 5  s, 
fter

work canpl etedo. 
isFor f "  al copies, see 22NOTE : • 

�-Oo FI chronologicoall and
ocation . 

1650  Building Safety/ Sec urity 
Use for material pertaining to the 
safeguarding of facilities against 
sabotage and unauthorized entry . 

FILE by subj ect in chronologic al 
sequence .  

1 660 Parking Services 
Use for material pertaining to the 
allocation of parking spaces . 
Inc l udes standard criteria for 
select iono. 

FILE by agency and name( s)o. 

performed
or
requi s-
ition is 
c ancelledo. 

FMD & OI G
Destroy N/ A N/A GR S-1 8-1 0 
when 3 
yrso. old,
or upon 
discontin-
uance 
of
facility, 
which-
ever is 
soonero. 

FMD
Destroy N/ A N/A
when S/0o. 

http:Dest!J.lr


1670 Ut i l i ty Serv i ces  
Use fo r mater i al whi c h  perta i n s  to 
ut i l  i ty serv i ces  used by the Depart-
ment  . 

F ILE  by s ubj ect . 

1 680 Con ference Room s/ Aud i tori  urn s/Vendor  
Serv i ce s  

a .  U se fo r mater i al per ta  i n  ing to 
a s s i g nment o f  conference rooms and the 
a ud i tor i un ,  i ncl ud i ng set-ups , e .g . ,  
pod i un s ,  m ic rophones , etc . 

b .  U se for mater i al rel ated to v endor 
serv i c e s  . 

F I LE by agency i n  c hronol og i cal 
sequenc e .  

FMD
Destroy 
when 3 
yrs . ol d .  

FMD 
Di s po se 
o f
when 3 
months
ol d .  

De stroy 
when no 
l anger 
needed . 

N/A 

N/A 

N/A 

Destroy 
when 2 
yrs . ol d .  

Destroy 
a fter use 
o f  
fac i l  i t i e s .  

De stroy 
when no 
l anger 
needed . 



..,,.,.,..�··.,,. 

pertaining to internal and external . en 3 

elsewhere under this category _;..,-:--�-'for 

./ agency investigations of spec · Ve 

se 1 50 ) . see 4050-2 ; fo M reviews , 

ecl i,� and Procedure 

1 700 INVESTIGATIONS AND AUDITS 
Use for material of a general nature 

investigations or audits not covered��

De§.t.Po'f N/A estroy 
/:when 2 

- old .o# · yrs . old . 

./'personnel management aud i t,g/4nd 

employeeso, includi esk auditso, .r:.� 

i n  

1 700-1 
Use for background material which N/A Des GRS-16-1-d 
documents the important asrects of the ter the 
devel O(Jllent o f  Departmenta directive /170-0/ I 
and procedureo. is issued

or imme-

7
NOTE: See 3010-1 for djspo'sition of diately 
record copy of Depactmental when it 
directiveso. / is known 

that no 
action 

F�, ser i e s  n in will be 
ronological sequen • taken . 

1 700-1-1 External or Non-Series Instructions _,,,.,-
Use for mate r i al of  a di rect ion

�
froy N/A Dt.stroy

nature which originates outside USO when S/0 . -"'hen S/0 . '/1/T0/,/1 
or which originates within USDA t
is not part of a formal D�Ar'tmental
directive system . I�es comments 
and other material proposed and 
existing instr 10nso. 

FILE b rigin , series number,-or in 
nol ogical sequenceo. 

1 700-2 Reports 
Use for material pertaining to invest- Destroy N/A N/A
igative and audit reportso. when 3 

yrso. old . 
FILE by  agency in chronologic al 
sequenceo. 

http:number,.or


� 

and external investigations of known 

Use for material pertaining to 

Departmental programs. 

1 700-3 Project Contra l 
y yDestr

�
_ N/A stro GRS-16-7 Use for 

records docunenting assignme ts, 
memoranda, reports andc� 

1 yr. when no 
progress and completion projects. after longer1 7  /){)- 2 t e----yr. needed.

n

FILE :
itl

ase file alphabetical project
the

which 

of project. is closed.

INVESTI GATIONS
Use for material pertaining to internal

or alleged irregularities and
violations of laws and regulations

or
relating to Departmental programs 

personnel • 

/t7o-u/;;_ 

e 

(SEE NOTE)1 71 0  

NOTE : Offices responsible for 
preparing the material will retain 
the file for 3 yrs. and destroy
copies when no longer needed.

FILE by organization
sequence. 

in chronological 

Audits

internal and external audits of 

NOTE

(SEE NOTE)1 720 

:
preparing

Offices responsible for 
the material will retain

the file for 3 yrs. and destroy copies 
when no longer needed. 

FILE by organization in chronological 
sequence. 



� 
� 

EMERGENCY  PREPAREDNESS AND 

implementat ion of plans_,(-s1fch as 

when 3 

. . 

CONTINGENC Y PLANNING �./4GPA
Destroy N/ A oe.,troy GRS-18-28b Use for cop ies of pl ans or dire�Jivef�

perta in ing to the formul ati(?llnand 

evacuati on pl ans) Jor..,'f)rotection of 

3 

ssuanc 

yrs. �en 1/!8o-r:rafter S/0. 
· 

i
of a 1 i fe and prope_rty-· dur ing emergency

cond it i ons/ �- . .  -.., � pl an 

EJ,t-�ronolog ical sequenc� ��rect ive .  

1800-1  Pol icy and Procedure 
Use for background mater i al whi ch N/A Destroy GRS-16-ld 
documents the important aspects of the aftern.,......

the....,.,..devel O(lllent of Departmental pol i cy 1/t ro-r:)j,
and proceduren. .. �·f rect ive 

is  i ssued 
NOTE: See 3010 -1 for din� it ion or imme­
of record copy of D�ental di  atel y
d irect ivesn. when i t  

/ i s  known 
that no
acti on 

FILE or1g1n , series number or- · w ill be 
ronological sequence. ta ken. 

1800-1-1 External or Non-Series Instructi ons 
Use for mater i al of a directional . ,./ Destroy N/A stroy
nature which or ig inates outside .J.LSDK when S/0 . ., when S/0 . 
or whi ch ori g inates wi thin U.SBA' but -· - -� 
i s  not part of a formal _..Departmental �
directive systemn. J,Rc·fudes comments 
and other materj.a-l'on proposed and 

�FIL 

Reports 

eni st ing in  tfucti ons . 

y or ig in, series n i n
ronolog ical sequenc • 

1800-2 
Use for emergency preparedness and 
conti ngency plann i ng reports . 

�stroy 

yrs .  old .  
OG PA 

NIA Destroy
when 3 
yrs. old.

FILE by agency i n  chronolog ical 
sequence . CGr25 u)3� 



D�trd"y 

the 
project 

, etc. 

and Planning 
(Crisi s Management)

, relocation, and continuity
s 

U se for material pertaining to civil

all employees and functions.

FILE in chronological sequence. 

Nature and Other Disa sters 

GRS-16-7 
Pr oj ec t Control
Use for memoranda, report nd other 
record s docunenting gnments, 
progres s  and CO!llf} tion of proj�ct-s':....

FILE · a se file alp� -�� by
· le of projec� 1. , 1.. a , ' :I 

,..--,,r
after

yr.

the yr.

which
in 

N/A Destroy 
when no 
langer
needed. 

'/Jgo o/oi 

i s  closed. 

Emergency Procedures

U se for material pertaining to
evacuation
of operation, personnel assignment
and related procedures.

FILE in chronological sequence. 

Civil Defense Program 

defense di sa sters that would affect 

18 10  

1820 

N/A
OGPA
Destroy
when S/0. 

N/A 

Destroy N/A
when S/0. 

N/A 

Use for material pertaining to
disa sters produced by nature, e.g., 
flooding, fires

FILE by subject in chronological 
sequence. 

Destroy N/A
when no 
langer

for
needed

reference. 

1830  
N/A 



,,.,..,� 

2000  

2000-1 

2000-1-1 

200 0 -2  

B UDGET DEVELOPMENT , PRESENTATION
AND E XEC UTION

Use for material of a general nature Destroy N./-A.,.

which pertains to the preparation 3 yrs. �
devel oi:xnent , review , adjustmep , after_.....,....
submission , and approval f-1:he _....erase
budget. Incl udes repo , schedul es of FY
charts , estimates nd related
documents whi do not fit by

budget.

covered

el sewhere · this categoty.

F by agenc� 
.,-,

Pol icy and Procedure /13'S_
Use for N/A .
documents the important aspects _..of' the

background material which / 
when no
Destroy 

....--/

devel oµnent of Departmental pol i cy 1 onger/
and procedure. /_,./· ne�ded.

/.NOTE : See 3010 -1 for disposition /
of record copy o�·Departmental /directives. 

LFIL y origin, seri!)H numbe: or in
ronol ogical seq.tr€nce.

External or Non- Series Instructions
Use for material of a directional
nature originates outside 1/
USDA or

which
which originates witjliriUSDA

but is not part of a fonnar

Inc
Departmental directive.,-system.

l udes comments ,ancf other material·
on proposed ?''bisting
instruct�·· 

FILE_>1crigin , series in
chronol ogical seque

Reports
Use for material pertaining to budget Destroy N/A
devel oi:xnent , when
execution reports.

presentation and 
3
old.

yrs.

FILE by agency and subject. 

3
Destroy

after
yrs.

cl ose
of FY

by
budget.

covered 

Destroy GRS-16-ld
after the
directive i;ioov/I
is issued
or irrvne­
diatel y
when it
is known
that no
action
wil l
taken.

be 

Destroy
when S/0. 

Destroy
when
3
ol d.

yrs. 



� 

� 

� 

�

'-Cij85 

2000-3 
N/A

Project Control 
Use for memoranda , repor:ts-;'...-and De-3-:t/4 
other records doc umentfng asseignmente�ryr.
progress and comple'tion of proj ectse.-

/
FILE ·  ase f ile a_!;ha�E!tically by · e of proj e�,t,;; 

Budget Plann ing 
Use for material  pert· 

Destroy GRS-16-7 
when no 
longer 1/c2MW/ b 
needed. 2�00-b 

2010 

after the 
yr. in
whi ch the 

..,...,..,.. 

proj ect 
is closed. 

N/A
BS/.ining t ..-budget Destroy GRS-5-2A 

5 yrs. planni ng. 7
2 b OD -2. NOTE : Work i ng paQ�rs and bac kgroupde./ 

material are t.9-.�tre destroyed ],,,.,;-r"':· 

Destryy
lJ)r,Y'rs. 

,/after '/�Or)-() /a,,,after 
close
of FY 

close
of FY 

after clos�.--<>'f FY covered. by .the 
budget . _,,�-(GRS-5-41// 

covered 
by budget. 

covered 
by budget. 

2020 

2. o o o - 2
(i_ 2OfJ0-3 

Jt .. urrtf/2,i.Q(..J1 
2030 

�{� agen�-

Budget Devel oeinent _ _  /"" BS
Use for materi al pertaining toj)udget Dest oy /-A·
esti mates, justi fi cati onsJ/,ar(<f 1 yr. �
supplementary materei �nch as �te
explanatory notes_.,,,,-,rar��tives, and �c�ose 

previous s�pp1 ementary or am nded 

Budget Presentati on 

program perfo!JJlaf'lce. Al so incl l!.Q.es·· of FY 
covered

budg�a"ferial. by budget. 

� by agen� 

BS
Use for copies of  the budget ( ori ginal Destroy N/A
or revised) subm itted to Congress when no 
for approval. [�eML � l,{�M � longer 

j�, ,O ,,n A ,  (H.cl:., � needed 
� --f� ASf\ �] for

F I LE in  chronologi cal sequence. reference. 

Destroy
1 yr. 
after 
close 
of FY 
covered 
by budget. 

N/A 

0-/>'2--?2,,c) 

E otJo - :J - II 



� 

by 

2040 Budget Exec ution BS

W).,Q.,D) 
Use for material perta i n i n g  to De.stray Destroy 
approved budget impl emen tation an

�
O yrs. 10 yrs. 

the mai n ten ance of fin anc i al after a fter 
Z[)tO- L/- control s over appropri ated funds.  c l ose close 

I n clude apportionments ,  all oc�i-on s ,  o f  E of  FY 
all otmen ts and workpl s d coveredan s ,  ogl1gatio

/
� ere

and outl ays , cei l i n gs ,  r�q-ai remen ts ,  y b udget . by b udget.  
reimbursemen ts and no appropr i ated
funds . z

/NOTE : I nc l u ere fin
�

l data
on l y  i f  i t  .

d
di rectl y b

n c i
et

supporti • Use 2100 r regul ar 
ace� ing  doc umen ion .

MLE by agen c

2050 Budget Report i n g  ./ /,)Jrov/ .j 
a .  An n ual reports on,,,t-tfe status of Destr.oy--" N/A Destroy GRS-5-Sa 
appro pr i ation acco nts and en s  when 5 

1

a pportionmen t .  yrs. old .  yrs .  o ld .  2 ooo-S 
b .  Destroy Destroy GRS-5-Sb 

3
a f

yrs.
ter 

3 yrs .  
after 

the end 
of the 
the

FY  

end
o f  the 

covered 

b udget
by

FY 
covered

bu. dget . 

http:Destr.oy


� 

2100 

2100-1 

2100-1-1 

2100-2 

. . . .
Policy and Procedure ,,..f'M

,r"· 

Use for bac kground material which / Destroyn N/An. 
doc uments the important aspects of,-1:he when no
development of Departmental pol1c:y 1 onger /
and procedure . / needed •. 

/ //
NOTE : See 3010-1 fo�--disposition 
of  record copy of ))epartmental /
directives . / 

// /
/ · 

F L .--uy or1g r n, seri es� er or in 
..c ronological sequ¢e . 
Ilfr / .  . . /b . 

External or Non�Series Instruction / 
Use or mater1a o a 1rect 10n Dest�_..,. N/A
nature whic h originates out · e USDAn h n S/0 . 
or which originates wit� USDA but /is not part of  a o af Departmental 

�ncludes commenµ directive system. 
and other mater al on proposed a a
existing i ructions. 

FIL y origin, series in
ronological sequen e. 

Financial Priorities 
Use for material pef.t.aining to _the ·,_, �F'M N/ADestroy 
status or activi Ws of  alLAihancial when 3 
priorities. yrs . old. 

FILE agenc.y-·1�ronological 
s uence_:/ 

Destroy
when 2 
yrs. old. 

Destroy GRS-16-ld 
after 1/r)_wv/1 the
directive
is issued 
or imme­
diately
when it 
is known 
that no 
action
wil 1 be 
takenn. 

Destroy 
when S/0. 

/rJ. I ov I c).,
Destroy 
when 1 
yr . old . 

http:series/4.or


--

�� 

2E.. ,c o-_ /2 account�.Jefjorts .  
1 

2 100-3 I n ternal Control s FSD
Use for material whi ch  pertai n� Destroy · JV-A Destroy � the pl an s of organ i zati ons � al l when 3 when 1
the coord i nated method s  and measures yrs . ol "•/ yr . ol d .  2. /l)D-2-J adopted by an agency to/Safeguard
a s set s , chec k the ac,curacy and
rel i ab i l i ty of accounti ng data , _,cf+�) promote operat ional effic i ency , and () p_ encourage 9dtierence to prescri bed 
manager i_al pol i c i es . 

F IL�agency i n  chronol og i  
�quence .

2100-4 Systems Rev iew  and Analysi s FSD
� Use for material which perta · to Destrqy/ N/A Destroy 

i nd i rect cost rev iews an wherv3 when 1
2 /0o - 3 - 2. negot i a t i ons , D:partm al fi nanc i 1 f. ol d .  yr . ol d .  

. management st ud 1 e  and assessments 
of Dep�rtmenta nd Agenc i e s '  1/

.A./11 report1 ng n s .  
0 _L chronol og i eal / 

2100-5 Report s 
�J Use for fi 

'/;)_ ,;i_ 0-0 /1 a-
N/A Destroy 

whe n  3
yrs . ol d .  

su

estroy 
when 3
yrs . ol d .  

nancJ.al,-management/ 

d bj • 

/ 

:ti��J �-t� agency an
(!_.t,.(..,Q I .3 4-, s

2100-6 Project Control 
Use for memoranda ,,.....reports ,  and other 

� record s doc tnne9t..fng assi grnnents , 

FM
stroy 

1 yr . 
after 

N/A Destroy GRS- 16-7 
when no 

'/r110-0 /12 1 {)() - ij  progres s  a n  /-tompl et i on of proj ect l onger 
t he yr . needed . 

F ILE phabet i c al l y  by t i t l e i n  wh i ch
oj ect .  the project 

i s  cl osed . 

2110 Account i ng Systems 

accounti ng systems app_.POVe
perta i n i�

d
,<o
by GAO ; when 1� Use for material N/A Destroy 

2., l o b - 3- / management adv i  sory,., .s€rv ices  for yr . ol d .  
fi nanc i a l systems.('mon i tor i ng system 
devel opment processes and the 
coordi nat i q,R·-'of account i ng system 

11
/�!{)t)/2,/ I 

u 
regul ati  ffs . 

y agency i n  chronol og i
equence . 

http:J.V-Cl,.QJ


� 
21 10-1  F i n an c i al sistems / F 11/rJ.ltJV /3Use for material wh · -fl doc LDTients  USDA estroy

/ 
N/A Destroy

wi de accoun t i n  d report i n g  syst when 3 when 1 
2. 1 00 -3 e.g. , nt i n g  Syst

z 
ry. yrs. old. yr. old.

F� agency i n  chron o g i cal
uence.

;z

2120 Cash Man agemen t F�
Use for material wh i

�in s to
/:

estroy t� 'fa10-0/�1the effect i ve man agem of the 3 
N/A Des

1when when
roy

Governmen t' s cash 1 ch en compass yrs. old. yr. old.2 100 -2- 1  
cash ad-van ces cash held out ·ae
t he cash ac n t  of the Trea y.

chro 

2130 Debt Man agemen t
Use for material wh i c h  pert�to N/A Destroy 

1 1 
/4,or/;;,/;;_

"-UJ-a,a) t he effecti ve man agemen t _9,f amoun ts when 1 

oo owed to  t he Governme
an alyz i n g  the statl!S�-Wflich  i n cl ude

t 
yr. old.2. I - - Governmen

rece i vables i n  terms 
of
of delin qu c ies,2 - 2 age of del in_Quen c ies, wri te- s ,  an d

expected,.Juture 1 asses. 
,,.

F�,.tf)y agen cy i n  chr ological
quence.

2140 L i abil i t ies FAD
Use for mater i al perta in i n g  to Destroy N/A Destroy
l i ab il i t i es. when 3 when 1

F I LE by agency in  chronolog ical 
yrs. old. yr. old. 

sequen ce.

2150 Reven ues FAD
Use for mater i al perta i n i n g to Destroy N/A Destroy
reven ues. when 3 when 1

F I LE by agency in  chronolog ical 
yrs. old. yr. old 

sequen ce. 



� 

� 

� 

� 
2160-2 

2.. 2 0 0 -
o - 1  ) 

2160 

22o � - J l 

2160-1 
---1..JJ..Cu:;;} 

2 2jv- lo 

2160- 3 

- /o ,ind�vidu�l t centers revie}1.s'1'.St 2 2 O o f,nan 1i nature. /2 �
E by agency anct...-s·Gbject . 

z.

2160-4 

22 00 -
/ /  - I 

Cost Distribution 
Use for materiaJ.¥rtaining to t he 
proration ofAepartmental centra . ed 
expen�-<ffstributed to �encies . 

�by agency and iJ,l�tn. 

Work i ng Capi tal · F'und_..,....,..... 
Use for materi_a,1 ·of a general nature ,...,,..�·-Destroy N/A
wnich pert ·-n·s to WCF .  �,,,,--

.:z ./,..,,,.. 

f y agency and subjec{. 

Pl arining � .  Devel oenent, an<j _�pproval 
U se for materi a 1 per:tairfing to 
Working Capital,,,,Fand budget 
preparati on,�--pl anning, and fin a 
approved.,t

f
udgets .  

fi'� agency and su ect . 

Financial Reviews __/.'Use for material p rraining to WCF 

F
Destroy N/A
5 yrs . 
after 
close of 
F Y
covered 
by budget . 

WCF., 

fund reviews, s ary reviews and _� yrsn. after 

3 yrs . 
after
close of 
F Y
covered 
by budget . 

estroy N/A
5 yrsn. 
after
close of 
FY
covered 
by budget . 

W�
_....-flestroy 5 N/A 

close of 
F Y
covered 
by budget . 

FAD 
�y 5 N/A

yrsn. after
close of 
FY
covered 
by budget . 

Destroy 
5 yrs .  
after 
close of 
FY
covered 
by budget . 

Destroy 
3 yrs . 
after 
close of 
F Y
covered
by budget . 

Destroy 
5 yrs . 
after
close of 
FY
covered 
by budget . 

Destroy 5 
yrs . after 
close of 
FY
covered 
by budget . 

Destroy 5 
yrs . after
close of 
FY
covered 
by budget . 

http:revie}1.s'1'.St


� 

�

2160-5 Work i n g  Capi tal Fund Cost Di st;:irrufi on s WCF
Use for material pertai�ing -to Working De�troy 5 · N/AJ..JJ.a,a) Ca pi tal Fund cost ce_n.ter ex pen se 

�
s. after 

di str i b ution to_JJ� agenc ies of close of 2 2{) 0 - Pr i n ti n g  Pla Y, and Copier Servi_,c , FY 
1 1 - 2  etc . //

.,. covered 

E by agency and sul?jict
/

. 
by b udget .  

2160-6 Oe a rtmen t Cen tral i zed Re imburs e FAD
Program ost 01 str1  ut1onn Des.,troy 5 N/A

Use or  mater 1 a  perta i n  
s 

to rs. a fter 
J /- Departmen tal cen trali a c�sts or close of 

FY22 IJ LJ,.., _ expen ses made thr spec i al
re imb ursable a un ts wh i c h  are P. - covered

3 rated to th agen c ies,  e .g . ,  0 1 ce 
of  Perso el tra i n i n g  progr and 

by b udget .

He alt erv i ces. 

21 70 Cost Detennin ation A-76 M
Use or  mater i a w 1 c  prov ides a Destro N/A

J...J.J..a.,oJ basi s for effi c ien tly usi n g  av · able wheJ;.� 

22 D D  -2 reso urces i n  operati n g  co c i al and "'1rs.  
- i ndustri al- type ac ti v i t '  • A-76 old .tJ-- • prov ides g u idance i n  tei:inin i n g  th 

1 east-cost method .e . ,  1 n- house 
MJ or con tracti n g  ) or prov idi

serv i ces of commerc i al/ 
i ndustri n ature . 

equence
y agency i n  

.

2 180 Property FAD
Use for mater
property accou

i al perta i n i n g  to Destroy N/A
n tin g .  when 3

F I L E  in alphabetical sequence . 
yrs .  old . 

Destroy 5
yrs .  after 

F Y
close of 

covered 
by budget . 

Destroy 5
yrs. after 
close of  

covered 
FY

by b udget . 

Destroy
when
1 yr .
old . 

Destroy
when 1
yr . old. 



2200 F ISCAL MANAGMENT
I Use for material of gen eral n at ure estroy N/A

i ch perta i n s  fi sc al man agemen t when 3��1 �,/wh
whi c h  does n . fi t elsewh re i n n t ts yrs . old .
c ategory . z
FIL y subject i n  c hr9no og ical

quen ce .

2200-1  Pol icy and Procedure , FAD ,
Use for background materi al whi c h  & WC

Y
/'A

documen ts the importan t aspects Destroy
of t he developmen t of Departm when n
pol i cy and procedure . 1 on r

NOTE : See 3010- 1 fo a i sposi t ion 
eded .

of record copy of epartmen tal
d i rect i ves . 

by orig i n , ser ie umber or i n
ronolog ical seque ce .

2200- 1- 1 Extern al or  Non-Ser ies In struc · n s
Use or  mater 1 a  o a 1 rec on a Dest� N/A
n at ure whi c h  ori g i n ates tside USDA 7ns;o.
or wh i c h  ori g i n ates · h i n  USDA b ut
i s  not part of a al Departmen tal
d i rect i ve syst •

l on proposed aand ot her ma r i a n
In cludes comme s 

ex i st i n g  · struction s.

F I L  y or i g i n ,
sequenronolog i c al 
seri es 

2200- 2 
& NFC

, FM, 
N/A

� Dest

2 2 (J() _2_.5, by agency and 3when
roy

yrs. old . 

a.d.-duf OPL 

Destroy GRS-6-5a
when 2 IJ. ;:;_ fr()/yrs. old . '

Destroy GRS- 16-ld
after
t he 1/;J.;).o-o/J
d i rect i ve
i s  i ssued
or imme­
d i ately
when i t
i s  known
t hat
no act ion
will be
taken . 

Destroy
when S/0. 

