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REQUEST FOR RECORD.. JISPOSIT!ON AUTHORITY

f -

LEAVE BLANK

(See Instructions on reverse) ' . = JOB NO.

70 GENERAL SERVICES ADMINISTRATION, o
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 OATE RECEED

Va = /f/é 29/

1. FROM. (AGENCY OR ESTABLISHMENT)
Ynited States Department of Agr1cu1ture

q-13-JY

2. MAJOR SUBDIVIS|ON
0ffice of the Secretay

. NOTIFICATION, TO AGENCY

3. MINOR SUBDNISION ,
QIRM - Informat1on Management D1v1510n

4. NAME OF ‘PERSON WITH WHO NFEF} - '§. TEL. EXT. : ‘“
Cherie Cozin’ \7253 ()Z&QD? 4%34@”7 44729272 T hure

-In-accordance with the provisions of 44-U.S.C. 3303a the disposal re-
quest. mcludmg ameridments, is approved except for items that, may
be stamped “disposal not approved or . w;thdr?wn _in column 10,

T Archivist of the

hiited Seutes

6. CEHTIFICATE OF AGENCY REPRESENTATIVE
certify that | am authorized to act for this agency in mattecs pertaining to the disposal of the agency’s records;

| hereby

that the records proposed for disposal in this Request of
this agency or w:II not be needed after the retention perlods specmed

'(__] A Request for |mmed|ate dlsposal

page(s) are not now needed for the busmess of

, x. B Requestf0r<ﬂsposalaﬂera spemﬂed penod oftune orrequestforpennanent

retentlon

ééyPATE

IGNATURE OF AGENCY REF’RESEN’FATIVE

aaz (C} /ég;k LA

lTEM NO

~ v 8. DESCRIPTION OF ITEM c
{Wlth incluswe Dates or Retention Penods)

et B b g0,
SAMPLE OR
OB No. - L ACTION TAKEN

l{Th1s comprehens1ve records d1spes1ton schedule supersedes

the previously approved records schedule.for. the.Office..
of Information Resources Management (NC1-16-83-1).°
Presently, this file and disposition schedule covers the
records for the Offices of Administrative Services,
Financial Management, Information Resources Management,
Operations, and Personnel. Eventually, this schedule .
will be expanded to include the records of all offices
which report to the Ass1stant Secretary for
Adminjstration.

Any records series created, revised, or deleted subsequent
to and/or not disposable by this schedule shall be

covered by revised schedules with disposition authority

to be obtained from the National Archives and Records
Service.

Records covered by the revised General Records Schedule
are disposable without further authorization.

*
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STANDARD FORM 115
Bt b—A’-ﬁ/{_)—r{, eﬁ-“. z,,_,.\.l ;lL—M/yv -{em (_( -A st ”T) Revised April, 1975

Prescribed by Gé&neral Services
Administration
FPMR (41 CFR) 101~11.4
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1000

1000-1

1000-1-1

1000-2

ORGANIZATION, AUTHORITIES, AND

~ FUNCTIONS

TUse for all common use internal
management files, including functions
performed outside the filing office.

May include correspondence or material
on the broad aspectizgg,assfﬁﬁgg
functions generally-+Excluded are e

e

records of ecific assigned _——"
funE;jnﬂj’E%E?? personnel ,_budget ,
and—accounting which _are filed as
separate entities—under their

appropriat /cﬁfggories.
F chronologically by subject.

Policy and Procedure

HCl- 1~ 93 /

: ‘ /000~
Destroy Destroy
whe when_-1-

yrs. old. __—yf. 0ld.

Al 1b-83+, (om}/

Use for background material which 6’,,DestF5;' N/A Destroy~ GRS-16-1
documents the important aspects of when no _after the
development of Departmental cy longer """ directive
and procedure. needed. .— is issued

or imme-
NOTE: See Z1 for disposition diately
of record-Copy of Departmental when it
q;;eff%ses. is known

that no

action

will be
FILE b gin, series number or in taken.

nological sequence.
External or Non-Series Instructiens . ” ///002/[_,
Use for material of a directional Destroy N/A._...-Destroy
nature which originatesToutside USDA when S/0.—" when S/0.
or which originates”within USDA but i;_”,,aw””'
not part of mal Departmental .-
directi ystem. Includes comments
and er material on proposed and
isting instructjons?
FILE b gin, series number or in
ological sequence.
Reports
Use for reports pertaining to Destroy N/A Destroy
orgamizations, authorities, and when when hea
functions. 3 yrs. 3 yrs.
old. old.

FILE by agency and subject..



1000-3
A a0)
|00 0-p

1000-4

Project Control
Use for memoranda, reports and—other

records documenting-assignments, 1y
progress ompletion of_ projects,”  after
b%g%w,ﬁa ile alphabetically by in which

e of project.

Schedules of Daily Activities

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
memoranda, reports, correspondence, or
gg?er records included in official

iles.

FILE by origin in chronological
sequence.

b. Records created by other than
high level Federal employees, the

‘substance of which has not been incor-

porated—into official files.

FILE by origin in chronological
sequence.

c. Routine material containing no
substantive information regarding the
daily activities of other than high
level officials; records of all Federal
employees containing substantive infor-

mation, the substance of which has been

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

FILE by subject in chrono]odical
sequence.

Yoo/

Destroy - N/A __Destroy GRS-16-7
- when

no
the yr. - longer

needed.
the project
is closed.

e

Submit SF- N/A Submit SF- GRS-23-2a
258. If 258. If (same
offer is offer is
not not
accepted, accepted,
destroy the destroy the
records records
when 6 yrs. when 6 yrs.
old. old.
Destroy N/A Destroy GRS-23-2b
when 2 when 2 (gW»;>
yrs. old. yrs. old.
Destroy N/A Destroy GRS-23-2c
when no when no Sauw:)
longer longer
needed. needed.



1010

l000-2
s
T

AV

Qt&iﬁl/vﬁlnﬂj

1011
1012
1013

1020

Organization
Use for material relating to

organizational analysis and 5%gnndng
]

or changes in organization.fufictions;
documents relating to ovéral

functions and mis icﬁg; and copies
of organizifépnaTﬁand functional
statementss-fianuals, and charts. Also yrs. old.
inc;Egegﬁiaterial pert%jn#ﬁg to the '
nunter of positioni/an grade

lTevels/series regdired to perform
program missi

FIL phabetically by major and minor

divisions.

Principles of Organization (General) opP

Use for material pertaining to the PERMANENY. N/A  Destroy
operation, maintenance and improve- when S/0.
ment of the organization system.

FILE by subject.

Organization Planning

Use for material pertaining to the Destroy
planning, analysis and development of when S§/0.
approved organizational units.

FILE by subject.

Manpower Planning

Use for material pertaining to the Destroy
manpower needed to accomplish tasks. when S/0.

FILE by subject.

Statements of Missions and Functions oP
Use for material pertaining to the N/A Destroy
missions and functions statements. Qeotn when S/0.

FILE by subject.

yrs. old.

(a7
ce rﬁ/a#} i

" [1oog2
GRS-16-13
a&b

NCI-16-77-C,

e’

e’

na”

6RS=16=13b—



®

'

1020 Delegations of Authority ,
A N Use for material on deTegatijons of Destroy . N/A
' authority to identified positions _-—when S/0.
}5" 23 or persons, andwfemporary or
00 - 1imited delBgations to_positions or
persons. —
FILE ¢ ologically by major and minor
ivisions.
1040 LCommittees §nq Boarqs/f -
( ", Use for official material docusenting
‘ L; the accomplishmerit of official
OO0~ "1, jinternal compiftees, boards, task
‘kjl1¢%L:vbﬁJ forces, ang“work groups.
55, ;5 FILE ¢Hronologically by subject.
1041 Committee Management
Use for material pertaining to the Destroy N/ A
continued monitoring of committee when 3
activities. yrs. old
or when
FILE by committee title. no longer
needed
for ref-
erence.
1041 -1 Interagency or"International-

, Committees or Task Forces TER M‘huaﬁf’;;;;sfer
O Lerorts mresmaetions fron FAEC uhen 5 years
- - d. Off R
o0 -4 f 1nter/1ntra/€§:z2y committ r :%en SO iga:: o;%s

task faorces chaitfg/py op
1 enployees ;
F%tf/:;:;:;:;;;:;l1y by committee.
1041-2 Director' s/Deputy D1reg£9r*‘
Use for agendas, es, final Destroy- N/A
Lo . pportive records n 3
! rela yrs. old
)OO"L:’”Z or when
-no
longer
needed
for ref-

erence.

14 /o< jj

Destroy
when S/0.

”//w:/"/
Destroy GRS-16-12a
when 1 (2)
yr. old,
Destro oA
when 3y Vot
yrs. old

or when

no longer
needed
for ref-
erence.

¥ /0rq/€70
Destroy GRS-16-12b
when 3 (1)
yrs. old ANol-1e- 7~L}
or when \_i;i.zm 9.\
no & “elen
longer -
needed
for ref-
erence.

74 H

/Cfv7i/ig
Destroy GRS-16-12b
when 1 (1) (b)
yr. old.


http:Des_tr.oy

1041-3

1000-4-3

1042

1043

Divisions/Branches/Sections

Use for internal staff meeting minutes
and i below the
Di ors level.

EXE in chronological sequence.

Statutory Advisory Committees

Use for material pertaining to the
establishment and/or renewal of
charters of advisory committees
created by statute.

FILE by committee title.

Nonstatutory Committees

1044

1050
Lran)

I0o0-5

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.

FILE by committee and/or board title.

Intradepartmental Relations

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

erence.

Destroy

2 yrs.
after
term-
ination
of
comnittee.

Destroy

Use for material inyolving issues of
conc ies. _—when no

NOTE-,wrSF’;;:;al AqreenEits and

Mefioranda of Fstanding see 1314.

by agency and location.

longer

-needed

for
reference.

N/A

N/A

N/A

N/A

N/A

5//49@1747G3

GRS-16-12b
(1)(b)

Destpgy
whef 1
r. old.

seded,

Destroy GRS-16-12a
2 yrs. (2)

after

term-

ination

of

committee.

Destroy
when
issues
have been
resolved.

;7Q&vv s



1051 Relations with Field Activities

Use for routine material pertaining Destroy . N/A Destroy
to the daily activities of field when no when no
offices. longer longer
needed needed
FILE by subject in chronological for for
sequence. reference. reference.

|105) - |  wae omsuxd & H#0-2



1100

1100-1

1100-1-1

1100-2
Auag/
1100-2-1

MANAGEMENT IMPROVEMENT P

Use for material of a general nature
which pertains toothe“evaluation
t to improy

_ p_novéﬁe‘

yrs, old,

programs . jency of their
opergtions whi ot described
ewhere _im this category.

by program title.

Policy and Procedure

Use for background material whi Destroy N/A
documents the importantﬂaspéf%:egf the ,,Mhéﬁ’ﬁo
development of Departmental po]igzﬁ,f/” longer

and procedure. r”,,/”’//fﬂ needed.
NOTE: S€e 3010-1 for"disposition
of _p€cord co Departmental

rectives

FILE by origin, series number or in
chronological sequence.

External or Non-Series Instructions
Use for material of a directjomal Dg;;nay‘ N/A

nature which originates outside USDA en S/0.
or which originates. hin USDA b

is not part o ormal Departmefital
directive~system. Include§ comments

g;g/g er material on~Pproposed and

isting instructions.
FILE y’ﬁF;g;:f series number or in

onological sequence.

Operation Costs

D
Use for record;/gj/current operatigg/”//%istroy N/A
ions

costs and rela hip of/ggsts”fb when 3
function_ and performapce: Includes yrs. old.

cos eductioqiﬂnd’ﬁﬁproved effective-

ne€ss izlgpgration.

E&tf’g& FY in chrono]ogical.sequence.

Destroy
when 1
yr. old.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 3

yrs. old.

100

///rm/ )
GRS-16-1d

7//00///

ﬁévanEﬁ
GRS-6-5b



1100-3

1100-4

lfoo-3

1110

1120

1121

1130
o)

ltoo-2
aman an
ai&?$;¢
W

Reports PED
Use for reports pertaining to manage- Destroy
ment improvements. when
3 yrs.

FILE by agency and subject. old.
Project Control
Use for memoranda, reports and othér Destroy
records documenting assignments, L YT .
progress and completion of projects=—  after

) - the yr.

FILE: _&a€e file alphabetically by in which
3200 s the

e of project.~

project is
closed.
Management Policies and Procedures PED
Use for material pertaining to the Destroy
golicies and procedures developed when no
y management to carry out the re- longer
quirements of programs. needed
for ref-
FILE by subject. erence.
Management System Development PED
Use for material pertaining to Destroy
the development of management when no
systems. longer
needed
FILE by subject. for ref-
erence.
Project Management PED
Use for material pertaining to the Destroy
assurance that-project operations when no
are going well. longer
needed
FILE by project name. for ref-
erence.
Management Studies and Anal yses PED

Use for intra/inter agency management Diéigpy
improvement studie d analyses. n no
Al so inc]udig/;e ted analysis and

longer
needed
for

feeder re S.
E by agency and subjeet” reference.

- N/A

N/A

N/A

N/A

N/A

N/A

Destroy
when

3 yrs.
old.

Destroy
when no
longer

needed .

Destroy
when no
longer
needed.

Destroy
when no
longer

needed.

Destroy
when no
longer
needed .

Destroy
when no
longer

needed.

i

76700/45

GRS-16-7

Vi o9/a
GRS-16-5



1131
1132
1140
1140-1

1140-2

o/
l000-5-|

e

Workload Analysis and Measurement

Use for material pertaining to
workload analysis and measurement.

FILE by subject and in chronological
sequence.

Productivity Analysis

Use for material pertaining to the
analysis of the productivity of
continuing activities.

FILE by subject.

Management Improvement Programs
Use for material pertaining to
specific management improvement
programs.

FILE by subject.

Reform '88

Use for material pertaining to the
policies and procedures developed by
management to carry out the

Reform ‘88 program.

FILE by project name.

Federal Field Structure

Use for material pertaining to the
development of governmenta}/pof%cy
and procedures and the monftoring
and coordination of prdgrams relatin

with serve t

Same geographical

. ~
»
o

Case file by lecation

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destfoy

~hen 6

g,/’ yrs. old.

to the housing together of activitfes

N/A

N/A

N/A

N/A

When
3 yrs.
old.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

”/'m/s’ /



1200

cJ%CLd“ﬁ?
i

o)
werdat

1200-1

1200-1-1

1200-2

1200-3 -

1200-2

PROGRAM PLANNING AND EVALUATION

Use for material pertalq}ngffo Destro
projected program planfiing, whe
implementation, monitoring of s, old.

operat;gzj},p s, and goals. nd/////,/
FILE aYphabetically by major a
nor subdivisions.

Policy and Procedure

Use for background material Destroy~
which documents the important aspe when. no
of the development of Departme 1pnger

policy and procedure. ,fﬁeeded

/

disposition
Departmental///’//

-

NOTE: See 3010-1
of record copy

directives.

by origin, series“number or in
ronological sequefice.

FI

External or Non-Series Instruct1pﬁ%
Use for material of a directional Desp/py

nature which originates o 1de USDA when” S/0.
or which originates within USDA but
is not part of a fgpfial Departmental

directive system:” Includes commen
and other mateérial on proposed an
existing tfistructions.

FILEDy origin, series

ronological sequenc

Reports

Use for material pertaining to program Destroy

planning and evaluation reports. when 3
yrs. old.
FILE by agency and subject.

Project Control

. Use for memoranda, reports and..other Destr
records documenting ass1gnm nts,
progress and completioii of projects.

InC]jiij,:sEBJy Ezi1v1ty reports.
FILE:>~"Case file alphabeticall

the yr.
in which

the project
Mtle of project. is closed.

- N/A

N/A

N/A

N/A

N/A

Destroy
when no

1onger
needed.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 3
yrs. old.

Destroy
when

no
longer
needed.

oo

ycaaq//

GRS-16-1d

“/Oaaw/@/l

nWp

7440vﬁ3,

GRS-16-7



1210

1220

1230

1240

1250

1260

Program Goals and Objectives

Use for material pertaining to the
program goals and objectives set forth
to accomplish a particular goal.

FILE by position number.

Program Planning

Use for material pertaining to the
planning set forth to accomplish
effective approved programs.

FILE by subject.

Program Review and Evaluation

Use for material pertaining to
criteria used to evaluate programs
and their results.

FILE by subject in chronological
sequence.

Program Impact Analysis
Use for material pertaining to the
impact of certain programs.

FILE by subject in chronological
sequence.

Program Decision Systems

Use for material pertaining to
systems developed to support
decisions necessary to continue an

effective program.

FILE by subject.

Legislative Programs and Reports
Use for material pertaining to
approved legislative programs.
Includes comments and reports.

NOTE: For proposed legislation,
see 1300-2. -

FILE by subject in chronological
sequence.

Destroy
when no

longer
needed
for ref-
erence.

Destroy
when no
longer
needed
for ref-

erence.

Destroy
when no

1onger
needed

for ref-
erence.

Destroy
when no

longer
needed
for ref-
erence.

Destroy
when no
longer
needed
for ref-
erence.

Destroy
when no
1onger
needed
for ref-
erence.

. N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Wt



1300

1300-1

1300-1-1

EXTERNAL RELATIONS ECR

Use for material involving high level PERMANENT",
policy issues of concern to the Offer to
Department and foreign countries, NARS in old.
States, and local governments; other -5 yr. &
Federal departments; and both public -~ blocks 7

and private organ1zat1ons and ,f‘ when 20
institutions. Also includes re]at1ons yrs<old.

with the President and members of his e
staff and Congressional committees, y;f
Members of Congress and- cooperat1ve A
agreements which are’ “lot located in”

other subjects ayeas of the f11e plan.

NOTE: M1crof11med incoming correspond-

ence is destroyed when 3“yrs. old.

FILE by organizaxion.

Policy and Procedure )

Use for background material which Destray n N/A
documents the important aspects of thg,gdﬁhen no n
development of Departmental po]1’y longer

and procedure. needed.

NOTE: See 3010-1 for_disposition
of record copy of _Departmental
directives.

FILEASY origin, series

ronological sequenee.

External or Non-Series Instructions

Use for material of a directional Destroy //ﬂu/ﬁ
nature which originates outside USQQQAAJ when S/0

or which originates within USDA but j&,/‘g

is not part of a formal Departmenta] -

directive system. Includes comments //,f”t

and other material-on proposed and

existing ins puctions.
Féki/by’s::;tn, series nu

onological sequence?

€r or in

When _-Destroy
"5 yrs. when 3

94353’

yrs. old.

ﬁ/rSUv/G
Destroy GRS-16-1d
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

" fr30v/ /,

Destroy
when S/0.



1300-2
AUVQ)
1300-3

~JTJA[»42311
L NETE

1300-3
AL2!
1300 -4

1300-4

1300-5

1300-5

NOTE: A1l Offi office responsTET;”r

for prepaglng’fﬁgsﬁater1a1 will retain

the fil yrs and‘ggstroy. Other

g;jjeége;111 destroy copies when 1 yr.
d.

FILE -hfﬁﬁg;;;:;a11y by House and

nate.
Public Relations Correspondence ECR .
Use for general correspondence from Desg/gy’ N/A Destroy
the public reflecting individual after 5 after 1
opinions pertaining to general S. yre.
programs of the Department not yd
involving any administrative action- e
beyond the preparation of a fo;[n/a ///f/
reply. P

///l -

NOTE: Records from famn -
organizations and othér groups are ////
not included in this item since rd

such opinions.are constant]y referred
to by the Department in the formu-~

lation of agricultural programs.-and
poligjés. For these rec:;i;,/gee 1300.
nam

PILE by control number a

Al phabetical Name File ELR”
Use as a record and crg é’referenci//////f%RMANENT. When  N/A

of signed incoming outgoing Offer to 5 yrs.

mail addressed to/by Secretary and- NARS in 5 old.

his immediate staff. yr. blocks
when 20

FILE alpfabetically by raphical yrs. old.

logation, addresseeg,tgf1e,
ganization or ageficy.

Reports

Use for material pertaining to Destroy N/A Destroy

external relations reports. when 3 when 3
yrs. old. yrs. old.

FILE by agency and subject.

Legislative Proposals h .
Use for comments and other material—on  (SEE NOTE)~—N7TA (See NOTE) ,/6300[5
legislative proposili;”’,,-/,lﬂ

}4300/“%

”/Cacfu/gr



1300-6

1310

1311

1312

1313

Project Control

Use for memoranda, repgrts and other
records documenti ssignments,
progress and pletion of proj

Executive Branch Relations

Use for material pertaining to USDA
relations with other executive branch
agencies.

FILE by subject in chronological
sequence.

White House and Executive Office

Relations

Use for material pertaining to USDA

relations with the White House
or the Executive Office.

FILE by subject in chronological
sequence.

Interdepartmental Relations

Use for material pertaining to
relations between USDA agencies
and staff offices.

FILE by subject in chronological
sequence.

Temporary Agencies, Commissions,

Task Forces, etc.

Use for material pertaining to
relations with temporary agencies,
commissions, task forces, etc.

FILE by subject in chronological
sequence.