Destroy
when 3
yrs . old . 

http:a.d.d.uf


2200-3 Payment Control Li st i ng
Use for computer l i stings atch� reports , etc . ,  gener to perfonn
t he housekeep i ng ct ion s  requ i red22t> 0- 9  for fi sca l  ac untab i l i ty .

�� in chronol og i 
7

2200-4 Report s/ St ud i e s
Use for report s and stud i es wh i c h
perta i n  t o  fi sc al managenent .

F I LE  by agency and subj ect . 

2200-5 
Use for memoranda
other record s doc�ent·i ng assi g nments
progress and

F I LE :  se f i l e  al phabet i c al ly )>
e of proj ect .  

Proj ect Control 

1
after
t he yr .
i n
whi c h  

� , repor-t-s-;'and 

c p1 eti on of  proj ect s .2 200- 1.3 

2210 Appropr i at i on s ,  Recei pt s  and f,una
vJ...)..(l,(:) 7kc ounts /Use for mater i al pertg..in r ng to ava i l -
22.IJ D -2-3 ab i l i ty ,  col l ecti i;.,;i,(c:ustody, and

, depos i t  of fund s,,..i ncl ud i ng appro­_ Q
,.,,C.,tlfj., ...v.1 pr i at i on Wc!T·t'"'ants and cert i fi cat

.� of de posjt":

.EJ�agency and subj •

2210- 1 Deposi t s
Use for mate · 

, • • � _ 1 
�...i,, depos i t  

. 220 0 -'t - r:. 

N/A 

FAD
Destroy N/A
5 yrs .
a fter
c l o se
of FY
covered
by b udget . 

Destr y N/A 

t he
project

c l osed . 
i s  

N/A 

NFSJ.--FAU
-St roy N/A

6 yrs . ,  3
months
a fter
peri od
covered
by
account . 

De stroy
when no
l onger
needed
for
refer­
ence . 

Destroy
5 yrs .
a fter
cl  ose
of FY
covered
by b udget . 

Destroy
when no
1 anger
needed . 

Destroy
when 3
yrs . ol d .  

Destroy
when 3
yrs . ol d • 

GRS-1 6-7

'fa;i07)//3 

GRS-6-4 
')c)_;) 0-0/i/3 

GRS-6-1
a & b 

��ocJ/fr 
I 



� s . ,  3 

after 

by 

by 

2220 Co 1 1  ect ions  FAD &

Use for mater i a l  N/A Destroy 1...-{,t,la...,o) 
b i l l i ng s , col l ec · s ,  fees , yrs . ,  3 

roy 6 
when 3 

2EtJ!J -lf col l ect ion  s ul s ,  and del i months yrs . ol d .  
accounts after 7 period �,;,, by name of  v or . covered by 

account . 

FAD & NE.G 
�6

2230 
Use
0bl i

or mater i a
at ions 

l perta i n i ng t 
rout i n e  accounti ng record 

i gati ons subs  · 

De Destroy GRS-6-1 
when 3 a & b 
yrs . ol d .  

1 N/A
al l otted 

fund obl months , 

peri od
covered 

'fJ.�cro/c), /Il •2200-2- 1 · ary to the 
otment at us reco 

· n est imates i d  and 
surrmary al  
Incl ude obl i ga 
un pa i d  and assi f ied ex aiture 
1 i st iy account . 
l;.l-t!by agency . 

2240 D i sbursements 
Use. for materi al perta i n i ng J;.o oy N/A Destroy GRS-6-1  ..._,}JJ....()J al  l otted fund di sbursem>°t<, i .e . ,  when 3 a & b 

2 2 3 I) 3 mont
after 

yrs . ,
hs{JO- -.:; cop ie s of SF- 1 166 1 t�.1:1 ng s of yrs . ol d .  

Department of Tryasury checks · ed
as  payment for.--"f)urcha sed s and peri od 
serv i�,,,c'C5rltracts ,  e • covered 

account . 

1/,1 ;uro/2,/3 

F�by agency . 

2240-1 

, .. AJJ ... o..,o} 

2 200-3 

Payment s  
Use for materi al rta i n i ng to the 
amounts d i sb ed to payees . 

stro y N/A
FAD & _J,e,­

6 yrs . 
and 3 
month s  
after 

Destroy GRS-6- 1  
3 yrs .  a & b

after 
the 

'/;;)_ d, 0--0/-3peri od 
per i od of the 
covered account . 
by t he 
account . 

2240- 1 - 1  Cflecl<s 
Use for materi al
i ssued ; stol en 

pe a i n i ng to checks 
s pl aced � mut i l ated , 

N/A Destroy 
whe n  3 

LLU..a...aJ 

22 0 o--3 _or destro yrs . ol d .  

GRS-6-4 

r).:2;J.ov /0/ I 
I 

http:r).:2;J.ov


FAD
Destroy N/A

2240- 1-2  

�..J.-OP when 3
yrs. old. 2 2 06 -3-

Ex end i t  ure Po st i n  an�ro l
Use for posti n g  on ro me i a  
wh i c h  suppor e gen eral ledger. 

EF I L
NFC
Destroy 6
yrs. an d 3

2 
mon ths 
after 
per i
cov. red by 

��oun t. 

2240-1-3  Fi scal - Irreg ul ari t ies  J:AH NFC
�d Use for materia1T�n g to �---- Destroy 

acco un t i n g a u
When

t �ati�� - i rr gtrl'ar- when 1 5  5
i es. yrs • old • yrs �22 {) tJ-3-'/- i t  

old. 

2240- 1-4 GAO Except ions FAD .. & ·NF C
� Use for mater 1 al per,.ta1'ni n g  to Gen er�1 -�1Jestroy N/A

Accoun t1 n g  Offi.crioti ces of ex,.eep.:.:-- 1 yr.
::>2/Jl> 3- tion s ,  fo Yor in fonnal a a fter � - related rrespondenc  except ion 5 has been

reported as 
cleared by 
GAO.

2240-1-5  Cert i ficate s of Settlement FAD & N :e
Use for mater i al perta i n i n g  to,,z<5pies Des y N/Au..u--o._,o) of certi fi cates cover i n g  c])>-sed yrs.

2200-3-b  accoun t settlemen t ,  sup_.eJemen tal a fter 
settlanen ts
settl emen ts.

,

�

and fin aJ,1,alance date of 
er ificates cov�ri'ng settlanen t.

.per iod i c  settl nts are to _pe/ 
destroyed subsequen t certi f icates
of settl n ts are recei ved. 
( GRS 6 } /'

E by agency �  

GRS-7-4 
1\2J-o-o /3I� 

GRS-6-la  

Destroy
when 1
yr. old.  

Destroy GRS-6-2 
when 1
yr. old. 111d_;)_ (ro Iv� 

N/A GRS-6-3a 
1»(I'()/0/ 0 



�� 

� 

� 

�

�
2250 Imprest Furid -

Use for mater i a l  
desi gn ati on s and audit
Al so i n cl t22.00 - g 

�r
2260 

22oCJ-2 
�"-:1 
O P r 's  

udes reques
i mprest fund .  

per iod
F I LE _). subj ect i n  chropo og covered 
�en ce . by the

accoun t .  

Wi t hdrawal s ,  Restorat ion s ,  and 
of Appropri at ion Bal an ces 

Use for mater i al of a gen era 
wh i c h  perta i n s to accoun t ·  for and
di sbursin g  o f  funds , i udi n g  
obl i gat ion s ,  con tr of ex pendi tures 
ava i l ab i l i ty an ran sfer , and
advancemen t funds, etc .

F I LE b agen cy and subj ec 
a i c ab l  e .  

NFC , 
�·Serv

6 

FAD , .&
Exec . .

o mprest fund .  Sta ff
r changes i n  ,.,..,·Destroy 

3 

�

,/ ���ths 
after 

··•
N/A 

N/A 

N/A 

Destroy GRS-6-5 
when 2 a & b

yrs .  o ld .  //) d<:2rJD/ d-

Destroy GRS-6- 1
when .. 2
yrs. old. ,p d-V1J}/& 

Destroy GRS-6-5b 
when 3
yrs . old .  ''fa:1 ov/;;,/i 

2270 Accoun tabl e Offi cers FAD .&,-HF"C' 
� Use for materi al pert_g�� to state-

/4
�roy N/AP2 men ts of tran sactjQ1'JS and accoun tabi  6 yrs . ,

- !) (J -2- 2 i ty col l ect io  4chedul es and vo rs, 3 mon ths 
�, , � ) and di sb ur en t schedul es aft�r 

.__, ? vouche • 1odi,

J � '*""' F I  y agen cy and 

�r . . .
2280 Fi sc al and Accoun t i ng  ,Cedes 

'-'U..-L(LaJ Use for mater i a l  p�tain i n g to code 
n umbers used i n,>�e accoun t i n g  sys 

2 2O o-2-'-f such as  Cost Respon si bl i ty Cen 
, ( CRC ) Codes/Subcen ter code ,

appl i c ant-rfodes , establ · men t codes, 
� ...ti'),M--� budg�bj ect codes tc .

� by agen • 

per
covered by
accoun t .  

NFC 
N/A 



") :). 3  o-oj � I 

2300 TRAVEL AND TRANSPORTATION PPMD , FAD, 
Use for mater i al  of  a general PB&O ,  & _/'fA

1 NFC
tran sporta t i on funct i on sA not Destr-0·y 
nature whi c h  perta i n s  to ��and _,,..

covered el sewhere i n  ne fol l owi ng yhen 2
categor ies . / yrs . ol d .  

NOTE : Log s  a reg i sters o f  /
accountabe· 1 ty are to be destPOYed 1
yr . a f  entr i e s  are cl.,;.9red . 

F by agency and su�ct . 

2300-1 Pol i cy and Procedure
, , .  _ A> Use fo r bac kground materi al which  N/A

� doc ument s  t he important a spect � the 230� - / - / devel oJlllent of Departmental ol i cy and _ proc ed ure . 
2300 _ 2 1 

NOTE : See 3010- 1 r d i s pos i t i o  
o f  record
d i rect i ves . 

copy Departmental 

Destroy 
when 1
yr . ol d .  

Destroy 
after the 
d i rect ive 
i s  i ssued 
or imme­
d i ately 
when i t  
i s  known 

GRS-9-5a 
& b 

;�3ff0/ 

GRS-16-ld 

p3ao/j; 

that no 
act i o n  
wi l l  be 
taken . 

F I LE y or ig i n , ser · s number or i n  
ronol og i cal se ence . 

2300-1 - 1  External or  Non-Ser ies  Instruc
�� Use for materi al of a directi ona
i o n s  

N/A
. nature whi c h  ori g i nate s o ut s i  

l
SDA 

230 0 - I - 2 or whi c h  or i g i nates wi th i  DA b ut 2.300-2-2 i s  not part of  a fonna epartmental 
d i recti ve system . l ude s  comments  
and  other materi on proposed a n  
ex i st i ng i n s  ct i on s . 

i n  

2 300-2 Re��e jt · i�d - A�th6fi iit i o�i  FAD & rfpC
Use for copi e s  of vouchers , De s�Pdy N/A
memorandum co p ies  o f  trav request s , when 3
travel author i zat ions , d a l l yrs .  ol d .  
support i ng pa pers . 

NOTE : Destro nused t icket 
redempt i on nns , s uch a s  SF"1170 , 
when no  1 · ger needed fgr
admi�trat i ve use !faRS 9-3c) . 

F...rCE chronol og icafly by agency. 

De stroy 
when S/0 .  

Destroy 
when
funds 
are
obl i ­
gated . 

1i/J3ov/, /;)_, 

11/;;_ 3c-v/;i,/ � 

GRS-9-3a 
& 3b 

'/J 30-0/-;y 



yr . 

when 2 

2300-3 Reimbursements  &FA
�Use for record s perta i n i n  o Oest 

NF 
N/A Destroy GRS-9-4a 

-...l..J..J..O_,e. 
, reimburs i ng  i nd i v i d ual s e . g . ,  w 3 when & 4b

rs . o l d .  fund s2.3uo - /- 3 travel orders , per d .  
hotel reservat ion  , ane

vouchers , 
d a l l are ')r:),30tJ/Ij3

� support i ng pa p �ocument i ng _ off . obl i­
travel by of · cers , empl oyees ,  gated . 

O dependent s r others author ·e · d by
l aw to t avel ) .  

FIL  y a gency and
pl oyee . 

2300-4 FAD & NF
J.J,...L(L(.} 

Reports 
Destr NLUse for travel N/A
whe 3 

/
23oo- J -S F I LE  by age y and s ubj ect i n  s .  o ld .  
�'e chronol i cal sequence . 

2300-5 
..s 

Proj ect . Control 
� Use for memoranda ,  repor other Des P<f'f" N/A Destroy 

s doc ument i n  1 gnment s ,  when no 
: J{J{)-/ - w  progres s  a n et i o n  of project after 1 onger

needed . 

record
d

- 1 
c 

se fi l e  al phabet i c  
t ·  e of  proj ect . 

hF I L E :  
t he yr . 
i n  wh i c
t he 
project 
i s  cl ose

FAD ,�--PPMD' 
·'1\lFC

Destroy N/A 

yrs . ol d .  

d . 

Temporary Outi Travel - Dome&tlc 
Use for materi al of a �neral nature 
wh i c h  perta i n s  to t �orary d uty -
domest i c  travel 

Destroy 
when 1
yr . ol d .  

Teniporar,( Ou((Travel ..: -Foreign--- FAD , Pef!W/ 
Use for materi al of a gene:;;il nature NJ:.�
wh i ch perta i n s  to tern ary d uty - e stroy N/A Dest roy 
fore i gn travel. when 2 when 1

yrs . ol d .  yr . ol d .  

http:alphap.et-f&ily.if


2330 Relocat i ori
Use for mater i al perta i n i n g  to employee
travel and relocati on allowan ces .

F I LE by subject i n  c hronolog ical
sequen ce . 

2340 S i c kn ess or Death wh ile i n  Travel
Status 

n ecessary arran
perta i n i n g  to t heUse for mater i a

n
l
gemen ts requi red i n  the

even t an employee becomes ill or  d ies
while i n  travel status. ( In case of
death , i n format ion is filed in OPF) .

F I L E  by employee soc i al securi ty
n umber

2350 Trans · ortat i o n  of Th in .s,.
� Use or mater 1 a  o gen eral n ature 

- 2 wh i c h  perta i n s · the tran sportat i on23oo _:.J � b:l::&of  t h 1 n gs .

4-��1.(;. F I LE..)> agency i n  chroj).01-6�
1 

(j ;equence .

2350-1 Fre ight
� Use for mater i al perta i n i o

movemen t by n t o rof good
�

rnme
2300 -2-.3 convnercn c arrier • May in clude

commerc
i a
i a

l
l or ,9 ernmen t

ladi n g  and pt-tier data whi c
b ills of
h

docllTl�---the tran sact ion .

F :t-t(by subject and c

2350-2 Tran s ortat i on Rates
� Use for materi

c arr i er rat 
al 

23oD-2-5 
F 

NFC
Destroy N/A
6
an

yrs.
d 3

mon ths
a fter
period
covered
by
accoun t .  

NFC
Destroy N/A
6 yrs .
and 3
months
after
per iod
covered
by
accoun t .  

FAD �C
�ray N/A

when 2
yrs. old . 

N/A 

PMD &
PD-00

when S/0 .
Destroy N/A 

Destroy
when 1
yr . old. 

Destroy
when 1
yr . old . 

Destroy
when 1
yr . old . 

Destroy
when 1
yr . old . 

N/A 

GRS-6-la  

GRS-6-la  

GRS-9-5 a  

'!J3 cnJI� 

GRS-9-1
a & b
"/c230-V/o2 fa 



2350-3 PP
AD 

, NFC ,  
-U..UU.V 

Reports
Use for transportation reports , e.g. ,
shortage and�lf1""rage , etc. Destroy N/A Destroy2800-2-b 

j
when 3 when 1

F I �E  9£.cy and sub ect i n  yrs. old. yr. old. 
g.br"O"nolog i c al sequence. 

2350-4 Proj ect Control PPM�lr,
Use for memoranda , repQJ'-t-s- and other NFCJ..,J.)-0...0) records doct.DTient i n9---a1'si gnments , �estroy 1 N/A Destroy GRS- 16-7 2J oo-2-- 7  progress and lletion of project-:' yr. a fter when no 1/d,3ot>/;)_/ 1� the yr . i n  longer 
F I L E ·  a se file alphapet1cally by wh i c h  the needed.

e ti tle of the...pl"'OJect. project
closed. 

i s  



� 

2400 FEDERAL ' ASS ISTANCE 
Use for material a gen eral nat N/A
wh i c h  perta i n  o the routi ne  
o peration nd  da i l y  act · · ies i n  
the Fe al assi s� program .

E by agen� 

2400-1 Pol icj · and Proced ure F ,<'NFC
Use for background mater i al whi ch estroy N/A
documen ts the importan t aspects of  when no  / 
the devel opnen

.
t 

n eed d-. 
l on ger/ 

,.._ 

and proceduren
of Departmen tal 

NOTE : See 3010- 1 for posi tion 
of record copy of O rtmen tal
di recti ves . 

F I L  y or i g i n , series n i n
ronol og i c al sequen c •

2400- 1 - 1  Extern al  or Non - Series In structi 
Use or mater1 a  of a 1 rect ·  a N/A
n ature wh i c h  ori g in a tes g..u: side USDA
or whic h  or i g i n ates wUh1n USDA b ut
i s  not part of  a f a l  Departmen tal 
d irecti ve syste In cl udes commen 
and other ma i a l on proposed 
ex i sti n g  i truction s.

F I L E  y or i g i n , ser ies i n
ronol og i cal seque 

2400-2  Proj ect Con tro l
Use for memoranda , repor,t s- and other DeJ._troY" N/A
records doc umen ti n g_ .as'si gnmen ts , ___..ryr .  
progress and c9mpletion of project.s< after 2400 -1  ·� the yr .
F I LE : se fi l e  al phab.et-tcal 1 y  by i n  wh i c h  
t · e of proj ect� the 

cl osed
i s
project 

. 

N/A GRS-3-17b 

1/<21/o-rY 

Destroy GRS-16-ld
after 
the
di recti ve 
i s  i ssued 
or inme­
di atel y 
when i t  
i s  known 
that no 
action
wi l l  be 
taken . 

Destroy
when S/0 .  

Destroy GRS-1 6-7 
when n o  
l on ger 
n eeded . /� r�/1 



2410 
Use for material
Ed�cational In stitutions FM, NFC

pertaining to the Destroy N/A 
continuing Federal financial 6 yrs. ,
assistance provided to the 3 months ,
educati anal institutions based on after
the institutions•  compl iance with period 

State aridc. local Goverrimerits 
Use for a

approved mandates. covered 

FILE by subject in chronol ogical 
by account. 

sequence. 

FM, NFC2420 
material pert ining to Destroy N/A

approved programs with state and l ocal 6 yrs. ,
Government financial assistance. 3 months
Fil es wil l  al so contain statements after 
that the program(s) wil l be cond- period
ducted in compl iance with al l covered 

Institutions . of Higher Educat ion ,  
Hoseital s ano Otner Non- Profit 
Organizations 

Use for material pertaining to the 
Federal financial assistance to 

requirements imposed. by account. 

FILE by subject in chronol ogical 
sequence.

2430 

FM , NFC
Destroy N/A 
6 yrs. ,

these institutions. 3 months
after 

FILE by subject in chronol ogical period
sequence. covered

by account. 

2440 loans FM, NFC
Use for materi a1 pertaining to Destroy N/A 
l oans. 6 yrs. ,

3 months
FILE by subject in chronol ogical after 
sequence. period

covered 
by account. 

Destroy GRS-6-la&b 
when 3
yrs. ol d. 

Destroy GRS-6-la&b 
when 3
yrs. ol d. 

Destroy GRS-6-la&b 
when 3
yrs. ol d. 

Destroy GRS-6-la&b 
when 3
yrs. ol d. 

http:Institutions.of


�-' 

�

,�-· 1 WttA • 

N/A 

. . . . .,.,,.Grants ,F.M · 
Use for mater i al perta i n i ng to the /� � 

mtR'S" .,...,,..,,.,..,
N/A GRS-3-17a 

,...tran sfer of money or property t1/assi st rec i p i ent s to accompl i h a  �en ·10
ute vy1 s. old .  

� ,  
J;;_L/o-oI� 

publ i c  purpo se authori zed 
i ncl ud i ng al l fonnul a ,  oject or./
other grants and co erat ive  a9ree-
ments  , a nd cost 

stat 

ari ng ar�ange-
ments not sp  fi c i al l y_.,Aescri bed i n  
the fol 1 o · 19 ca�s .  S'"��� 

�D 
y ageV-

2450-1 Grant · coritro1 · Files F�
� Use for mater i a l  perta�o i nd ex�e stroy N/A GRS-3-16 

e s , regi sters , 1 ogs .9r other rec_g.pts when S/0. :,_ lf00- 2 4 rel at i ng to cont�o1of s s i gn ·ng
� numbers of i ?· cts , ,Jir(n)/;},I�nti fyi ng pr 

� :,. a ppl icat  i s and �t, •
d' y agen� 



� 
CLAIMS 

cJ11. � 

2500 
Use for mater i a
perta in i n g  to cl 
someth i n g ,  e . ,  

l of '1,en eral nature 
· s for a r i ght to pose 

FC  
N/A

a ti tle to a debt ,  1 yr .
pri v ilege r other th i ngs  i n  the a fter 

of another fi n al

cla i  

of
D i spose 

1 yr
a fter 
fi n al
d i s

.of2 2oCJ -1 
posses · n

E 
d i s-
posi t io
of case .  

. 
­

posi t ion 
of c ase .  

d n
il�l-' 

;V-0 d E by agency an

2500- 1 Pgl icy and procedure 
Use for bac kground materi al whipff" 
doc umen ts the importan t aspect� of 
the developmen
and procedure

t o f epart en'tal pol i cy

/

�eded

See 3010-

Destroi, N/A Destroy GRS-1 6-ld 
when. no a fter the 
1 anger d i recti ve  

i s  i ssued .. z ..
NOTE : 1

or imme­
d i ately
when i t  
i s  known 

t

of record copy 
o r  di sposi tion 

d i recti
f Departmen tal 

/
ves

.,, 

tha
action

no

wil
taken

be 

. 

F I L  y or i g i
ronolog i c a n

n , ser ies nJJRlfu or in 
l sequen cfY.' 

Extern al or Non - Ser ies In struc :i'6ns 
se or  ma er1 a·· o 

l 
.

2500- 1- 1 
N/A Destroy

when .. S/0
Destr9.y 
wh�nn· S/0. 

/
A

a i recptona 
n ature wh i c h  ori g i n ates _pufside USD
or wh i c h  ori g i n ates �ttlin USDA bu
i s  not part o f  a fpnnal Departmen tal / 
d irecti ve syste 

al on proposed a_rid·" 
,(" In cludes comme

and other ma 
truc tio

ser ies !)J!fi,Cr or i n  

.
t

ts"'n
i 

/.· n s .exi sti n g  

F I LE y or i g i n
c an alog ical

,
sequence .  

aims reports. Destroy N/A
when 3
yrs . old

NFC 

. 

2 500- 2 
Destroy
when 3
yrs . old .

2 500-3 · Project Con trol 
Use fqr memoranda N/Arepo..r:;t<a"nd other 
records doc urnen t i n9�ignmen ts,
progress 

/.
pfetion of pro · s .

:...,..ease file al etfcally by 
µ,tfe of  proj e 

Destroy GRS-16-7 
when n o  
1 an ger 
n eeded

roy
1 .
a fter 
the yr
i n  whi c h  
the 

, 
yr

F I LE
. .

• 
project
i s  closed. 



� 

2510 Cl aims Aga inst the · u
Use or  mater1 a erta 1 n i ng to cl a 
s ubmi tted b a imants aga i n s  e U. S .  

after 
fi nal 
d i s­

Di spose N/A Di s po se 
of  1 yr . of

after 
1 yr . 

�2{) 0-1-2 J , � F I  fi nal 
11- ...v)") u:;:u:, d i s­

.. )Lu.Jt.l;io.q,e, pos i t  i on pos i t i on 
,elcL OPLO of c ase . of  case . 

Debt Cl a ims  
Use  for mate perta i n i ng to  c l  a i  Di spose N/A Di s pose 
by t he U • ed States . of 1 yr . of 1 yr. 

after after 
f i nal f i nal 
d i s­ d i s­
posi t i on pos i t  ion 
of  case . o f  case . 

2530 Dual - compen sat ion ·· oe6t s FAD
Use for material pertain i ng to d ual Di s po se N/A . Di spo se 
compensat i on . of 1 yr . of  1

after after 
yr . 

F I LE by s ubj ect . f ina l  fi nal 
d i  s pos­ di  s po s­
i t i on i t  i on 
o f  case . o f  case . 