Destroy . N/A
yr.

after

the yr.

in which

the project

is closed.

Destroy N/A
when 5
yrs. old.

Destroy N/A
when 5 .
yrs. old.

Destroy N/A
when no

longer

needed.

Destroy N/A
when no

longer

needed .

Destroy
when

no
longer
needed.

N/A

N/A

N/A

N/A

90300/6
GRS-16-7



1314
Au g

1300-2
Cha

1320

1321

1322

Formal Agreements and Memoranda of

Understanding

Use for material relating to agree-
ments—between—tYSDA agencies;

between USDA and other Federal,

State and local agencies; and between
USDA and nonfederal organizations or
agencies and foreign countries. These-
agreements relate to providing ott///g
obtaining various types of suppor
services including administrative
facilities, payroll and siﬂj}ar

support on a onetime or cpfitinuing
basis; and on a reimbg;zégle or
nonreimbursable basis< Includes
cooperative agre ﬁ{s, memoranda 6 f
understanding, gg%ﬁdments, reviéw
comments, related correspondgrce,
ocunents.

hical location,

ization, geogr
title.

or%a
agdressee name, O

Llegjslative Branch Relations

Use for general material pertaining
to USDA relations with the Legislative
Branch.

FILE by subject in chronological
sequence.

Senate Relations

Use for material pertaining to USDA
relations with Senate members and/or
their staff.

FILE by subject in chronological
sequence.

House of Representatives Relations

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

FILE by subject in chronological
sequence.

fzovf &

Destroy ~

N/A Destrpy
5 yrz// 2 %rf?
fter

aft

e ﬁ?ra- expira-
/l)i(on or tion or

cancell- cancell-

ation of ation of

agreement. agreement .

Destroy N/A N/A
when 5

yrs. old.

Destroy N/A N/A
when 5

yrs. old.

Destroy N/A N/A
when 5

yrs. old.



1323

1324

1325

1330

1340

1350

Congressional Hearings and Testimony
Use tor material pertaining to the
preparation of material to be delivered
before congressional hearings and/or
testimony.

FILE by subject in chronological
sequence.

GAO/GP0/Other Legislative Branch
_Relations

Use for material pertaining to
relations with GAO, GPO, and other
legislative agencies.

FILE by subject in chronological
sequence.

Reports to Congress

Use for material pertaining to the
preparation and submission of reports
required by Congress.

FILE by title and/or number of report
in chronological sequence.

Judicial Branch Relations

Use for material pertaining to
relations with the Judicial Branch
agencies.

FILE by subject in chronological
sequence.

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

FILE by subject in chronological
sequence.

International Relations
Use for material pertaining to
international relationsc

FILE by subject in chronological
sequence.

Destroy
when 5
yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5
yrs. old.

Destroy
when 5

yrs. old.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A




1360

1370

1380

1390

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.

Brofessjonal Societies and
Associations B

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 pertaining to
relations with educational
institutions, 1ibraries, and
museums.

FILE by subject in chronological
sequence.

Destroy
when 5
yrs. old.

Destroy
when 5
yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

~ N/A

N/A

N/ A

N/A

N/A

N/A

N/A

N/A



1400

1400-1

1400-1-1

PUBLIC AFFAIRS ECR

N/A Destroy -
after'1
y En‘.f

Use for requests for information from
the general public and replies

involving no administrative action,
no policy decisions, and no special
compilations or research for reply
including requests for informati
and inquiries to which replie
made by printed or duplicat

etc.

FIL

applicable.

Policy and Procedure

Use for background material which Stroy N/A<  Destroy
documents the important aspects of the” when no after the
development of Departmental policy ™ longer ,f/// directive
and procedure. needed. is issued
7 or imme-
NOTE: See 3010-1 for diSposition d diately
of record copy of Departmental ‘//’/// when it
directives. g is known
that no
action
FILE origin, series er or in will be
onological sequengcé. taken.

External or Non-Series Instructions

Use for material of a directional Destroy JA Destroy
mature—which—originates outside Uﬂ///’ when/§jﬂ:’jfﬂ when S/0.

or which originates within USeA but
is not part of a formal Departmental
directive system. I des comments

and other material~fn proposed an
tions.

existing inst

FILE rigin, series-
nological sequéﬁ?e.

'/ [Hop

’W’%ov/ /

GRS-16-1d

"o if!



1400-2 Reports
Use for material pertaining to public Destroy  N/A Destroy
affairs reports. when 3 when 3
yrs. old. yrs. old.
FILE by agency and subject.
1400-3 Project Control
Use for memoranda, reports-and other Destroy N/A Destroy
records documentin ignments, yr. W
progress and ¢ etion of projects~ after no longer
the yr. needed.
FILE: se file alphabetically by in which
itTe of projeq;,/’/g the
project
“is closed.
1410 Publishing OGPA
Use for general material pertaining Destroy N/A Destroy
to the publishing of USDA publications when no when no
which does not fit elsewhere in this 1onger Tonger
category. needed needed
for ref- for ref-
FILE by title of issuance in erence. erence.
chronological sequence.
1420 Composition and Printing MRMD
A Use for general material pertaining De strGy N/A Destroy
] 3 to the composition_andprinting of hen 3 when 1
Zocﬁé)-z material which_do€s not fit elsewher yrs. old. yrs. old.
c}ugn & am j:f;fiizgazegﬁry. ////////,,
. ! atd
- 4 J O ¥ 4
Ld:(.e.q-/vﬁﬁ‘j ®7F4CE by agency and job fiamber.
1420-1 Project Files MRMD
L ) Use for material pertaining to the Destroy
execution of composition, printing, en 1
’1000;3..1 binding, duplication, and distribution yr. old.

Yol
o Tkl

. /{Jixpﬁbczfa

of jobs. Includes requisitions, bill
samples, manuscript clearances, a
related papers. Does not incl
(1) requisitions on the P
Printer and related rec

(2)

’/Mov /3

GRS-16-7

/1600 /3

”/OéOTvéyO
GRS-13-3a


http:Destc.oy

1420-1-1
A ao/
100 -3-2

1420-1-2

lbop-3-3

1421

1422

1430
duan/

[b00-3-4
S
i e

ey
L cl}f.i;

Project Planning

Use for material
planning and othe

pertaining to
i r technjjil/méffers.
NOTE: Control regist pertaining

to requisitions and

be destroyed 1 yr
in which compil
filling of r
applicabl
FILEAy subject i
quence,

JCP Reports

Use for reports to Joint ggmmf/iee
ation of

on Printing regarding gpe

in chronolog

Copy and Duplicat

ers

rk orders are to
fter close of FY
or 1 yr. after

ver ji$
13-4) ////)

n chrondlogical

ister, whiche
(GRS-

ical seguénce.

ion

Use for material pertaining to the

reproduction of printed material
in fast copy centers.

FILE in chronological sequence.

Photocomposition

Use for material pertaining to

photocompousition.

FILE by job number in chronological

sequence.

Publication Distribution

Use for material pertaining to

publication distr

revisions and deletions

lists.

NOTE: For
lists,

e 3010-1-2.

E in chronologi

ibution.

al sequence.

Destroy  N/A
whenva
yrs~ old.

yrs. old.

Destroy N/A
when S/0.

MRMD N/A
Destroy

when no

longer

needed

for ref-
erence.

Destroy

N/A

Destroy
1 yr.
after

date of
report.

Destroy

when S/0.

MRMD
Destroy
when no
longer
needed
for ref-
erence.

Destroy
when
ghange
is

com-
pleted.

"Ylboo 3/

GRS-13-3b

lo0)5/>

GRS-13-6a
& 6b
NVl

W

/é 00/3/4



1450

1460

1470

1480

News Releases, Speeches, and

“Current Information

Use for copies of formal 1nf0r@gx#6na1
releases and pub]ications%fgpess
conference transcripts, icial
speeches, and indexes_thereto.

FILE aTphabetically by author

ginator.

Radio and Television

Use for agency-sponsored radio or
tetevision news releases.

FILE by subject in chronological
sequence.

Media and Public Liaison

Use for media appearances by agency
representatives and the prepared
material used when acting as

public liaison.

FILE by subject.

Graphic and Exhibit Design

Use for viewgraphs, routine artwork
for flyers, posters, letterheads, and
other graphic and exhibit material.

FILE by subject in chronological
sequence.

Photography
Use for black and white and colored

origimats—and negatives, color

transparencies and slide photo-
graphy and slide sets or filmstrips.

FILE by subject.

"//‘{0’0/3-'
NC1-16-78-2
Items 3&4

O0GPA
PERMANENT.
Releases -

VZ:% Destroy
when no
longer

}y/ needed

Y for
reference.

yrs. old 4y
Speeches - *k%
Offer to

NARS o '

when 10 yrs.
old. W

s

Destroy N/A N/A
when no
longer
needed.

Destroy N/A N/A
when no
longer
needed.

Destroy N/A N/A
1 yr.

after

final

publi-

cation

or

when no

longer

needed.

GRS-21-10

Destroy N/A N/A
when no
longer
needed.

GRS-21-4



1490 Video and Film

Use for material pertaining to agency Destroy - N/A N/A GRS-21-31
sponsored film or video recordings. 1 yr.
after
com-
pletion
FILE by subject in chronological of
sequence. training.

NOTE: IF THE ITEMS IN CATEGORIES ,
1440-1490 DOCUMENT THE MISSION OF THE

AGENCY, CONTACT IMD FOR DISPOSITION.



1500

1500-1

1500-1-1

1500-2

LEGAL AFFAIRS AND PROCEEDINGS —0GC

Use for material of a general nature™  Destroy N/A
which pertains—to hearings and~" when 3
other legal proceedings-b&fore the yrs,.otd.

Department of Agricwlture which
are not described el sewhere in this
categor

in chronological se

Policy and Procedure
Use for background material which

documnents the important aspects of t P

development of Departmental polic when no-

and procedure. Tonger
peeded.

NOTE: See 3010-1 for di€position

of record copy of Degpartmental

directives.

External or Non-Series Instructions
Use for material of a directional
nature which originates outside_USDA
or which originates within
is not part of a formal
directive system.
and other materi
existing ins

partmental
udes comments

FILE origin, series n

onological sequen

Regort;
Use for material pertaining to legal

affairs and proceedings reports.

Destroy N/A
when 3

yrs. old.

FILE by agency and subject.

Destroy
when 1
yr. old.

Destroy
after

the

directive

is 1ssued
or imme-
diately
when it
is known
that no
action
will be

taken.

Destroy
when 1
yr. old.

Destroy
when 3
yrs. old.

"//500

GRS-16-1d

150

fisool]



1500-3

1510
1511
1512

1513

1500-2
T

1520

Project Control
Use for memoranda, reports Egd/other Destroy‘/,—'N7A

records documenting a;gjgnments, //;flg’//
progress and completidn of projects. ter

-,

the yr.
in which
the
FIL Case file alphabetically project
title of projects is closed.

Coordination and Clearance Services
Use for material pertaining to coord- Destroy N/A
ination and clearance of material(s). when S/0.

FILE by subject in chronological
sequenceqQ

Llegislative Review
Use for material pertaining to review Destroy N/A
of legislative material. when S/00

FILE by subject in chronological

sequenceq
Regulmtory and Program Review OBPA
Use for material pertaining to Destroy N/A
requlatory and program reviewsq when S/0.

FILE by subject in chronological
sequence.

Legal Advice and Opiniops” g//gsg’

Use for advisement, .efinionsq decisio Destroy N/A
and agency commgnts on GAO, OGC when 3

other fifﬁil/déﬁisions and p&ﬁﬁgﬁzgﬂp yrs. old.

FILE habeticald :
gxénﬁtnmme.

origin and

Legal Proceedings 0ALJ/0GC
Use for material pertaining to 1egal Dispose N/A
proceedings before the Department of of
Agriculdureq according
to swn
' ageney-s
FILE by subject in chronolagical disposition

sequenceo schedule$

"I1500/3
Destroy GRS-16-7
when no

longer
needed.

N/A

N/A

N/A

/VCF@GZ?&;

nl .
Destroy ’300/3’
when 1
yr. old.

Destroy
when S/0.



1521

1522

1530

Departmental and Administrative

Proceedings

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

FILE by subject in chronological
sequence.

Judicial Proceedings

Use for material pertaining to the

judgments—thanded down by the courtsaq

FILE by subject in chronological
sequence.

Employee Involvement in Legal

Proceedings

Use for material pertaining to
employees who are asked or subpoenaed

to testify or are otherwise involved
in Tegal proceedingso

FILE by subject in chronological
sequence.

OALJ/0GC
Dispose N/A
of

according

to

agency's
disposition
schedul eq

OALJ/0GC
Dispose N/A
of

according

to

agency's
disposition
schedul eo

0GC N/A
Dispose

of

according

to

agency's
disposition
schedul eq

Destroy
when S/0.

Destroy
when S/0.

Destroy
when S/0.

N

o



1600-1

1600-1-1

1600-2

FACILITIES AND SPACE MANAGEMENT FMD

Use for material pertain'ng’to the
overall or general rg

facilities and s anagement
activities whi are not specifical
described ja~the foldowing categ

FILE by subject in chronological
quence.

Policy and Procedure

D
Use for background material which f///ggstr'ogl N/AC
which documents the important aspects when no .

longer

///,:EEdEd.
e

by origin, se;;gs/ﬁanber or in
ronological sequénce.

of the development of Departmental
policy and procedur:;///////f
NOTE: See 3010-1 fof disposition
of record copy Departmental
directives.

FI

External or Non-Series Instructio;u( FMD

Use for material of a directignal Destroy

epartmental

naturewhichoriginates oyts de USDA hén S/0.
or which originates w1;h1n USDA butg;j//,y

not part of a forma
directive system

al on proposed
ructions.

FILE &Y origin, series ber or in
onological sequence.
Reports FMD
Use for facilities management reports. Destroy
when 2
FILE by agency and location in yrs. old.

chronolmgical sequenceq

N/A

N/A

Destroy 70601Y
when 1

yr. old.

1600/
Destroy GRS-16-1d
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be

taken.

7/0 ov/// /

Destroy
when S/0.

Destroy
when 2
yrs. old.



1600-3

Project Control

Use for memoranda, T
records document

Space Plannina. Classification and-SCUC

the yr.

in which
the
project

is closed.

FMD

Use for material pertainggg,pw’fhe De stroy
general management of s planning,’/,,wﬁen 2

classification and
below.

Space Acquisition and Assignment”
Use for material pertaini
the acquisition, alloc
release of space.
plans used in s

FILE
cation.

in1fg to

J space in
ield locations.

reporting of occ
Metro Area

yrs. old.

termina-
tion of
assign-
ment, or
when lease
is cancel-
led, or
when plans
are 5/0.

N/A

N/A

N/A

Destroy
when no
longer

needed.

Destroy
when 2

yrs. old.

Destroy
2 yrs.
after
termina-
tion of
assign-
ment, or
when
lease is
cancelled
or plans
are S/0.

Destroy
when 1
yr. old.

GRS-16-7
Y lboo] 3

;7§écnz/7

GRS-11-2a

oy

GRS-11-2b
(1)-{2)

Juss



1630 Space Utilization FMD

Use for material pertaining to the Destroy - N/A N/A GRS-11-2a
full utilization of available space. nyrso fsame
after
termi-
nation
of
assign-
ment,
or
when
lease
is
cancelled,
or
when
FILE chronologically by agency plans are
and locationg S/0.
1640 Alterations and Maintenance FMD
N, Use for material perta;gjﬂ§ to Destr N/A Dispose GRS-11-5
alterations and main;g ance services, 3 months of when /" /(5/
llbOO-5  excluding fiscal copies. fter work is /609
v(>p véqv work completedaq
-Z% NOTE: For fjs€al copies, see 22407 is
o T per formed
nuenbsags or
"'345 requis-
FILE chronologicallyy agency and ition is
ocation. cancelleda
1650 Building Safety/Security FMD & OIG
Use for material pertaining to the Destroy N/A N/A GRS-18-10
safeguarding of facilities against when 3
sabotage and unauthorized entry. yrsq old,
or upon
discontin-
uance
of
facility,
which-
FILE by subject in chronological ever is
sequence. soonerq
1660 Parking Services FMD
Use for material pertaining to the Destroy N/A N/A ow”
allocation of parking spaces. when S/00

Includes standard criteria for
selectionq

FILE by agency and name(s)a


http:Dest!J.lr

1670

1680

Utility Services

Use for material which pertains to
utility services used by the Depart-
ment.

FILE by subject.

Conference Rooms/Auditoriums/Vendor
_Services

a. Use for material pertaining to
assignment of conference rooms and the
auditorium, including set-ups, e.g.,
podiuns, microphones, etc.

b. Use for material related to vendor
services.

FILE by agency in chronological
sequence.

FMD

Destroy _ N/A
when 3

yrs. old.

FMD

Dispose N/A
of

when 3

months
old.

Destroy N/A
when no
longer
needed.

Destroy

when 2
yrs. old.

Destroy

after use
of

facilities.

Destroy

when no
longer
needed.



1700-1

1700-1-1

1700-2

INVESTIGATIONS AND AUDITS

Use for material of a general nature De§tPGY” - N/A stroy
‘pertaining to internal and external //’,rwﬁén 3 when 2
investigations or audits not covg;gd‘ yrs. old yrs. old.
el sewhere under this category. or pe

personnel management audits-dnd ,/’ﬂ/

investigations of specifiC agency
employeesq includi esk auditsq
see 4050-2; fo M revi 50) .

rganization in gHffronological

FILE b
seqﬁgﬁze.

Policy and Procedure

Use for background material which Mﬁ;’2%§tp0§' N/A Destroy

0
g

documents the important aspects of the en no fter the
development of Departmental policy longer directive
and procedureq /////"/’ needed, is issued
P or imme-
NOTE: See 3010-1 for disposition of diately
record copy of Departmental when it
directivesa /,///p is known
that no
E/ﬁ/,/”/’/’ action
FILE®Y origin, series n will be
<fronological sequence” taken,

External or Non-Series Instructions

—
Use for material of a directional stroy N/A Destroy
nature—which originates outsidelﬁ¥yL/”/ﬁ§en S/0. when S/0.
or which originates within USDA4Ut
is not part of a formal Departmental
directive system. Includés comments

and other material proposed and
existing instr

FILE by-grigin, series number.-or in
nological sequenceo

Reports
Use for material pertaining to invest- Destroy N/A N/A

jgative and audit reportsa when 3
yrsa old.

FILE by agency in chronological

sequenceo

GRS-16-1-d

707cmy//

"/700 //I


http:number,.or

1700-3

I"100-2

1710

1720

Project Control

Use for memoranda, reports andqg;ner’ Destroy ~ N/A stroy
Tecords docunenting assignments’, 1 yr. when no
progress and completion projects. after longer

the-yr. needed.
n which

the

ase file alphabetica project

itle of project. is closed.

FILE:

INVESTIGATIONS (SEE NOTE)

Use for material pertaining to internal
and external investigations of known
or alleged irregularities and
violations of laws and regulations
relating to Departmental programs

or personnel.

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

FILE by organization in chronological
sequence.

Audits (SEE NOTE)

Use for material pertaining to
internal and external audits of

Departmental programs.

NOTE: Offices responsible for
preparing the material will retain

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

FILE by organization in chronological
sequence.

GRS-16-7

rrou)a



1800
Q.fﬁla o
oo

Y v

1800-1

1800-1-1

1800-2

EMERGENCY PREPAREDNESS AND

= e
CONTINGENCY PLANNING _.~~0GPA
Use for copies of plans or directives  Destroy N/A Destroy
pertaining to the formulatiopnand 3 yrs. en
implementation of plans {such as after S/0.
evacuation plans} for-protection of issuanc
gency of _a-

1ife and property during emer

conditions.~” Bw plan
or

ELEE’?;/:;ronologica1 sequence, directive.

Policy and Procedure
Use for background material which
docunents the important aspects of the

Destr N/A Destroy
" no after

development of Departmental policy longer the

and proceduren needed . ~directive
is issued

NOTE: See 3010-1 for dirs or imme-

of record copy of Depastfiental diately

directivesn : when it
is known
that no
action

FILE origin, series number or_.i will be

ronological sequence. taken.

External or Non-Series Instructions s )

Use for material of a directional Destroy N{é’/,,8€§f;oy

nature which originates outside when S/0. when S/0.

or which originates within USBA but

is not part of a formal Departmental
directive systemn udes comments
and other materiat” on proposed and

eristing instfuctions.
Fé%g/ﬁiyg:;:in, series n
ronological sequence=

Reports

Use for emergency preparedness and Bestroy N/A Destroy

contingency planning reports. when-3 when 3
yrs—old, yrs. old.

FILE by agency in chronological OGPA

sequence. Cca% 153/3(\9

GRS-18-28b
”//5’01/

GRS-16-1d

Jrieo!

oo/



1800-3

1800-2 |

1810

1820

1830

Project Control

Use for memoranda, reports-and other Destroy . N/A
Tecords documenting gnments, . yr.
progress and comptetion of projects™” after
the yr.
FILE.~Case file alp ically by in
itle of projec which
the
project
is closed.
Emergency Procedures and Planning
(Crisis Management) OGPA
Use for material pertaining to Destroy N/A
evacuation, relocation, and continuity when S/0.

of operation, personnel assignments
and related procedures.

FILE in chronological sequence.

Civil Defense Program

Use for material pertaining to civil
defense disasters that would affect
all employees and functions.

FILE in chronological sequence.

Nature and Other Disasters

Use for material pertaining to
disasters produced by nature, e.g.,
flooding, fires, etc.

FILE by subject in chronological
sequence.

Destroy N/A
when S/0.

Destroy N/A
when no

longer

needed

for

reference.

Destroy
when no
longer

needed.

N/A

N/A

N/A

GRS-16-7

}4500%1



2000

2000-1

2000-1-1

2000-2

BUDGET DEVELOPMENT, PRESENTATION
AND EXECUTION

Use for material of a general nature Destroy | /A
which—pertains—to the preparation 3 yrs.
development, review, adjustment- after—

submission, and approval of the _.close

budget. Includes rsggpt§fpgchedu1es of FY

charts, estimates,~dnd related covered
documents which”do not fit by

el sewhere i this category. budget.

FILE by agencyl///////

Policy and Procedure ' S

Use for background material which Destroy N/A-

when no -
longer_—
needed .

documents the important aspects of the
development of Departmental policy
and procedure. g

NOTE: See 3010-1 fer disposition
of record copy of-'Departmental _

directives. ’/////,/f

y origin, se:égs'number or in
ronological sequd€nce.

FIL

External or Non-Series Instructions _

Reports
Use for material pertaining to budget

Destroy N/A
when S/f)_’.f,,r*‘"LA

/

Use for material of a Hirectionai;;,/'
nature whichoriginates outside

USDA or which originates withifi USDA
but is not part of a formal’
Departmental directi!gﬁﬁystem.
Includes comments_and other material
on proposed and-€xisting

instructions<
FILE yf;:::1n, series

onological seque

er or in

Destroy N/A
devetopment, presentation and when
execution reports. 3 yrs.

old.

FILE by agency and subject.

o™

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

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when

3 yrs.
old.

GRS-16-1d

jézovq//

ool



2020

2000-2

L 2000-3

:

AV

2030

Project Control

Use for memoranda, reports; and Destroy - N/A
other records document1ng assegnment’/,,ft yr.

progress and complet1on of projectse after the

yr. in
L which the
ase file e/phabet1ca11y by project
e of projects is closed.

FILE;

Budget Planning BS

Use for material perta1n1ng t xbudget Destr y N/A
planning. 10
»after

NOTE: Working paperS and backgrounde’/ close

material are ;gxbe destroyed 1,yf’ of FY
after close..of FY covered by the covered
budget. .-{GRS-5-4). by budget.
,/’// V

EXLE by agenc
Budget Development _~ BS
Use for material pertaining to budget Destroy LA
estimates, justifications, aﬂﬂ‘ 1 yr;’,,fﬁf’y
supplementary materea] ch as a
explanatory notes rratives, and ’,,f’E%ose
program perforpance. Also 1nc1udes of FY
previous syppTementary or amendéd covered
budget material. by budget.
FICE/;;?agqu‘
Budget Presentation BS
Use for copies of the budget (original Destroy N/A
or revised) submitted to Congress when no
for approval. [+hWLgﬂ,h§tfugDA<nMﬁdw, longer

) bt Andgh needed

I/WM vfﬂ/ ASA rﬁMJoj for

FILE in chronological sequence. reference.

Destroy
when no
longer
needed.

Destroy
5 yrs.
after
close
of FY
covered

by budget.

Destroy
1 yr.
after
close
of FY
covered

by budget.

N/A

g’zj/é(_)/ =< =] ey )’L—é»‘-'%k»k»?’ﬁ:.

GRS-16-7

Yaooa/

GRS-5-2A

"fovs/

GRS-5-4
" fareo fa-

'}Z;avv/ﬂ5



2040
ALLa.o!

2000-4

2050

Lnan)
2000-5

Budget Execution BS

Use for material pertaining to Destroy N/A”
approved budget implementation and 0 yrs.

the maintenance of financial after

controls over appropriated funds. close

Include apportionments, allocatidns, of E
allotments and workplans, oblfgations overed
and outlays, ceilings, regdirements, y budget.
reimbursements, and ngpdppropriated
funds. ’4(/////9 //////
NOTE: Includefere financial”data
only if it _¥§ directly gydﬁgt
i Use 2100 #06r regular

;:iggp ing documentation.

LE by agency

a. Annual reports on the status of Destroy” N/A
appropriation accounts and en 5 .
apportionment. yrs. old.
b. er reports. Destroy

3 yrs.
F by subject and agency. after

the end

of the

FY

covered

by

budget.

Destroy
10 yrs.
after
close
of FY
covered

by budget.

Destroy
when 5

yrs. old.

Destroy
3 yrs.
after
the end
of the
FY
covered
by
budget.

Zéiaaa//?

“frovnfs”
GRS-5-5a

GRS-5-5b


http:Destr.oy

2100

2100-1

2100-1-1

2100-2

FINANCIAL MANAGEMENT/ACCOUNT( g
Use for material pertaining to Destroy

overall financial agement apd when 3
accounting activities not tifically yrs. old.
described i e following categories,

FILE n chronological

Policy and Procedure M

Use for background material which
documents the important aspects of-the
development of Departmental policy
and procedure. ///

rd

NOTE: See 3010-1 for.disposition
of record copy of Departmental
directives. e A

FILE-By origin, series ber or in

Lhronological sequ

External or Non-Series Instructions,~

Use for material of a direction Destsfy

nature which originates outside USDAn when”S/0.
or which originates within USDA but
is not part of i/iggnaf Departmental

directive system.~Includes comments
and other materfal on proposed and
existing ipstructions.

Financial Priorities

,w/"’

Use for material pertaining to the- Destroy
status or activi iégjgi all.financial when 3
yrs. old.

"~ N/A

Destroyn N/A
when no
longer
needed ..
rd

N/A

N/A

Destroy
when 2
yrs. old.

Destroy
after

the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
takenn

Destroy
when S/0.

Destroy
when 1
yr. old.

Y2100~

GRS-16-1d

i

‘Z/Jjoﬂ/@/ﬁ

%2/0@/&


http:series/4.or

2100-3

100-2-3

OP_T

2100-4
~ Lo/

Internal Controls . FSD

Use for material which pertains Destroy - N/A
the ptans—of—organizations egd/€%$ when 3 ///fyl
the coordinated methods and-measures yrs. olds

adopted by an agency to afeguard
assets, check the acctiracy and
reliability of acc6unting data,
promote operataona] efficiency, and
encourage adherence to prescribed
managerial policies.

FILEby agency in chronologic¢al
equence.

Systems Review and Analysis FSD
Use for material which pertajs$ to Destroy” N/A
indirect cost reviews an when-3

of Departmental~dnd Agencies'

2/00_3 2negot1at1ons, Departmgrtal financial €. old.
management studiess~ and assesSmentj//////)’

OFrLT

2100-5
AU AG!

3
? aoc /2

\.L&-’
el 03"

uraa)

2100-4

reporting n

FILE agency in chronological

uence.
Re orts
Use or f1nanq/§1'management/ estroy N/A
accounting reports. when 3
E,,,f’g yrs. old.
E&t by agency and subjeg#?
PrOJect Control FM
Use for memoranda, réports, and other stroy N/A
records docwqggtiﬁg assignments, 1 yr.
progress ang-€ompletion of project after

the yr.

in which
the project
is closed.

Accounting Systems

Use for material perta1nlgg’f3
accounting—systems approved by GAO;
management advisory,.services for
financial systemsv’mon1tor1ng system
development processes and the
coord1nat;gp of accounting system
regulatiopns.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 3

yrs. old.

Destroy
when no
longer
needed.

Destroy
when 1
yr. old.

;/@/mg/;/S

v/&/av/3/dL

@/gcloq/9éh

GRS-16-7

/7&/00/%

§ 02/00/3/ /
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2110-1

2100-3

2120

2100-7-

2130

2100~

2-2

2140

2150

Financial Systems - FM-
Use for material whiet documents USDA
wide-account+z§;aﬁ3}$eporting syst

e.g., aj/ﬁggp hting Systems Li

FILE py“agency in chronoddgical
uence.

Cash Management FM
Use for material which pertains to estroy
the effective managem of the y///”/ghen 3
Government's cash which encompass yrs. old.

cash advances
the cash ac

Debt Management FM
Use for material which pertain< to

the effective management gf“amounts en 3
owed to the Government which include yrs. old.
analyzing the statq;zﬁ? Government
receivables in termns of delinquerCies,
age of delinquencies, write-gffs, and
expected future losses.
FIL fS} agency in chrefiological
quence.
Liabilities FAD
Use for material pertaining to Destroy
liabilities. when 3
yrs. old.
FILE by agency in chronological
sequence.
Revenues FAD
Use for material pertaining to Destroy
revenues. when 3
yrs. old.

FILE by agency in chronological
sequence.

- N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old

Yoo /3

’%2/4@ /2/1

“/Q:’fm ;L/JL



2160 Cost Distribution F
Lira o) Use for mater1a]/ﬁ/;ta1n1ng to the Destroy
proration offﬂepartmental centralizéd 5 yrs.
expenses-distributed to the agéncies. after
2200 ) /} close of
E by agency and Jjectn FY
covered
by budget.
2160-1 Working Capital Fund - WCF-
, Use for mater1a1 -of a general nature _—~"Destroy
—uass) whic o WCF. e 3 yrs.
£2200-10 ~ -~ after
E y agency and subject. close of
FY
covered
by budget.

2160-2 Planning, Development, and_Approval W
Use for material perta1n1ng to stroy
—aa/ Working Capital-Fufid budget 5 yrsn
2_ 2 OO — preparationy -planning, and fina after
approved-budgets. close of
jo -1 FY
FILE by agency and subject. covered
by budget.
2160-3 Financial Reviews WC
SN / Use for material p rfﬁﬁhing to WCF,///f,/Dégz:;y 5
fund reviews, sufary reviews and yrsn after
22 00 - O,lnd1v1dua1 t centers revieys-ot close of
a finangidl nature. FY
23 (///c4 ,,r//f/f/ covered
eA(E by agency and-subject. by budget.
2160-4  Management Council Cost Dis;nébﬁf?;;s FAD
i o) Use for material pertgfniﬁﬁ“to The §f?5y 5
distribution of centrdl agency yrsn after
22 00 - billings (GSA, DOL) to Departmen close of
agencies; FTS, SLUC, OWCP, et FY
[] -] - covered
EHKE by agency and subéd by budget.

~N/A

N/A

N/A

N/A

N/A

Destroy

5 yrs.
after
close of
FY
covered
by budget.

Destroy

3 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.

Destroy 5
yrs. after
close of
FY

covered

by budget.

/2 s00/11

’/02,;20-0 / /O

7y

”/szozw /ﬂ/a

oo


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

2180

Working Capital Fund Cost Distributions WCF

Use for material pertaining-to Working De§;rd§’5

Capital Fund cost center expense s. after
distribution to r agencies of close of
Printing Plapt; and Copier Ser!jp . FY

o covered

A ‘ by budget.
E by agency and subject.

Department Centralized Reimbursabde FAD
Program Cost Distributions Destroy 5
Use for material pertaining to S. after

Departmental centraliz€éd costs or close of
expenses made thr special FY
reimbursable agebunts which are ppd- covered
rated to the~agencies, e.g., gﬁffie by budget.
of Persomfel training progr and

LE by agency and suyfiject.

Cost Determination (A-76)

FM
Use for material which provides*$////////;estrqy
basis for efficiently usinge;xa' able whep”
resources in operating co cial and
industrial-type activitj

least-cost method
or contracting
services of
industri

Fl
equence.
Property FAD
Use for material pertaining to Destroy
property accounting. when 3
yrs. old.

FILE in alphabetical sequence.

- N/A

N/A

N/A

N/A

Destroy 5
yrs. after
close of
FY

covered

by budget.

Destroy 5
yrs. after
close of
FY

covered

by budget.

Destroy
when
1 yr.
old.

Destroy
when 1
yr. old.

WLAN

!ZQQﬂD ey

oo

’/a'e 200 /%14

-



2200 ‘
c&a o

2200-1

2200-1-1

FISCAL MANAGMENT FAD-~~
Use for material of/afaeneraI nature estroy
which pertains fiscal management when 3

which does ngt“fit elsewhere innthis yrs. old.
category.

N/A

Policy and Procedure
Use for background material which
documents the important aspects
of the development of Departm
policy and procedure.

NOTE: See 3010-1 for-disposition
of record copy of.fepartmental
directives.

FILE'DY origin, series-fiumber or in

ronological sequence.

External or Non-Series Instruqﬁ%ﬁﬁ;’

Use for material of a direckional De:;po&r’ N/A

nature which originates n S/0.

or which originates wi

is not part of a

directive syst

and other ma

existing

FIL

ronological sequen

Financial Reports 5 FM,

%zzfjg;,agéncy financial reports. & NFC N/A
Destroy

F. by agency and subj when 3
yrs. old.

Destroy
when 2
yrs. old.

Destroy
after

the
directive
is issued
or imme-
diately
when it
is known
that

no action
will be
taken.

Destroy
when S/0.

Destroy
when 3
yrs. old.

GRS-6-5a
i &a s

GRS-16-1d

742520ty//

fa2eef /|

/’/g 300 /af/j
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2200-3

2200-1

2200-4

2200-5

uwoo)

2200-13

2210

2200—23

s

2210-1

Aiag/

Payment Control Listing

Use for computer Tistings

Reports/Studies

Use for reports and studies which
pertain to fiscal management.

FILE by agency and subject.

Project Control
Use for memoranda, reponts”énd
other records documenting assignments

progresiaiigfgpmp etion of projects.
: Se file alphabetically b

FILE:
ti of project.

Appropriations, Receipts and Fund

Accounts
o avail-
co]1ect1qn, custody, and

depos1t of fuggs including appro-
priation warrants and certificat
of deposit

by agency and subj

Deposits
Use for mate

needed.

FAD
Destroy

5 yrs.
after
close

of FY
covered
by budget.

project
is
closed.

NFC 8 FAD

4] pertaining to istroy
- /'geyrs-, 3
months
E by name of vendor. after

period
covered
by
account.

N/A

N/A

N/A

N/A

N/A

Destroy
when no
longer
needed
for
refer-
ence.

;42&017/9

Destroy

5 yrs.
after
close

of FY
covered
by budget.

GRS-16-7

"/Qo?oa/a

Destroy
when no
Tonger

needed.

GRS-6-4

Josoa/sls

Destroy
when 3
yrs. old.

GRS-6-1
a&b

fao

Destroy
when 3
yrs. old.



2220 Collections

Liiao!  Use for material pertaiming to
billings, collectiohs, fees,

2200 "" collection schedules, and delip
accounts
‘47 eﬂﬂ/,/”//”/D period
E by name of verdor. covered by

account.

2230 Obligations
s Use %or material pertaining t

routine accounting record

allotted

2200~2_/ fund obligations subsjdiary to the months,
summary a]]otment atus reco after
Include obligatitn estimates44aid and period
unpaid and gtassified expefiditure covered
listings by
account.
Eth?E;§agency.

2240 Disbursements
Lran) Use for material pertaining
allotted fund d1sbursan,nt i.e.,

2200—3—3 copies of SF-1166 listings of 3 months
Department of Treasury checks i after
as payment fo./ﬁﬁichased s and period
services, contracts, e covered

by
Eltf/g;/;gency. account.
2240-1 Payments FAD & NFe~

TUse Tor material pertaining to the sf”NF

o) amounts disb

2200-3 FiLe

ed to payees. 6 yrs.
and 3

agency, indivi months

m . : after
period
covered
by the
account.

LA ) Use for material pertaining to checks
issued, stolen, splaced, mutilated,

220 Oﬂ.\} or destro

by agency and indi

idual name.

N/A

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
3 yrs.
after
the
period
of the
account.

Destroy
when 3
yrs. old.

GRS-6-1
a&b

%,?&00/4

GRS-6-1
a&b

”/ol;zov /& / /

GRS-6-1
a&b

12200 [3/3

GRS-6-1
a&b

”/&;cm/S

GRS-6-4

/2200 /\3/ /


http:r).:2;J.ov

2240-1-2 Expenditure Posting andABntrol FAD
Use for posting -won.ro, media Destroy N/A

Ao yhich suppor e general ledger. when 3
yrs. old.
2200—3-’ FILE by agency.
22 NFC
Destroy 6
yrs. and 3
months

after
peri
covered by
e
account.
2240-1-3 Fiscal Irregularities _,,,””EAB/& NFC
Use for materialfggptﬁfﬁ?hg to Destroy When
AMAY ecounting autberTzation irregutar- when 15 5
2200,3-4}1‘1:1@5. yrs. old. yrs,
old.
F Yy agenc
2240-1-4 GAO Exceptions FAD..& -NFC

ULtas Use for material pertatning to General —~Destroy N/A
A;count+ng—6§fjpefﬁ6§?ces of excep=—" 1 yr.
2200__ 3.,. tions, fo or informal after

related efrrespondenc exception
J; has been
by agency, reported as
cleared by
GAO.

2240-1-5 Certificates of Settlement
A Use for material pertaining to edpies
0o of certificates covering cl séacﬁ
2200-3-

account settlement, supplemental
settlements, and final-balance
settlements. Cergificates covering
periodic setzkgméﬁis are to be”
destroyed subsequent certificates
of settleménts are recetved.

(GRS 6-3) /

EHLE by agency:

settlement.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

N/A

GRS-7-4
”ano/3/&J

GRS-6-1a

’yﬂ}aﬂv/%/q

GRS-6-2

Janoofzs”

GRS-6-3a

;Zgjlrd/%/b



2250
Auray)

Imprest Fund
Use for material perta1n1ng
designations and audit o

mprest fund.

NFC, FAD, .&~

Exec..Serv. N/A
Staff

2200 g Also includes request .f4r changes in /Destroy 6
imprest fund. yrs., 3
m\m months
' after
+ period
411]12Lo“ - FILE subject in chronological covered
5}» uence. by the
account.

2260 Withdrawals, Restorations, and Transfers

of Appropriation Balances ,ﬁ’f/ir
Use for material of a general#Qature
which pertains to accountjnf for and
disbursing of funds, including

obligations, contrgl of expenditures
availability ang-transfer, and
advancement funds, etc.

“uva)
2200-2

Y o

VAot

FAD
Des

n 3
yrs. old.

OPTI’s FILE byagency and subjec
qppffcab1e.
2270 Accountable Officers FAD C
Atiaa  Use for material pert Jﬂfﬁé to state-‘//,De roy N/A
'9 ments—of—transactjons and accountabi 6 yrs.,
2[)0 2 21ty collectio /s"hedu1es and vo rs, 3 months
qu) and disbursement schedules after
a vouche period
,LEfﬁiszgency and subject. covered by
account.
2280 Fiscal and Accounting Codes FA NFC
ura o) Use for material p/rta1n1ng to code estroy N/A

nunbers used in he—atcount1ng sys
2 P00 P~ such as Cost espons1b11ty Cen

, (CRC) Codes.s Subcenter codess
e

app11cant’Eodes establi
budget-object codes

E by agen

N/A

Destroy
when 2
yrs. old.

Destroy
when 2
yrs. old.

Destroy
when 3
yrs. old.

GRS-6-1a

%L;lm;)/ &

GRS-6-5
a&b

Z /ozgm/a.

GRS-6-1

’%2 am%z/a/

GRS-6-5b

'/f2200/5/



2300 TRAVEL AND TRANSPORTATION , PPMD, FAD,
Use for material of a generalé,/’/’ PB&0, & 7A Destroy GRS-9-5a
nature which pertains to t 1 and NFC when 1 &b
transportation funct1ons4»no Destnoy yr. old. ,
covered elsewhere in_the following hén 2 523017/
categories. //// yrs. old.
NOTE: Logs and registers of pcf////
accountabgtity are to be destrdyed 1
yr. af entries are cleared.
F by agency and subﬁe:f.
2300-1 Policy and Procedure FAD
Use for background material which N/A Destroy GRS-16-1d
Apa) documents the important aspec ts-6f the after the P
2300-[—[ development of Departmental ohcy and directive A300/1//
!procedure. needed. is issued
2300,2- or imme- n/ @//
NOTE: See 3010-1 dispositio diately R 300
of record copy Departmental when it
directives. is known
that no
action
FILE Ay origin, serje$S number or in will be
ronological segdence. taken.
2300-1-1 External or Non-Series Instructions
Auvaw Use for material of a directional Destroy N/A Destroy / //
_ nature—which—origimates outsi e’ﬁgg; when /OA when S/0. ") Q300f1] &
2300-1-2 or which originates withi DA but v /q3 ,;:./;.,
-2, »is not part of a fonma ~03/
230( 2 2d1‘rective system.
and other materi
existing ins
FILE by origin, series
2300-2 Request and Authorizations FAD & N
Use for copies of vouchers, Destray N/A Destroy GRS-9-3a
memorandum copies of trave¥ requests, when 3 when & 3b
travel authorizations, ahd all yrs. old. funds "
supporting papers. are L300/
obli- ‘
NOTE: Destroy~inused ticket gated.

redemption fdrms, such ayy}F 1170,
when no lofiger needed fq

ei:lg}strat1ve usef/gR 9-3c).
F#CE chronologically by agency.