2540 Damage/Loss of Government ·· Property FAD
Di s po se N/A Di s po se Use

wi l
for material pertaining to 

l ful destruct i on o f  or damage , 
the 

of 1 yr . 
theft , etc . ,  to  Government property . 

o f
after 

1 yr . 
after 

final f i n al
F I LE by subj ect . d i spos­ d i s po s­

i ti on .  i t i o n .  

. Sh i pnents FAD2550 Damage/Loss  of
Use for material pertain i ng te-"'the De�t-roy N/A N/A GRS-9-2 vW-0.-0) schedul e s  o f  val uabl es shtpped , 

�
en 3

23 00-2-f 
of the Govern 
Act , and a 

agency i n  chro�gica
quence . 

corres pondence ,  memor.-at1da ,  and other '/.13 07)/�I 1
record s rel at i ng;t1fthe adm i n i strg.t on 

yrs . ol d .  

!.}'1- � t Losses in Sh ipnfent 
cl a ims that m�-�sue . ') per_ --

l 



2560 Irreful ar it i  e s/Di sc reeanc ies 
Usen or material pertaining to the 
doc umentati on of i rregul ari t ies/ 
di screpanc ies with suff i c i ent 
i nformati on to enabl e processi ng 
of cl aims. 

F I LE by subject i n  chronol ogi c al 
sequence. 

2570 Wai vers 
Use for mater i al perta in ing to the 
rel inqu i shing of a known r ight , 
i nterest , etc. , 

F I LE by subject. 

FAD
Di spose N/A Di spose 
of 1 yr. of 1 yr. 
after after 
fi nal final 
di spos- di spos-
it  i on i t i on 
of case. of case . 

FAD
Di spose N/A Di spose 
of 1 yr. of 1 yr. 
after after
fi nal fi nal 
d i  spos- di spos-
i t i on i t i on 
of case. of case. 



� 

2600 PAY AND ALLOWANCES 
Use for material of  a general nature 
pertai n i n g  to sa l ari e s  and deduct i on s , 
and ex pen ses such a s  cost of l i v i ng ,  
l i v i ng quarters and educati on al l ow­
a nce . 

F I LE by s ubj ect i n  chronol og ic al 
sequence . 

2600-1 Pcil i cy · and Procedure 
Use for background mater i al whi c h  
documents  the important aspects of  
t he devel o)l'Tlent of Departmental pol i cy 
and proced ure . 

NOTE : See 3010- 1 for d i sposi t i o n  
of  record
d i rect i ves . 

copy of  Departmental 

F ILE  by or i g i n , ser ies  n umber or i n  
chrono l og i c al sequence . 

2600- 1 - 1  External  or - Non:ser ies In struct ions  
Use for material of a di rect i onal 
nat ure wh i c h  or i g i nates out s i de USDA
or whi c h  ori g in ate s wi thi n  USDA b ut 
i s  not part of a formal Departmental 
d i rect i ve system . 
and other mater i a e

Incl udes comments 
l on proposed and

exi st i ng i n struct ion s . 

Payrol l  
�� Use for g eneral cor pondence 

perta i n i ng to p · ol l preparat ion 

OP ,  F<Y 

2 00 -S process i ng . 

�
n�l F I LE s ubj ect 

quence . 

yrs .  ol d .  

stroy 
when 

F I LE by or i
chronol og i c a

g i n ,  ser i e s  n umber or i n  
l sequence . 

2600-2 

2. 

NFC , FAD 
& BS
De stroy N/A
when 3
yrs .  ol d .  

NFC , FAD 
& BS N/A
De stroy 
when  no 
l onger 
needed . 

when S/0 . 
Destroy N/A 

N/A
2 

Destroy 
when  3
yrs .  ol d .  

De stroy 
after the 
d i rect i ve 
i s  i ssued 
or imme­
d i atel y 
when i t  
i s  known 
that no 
act i on 
wi l l  
t aken . 

be 

De stroy 
when ,, S/0. 

Destroy 
whe n  2
yrs .  ol d .  

GRS-16-ld 

GRS-2-2 

'fa;;_Crr)/.s 



� 

� 

� 

2600-2- 1  

2 2oo-5-I 

-v�(}f<S . . 

2600-2-2 

22.oo-5-2 

Payroll Preparation &
Use for material pertaining to payr

Processing 
,9-

_£Tl
control servicesc,
summary control and certificatio

including payro
.z

y

control doc uments which incl ude,· all 
source documents used to authorize (
or change payments to payees ..

a.
T&

Pre par at ion and processing of 
A ' s  and logs which su �ort time 

and attendance. 

b. Flexit i e Attendance ��9? �s­
Supplemen 1 time and att��nce
records , uch as si

�
n i sign out

sheets nd work repor used for 
time counting und flexitime 

F i  E b

syst s.
�y

kmployee
age y and alphabetically by 

Levy · and Garn i shment __ L!Use for official noti%� levy or estroy N/A
garnishment (IRS For:JR 668A or when 3
equivalent) change/slip , Aworkpape s ,  yrs. old. 
correspondence elease and,,.c>tfier
forms , and r ords relatjJlg' to 
charges ag nst retir�ent funds or 
attachment

r
riLE in 

oth�ebts of eral employees. 

oe 

f sala �yfor payment of 

• 

NFC
Destr

&
�
FAD/'

N/A
aft� GAO
a d1t or 

en 6
yrs. old 
whichever
is sooner. 

Destroy N/A 
after
GAO audit
or when 
3 yrs. old 
whichever 
is sooner. 

E -,-&- NFC 

Destroy 
when 2
yrs. old. 

Destroy GRS-2-3b
when 2
yrs. old. 

Destroy
when 2
yrs. old. 



Payrol l ' Changes 
Use for material  pe�irii ng to payro1J..........--Oestroy 
changes sl i ps ,  5-3 t he OPF . 

F I LE soc i a l
chronol og ic q..l..,.sequence .  .,. 

NJ:£_....2600-2-3 � 

.....ll..J.-0.. -el us ive  of those_.,.of when
rel ated 

�.. .  , ., 
2t:..1)fi 0  ... / record s 

sec �t.y number and are
a ud i ted 
by GAO or 
when 3 
yrs . ol d ,  
whichever 
i s  sooner . 

N/A 

� reque st and a ut hori zat ion for --or 
2 2  oo-lo change and revocat i onpf--all otments .  

,,.../u11 
/l.J..e.,� c,J�CJ 

�1 a .  U . S .  Savj ngs��Bond s .  If record Destroy N/A
i s  m�Jnta i ned on earn i ng reco rd when
cprd . super­

seded 
or  after 

q_ �� separa­
t io n  of 
empl oyee . 
If
empl oyee 
transfer 
wi th i n  n 

age c i es ,  
t se

thori­
at ions

must  a l  so 
be trans­
ferred . 

FA --,!(''NFC 
e stroy 

2600-2-5 Al l otment Aut hori  zat ion 
Use for material which perta ins  to--.....­

when 2 
yrs .  ol d .  

NFC 

Destroy GRS-2-1 5  
1 month a & C

after 
end of 
pay
period • 

Destroy GRS-2-17a  
when 3 
yrs .  ol d .  fl/J-:2 (;6 /s-/f 

GRS-2-4 
a-1
'1/cl d 0-0/0 

http:those_.,.of


b .  Al l other aut hori zati o n s  
un i on d ue s  and sav i ngs . 

uper-
seded or 
after 
trans fer 
or separa-
t i on o f  
empl oyee . 

soc i al 

2600-2-6 :.e· .... 
Destroy 4--.i--lJ.a oJ yrs .  after 

2200.f.p-/ i nfonnat ion 
i s  s/o .  

2600-2-7 Tax Fi l es NF�Use for report s of wi�Federal De roy ..__.,t..v.a.oJ taxes , s uch a s  
� 

W-3 with �en 4
22oo- iD· 2 rel ated pa pers , · .  ud i ng re ports yrs . ol d .  

rel at i n g to  i eome and soc i a l  se  .ut ity 
taxes . 

F I LE y agency and soc i
n ber . 

2600-2-8 Payment . Co ntrol (i st i njr &

Use for materi al per,�a , n i ng to pay Destroy 
FAD

6�-.aJ and al l owances ges1gnat i on s .  ude s  yrs . & 3 
2200 -1 cost veri fication and s ub- cher months 

regi st
;z

AOd · i ng s • a fter 
peri od 

F I L� s ubj i n  c hronol og ical covered 
� uenc by the 

account . 

2600-3  · Report s NFC ,  FAD 
Use for reports pertai n i ng to pay & BS
a nd/or a l l owances .  Destroy 

when 5
F I LE by s ubj ect and agency . yrs . ol d .  

N/A N/A GRS-2-4 
b-1 

N/A N/A GRS-2- 18a 
& b 

11I;;g,io-o I� I 1 

N/A N/A GRS-2- 18c 

1/:2 d07)�/ d-

N/A N/A GRS-6- la 

'/�:iu-o/ ; 

N/A Destroy 
when 5
yrs . ol d .  



� 

2600-4 

220�- J.3 

26 10  

2620 

2630 

Project - Cont ro 1
Use for memoranda , ort s  and other 
record s documen g a s s i gnments ,  
progress  a n  ompl eti o n  o f  pr ect s .  

F I LE : ase fi l e  al p 
e of proj ec 

Intern al ·· Control 
Use for material
effect ive  control over pay an

perta i n i ng to 
d 

the 

al l owances , i nc l ud i ng appropr i ate 
i nternal  a ud i t .  

F I LE by agency i n  chronol og i cal 
sequence . 

Pri nc i pl es . arid Standards 
Use fo r material pertain i ng to 
adm i n i ster i ng pay and al l owances 
affa i r s i n  confonni ty wi th 
accepted pri nc i pl e s and standard s .  

F I L E  by agency i n  a l phabet ical  
sequence.  

stec: i al All owanc:es · to Ci v i l i an 
mpl oyees 

Use fo r mater i a l  perta i n i ng to 
al l owances for expenses i ncurred 
when empl oyee s are requi red to 
serve i n  other capac i t i es i n  
connect i on wi t h  t he i r offi c i al
d ut i es , e .g . ,  notar ies publ i c , 
requi rement to wear un i fonns , etc . 

F ILE by agency i n  al phabeti cal 
sequence . 

e stroy 
1 yr . 
a fter 
t he yr . 
i n
wh ich  
t he 
proj ect 
i s  cl o sed .  

FSD
Destroy 
when no 
1 anger 
needed 
for ref­
erence .  

N/A 

N/A 

FAD & NFC
Destroy N/A 
when 3
yrs . ol d .  

FAD &
Destroy 

NFC 
N/A 

when 3
yrs . o l d .  

Destroy GRS-1 6-7 
when no 
l anger 'jJaov /13 
needed . 

N/A 

Destroy 
when 1
yr . ol d .  

De stroy 
when 1
yr . ol d .  



� 

� 

Use for material o 

phabetical l y  J>y agency 1 

3000  RECORDS MANAGEMENT 
a

which pertains the overal
general

l
work manag nt 

in chronol ogi 

1/3otr!r'N/A Destroy
when 1
yr. ol d .  

3000-1 Studies and Survey Re orts IMO
Use or onna reports o Dest.ray N/A Destroy
paperwork studies and urveys �n S/0. when S/0.
perfonned to ident · y and correc

1/paperwork probl s ; improve pro-
cedures, ope ing perfonnanc� d
effective s, and aid management.

FIL 
//

erojec:

subject.

t . Control
Use for memoranda, ports an
records doclllle .ng assignments,
progress an ompl etion

,2

�abetical ly by 

11/3�/1 

3oou-1
I 

d

3000-2

LLLLtLOJ 
d other estroy N/A Destroy GRS-16-7

. 1 yr. when no
J cts. after l on J3(7ff()/?

the yr. nee3er
ed.

FILE : ase fil
· of projec

3000-F 
e

•e the
pro

in which

j

cl osed.
is 

ect 

3010 Di rect i ve$ Mariagemeni 
vf

0-;'°'ECR
Use for material a general nature & NFC
which pertains official l y pub- Destroy
l ished instc tions, ul at�n ,  when 31 and proc res which 

reg
reg�ate and yrs. ol d

N/A Destroy
when 1
yr. old. 

"13�/t

direc
Jooo -

t 
.

perati
z 

fonnance.

E by direct · number or subject. 



when S/ •

FILE y
f ·cation code, and 

... ... 

30 10-1 Departmental Directives

.....LlA.--o.A) Use for directives originated within
USDA.30 00 - f -( 
a� Departmental Regulations ( DR ' s)

th
and Departmental Manuals ( DM' s) in

e 1000 and 9000 classification
series� All others can be destroyed
when no-� onger needed. 

1
b.
(S

Secretary ' s  Memorandum
M s) and any Departmental

signed by the Secretary. 

/ when--5' .;i..o
/ yrs. old.

c. Departmental Notices (D��), IMO
Administrative Regulations-; and Destroy
Internal Office Notices./ when n

/ .  long
NOTE : IMO has the re9ord copy of al

�
published Departmental level directives
with the exception "of Secretary ' s  

ne ed. 

fategory. File ext nal or
tions unde the

appropri te subject and dis ose of them

series designa r, and classi­

Memos whic h are mjiintained by ECR,

tle. 

NFC Manuals which are by ,
and the DPM Ywhi/h is 

maintained
maintained 

�
•

For WORKING PA-PERS and BACKGROUND
materia1 , see/ Policy and Proced e
under each
non-seriesr instruc

IMO
PERMANENT.
Offer to/
NARS i
5 yr,sr
blocks 
wpen
0

old.
yrs.

ECR

Offer to
NARS � S-� � 

When Destray
5 yrs. when no
old. longer

needed. 

Destroy GRS-16-lc
when no
langer ,, /3 mnJ;,;� c__
needed. 



� 

� 

directiv 

,; uvv /rj/ 

30 10- 1- 1  External o r  Non-Series Instru ons IMg_...r
Use for material of a dire 1 onal 

Vw
estroy

nature which originates utside USDA when S/0. 
-3 or which originate¼f hin USDA �-

is not part o
�

nnal Departm� al
• Includes cOl'finents

d 

11/3a-o-o/;;3
vlV-OJ.y 

N/A Destroy
when S/0. 

3000-1 

·

direct
other

ive
�
syst

terial on propp6and
and exist g instruc�s�

FIL7"r1g i n  , �es nLJTiber o r  i n
�trfonological uence.

30 10-1-2 Distribution, Mainten
rmt, ng

for materi pertaining to thif Us
printing,

e 
very and storage 

s 

e and 
N/A Destroy

when S/0.

or
when no
longer

ECR

needed. 

ECTOR

11/3,�f,/i;

d
J..»-a_,oJ 

Jooo-J-

3010-2 

3000- I - I  

Use
Dockets

for material whic as been S
prepared for public ion in the PERMANENTc When Dispose
Federal Register
to the organi ional structur

nd which pertain
nd 

Offer to 
. 

5 yrs. of when
NARS in old. material

basic poli · s of the Depar nt and 5 yr. is pub-
its age blocks lis.hed

when in the
F 20 yrs. old. Federal

Register. 

N/A Destroy
when 3
yrs. old. 

3020 

3000 - 2 

Fonns Management IMO �.G�
Use for general materi�,�ertaining,.....-: Deµ y
to the planning an�t...execution of en 3
procedures to ;t-afldarize, design, yrs. old.
construct, and. control the use,
numberipg,;''and distribution fonns.

E'l-� chronological 

t1/2 01J1) /;i_  



•, ' •  

3020-1 Fonns Master File /. IMO//
• 1 , • ,,.. • • Use for the record copy �f Jach Destroy N/A Destroy GRS-16-4a .� fonn created by an agenc1/, th p/yrs. when S/0. 3 00 0 -2- related instructions ang. /after 11/3 �/;;_J l

doc1JT1entation showing,,_A"nception, , related
, scope, and purpose 

/
9-f the fonn. 

/ 
fonn is 
di scon-

NOTE : Working J.>Bpers, backgroun9· tinued, 
materials, re�tiisitions, specif:.fca- super-
tions, proc ssing data, and 5ontrol seded, 
records a to be destroyed,,, when or
related onn is disconti lied, cancelled.
super ded, or  cancell • (GRS-16-4b)

F E by agency and onn nLmber. 

3020-1-1 Functional Files 
Use for a coll ection of fo s ,  

en
ray N/A Destroy 

� arranged by functional c ssification, when S/0 .
used to assist in taki fonns related

3000 - 2- management actions, ch as deter- fonn is 
mining whether ne onns should be di scon­

2 developed and a roved and wheth tinued, 
existing form should be conso dated super­
or replaced y other forms. seded or 
Included e copies of eac form cancelled.
used wi in the area ser ed by 
the f rms management ice. 

F E by functional classification. 

3030 Reports Management 
Use for materials relati to the 

IMO

yrs.
stroy N/A Destroy GRS-16-8� reports management pr ram. Includes when 1 

1/3ov0p correspondence and ·ndex of current after yr. old. 
3000 -3 recurring or si tion reports and 

a control fil of all proposed, is
di scon­

report

currently quired, cancelled 
superse recurring or situ i on ti nued. 
repor 



� 

� 

3031 Publ ic Paeerwork Burden Control DC0, 0IRM
Use for material pertaining to Destroy
minimizing the Federal paperwork when S/0. 
burden for individual s, smalcl
businesses, and State and l ocal 
governments. 

� 

Use or mater , of a

Joo o- 4- which perta · s to the st r-�e, re
tention, d di sposi n

in chronol ogical 

l
r material pertaining to fil ing 

ing Systems 
� Use fo

systems and techniques evol ved to3o 9o..t!--/ maintain records for retrieval and 

FILE by subject in chronol ogical 
sequence.

3040 Fil es Management �D & NFC
genera�t re Destroy

- when 3
of records. yrs. ol d. 

3040-1 Fi !MD
Destroy
when 
records 

schedul ed d i s posi t i o n .  are 
� destroyed

or when 
no l onger 

'l-- Ji.D,i� needed
" r, S R clfo.tio·nl for ref-

3040-2 

FILE al phabetical l y  by agency. erence.

Records Hol din�s 
� Use for statistical 

records hol dings r ired by the 3ooo-t/- -E. General Servic?r dministration
i nc l ud i ng r reports  from ;i-1 
offices an ata on the vol e
of recor. disposed of bJ estruction 
or tr sfer. 

3050 Mail Management 
� Use for materia of a . general nature 

which pertai to management of m · 
3 ooD -5 and whic oes not fit el sewhe , n  

this c egory. 

. .  

N/A Destroy
when S/0. 

N/A Destroy
when 1
yr. ol d. 

N/.A Destroy
when 
records 
are
destroyed
or when 
no l onger 
needed
for:- ref-
erence.

N/A Destroy
when 1
yr. old. 

N/A Destroy 
when 2
yrs. old. 

'/3 arro/tf 

1/3crovf/; 

GRS-16-6a&b 

'/3mn>/f/r}-

GRS-2-2a 

��1� 

http:genera!,Ji.at


;� -

� 

� 

� 

N/A 

j offi c i a l  pe 
'1/ 3 (1Tf7}/ sb 

N/A 

3050-1 
.._,LU.-0.J

3000 -5- 1 

Rece i pted and Routed Ma i l  
Use for mater i a l perta i n i ng to th�rece i pt and rout i ng of i ncom i ng ? d
o utgo i ng mai l  hand l ed by the

/
A

ma i l  and mes senger serv ice .  
/

a .  Record
o utgo i ng reg

s rel at i ng to i ncoming or 
i stered ma i l,/'po uches , 

reg i stered , cert i fi ed , .  -; n sured , and 
s pec i al del i very ma i J/i ncl udi ng 
rece i pt s  and retur /recei pt s .  

certi fy ma i l . 
b .  Appl i c at i on o regi ster and 

c .  Repor: o f  l oss , ri fl i ng , del ay , 
wrong g_e1 i very , or other improper 

nt of ma i l . 

MRMD
Destroy 
when 1 
yn

stroy 
when 1
yr . ol d .  

Destroy 
when  1
yr . o ld . 

,,I j(h)1JIs-
N/A De stroy GRS- 12-5a 

when 1
yr . o l d .  

N/A De stroy GRS-12-5b 
when 1
yr . ol d .  

N/A Destroy GRS- 12-5c 
when 1
yr . o l d .  

F I

ece
al phabet i ca l l y  by agenc 
i pt n umber . 

3050-2 Postal I rregul ar it i es/ 
Use for mater i al perta i n i ng to 
i rreg ul a ri t i e s tn t he hand l i ng o 

000 -5-2 ma i l , s uch  j,S::ros s or shorta 
postage ��mps or  money ers , or 

RMD 
3 Destroy GRS- 12-8 

6 months 
after 

Destroy 
yrs . a fter 

Of compl et i on 
of i nvest i -

3 t,j3()7)r)/s/ �
compl e-
t i o n  of �-ile struct ion  a i l  . 

s ubjec 

gat i on .  
i nvest i -
gat i on •

M .  ./3050-3 
GRS-12- 7  

1C>o o  ... ,5 ... 
N/Aestroy 

when 6
yrs . o l d .  

Destroy 
when 1
yr . ol d .  report s . 

F a l phabet i cal l y  by a 

Ma i l  i ng Li st s MRMD
Use for mater i al perta i n i ng to add i - Destroy 
t i on s , del et i on s , and
automated mai l i ng l i st s .  

changes to t he 

� ...vi1J 

3051 
Destroy 
when S/0 . when S/0. 

F I LE i n  chronol og ica l  sequence . 



3052 Messenger
Use foc

Services 
r material pertaining to the 

receipt and routing of incoming and
outgoing mail handl ed by USDA 
messenger service .

F ILE al phabetical l y  by agency and 
receipt number. 

3060 Correseondence Management 
Use for material pertaining to 
standards for written communications,
e .g ., l etters, telegrams, endorsements, 
summary sheets, postal cards, memo-
randums, and routing slips. 

3070 Micrograehics Management 
� Use for surveys conducted to eval uate 

3 D oo -/t;  vari?US �echn?l o�ical �ystems, their 
, appl 1cat1ons , n  1mprov1ng performance, ;1;J v(..l}-v as wel l as feasibility and cost 11.).L'tiJ:impact •

JI
� 3, 5, F ILE in chronol ogical sequence. 

3080 Records Dis�osition
Use for correspondence and 
material pertaining to descriptive 
inventories, disposal authorizations, 
schedul es, and reports. 

a. Basic documentation of records
description and disposition programs, 
incl uding SF-115, Request for Records 
Disposition Authority ; SF 135, Records
Transmittal and Receipt, and rel ated 
documentation. 

MRMD
Destroy N/A Destroy GRS-12-5a
when 1 when 1
yr . ol d. yr. ol d .  

O IRM 
Destroy N/A Destroy
when S/0 . when S/0 . 

O IRM 
Destroy N/A Destroy GRS-16-14 
when when
compl eted 2 yrs .

ol d. 
/3�/& 

study is
5 yrs. o ld . 

O IRM  
Destroy N/A Destroy 
when when 1
3 yrs. yr . ol d
ol d. 

Destroy N/A Destroy GRS-16-3a
when when
rel ated rel ated 
records are records are 
destroyed, destroyed, 
or when no or when no 
1 anger 1 onger
needed for needed for
admini- admini-
strative or strative or 
reference reference 
purposes. purposes . 



b. Working papers and background 
material . 

FILE SF ' s  by agency and accession 
number in chronological sequence. 
Others are filed by agency in 
chronological sequence .

30 90 Vital Records 
Use for material pertaining to records 
essential for maintaining the 
continuity of Government activities 
during a national emergency .

FILE by subject . 

Destroy 6 N/A Destroy 6 GRS-16-3c 
months months
after final - after final 
action action on 
project

on 
project 

or
reports 

or
reports 

3 yrs . 3 yrs .
after after 
completion completion 
of report of report 
if  no if no 
final final

action is action 
taken. 

is 
taken.

Destroy N/A Destroy 
when S/0 . when S/0. 



__ 

3100 MANAGEMENT OF INFORMATION RESOURCES OIRM
Use for material pertaining to the 

whe
Destroy N/A Destroy

management and control of all n 3 when 1
types of information resources. yrs. ol d. yr. ol d.

FILE in chronol ogical sequence by
proj ect.

3100-1 Pol icy and Procedure OIRM .,..
Use for bac kground material wh i c  De;froy N/A 

after the
Destroy GRS-16-ld

doclJTJents the important aspec of '1hen no
the devel o pn nt of Depar al pol icy _/longer directive 1/3/(YY)//
and procedur

e
e. / needed. is issued

or illllle-
NOTE : See 3010-1  f disposition // diately
of record copy o epartmental / when it
directives. � is known

that no// action

ta
wil l  be

ken. 
.,,

FI by origin, serie,5.,.monber or in

/'

ronol ogical sequ�ce.

3100-1-1 External or Non-Series Instru� /.Use for material of a dire ·anal Des� N/A Destroy _ /, /11 3/
O-Vf!; J

/_nature which originates tside US
V

w S/0. when S/0 .
or which originates · hin USDA but

A

is  not part of a al Departmental
directive syst • Incl udes c00111e s
and other ma rial on proposed d
existing · structions.