2300-3 Reimbursements FAD & NE
N Use for records pertaining-o Dest N/A
LA einbursing individua%j., whefl 3
2300_,_ 3trave1 orders, per djem vouchers, rs. old.

hotel reservations;

&5) supporting pap documenting offj
travel by officers, employees,
OF dependents 6r others authorj

2300-4 Reports
LiLa o) Use for travel reforts.
2300-1-5
2 ddaed,
OPL 'S
2300-5 Project Control

wrag/ Use for memoranda, repor N/A
- L records documentin ignments,
3300"/" progress and ¢ etion of project
FILE: se file alphabetic in which
titte of project. the
project
is closed.
2310 Temporary Duty Travel - Domestic FAD, -PPMD,
Y, Use for material of a general nature & NFC
which pertains to temporaryduty - Destroy N/A
230&—} domestic travel when 2
) yrs. old.
K @ FILE by hcy in chrgﬁ gical
_ \ sequenCe or alphabetitally if
w«.&oﬁ“ am’?cabm.
2320 Temporary Duty Travel - Foreign- FAg:‘EBMDv”
Use for material of a generd| nature NE|
estroy N/A

when 2
yrs. old.

Destroy
when
funds
are
obli-
gated.

N/

Destroy
when no
Tonger

needed.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

GRS-9-4a
& 4b

ﬁ/élgo@/é 3

2300/

GRS-16-7

sl

?A;;30q//l

ﬁ/azzow//}
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2330

2340

2350
Suag)

2300- 2
?;’P‘;
q,«fia(ff
2350-1
darraqn/

2300-2-3

M]ézﬂ)&

Relocation
Use for material pertaining to employee
travel and relocation allowances.

FILE by subject in chronological
sequence.

Sickness or Death while in Travel
Status

TUse for material pertaining to the
necessary arrangements required in the

event an employee becomes ill or dies
while in travel status. (In case of

death, information is filed in OPF).

FILE by employee social security
number

Transportation of Things

Use for material qj/ﬂ’genera] nature
which pertains to the transportation
of things.

FILE agency in chrqgn?ﬁﬁ?:;;
_sequence.

Freight
Use for material perta;:;pg’1fr’
movement of goods by rnment or
commercrial carrgggs4”9May include
commercial or government bills of
lading and other data which
he transaction.

F by subject and c

Transportation Rates
Use for material f
carrier rat

rol number.

NFC
Destroy
6 yrs.
and 3
months
after
period
covered
by
account.

N/A

NFC
Destroy
6 yrs.
and 3
months
after
period
covered
by
account.

N/A

N/A

’tﬁﬂd,fﬂ”'ﬁﬁﬁar&
pertai PD-00

Destroy N/A

when S/0.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

N/A

GRS-6-1a

GRS-6-1a

GRS-9-1
a&b

’74230z74§/13

”/ 2 30@/@ /;5"



2350-3 Reports

~tuuao’ Use for transportation reports, e.g.,

?300 2"6 shortag:wzmm{age, etc.
FILE by-agency and subject in
cbronological sequence.

2350-4 Project Control
Use for memoranda, reports and other
records docunenting-asSsignments,
23 00'2-‘7 progress and etion of project:”

FILE;~Tase file alphabetically by
e title of the _project.

Destroy
when 3
yrs. old.

PPMD, FAD;
NFC
Destroy 1
yr. after
the yr. in
which the
project is
closed.

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when no
longer
needed.

”:QBO@/ 2

GRS-16-7 _
" &50@/&«/ 7



2400

2400-1

2400-1-1

2400-2

NSV, DN,
2400

-ﬁﬁ progress and completion of projects-

FEDERAL ASSISTANCE
Use for material

a general nat Destroy N/A
when 2

yrs, old,

operation

the Federal assistance~program.
EX¥LE by agehcy<’////;e

Policy and Procedure
Use for background material which

docunents the important aspects of
the development of Departmental
and proceduren

N/A™

NOTE: See 3010-1 for
of record copy of D
directives.

FILE y origin, series n
onological sequencgx

er, or in

External or Non-Series Instructipnﬁ'
Use for material of a diregéjeﬁé1

nature which originates oqutSide USDA
or which originates wittiin USDA but
is not part of a fgrmal Departmental
directive syste Includes commen

and other matefial on proposed
existing instructions.

FILE by origin, series ber or in

onological seque

Project Control
Use for memoranda, reports’and other
records documenting .assigments,

Destroy” N/A

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

FILE:
titTe of project

Se file a]phabetffﬁ??;’;;
)(’//

N/A

Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when no
longer
needed.

GRS-3-17b
742$&ro/

GRS-16-1d

;42#09/7

fotoof

GRS-16-7

Jaten 1



2410

2420

2430

2440

Educational Institutions

Use for material pertaining to the
continuing—Federal financial
assistance provided to the
educational institutions based on
the institutions' compliance with
approved mandates.

FILE by subject in chronological
sequence.

State andclocal Governments

Use for material pertaining to

approved programs with state and Tocal

Government financial assistance.
Files will also contain statements
that the program(s) will be cond-
ducted in compliance with all
requirements imposed.

FILE by subject in chronological
sequence.

Institutions of Higher Education,

~“Hospitals and Other Non-Profit
Organizations

Use for material pertaining to the

Federat—fimancial assistance to

these institutions.

FILE by subject in chronological
sequence.

Loans
Use for material pertaining to
loans.

FILE by subject in chronological
sequence.

FM, NFC

Destroy N/A
6 yrs.,

3 months,

after

period

covered

by account.

FM, NFC :
Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

FM, NFC

Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

FM, NFC

Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

GRS-6-1a&b

GRS-6-1a&b

GRS-6-1a&b

GRS-6-1a&b


http:Institutions.of

-~

2450 Grants M-

i’ Use for material pertaining to the M[,/Nﬁ\
2 transfer of money or property to NARS -~
2405?' assist recipients to accomplish”a when 10

g v public purpose authorized
R, including all formula,
other grants and coppérative agree- MW"/

ments not speefficially described in §W
. og“t‘f;

statute, 'yy-s—o'}d.

the follo
FI
2450-1 Grant Control Files FM_
(uad) Use for material pertainjngto 1ndex70estroy N/A

es, registers, logs or-other rec when S/0.

2400-2 /grelatmg to contyet of assign
¢ nunbers of i n’mf_ymg(p;o{ét:s,
&}ﬁ:ﬂ applicatipa$ and grants?

N/A

N/A

GRS-3-17a
”92‘/0‘0/;/

GRS-3-16

'/02 Yo /&/j



2500-1-1

2500-2

2500-3

REEOFtS

CLAIMS.

Yse—for material of _a-Ggeneral nature
pertaining to claffs for a right to
something, e,a<, a title to a debt,

icy a —
Use for background material which’
documents the important aspects of
the development of Depart efital policy

and procedure.

NOTE: See 3010-1 for disposition
of record copy Departmental
directives.

FILEAY origin, series nymber or in

ronologicah sequences

External or Non-Series Instruc;iﬁﬁs
yse FOor maceria: or a uirectiona:
nature which originates side USDA
or which originates 3ut in USDA but

is not part of a/ﬁprma] Departmental _~

directive syste Includes comments-”
and other mgg‘ ial on proposed and
existing imastructions.

FILE ¥y origin, serieéegumsg:/:; in

cpfonological sequence.

Use for ctraims reports.
F by agency and

" Project Control

position
of case.

Destroy:
when . no
longer

éeded.

Destrgy/

wheni S/0.

NFC
Destroy
when 3
yrs. old.

Use for memoranda, repqpts’ghd other roy
records document ing.a$§signments, 1 yr.
progress and caompTetion of projects. after

tically by
e of proje

the yr.

in which
the
project

is closed.

N/A

- N/A

N/A

N/A

N/A

Dispose
of 1 yr.
after
final
dis-
position
of case.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when_S/0.

Destroy
when 3
yrs. old.

Destroy
when no
longer

needed.

"/Dzacm/ 7

GRS-16-1d

74;53@/6

s

” eafﬁéy/Q/

GRS-16-7

’/OUM/G



2510

o’

>200 7~2

I

4iLL.GFLZ

2520
Atrao)

200 ’7-
§

ddoprd

2530

agr

2540

Claims Against the U.5.

Use for materia Dispose

submitted b aimants agains of 1 yr.
after
Yy agency, subj , and claimant. final
: dis-
position
of case.
Debt Claims s”#MEhB
Use for material pertaining to claij Di spose
by the Unitéd States. of 1 yr.
after
by agency, subj , and claimant final
dis-
position
of case.
Dual Compensation Debts FAD
Use for material pertaining to dual Dispose
compensation. of 1 yr.
after
FILE by subject. final
dispos-
ition
of case.
Damage/Loss of Government Property FAD
Use for material pertaining to the Dispose
willful destruction of or damage, of 1 yr.
theft, etc., to Government property. after
final
FILE by subject. dispos-
ition.
Damage/Loss of Shipments FAD

correspondence, memorafida, and other yrs. old.
records re]at1ng/zo’the administratfon

of the Governpefit Losses in Shlpmént

Act, and apy“claims that may-€nsue.

Use for material perta1n1ng/;e/fhe Destrby
schedules of valuables shipped ‘4/////ﬂﬁ§n 3

N/A

N/A

N/A”

N/A

N/A

Dispose
of 1 yr.
after
final
dis-
position
of case.

Dispose
of 1 yr.
after
final
dis-
position
of case.

Dispose
of 1 yr.
after
final
dispos-
ition
of case.

Dispose
of 1 yr.
after
final
dispos-
ition.

N/A

Yoae)7)2

"/Qam/? !

GRS-9-2

fazoe/2/y



2560

2570

Irregularities/Discrepancies

Usenfor material pertaining to the
documentation of irregularities/
discrepancies with sufficient
information to enable processing
of claims.

FILE by subject in chronological
sequence.

Waivers
Use for material pertaining to the

retinquishing of a known right,
interest, etc.,

FILE by subject.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition

of case.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition
of case.

N/A

N/A

Dispose
of 1 yr.
after
final
dispos-
ition
of case.

Dispose
of 1 yr.
after
final
dispos-
ition
of case.

M



2600

2600-1

2600-1-1

2600-2

PAY AND ALLOWANCES

Use for material of a general nature

pertaiming—to—salaries and deductions,
and expenses such as cost of living,

living quarters and education allow-
ance.

FILE by subject in chronological
sequence.

Policy and Procedure

Use for background material which
documents the important aspects of
the development of Departmental policy
and procedure.

NOTE: See 3010-1 for disposition

of record copy of Departmental
directives.

FILE by origin, series number or in
chronological sequence.

External or Non-Series Instructions

Use for material of a directional
nature which—originates outside USDA
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other materiak on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

Payroll
se for general corgespondence
pertaining to pagyroll preparation

processing.

FILE subject in ¢
quence.

NFC, FAD
& BS
Destroy
when 3
yrs. old.

NFC, FAD
& BS
Destroy
when no
longer
needed.

Destroy
when S/0.

yrs. old.

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 2
yrs. old.

GRS-16-1d

GRS-2-2

“ omoﬂ/(



2600-2-1 Payroll Preparation & Processing
ungs Use for material pertaining to payhgf{
control servicesg including payrol)
2200-5-1 sunmary control and certificatiop
1M

o ) control documents which include-a
M source documents used to authprize
nuzj&ﬂuﬁ?j’ or change payments to payﬁifi
YTQZQ) a. Preparation and processing of NFC & FAD.~
(;425.. T&A's and logs which support time Destro N/A
and attendance. after”GAO
audit or
en 6
yrs. old
whichever
is sooner.
b. Flexitime Attendance Recgrds- Destroy N/A
Supplemental time and at?gpdgnce after
records, /Auch as sign ip/5ign out GAO audit
sheets Znd work repg;pspﬁsed for or when
time gécounting undef flexitime 3 yrs. old
systems. whichever
is sooner.
FILE by agency and alphabetically by
mployee
2600-2-2 Llevy and Garnishment /94{/ PER-& NFC
Use for official notice6f levy or estroy N/A
DL garnishment—HRS Form 668A or when 3

2200_5,2 equivalent) change~51ip, workpapers, yrs. old.

correspondence,-felease and otfer
forms, anda;gcérds relating to
charges agafnst retiremént funds or
attachmerft of sala y/ggr payment of
othep-debts of fe¢deral employees.

-

LE in 0

Destroy
when 2
yrs. old.

Destroy
when 2
yrs. old.

Destroy
when 2
yrs. old.

f%é;o%ﬂé//i

GRS-2-3b

GRS-2-23

! /;zam) /f/c?«



2600-2-3 Payroll Changes NEC~
Use for material pg;;afﬁ?;; to payroljzf’ﬁggtroy - Destroy
oot changes slips, excTusive of those.of when 1 month

! the OPF. related after
2260”5'3 records end of
FILE social security number and are pay
i1f chronological-Sequence. audited period.
g by GAO or
when 3
yrs. old,
whichever
is sooner.
2600-2-4 Administrative Payroll Report Files FAD.-&NFC
O Use for workload and-personnel estroy N/A Destroy
3 5 ‘f management report§ or data which when 2 when 3
wafhj', ~ ¥ pertain to‘payF311 operations yrs. old. yrs. old.
lj;z 7y  pay admi is;tr‘ation.(ﬁ/ﬂ/ﬂ_‘,,,wim
ELtE/?:/zhronologic sequence.
2600-2-5 Allotment Authorization NFC

Luay) Use for material which pertains to—""
request—and—authorization for-or
22 ool change and revocatio/n,.of’ﬁ]otments.

[ -
Ch “11 a. U.S. Savings Bonds. If record Destroy N/A N
7ue) " is maintained on earning record when

'3” card. super-

e ftﬁ%n seded
‘ : or after
separa-

tion of
enployee.
If
employee
transfer,
within

must also
be trans-
ferred.

GRS-2-15
a&ec

a5/

GRS-2-17a

fgéigoq/g/y


http:those_.,.of

b. All other authorizations includi
union dues and savings.

2600-2-6 Employee Tax Exemptions—
dias) Use for withhoTding.¥ax exemption
aa certificates, s 'Sas IRS Forms s
2200-&r/ and similar forms.

2600-2-7 Tax Files

_ Use for reports of withheld Federal
’x11;41<9 taxes, such as IRS Forfh W-3 with
2200." [0'2 related papers,)'ﬂcfﬁding reports

relating to ipedme and social secufity
taxes.

agency and sociat” security

2600-2-8 Payment Control Listing-
{Lling) Use tor material pertaining to pay
and allowances deSignations.
2200 ? cost verlflcation and sub-
registers,and error i

Ab.]

uenc

"Reports
Use for reports pertaining to pay
and/or allowances.

FILE in chronological

2600-3

FILE by subject and agency.

after
transfer

or separa-

tion of

employee.

EC™

is s/o.

NFC
Destroy
when 4

yrs. old.

yrs. & 3
months
after
period
covered
by the
account.

NFC, FAD
& BS
Destroy
when 5

yrs. old.

seded or

Destroy 4
yrs. after
information

& FAD
Destroy 6

N/A N/A
N/A N/A
N/A N/A
N/A N/A

N/A Destroy
when 5
yrs. old.

GRS-2-4

GRS-2-18a

&b
’74220@747//

GRS-2-18c

s

GRS-6-1a

’/,2 ;:ro/ i



2600-4

2200-13

2610

2620

2630

Project Control

Use for memoranda,
records document.i

progress an jon of p
FILE: ~Tase file alpbabéf;:;f1y by

e of project«"

Internal Control

Use for material pertaining to the
effective—control over pay and
allowances, including appropriate
internal audit.

FILE by agency in chronological
sequence.

Principles and Standards

Use for material pertaining to
administering pay and allowances
affairs in conformity with
accepted principles and standards.

FILE by agency in alphabetical
sequence.

Special Allowances to Civilian

Employees

Use for material pertaining to

allowances for expenses incurred
when employees are required to
serve in other capacities in
connection with their official
duties, e.g., notaries public,
requirement to wear uniforms, etc.

FILE by agency in alphabetical
sequence.

orts and other estroy N/A
g assignments, 1 yr.
omplet jects. after

the yr.

in

which

the
project

is closed.

FSD

Destroy N/A
when no

longer

needed

for ref-
erence.

FAD & NFC
Destroy N/A
when 3

yrs. old.

FAD & NFC
Destroy N/A
when 3

yrs. old.

Destroy
when no
longer
needed.

N/A

Destroy
when 1
yr. old.

Destroy
when 1

yr. old. .

GRS-16-7

"/o?;m) //3>



3000

3000-2
NV, VS,
3000-8

3010

3o00-1

RECORDS MANAGEMENT
Use for material Qﬁ/ixggneral nature troy

IMD

which pertains the overall paper- when 3
work manag t program. : yrs. old.
FILE subject in chronologigal

5
Studies and Survey Reports IMD
Use for formal reports o Destroy
paperwork studies qnd en S/0.

ing performance afd

cedures, ope
s, and aid managément.

effective

phabetica]]y_by/;gency
d subject.

Use for memoranda,

ports and other estroy
fhg assignments, - 1 yr.
progress andg-ompletion of projects. after

records docume
//,f”p the yr.

FILE: ~Case fi]ezilgbabetica11y by in which
itle of projects the
project
is
closed.
e L -
Directives Management, MD; ECR
Use for material a general nature & NFC
which pertai:é,269§;;1c1a11y pub- Destroy
lished instruftions, regulatigns’, when 3
and proceddres which regulatg and yrs. old.

direct.gperations and formance.
Bdff/:; directtw(ﬁﬁ;;Zi or subject.

N/A

N/A

N/A

N/A

Destroy

when 1
yr. old.

Destroy
when S/0.

Destroy
when no

longer
needed.

Destroy

when 1
yr. old.

ﬁééovzr’

'VZBmﬁv/‘7

GRS-16-7

] 5

3000/



3010-1
ALan)
3000-1-2

Departmental Directives

Use for directives originated within

USDA.
:9 Departmental Regulations (DR's) IMD
and Departmental Manuals (DM's) in PERMANENT. When  Destroy
the 1000 and 9000 classification Offer to 5 yrs. when no
series.)) A1l others can be destroyed NARS i /n old. longer
when no ‘longer needed. 5 yrs. needed.
blocks
when
0 yrs.
old.
b. Secretary's Memorandum ECR
(SM's) and any Departmental directiyes PERMANENT. Destroy
signed by the Secretary. Offer to when no
}///y NARS 1w S longer
y when-5 a0 neaded.
4 yrs. old.
c. Departmental Notices (DN's), IMD N/A Destroy
Administrative Regulationsi and Destroy ' when no
Internal Office Notices. longer
needed.

NOTE: IMD has the regord copy of all
published Department&] level directives
with the except1on 6f Secretary's
Memos which are mp1nta1ned by ECR,

NFC Manuals which are maintained by
and the DPM which is maintained by
For WORKING PA ERS and BACKGROUNB/QP
material, see'Policy and Proced

under each gategory. File extgtrnal or
non-series/instructions undep/the
appropri fe subject and disfose of them
when S/@.

FILE/by series designapbr, and classi-
fxyCation code, and tftle.

somofifa ac )
TRt

[300/)f2 b

GRS-16-1c

”/‘Bovv/éégc,



3010-1-1
o/
30004-3

3010-1-2
Aduroa)

3000-1-*%

3010-2
Airos?

3000-1-1

3020

3000-2

External or Non-Series Instrug#fons IMD..~
Use for material of a diregtional estroy N/A Destroy
nature which originatesutside USDA when S/0. - when S/0.
or which originatg;/uf hin USDA bu
is not part of a formal Departmental
directive syst Inc]udeslg_ ents
and other m ter1a1 on propOSed
and existifng instruct 10 8%
Flt%Aﬁ;:;wg1n, eries number or in
onological sgq/che.
Distribution, Maintenaacg and
Printing Destroy N/A Destroy
TUse for materi pertaining to th when 1 when S/0.
prinmting, detfvery and storage yr. old.
directives. or
P when no
FLA by issuance nymber. longer
needed.
Docket s ECR
Use for material whic ECTORS
prepared for publicafi PERMANENTc  When Dispose
Federal Reg1ster Offer to 5 yrs. of when
to the organi NARS in old. material
basic poli 5 yr. is pub-
its age blocks 1ished
when in the
F by agency and-docket number. 20 yrs. old. Federal
Register.
Forms Management IMD & NEG-
Use for general mater1§1 perta1n1ng DestrOy N/A Destroy
to the planning and.execution of en 3 when 3
procedures to staﬁdar1ze design, yrs. old. yrs. old.

construct, and “control the use,

nwnberingf’and distribution oms.

E in chronological

”/3017&/; JE

[aeoo/s) 4

ool



3020-1-1
AL/
300%- 2-

3030

3coo-3

Forms Master File

Use for the record copy

of aéh

form created by an agency #ith
related instructions ang
docunentation showing Anception,
scope, and purpose of the form.

NOTE : WOrking’pépers, background

materials, rggﬂisitions,
tions, sing data,

related Aorm is disconti
supergéded, or cancell

specifica-
and g¢dntrol

to be destroyed~“when

ed,
. (GRS-16-4b)

FME by agency and form number.

Functional Files
Use for a collection of

arranged by functional c

management actions,
mining whether ne
developed and a
existing form

the fp'rms management

fo

ice.

FXY.E by functional Zclassification.

Reports Management

Use for materials relati

reportsmanagement program. Includes

correspondence and_Andex
recurring or si
a control fil

currently

recurring or

tion reports and
of all proposed,
quired, cancelled

to the

of current

situgtion

IMD
Dgsf;oy
5'yrs.

/a fter

/7 related
form is
discon-
tinued,
super-
seded,
or
cancelled.

related
form is
discon-
tinued,
super-
seded or
cancelled.

tinued.

N/A

N/A

N/A

Destroy

GRS-16-4a

when S/0. ”/éavv/ev/l

Destroy
when S/0.

Destroy
when 1
yr. old.

'y/;uwn/;/@L

GRS-16-8

/aaw/B



3031

3040
a0/

3000-L/-

3040-1
A1 /)

3

+ Jumsuwd
RS etatiery

3040-2
Ao/

3000-4-2

Public Paperwork Burden Control DCO, OIRM

Destroy
when S/0.

Use for material pertaining to
minimizing the Federal paperwork
burden for individuals, smald
businesses, and State and local
governments.

FILE by subject in chronological

Files Management,

sequence.
D & NFC
atvFE"”‘ggstroy

Use for material of a general

which pertains to the stgragé, re- when 3

tention, and dispositidn of records. yrs. old.

FILEASY subj in chronological

Filing Systems IMD

Use for material pertaining to filing Destroy

systems and techniques evolved to when

maintain records for retrieval and records

scheduled disposition. are
destroyed
or when
no longer
needed
for ref-

FILE alphabetically by agency. erence.

Records Holdings

Use for statistii;;q29¢6:ts of agency Destroy

records holdings reggGired by the when 3
dministration yrs. old.

General Service
including fee é?’reports from al
offices agﬁ/ﬂgta on the volyné
of record$ disposed of by.destruction
or trarfsfer.

FALE by date of repﬂﬁif//

Mail Management

Use for material~0f a general nature Destroy

which pertaips” to management of m when 2
and which.dbes not fit el sewhe n yrs. old.
this c

FALE in chronological-Sequence.

N/A

N/A

N/A

N/A

N/A

Destroy
when S/0.

Destroy
when 1
yr. old.

V3000 4

Destroy ‘7@zzw Yy
when

records

are

destroyed

or when

no longer

needed

for ref-

erence.

GRS-16-6a&b

300>

Destroy
when 1
yr. old.

GRS-2-2a
ove)s”

Destroy
when 2
yrs. old.


http:genera!,Ji.at

3050-1

LUad

Jpo0-5-1

3050-2

ua )
3000-5-2

Receipted and Routed Mail
Use for material pertaining to thﬁ/
receipt and routing of incoming ahd

outgoing mail handled by the USPA
mail and messenger service.

a. Records relating to iné%ming or
outgoing registered mail-"pouches,
registered, certified, insured, and
special delivery mai} including
receipts and reﬁ::pfreceipts.

b. Application fo register and

certify mail.

c. Reporf of loss, rifling, delay,
wrong qefivery, or other improper
treatpént of mail.

FIl£ alphabetically by agency” and

eceipt number.

Postal Irregularities.”

1ozj/gp-destruction
EME by subjec

RMD
Use for material pertaining to f/,.a-/"'ﬂ?lg‘estr'o_y 3
irregularities in the handling ¢ yrs. after
mail, such g;/fbss or shorta of completion
postage stamps or money ers, or of investi-
ail. gation.

Mailing Lists

Use for material pertaining to addi-
tions, deletions, and changes to the

automated mailing lists.

FILE in chronological sequence.

MRMD
Destroy
when 1
yn. o)d.

Destroy
when 1
yr. old.

yrs. old.

MRMD
Destroy

when S/0.

N/A

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy

when 1
yr. old.

Destroy
6 months
after
comple-
tion of
investi-
gation.

Destroy
when 1
yr. old.

Destroy
when S/0.

[0/

GRS-12-5a

GRS-12-5b

GRS-12-5¢

GRS-12-8

“//Bovv/GVCL

GRS-12-7

faawofsl5



3052

3060

3070
iy’

3000-b
g

3080

Messenger Services

Use foc material pertaining to the
receipt and routing of incoming and
outgoing mail handled by USDA

messenger service.

FILE alphabetically by agency and

receipt number.

Correspondence Management

Use for material pertaining to
standards for written communications,
e.g., letters, telegrams, endorsements,
sunmary sheets, postal cards, memo-
randums, and routing slips.

Micrographics Management

Use for surveys conducted to evaluate
various technological systems, their
applications in improving performance,
as well as feasibility and cost

}mpact.

FILE in chronological sequence.

Records Disposition

Use for correspondence and

material pertaining to descriptive
inventories, disposal authorizations,
schedules, and reports.

a. Basic documentation of records
description and disposition programs,
including SF-115, Request for Records
Disposition Authority; SF 135, Records
Transmittal and Receipt, and related

documentation.

MRMD
Destroy
when 1
yr. old.

OIRM
Destroy
when S/0.

OIRM
Destroy
when
completed
study is

5 yrs. old.

OIRM
Destroy
when

3 yrs.
old.

Destroy
when
related
records are
destroyed,
or when no
longer
needed for
admini-
strative or
reference
purposes.

N/A

N/A

N/A

N/A

N/A

Destroy GRS-12-5a
when 1
yr. old.

Destroy W

when S/0.

Destroy GRS-16-14

when u/.
2 yrs. //30vf749
old.

Destroy
when 1
yr. old

Destroy GRS-16-3a
when
related
records are
destroyed,
or when no
longer
needed for
admini-
strative or
reference
purposes.



3090

b. Working papers and background
material.

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

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
months

after final -
action on
project
reports

or 3 yrs.
after
completion
of report

if no

final

action is
taken.

Destroy N/A
when S/0.

Destroy 6
months
after final
action on
project
reports

or 3 yrs.
after
completion
of report
if no
final
action is
taken.

Destroy
when S/0.

GRS-16-3c



3100

3100-1

3100-1-1

3100-2

loo-]

MANAGEMENT OF INFORMATION RESOURCES

Use for material pertaining to the
management and control of all
types of information resources.

FILE in chronological sequence by
project.

Policy and Procedure

Use for background material whic
documents the important aspec
the development of Depar
and procedure.

NOTE: See 3010-1 f
of record copy o
directives.

rd
FILE'by origin, series number or in
ronological sequence.

External or Non-Series Instru;tfggg

Use for material of a dire “onal
nature—whichoriginates
or which originates wi
is not part of a
directive syst
and other ma
existing j

hin USDA but

rial on proposed
tructions.

Studies/Reports

-~
FILE by agency and subj .
-~

tside USDA

al Departmental
7 Includes comnepts

OIRM
Destroy
when 3
yrs. old.

OIRM .+
Dg;troy
when no

i onger
needed.

Dest
W, S/0.

IRM
Destroy
when
3 yrs.
old.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy

after the
directive
is issued

or imme-
diately
when it
is known
that no
action

will be
taken.

Destroy
when S/0.

Destroy
when

3 yrs.
old.

GRS-16-1d

j%é/azy/y

'7/3/0?76//

/ 3/@/ 7
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3100-3
Ao

3100-10

3100-4

Project Control .

Use for memorafida, reports and ot
records docmmenting assignme

bl
progress and completion of-projects.

FILEZ” Case fj]e alptfabetically by

Feasibility Study Files-

Use for material peptaining to the

OIRM
Destroy
1 yr.
after
the yr.
in which
the
project

is closed.

study of specifig-functional areas when 3

within 3100 classification. Inclwdes yrs. old.

system and a requirements,

alternatiyés, benefits, cost data,

and other related dfigggnfs.

F by system name<

Plannin PD-OIRM-

Use for material not dirept%’ﬂe] ated est”r'%s’

to either 10ng-ranggﬁp1ﬁﬁning nor when no

capacity planning.4acluding: PD longer

annual work g}aﬁs; ad hoc requeésts; needed

correspondente with exterpal agencies, for

etc. aﬂ////,/’¢ reference.

FILE“by agency a1d in chronological

quence.

Long-Range Planning PD-OIRM”

Use for material pertainingdgpaﬂgbA Destroy

Tong-range IRM planning guidance; yhen no

agency LR IRM plans; g§DA LR IRM “ longer

plans; correspondange“with senior needed

IRM officials (ageficies and USDAT; for
reference.

LR IRM plans m external g?ncies,
5112 Q,QQ, etc. ‘
' /
30- 5 FILE agency and h chronological

N/A

N/A

N/A

N/A

Destroy
when no
longer
needed.

Destroy
when 2
yrs. old.

N/A

N/A

GRS-16-7

//3/av/ 2

“ /3/01)/@/14


http:vU..,.la

3112

3120

3120-1

ADP Budgets (A-11)
Use for annual

mission of agency~
ibi arratives fo;sﬁDPf’g
obligati and expenditures.

in chronologi sequence.

Capacity Planning
Use for material pertaining to

projected—future workload and service

requirements, estimated needed
capacity changes and plans for timely
delivery of additional capacity when
required.

FILE by agency and in chronological
sequence.

Standards

Use for general information on
standards, procedures, guidelines,
DIPS Program management requirements,
and waiver requirements.

FILE by subject in chronological
sequence.

Specifications

Use for material which pertains to
information processing standards,
procedures, guidelines and information
which describe performance require-
ments, practices, designs, sizes, or
other factors or characteristics for
hardware, software, or services.
Includes announcements of proposed
standards, requests for review and
comment, ordering and implementation
instructions, and qualifications to
specificaions such as exclusion and
verification 1ists. Also includes
responses to external agencies
proposing the standards as well as
subsequent agency communication.

FILE by subject.

-0IRM
Destroy N/A
1 yr. »
after
the
close
of FY
covered
by the
budget.

PD-0IRM

Destroy N/A
when no

longer

needed

for

reference.

RED

Destroy N/A
after 3

yrs.

Destroy N/A
when S/0.

Destroy GRS-5-2a

1 yr.

af{er 7‘3/0274%/‘9“
the

close

of FY

covered

by the

budget.

N/A

Destroy Wﬂﬁhr/

after 1
yr.

Destroy

when S/0. .
N



3120-2

3130

3i00-4-3

3140

31006
g in tlte
Cef b

3150

Request for Waivers

Use for material which pertains to
requests for warivers to DIPS Standards.

FILE by type of waiver.

Technical Approval Files

‘Use for material whi

Use for agency r

ests for technpical
ili DP

Security
pertains to
security adm1n/;£ ation. Include
rev1ei::/i39d1es, and plans.
FILE by“subject, agenc i
c

nologicah sequ

‘Review and Evaluation

Use for material pertaining to reviews
and evaluations of USDA IRM programs
conducted by internal or external
agencies.

FILE by agency in chronological
sequence.

Destroy
when S/0.

ATSD
Destroy
5 yrs.
after
receipt.

Destray
when 2

yrs. old.

RED

Destroy

when S/0.

N/A

N/A

N/A

N/A

Destroy
when S/0.

Destroy
when 2

yrs. old.

Destroy
when 1
yr. old.

Destroy
when S/0.

’/3/0—0/# /3

GRS-18-2
';{;/ov/é?

NN



3200-1

3100-1

3200-1-1
uay/

Sioo-I-|

ADP_MANAGEMENT OIRM

Use for material of a general nagflre Destroy N/A
which pertains to the study, when 3
selection, use, and managepent control _-yrs. old.

of ADP and word processjAg equipment,-”

operations, software ard systems./,A1so

includes files relating to machine

room operatiozé/aﬁg to information

and data produced through ADP

operations which are not described

elsewhere~in this category.

Policy and Procedure

Destroy N/A
when
londer

eeded.

Use for background material whic
documents the important aspects of
the development of Departmental
policy and procedure.

NOTE: See 3010-1 for“disposition
of record copy of Bepartmental
directives.

FILE by origin, s;zies number or in

hronological seguence.

External or Non-Series Instrucggﬁﬁ;

Use for material of a directignal oest;ay/» N/A
nature which originates side USDA when S/0.

or which originates witfiin USDA but

is not part of a forflal Departmenta

directive system<” Includes comments

and other matefial on proposed-~and

existing jypStructions.

FIL

Yy origin, series "number or in
onological sequénce.

Destroy
when 1
yr. old.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

75/03’

GRS-16-1d

’Q/B/aq//

”//S/Gv/C/O



3200-2

3200-3

3200-5

3210

3210-1
Ao/

$100-3

T
L. ]

)
W

Reports

Use for printed final reports
containing the statistical, tabul-
ation and an analysis of the findings
of a study or survey including a
narrative description of methodology
employed.

FILE by subject in chronological
sequence.

Project Control
Use for memora
records doc
progress

, reports and o
nting assignme
d completion o

Case file a

; abetically by
tle or proje

Design and Development
Use for material of a general nature

retated—to—apptications design and

development.

FILE by system name.

Information Requirements Studies

Use for material pertaining to
information—requirements studies

and system development projects.
Included are user requests, analytical
reports, design requirements,
feasibility studies, and cost/benefit
analyses.

ﬁl&dzizg)FILE by agency and project name.

;9&3 5
ddedf esf (,

Destroy
when no
longer
needed
for
reference.

N/A

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

N/A

OIRM
Destroy
when 3
yrs. old

N/A

OIRM
Dispose
of when
no longer
needed.

N/A

N/A GRS-20-
Part III,
Item 10
Destroy GRS-16-7
when no
longer "/3QW/{
needed.
Destroy VUUﬁK
when
S/0.
Dispose GRS-20, Part
of when 11, 3
no longer
needed. " ~B/0v/{3



3210-3
AL aal

3100-3-1

3220

Sloo -+

" services.

System Implementation Files OIRM
Use for material pertaining Dispose
to design, development, and of when

operation of an application no
system including system longer
instructions, user guides and needed.
manuals, input, output, and

report specifications, standard

operating procedures, block

diagrams, flow charts, coding

instructions, test plans, reference

to or copies applicable software

and reference materials, job

instructions, and simialr or related

files.

FILE by agency and project name.

ADP Test Files OIRM

Use for material pertaining to
the i DP equipment
and/or data processing methods
and procedures and to the trial
application of existing or
proposed data processing systems.
Included are requests for tests,
approvals or disapprovals, test
reports, and communications
relating to the test.

Dispose
of when
no longer
needed.

FILE by system name.

Resource Acquisition

Use for material pertaining to
planning and preparing for ingj
acquisition (including sele,

uxiliary equi
and attachmentsfor existing

equipment; and” ADP software a
ncludes app1i§3;4gn
ystem specifications and
of their revifﬂypmanufac-
tuper's proposals and-evaluation
thereof, documents relating to

studies

N/A

N/A

N/A

GRS-20,
Part II, 3

O/Bfav/(S

Dispose
when
no

1onger
needed.

GRS-20
Part 11, 2

o

Dispose
of when
no longer
needed.

Destroy
after

5 yrs.

or
discon-
tinuance,
which-
ever is
first.

7/(3/017(%



3220-1

2100 - 4 | vendors decl

3220-1-1

losing vengers
3loo-4-2 =™ '

3230
Lo/

3lo0-5

installation of equipment

e e

ark accoun
outputs, and

by system or product

or

valuations,

on information

ting
related

name.

Renchmark Demonstratiop~"

Use for computatio
outputs from wi

d nonrespo

benchmark .gérformance. -~

Benchmark Computation™

thformation
ng vendors an

nsive due to

OIRM
‘Pestroy

1 yr.

after
completion
of per-
formance
evaluation.

N/A

_—""0IRM

Use for informatfdon outputizfrom“’/

//’/”H

FI Yy venqu,r

Resource Utilization

(///’

Documents containing managemént

data on costs, equipmen
ing, workload capacitijes,
overall effectivene
word processing gperation
documents useg/tg evaluat
purchase, opefration and m
costs. Includes reports,
and simi¥r or rE]:;fgfdﬁ
FILE'Dy category (eduipme

/pfc.).

and

of ADP and

s. Includes
e r:p;ai,
aintenance
Jbriefs,
cuments.

nt, staff,

Destroy N/A
1 yr.

after

accept-

ance of

system.

OIRM -

Destroy When

when 15 5

yrs. old. yrs.
old.

Destroy
1 yr.
after
com-
pletion
of per-
formance
evalua-
tion.

Suon

“/sfoﬂ/@/ZL

Destroy
1 yr.
after
accept-
ance of
system.

Destroy
when 2

yrs. old.

“/%aﬁ%



3230-1 Information System Capabilitfes
ALas)  Use for material pertajning to

specific informatio t
3100-5-2 iy gra

capabilities, ingluding graphics
display, datamanagement systemS, and
other specndlized software-or

hardware:
jjtf/;;esystan 0

3230-2  Resource Inventory Files

J o) Use for documents relat o
jnformation resource ifiventories

3,00,5-[ including ADPE, office automatig
equipment, co er software
and relate 3

roduct name.

FILE &y category (equj
tware, forms, ett.)

3240 QOperations
it a) Documents, magnetic media, and

‘3 é; punched cards, maintained by ADP
00— activities in providing services to
4 ¢ other elements within the area sep<

?
"? M viced. These files are used p;}ﬁéri]y
D in preparing and controlling recurring
and one-time tabulations, regorts,
Ef}ézv 4 5 machine runs, briefs, printZouts, and
/ similar documents required by other
¢ &; elements in performing their functions
and missions. Included in the ADP
activity files are sc¢ratch tapes, test
tapes, raw data inpyt tapes, analog
magnetic tapes, working tapes, (input
and output), trapSaction tapes, con-
tinuous update tapes, sumary data
tapes, print t4pes, reformed data
tapes, security tapes, removable media
random acces$s devices; master tapes;
disks, digk packs, druns, and data
cells codtaining similar data; master,
detail /and summary punched cards;
machipge 1istings thereof; and copies
of ¢gbulations, machine runs, and
print-outs used for verification

J/pﬁrposes.

OIpM~~
stroy
1 yr.
after

discon-
tinuance.

'

Destroy
when 5
yrs. old
or when

no longer
needed
whichever
is sooner.

N/A

Destroy
1 yr.
after

discon-
tinuance.

“/S/uv/G/aL

' faieofs]

Destroy
when 3

yrs. old
or when

no longer
needed

whichever
is sooner.



3240-1

3100-b-1

a. Magnetic media, cards, reports OIRM &

and print-outs, designated as NFC N/A
record copy material. Dispose '
of when

no longer
needed for

b. Magnetic media and cards

which become obsolete as a result N/A

of updating, dumping, and trans-

ferred data. onger
needed
for
reference.

c. Transaction cards and listifigs. OIRM & NFC
Dispose of N/A
when no
longer
needed
for
reference.

d. Remaining fAles OIRM & NFC
Dispose of N/A
when no
longer
needed
for

FILE/by agency/area serviced and reference.

iyﬁject if applicable.

Data Processing Register and

Schedule Files N/A

Use for material pertainin
records of approved jobs seflecting
job numbers, requesting“office,

ich-
after

Job description, datg’received, ang com-
date due. Also, dptuments r'e;:-l)/,/St pletion
flecting availab¥e machine an of
personnel times job requi;gméhts related
priorities, #0d time-phasifg job or
informatigr”on individ a? approved on
jobs. Tuded areépégisters, discon-
schedyYes, and dire€tly related tinuance,
docyrents. //9 ever is
first.

N/A

N/A

N/A

N/A

‘/3/0‘0/@51_,
GRS-20,
Part I, 23

”/Ebaq/éb

GRS-20,
Part I, 23

”/éxag/&c

GRS-20,
Part I, 23

ﬂ/éhnyAéoL

GRS-20,
Part I, 23

310/



3240-2  Machine-Readable Housekeeping Records  NFC &.OIRM

—1an)  Use for routine administrative records  Dispose N/A
which are not requirged” for GAOoaadit foas :
3’00"‘&7'2 and do not serve/a(record copy of reference
information. (Pispose of record c6py material.

in accordan with instructiqps
RS-20, part

Dispose GRS-20,
of as Part 1,
reference 29

material. %/3{017/2/9_



3300-1

3300-1-1

3300-2

3100-"7

TELECOMMUNICATIONS MANAGEMENT

Use for material of a general nature
pertaining to the transmission,
emission, or reception of signals,
signs, writing, images, sounds, or
intelligence of any nature by wire,
cable, satellite, fiber optics,
laser, radio, visual, or other
electronic, electric, electro-
magnetic, or accoustically

coupled means.

FILE in chronological sequence
by project.

Policy and Procedure

Use for background material whi
documents the important as

the development of Departmfental policy

and procedure.

NOTE: See 3010-17for dispositio
of record copy-of Departmental
directive.

FILE/by origin, series number or in

ronological sequghce.

_E{ff/by agency

Use for material of a dire
nature which originates
or which originates yt
is not part of a
directive syst
and other m
existing ji

FIL

Telcommunications Equipment and

" Services

Use for material of-a general natg;g
which pertains requests for tele-
communice;j equipment and_telephone

servigg(

subject.