FIL y origin, series l.111ber or in
onol ogical sequ

3100-2 IRM
Destroy N/A DestroyW.a...oJ when when 

,.,... 3 
old

yrs.l oo -� FllE�by agency and sub " o ld.
yrs. 3 

•
•r--



� 

� 

�., 

� 

3100-3 

3 f 0 0 -Jt) 

3100-4 

3110 

3 too - 2.  
cJ 

3111 
vU..,.la.�J 
3 /oo -2- 1 
uj- ,� 

J<t.  5 
i 

Project Control ./' 0IRM 
Use for memor)-ncta, reports and Destroy 
records  doc enting assignme , 1 yr. 
progres s  nd compl etion o roj ects. after 

the yr. 
FIL Case fil e al in which 

· tl e  or project'. the
project 
i s  c losed. 

Feasibil it Stud Fil e 
�

!RM
Use for mater1a pe 1ning to the e stroy 
study of specifi unctional areas when 3
within 3100 cl sification.

�
es  yrs .  ol d.

system and a requirements ,
al ternati s, benefits, CO,$ data,
and ot r rel ated d

7
nts. 

F

Pl anning 

by system na�. 

/ PD-0 !,Bb1-..
Use for material not dire_s:Hy r

�
estfoy 

to either l ong- range ,.pl'cinning nor when no 
capacity pl anning ,.;rficl uding : PD l onger
annual work fe.ans ; ad hoc �ut!sts ; needed
correspond n e with extero agencies, for
etc. reference. 

FIL y agency L
quence. 

� in chronol ogical 

Long-Range Pl anning PD-OIBM' 

LR !RM pl ans om
etc. 

agency and · n  chronol ogical 
uence. 

Use for material pertainin�-�A De,stroy 
l ong- range IRM pl anning g(J.· ance ; ,.....-wnen no 
agency LR IRM pl ans ; �DA-LR IRM / l onger 
pl ans ; correspond� with senior needed
IRM official s (a cies  and usDAj'; for

e ge'ncies ,  reference. 
z

N/A Destr
when no 

oy GRS-16-7

l onger
needed. 

N/A Destroy 
when 2
yrs. old. 

N/A N/A 1/31 o-o I c;),, 

N/A N/A '' /3 1ov/�/e1 

http:vU..,.la


� 

� � 

�� 

� 

� 

3111-1 

3 / 00 -2-2 
and arratives for A

and expenditur 

F 

� CH lo 
3112 

3120 

3120-1 

ADP Budgets { A-11} �-0IRM 
U se for annual mission of agen y-... Destroy N/A

1 yr. 

the
after 

cl o se
of FY 
covered 
by the 
budget.

Caeacitt Pl anning PD-0IRM 
Use for material pertaining to N/A
projected future workl oad and service when no 

Destroy

requirements, estimated needed l onger 
capacity changes and pl ans for timel y 

fordel ivery of additional capacity when 
needed

required. reference. 

FILE by agency and in chronol ogical 
sequence.

Standards  RED
Use for general information on Destroy N/A 
standards, procedures, guidel ines, after 3
DI PS Program management requirements, yrs. 
and waiver requirements. 

FILE by subject in chronol ogical 
sequence.

seecifications
Use for material wh i ch pertains to Destroy N/A
information processing standards,
procedures, guidel ines and information 

when S/0. 

which describe performance require-
ments, practices, designs , sizes, or 
other factors or  characteristics
hardware, software, or services. 

for

Incl udes announcementcs
standards, requestcs fo

of proposed 
r rev iew and

comment, ordering and impl ementation 
instructions, and qual ifications to 
s pecificaions such as excl usion and 
verification l ists. Al so inc l udes 
res ponses to external agencies
proposing the standards as wel l as
subsequent agency

FILE by subject. 

communication. 

Destroy GRS-5-2a 
1 yr.

the
cl os

after 1(3 , o-v/;;./ � 
e

of FY 
covered 
by the 
budget.

N/A 

Destroy
after 1 
yr . 

Destroy 
when S/0. 



� 

� 

3120-2 

3130 

3 ito -JJ- -.3 

3140 

� 1 0 0 - 8'  

'!.,hL, � -b:ift 
�- -,es.p (p

31 50 

Request for Wa i
Use for material

vers 

requests for wan
which perta i ns  to 

i vers to D I PS Stan dards. 

F I LE by type of wa i ver . 

Secur i ty 
Use for mater i al
sec uri ty adm i n i ation . In clude 
rev iews , stu tes , and plan s .  

F I LE b subj ect ,
c nolog icanl 

agen c  
sequ 

Rev iew an d Ev aluation 
Use for mater i al perta in i n g  to rev iews
and evaluation s of USDA IRM programs 
con ducted by i n tern al or  extern al 
agen c ies. 

F I LE by agen cy in chronolog ical
sequen ce . 

Destroy N/A Destroy y._J,W-when S/0 . when S/0.

ATSD
Destroy N/A Destroy 

1/31ov /)f /3
5 yrs . when 2
after yrs .  old .
rece i pt .  

N/A Destroy GRS- 18-2 
when 1
yr . old . 1/41 00/� 

RED
Destroy N/A Destroy 
when S/ 0 .  when S/ 0. 



� 

� �  

� 

�� 

1 s  not part of a f 

3200 

3 I 0 0  

Q.... 

��,vn-

3200- 1 

3 1 0 0 - /  

3200- 1 - 1  

3 J o O - J- J 

ADP MANAGEMENT DIRM /
Use for mater i al of a gen eral n re Destroy 
wh i c h  perta in s to the study , when 3
select ion , use , and man

�
en t con trol _,,,.<yrs . o ld .

of ADP and word process · g equ i µnen t _,_ _  .,.. 
o perat ion s ,  software d 

r

i n c l udes files rel 1 n g  to machin' 
systems.  /-Al so

room operat ion s  d to i n fon11at ion 
and data prod_ ed through �p 
operat ion s  i ch  are not,,)fescri bed 
elsewher , n  t h i s cat

?
�ry .

F I LE n chronolog ical sequence by 
oject .

Pol i ci and Procedure 

pol i cy and procedure .

E : See 3010- 1 fqp·di sposi t ion
of record copy of epartmen tal
di rect i ves. 

/h by ori g i n , s�es n umber or in 
ronolog i c al se en ce. 

Use for bac kground materi al wh� Destroy/ 
doc LJ11en t s  t he importan t aspect of w

�
6

the develo1111en t of De
7

tal lo er 
eeded .

NOT

Extern al or Non - Series In struct_j.o<s 

?

Use for materi al of 

r wh i c h  or ig in ates w ·  

a di rec · n al
n at ure wh i c h  or i g i n ates side USDA 

di rect i ve syste 
land other ma r i a

· 

· i n  USDA b ut
al Departmen ta 

In cl udes comm_ s
d

• 

N/A Dest roy 
when 1 ')3!{r(;
yr . old. 

N/A Destroy GR S-16-ld 
a fter t he 
di rect i ve (I /3 !OYJ/ I 
i s  i ssued
or  imme-
di ately 
when i t  
i s  known 
that no 
act ion 
wi 1 1  be 
taken . 

11/3/rtO //; roy
when S/0 .  

Destr/ 
w n S/0 .  

N/A Dest

on pro pose ----an
ex i st i n g  struct ions.  

F I L  y or i g i n , serie  n umber or in
ronolog i c al sequ�nce .  



� 

� 

3200-2 Reports 
Use for pri nted fi nal reports 
conta i n i ng t he stati stical  , tabu l ­
ati on and an  anal ysi s of the fi nd i ng s  
o f  a study o r  survey i ncl ud i ng a 
narrati ve descri pt ion of  methodol ogy 
empl oyed . 

F ILE by s ubject i n  chronol og ical 
sequence . 

3200-3 

32ot-.5 

Project Contro l  
Use for memora , reports and o 
record s doc nt i ng ass ignme ,

a compl eti o n  o reject s .  

F I L  . Case fi l e  a 
1 tl e or  proje 

3210 Des ifn and Devel o�ent
Ose or  material o a general nature 
rel ated to appl icat i on s  desi gn and 
deve 1 OJX11ent . 

F I L E  by system name . 

3210-1 I n fonnati on Requ i rements Stud i e s  
Use fo r materi al perta i n i ng to 
i nfonnati o n  requi rements stud i es 
and system devel oJ)llent proj ects . 3 1 0 0 - 3  Incl uded are user requests , a nalyt i c al 

� 1 report s , des i g n  requi rement s ,  
1 1 . -VO. feas ib i  1 i ty stud i e s ,  and cost/benefi t 
- . an alyse s . 

* F ILE by agency and project name , 

;' 

Destroy N/A
when no 
l onger 
needed 
for 
reference . 

Destroy N/A
1 yr . 
after 
t he yr . 
i n  wh i c h  
the
project 
i s
cl osed . 

0IRM 
Destroy N/A
when 3 
yrs . ol d 

0 IRM 
Di s pose N/A
of when 
no l onger 
needed . 

N/A 

Destroy 
when no 
l onger 
needed . 

Destroy 
when
S/0 .  

Di s po se 
of  when 
no l onger 
needed . 

GRS-20-
Part I I  I ,  
Item 1 0  

GRS- 16-7 
11 I3 ��/s 

GRS-20, Part 
I I ,  3 

I/ I 31 o-o /3 



� 

� 

� 

System Implemen tation Files 

3 

report spec i f icati n s standaro , d 

reports , and commun i cation s 

equ

tu r '

i ADP softwa
� 

studies system spec

pmen t ;  a 

i d 
� 

ion s  an

s proposals a� evaluation 

Use for materi al perta i n i n g
to desi gn , developnen t ,  and
operation o f  an a ppl ication 

3210-2 OIRM 
Di spose N/A Di spose GRS-20
of when when Part I I ,  
no no
lon ser lon3n ee ed

,

3 / oo-3 
::Uv.'.o tJ.w-,cJ system i n cludi n g  system 

ma u

op

i n s
n

erat

tru
uals,

ctio

i n g

i n p
n

fl
proc

s ,  

ow  

t ,

edu

us

ch

ou
er 

re
arts

tpu
guid

s ,

pl

t

an
,
bl

es 

s ,  

oc

and 

ref
di agrams , codi n g

t 

er
. n ee ed.

and

k

, 

1/3tav/3 

�� To 
r. 1 o - l 

relatin g  to the test .

F I LE by system n ame .

3220 Resource Acgui si tion 0 I RM 

Use for mater i al perta i n in g to N/A Destroy
plan n i n g  and prepar i n g  for i n n· al after '/310-0/f 

3100 -'-f acqu i si tion ( i n cludin g sele ion , 5 yrs.
evaluation , procurement ,  d i n- or
stallation ) of ADPE ,  i ce automatio di scon-
equi flllen t ,  multi ple qui pnen t when ti n u an ce,
part of a system , ux il i ary equ i wh i ch-
and attachmen t or ex i st ing  ever i s  

serv i ces . n cl udes applica on 
fi rst . 

repor. of  the i r rev iew man ufac-

t ereof documen ts elatin g  to , 

.. 9 2 /D -2  i n struction s ,  tes erence
to or cop ies a ppl i cable software
and referen ce mater i als , job
i n str uction s ,  and sim i alr or related 
files . 

1 es
� Use for materi a

F I LE by agen cy and proj ect n ame .

3210-3 ADP Test Fi  
l perta i n i n g  to

the testi n g  of  ADP equi pnen t3 I Oo-3-I and/or data processi n g methods
and procedures and to the tr i al
appl i cati on of exi sti n g  or
proposed data processi n g  systems.  
In cluded are requests for tests
approvals or di sapprovals, test 

, 

0 IRM 

Di spose N/!', Di spose GRS-20 
of when of when Part I L  2
no  longer no lon ger 
n eeded . n eeded . 

11 /31cr0p/1 



� 

� 

i nstal l at i on of  equi Jlllent or 
ss reports of  read · systems , 

benchmark comput on i nfonnati o n  

papers 

venaors decl d nonresponstv due 3 10 0 � 4--J 

Use for i nform__at-fon o utput s f.r.Ollf� 
-L /,,.. 

ance of 

rev iews and perfonn e eval uat i ons , 

output s  , ben ark accounti ng
i nfonnati outputs , and rel ated 

3220- 1 

by system or product name. 

- enchmark Demonstrat i o  / OJRM 
Use or computat, o

ng vendors an 
n onnat i on

o ut puts from wi 

benchmark rformance� 

N/A Destroy 
1 yr . 
after 

e stroy 
1 yr . 
after 

l et ion c omp
of per-.

F I L  y vendo;:..� fonnance 
eval uat i on . 

c om-
pl et i o n  
of per­
formance 
eval ua­
t i  on . 

3220- 1 - 1  Bene hmark Computat j.ofr,.... 

___-
.--

"' 

_,.....----�tfI RM 
Destroy N/A Destroy 

1 yr . 1 yr. 
after after 
accept-

0 43 1 0  _ ":> l os i ng ven ors. 

F I  y vendor_..-.,,.--

,,.- accept­
ance of 
sys,�em . system . 

3230 Resource Uti l  i iat i ori O I RM / 
Documents conta i n i ng manag Destroy When

5� data on costs , equi Jlllen staff- .when 1 5  
i ng ,  workl oad capaci t ·  s ,  and 

�
yrs .  ol d .  

overal l effect i vene of ADP and 

Destroy 
when  2 
yrs .  ol d .  

11 / 310-0/r 
yrs . 
ol d .  

3 Joo-5 
word processi g erat i on s .  Inclu es  
documents used �o eval uate ren,.t,a1 , 
purc hase , o ge at i on and mai,,o�nance 
cost s . I 1 udes reports ,,..briefs , 
and s im i  r or rel ated ocuments . 



� 

3230-1 I n fonnation  System Capab ilj.:Hes 

spec i f ie  i nformatiop�ystem C' 'J 2 

and one- time tabulations, r orts , 

� Use for materi al pertajnf'ng to 

:> l�o-.:;;  ab il i ties

OI M_.,...

1 
Destroy
1 yr .
a fter-

­
· 

estroy
yr .

after
d di scon

ti nuance . 
di scon-
ti nuance.

cap , i n  Yudi ng graph ics
di splay,  dat an agement sys s, an
other specn i zed softwar r
hard?. 

J')tl by system name.

Resource i nventory . Files
Use for doc uments relat o

formation resource ventor ies
o i ce automati o
er software 

3230-2 R�
Destroy N/A Destroy
when 5 when 3 

.
or when

old
·\..JJ..).-0.,0)

3 100- 5 -
i n
i ncludi ng ADPE ,/ 
equi JJ11ent ,  co
an relate orms and d suppl

yrs. old yrs
or when

· no longer no longer
needed
wh

needed
i chever wh ic hever

is  sooner . i s  sooner .

Operations
Doc uments ,  mag netic medi a ,  and
punched cards , ma i nta i ned by ADP
act i v i t ies i n  prov idi ng services to
other elements wi th i n  the area sec
v iced .  These files are used pr ·

� Cl,... i n  prepa

n

r i ng

, 

a n

br iefs

d controlli ng r c urri ng

� 3 .5 mach i e runs

•
�t...q.. �1 

1 

ar ily

d
' 

an, pri n  outs ,
sim ilar doc uments requi re by other
elements i n  perfonni ng e i r  functions(1... � and m i ssions. I nclude in the ADP
ac ti v i ty files are s atc h tapes , test 

, ·. 

ta pes ,  raw data inP,  t tapes, an alog
magneti c ta pes , w k i ng tapes , ( i n put
and output ) , tra saction tapes, con­
t i n uous update apes ,

pes ,  pri nt pes , 
summary data

d datarefonneta
tapes , sec ur ·ty tapes , removable med i a
random access dev ices ; master ta pes ;
di sks , d i s'!< packs , drums, and
cells co ta i n i ng sim ilar data ;

data
master ,

deta il and summary punched cards;
machi  e l i sti ngs thereof ;  and copies
of bulations , mach i ne runs , and
pr nt-outs used for ver i fi cation
urposes. 



� 

a .  Magnetic medi a ,  c ards, reports 
designated as , and prin t-outs

record copy materi al .  

no lon ger 

b .  
become obsolete as wh i ch a result 

referen ce . 

GRS-20 , 

Di spose of 

Schedule Fil es 

records of a pproved 

O IRM &
NFC

of
Di spose

when 

n eeded
referen ce

for 

N/A 
"/3

GRS-20
tOTJ/&c:i..,

Part I ,
, 

23 

. 
11 

/31 cro/?b
GRS-20 ,
Part I ,  23

Magneti c  medi a and cards

of  updati n g ,  dumpi n g ,  and tran s­
d data .ferre

of N/A N/A
w n
an ger

d

no 

n eede
for 

O I RM & NFCc .  Tran saction cards and l i st ·  gs. 

Par 2

II /3/ ov/hc 

t I ,  3
N/A N/AD i spose of

when no
lon ger
needed
for
referen ce

O IRM & NFC

when no
l 

.

d. Rena in i n g  11/31 ot)/l? cA_

GRS-20 ,
t I ,  23

N/A N/A 
Par

F I LE/by agen cy/ area serv i ced an
;Y6'j ect i f  a ppl i cable .  

d 

Data Processing Regi ster an

Use for mater 1 a

re

l 

questin  office

perta i n i n  o 

, dat rece i ved
d umen ts re­

an ger
needed
for
reference . 

3240- 1 

3 J oo-b-1 jobs ef

d

lecti n g
, 

an . 

N/A N/A

n umbersb
b com-

of
rela

plet ion

t
job or

ed 

discon

descri pti
, 

on
date due . Also ,

jo
jo

flecti n g  availab e mach i n e an
person nel time jo
pri ori ties , d
i n fonnati o on i ndi

dnjobs.
sched es
doc en ts. 

b requ i re nts 

, 

time- pha� · g
id al approved

luded are r, g i sters
teddi r tly rel

z
LE by syst and/or jo

on 
­,

an a ti n uan ce,
ever i s
fi rst .

, 

bf. n ame . 



� 

with instructiO S· in accordan J
. 1, ite 8 )

3240-2 Machine-Readable Housekeepj,n("Records NFC &_AlfRM 
Use for routine administ7ative records
which are not requir¢/for GAOo

CJ O -/r;-2.. and do not serve_)I S""'record copy of
information ..B1 spose of record 

GRS-20,
Part 1 ,  

DJspose
aodit ' foas 

29

N/A Dispose 
of as 
reference
material. 

g I 
to hard copy. applic abb RS-20, part 

• 
�reference 

material. - py 
'i/3t vv /b/;)_ 

sequence. 



� 

� �'-

�� 

� 

TELECOMMUNICATIONS MANAGEMENT 

I pertai n ing to the transmi ss ion, 

gence of any nature by wi re, intelli

other sual, or rad i o, vilaser, 

cally accoustimagnet ic, or 

Services 

subject. 

Use for materi al a general nature

n of s i gnals,
s, or 

3300 OTO
Destroy 
when 3
yrs. old. 

N/A Destroy 
when 1
yrs. old. 

of

emi s s i on, or receptio
s i gns, wr it ing, i mages, sound

cable, satellite, fiber optics,

electronic, electric, electro­

UJ()O- 2. 

coupled means. 

FILE i n  chronological sequence 
by project. 

3300-1 Policy and Procedure OTO / 
DeUse for background materi al stroy N/A Destroy GRS-16-ld 

documents the important as ts w e/n after the 
the developnent 

NOT

and procedure. 
of Depar ental 0 di rective Y\_,9NV/longer i s  i ssued 

d iately 
of record cop of Departmental 

E : See 3010- for di sposi tio 
needed. or imme-

di rect ive. 
when
i s  known 

i t

that no 

w ill
ronological sequ ce. tak�n. 

be 

-

FIL y or1g1n, serie number or i n  
action 

Use for materi a
Non-Series instruc ' on s  3300-1-1 External or

l of a di re onal N/A Destroy 
nature whi ch originates ts ide USDA when S/0. 
or which originates · hin USDA but 
i s  not part of a al Departmental 
d i recti ve syst • Includes comme s
and other m r ial on proposed d

FIL

ex i st ing structi ons. 

y or ig in, serie 
ronological seq ce. 

Telcommuni cations Egui Jlllent and 
�estroy 

Use for materi a general natur:,.e when 3
wh ich perta i n requests
comm�nic�o equi pnent and teTephone 

l�..-

TD MD 3300-2 
N/A De stroy GRS-12-

2bwhen 1
yr. old. 

l 
for ...t-ere- yrs. old. 

o
s3/0 0-:1  

()JdD� ­ serv .

�� J;.1d�y 

,, I 31oJ1 



� 

� 

1nsta at1on, nge, removal a 

th 

and related records. 

,_...--

-

3300 -2-1 

.3 10 0 - 7- 1 
' 

Request 
Use fYr r�cords 

D 
N/A Destroy GRS-12-

when 1
yr. old. 

2d(2)
w pertain to 

equi jlTlent. 

estroy
1 yr. 
after 
audit or 
when 3 

"/ 3/ o-v (1 /1 
yrs. old, ' '/ Ih av /;J,/ I

whichever
is sooner. 

CUruf
�0{) .... 2-1 

3300-2-2 

3 too- 7-2 

Agreements 
Use for records of reements wi
backg�ound dat nd other records 
relati ng t�,.-a reements for tel��
communic tions services/
FI by agency and s.ubj'ect. / 

Destroy 2 N/A Destroy GRS-12 
yrs. after 2 yrs. 2e
expiration 01(" after ,, /.3tov /7 Id or can- expi r-
cellation ation
of agree- or can
ment. 

-
cell at ion 

agree-
of

ment.

0TD3300-2-3  Iel tical ' Reeorts  
Use for

eghone Stat i s

reports including cost and volUT1e data. 
telecommunications statisical Destroy

when

FILE by agency in chronological 
sequence. 

Telecommunication Vouchers 
Use for telecommunications reference 
voucher files. Includes reference 
copies of vouchers, bills, invoices,

FILE by agency and control nLUTiber. 

N/A N/A GRS-12-2c 

1 yr. old. 

0TD3300-2-4 
N/A N/A GRS-12-2d (l) Destroy

when
1 fiscal
yr. old. 

N/A N/A GRS-12-3a 3300-2-5 Operational Fil es �
� Use for material pe ining to 

message registe , logs,
IU;l)l)-2 2 performance ports, daily lo d·

reports, ated similar 

estroyAwhen 6
months
old. 

'/;(; (J1) I�;). 



teleconmunication reports, 

chro�ological sequence. 

Report s
Use for 

3300-2-6 Telephone Statements
J..JJ_a,,o) to 1 1  

) 0 06 - 2-J FILE and/or incc 
period 

N/A Destroy GRS-3-11 
when 1
yr. old. '/;rv ffV/J-/3 

by
covered 

related

3300 - 3  

e.g., transmission, emission, etc. 

file by agency and subject in 

· 

account. 

OTD
Destroy N/A
when 3
yrs. old. 

Destroy 
when 1
yr. old. 

3300-4 Pro ect Cont ro 1

records 
memo nda, reports and other Use for 
d umenting assignments 

progres and completion of pr · ct.

:
titl

Case file alphab 1 c
e 

ally by 
e of the pr ect. 

Voice Tel econiniuri icat ioris  

Destroy 1 
when no 
Destroy GRS-16-7

yr. after 
N/A 

longerthe yr. in 
needed. "/3�(71)11 which the 

project is 

3310 

3310-1 

longer
no
when

needed
for
reference. FILE by agency. 

Use for material pertaining to voice
telecommunication policy, management, 
and operations. This would include 
DI PS Circulars, requests for 
technical approval, general 
information letters, and inventory 
data sent for

FILE by subject. 

verification purposes. 

Tel ecanmunication Technical - Approvals 
Us-e for requests and all follow-up 
infonnation gathered
for approval. 

in consideration 

closed. 

OTD
Dispose
when 3 

N/A

yrs. old. 

of N/A 

OTD
Dispose 

N/A N/A 



infonnation gathered in consideration 

Use for material pertaining to 

radio frequencies, and microwave 

/c;o ()-2-'/- pertaining to I e 

3310-2 Tel ephone Orders 
Infonnation copies of tel ephone 

FMD

of
Dispose

whenorders submitted. 
1
ol d .  

yr.

FILE by agency and requisistion 
number.

3320 Data Tel ecommunications 
Use for material pertaining to 

OTD
Dispose

data
pol icy, management and operation of 

communications facilities and 
of when 

ol
3 yrs.

services. This incl udes requests d.
for technical approval for circuits 
and equipment. 

FILE by subject. 

3320- 1 Data Telecommunicat lons Techn i calc.
Approva l s  OTO

Use for requests and al l fol l ow-up Dispose 

FILE by agency. 

Radio tel ecommunkat i ons 

radio transmissions, assignment of 

transmissions. 

N/A 

N/A 

N/A 

N/A 

N/A 

N/AN/A

for approval.  
when no 
l onger

for
needed

reference.