0TD
Destroy
when 3
yrs. old.

0TD
Des;rﬁ§r

wpen

longer
needed.

0TD, #MD

stroy
when 3

yrs. old.

N/A

N/A

N/A

N/A

Destroy

when 1
yrs. old.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be

taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

'/éov/oz

GRS-16-1d

GRS-12-

2b
“’/3m/7



3300-2-1 Request 0TD D
Aupasm/ Use f?{ records whiet pertain to estroy N/A
\3 ,7 installation, nge, removal a 1 yr. :
[100- 'j servicing equipment. after
Oxvng agdit3or
! F Yy agency an ject. when
(000 — 2"/ -8 yrs. old,
whichever
is sooner.
3300-2-2 Agreements ol
i Use for records of_afreements with Destroy 2 N/A
aQ/ background datg-dand other records yrs. after
3;00_7..2 re]atmg to_agreements for tele- expiration
communicgations serv1ces;///,/’ or can-
_ cellation
FI y agency and subject. of agree-
- ment.
3300-2-3 JIelephone Statistical Reports 0TD
Use for telecommunications statisical Destroy N/A
reports including cost and volume data. when
) ) 1 yr. old.
FILE by agency in chronological
sequence.
3300-2-4 Telecommunication Vouchers 0TD
Use for telecommunications reference Destroy N/A
voucher files. Includes reference when
copies of vouchers, bills, invoices, 1 fiscal
and related records. yr. old.
FILE by agency and control number.
3300-2-5 Operational Files e EMp— N/A
LU Use for material pertaining to estroy
/ message registers; logs, when 6
_ performance pegports, daily load months
[000 2"2 reports, ated similar old.

recor

EXLE in chronglegical sequence.

Destroy GRS-12-
when 1 2d(2)

yr. old. 73wvﬁﬂ

”//bov/ol/!

Destroy GRS-12
2 yrs. 2e

AN v [z00[7/a

ation
or can-

cellation
of

agree-
ment .

N/A GRS-12-2c¢
N/A GRS-12-2d(1)

N/A GRS-12-3a

e



3300-2-6 Telephone Statements,

Aluaa

Use for stat s and toll slips;

}600“2-3 FILE agency and/or incchrofiol ogical

3300-3

3300-4

3310

3310-1

uence.

Reports
Use for telecommunication reports,
e.g., transmission, emission, etc.

file by agency and subject in
chronological sequence.

Project Control
Use for memopahda, reports and other
records dgetmenting assignments

Voice Telecommunications

Use for material pertaining to voice
telecommunication policy, management,
and operations. This would include
DIPS Circulars, requests for
technical approval, general
information letters, and inventory
data sent for verification purposes.

FILE by subject.

Telecommunication Technical Approvals

Use for requests and all follow-up
information gathered in consideration

for approval.

FILE by agency.

Destroy
3 yrs.
after

period
covered
by
related
account.

0TD
Destroy
when 3
yrs. old.

Destroy 1

yr. after

the yr. in
which the

project is
closed.

0TD
Dispose of
when 3
yrs. old.

0TD
Dispose
when

no .
longer
needed

for
reference.

N/A

N/A

N/A

N/A

N/A

Destroy

when 1
yr. old.

Destroy
when 1

yr. old.

Destroy
when no

longer
needed .

N/A

N/A

GRS-3-11

”//& m/&/ 3

waw”

GRS-16-7

"f3300/4



3310-2

3320

3320-1

3330

3340

\boo-2-4

Telephorne Orders

‘Information copies of telephone

orders submitted.

FILE by agency and requisistion
number.

Data Telecommunications

‘Use for corresponde

Use for material pertaining to
policy, management and operation of
data communications facilities and
services. This includes requests
for technical approval for circuits
and equipment.

FILE by subject.

Data_Telecommunications Technicald
Approvals
Use for requests and all follow-up
information gathered in consideration
for approval.

FILE by agency.

Radio Telecommunications

Use for material pertaining to
radio transmissions, assignment of
radio frequencies, and microwave

transmissions.

FILE by subject.

Employee Locator Seryige€

forms and other r ords

pertaining to
comp11at1on

directory

FMD

Dispose N/A
of when '

1 yr.

old.

0TD

Dispose N/A
of when

3 yrs.

old.

0TD

Dispose N/A
when no

longer

needed

for

reference.

Dispose N/A
of when
3 yrs. old.

estroy N/A
2 months
after

issuance
of listing.

N/A

N/A

N/A

N/A

N/A

GRS-11-3

Yoo/



3400

3200

3400-1

3p00-1

3400-1-1
Yo
3200-)-1

3400-2

INFORMATION MANAGEMENT

Use for material of ”aenera1
nature which pert&ins to the
dissemination information and

e

Policy and Procedure”

Use for background material which

documents the mﬁbortant aspects of
development

and procedure.

e

Departmental polj

rgd’sposition
rtmental

FILg/6§/;::;:n, series number or in

chfonological sequence.

External or Non-Series Instructiops

Use for material of a directiondl
nature whrith—origimates out si
or which originates withi
is not part of a forma¥ Departmental
directive system. ncludes comments
and other mate on proposed an
existing instfuctions.

FILE origin, series nymifer or in

chronological sequen

Reports
Use for access to information reports.

FILE by agency in chronological
sequence.

when 2

yrs. old,

or
sooner
if no

longer
needed.

7Y

Destroy
when no
longer
needed.

Destroy
when 3

yrs. old.

N/A

N/A

N/A

Destroy

when 1
yr. old.

or
sooner
if no

longer
needed.

Destroy
after the

directive
is issued

or imme-
diately
when

it is
known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

2 200

GRS-16-1d

/32x7)

@/BJ%nyé/”



3400-3

Project Control

3400-4 Agency Projects
wwny  Use fo;' materii:(pgﬁ;ta:ining to
S S, S
3’00_23 pecia ager]cx rojec uc

as informat requirements studi
development projects

3410 ﬁnformation Collection
se for material pertaining to
informatiomr—cotlection activities of
the Department.

FILE by agency in chronological
sequence.

3420 Information Dissemination
Use for material pertaining to
dissemination activities of the
Department.

FILE by agency in chronological
sequence.

3430 Information Sharipg”

Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

OIRM
Destroy
when

no longer
needed

for
reference.

RED
Destroy

when no
longer

for
reference.

IRM
Destroy

when S/0.

N/A

N/A

N/A

N/A

N/A

Destroy
when no

longer
needed.

Destroy
when no

no
needed .

Destroy
when no

longer
needed .

Destroy

when no
longer

needed .

Destroy

when no
longer

needed.

GRS-16-7
@Azaﬂiyéf

”/é/aq/ﬁlﬁ

6/3/03/;/7



3440

3440-1
ALra2)

3200-4

3450

3450-1
3200-3
3200-3-|

Classified and Sensitive Information

Use for material pertaining to the
administration of security classifi-
cation of documents.

FILE by agency and subject.

Access to Classified Documents
Use for material pertaining to
requests and authertzatiom for
individuals ave access to

by subject.
FOIA and Privacy
Use for material of a general nature
which applies to FOIA or Privacy Act

matters which does not fit in the
following categories.

FILE in chronological sequence.

Freedom of Information Act (FOIA)
Kequests riles.

Files created 1n respons

for—imformatioe-under tHe Freedom of
Information Act consigting of the
original request, a £opy of the reply
thereto, and all rélated supporting
files which may #hclude official

file copy of refuested record or
copy thereof

to requests

a. Corresfondence and supporting
docyfents (EXCLUDING the
official file copy of the
récords requested if filed

herein) .

op
Destroy N/A

when 2
yrs. old.

Destroy

0GPA/0GC
Destroy N/A
when 2
yrs. old
or sooner
if no
longer
needed
for
admini-
strative
use.

Destroy

when 2
yrs. old.

Destroy
1 yr.
after
date of

reply.

Destroy
when S/0.

GRS-18-2

GRS-18-7

f220/d

GRS-14-20
GRS-14-30



- (3)

(1) Granting access to all the Destroy

requested records. 2 yrs.
after

date of

reply.

(2) Responding to requests for
nonexistent records; to
requestors who provide
inadequate descriptions;
and to those who fail to
pay agency reproduction
fees.

(a) Request NOT appealed. Destroy

2 yrs.
after
rd date

of
reply.

(b) Request appealed. Destroy

as
authorized
under
3450-1-1.

Denying access all or part
of the records fequested.

(a) Request/NOT appealed. Destroy
5 yrs.
after
date
of
reply.

(b)/ Request appealed. Destroy

// as
authorized

under
3450-1-1.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

GRS-14-16
a(l)

”/33%n>/3

GRS-14-16
(2)(a)

GRS-14-16
(2)(b)

GRS-14-16
(3)(a)

" [3300/3/)

GRS-14-16
(3)(b)



3450-1-1

b. Officia]/ file copy of requested

records.

FILE in chronological sequence.

FOIA Appeals Files

Files created in responding to
administrative appeals under the
FOIA for release of information
denied by the agency, consisting
of the appellant's letter, a
copy of the reply thereto, and
related supporting documents,
which may include the official
file copy of records under
appeal or copy thereof.

Dispose
of in
accor
ance
with
appyoved
agency
djs-
sition
nstruct-
ion for
the
related
records,
or
with
the
related
FOIA
request,
which-
ever
is
later.

N/A

N/A

GRS-14-16b



a. Correspondence and supporting Destroy N/A  N/A GRS-14-17a
documents (EXCLUDING the 4 yrs.
file copy of the records after
under appeal if filed herein). final

determi-
nation
by
agency
or

3 yrs.
after
final
adjudi-
cation
by
courts,
which-
ever

is
later.

b. Official file copy of records Dispose N/A  N/A GRS-14-17b
under appeal. of in
accord-

ance
with
approved
agency
dis-
position
instruct-
jon for
the
rel ated
record,
or
with
the
related
FOIA
request,
which-
ever
is

FILE in chronological sequence. later.



3450-1-2

FOIA Control Files

Files maintained for control
pur?oses in responding to requests,
including registers and similar
records listing date, nature, and
purpose of request and name and

address of requestor.

a. Register or listing.

b. Other files.

File in chronological sequence.

Destroy
5 yrs.
after
date

of

last
entry.

Destroy
5 yrs.
after
final
action
by the
agency
or
agency
final
adjudi-
cation
by
courts,
which-
ever

is
later.

N/A

N/A

N/A

N/A

GRS-14-18a

GRS-14-18b



3450-1-3

FOIA Reports Files

Recurring reports and one-time
information requirements relating

to the agency implementation of
the Freedom of Information Act,

including annual reports to the
Congress.

a. Annual reports at Departmental
agency level.

b. Other reports.

File in chronological sequence.

OGPA
PERMANENT. N/A  N/A

Offer to
NARS

with
related
agency
records
approved
for
permanent
retention
in agency
records
control
schedule
or when
15 years
old, which-
ever is
sooner.
Destroy N/A  N/A
when

2 yrs.

old or

sooner

if no

longer

needed

for

admini-

strative

use.

GRS-14-19a

GRS-14-19b



3450-2 Privacy Act Requests Files
Abas) FiTes created in response to requgsts
3200 _2 from individuals to gain access Xo
their records or to any inform
3200”2 [ in the records pertaining to them,
~“{ as provided for under 5 U.S,A.
552a(d)(1). Files contain/original

request, copy of reply théreto, and
all related supporting documents,

which may include the gfficial file
copy of records requested or copy

thereof. é//
a. Correspondence and supporting

documents (EXCLUDING the official
file copy of the records
requestgg‘if filed herein).

(1) fGnting access to all the Destroy N/A  Destroy GRS-14-25
equested records. Zf{rs. : lfyr. a(l)
after i after ; .
date date ﬂ/;;mv/ob
of of
reply. reply.

(2) Responding to requests f
nonexistent records; t
requestors who provid
inadequate descriptj
and to those who f
to pay agency repfoduction
fees.

(a) Request£ NOT appealed. Destroy N/A  Destroy GRS-14-25
2 yrs. when 1 2(a)
after yr. old.
date of
reply.

Requests appealed. Destroy N/A  N/A GRS-14-25a
as (2)(b)
authorized
under
3450-2-1.



(3)

Denying access to all or part

of the records requested.

(a) Request NOT appealed. Destroy N/A

5 yrs.
after

date
of
reply.

(b) Requests appealed. estroy N/A
as
authorized
under
3450-2-1.

b. Official file copy of requested Dispose N/A
records. of in

accord-
ance
with
approved
agency
disposi-
tion
instruc-
tions
for the
related
records,
or with
the

rel ated
Privacy
Act
request,
which-
ever is

Fihe in chronological sequence. later.

Destroy
when 3
yrs. old.

N/A

N/A

“ [3300(/)
GRS-14-25a
(3)(a)

GRS-14-25a
(3)(bh

GRS-14-25b



3450-2-1

Privacy Act Amendment Case Files

Files relating to an individual's

request to amend a record pertaining
to that individual as provided for
under 5 U.S.C. 552a(d)(2); to the
individual's request for a review
of an agency's refusal of the

individual's reguest to amend a
record as provided for under
552a(d)(3); and to any civil
action brought by the individual
against the refusing agency as
provided under 5 U.S.C. 552a(g).

a. Requests to amend agreed to by Dispose N/A
agency. Includes individual's of 1in
requests to amend and/or review accord-
refusal to amend, copies of ance
agency's replies thereto, with
and related materials. the

approved
disposi-
tion
instruc-
tions

for the
related
subject
indivi-
dual's
record

or 4

yrs.
after
agency's
agree-
ment

to amend,
whichever
is later.

N/A

GRS-14-26a



Requests to amend refused by
agency. Includes individual's
réequests to amend and to review
refusal to amend, copies of
agency's replies thereto,
statement of disagreement,
agency justification for refusal

to amend a record, and related
materials.

Dispose
of in
accord-
ance
with
the
approved
disposi-
tion
instruc-
tions
for the
related
subject
indivi-
dual's
record

4 yrs.
after
final
deter-
mination
by agency,
or 3 yrs.

“after

final
adjudi-
cation
by
courts,
which-
ever

is
later.

N/A

N/A

GRS-14-26b



C. Appealed requests to amend.

Includes all files created

in responding to appeals under the
Privacy Act for refusal by any
agency to amend a record.

File in chronological sequence.

Dispose
of in
accord-
ance
with

the
approved
disposi-
tion
instruc-
tions for
related
subject
indivi-
dual's
record
or 3
yrs.
after
final
adjudi-
cation
by
courts,
which-
ever

is
latere

N/A

N/A

GRS-14-26¢



3450-2-2

3450-2-3

Privacy Act Accounting of

Disclosure Files

F1les maintained under the provisions
of 5 U.S.C. 552a(c) for an accurate
accounting of the date, nature, and
gurpose of each disclosure of record
0 any person or to another agency,
including forms for showing the
subject indivual's name,
requestor's name and address,
purpose and date of disclosure
and proof of subject individual's
consent when applicable.

File in chronological sequence.

Privacy Act Control Files

files ma1n§ained for control purposes

imresponding—to—requests, including

registers and similar records listing
date, nature of request, and name
and address of requestor.

a. Registers or listings.

Dispose - N/A  N/A
of in
accord-
ance
with

the
approved
disposi-
tion
instruc-
tions

for the
related
subject
indivi-
dual's
record's,
or 5 yrs.
after
the dis-
closure
for which
the
account-
ability
was

made,
which-
ever

is

later.

Destroy N/A  N/A
5 yrs.

after

date

of

last

entry.

GRS-14-27

GRS-14-28a



3450-2-4

b.

Other files.

File in chronological sequence.

Privacy Act Reports Files

Recurring reports and one-time infor-

mation requirement relating to
agency implementation, including
annual reports to the Congress of
United States, the Office of
Management and Budget, and the
Report on New Systems.

d.

Annual reports at Departmental
or agency level.

Destroy
5 yrs.
after
final
action
by the
agency
or
final
adjudi-
cation
by
courts,
which-
ever

is
later.

0GC
PERMANENT.
Offer to
NARS.
with
related
agency
records
approved
for
permanent
retention
in agency
records
control
schedule
or when
15 yrs.
old,
which
ever

is
sooner.

N/A

N/A

N/A

N/A

GRS-14-28b

GRS-14-29a



b. Other reports. Destroy N/A  N/A GRS-14-29b
when 2
File in chronological sequence. yrs. old.



4000

Use for material pertaining to the

EMPLOYMENT

general administration and operat
of personnel functions, including

paid recuitment, etc.
FILE by agency and
Official Personptl File

a. Documents-pTaced on the right

1ing are prescribed by FPM 293-31.

opP

Destroy N/A
when 3 ,

yrs. old.

GRS-1-3
"’/ oo

Destroy
when 1
yr. old.

opP

30 days
after
separa-
tion from
Gov't.,
transfer
to Nat'l.
Personnel
Records
Center for
destruc-
tion 75
yrs. after
birth date
or 60 yrs.
after
date of
earliest
document
in folder
if birth
date
cannot be
ascerfained,

or 5/yrs.
aégé? latest
separation,
whichever

is later.

N/A  SEE NOTE G?S;&-lb




b. Temporary - Documents placed opP
on the left hand side of the Destroy N/A
folder comstitute the temporary upon
records of an employee. The separa-
documents and their order of tion or
filing are prescribed by FPM transfer
293-31. of
employee
or wh/en
1l yr
o1d¢”
which-
ever is
sooner.

c. All letters of reprimand, op
caution, warning, and/or admonishment. Minimum N/A
of 1 yr.
(unless
decided
unwarrant-
ed), or
until
employee
transfers
or
separates,
whichever
occurs
first.

d. Services Record Card (SF-7) op

Destroy N/A
NOTE: For supentisors' personnel 3 yrs.
files with mat? ial pertaining to after
authorizationg, pending actions, separation
request for gctions and records or trans-
on individugl employees duplicated fer of
in or not gppropriate for the employee.
official personnel folder, review
annually/and destroy superseded
or obsoYete documents, or destroy
all doguments relating to an
indivjidual employee 1 yr. after
sepafation or transfer. (GRS-1-18a)
(FIYE by nature of action and
nog by employee's name.)

SEE NOTE

GRS-1-10

GRS-1-2b



4000-1

4000-1-1

4000-2

4000-13

4000-3

Hopo-14

Policy and Procedure opP

a. Record copy of policy and Destroy
procedure which is published in t when no
DPM. longer
needed ¢
r‘/
b. Use for background mgterial which Dq§f?oy N/ A
documents the importanj“aspects of en no
the development ofcthé DPM or other longer
Departmental direcifves. " needed.
NOTE: See 301041 for disposition
of record cogy’of Departmental
directives mot published in the DPM.
d
y origin, serieq;ﬁﬁgger or in
¢hronological sequence.
External or Non-Series Instpuézions
Use for material of a dipectional Desgrcﬁf N/A
nature which originates“outside USDA when S/0.
or which originateg/ogthin USDA but
is not part of a_$formal DepartmentaLf//
directive system.c Includes comments
and otherygptéria] on proposed, and
existing #istructions. e
&
FILEASY origin, serig§yﬁﬁmber or in
ronological sequerce.
Reports g
Use for statistical #eports relating Destroy N/A
to USDA persog&g programs and when 2
functions a anpower managemept”and yrs. old.
evaluati
by agency and subj report.
Project Control
N/A

Use for memoranda, reports and Z:EEL’,af‘gi;troy
records documeng;pg assignments 1 yr.

progress and gompletion of projects. after
U/,/’f the yr.
FILE: se file alphabetically by in which
ti of project project

is closed.

Destroy GRS-16-1c¢
when S/0. "/L/crm)//

Destroy GRS-16-1d

after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

7‘/077)///

Dﬁstrgy GRS-1-16
when p

yrs. old. //!7/(”)@/{3
Destroy GRS-16-7
when no /

Tonger //7502/97
needed.



4010
dQo/

4p0p-2

4010-1
Ao/

4000-2-]

4010-1-1

Recruitment, Selection and op
Placement y
Use for material of a general ture Destroy
which—pertains to recruitmeng”efforts when 3
and job offers to potentigl employees. yrs. old.

FILE chronologically.

NOTE: SPISS-CEU péceives corres:f/x
pondence from Cgfgressional Members
inquiring about employment ,/
procedures ./ CEU responds by”
controlled acknowledgement. Files
are purged when 3 yrs. old.

FILF alphabetically bﬂfiongressional

uthor.

Recruitment op P
Use for material which pertaip{ to Destroy
recruitment efforts, e.g., lege when” 3
recruitment, USDA's recrujfment s. old.
exhibits, job fairs, caréer days,
College Placement Assod., paid
advertising, and vagcdncy announce-
ments outside USDA<" Additionally
inclades letters-of thanks to
universities apd other recruitment
sources for their cooperatiofi or
letters a?y sing universities, etc.,
of selections due to rgcfuitment
effort

FILZ chronologically by agency and

rganization, gtc.

Recruitment Bulletin oP

Use for relevant information on (SPISS-CEU)

weekly Departmental recruitment Destroy
bulletin, such as recommendations when 3
for improvement, or changes in yrs. old.
format or procedure.

FILE in chronological sequence.

N/A

N/A

N/A

Destroy
when 3
yrs. old

N/A

N/A

GRS-1-3

. Hero -

é/@éﬂm@/; /



4010-1-2

4010-1-3

4010-2

Y p00-2-2

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 pertajns to

employment offers and acceptance or
rejection of those offerss (Destroy
accepted offers immediajély GRS-1-4a)

Declined offers

a. Names received from certificate
of eligibles.

b. Temgorary or excepted appointments.

A1l others

opP
(SPISS-CEU)
Destroy
when no
longer
needed for
reference.

N/A

op
(SPISS-CEU)
Destroy
when no
longer
needed for
reference.

N/A

op

N/A

N/A

Destroy N/A
imme-

diately.

N/A
N/A

! / %w/a/,z,
Destroy GRS-1-4b
imme- (1)
diately.
Destroy GRS-1-4b
imme- (2)
diately.
Destroy GRS-1-4b
imme- (3)
diately.



4010-3
UQUO-O}

Y000-2-3

4010-4

Lo
Ho00-4

4010-5

Hppo-8

4010-6 -

VY-V
2Up00-l

-~ oP

Competitive Placement-

. Use for SF-171's, résumes, position ~Destroy N/A

announcements,lgnﬁ applicant ratings .~ upon

and any other saterial which documgnfg receipt
competitive/ébpointment procedures as of OPM
required OPM. o inspec-

o

e tion
FILEAY agency and announcement report
ber. or when 2
yrs. old
whichever
is earlier,
providing
the re-
quirements
of FPM,
Chapter
333, Sec-
tion A-4,
are
observed.

Interviews opP
Use for materi%l/ﬁértaining Destroy 6 N/A

interviews with employees months
after
transfer

FILE bY agency and a)}phabetically by or sep-
_employee. aration of
' employee.

Certificates of Eligib¥es

Use for material pertaining to Destroy N/A
certificates of eligibles. when 2

Includes the redsons for passing- yrs. old.

selecting
eligible

nonpreference

FILEAyY agency and afinouncement

position numbef.

Reemployment Agreements opP
Use for material”“which per s Destroy N/A

to reemp[gym nt agreeme between 1 yr.
employees and USDA. after
termination
LE by agency~and employee name. of agree-
ment.

N/A

Destroy
imme-
diately.

N/A

Destroy
1 yr.
after
termi-
nation
of
agree-
ment.

GRS-1-15

zyﬂﬁyvﬂ%;/B

GR§-1~8
ll/, ym L/

GRS-1-5

?/707U/$/e

9ﬂ70Wﬁ/z



4010-7
ALas/

408052-4

4020
NI VIV PY

Y$000-§

4030

4030-1
o)

4000-3-1

Use for statistical reports which

Reports
(SPISS-CEU) N/A

pertain to recruit ,» selection Destroy
placement, e.g.,~Selected speci when 2
employment prpdrams, worker- yrs. old.

trainee, Fed€ral Junior Fe)fowship,
Stay-in-school, summer pides, Forest
S:;:l;e’§$ternators.

FHE by subject.

Personnel Actions op
Use for notifigation of personnel Destroy N/A
actions, e.g.; within grade incig es, when 2

restored 1gadve, promotions, etc?, yrs. old.
EXCLUSIVE/of those in OPF.

a. Pay or fiscal copy NFC
Destroy N/A
FILE by social secwity number and when
in chronological“sequence. related
pay
records
are audited
by GAO or
when 3
yrs. old,
whichever
is sooner.
Selective Placement Programs
Use of material of a general nature Destroy N/A
pertaining to special programs not when 3
listed elsewhere in this category. yrs. old.
FILE by agency and subject.
Priority Placementf” -~

Use for materjal which pertains to th Destroy N/A

repromotion-6f downgraded employees~ after
' employee
FILEAY social security numb has been
- promoted or
declines a

position.

Destroy
when 2
yrs. old.

Destroy
when 1
yr. old.

N/A

N/A

N/A

GRS-1-16

1) oo 214

GRS-1-14a

Yoo/

GRS-2-11a

/ol



4030-2
was/
400& 3

/Qili3ZA<l3

4030-3

4030-3-1

4030-2
4030-3-3
4030-3-4
4030-3-4a

4030-3-5
4030-3-6
4030-3-7

Priocity Considenaf?g;

Use for material which pertains to
priority consideration given to
employees due to their being down-
due to an administrfative

pPILE by position

Special Programs

Use for material pertaining to the
included but not limited to special
employment programs listed. Files
include instructions, plans, and
reports.

FILE by agency and subject.

Cooperative Education Program

Stay in School
Federal Junior Fellowship Program

Intergovernmental Personnel Program

Evaluations (copies of accomplishment

for each assignee under IPA)

Part-time Employment Program

Presidential Management Intern Program

Selective Placement Program for
Handicapped Employees

4030-3-7-1 General

4030-3-7-2 Plans

4030-3-7-3 Reports

P

Destroy N/A
when 2
yrs. old
or when

a depart-
mental
Personnel
Management
Evaluation
review has
been
conducted.

opP
(SPISS-CEU) N/A
Destroy

when 5
yrs. old.

Same
as as

N/A

N/A

Same
as

4030-3 4030-3

"(s90/2

Nl



4030-3-7-3a Narrative

4030-3-7-3b Statistical

4030-3-7-4 NETH WEEK (National Employee the
Handicapped Week)

4030-3-8
4030-3-9
4030-3-9a
4030-3-9b

4030-3-10
4030-3-11
4030-3-12
4030-3-13
4040

Faculty Programs
Summer Employment Program
USDA Competitive Programs

Summer Youth Employment Program
(w/D.C. Govt)

Student Volunteer Program

Volunteer Program

Veterans Program

Worker-Trainee Opportunities Program
Special Appointments

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.

Same Same
as

as
4030-3 ~4030-3 4030-3

op

See FPM for N/A
instructions
relating to
folders of
employees
transferred

to another
agency.

Same
as

N/A

GRS-1-1b(1)



4040-1

4040-1-1

(2) Separated employees.

Special Authorities

Use for material pertaining to
correspondencen bulletins, etc.,
received which relate to excepted
service (Schedules A, B, and C).

FILE in chronological sequence.

Schedule B/Pace

Use for material pertaining to the
use of Schedule B in lieu of Pace.

FILE in chronological sequence.

Transfer N/A  N/A
folder to
National
Personnel
Records
Center
(CPR),

St. Llouis,
Mo., 30
days after
separation.
NPRC will
destroy 75
yrs. after
birth date
of employee
(60 yrs.
after the
date of the
earliest
docunent in
the folders
if the
birth date
cannot be
ascertained)
or 5 yrs.
after latest
separation,
whichever is
later.

opP

(SPISS-CEU) N/A N/A
Destroy

when S/0.

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

GRS-1-1b(2)



Position Classificatiop; Pay, apd
AlTowances

Use for material a gener T/:ature
which pertains 40 positigﬂ/ﬁ

Position C]ass1f1cat‘bns

Use for material” which substaptiates
eligibility_and c]ass1fy1n9 of jobs
by occup

fon, series, class, and
grades H////ﬂmfg
E}(f/;; positior’number.

Audits and Surveys
Use for mater pertaining
surveys, and other

Personnel Management Evaluation

Use for personnel management evalu-
ation reports, supporting documents,
compliance responses, etc.

FILE by agency and subject.

Position Identgfication Strips

(3F-70)
se for m té??é] which”provides

summary-fata on eagh position
occ d/////;
ILE chronologically by agency.

OP & NFC

Destroy . N/A
when 3
yrs. old.

OP & NFC

Destroy N/A
5 yrs.

after

position

is abolish-

ed or
description

is super-

seded.

opP
Destroy
when S/0.

N/A

oP

Destroy N/A
when S/0.

op

Destroy N/A
when

position

is

cancelled

or new

strip is
prepared.

Destroy "

when 1 /L{Oﬁv/c7

yr. old.

Destroy GRS-1-7a

when (2) (a)

position P

is Yevvlaf/

abolished

or

descrip-

tion is

super-

seded.

Destroy GRS-1-7c¢

when S/0. (2) //

‘%m/? &

Destroy

when S/0. \vaqj

N/A -1-11
an; 7[3



4060

4000 -10

 4060-1
Las!

Y000-10-]

4060-2

4000-10-2

4060-3

IV VY
Hoo0-10-3

Employee Benefits opP

‘NOTE:

Use for material of a g néral Destroy
nature which pertai;;;fg insurances when 3 :
annuities and compensation and yrs. old.
other employee benfits.
NOTE: For jfijury compensdtion, see
4430-2.
FILE Ay subject in“chronoliogical

sgfjuence.

Insurance P & NFC
Use for material pertajming to Destroy
insurance deductions,” Includes copi when 3
of vouchers and schédules of payment. yrs. old.

Executed documents by eiployee,
e.Jqg., SF's,ZébQ, 2810 and 7, are

maintained in the OPF as~-a PERMANENT

record.
FIE by agency 29 employee name.

Annuity Estimates opP

Use for material :52;6?n1ng t Destroy
annuity estimates, 4nd other, when 1
records used to gSsist retiring yr. old.
employees or syfvivors cléim

insurance or,fgtiremen enefits.

(Annuity deduction regtrds are filed

in the OPF. See 4080 for

disposition.)

FILE by agency,
employee.’

Reports oP

and alphabetically

Use for reports which pertain-td Destroy
insurancg,fﬁhnuities, com nsation, when 3
and other employee benéfits. yrs. old.

v y/,,f’”
}{fE by agency~and subject.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1

yr. old.

Destroy
when 3
yrs. old.

"/Hbvv//é

GRS-2-22

"Vyinefaf

GRS-2-21b

ﬁéﬁmqyéqK¢

GRS-2-17b

j%%%nyode



4070
4000-1}

et )
oy

4070-1
Ui o)

Hooo-11-(

4080

H4000-7

Attendance and Leave

Use for general material relating
to duty hours, authorized absénce,
and use of leave. Includes
annual, sick, military leafe,

leave without pay, holidy¥s, absence
for jury duty, etc. Inglludes requests
for and approval of taking leave.

a. If timecard has/Heen initialed by

the employee.

b. If timecayd has not been ini
by the employee.

NOTE: See 2600-2-1 foy T&A files.

FILE by agency and

bject.
Leave History
Use for material whic /ﬁg;tains tq/////

leave balances, e.g«, leave balance
upon separation, sestored leaves
leave without pdy, military ]€ave,

annual leave-€eiling, and
audits, e

FILE by agency and social security
number. '

Reduction-in-Force
Use foc correSpOndence wh1c2¢pe tains
to notice f “reduction- in_#drce and

nondisci Y1nary remo/gl
Fuﬁn/zpr.

0P & NF(;,
Destroy/
when 1’
yr. old.

Destroy at
end of

applicable
pay period.

Destroy
after GAO
audit or
when 3
yrs. old,
whichever
is sooner.

NFC
Destroy
when 3
yrs. old.

opP
Destroy
when
action
is

con-
pleted.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

P

Destroy at GRS-2-8a
end of

applicable

pay period.

Destroy GRS-2-8b

when 1
yr. old.

GRS-2-9

fiova /iy

Destroy
3 months
after
end of
the
period
covered.

GRS-1-17a

il 7

Destroy
when 1
yr. old.



4080-1

4080-2

4080-3

4090
ao)

4ooo-12

Reemployment Consideration

For USDA employees separated by RIF;
Bulletins, information on automated
lists, and requests for passover, are
included in this category.

FILE by subject in chronological
sequence

Reduction-in-Force Inquiries

Use for general, correspondence and
congressional inquiries generated as

a result of RIF's.

FILE by subject in chronological
sequence.

Reports

Use for USDA and other agencies'

informational outplacement assistance
efforts for employees separated by
reduction-in-force.

FILE by subject in chronological
sequence.

Employee ResponsipiTities and Conduct~"

Use for mater pertaining to
codes of ethics and standard
conduct

sequence.

(SPISS-CEU)
Destroy
when 5

yrs. old.

(SPISS-CEU)
Destroy
when

action is
completed.

(SPISS-CEU)
Destroy

when 5 yrs.
old.

op
Destroy
when S/0.

N/A

N/A

N/A

N/A

N/A WO

Destroy GRS-1-17a

when 1
yr. old.

N/A VW

6RS-1-28
y 7ovtyog_

Destroy
when S/0.



4100

4100-1

4100-1-1

4100-2

H41p0-5

EMPLOYEE DEVELOPMENT, PERFOBMﬁﬁEt
AND UTILIZATION

Use for material of a géneral natur Destroy
which pertains toﬁ;he developmen when 3
yrs. old.

of employees th h trainin /,/job
enrichment, ard Mobilitys a
ExecutivedpeVglopment Programs.

Also inclddes performgnCe evaluation

Policy and Procedure

a. Record copy of policy an
procedure which is publish
DPM.

//, opP
Des;pd&
in the whg o

ldnger
eeded.

b. Use for backgrgy d material whic Destroy
documents the 1mp9.tant aspects of when no
development of thé DPM or other longer
Departmental djrectives. needed.

NOTE: See 3010-1 for disposj
of record €opy of Departmepfal
directiyés not published An the DPM.

LE by origin, sefies number or in
7 chronological sgquence.

External or Non-Series Instructions
Use for material of a difectional

estroy

nature which origina when §/0,
or which originates“within USDA bu

is not part of g-formal Departm

directive sysgém. Includes coriments

and other

existing

FIL

Reports OP & NFC
Use—for mat:%jafﬂz;ch pertai Destroy
reports on.€mployee devel ent, when 3
training;” “evaluation, awards, etc. yrs. old.

FLLE by agency subject.

N/A

N/A

N/A

N/A

N/A

Destroy
when 3

yrs. old.

Destroy
when S/0.

Destroy
after
the
directive
is issued
or inmme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

Mo

GRS-16-1c

f/QLMw /

GRS-16-1d

Jl )

/%Mﬁ/



4100-3 Project Control op

NIV, VN, Use for memorandd, reports a “Other Destroy N/A
records doc;meﬁ%ing assigpménts, 1 yr.
#/00—[0 progress completiopOf projects. a:ter
the yr.
FILE;~ Case file atphabetically by in which
tiXle of proj . the
project
is closed.
4110 Orientation op
Use for material pertaining to the Destroy N/A
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.

4120 Training OE,
Lo, :! Correspondence, m:gg;aﬁda, agreements, estroy N/A

authorizations, reparts, requirements ~ when 5

L% /130"2? reviews, p]a:;;ﬁa d objectives relating yrs. old

to the establjshment and operati i of or 5 yrs.

training coyrses and conferencesS. after
(Destroy bdckground and working completion
papers whien 3 yrs. old (GRS-1-30b (2)). of a
pd specific
FILE'by subject in chronological training
quence. program.

4120-1 Training Records ~

as) a. Training S

171_/00 _Z),/ he copy of each manuals Bffer—to N/A
‘ syllapu€, textbook, and other-fraining  NARS—when

aid-developed by the agencyf $40=
%%ﬂ. Crnsct appered
!
S

)

L ek Ay b
ey
" td

Destroy
when no
longer
needed.

N/A

Destroy
when 1
yr. old.

Destroy
when S/0.

GRS-16-7

3/%®zuﬂé

GRS-1-30b
(1)

! / V/ov/ol

GRS-1-30a(1)

" eofal)



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, rgports
and other records relating o the
availability of training afid employee
participation in training programs
sponsored by other govefnment agencies
or non-government instAtutions.

NOTE:
course completio

The record Af satisfactory
is kept in the OQFF.

d. Course Anpbuncement Files.

Reference fAle of pamphlets,//
notices, ¢atalogs and other;records
which prgvide information-on courses
or progfams offered by government

or nop~government orginizations.

FILE by agency, courSe subject, or
phabetically as’%pplicable.

4120-2 Availability and Participation
Use for material which pertaj

W0 yailability of training
/\)L{ 00 _,2_2partic1‘pat1‘on.

Background and work#
Destroy when 3 y

(2)).

NOTE:
course

FILE/by agency, course

raining
progran.
Destroy N/A

when 3
yrs. old.

Destroy: N/A
when

whichever
is sooner.

Destroy N/A
when S/0.

op

Destr N/A
whep”5

ypS. or

hen S/0
whichever

is sooner.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old

GRS-1-30b(1)

GRS-1-30b(2)

GRS-1-30c

GRS-1-30d

GRS-1-30c

ol



Incentives and Awards

Use for material im€luding recommend-
ations, approvedfhominations,

memoranda, coryéspondence, report
related handb oks pertaining t
agency-sp gsbred cash and ngp<cash

awards sych as incentive rds, within
grade perit increases, i
and standing perf

and

FHE: Case fil

Letter of Commendation/Appreciation

Destroy

2 yrs.
after
approval
or dis-
approval .
approval.

0P~

Use for copies of let
length of service
letters of appr
ation for per

rmance, EXCLUDIN

Service and Sick Leave’i;ards

Use for material 4 ﬁc]ud1ng corre-
spondence, égmoranda, reports, comput-
ations of_s€rvice and-€ick leave, and
1ist of-4wardees. -~

F in OPF.

Departmental Awards

Department level award§29f/h19her
(Secretary's Awards, PrgSidential

etc.)

a. Paper copies

b. Microfiimed copies

FILE by subject ¥n chronological

quence.

s recognizing estroy
retirement and when 2
.ation and commen yrs. old.

op
Destroy
when 1
yr. old.

Destroy
after
micro-
filming.

Destroy
when no
longer
needed.

N/A

N/A

N/A

N/A

N/A

N/A

GRS-1-12a(1)

?@0Jq[3

Destroy
2 yrs.
after
approval
or dis-
approval.
approval.

GRS-1-12c

'/7%@/; !

Destroy
when 2
yrs. old.

Destroy

when 1
yr. old.

GRS-1-12b
7;70qz7él

N/A

”//9707/%/3

N/A

N/A



4130-4 External Awards -
V% Y-Y External awarg€ and nominations from
or to othep-government
4/00'3 4 private grganization
Fl
4140 Performance Evaluations
VIV, N, a. Non-SES appointees (as defined in

5 USC 4301(2).)
Y100- 4

(1) Appraisé]s of unacceptable
performance, where a notice o

issued but not effected, and all
related documents.

(2) Performance recorgs superseded

throug

an administraté e, judicial,
or quasi-judicial proged

ure.

(3) Performancegirelated records

(4)~A11 other sumnary performance
appraisals records, including per-
fopmance appraisals and job elements
and standards upon which they are
based.

after

opP
Destroy N/A
when 2

yrs. old.

OP & NFC

Destroy

performance
from the
date of
written
advance
notice of
proposed
removal or
reduction
in grade
notice.

Destroy N/A
upon

super-

session.

Destroy N/A
when 3 yrs.

old or when

no longer
needed,
whichever

is sooner.

Destroy N/A
3 yrs.

after

date of
appraisal.

Destroy GRS-1-12a

when 2 (2) .
yrs. old. "/tﬂov/é/y

Super-
visor's
File copy
only.

?/?fVﬂ/7f

Destroy GRS-1-23a
after the

employee

completes

1 yr. of

accept

able

perform-

ance.

Destroy GRS-1-23a(2)
upon
super-
session.
Destroy GRS-1-23a(3)
when

employee

leave

employ-

ment.

Destroy GRS-1-23a(4)
3 yrs.

after

date of

appraisal.



(5) Supporting documents.

FILE in Employee's Performance File.

b. SES appointees (as defined

USC 3132a(2).)

(1) Performance records superseded
through an administrative, judicial, or
quasi-judicial proceduré.

FILE in OPF.

(2) Performante-related records
pertaining to a former SES appointee.

FILE in Employee's Performance File.

11 other performance
s, along with job elements
ndards (job expectations) upon

w:ESh they are based.
FWLE in Employee's Performance File.

N/A

no longer
needed,

whichever
is sooner.

OP & NFC

Destroy N/A
when S/0.

Disposition N/A
pending.

Destroy N/A
5 yrs.
after

date of
appraisal,
exclusive
of any
interim
service

as a
Presidential
appointee.

Destroy
when 3
yrs. old.

Destroy
when S/0.

Destroy
when
employee
leaves
employ-
ment.

Destroy
5 yrs.
after
date of
apprai-
sal.

GRS-1-23a(5)

GRS-1-23b(1)

GRS-1-23b(2)

GRS-1-23b(3)



(4) Supporting documents

FILE in Employee's Performance Fil

c. Ppésidential appointees.

LE in Employee's Performance File.

date of
appraisal
or when

no longer
needed,
whichever
is sooner.

Disposition N/A
pending.

Destroy
5 yrs.
after
date of
apprai-
sal

or when
no
longer
needed,
whichj
ever is
needed.

Destroy
when
employee
leaves
employ-
ment.

GRS-1-23-b(4

GRS-1-23c



4200

4200-1

4200-1-1

4200-2

PERSONNEL RELATIONS AND”SERVICES’ oP

Use for general material which Destroy N/A
pertains to grieyafices, complaints, when 5 .

and appeals, opffer than EEO. Also yrs. old.

use for rehgbilitationfprograms

(e.g., foralcoholisp), for

FHE by subject.

Policy and Procedure P
a. Record copy of policy 9né Destroy N/A
procedure which is published in the when no
DPM. longer
needed.
b. Use for backgrpund material which Destroy N/A

documents the impértant aspects of the when no

development of the DPM or gther Tonger
Departmental rectivi;;//P needed.
NOTE: See/3010-1 for disposition

of record’copy of Departmental
directix¥es not published in the DPM.