3330 
Dispose N/A
of when 
3 yrs. ol d. 

FILE by subject. 

Empl oyee Locator 

fonns and other r

3340
� Use or correspon 

2

F
estroy N/A N/A

afte
months

r
issuance
of l isting. 

e ,
ords

compil ation directory 
service · tings. 

l phabetical
d/or agency. 

l 

GRS- 11-3  

J!?�f/i 



� 

� 

I NFORMATION MANAGEMENT 

development)rf Departmen tal pol · 

shronolog i c al sequence. 

Use for mater i al l N/A Destroy 
when 1

. old

3400 

n

of gen era
ms to the 

di ssemin at ion i n fonnat io
i s  not des 1 bed below. 

.
or
sooner 
i f  no  

yr
or
sooner 
i f  no  F I LE y subj ect and in

c onolog ical sequen 1 

col icv - an d Proced ure/ 
se for backgrougd materi al wh i c

docl.D1len ts  t he jflfportan t aspects of 

and proce .ure .

NOTE : See 3010-

n e
on ger 
ede

1 on ger 
d . n eeded .

3400- 1 

3200-J  

J)GffA
/ D�stroy 
e when no 

1
needed

h N/A GRS-16-ld Destroy
after t he 
di rect i ve on ger 
i s  i ssued '/ 3;4-v/t 
or imme­

.

1 for)i · sposi t ion diately 
o f  cord copy of..J,epartmen tal when

ect i ves . i t  i s  
/ known 

. /
F I L��igi n ser ies n l.D1lber or i n  

External · 

· 

n
t hat 
acti o

no

will
taken

be, 
.

3400- 1 - 1  

3200- / - /  

u

whe_
roy

e USD

l

A 
N/A Dest

n
USDA but 

. or . Non�Ser i es tn str
Use for material of a directio 

c:f iops 
1

n at ure wh i c h ori g i n ates out
or which  ori g i n ates wi th ·
i s  not part of a 

S/0 .  

fonn Departmen ta
di rect i ve system . n cludes commen ts 
and other mate ·
ex i st i n g  in ruct io

on proposed an 
n s .

F I LE ori g i n , seri es n
c onolog ical sequen 

Reports 
Use for access to i n f

3400-2 
onnation reports .  Destroy N/A Destroy 

when 3 when 1
F I LE by agency i n  chronolog i cal yrs . old . yr . old .
sequen ce . 



�' 
3400-3 

Use for mernor aa, reports and o 

progress nd completion o rejects. 

Use for material taining to 

6 -J!-::.; as .J i nformat · n requirements stud i 

F E by agency and proje 

Use for material pertaining to 

the De pa rtment. 

dissemination activities of the 

y

Information Shar
� Use for mater pertaining

and studie supporting dataI O D - 2- Lf infonn on data bases, and 

F, 

3 200- 5 

Project Control 

records do enting assignme , 
N/A Destroy

1
Destroy 

when no 
afte

yr.
r 1 anger

the yr. needed. 

the
in which 

project
is closed. 

� 
Agency Projects 

"-2 I () '.J special agenc)'. rejects, such 

and syst develoµnent projects 

3400-4 
N/A Destroy

when no 
no
needed. 

Informat,on Collection 

information collection activities of 

OIRM
Destroy 
when
no longer 
needed

reference. 
for 

3410 .
N/A Destroy 

when no 
longer
needed. 

N/A Destroy 
when no 
longer
needed. 

FILE by agency
sequence. 

in chronological 

I nformation Disseminat i o3420 RED
Destroy
when no 
longer
for
reference. 

n
Use for material pertaining to 

Department. 

FILE by agenc in chronological 
sequence. 

·3430 
N/A Destroy

when no 
longer
needed.

3 



� 
�

3440 Class i f ied and Sens it iv Informae ti on 

admini stration of security class i fi ­

3 2 /J{}-3- I 

Use for mater i a

cat ion

FILc

of doc uments.

E 

l pertain ing to the N/A Destroy GRS-18-2
OP
Destroy
when 2 when 2
yrs. old. yrs. old. 

3440-1 

by agency and subject.

Access to Class 1 fied Documents
Use for mater ial per:ta ifiing to
requests and aut or1zation for
ind iv i duals · ave access to
classif i  files. 

Destroy GRS-18-7
1
afte

yr.
r

date
reply.

of

De
2

s roy

afte
yrs.

aut or-
�tion

3200-+ '1/3 hv// 

;expi res.

3450 FOIA and Pr i vacy OGPA/OGC
Use for materi al of a general nature Destroy N/A Destroy GRS-14-20
whi ch applies to FOIA or Pri vacy Act when 2 when S/0. GRS-14-30
matters wh i ch does yrs. old
followi ng categories.

not fit i n the 
or sooner
i f  no
langer
needed

admini
for 

­
strat ive

FILE i n  chronologi cal sequence. use.

3450-1 Freedom of information Act D IA 
lr/3 :¼fJp� eques s 1 es.

Files c reated in
for i nformati o c

respons to requests
n under Freedom of

ormation Act cons
orig inal request, 

ing of the

thereto, and all 
opy of the reply

r, lated supporting
les whi c nclude offi c i a
e of r uested recor or

copy thereof 

doc ent

Inf
e

i

320 0 -J 
11/ 3 �  /3/;

a

h lmay ·fi
fi l dcopy

a. Corre ondence and support ing
s

of c ial fi
(EXCLUDING the
le of the

cords  requested i f  filed
copy

r,
erein).  



nonex i sten t records; to 

i n adequate descri pt ion s ;  

pay agen cy reproduction  

( 1 )  Gran ti n g  access to al l the Destroy N/A N/A GRS-14-16 
requested records. 2 yrs . a ( l )

after 

( 2 )  Respondin g  to requests for 

date
repl y .  

of  

requestors who prov ide 

and to those who fa i l  to 

fees. 

( a )  Request 

'/3�  /3 

NOT a ppeal ed .  Destroy N/A N/A GRS-14- 16 
2 yrs . ( 2 ) ( a )
after 
date
of
repl y .  

{ b )  Request appeal Destroy NiA N/A GRS-14- 1 6  
as  ( 2 ) ( b )
authori zed 
under 
3450-1-1 .

( 3 )  

( a )  Request., NOT a ppeal ed .  Destroy N/A N/A GRS-14-16  
5 yrs . ( 3 ) ( a )
after 11/3 X/V/?/1 
date
of
repl y.  

Request appeal ed. Destroy N/A N/A GRS-14-16 
as ( 3 ) { b)( �  authori zed 
under
3450-1-1 . 



Official fi l e requ ted e s

recory-s. / 
,,/ 

copy of N/A N/A GRS-14-16bb .  

3450- 1- 1 
Fil

F ILE in chronol ogical sequence.

FO IA  Appeal s . F i l e s
es created in responding to 

administrative appeal s under the
FOIA for rel ease of information 
denied by the agency, consisting
of the appel l ant ' s l etter, a
copy of the repl y thereto, and 
rel ated supporting docLDTients,
which may incl ude the official 
fil e copy of records under
appeal or  copy thereof. 

s

�� �
7-
/e 

accor 
anc
with

e

approved 

r
r

agehcy 
d ts­
p<> sition
n

ion
struct­

for
the

el ated
ecords,

th

or
with

e
rel ated
FO I A  
r
which­

eque st,

ever
i
l a

s
ter. 



Correspondence and supporti n g  

file copy of the records 

by 

.' 

a .  
docunen ts ( EXCLUDING the

under a ppeal i f  filed here i n )

Destroy N/A N/A GRS-14- 1 7a  
4 yrs.  
a fter 

. fin al
determi -
n ation 
by
agency 
or
3 yrs.
after 
fi n al
adj udi -
cati o

courts
wh i ch-
ever 

n 

, 

later
i s  

.

b. Off ic i al f ile copy of records Di spose N/A N/A GRS-14-1 7b
under appeal . of i n  

accord-
an ce 
wi th 
approved
agency 
di s-
posi ti on

i o
in struct-

n
the 

for 

related 
record ,  
or
wi th 
the
related 
FO I A  
request ,
wh i ch-
ever 
i s

f I LE i n  c hron olog ical sequen ce . later . 



maintaineFiles d for control 

including registers and similar 
purpose of request and name and 

of 

5 yrs. 

by 

ever 

3450-1-2 FOIA Control Files 

reco

purposes in responding to requests, 

rds listing date, nature, and 

address of requester.

a. Register or listing. Destroy 
5 yrs.
after
date

1 ast
entry. 

Destroy

after
final

by
action 

the
agency 

N/A N/A GRS-14-18a 

N/A N/A GRS-14-18b b. Other files. 

adj
cat io

agen
or

final
ud

cy

i­

courts, 

n

which­

later.
is

File in chronological sequence. 



the Freedom of In ormatiof n Act ,  

b .  

3450-1 -3 FO IA 

n requ i reme
Rec urrin g reports an
i n formatio
to the agen cy implemen tati on of

i n cludi n g  an n
Con gress

ual reports to the 

a .  An n u

Reports Files 

. 

reports at Departmen ta 

d one- ti me 
n ts relati n g  

1 OGPAal
cy level .  GRS-1 4- 19a  

N/A N/A GRS-14-19b 

agen PERMANENT. N/A N/A
Offer to 
NARS
wi th 
related 
agency 
records 
a pproved
for
perman en t
reten tion
i n  agen
records 

cy

con trol 
schedule 

old

or when 
1 5  years 

, whi c h-
ever i s  
sooner .  

Other reports. Destroy 
when
2 yrs .
old or 
sooner 
i f  no
lon ger 
n eeded 
for 
adm in i -
strati ve 
use .  F ile i n  chronolog ical sequen ce . 



� 

�) 

F i l es s c reated i n  response to re st

copy o f  records requ�sted or  copy 

offi c i a l  docunen ts  �XCLUD ING the 

reques here i n ) .  tej� i f fi l ed 

3450-2 Pr i v acy Ac

n
i n  the records perta in i n g  

t Requests Fi l es 

from i nd i v idual s to ga i n  access o
t he i r  records or to any i n fonn i o

,
u. s .

552a ( d)
request reto an

to hem

qu 

as  prov ided for under 5
( l ) .  F i l es con ta i n  ori g i n al
, copy of  repl y t d

al l rel ated support i n g doc LDTienis ,
wh i c h  may i n c l ude the-r/ffi c i al fi l e  

thereof .  
/

a .  Corresponden c/ and

fi l e  copy ,,�f the records 

32 �{) -2  
32 0 0 -2- 1 

fJ> GRS 
t i n �  

the 

suppor

( 1 ) 9/ant i n g  access to al l
;requested records. 

Destroy N/A Destroy 
2 yrs. 1 yr .
after after 

date 
of
reply .  

date
of
reply .  

(2 ) Respondi n g  to requests f
nonex i sten t records; t
requestors who prov id 
i n adequate descri pt · n s ;
and to those who f 1
to pay agen cy re educt ion 
fees . 

NOT a ppeal ed. Destroy N/A Destroy GRS- 14-25 
2 yrs. when 1 2 ( a )
after yr. old .  
date 
repl y .  

of 

Requests appea led. Des
as 

t roy N/A N/A GRS- 14-25a 
( 2 } ( b) 

authori zed 
under
3450-2-1 . 



of the records requested. 
{ 3 )  Den yi n g  access to all or part 

{ a ) Request NOT appealed. Dest
5 

II /3J-ov/J..//
roy Destroy GRS- 14-25a 

yrs . when 3 ( 3 ) ( a )
after yrs. old . 

( b )  Requests appealed. 

b. Offi c i al
records. 

F i n e i n  c hron olog ical sequence. 

date 
of
reply. 

'5troy 
as
aut hori zed 
under
3450-2-1. 

Di spose 
of i n  
accord­
ance
wi t h  
a pproved
agency 
di sposi­
t ion 
i n struc­
t ion s
for the 
related 
records, 
or wi t h  
t he 
related 

Ac
Pr i v acy 

t
request ,
wh i ch­
ever i s  
later. 

N/A N/A GRS-14-
( 3 ) ( b n)

2�a 

N/A N/A GRS-14-25b 



y 
1 l

ual 

al ' s  request for a review 

s request to amend a 

552a{d){ and to any civil 3 );  

against the refusing agency as 

a_. Requests to agreed to by 

requests to 

amend 

amend and/or review 

agency ' s replies thereto, 

s
Act Amendment Case Fil es

relating to an individua
a record pertaining

as provided for
U .S. C. 552a{d}{2 ) ; to the

refusal of the 

3450-2- 1  Privac
Fil es
request to amend
to that individ
under 5
individu
of an agency' s
individual 1

record r underas provided fo

5

action brought by the individual

provided under u . s . c .  552a(g).

agency. Incl udes individual ' s

refusal to amend, copies of

and related material s. 

Dispose N/A N/A GRS-14-26a
of in
accord­
ance

the
approved

with

disposi­
tion
instruc­
tions

rel ated
for the

subject
indivi­

Idual s

or
record

yrs.
4

after
agency ' s
agree­
ment
to amend ,
whichever
is l ater. 



agency. In udes i n d i v idua l ' s  cl

s of refusa l  to amen d , copie

statemen t 

and rel ated to amend a record , 

b .  Requests to amen

requests to amen

d refused by

d and to rev iew 

Di spose N/A N/A GRS-14-26b
of i n  
accord­
ance 
wi th agen cy' s repl i es thereto

ncy j ust

materi al s .  

,
of d i sagreemen t ,

i fi cationage
the 

for refusal a pproved 
di sposi­
tio
i n struc-

n

t ion s
for the 
rel ated 
subject 
i n d i v i­
dual ' s 
record
4 yrs .
after 
f in al
deter­
min ation 
by agency ,
or 3 yrs.  

· a fter 
f in al
adj ud i­
cation
by
courts,
wh i ch­
ever

later
i s  

. 



c. Appealed requests to amend. 

in responding to appeals under the 
Includes all files created 

Dispose N/A N/A GRS-14-26c 
of in 
accord­
ance Privacy Act for refusal by any

agency to amend a record. 

File in chronological sequence . 

with
the 
approved 
disposi­
tion
instruc­
t ions for 
related
subj ect 
indivi­
d ual 1 s 
record
or 3 
yrs . 
after 
final
adj ud i­
cat ion 
by
courts,
which­
ever
is 
latere. 



an acc urate ) for of 5 

of each di sclosure of record urpose �
i n cludi n g  fonns fo showin g  t e r 

ect i ndiv idual ' s of  subjand proof 

3450-2-2 Pr i v acy Act Account i ng of
iji sclosure Fi l es

Fi l es main tain ed
u. s . c .  5 52a ( c

accoun t i n g of t he date , 

under the prov i sion s 

n ature , and 

Di spose N/A N/A GRS-14-27
of  i n
accord-
ance

afiency ,

i nd i v ual ' s n ame

o any person or  to an other 

subject ,
requestor ' s n ame and address
purpose and date of di sclosure

con sen t when appl i cable . 

wi th
the 

da pprove
di sposi-
t ion
i n struc-

, 
, 

t ion s
for t he
related
subject
i ndi v i-
dual ' s
record ' s ,
or  5
after

yrs .

t he di s-
closure
for wh i c h
the
accoun t-
ab ili ty
was
made ,
wh i ch-
ever

later
i s

File i n  chronolog ical

Pr ivaci Act . Control . tiles
F i l es main tai ned for cont

sequence ..

3450-2-3 
rol purposes

i n  respondin g  to requests ,  i n cl udin g
regi sters and similar records l i st i n g
date

address
n at ure

of
o f  reques

requestor .
and n ame 

a .  Reg i sters or  l i st i n gs .  

t ,,
and 

Destroy N/A N/A GRS-1 4-28a
5 yrs .
after
date
of
1 ast
en try .  



uding 

United States, the Office of 

.. 

b. Other files. Destroy N/A N/A GRS-14-28b 
5 yrs.
after 
final 
action
by the 

or
agency 

final
adjudi-

by
cation

courts, 
which-
ever
is

File in chronological sequence. later.

3450-2-4 Pr ivac:t Act Re�orts · Fi le s  

incl

Recurring reports and one-time infor-
mation requirement relating to 
agency implementation,
annual reports to the Congress of 

Management and Budget, and the
Report on New Systems.

a. Annual reports at Departmental
or agency level. 

OGC
PERMANENT. N/A N/A· GRS-14-29a 
Offer to 
NARS . 
wi th  
related
agency 
records 
approv

permanent 
for 

ed 

retention
in agency 
records
control 
schedule 
or  when

old,
15 yrs. 

which

is
ever

sooner. 



. .  . . 

b .  Other reports. Destroy N/A N/A GRS-14-29b 
when 2

File in c hronolog ical sequen ce . yrs. old . 



·,., 

4000 EMPLOYMENT 
Use for material pertaining to the 
general administration and operat · n
of personnel functions, includi g
college programs, selective acement ,
special programs , examinat · ns  and 
paid recuitment , etc. 

Official Per so� 1 File 
a. Oocuments1> aced on the right 
side of th older constitute the 
record o an employee' s status

th
servic and travel with employee 

and

ro hout his/her career. The 
do ents and their order of 

ling are prescribed by FPM 293-3 1. 

OP
Destroy N/A Destroy GRS- 1- 3  
when 3 when 1 

It/t-f(}7)fr'yrs. old. yr. old. 

OP
30 days N/A SEE NOTE GRS-;1-lb
after ( ,)
separa­
tion from 
Gov' t. ,
transfer 
to Nat ' 
Personnel 

1 .

Records  
Center
destruc­

for

tion 7 5  
yrs. after 
birth date 
or  60 yrs. 
after
date of 
earliest
document 
in folder 
i f  birth 
date
cannot J.e 

1

ascertained ,
o
�

5 -yrs.
aft r 1 ate st 
s aration ,
w
is

ichever
1 ater. 



b. Temporary - Documents placed
on the le
folder coc

ft hand side of the 
nstitute the temporary 

records of  an employee. The 
doc uments and their order of 
filing are prescribed by FPM
293-31. 

c. All letters  of reprimand, OP
caution, warning, and/or admoni

7
1

hme t. 
of
Minimum N/A

(unless 
yr. 

1 

d .

NOTE : For supe isors '  personnel 
files with mat? ial pertaining to 
authorization , pending actions, 
request for ctions and records 
on individu employees duplicated 
in or not ppropriate for the
official ersonnel folder, review
annually and destroy superseded 
or  obso ete doc unents, or destroy 
all do uments relating to an 
indiv dual employee 1 yr. after 
sepa ation or transfer. (GRS-1-lBa) 
(F I E by nature of action and 
no by employee' s  name.) 

OP 
N 

fii��ir/ /.A
of
empl oy�e 
or when 
1 yr 1
olq(
wM ch-

/

ever is  
sooner. 

decided
unwarrant-
ed), or 
until
employee

or
transfers 

separates,
whichever
occurs

OP

first. 

Destroy N/A
3 yrs . 
after
separation
or trans-
fer of 
employee. 

SEE NOTE GRS-1-1O 

GRS-1-2b 



� 

� 

4000-1 

4000-1-1 

4000-2 

tf 000- 13 

4000-3 

Jfl)/)1) -/lj 

Policy and Procedure 
a. Record copy of policy and Destroy GRS-16-lc
procedure which is published in 

OP

when no 
Destroy

/ when S/0. '/LfurnJ/t DPM. 1 anger 
""needed �

/
b. Use for background m erial which DeJtoy N/A Destroy GRS-16-ld
doct.ments the importan aspects o . ·en no 

the
after

the develojlllent ofct D PM or other longer
Departmental direc ves. /needed. directive

i s  issued 
NOTE : See 3010 for disposition or imme­
of record cog. of Departmental /._ diately
directives ot published in tM DPM. when it 

/ is known �/ that no 
action

FIL y origin , series/�ber or in will be 
ronological sequence. taken.

External or Non-Series Instpuc:tions
Use for material of a d�ttional 

when S/0. nature which originates· outside USDA 
Dest,r4 N/A Destroy 

/or which originates ,.f,thin USDA but ,,./
�hen S/0. 

/
is  not part of�fOrmal Departmenta�.,.,. 1/lf(J7n}/I/ I 
directive sys�· · c Includes comments .and other m9t'eri al on proposed, and 
existing �tructions. �'� 

,,./'
FIL y origin, seriE:,,�·

Report

ronological sequence. 
··,,(umber or  in 

s
Use for statistical ports relating Destroy N/A Destroy
to USDA personn programs and 0�when 2 when 2
functions a anpower management and yrs. old. 
evaluati • 

/ 
yrs. old. 

by agency and sub�report. 

Project Control 
Use for memoranda , �rts and other Destroy N/A Destroy GRS-16-7

yr. records  doct.ment�g'" �ssignments��·1 · when no 1/'loov/1y progress and on'lpl et1 o of P, ojects . after 1 onger
z the yr. needed.

FILE : se file alpna etically by in which
ti of project/ project

i s  closed. 



�

401 0  Recruitment, Sel ection and OP
Pl acement 

N/A Destroy� Use for material of a general ture Dest�oy/
which pertains recruitmen efforts whe,n 3 when 34-ooo-2  and job offers 

to
to potenti empl oyees. yrs . ol d. yrs. ol d.

FILE chronol ogical l y. // 
,,,,.

NOTE : SPISS-CEU ceives corres- ,,
pondence from C gressional Membe'
inquiring abo empl o.)fflent ,/' 

rs
,,, 

procedures. CEU respond s b_y,/
control l acknowl edgement,�- Fil es
are pur, ed when 3

FI al phabetical l y

yrs.

e{ 
J
Congressional

ld.

uthor. 

401 0- 1  Recruitment
Us ai to 

OP /
.__,ULO.,Q) e for material which per� Dest�y N/A N/A

ruitment efforts, e.g., l l ege when 3rec
recruitment, USDA ' s recru) ment :r's . ol d.Jfooo-2- 1 exhibits, job fairs, career days,
Col l ege Pl acenent As soc., paid
advertising, and vaca"ncy announce­
ments
inclc

outside USDA,( Additional l y
udes l etteri/of thanks to

universities a,nff
sources for ineir cooperatipn or

other recrui ent

l etters adyfsing universi:t,1es, etc.,
of sel e ;,10ns due to r�cfuitment
e fortc.5 /
FI chronol ogica11 y by agency and

rganization, �tc. 

4010- 1 - 1 Recruitment Bul l etin

weekl
for rel evant infonnation on 

OP
(SPISS-CEU)Use

bul
y Departmental recruitment Destroy N/A N/A

fo
l etin, such as recommendations when 3

r improvement, or changes in yrs. ol d.
format or procedure.

FILE in chronol ogical sequence. 



� 

40 10-1-2 

40 10-1-3 

40 10-2 

if D oo-Z-2. 

Agency Recruitment Plans 
Use for correspondence and material 
pertaining to annual recruitment plans 
as required by Departmental Regulations. 

FILE in chronological sequence. 

Career Literature and Information 
Use for material pertaining to 
correspondence, and recommended changes 
on recruiting literature. Includes 
requests from agencies to review their 
literature. Additionally, requests are 
received from publishers to review
their literature. 

FILE in chronological sequence. 

Selection
Use for material which perta · s to
employment offers and acce ance or 
rejection of those offers (Destroy
accepted offers immedia ly GRS-l-4a) 

Dec1 ined offers 

a. Names receive from certificate 
of eligibles. 

b. Tern orary or excepted appointments. 

All others 

OP
(SPISS-CEU) 
Destroy 
when no 
1 onger
needed for 
reference. 

OP
(SPISS-CEU) 
Destroy 
when no 
longer
needed for 
reference. 

OP  

Return
to O P  

and
ap

with reply 

p
ca ion. 

i-

Destroy

A-4.

imme­
diately. 

N/A N/A 

N/A N/A 

N/A Destroy GRS-l-4b 
imme­ ( 1 )
diately.

N/A Destroy GRS-1-4b 
imme- ( 2 )
diately .

N/A Destroy 
imme­ (3 )
diately. 

GRS-l-4b 



� 

� 

� 

� 

401 0- 3  

4-ovo-E--3 

401 0-4  

Jfo oo- 'f 

4010-5 

Jfoo�-s 

4010-6 

400 0 -(p 

Competitive Pl acernent,.,/ 

.,./ 

01/
1. Use for SF-171 s,.,,resum�s, posit1on

announcements, 9ncl appl , cant rati ngs / 
..,..,ilestroy 

and any other ...material which documents 
upon
receipt

compe ppoi ntment proced ures· as of OPM 
y inspec-

tion
F�y agency and announf..:�nt report

ber.

required OPM. 

or  when 2
yrs. old 
whichever 
is earlier, 
providing
the re-
qui rements 
of FPM, 
Chapter 
333, Sec-
tion A-4, 
are
observed. 

OP
Destroy 

Interviews
Use for materi�ertaining
interviews w· employees months 

6

after
transfer 

FILE y agency or sep-
_pployee. 

and 
aration of 
employee. 

Certificates of El i 1 {s
Use for material p� a1n1ng to Destroy 
certificates of 1gibles. when 2
Includes the r sons for passi')S/Ayrs. old. 
over a prefe nee eligible an ,
selecting
eligible 

nonpreference

FIL y agency a� nouncement
position n umb •

Reemelo.)'ment Agree,JJJents 
Use for mate�V which per s 

OP
Destroy

to reempl_g;m nt agreeme between 1 yr.
s and USDA . after 

z termination
L y agency. and employee name. of agree-

ment. 

N/A N/A GRS-1-15 

1.1/�{)V1) /J-/3 

N/A Destroy G;-1-8 
irrme- (/ 11�/ydiately. 

N/A N/A GRS-1-5 

1/tf�(je. 

N/A Destroy
1 yr .
after tj1; o7JT)(, 
termi-
nation
of
agree-
ment . 



� 

� 

�

� 

'f {)t)()o� 2- 1-

J./.t;t;  o -3 - I  

401 0-7 Reports 
Use for statistical 
pertain to recruit , selection 
pl acement, e.g .  elected speci 

GRS-1- 16  

trainee, Fe ral Junio
employment pr rams, worker­

�
Fe owship, 

Stay-in- ool, summer �es, Forest 
Servi alternators. 

p
(SPISS-Cc N/A Destroy
Destroy 

EU) 
when 2

when 2 yrs. old
yrs. old. 

. 1) 'im/J./i 

4020 Personnel Act i ons  
�

OP
Use for notifi tion of personnel Destroy N/A Destroy GRS-1-14
actions, e.g , within grade inc? es, when 2 when 1
restor tve , promot i ons , etc . , yrs . ol d ,  yr. old. 

rEXCLUSIV of those in OPF. 

Destroy 
NFC 

pa
related 

a 

V1o-ov!s-L/-001) -i 

N/A GRS-2-ll
Y or fi scal copy 

F E b social sec it number and when 
aN/A

y y
in chronological sequence. 

y
records 
are audited 
by GAO
when 3

or

yrs. old, 
whichever
is sooner. 

4030 Selective Placement Programs 
Use of material of a general nature Destroy 
pertaining to special programs not when 3
listed elsewhere in this category. 

Use for mater which pertains to th Destroy
repromotio of downgraded employee • after

employee
has been 

yrs. old. 

FILE by agency

Priority Placeme 

and subject .  

N/A N/A 

4030-1 
N/A N/A 11/L/07J7Jp/; 

promoted or 
declines a
position. 



� 
� 

4030-2 

4- 00� - 3  
_c)� .M')
/V.L,Qfl Ct.Q,,c. 

4030-3  

by agency and subject.

4030-3-1 Cooperative Education Program 

4030-2

4030- 3-3 Federal Junior Fellowship Program

Stay in School 

4030-3-4 Intergovernmental Personnel Program

4030-3-4a Evaluations {copies of accomplishment
for each assignee under I PA}

4030-3-5 Part-time Employment Program

4030-3-6  Presidential Management Intern Program

4030-3-7 Selective Placement Program for
Handicapped Employees

4030-3-7-1 General

4030-3-7-2 Plans

4030-3-7-3 Reports 

rity

priority con 1deration given to
employees ue their being g.own-
graded due 

to
to an admini trative

over · ht. 

Prioc Consider/4.
Use for materia.:t' which pertains to Destroy

when 2
yrs. old
or when 

Specia1 Programs
Use for material pertaining to the
included but not limited to special
employment programs listed. Files
include instructions , plans , and
reports.

FILE 

a depart­
mental
Personnel
Management
Evaluation
review has
been

OP

conducted. 

{SPISS-CEU} N/A N/A
Destroy
when 5
yrs. old. 

Same Same Same
as  as

4030-
as  

3 4030-3 4030- 3  
II II II 

II II II 

II II II 

II II II 

II II II 

ti II II 

II II II  

II II II 

II II II 

II II II 

N/A N/A 



4030-3-7-3a Narrative Same Same Same
as as as
4030-3 4030-3 4030-3 

I I  II  II4030-3-7-3b Statistical 

II  II  II4030-3-7-4 NETH WEEK (National Employee the
Handicapped Week )  

II II II4030-3-8 Faculty Programs 
II II II4030-3- 9  SU11VTier Employment Program 
II  II  II4030-3-9a USDA Competitive Programs 
II II II4030-3-9b Summer Youth Employment Program -�

(w/D. C. Govt) 
II I I  I I4030-3-10 Student Volunteer Program 
II 

. 
II II4030-3-11 Vol unteer 

II  II II4030-3-12 Veterans 

Program

Program 
II II II4030-3-13 Worker-Trainee Opportunities Program

4040 Seecial Apeointments OP
Use for material pertaining to
appointments requiring Senatorial
confirmation.

Folders covering periods of employment
terminated after December 31, 1920 ,
excluding those selected by the
National Archives and Records Service
for permanent retention.

(1 )  Transferred employees. See FPM for N/A N/A GRS-1-lb(l )
instructions
relating to
folders of
employees
transferred
to another
agency. 



4040- 1 

4040- 1 - 1  

( 2 )  Separated employees. 

Spec i al Authori t ies
Use for materi al
correspondencen

perta in i n g to
, b ulleti n s ,  etc . ,

recei ved wh i c h  relate to excepted
serv i ce  ( Sc hedules A, B , and C) .

F ILE i n  chronolog ical sequence .

Sc hedule 8/Pace
Use for materi al
use o f  Schedule B i

perta in i n g to the
n lieu of Pace .

F I L E  i n  chronolog i cal sequence . 

Tran sfer N/A N/A GRS-l - l b( 2 )
folder to
Nat ion al
Person n el
Records
Cen ter
( CPR ) ,

Mo . ,
Loui s ,
30

St .

days after
separation .
NPRC will
destroy 75
yrs. after
b i rth  date
of employee
( 60 yrs.
after the
date of the
earliest
doctmen t
the folders

i n

i f  e
b i r

t h
t h  date

cannot be
ascerta in ed)
or 5 yrs .
after latest
separation ,
wh ichever i s
later .

O P
( SPI SS-CEU ) N/A N/A
Destroy
when S/0 .  

SPISS-CEU N/A N/A
Destroy
when S/ 0 .  



� 

� 

� 

� 

4050 

lfj Oo - 9  

4050-1 

Lf-ooo-9- 1 

4050-2 

4000 -9 -E u � �  
(J... �J.-<,.q_�. u

4050-3 

4050-4 

1 () � 6 -9- 3 

Position Classificatio , Pa , a
owances

Use for material a ge
;;?, 

nature 
which pertains o positio
classificati , pay, a9,d allowances 
which doe not f ewhere in this 

zcategor . 

by subject ; n chronological
equence. 

Position Classific.afions 
Use for mater!P.Vwhich substaJ.)tra'tes 
eligibility.,.,and cl�ssifyii "6f jobs 
by occ u��on, series, 1 ss, and 
grades

:� positio number. 

and other i tion 

E E by agency a_pd subject. 

Audits and Surve 
Use or mater pertaining 

Personnel Management Evaluation 
Use for personnel management evalu-

ication Str1 s
SF-70

se or m erial wh� provides
Slllll1ar ata

z 
position

occ ed.

I LE chronol gically by agency. 

ation reports, supporting documents, 

FI

compliance responses, etc. 

LE by agency

Position Identc· 

and subject. 

OP  & NFC

Destroy N/A
when 3
yrs. old. 

OP  & NFC
Destroy N/A
5 yrs. 
after 
position
is abolish-
ed or  
desc ri pt ion 
is super-
seded.

OP
Destroy N/A
when S/0. 

Destroy
OP 

N/A
when S/0. 

OP

Destroy N/A
when

is
position

cancelled 
or new 
strip is 
prepared. 

Destroy
when 1
yr. old. 

Destroy
when 

descri p-

abolished

position

or

is 

tion is 
super-
seded. 

Destroy 
when S/0. 

Destroy
when S/0. 

N/A 

"/�a-o-o I 4 

GRS-l-7a
(2 ) (a)

'/ vovvf/1 

GRS-l-7c
(2) 

/; /I I '( (JOi) o/ J_. 

G
/

-1-11 
fl Lf07JV/1 b 



� 

reco .< �

4060 Empl oyee Benefits 
Use for material of a 

OP
Destroy N/A Destroy � 

nature which pertains 
g
o insuranc { when 3 when 1

yr. ol d.
other empl oyee b tffits. 

JftJoo - Jo annuities and comp� sation and yrs. ol d. 

NOTE : For · jury compen tion , see
4430-2. 

4060 - 1  Insurance P & NFC 
...LLJ..().,,Q} Use for material perta · · ng to �Destroy N/A Destroy GRS-2-22

insurance deductions Incl udes copi when 3 when 1
'f()(J(J -J!) -J of vouchers and sc dul es of pa_ym n • yrs. ol d. yr. ol d. /lf U7JiJ)to/; 

NOTE : Execut� documents by pl oyee , 

1 

maintair:ied in the2
9 ,  2810 and 7 ,  are e.g. , SF ' s/280

a a PERMANENT PF 

e name.

4060 - 2  O P
Destroy
when 1
yr. ol d. 

N/A Destroy GRS-2-2lb
when 1
yr _ _. ol d. 

t

im
ring 

¢ by agency � empl oye

Annuity Estimates 
Use for material 

�annuity estimates
records used to J
empl oyees or syf
insurance 

er ining 
nd other. 

sist ret '
vivors c

n

,
'f O 00 - I() -2 

or/etireme
{ Annuity ds,fuction re rds are fil ed 

enefits.

di sposi.ti o
in the O.ff". 

n. )
See 40 for 

FJ�
yY emp 

agencl and al phabetical l y  
1 oyee. 

4060-3
� 

Reports
Use for repoi::t5-- which pertairvtb 

OP
Destroy N/A{) insuranc�,-"{nnuities ,  9P.'p((rlsation , when 34 000 - 1  -3 and other empl oyee b efits. yrs. ol d. 

,iCEby agenc and subject. 

1}tifD-u/o/ � 

Destroy GRS-2-17b
when 3
yrs. ol d. J'l1mo/1a/3 



� 

� 

� 

nee, 

4070 Attendance and Leave
Use for 

OP  & NFC
Destroy/ N/A Destroy
when 1/ when

yr. old.yr. oJd. 
1 1l/(J{JiJ/11

general material relat ng
to duty hours, authorized ab'fvtJo - 1 1 and use of leave. Includes
annual, sic k, military le e,

.,:, leave without pay, hol
' 

s, absence1� jury duty, etc. In udes requests

to t;f  
for
for and approval of t ing leave.

a. If timecard Destroy at N/A Destroy at GRS-2-8a
end of end of
a pplicable applicable
pay period. pay period.

the employee.

b. If timeca
by the emplo ee.

has not beend Destroy N/A Destroy GRS-2-Bb
after GAO when 1
audit or yr. old.
when 3
yrs . old,
whichever
is sooner. 

NFC
Destroy
when

4070-1 Leave History /
leave balances, e. , leave bal
Use for material wh��tains to

39ce
/

leave without y, military
upon separation, estored lea�,4{)00-J /-/ 

. ave,
e 

Destroy GRS-2-9
3 months
after 

11/vOvr)/fend of

3 
N/A

yrs. old.

annual leav ceiling, and av
audits, e 

the
period

F�y agency and � cial security 
covered.

n er .

Reduction-
Use foc

in-Force
r correjp6ndence which tains

to notice ,9.J""reduction and when when 1

4080 OP
Destroy

action
is
com-
pleted. 

Destroy GRS-l-17a 

yr. old. 1/1�(7 
- in- rce 

N/A 

4- 0CJ0 - 7 n
�

i nary reino,

F in OPF

i . 

. 



4080 - 1  Reempl oyment Consideration (S PISS-CEU) 
For USDA empl oyees separated by RIF ; Destroy N/A N/A 
Bul l etins , information on automated when 5
l ists , and requests for passover , are yrs. old. 
incl uded in this category. 

FILE by subject in chronol ogical 
sequence 

4080 -2 Reduction-in-Force Inguiries (S PISS-CEU) 
Use for general , correspondence and Destroy N/A Destroy GRS- 1-17a 
congressional inquiries generated as when when 1
a resul t of RIF ' s. action is yr. ol d.

FILE by subject in chronol ogical 
compl eted. 

sequence.

4080-3 Reports (SPISS-CEU) 
Use for USDA and other agencies ' Destroy N/A N/A -�
informational outpl acement assistance when 5 yrs. 
efforts for empl oyees separated by ol d.
reduction- in- force. 

FILE by subject in chronol ogical 

OP
Destroy N/A De_stroy GRS- 1-28
when S/0. when S/0. 

'/imJ/!)-

sequence.

40 90 Empl oyee Res onsi ities and Conduc 
� Use for mater pertaining to 

codes of e 1cs and standard 
4- o co -12 conduct 

F 



� 
"' 

4100 NCE

Use for material of a neral natur 
which pertains to e devel ojlllen 
of empl oyees th� gh training J ob
enrichmen

�Execc
t U  ward Mobil it1 and 

utive el ojlllent Pr rams. 
Al so inc des perform ce eval uation
and a ds.

F E by agency nd subject. 

4100 -1 Pol icy and Procedure 
a. Record copy of pol icy an /
procedure which is publ ish in the 
DPM. 

b. Use for bac kgroy d material wh ic 
documents the imp

e
�

DPM or other devel ojlllent of t)
t'tant aspects of 

Department
�

l d ·�ectives. 

NOTE : See 10-1 for dispos · ion
of record opy of Departme al 
directi s not publ ished n the DPM. 

E LE by origin
s
s
quence.chronol ogical 

, ies number or in 

4100-1-1 External or Non-Series In ructions 
Use for material of a d " ectional
nature which origina s outside USDA 
or which originate within USDA bu 
is not part of formal Departm al 
directive sys m. Incl udes c ents
and other erial on prop ed and 

F I

ex isting nstructions. 

L y origin , ser · s number or in 
ronol ogical s uence. 

4100-2 Reports
Use for mater

�
· which pertai to 

reports OF),- pl oyee devel ent ,
training-; eval uation , ards , etc.4-IJtJ  -S 
IJ.L-1: by agency subject. · 

Destroy N/A Destroy 
when 3 when 3
yrs. ol d. yrs. ol d. 

whc
/4 N/A 

when S/0. 
GRS-1 6-lc 

7efno 11/L/Jo?J / / 

OP
Destrc Destroy

l nger
eeded.

Destroy N/A Destroy GRS-16-ld 
when no 

the
after

l onger
needed. directive 

is issued 
or imme-
di atel y
when it 
is known 
that no 
act ion 
wil l
taken. 

be 

N/A Destroy 
when S/0. 

OP & NFC
Destroy N/A Destroy ,; r -when 3 when 1 '11 o·u s 
yrs. ol d. yr. ol d. 



� 

� 

4100-3 

4 /{)()  -&J  

4110  

4120- 1 

lf- lCJ 0  -2- / 
u 

Use for memoranda, reports a �ther
records docll!}eflting assig ents,

a completio f projects.progres s

FILE · Case file
e of proj 

Project Control / OP
Destroy
1 yr.
after
the yr.

the
in which

project
i s  closed.

OP
Destroy

Orientation
Use for material pertaining to the
introduction of employees to new when S/0.
surroundings and/or new groups of
persons to enable the employee to
adjust to unfamiliar surroundings,
employment, or the like .

FILE by subject in chronological
sequence.

Training 0 �
Correspondence m

�
or da, agreements, �estroy

authorizations
,
, re rts, requirements__/ when 5

reviews, pla
�
s, d objectives relatfog yrs. old

to the e_stabl " ment and operati,oriof or 5 yrs.
training �o_y ses and conferense�. after
{Destroy .J>t!C kground and wor_�-fng compl etion
papers en 3 yrs. ol d {GRS-1-30b (2)). of  a

// speeific
FI by subject in chronological training

quence. program. 

sy
{1)  ne copy of each manua , Destroy

l la s, textbook, and ot r
ai evel oped by the agency.

�J training when S/0. 

N/A Destroy GRS-16-7
when no
longer '/Wo-v /e
needed. 

N/A N/A 

N/A Destroy GRS-1-30b
when 1 {1)
yr. old. 

'
1)Y1ov/c1-



b. General file of agency-sponsored
training.

(1) Correspondence, memoranda,
agreements, authorizations, reports,
requirement reviews, plans, and
objectives relating to the establish ­
ment and operation of training, courses
and conferences. 

(2) Background and workpapers.

c. Employee training

Correspondence, memoranda,
and other records relating
availability of training d
participation in trainin programs

employee

sponsored by other gov nment agencies
or non-government ins tutions.

NOTE : f satisfactory
course is kept in the O F. 

d .  uncement Files. /
.f

Reference f le of pamphlets,/
notices . talogs and other"records
which pr vide infonnation -'on courses

pro ams offered by governmentor
or no -government organizations.

/"by agency, course subject, or
phabetically as 'applicable.

4120-2 Availabilit and Partici ation
Use for material which pert · s to
availability of training � employee

0 0 -2-2.participation.1( 
Background and wor ng papers.
Destroy when 3 y • old (GRS 1-30b 
( 2 ) )
NOTE

•

: of satisfac ry
is kept i the OPF.

y agency, course or
phabetically as app 

Destroy
when 5
old or 

s.

yrs. fter

of
com etion

s ecific 

Destroy
when 3
yrs. old. 

Destro
when/

,1/

5 y
ol or

s.

en S/0,
whichever
is sooner. 

Destroy
when S/0. 

whe
Destr
OP 

5
y_ • or
hen S/0

whichever
is sooner. 

N/A N/A GRS-l-30b(l )  

N/A N/A GRS-1-30b(2)  

N/A N/A GRS-1-30c 

N/A N/A GRS-l-30d 

N/A Destroy GRS-1-30c
when 1 1Jt/ltJrJ/J-j;)_,yr. old 



4130 Incentives and Awards 
--lLt..a.a) Use for material i luding recommend­ Destroy N/A Destroy GRS-1-12a{l) 

ations, approved ominations, 2 yrs. 2L/ /Oa -3 memoranda, cor spondence, report and after after 
yrs. 1/Y1rJV/3 

related handb oks pertaining t approval approval 
agency-sporysored cash and no -cash or dis­ or dis­1/1t: awards s ch as incentive ards, within approval. approval. 
grade rit increases, uggestions, approval. approval. 

� 
and standing perf ance. 

Case fil 

4130-1 Letter of Commendation/A reciation
0.

P,
� Use for copies of let s recognizing estroy N/A Destroy GRS-l-12c 

length of service retirement and when 2 when 24 ( 0 {) -3 -/  letters of appr ation and commend yrs. old. yrs. old. /11/JD/�/1
ation for per rmance,

zcopies fil in OPF. 
XCLUDIN / 

FILE subject in chr ogical 
s ence.

4130-2 Service and Si c k  Leav�ards; 
� Use for materia�·ficl udin�_...ao'"rre­

OP
Destroy N/A Destroy GRS- -12b

spondence, m�oranda, reports, comput­ when 1 when 1 7
4 / 0 D -3 -2. ations of�€rvice and -"Sic k leave, and yr. old. yr. old. JY1o�fa/;;_ 

Department level awards 
(Secretary' s Awards, Pr 
etc.)

a .  Paper copies 

b . 

· n  chronological 

Destroy

Destroy 
after 
mic ro­
filming. 

when no 
1 anger
needed. 

listyAwardees. / 

Fil in OPF.

4130 -3  Departmental Awards 
N/A N/A�-� 

LJ- 1 00-3 -3 
N/A N/A 

N/A N/A 



� 
4130-4 

4- 1 oo-3- tf 

4140
JJ.J-o...d 
'+too- If 

External Awards
External awa and nomina  from
or to othe government
pr ivate rg ani zation 

Perfonnance Ev aluations
a .  Non-SES appo i ntees ( a s defi ned

•s use 4301 {2 ) ) 
i n  

( 1 ) Appra i sals of unaccept
perfonnance , where a notice o
proposed
i ssued b u

demotion or removal i s
t not effected , a all

related doctments. 

{ 2 )  A rfonnance recor s superseded
throug an adm i n i stratj e ,  j udi c i al ,
or qu si - j udi c i al pro edure. 

{ 3 )  Perfonnanc related records
rta i n i ng to a onner employee . 

{4 1 All 
, i ncludi ng per­apprJi sals records

other SUl111lary perfonnance

foyrn'ance a pprai sals and job elements
and standards upon which  they are
based . 

OP
Destroy N/A Destroy GRS- l - 1 2a
when 2 when 2 c2 '/ / . 

11yrs. old. yrs . old. '/lo-o s/1 

OP & NFC Super­
v i sor ' s 

only
File copy

.

Destroy N/A Destroy GRS-1-23a
a fter after the
empl ee employee
com etes completes
1 r .  of 1 yr .

ceptabl accept
of

perfonna
e 

able
from the

nce 
perfonn-

date of ance .
written
advance
notice of
proposed
remov al
reduction

or

i n  g rade
notice .

Destroy N/A Destroy GRS-1-23a { 2 )
u pon u pon
super- super-
session . session.

Destroy N/A Destroy GRS-1-23a { 3 )
when 3 yrs . when
old or when employee
no longer leave
needed , employ-
wh ichever ment .
i s  sooner .

Destroy N/A Destroy GRS-1 -23a {4 )
3 yrs .  3 yrs.
a fter a fter
date of date of
a ppra i sal . appra i sal . 



( 5 )  Supporti n g  doctanen ts. Destr y N/A Destroy GRS- 1-23a ( 5 )  
3 yr • when 3

F I L E  in Employee' s Perfonnance F ile . a f  r yrs . old. 
d e of  
pprai  sal 

or when 
n o  longer 
n eeded ,
wh i chever 
i s  sooner .

b .  SES  appo i n tees ( as defined n 5 OP & NFC
USC 3132a ( 2 ) . )

( 1 ) Perfonnan ce recor s superseded Destroy N/A Destroy 
when S/0 .  

GRS-l -23b( l )  
through an adm i n i strativ , j udic i al ,  or  when S/0 .  
quasi - j udic i al procedur,n .

F I LE i n  OPF . 

perta i
( 2 )  Perfonna e- related records Di sposi tion N/A Destroy GRS-1-23b(2 )
n i n g  to a onner SES appoin tee . pendi n g .  when

employee 
F I LE i n  Emplo e ' s Perfonnance File . 1 eaves

employ­
men t .  

(3 ) 1 1  other perfonnance Destroy N/A De$troy GRS-1-23b(3 )  
appra i s s, alon g wi th job elemen ts 5 yrs. 5 yrs.
and s ndards ( job expectation s) upon a fter a fter 
whi5,h they are based . date 

appra
of date of 
i sal , a ppra i­

FJ<E i n  Employee' s  Perfonnance File . exclusive sal .
of  any 
in ter im 
serv i ce 
a s  a
Presiden ti al
appo i n tee . 



(4) Supporting docl.DTients 
5

FILE in Empl oyee' s Perfonnance 

c .

LE in Empl oyee ' s  Perfonnance Fil e. 

estroy N/A Destroy GRS-1-23-b(4
yrs. 5 yrs.

after after
date of date of
appraisal apprai-
or when sal
no l onger or when
needed, no
whichever l onger
is sooner. needed,

which-
ever is
needed.

Disposition N/A Destroy GRS-1-23c
pending. when

o
l eaves

eeempl

empl o

y

y-
ment. 



4200  

Policy and Procedure 
a. Record copy of policy � 

the
DPM.
procedure which is  

z

·d in 

p 

b. Use for back
�

nd materi�l which 
document the im rtant aspect of the 

OP

when 

longer 

Destroy N/A Destroy
5 when 1

yrs. old. yr. old. 

4200-1 
Destroy N/A Destroy GRS-16-lc
when no when S/0. 1)VcUO/ I 
needed.

Destroy N/A Destroy GRS-16-lb
s s when no after the 

develoiJ11ent of(rhe DP
%

ther longer directive 
Departmental rectives. needed. i s  i ssued 

or irrvne-
NOTE : Se

�
D-1 for ispo

l 
diately

of recor copy of Departmenta
sition 

when it 
directi es  not publ1 shed in the DPM. is  known

that no 
/// action 

/ wi 1 1  be 
F LE by sub/ect. taken.

4200-1-1 
Destroy N/A Destroy 11/f��J/1 
when S/0. when S/0. 

FILE origin, number or in 
c onol ogical

4200-2 Reports  &OP NFC 
Use for material pertains Destroy N/A Destroy 
grievances  and complaintcs 

to 
when 3 when 1

and appeals other than EO. yrs. old yr. old 

FILE by subject. 



� 

� 

� 

� ; 

4200-3 

4- 200-S" 

4210 

4210- 1 

'-f2.fJl)-2 

4210-2 

Lf 260 -2- f 

r memoran , reports and 
records doc ting assignm s ,  

completion projects. 

FILE · Case file 
· 1 e of proj 

Project
Use foc

Control 

Grievance
Use foc

Procedures 
r material which 

pertains to the necessary 
procedures to take when an 
employee has grounds for complaint. 

FILE in chronological sequence. 

Grievances and Complaints 
Use for material origina · g in the 
review o f  grievance an appeals
raised by agency emR yees , except 
EEO complaints. 1

of witnesses include stateme s 
se case files 

reports of in rviews and hear, ·ngs ,
examiner s ndings and rec enda­
tions , a

1 

py of the orig · al decision, 
related orrespondence d exhibits ,
and r ords relatin.1/ a reconsider­
ati request. 

/__
LE by employe/

Adverse Actioncs 

name. 

ealand A
Use fo r case files and r
records c reated in revc· 

ated

adverse action {discc'c
wing an 

leave without pa 
disciplinary remov , suspension, 

plinary or non­

, reduction-in- orce) 
against an em� yee. the fil in­
cludes a c p of the propos adverse 
action wit supporting pa rs
statement of  witnessesc employee ' s  ·
reply ;
decision

JJ6aring notice reports and 

appeaf recor
reversal o. action; and 

reprimand. 

; 
d , E -{UDING letters of 
z

F)LE by emplo ee name. 

N/A
1 yr.
after 
the yr. 
in which 

O P
Destroy 

the
project is 
closed. 

(SPISS-CEU )  
Destroy N/A
when
S/0. 

estroy N/A
3 yrs.
after case 
is closed. 

I • 
•estroy N/A
4 yrs. 
after case 
is closed. 

Destroy GRS-16-7  
when no u/1/a a-cl}S' 
longer
needed 

Destroy 
when
S/0. 

Destroy GRS-1-31a 
1 yr. after 
case is ,1Jv:J#/J_
closed. 

Destroy GRS-1-31b 
1 yr. after 11/ / /,.case is 1/�1-yl 
closed. 



� 

4220 
�

4-2fJ0-3 

4220-1 
� 

4-200 -3-I 

'-U� 

f2otJ -tf 

4230-2 
�y

Lf2oo-i+-.I 

4230 

4230-1  

Labor Arbitrati 
Use for corr. pondencec, f� and
backgro�'pap

z 
to

� 
itration c s .

agency and employee name. 

S�ecial Activities and Programs 
Use for material of a general nature
which pertains to the unique 
activities and programs instituted
which do not fit in any other 
category.

FILE by subject in chronological 
sequence. 

OP  
N/A Destroy 

when S/0. 

{L� 

���}'c \
case .

OP
Destroy N/A N/A
5 yrs.
after 
final
resol u-
tion of 
case. 

{SPI
Destroy

SS-CEU) 
_N/A N/A 

when no 
longer
needed
for
reference. 

OP
Destroy N/A N/A 
when 3
yrs. old. 

OP
Destroy N/A Destroy 
when 1 when 1
yr. old. yr. old. 

G r6 1/ ;;i_q �  
0a � ., r'IJ /  

''/{dirlJ/ 3 

GRS-l-29b 

'/r�1311 

,,)11�/v 

GRS-1-26e 

// )'!d-MJ/1/; 



1/LJ ;)cJD /fj rr 

OP
Destroy N/A Destroy GRS-l-27a
3 yrs. 1 yr. 
after after 
tennina­ tenn ina­
t ion of t ion of 
counsel ­ counsel­
ing. ing.  



4300 EQUAL OPPORTUNITY 
_ o 1 !J JJ Use for materi al of  general n at ure

I..C.Jt.q__�- wh i c h  perta i n s to e Ci v il Ri g hts 
1/Y1..Q.L4-:. Reg ulat i on s  of 64 , t he EEO Act f

�.� 1972 ,  perti n  future leg i sl�ion ,
-: . , o J-, and agencY, E O  Corrmi ttee mieti ngs

_,,,... ��PL and rec s i n clud in
.
gg m i  utes and 

o f O repor • /
� 

E E i n  chronol

4300- 1 Pol i cy and Procedure 

og (cal sequence. 

a. · Record
procedure whi c

copy of  pol icy and

i n  the D PM .  
h i s  publ i shed 

b .  Use for background mat i al wh ich
doc unen ts the important spects of t he
develo(lTien t
Departmen

of t he DP  or other
n tal di recti

NOTE : See 3010- for di sposi t ·  n
of record copy f Departmen t �
di rect i ves  no  publ i shed i he DPM. 

by ori g in , eries n umber or  i n
ronolog i c al equence.

4300- 1 - 1 n struct i on s
Use for materi al of di rect, on a
n at ure wh i c h  ori · ates outsid USDA
or wh i c h  ori g i  es wi t h i n  A but
i s  n ot part a fonnan D artmen tal
di rect i ve stem .  In c

l
l es commen ts

and othe materi al on roposed and
ex i st i  i n struct i o

ries n umber o r  i n
equen ce. 

P ,  OEO
Destroy N/A
when 3
yrs.
or when

old

S/0
wh i c h­
ever i s
appl i ­
cable.

OP , OEO
Destroy N/A
when n o
langer
n eeded.

Destroy N/A
when n o
longer
n eeded . 

Destroy N/A
when S/0. 

Destroy GRS- 1 -26g
when 1
yr . old
or when ')1/301>
S/0
wh i ch­
ever i s
appl i ­
cable. 

Destroy '/'f3(TV/iwhen S/0. 
GRS-16-lc 

Destroy GRS- 16-ld
after the
d irect i ve
i s  i ssued
or imme­
di ately
when i t
i s  kn own
that n o
act i on
will
talen .

be 

Destroy
when S/0 .  



� 

1J '! J(J{) /,2 

4300-2 Reeorts OP, NFC,OEO
Use for material which pertains to Destroy N/A Destroy GRS-l-26d{2)
reports on equal opportunity. when 3 when 1

yrs. old. yr. old. 

FILE by agency and subject. 

4300-3 
Destroy N/A Destroy GRS-16-7 
1 yr. when no 
after longer 'jlf 3ov}3 
the yr. needed.

the

is
closed. 

in which 

proj ect 

Affinnative Actj-on4310 
Use for mater. ·�1 which pertains to 
agency act · ns or plans to correct 
inequit · 

by agency and 

Destroy 
5 5
from date 

yrs.

of pl an. 

N/A Destroy GRS-1-26h 
yrs.

from date 
of plan 
or when 
admi ni-
strative 

tf-.3o o-2. 
equence 

purposes
ha,ye been 
served, 
which-

sooner. 
ever is

OP & OEO4320 Comelaint Investigations 
a. Use for official discrimination 
complaint file with related corre-
spondence, reports, exhibits, with-
drawal notices, copies of decisions, 

& tDestroy GRS-1-26a
1
after 

Destroy
4 yrs.
after 
resolution 

N/A 
yr.

resol u-
tion of 
case. 

records of hearings and meetings, and of case. 
other records as described in 29 CFR 
1613.222. Cases resolved within the 

a U.S. Court. agency by EEOC , or by 

FILE by employee name. 



b. Use for background material not 
not filed in official complaint case 
files.

FILE by subject in chronological 
sequence. 

4330 Compliance 
Use for material pertaining to reviews ,
background papers and correspondence 
which relate to contractor employment 
practices. 

NOTES : For EEO Compliance reports ,
see 4300-2. 

FILE by origin in chronological 
sequence .

4340 Civil Rights Impact Statements 
Use for material pertaining to OEO
responses to agency proposals ( reorgan­
izations , office relocations , budgets ,
legislation , administrative regulations 
and environmental impact statements) 
that may have civil rights implications. 

FILE by agency.

4350 Equal Opportunity in Housing 
Use for material related to the 
implementation of a Department of 
Housing and Urban Development/Depart­
ment of Agriculture Memorandum of 
Understanding relating to the imple­
mentation of Title VIII of the Civil 
Rights Act of 1968. 

FILE in chronological sequence. 

4360 Outreach - Public Notification 
Use for correspondence with USDA 
agencies related to administrative 
requirements for public notification 
and outreach activities to ensure 
nondiscriminatory participation in 
USDA programs. 

FILE in chronological sequence. 

Destroy N/A N/A
2 yrs. 
after 
final
resol u­
tion
of case. 

OEO
Destroy 
when 7 3 yrs .
yrs. old. 

When N/A 

old. 

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

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

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

GRS-l-26c 

GRS-1-26d(l) 



4370 Data Collection and Evaluation 
Use for material pertaining to data, 
evaluation reports, and correspondence

for
related to administrative requirements 

the collection and evaluation of 
minority group participation in USDA 
programs.

FILE by agency and program. 

OEO
Destroy N/A Destroy
when 5 when 3
yrs. old. yrs. old. 



4400 SHMD 
Use for mater i al a general Destroy N/A Destroy 
wh i c h  perta i n s o the implem when S/0 after 
develo Jlllen t coord i n at ion a or when 1 yr .
mon i tor in  of Departmen pol i cy on n o  lon ger or  on 
occ upat · n al safety a heal t h  of n eeded d i s-
Feder employees .  for ref­ con ti n -

eren ce . uance ,  
whi c h-

subject . ever i s  
f i rst .  

4400- 1 Pol i cy and Procedure 
a .  Record copy o f  pol icy a N/A Destroy GRS-16-lc  
procedure wh i ch  i s  publ i sh a i n  t he when S/0 . '1/1-/l/o-o/J DPM . 

b .  Use for bac kgro�n d  materi al whjch Destroy N/A Destroy GRS-16-ld
doct.men ts t he impo tan aspe

7
when n o  after t ts o t he 

develOJlllen t o f  t DPM or  other lon ger t he 
Departmen tal di ect i ves . n eeded . d i recti ve 

i s  i ssued 
NOTE : See 10- 1 for di spQ�i t i on or  inme-
of record opy of Departmental d i ately
d i rect i v  n ot publ i shej/in the DPM. when i t  

i s  kn own 
th_at

F I  b . . n , / b 1y or 1 g 1 wil
hronolog ican

�er 1es n um er or 1 n  
action 

no 

l (equen ce .  taken
be
. 

. • /4400- 1- 1 Extern a1 or Non - Ser i In struct 1on,s 
Use for materi al o a d i rection 9l Destroy N/A Destroy
n at ure wh i c h  ori� n ates outsige USDA when S/0 .  when S/0. 

11/'11!ov/,/! 
or whi ch ori g i  tes wi th i n  USDA b ut
i s  not part a formal Departmen tal
d i rect i ve stem .

l on ;roposed andand other- ater i a n
In cludes commen ts 

exi st i  i n struct i / .

F I  by orig i n , s.eries n umber or  i n  . "
ronolog 1 c al ,tequen ce .

4400-2 Reports SHMD 
Use for materi al Destroy N/A Destroy
safety and health .  

whi c h  perta in s to 
when 3 when 1
yrs . old . yr . old .

F I L E  by agen cy and subject . 



4400-3
...__.(,J..J-0..,d

4- 4-0 0-4-

4410 

4420 

4430 

Project Control 
Use for memora a, reports 
records doc enting assi ents, 

a other

progress nd complet · of projects. 

Program Management 
Use for material pertaining to over­
all plans for safety and occupational 

regulations
compliance with standards and health , 

; and the identification 
and implementation of needed adjust­
ments in purchasing, storage, repair 
and salvage operations to assure 
inclusion of countermeasures for 
accident related losses. 

FILE by subject in chronological 

Edu

sequence.

Use
cation/Training 
for material pertaining to the 

determination of the training and 
education resources needed to com­
pensate for accident related loss 
potential and the establishment of 
the various structures and procedures 
for communicating information. 
Included are programs for supervisory 
and collateral duty safety and health 
personnel. 

FILE by subject in chronological 
sequence.

Employee Services 
Use for material pertaining to com­
pensation for human factors that 
are known or suspected to have un­
desirable influcences upon safety 
and occupational health efforts ,
including the c riteria for the 
Employee Assistance Program and 
Medical/Health Services Programs. 

SHMD 
Destroy N/A
1 yr.
after the 
yr. in 
which

is
project 

closed. 

the 

SHMD 
Destroy
when S/c

N/A
0

or when 
no longer 
needed for 
reference. 

S HMD 

when S/0 
Destroy N/A

or when 
no longer 
needed for 
reference. 

SHMD 

when S/0 
Destroy N/A

or when 
no longer 
needed for 
reference. 

Destroy GRS-16-7
when no 
longer ''/lfvrro/i 
needed . 

Destroy
when no 
1 cinger
needed. 

Destroy 
when no 
longer
needed. 

N/A 



� 
4430-1 

tf 4-oo -.3 

4430-2 
'--f...U-OA) 

4- Lf00 -2  

4440 

Al so incl uded are safety and
occupational heal th promotional
activities  and the devel opment and
periodic practice
sel f-protection pl ans.

of facil ity

FILE by subject in chronol ogical
sequence.

Use foc
Heal thEmpl

r material pert ining to an
empl

oyee

oyee ' s  medical story,
occupational injur · e s  or diseases,
physical examina ons, and al l
treatment rece · ed in the heal t
unit. Exel ud pre-

s and d "  abil ityphysical ex ination
empl oyrnent

retirement and fitness  fo duty
examinati ns which are l ed in the
OPF.

FILE y agency an
b empl oyee.

Accidents
Use for material
injury compensa · on { rel atin to
on-the- job i · rie s) ; exc ing
copies  fil in the OPF nd copie s
submitt to the L� Department.

y agenc
/empl oyee.
yymf al phabetical l y

Supervision

establc
material pertaining to theUse fo

i
r
shment, assessment, regul ation

and preservation of environmental
conditions that minimize adverse
effects upon the safety and heal th
of empl oyees. Incl

l ance andinspections, surveil
uded are

monitoring, guarding/isol ation,
protective equipnent programs, job
safety anal ysis, task  anal ysis,
operational design, and

FIL

bi o-mechanic s.

E by subject in chronol ogical
sequence. 

D
Destroy N/A N/A GRS-1-21
6 yrs.
after 11/L/o-o/3
1 atest
entry. 

Dest
SHMDOP  &

rc N/A Destroy GRS-1-32
when 

oy
5 when 1

yrs. ol d. yr. ol d. 11/11()7)/J-._c

SHMD
Destroy N/A Destroy
when S/ 0 when no
or when 1 anger
1 anger no needed.
needed for
reference. 



4450 Evaluation
Use for material pertaining to the 
development and utilization of tech­
niques for measuring , reporting ,
evaluating ; and researching safety 
and occ upational health data . Also
procedures for determining the effect­
i veness of safety and occupational 
health efforts on a continu ing basis 
utili zing accepted review and 
revision techniques. Also inc
the Incident Report ing Systemc,

ludes

Health Surveillance System, Annual 
Program Evaluation System and other 
data collection activities. 

FILE by subject i n  chronologi cal 
sequence. 

SHMD 
Destroy N/A Destroy
when S/0 when no 
or when longer
no longer needed.
needed for 
reference. 



4600 PERSONNEL SECUR
Use for materi al

ITY 
a general n at 

OP
Dest roy N/A Destroy GRS-18-22 

wh i c h  perta i n  o the admin i st when 2 when 1
and o perat · n yrs. old. yr. old. ,; L/&rrrr
sec ur i t  cleara

of the person 

l i st below. 
n ce pro and n ot 

LE i n  chrono g i cal sequence. 

4600-1  Pol i cy and Procedure 
a. Record copy of pol i cy and N/A Destroy GRS-16-lc 

DPM. 
� when S/0. 1/fr; m/; procedure wh i c h  i s  publi she i n  the 

b. Use for bac kgro a mater i al wh ic  Dest roy N/A Destroy GRS- 16-ld
doc umen ts  the impo an t aspects of he when n o  after the 
develo lJTlen t of t DPM or other longer di rect i ve 
Departmen tal d "  ecti ves. n eeded. i s  i ssued 

or i nme­
NOTE : See 10- 1 for di spo,s/t ion d i ately 
of record opy of Departm�rital when i t  

s n ot publi sheg 1n t he DPM. i s  known -· that no 
act i on

F I  by or i g i n , se�-ies n umber or i n  will be 
ron olog i c al sequen ce. taken . 

4600- 1 - 1  Extern al or Non - Series n struct
�
·on s  

se or ma er1 a  o , rec 1 on a  Destroy N/A Destroy
n at ure wh i c h  or i g i  tes o utside A when S/0. when S/0. 
or wh i c h  ori g in s wi th in  USDJ\ ut
i s  n ot part of  a fonnal Dep�r.tmen tal
d i rect i ve s em. Incl ud,s"' commen ts 
and other ateri al
ex i st i n  i n structi o

on pr.-oposed and 
'!}'/

_,.
ronolog i ca n

�eries n umber or i n  by ori g i n
l

,
sequen ce. 

4600- 2 Reports  
Use for materi al 

OP
Destroy N/A Destroy 

reports on personn e
which  perta i n s to 

l securi ty. when 3 when 1

F I LE by agency and subj ect. 
yrs. old. yr. old. 



� 

� 

4600-3 
vJJ-()..,0} 

1+ tooo- 4 

4610 

1000-2 

4620 

J-f&oo -3 

Project Control 
Use for memoran , reports a�ther
records  doc t.m  ting assign s ,
progress a completion projects. 

FILE · Case fil�phabetically by 
t · 1 e of pro)-ect •

Securitl Cl earanc
�Use for material per inin to 

investigations of rsonnef employe 
by or seeking em oyrnent from the 
Government and ersons perfonni 
work for the gency unde

�
ract.

Excludes c ies of  investi tive 
reports a relate

1/.
s furnished 

to agen es by OPM. 

FIL by agency a9d alphabetically by 
pl oyee. 

alphabetically by 

Destroy N/A Destroy GRS-16-7
1 yr. when no 
after 1 onger 

'1/ 1/&tnJ/l/
the yr. needed. 
in which 
the proj
is closed. 

ect 

p
Destroy N/A N/A GRS-18-23a
upon
noti fi- ///-160-0/cJ-
cation of 
death or 
not later 
than 5
yrs. after 
separation
or transfer 
of employee 
or not 
later than 
5 yrs.
after
contract
rel at ion-

expires
ship 

,

applicable. 
is
whichever 

O P ,  PPMD ,
& OIG N/A N/A GRS-11-4a 
Destroy

after 
months3 '/9&0rJ/3 

return to 
issuing
office. 



� 
4620-1 

4- �oo -3-I 

,..,,..Records of Identi fi cati on Car.a/ 
isti ngs Use for rece ipts ,,.,i nd i ces 

and accou�,le� records 

FILE b_y-'ident i fic , on number and/or 
chronoleogical quence. ,.,, 

OP
Destroy N/A N/A GRS -1 1-4b 
after 
al l 1

/Lf[,pov/3/; 
l isted 
cre­
dentials 
are
accounted 
for. 



' . 

500 0  

500 0- 1  

5000- 1- 1 

5000- 2  

PROCUREMENT MANAGE NT PD-00 
Use for materia a general Destroy N/A
nature which per ains to pure when 2
and maintenanc of equip11enc , pub­ yrs. o ld. 
l ications , pr · ting , repr uction ,
services an suppl ies f internal 
needs. In udes cont cts, bidders, 
purchase rders, FE RIPS, and 
requisi ans and er material not 
des1 ed el sew re in this category.

F)J1 by subj t. 

Pol i cy  and Procedure / PD-02,/
Use for background materi { which Des;troy N/A
doc uments the important spects of the w;en no 
devel op11ent of Departm tal pol icy )fonger 
and procedure. / needed. 

NOTE : See 30 10- 1 or disposition 
of record
directives. 

copy Departmental 

L 

FI by  orig i n ,  s r or i n
c ronol ogical s�quence. 

External or Non-SeriesLi'ructions
/Use or mater 1a o 1rect1ona Destroy N/A

nature which origi tes outside USD when S/0. 
or which origin es within USDA b;

FILE y origin , seri,(number or in 
c onol ogical seq�ence. 

is not part ofA formal Departm�nta
,(

l
directive srstem. Incl udes comments 
and other ;nateri al on propos6d
existin ...-'instructions. ' /  

and 

Destroy GRS-3-3
when 1
yr. o ld. 

''/ 5Cttr(; 

Destroy GRS- 16-ld
after 
the ll/sovo/1 
directive 
is issued 
or imme­
diatel y
when it 
is known 
that no 
action
wil l
taken.

be 

Destroy 
when S/0. 



pertaining to bids, awards, 
administration, receipt, inspection 
and payment. (Cancel l ed or del eted 
transactions are to be destroyed 
when 1 yr • ol d • )

a. Transactions of more than 
$10,00 0  and al l construction 
contracts exceeding $2, 000. 

b. Transactions of $10,000 or l ess 
and construction contracts under 
$2, 000. 

used fo
Copies of records desc ibed above 

r administrative P. rposes. 
c .  

d. 

Procurement fil es wh ch 
doc nt the initiation a devel op­
men of  transactions whi deviate 

m
fr normal procurement ransactions 

t be disposed of on an individual 
sis by submitting SF-115. 

LE by subject an document number. 

PD-00 &
NFC
Destr. y
6 y s., 
3

ter
onths

final
payment.

PD-00 &
NFC
Destroy
3 yrs.
after
final
payment.

PD-00 &
NFC
Destr. y

te
upo 

ina-
t ·on or
ompl etion. 

PD-00 
Destroy 
when 
funds
are
obl igated. 

When GRS-3-4a Def
2 when (1) & b
yrs.
ol d. 

fund

ob:
ar 

igated.

Destroy GRS-3-4a 
when (2 ) & b
funds
are
obl igated. 

When Destroy GRS-3-4c 
2
ol d. 

yrs. upon 
receipt 
of
goods
or
service. 

N/A Destroy GRS-3-4b
when 
funds
are
obl i-
gated. 



5000-3 
Proeosai s
Sol i c i ted and Un sol i c i ted Bids and PP-00 &

NFC 

a .  Successful b ids and proposal s .  Destroy N/A Destroy GRS-3-6a
wi th  1 yr .
rel ated after
con tract award of
case fi l es con tract .
( see 5000-2
of t h i s
schedul e) .

b .  Sol i c i ted and un sol i c i ted
un successful b ids and proposal s .

( 1 )  When fi l ed separatel y from Destroy N/A Destroy GRS-3-6b( 1 )
con tract case fi l es .  when 1 yr .

rel ated after
con tract award of
i s  com- con tract .
pl eted .

( 2 )  When l ed wi t h  con tract Destroy N/A N/A GRS-3-6b (2 )
case 

fi
fi l es. w i t h

rel ated
con tract
case fi l es
( see 5000- 2
of t h i s
schedul e) . 

c .  Cancel l ed Sol i c i tat ion s

( 1 )  Fonnal sol i c i tat ion s of offers Destroy 5 N/A Destroy GRS-3-6c ( l )
to prov ide products  or serv i ces yrs .  a fter 1 yr .
( e .g . ,  In v i tation s for Bids,  date of after
Requests for Quotat ion s) whi c h  c ancel 1 a ti on . date of
were can cel l ed pr ior to award of can cel -
a con tract . The fi l es i n cl ude l at i on .
presol i c i tati on documen tat ion on
the requi remen t , any offers whi c h
were opened prior to the can cel l -
at ion , documen tation on any govern-
men t act ion up to the time
c an c n t ion , and ev idence 

of
of the

can c
el
el

l a
l at ion . 



� 

� 

� 

5000-4 

50 00 -3 

5000-5 

/fooo-f 

5000-6  

5000-7 

5000 -5 

5010 

{2) Unopened bids 

FILE by subject and doc ument number. 

Bidders Li st 

e 5020 for De rred, Suspended, 
igibl e Bidde l ists. 

Tax Exemetion Fil es
Use for �· exempti on certificates

�
ed papers. 

F by FY. 

ReQorts
Use for material pertaining to bids, 
awards, inspections and payments. 

Use for memor ija, reports an 
records doc enting assignm s ,

d compl etion projects. 

FILE · Case fil e a
t · l e  of projec • 

FILE by bid number in chronol ogical 
sequence.

Project Contro� 

USDA Procurement ReQorting sistem 
Use for material pertaining to the
automated payment system within the
Department which dictates the use of 
a standard Department wide procure-
ment identification system for
purposes of reporting and control. 

the

FILE by subject. 

Return to N/A
bidder. 

PD-00 
Destroy N/A
when S/0. 

PD-00 
Dest oy N/A
3 y s.
af r
pe iod 
c
y
vered

ccount. 

Destroy N/A
when 3
yrs. ol d. 

PD-00 
Destroy N/A
1 yr. 
after 
the yr. 

the
in which 

project 
is cl osed. 

PD-00 N/A
Destroy
when S/0. 

N/A GRS-3-6c{2) 

Destroy GRS-3-6d 
when S/0. ///s{J!J0/3 

N/A GRS-3-13 
,1/srnm/j 

Destroy 
when 1
yrs. ol d. 

Destroy GRS-16-7
when no 
l onger 

ljs�0-0-0Is-needed . 

N/A 



5020 

5030 

5040 

50 50 

Bidders
Use for

Debarred, Suspended, and Inel igibl e 
PD-00 N/A N/A

l i st s  of finns and individual s Destroy
debarred or suspended, or decl ared when S/0.
inel igibl e for any cause.

FILE y

Sureties
Us

b contractor ' s  name. 

PD-00 N/A N/A
e for material pertaining to the Destroy

necessary requirements stipul ated when S/0.
when a bid perfonnance, payment bond,
or individual surety is required. 

ADP
Usc

in chronol ogical sequence.FILE 

PD-00 N/A N/A
e for material pertaining to the Destroy

actual procurement of al l automatic when S/0.
data processing equiJJTlent commercial l y
avail abl e sotfware, maintenance services,

rel ated suppl ies by Federal agenciesand
and Government contractors as directed.

NOTE : See 3220 - for non-procurement
material rel ated to acquisition of
ADP equiJJTlent and services.

FILE by assigned nl.D'Tiber in
chronol ogical sequence.

Labor Standards PD-00 N/A N/A

procedure
material pertaining to the DestroyUse for 

s for the maintenance of when S/0.
records  retained by contractors
pursuant to specified contractural
cl auses  incl uded in contracts and
subcontracts to satisfy certain
statutory and administrative
records review requirements of the
Government.

FILE in chronol ogical sequence. 



50 60 Departmenta
Jt:rrangements

Bl anket Purchase 
PD-00 N/A N/A 

l

Use for doc t.mentation of bl anket
arrangements, e.g., l etters, when S/0.

Destroy

stating to vendor the person( s

purchase
purchase orders, or other doc t.ments

authorized to make individual 
)

purchases, how purchases wil l
pl aced, i.e., by tel ephone or 

be

designated persons ordering and
pic

FIL

k up suppl ies from the vendor.

E by vendor' s names.

5070 Consul ting Services PD-00 N/A N/A
Use for material pertaini ng to the Destroy
l ists and costs of persons who are when S/0.

or possess 
particul ar professionmembers of a

a special skil l and who
are not officers or empl oyees of
the contractor.

FILE in chronol ogical sequence.

5080 Disputes PD-00 N/A N/A
Use for material pertaining to Destroy
disputes arising rel ating to the when S/0.
contractor. Incl uded is a
of contractors cl aims to the

copy

and
Procurement Contracting Officer

a copy of the Contracting
Officer ' s  decision.

FILE in chronol ogical sequence.

50 90 Socioeconom ic  Procurement PD-00 & N/A N/A
Use for material pertaining to OSDBU
l ists of individual ( s) and or Destroy
firms that are both social l y and when S/0.
economical l y disadvantaged.

FILE by program titl e. 



5100 NT
Use for material a general 

FM

when
stroy N/A

nature wh i ch p to the 3
management a use of bui ldings yrs. old.
and land o ed or leased by the
Governme , i ncluding its prope
and e nomical use and whi ch
doe not f it  elsewhere i n
c egory.

FILE by agency and /4�

/.

i

5100-1 Poli cy and Procedure 

on. 

FMD
Use for background material whi c  N/A
documents the important aspec o f the
development of Departmental oli cy
and procedure.

NOTE : See 3010-1 for. isposition
of record copy of partmental
d irect i ves. 

FIL y or1g1n, seri s number or i n
c ronological seq nee.

5100-1-1 External or Non-Series Ins ucti ons
Use for material of a d  ect1 ona N/A
nature wh i ch origina outsi de USDA
or whi ch originate within  USDA but
i s  not part of ormal Departmenta
directi ve sys m. Includes comme s

other erialand
and ex is ng instruct

on proposed
i ons.

FIL y origin, series n i n

Real

ronologi cal sequen

Property5100-2 
Use for i nte 

R
ntra agency reports
ports 

o 
N/A

land and r. ated improvements ow
and lea

by subject i n  chr
s quence. 

Destroy
when 3
yrs. old. 

Destroy

directiv

after
the 

e
is  issued
or imme­
diately
when i t
i s known
that no
acti on
wi 1 1  be
taken. 

Destroy
when S/0. 

N/A 

GRS-16-ld 

t//S'!o-o/J 

GRS-4-3 

/S'"/c;-v/J-



5100 -3 

,JJJ.a..cj 
51 00  -tf 

5110 

5111 

Use for memora
record s doc ent i ng 
progress d

FIL Case fil e
· tle of profec 

Project Control FMD
, reports �A1{her Destroy N/A Destroy GRS-16-7 

t s ,  1 yr. when no '1/St{J{)/ 1/l angercompl etion projects. after 
7 

the yr. 
(.l1>habetically by in which 

needed.

• the
project
is cl osed. 

Ac qui sit ians
Use for material of a general nature FMD N/A N/A
pertaining to the operational Destroy
responsibil ity for acquiring onl y
interests in real property as needed 

such when S/0. 

to carry
with applicabl

out programs in accordance 

procedures. 
e l aws, policies and 

FILE by series number or al phabetical ly
by subject. 

Purchase, Donations, Exchanges, 
Transfers FMD N/A N/A

Use for case fil es documenting Retain
acquisition of l and and rel ated for 1 yr.
improvements, incl uding Departmental after 
approvals and inter/intra Department transfer 
transfers of real property. Inter- is com-
Department transfers include formal pl ete 
requests to GSA for transfer of and
excess Federal real property. official 

titl e
FILE by location and property records 
identification/agency. are

trans-

hol ding 
to
ferred 

agency ;
or until 
property
is dis-
posed of. 



� 

5112  

51 12-1 

5120 

5130 

.51 0 0 -2 

Leasing 
Use for material supporting the 
Department' s  authority to lease 
rea1 property. 

FILE by series or alphabetically 
by subject. 

Direct Leasing 
Use for case files documenting direct 
leasing under GSA ' s  delegated leasing 
authority. Includes fonnal lease and 
supporting documents. 

FILE by location, property identi-
fication and agency. 

Utilization
Use for material pertaining to the
utilization of government-owned land
( including excess land). Includes 
utilization survey reports made by 
USDA and GSA. 

FILE by location, property identi-
fication and agency. 

Disposition 
Use for
or convenient for the use 

material which is 
f
cessary

property sold, donated, r 
real

including, if pertine as 
traded, 

detennined by the re asing agency, 

architectc
and surv s, plot plans, 

1
site maps 

s s ketc es, working 
diagrams, preli nary drawings, bl 
prints, master, tracings, utility utlet 
plans, equi ent locations pla 
specificat · 
progress otographs, inspe ion 

ns, construction 

reports building and equ ·  ent 
manage ent and maintena e records,
allo nee
coP, · e c

lists as wel as duplicate 
s of title pape 

FMD Destroy 
Destroy 

N/A 
when S/0. 

when S/0. 

FMD N/A N/A
Retain
unti1
lease
has been 
cancelled 
or expires. 

FMD
Retain 

N/A N/A

until
land is 
disposed
of. 

FMD
Tra

�
sf r N/A 

upon
di

Destroy 

spos i­
to n
cu odian 

', 

on tion of 
comple- property. 
tion of 
sale,
trade, or 
donation
pro­
ceedings, 
or ac­

of
purchase 

ceptance

money
mortgage. 



� 

5130-1 

510 0 -J 

5140 

5150 

5160 

Excess Real Property Reports
Use for excess proP, rty
supporting docl.DTI s. 

reports 

FIL y l ocation, roperty identif-
tion and ag cy.

Historical Significance/Preservation
Use for material pertaining to the
criteria set forth in the National
Historic Preservation Act of 1966
Executive Order 11593, and the 

,

Advisory Council on Historic
Preservation Guidel ine (39 FR 3366,
1-25-74). Additional l y, Departmental
pol icy on management, enhancement and
protection of cul tural resources.

shalc
Office of Environmental Qual ityNOTE

l
: 

be consulted on questions
regarding historical significance of
property.

FILE al phabetical l y by subject.

Rel ocation Assistance
Use for supporting material used in
the impl ementation/management of the
unifonn rel ocation assistance and
Real Property Acquisition Pol icies
Act of 1970 appl icabl e to the dis­
pl acement and rel ocation of
individual s, famil ies, businesses,
fanns, etc., because of direct
federal and federal l y assisted
programs.

FILE by subject.

of Official Agency Symbol sUse
Use for material pertaining to
posted official signs of a
prohibitory, regul atory, or
directory nature and such 

theas use of Department seal ;
subjects 

MD N/A
Retain 

N/A GRS-4-3 
11/S1cnJpuntil

property
is dis-
posed of. 

FMD N/A N/A
Dispose
of when
S/0. 

FMD N/A N/A
Dispose
of when
S/0. 

FMD N/A Destroy
dispose of when
of when
S/0. 

S/0. 



Sec retary ' s and Department ' s  flag ;
naming of Department facilities ;
memorials , plaques , corner stonesc,
etc.

FILE by subj ect. 



5200 

5200-1 

5200-1-1  

5200-2 

PERSONAL PROPERTY MANAGE ID 
Use for material of a neral nature estroy N/A
which pertains to n expendabl e when 3
equiJlllent, acquis · ion, maintenan yrs. ol d.
and disposal .  ersonal propert 
incl udes su .h items as furni -t:fre and
office e pment.

FILE y subject and
a icabl e. 

Pol icy and Procedure 
Use for background material )'fflich N/A 
docunents the important aj,ffects of the 

Dest}DY 
when· no

devel oJJ11ent of Departme al pol icy ):..ohger
and procedure. 

/
.,., needed. 

NOTE : See 3010-1 or disposition ,c/
of record
directives. 

copy Departmental 

,r 
,I

� E by origin, s�s number or in 
chronol ogical sequence. 

External or Non-Series In'fuuctions 
Use for material of a/directional / Destroy N/A
nature which origioates outside uspA· when S/0. 

·na within USDA bu
is not part of formal DepartlJ)ental 
directiv: .:l-5 em. Incl udes ,.c6mments 
and othe��terial on pr�·sed and 
existin instruction

/

or which orig
�

s t 

FIL by origin, s�ies

Persona

ronol ogical spquence. 
nunber or in 

Us
Li st/Index 

Pro ert 

e for 

1

l ist · gs which prov · e a  N/A 

propert 
counting for rsonal means for

• Inc l udes ma� r property
prin uts, station v.�tings, wor · g
ca · opr · ted funds al and app

7stings, etc. 

Fil e  in chronofogical sequ ce. 

Destroy '' /so'-")u v�
when 3
yrs. old. 

Destroy GRS-16- ld
after
the '/�c)(JV/1
directive 
is issued 
or ilTITle­
di atel y
when it 
is known 
that no 
action
wil
ta

l be
ken. 

Destroy 
when S/0. 

Dispose
of when 
updated. 



'/ sr¼V fe 

5200-3 Excess Personal Propert Records 
i es contain  record ijocllllenti ng /

purchases and intr agency transfer,. 
Pr intouts are ge rated from the 
records. 

NOTE : Th i s  s a one time a roval. 
PPMD i s  s ti ng up a 

e 7 yr. i nforma on system and 
mana ment 

per io  wi l l  al l ow the bove 
rec ds to be enter into the 
s tern.

5200-4 Reports
� Use for mater · l perta in ing to 

i nter/ intr agency reports re 
5200 -3 to exces and surpl us perso l

proper

F by subject, age y, and state. 

Project ContrqJ/ 
Use for mem9r'anda, reports and ther 
records doc unenti ng assi �gnme s, 
prog

7
/and compl eti on .JI/projects.

FI��= 
,Xi tl 

Case fi l e  al oJ:t£etical l y  by 
e of project.? 

Destroy N/A N/A
when 7
yrs. ol d. 

PPMD
Destroy N/A Destroy GRS-4-5
when 3 when 1
yrs. ol d. yr. ol d. 

PPMD 
Destroy N/A Destroy GRS-16-7
1 when no 
after 

yr. 
l onger ''/s�-rJ/j 

the yr. needed.
in  whi ch
the
project i s  
cl osed. 



5300 SUPPLY MANAGEMENT PPMD 
Use fo r ma ter i al Destroy N/A
perta i n i n g  to the r u i si tion in g an

of a neral n ature
d
/

when 2
proc ur i n g  o f  ex pe able suppl ies_,,,afld yrs. old. 
equi pmen t i n cl mg storage , i.JlSpec­
tion , con tro , and di sposi tln of 
stoc k wh i c  does no fi t l sewhere i n  
thi s ca  gory. z

y subject in ronolog ical
quence. 

5300-1 Pol icy and Procedure / hPMD
Use fo r bac kg round matepfal wh ich  / �estroy N/A-doc LDTien ts the importa aspects of th when no  
develo pmen t of Depar en tal pol icy longer 
and procedure. n eeded. 

NOTE :
of recor

See 3010 for di sposi ti 
d cop�

di rect i ves. 
of Departmen ta 

F I� by or i g i n , § ries n umber or i n  
¢hronolog i c al ,J"'equence. 

5300- 1 - 1  Extern al or Non - Series In truction s
Use for mater i al of a ection
n ature wh i ch  or i g i n a  s outside 

al
U A when S/0. 

Destroy N/A

or whi ch  ori g in at wi th i n  USDA ut i s  
not part o f  a f al Departme al 
di recti ve sys m. In cludes ommen ts 
and o

�
eri a on pro sed and her l

ex i sti n n structions. 

F ILJ· y or i g i n , seri s n umber or i n  
_p-fironolog i c al se en ce. 

Destroy
when 1
yr. old. 

Destroy GRS-16-ld
after 1
the '/S3m; /) 
di recti ve 
i s  i ssued
or inme­
di ately 
when i t  
i s  kn own 
tha t
action

no

will
taken . 

be 

Destroy
when S/0. 



N/A 

5300-2 Regu is it i eons 
Use for req · i t  i ons of suppli es 
and equi  nt. 

F ILE requisit i on number and/or 
ag cy. 

STOCKRO M 
COPY
Destr y 
2 yr • 

r 

PPMD 

N/A Destroy GRS-3-9a 
when

aft. 6 months �, 3ff0/;;. 
complet i on old. /2" cancel-
at ion of 
equ is i -

t ion. 

5300-3 Inventory Fi les 
PPMD ./ 

a. Inventory Li st s Destroy N/A GRS-3-lOa 
'1/5'3ov)3 

PPMD 
b. Inventory Cards Destroy N/A N/A GRS-3-lOb 

2 yrs. 
after 
discon-

2 jrs. 
from date 

/Of 1 ist. 

I 

i
I
I 

syppl y 

j'
l 

I 

FILE />Y Federal stocek number or 
classifiecat ion assi gned to each 

itern. 

t inuance 
of i tem 
or 2 yrs. 
after 
stoc k 
balance
is trans-
ferred to 
new card 
or record-
ed under 
a new 
classifieca-
t ion ,  or 
2 yrs. 
after
equ i  JX11ent 
is  removed 
from 
agency 
control . 



� 

5300-4 Stores Invoices PPMD 
� Use for invoice or equivalent Destroy N/A N/A GRS-8-3

papers used f stores acco ing when 3.53 0 0  -5 /s)oo/.;purposes. yrs. old.

invoice numbe and/or
C onological se9,.u nee .

5300-5 PPMD 
� eturns Destroy N/A N/A GRS-8-4

when 3 ft; !; 3 (]7)  05Joo-lo yrs. old. I 

5300-6 PPMD
papers used Destroy N/A N/A GRS-8-5J.»-OA) stores ac unting data. when 2S..3uo -7 yrs. old. /I /s3c)i)/7

5300-7 Reeorts PPMO
Use for report Destroy N/A N/A GRS-3-l0 c
and other pa rs used as 2 yrs.

53 0 0  -tf evidence f adjustment after '/s3brJ/iinventor records, not therwise date of
in above cat survey

action or  
F date of

posting
medium.

5300-8 PPMD
Destroy N/A Destroy GRS-16-7
1 yr. when no
after longer ';S-3()1)/1
the yr. needed. 

F Case file in which
titl

..
e of proj the

project
is closed. 



5400 

5400-1 

5400- 1- 1 

5400-2 

FLEET MANAGEMENT 
Use for materi a of a general t ure 
wh i c h  perta i n  to the autho ty to  
l ea se ,  pure se  or d i s po of motor 
veh i c l es  

F ILE y s ubj ect , and
c o nol og ical 

Pol icy a nd Procedure 
Use for bac kground mat i a l
wh i c h  doc uments  the · portant a s pects  
of t he devel oJJ11ent f Departmental 
pol i cy a nd proced e .  

NOTE :
of recor

See 301 - 1  for d i s pos i t i o n  
d co of Departmental 

d i rect i ves . 

F E by or i g i n , se es  number or i n  
hronol og ical s uence. 

External  or Non-Series n struct i o n s  
U se  for mater i a l of  d i recti onal 
nature wh i ch or i g i  tes out s i de SDA
or wh i ch o ri g i n  s wi th i n US b ut 
i s  not part of a formal Dep mental 
d i rect i ve  s em . Incl ude comments 
and ot her ater i a l o n  pr osed and
ex i st i n  i n structi ons . 

F I L  y or i g i n ,  ser · s n umber or  i n  
c onol og ical se ence . 

Leas i ng 
Use for mater i a l
obta i n i ng aut hor. y to l ea se GS 
vehi c l e s  or a ori ty to l ea 
corrmerc i al l  for agenc ies rv iced
by 00 . so i ncl udes GS approval s 
or  d i s proval s .  

and vendor .  

PPMD 
Destroy N/A De stroy GRS-10- 1
when 2 when 2
yrs . o l d .  yrs . o l d .  '1/�LJoif 

N/A Destroy GRS-16-ld 
after 
t he 

1'/s11(rr)/1 
d i rect i ve 
i s  i ss ued 
or  irrme­
d i atel y 
when i t  
i s  known 
t hat  no 
act i on 
wi l l  be 
taken . 

Destroy N/A De stroy 
when S/0 . when S/0 . 

PPMD 
Destroy N/A Destroy 
when  3 whe n  3
yrs .  ol d .  yrs .  ol d .  



� 

� 

� 

� 

540 0-3 

5400-t/ 

5400-4 

54-00-5 

5400- 5 

5 tfOO  -/p 

5400-6 

54 00 -3 

Motor Vehicle Operations 01/
Use for material pertai ng to 

A
stroy 3

individual employees ' peration of yrs. after 
government-owned v 1cles, includ� separation
drivers ' tests , horizations to of employee 
use , safe driv · g awards ,

?
er or 3 yrs.

related corr pondence. after re-
ci sion of 

NOTE : Se 4620 fo
z 

of authori za-
operato permits. tion to 

operate
FIL y agency/" alphabetically government-
b employee. owned

vehicle, 
whichever
is sooner. 

Accident ReporJ:s OP
Use for mater'ial pertaining to otor Destroy
vehicle a idents. 6

after
yrs.

FILE y agency and alp case is 
e oyee. closed. 

Gasoline Sal es NFC
Use for mater . n filed in Jufjport of Destroy 
pa1 d  1 nvoic fo

z
ard after

purchase • 
audit or 
GAO

FIL y age
7

i n  chronological whe n  3
quence. yrs. old 

whichever 
is ·sooner. 

P PMD & NFC

Destroy
3
after

yrs.

date of 
report. 

N/A N/A GRS-10- 7 

'is1a-o/ 1/ 

N/A Destroy GRS-10-5 
6
after 

yrs. 11/Stf lJ'O/s-
case is 
closed. 

N/A Destroy 
whe

GRS-6-7
n 3 1/s1�/ 0yr_s. old. 

N/A Destroy 11/S-t/ov/3 3 yrs.
after 
date of 
report. 



5400-7 Project Control 
Use for memoran , reports and 
records doc ting assignme ,

compl etion of rojects. 

FILE : ase fil e al ph 
e of proj ect. 

Destroy N/A Destroy GRS-16-7
1 when no 

1 onger '1/�'luv/7 after 
yr.

the yr. needed. 

the
proj ect 

in which 

is cl osed. 



5500 

5500- 1 

5500- 1- 1 

ENERG Y  MANAGEMENT / OB�
Use for material of a een ral natu

�
stray

which pertains to acti �s taken to when 3 -
conserve energy and nage fuel yrs. old. 
resources  which d s not fit el se7-

where in this c egory. Includ_ed 
is  the relat · nship of energy/to
the operat · n and mainten�e of 
agricul e facilities,P,ilities and
equi t ,  and assoc i

FI in chronol og

Pol icy and Procedure 

�
at'ed projects. 

sequence. 

OB P.A 
Use for background materia which De�troy 
docunents the important pects of the .,A'lhen no 
development of Departm tal policy

/
longer

procedure. needed.

NOTE : See 30 10- 1 for disposition/ 
of record
directives. 

copy Departmental 

FI by . . , / bor1g1n .
hronological ,e

�
quence.
r 1es  nun er or 1n 

struct ions..r 
Use for mater1a of 1rect1ona Destroy
nature which origi tes outside SDA when S/0. 
or which origin es  within USJ) but 
i s  not part of fonnal De�rtmental
directives stem. Includes comments
and other aterial onc�
existin instructions 

posed and 

FIL y origin, s ies number or in 
ronological s quence. 

N/A Destroy 
when 2
yrs. old. 

N/A Destroy GRS-16-ld  
after

directive 
the ')�s(J?)/; 
is  issued 
or imme­
diately
when it 
is known 
that no 
action
will be 
taken. 

N/A Destroy 
when S/0. 



5500-2 Energy Conservation Re o s 0B PA 
Use for material perta · ing to Destroy 
consumption, project fuel when no 
requirenents, fuel vailabilit longer
storage capacitY. boiler pla needed
equipnent data and simila,.p reports. for
Included are nergy i

�
atf on ref-

reports, D artment of nergy data erence.
requirem ts, and i!J,f rmation 
callee d for hig!J,er level agencies, 
and l ated d

?'
ent s .  

LE by agenc 

Use fo
ect Contra 5500-3  Pro · 

r men anda, repor�d other Destroy 
records d umenting as� ments, 1 yr.
progres and compl

z 
of projects  . after 

the yr. 
FI : Case fi

�
phabetically by in which 

tle of proj t. 
project
the

is closed. 

N/A Destroy "/SS6fJ/J.-
when 2
yrs. old. 

N/A Destroy GRS-16-7
when no 
langer )
needed. 

/ss-o-o/4 



in 

in 

. .  

5600 NR&E
Destroy N/A Destroy
when when 1
3 yr. old.
old.

yrs.

5600-1 Policy and Procedure NR�_e/
Use for background mater, · a1 which MITTEE N/A Destroy GRS-16-ld 
documents the importa as ects of the Destroy after rdeveloJJllent of Depa enta policy a when no the
procedure.

See 

longer directive 
11/�bcrV /1

needed. is issued 
3 -1 for disposi or irrme-

PY of Departme al diately
when it 
is known 

FIL y orgin ,
ronol ogical 

that no 
action 
will be 
taken.

5600-1-1  
/"

External or Non-Series Instr�ct ions 
Use fo material of a directional { Destroy N/A Destroy 

existing in ructions.

NOTE : 

y origin, s ries number or 
ronological sequence. 

nate,s"Outside when S/0. when S/0. 
or which originatesjrithin USDA 

!
t

is not part of ;imnal DepartQJ ntal
directive system-. Includes�mments
and other mat l'ial on prOR ed and 

r 
i "/jhOV/,/Jnature whi ch ori g

a 



� 

11/ J& (!V  /3 
6 yrs . 

Pro · ect Control 

yr .  1 

. .  

5600-2 Env i ronmental Pol l ut i on Reduction 
Use for materi al perta i n i n  ){o 
the criteri a ,  practice ,  a 
appl icat ion  of measures o prevent 
water , a i r ,  noi se , or round 
pol l ut i o n  or to redu such  pol l u-
t ion as  may exi st .  Incl uded are 
i nventor ies  of so ces of pol l uti o  • 
annual reports scrib i ng progre 
i n  accompl i shi object i ve s  of 
env i ronmental pol l ut i on red ur on 
pl ans , and l ated or s imi l 
doc1JT1ents 

NOTE : 

F I L  chronol og ical l by agency and 
1 ati on . 

NR&E 
Des oy N/A Destroy II 

ISb01J/cJ-. n when 
/0 or S/0 or 

when no when no 
l onger l onger 
needed needed . 
for 
reference . 

5600-3 NR&E 
Destroy 

after 

N/A Destroy 
when 1 
yr. ol d .  

compl a i nt 
has been 
resol ved . 

FI LE hronol og ic 
1 at i on . 

5600-4 Reports 
Use for material pertai n i ng to the Destroy N/A Destroy 
proges s  i n  accompl i sh i ng obj ect i ves when 3 when 1 
to reduce env ironmental pol l ut ion .  yrs . ol d .  yr . ol d .  

F I LE by s ubject i n  chronol og ical 
sequence . 

Use for manor 
5600-5 

GRS-16-7 da , reports nd other Destroy N/A Destroy 
when no record s do ents , 

of projects . '1/Sb (J1) /1
ent i ng ass  

nd compl eti after l onger 
needed . 

progress 
S&oo-1/- t he yr . 

i n  whi c h  F IL  Case f i l e phabetical l y  
ect .  b t i tl e  o f  pr the 

project 
1 s cl osed .  