/
A
FILE by su@géct.

External or Non-Series InstpdEZion

Destroy N/A
nature which originates”outside”USDA when S/0.

or which originates
is not part of a
directive syst s comments

and other m oposed and

existing

FILE

Reports OP & NFC

Use for material pertains to Destroy N/A
grievances and complaints when 3

and appeals other than EO. yrs. old

FILE by subject.

Destroy
when 1
yr. old.

Destroy
when S/0.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 1
yr. old

”/%Zozr

GRS-16-1c
V1o00/

GRS-16-1b

ool

$25e=i=hla
e



4200-3

4200-5

4210

4210-1
Luan)

Y200-2

4210-2
“AQ

F200-2-1

Project Control op

Use foc memorandd, reports and Destroy
records doc S, 1 yr.
progress i projects. after
the yr.
FILE; abetically by in which
le of proj the
project is
closed.
Grievance Procedures (SPISS-CEU)
Use foc material which Destroy
pertainms—to—the necessary when
procedures to take when an S/0.
enmployee has grounds for complaint.
FILE in chronological sequence.
Grievances and Comp]a1nts op

Use for material originatthg in the stroy

review of grievance ang~appeals 3 yrs.

raised by agency empldyees, except after case

EEO complaints. These case files is closed.

include stateme of witnesses

reports of interviews and hearinhgs,

examiner's findings and recommenda-

tions, a ¢cdpy of the origjsal decision,

related fLorrespondence afid exhibits,

and records re]aii:g/x a reconsider-

ati request.

LE by employege” name.
Adverse Actions and Appeal s’
Use for case files and reTated estroy
i ewi 4 yrs.

after case
is closed.

reply; péér1ng noticess reports and
decision; reversal of’action; and
appeaf records E {hDING 1etters of

;/pf1mand
ILE by employee name.

N/A

N/A

N/A

N/A

Destroy GRS-16-7

when no Y3 g
longer /7 s

needed

Destroy wow
when

S/0.

Destroy GRS-1-31a

1 yr. after
case is ”/@bdgéL
closed.

Destroy GRS-1-31b
1 yr. after
case is H/éé”ﬂ/%/?

closed.



Labor-Management Reldtions 0P

Use for materigl-pertaining-to Destroy N/A  Destroy GRS![aﬁaf
the relatigp;h%;/;etwee e 5 Z yrs. . when S/0. R
negotiatipg office ang”employee unions” after
or othep”groups. final @
resol u- @Z@
tion of (& 1¢d " //
FX(E by employee name. case. %33 ’ //‘/‘}M 3
Labor Arbitratipn” op
Use for corre$pondenceg fo and Destroy N/A  N/A GRS-1-29b
background-papers relating to 5 yrs. J
Tabor itratiizzggségi after /éﬁxya/z//
final
FA1E by agency~and employee name. resolu-
tion of
case.
4230 Special Activities and Programs (SPISS-CEU)
Use for material of a general nature Destroy N/A N/A
which pertains to the unique when no
activities and programs instituted longer
which do not fit in any other needed
category. for
reference.
FILE by subject in chronological
sequence.
4230-1 Employees Services oP ) ,,// /ﬂy
NVTIV; N, Use for material perfaining t Destroy N/A  N/A Yorv
i i i when 3
—%{ yrs. old.
op
Destroy N/A  Destroy GRS-1-26e

when 1 when 1
yr. old. yr. old. ”/é@kw/éQO




4230-3 Counseling Recofds
Use for reports of int

analysesy and rela
H200-4-2 ’
E by agen

TeWS .
records.

op
Destroy
3 yrs.
after
termina-
tion of
counsel-
ing.

N/A

Destroy GRS-1-27a

atter [ 120fi

termina-
tion of
counsel-

ing.



4300

wha 4dbe—

[ Sns

-

4300-1

4300-1-1

EQUAL OPPORTUNITY

Use for material of ggnera1Anature

which pertains to
Regulations of

future legislation,
0 Committee ggef?ﬁgs

Qs inc1udiif/gjn tes and

E in chrono]ogf€$1 sequence.

Policy and Procedure

a. Record copy of policy and
procedure which is published
in the DPM.

DPM.

by origin,
ronological

External or Non-Series~Instructions

Use for material of
nature which origji

or which origi
is not part
directive

by origin,
ronological

which
of the

P, OEO

Destroy N/A
when 3

yrs. old

or when

S/0

which-

ever is

appli-

cable.

oP, OEO
Destroy N/A
when no
longer
needed.

///6:stroy N/A
when no

longer
needed.

Destroy N/A
when S/0.

Destroy
when 1
yr. old
or when
S/0
which-
ever is
appli-
cable.

Destroy
when S/0.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

GRS-1-26g

300

GRS-16-1c
") f300))

GRS-16-1d

4300/



4300-2

4300-3

4320

Reports
Use for material which pertains to

reports on equal opportunity.

FILE by agency and subject.

Project Contrpk’
Use for memofanda, rep
recordgég cumenting
progres$ and comp

Affirmative Action

Use for material which pertains to
agency actjens or plans to correct
inequitj

FILE by agency and in chronefogical
equence

Complaint Investigations

a. Use for official discrimination
complaint file with retated—corre—
spondence, reports, exhibits, with-
drawal notices, copies of decisions,
records of hearings and meetings, and
other records as described in 29 CFR
1613.222. Cases resolved within the
agency by EEOC, or by a U.S. Court.

FILE by employee name.

OP,NFC,OEOQ
Destroy N/A
when 3

yrs. old.

Destroy N/A
1 yr.

after

the yr.

in which

the

project

is

closed.

Destroy N/A
5 yrs.

from date

of plan.

OP & OEO
Destroy N/A
4 yrs.

after
resolution

of case.

Destroy
when 1
yr. old.

Destroy
when no
longer
needed.

Destroy
5 yrs.

from date

of plan
or when
admini-
strative
purposes
have been
served,
which-
ever is
sooner.

Destroy
1 yr.
after
resol u-
tion of
case.

GRS-1-26d(2)

GRS-16-7

z/VIBCND/LB

GRS-1-26h
N300/

GRS-1-26a & t



4330

4340

4350

4360

b. Use for background material not

not filed in official complaint case
files.

FILE by subject in chronological
sequence.

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.

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.

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.

Qutreach - 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
2 yrs.
after
final
resolu-
tion

of case.

0EO
Destroy
when 7
yrs. old.

0EO
Destroy
when 2
yrs. old.

0Eo
Destroy
when 2
yrs. old.

OEO
Destroy
when 2
yrs. old.

N/A

When
3 yrs.
old.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

N/A

Destroy
when 1
yr. old.

GRS-1-26¢

GRS-1-26d(1)



4370

Data Collection and Evaluation

Use for material pertaining to data,
evaluation reports, and correspondence
related to administrative requirements
for the collection and evaluation of
minority group participation in USDA
programs.

FILE by agency and program.

0EO
Destroy
when 5

yrs. old.

N/A

Destroy
when 3
yrs. old.

hew”



4400

4400-1

4400-1-1

4400-2

SAFETY AND HEALTH

Use for material re

olicy on
health of

Policy and Procedure

a. Record copy of policy a
procedure which is publish
DPM.

in the

b. Use for backgroyid material whjch
documents the important aspects of the
development of thé DPM or other
Departmental directives.

NOTE: See
of record
directiv

10-1 for dispgsition

opy of Depart@ehta]

not published”in the DPM.
&

FI¥E by origin, series number or in

hronologicah gequence.

External or Non-Series’?nstructionﬁ

Use for material of”a directiongl
nature which origfnates outside” USDA
or which origipdates within USDA but
is not part gf a formal Departmental
directive s¥stem. Includes comments
and other“nateriah on/pfoposed and
existi instructiég§.

by origin, series number or in
ronological gequence.

Reports

. Use for material which pertains to

safety and health.
FILE by agency and subject.

SHMD
Destroy
when S/0
or when

no longer
needed

for ref-
erence.

onger
needed.

Destroy
when no
longer
needed.

Destroy
when S/0.

SHMD
Destroy

when 3
yrs. old.

N/A

N/A

N/A

N/A

Destroy
after

1 yr.
or on
dis-
contin-
uance,
which-
ever is
first.

Destroy
when S/0.

Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

oo

GRS-16-1c
459/

GRS-16-1d

1001l



4400-3
IV,

4-Hoo-4

4410

4420

4430

Project Control

-~
d other
ents,

Use for memorapda, reports

Program Management

Use for material pertaining to over-

all ptrans—for—safety and occupational

health, compliance with standards and
regulations; 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
sequence.

Education/Training

Use 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 criteria for the
Employee Assistance Program and
Medical/Health Services Programs.

SHMD
Destroy

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

SHMD
Destroy
when S/@
or when

no longer
needed for
reference.

SHMD
Destroy
when S/0
or when

no longer
needed for
reference.

SHMD

Destroy
when S/0
or when

no longer
needed for

reference.

GRS-16-7

"/ Yoo/ A

N/A Destroy
when no
longer
needed.

N/A Destroy
when no
longer
needed.

N/A Destroy
when no
longer
needed.

N/A N/A



4430-1
Ao/

Hop-3

4430-2

Yyo0-2

4440

Also included are safety and
occupational health promotional
activities and the development and
periodic practice of facility
self-protection plans.

FILE by subject in chronological
sequence.

Employee Health

Use for material

Use foe material pertaining to an
employee's medical history,
occupational injuries or diseases,
physical examinagions, and all
treatment receij¥ed in the healt
unit. Excludg” pre-employment
physical ex i j

Accidents
taining to
injury compensa ion (relatin
on-the-job i
copies fil 4nd copies
submitted”to the Labor Department.
FILE/by agency}gﬂﬁ/gfphabetica11y

employee. ~

Supervision

Use for material pertaining to the

establdshment, assessment, regulation
and preservation of environmental
conditions that minimize adverse
effects upon the safety and health
of employees. Included are
inspections, surveillance and
monitoring, guarding/isolation,
protective equipment programs, job
safety analysis, task analysis,
operational design, and
bio-mechanics.

FILE by subject in chronological
sequence. '

Destroy
6 yrs.
after
latest
entry.

OP & SHMD
Destroy
when 5
yrs. old.

SHMD
Destroy
when S/0
or when
longer no
needed for
reference.

N/A

N/A

N/A

N/A

Destroy
when 1
Yre old.

Destroy
when no
longer
needed.

GRS-1-21

7/7%475/<3

GRS-1-32

'Y o) 2



4450

Evaluation

Use for material pertaining to the

development and utilization of tech-
niques for measuring, reporting,
evaluating; and researching safety
and occupational health data. Also
procedures for determining the effect-
iveness of safety and occupational
health efforts on a continuing basis
utilizing accepted review and
revision techniques. Also includes
the Incident Reporting Systemg
Health Surveillance System, Annual
Program Evaluation System and other
data collection activities.

FILE by subject in chronological
sequence.

SHMD

Destroy N/A
when S/0

or when

no longer
needed for
reference.

Destroy
when no
longer
needed.

ya'”



4600

4600-1

4600-1-1

4600-2

PERSONNEL SECURITY
Use for material

a general nat
o the administ

LE in chrono}agical sequence.

Policy and Procedure

a. Record copy of policy ang///’
procedure which is published/in the
DPM.

b. Use for backgroysd material whic

documents the important aspects of,£the

development of the DPM or other
Departmental djfectives.

NOTE: See 7610-1 for disposftion
of record £opy of Departmental
directiyés not published in the DPM.

f 4 .
FI by origin, series number or in

ronological seqlence.

nature which origipdtes outside
or which origingteés within USDA“but
is not part of-a formal Departmental
em. Includes’comments
and other fiaterial on Bpoposed and

i instructioq;,

External or Non-Series,zﬁ:;ructions
Use for material of /directionzs/
A

- A .
by origin, series number or in
ronologicah séquence.

Reports
se for material which pertains to
reports on personnel security.

FILE by agency and subject.

op
Destroy
when 2

yrs. old.

Destroy
when no
longer
needed.

Destroy
when S/0.

op
Destroy
when 3
yrs. old.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when S/0.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

GRS-18-22
“I Yoo

GRS-16-1c

”/% o"ﬁ/ /

GRS-16-1d



4600-3

H-boo-H

4610

dboo-2

4620

H600-3

Project Control

Use for memoranga, reports and ether
records documefiting assig S,
progress apd completion projects.

phabetically by

Security Clearance
Use for material peridining to
investigations of pérsonnel employe

by or seeking empToyment from the
Government and Agersons performi

work for the 4&gency under cogtract.
Excludes cgyies of 1nve§$196%ive

reports and related papers furnished
es by 0Pl‘«1,.////g

to agen
FILE by agency apd alphabetically by
ployee.

Identification Cards, PasSes, Badges”

Use for material per
identification ca

by agenc¢y and alphabetically by
employee.

Destroy N/A Destroy
1 yr. when no
after longer

the yr. needed.
in which

the project

is closed.

Destroy N/A N/A
upon
notifi-
cation of
death or
not later
than 5

yrs. after
separation
or transfer
of employee
or not
later than
5 yrs.
after
contract
relation-
ship
expires,
whichever
is
applicable.

OP, PPMD,

& 0IG N/A N/A
Destroy

3 months

after

return to

issuing

office.

GRS-16-7
”/ Y600/Y

GRS-18-23a

" J45a)

GRS-11-4a

6/7éan}



LN

4620-1

HGoo-3-1

Records of Identificat?an Cardg//

Use for receipts,y~indices
and accountable records

FILE by-identific

gproﬁological

.istings

1on number and/or

op

Destroy N/A
after

all

listed

cre-

dentials

are

accounted

for.

N/A

GRS-11-4b

'/ Y600/3/)



5000

5000-1

5000-1-1

5000-2

PROCUREMENT MANAGEMENT PD-00

Use for material a general Destroy N/A
nature which perfains to purchese when 2 }

and maintenance/of equipmengs pub- yrs. old.

lications, prynting, reprpduction,
services an internal
needs. Ing¢gfudes contpécts, bidders,

descrjbed elsewhe€re in this category.
ﬁ}zf/:y subj

PD-OOr/

Policy and Procedure 7(/’

Use for background material which
documents the important aspects of the
development of Departmefital policy

and procedure.

De;t?oy N/A
when no

onger
needed.

NOTE: See 3010-1Afor disposition
of record copy Departmental
directives.

FILE by origin, sertes number or in
chronological sgfuence.

External or Non-Series/{g::;uctions ,/'

Use or materia o 1rectiona
nature which origi tes outside USD£
or which originat€s within USDA b

is not part of/@ formal Departmental
directive system. Includes comments
and other saterial on proposéd and
existing~instructions.

Destroy N/A
when S/0.

FILEAy origin, serie number or in
cphfonological sequence.

Routine Ppdburement File€ ‘

Use for Lontract, reguisition,
FEDSTMPS, purchasgZorder, lease,

ond and surgfy records, including
respondence 4nd related papers

Destroy
when 1
yr. old.

Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

GRS-3-3

”/G;cnrﬁ“

GRS-16-1d

"/sm//

fszn)lf

"/ s000) -



pertaining to bids, awards,
administration, receipt, inspection
and payment. (Cancelled or deleted
transactions are to be destroyed
when 1 yr. old.)

a. Transactions of more than
$10,000 and all construction

contracts exceeding $2,000. When
6 ypS., 2

3 gionths yrs.

ter old.

PD-00 &
NFC
Destroy
3 yrs.
after
final
payment.

b. Transactions of $10,000 or less
and construction contracts under

$2,000. N/

c. Copies of records descyibed above
used for administrative pdrposes.
When

2 yrs.
old.

PD-00
Destroy
when

funds

are
obligated.

d. Obligating Lopy.

N/A

Procurement files which
nt the initiation and develop-
of transactions whigh deviate
normal procurement /transactions
mySt be disposed of on/an individual
sis by submitting SF-115.

LE by subject ang/document number.

Destro
when

fun

ar
obTigated.

Destroy
when

funds

are
obligated.

Destroy
upon
receipt
of
goods
or
service.

Destroy
when
funds
are
obli-
gated.

GRS-3-4a
(1) &b

GRS-3-4a
(2) &b

GRS-3-4c

GRS-3-4b



5000-3

Solicited and Unsolicited Bids and

Proposals

de.

b.

Successful bids and proposals.

Solicited and unsolicited

unsuccessful bids and proposals.

(1)

(2)

C.

(1)

When filed separately from
contract case files.

When filed with contract
case files.

Cancelled Solicitations

Formal solicitations of offers

to provide products or services
(e.g., Invitations for Bids,
Requests for Quotations) which
were cancelled prior to award of
a contract. The files include
presolicitation documentation on
the requirement, any offers which
were opened prior to the cancell-
ation, documentation on any govern-
ment action up to the time of
cancallation, and evidence of the
cancellation.

PP-00 &
NFC

Destroy N/A
with

related
contract

case files

(see 5000-2

of this
schedule).

Destroy N/A
when
related
contract
is com-
pleted.
Destroy N/A
with

related
contract

case files

(see 5000-2

of this
schedule).

Destroy 5 N/A
yrs. after
date of

cancellation.

Destroy
1 yr.
after
award of
contract.

Destroy
1 yr.
after
award of
contract.

N/A

Destroy
1 yr.
after
date of
cancel-
lation.

GRS-3-6a

GRS-3-6b(1)

GRS-3-6b(2)

GRS-3-6c(1)



5000-4

5000-3

5000-5

5000-4

5000-6

5000-7
AU/

5000-5

5010

(2) Unopened bids

FILE by subject and document number.

Bidders List
List or card

dders.

f acceptable

Tax Exemption Files
Use for tax exemption certificates
papers.

Reports
Use for material pertaining to bids,

awards, inspections and payments.

FILE by bid number in chronological
sequence.

Project Control///
Use for memorgadda, reports an

USDA Procurement Reporting System
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 the
purposes of reporting and control.

FILE by subject.

Return to
bidder.

PD-00
Destroy
when S/0.

Destroy
when 3
yrs. old.

PD-00
Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

PD-00
Destroy
when S/0.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Destroy
when S/0.

N/A

Destroy
when 1
yrs. old.

Destroy
when no
longer

needed.

N/A

GRS-3-6¢(2)

GRS-3-6d

" fsovn 3

GRS-3-13

) /
[sov2/

GRS-16-7

j(?lvngKg’



5020

5030

5040

5050

Debarred, Suspended, and Ineligible

-Bidders PD-00 N/A
Use for lists of firms and individuals Destroy
debarred or suspended, or declared when S/0.
ineligible for any cause.

FILE by contractor's name.

Sureties PD-00 N/A
Use for material pertaining to the Destroy
necessary requirements stipulated when S/0.

when a bid performance, payment bond,

or individual surety is required.

FILE in chronological sequence.

ADP PD-00 N/A
Use for material pertaining to the Destroy

actual procurement of all automatic when S/0.

data processing equipment commercially

available sotfware, maintenance services,

and related supplies by Federal agencies

and Government contractors as directed.

NOTE: See 3220 - for non-procurement

material related to acquisition of

ADP equipment and services.

FILE by assigned number in

chronological sequence.

Labor Standards PD-00 N/A
Use for material pertaining to the Destroy
procedures for the maintenance of when S/0.

records retained by contractors
pursuant to specified contractural
clauses included in contracts and
subcontracts to satisfy certain
statutory and administrative
records review requirements of the
Govermment.

FILE in chronological sequence.

N/A

N/A

N/A

N/A



5060

5070

5080

5090

Departmental Blanket Purchase

Arrangements PD-00 N/A
Use for documentation of blanket Destroy
purchase arrangements, e.g., letters, when S/0.

purchase orders, or other docunents
stating to vendor the person(s)
authorized to make individual
purchases, how purchases will be
placed, i.e., by telephone or
designated persons ordering and
pick up supplies from the vendor.

FILE by vendor's names.

Consulting Services PD-00 N/A
Use for material pertaining to the Destroy
lists and costs of persons who are when S/0.

members of a particular profession
or possess a special skill and who
are not officers or employees of
the contractor.

FILE in chronological sequence.

Disputes PD-00 N/A
Use for material pertaining to Destroy
disputes arising relating to the when S/0.

contractor. Included is a copy
of contractors claims to the
Procurement Contracting Officer
and a copy of the Contracting
Officer's decision.

FILE in chronological sequence.

Socioeconomic Procurement PD-00 & N/A
Use for material pertaining to 0SDBU

lists of individual(s) and or Destroy

firms that are both socially and when S/0.

economically disadvantaged.

FILE by program title.

N/A

N/A

N/A

N/A



5100

5100-1

5100-1-1

5100-2

REAL PROPERTY MANA@EMENT
Use for material a general stroy
nature which pepfains to the

management apd use of buildings
and land owfed or leased by the
, including its prope
omical use and which
not fit elsewhere in
v
FILE by agency and Mcation.
Policy and Procedure FMD

Use for background material whic

documents the important aspec
development of Departmental

and procedure.

NOTE: See 3010-1 for;
of record copy of
directives.

isposition
artmental

FILE/by origin, serigS number or in
cpronological sequénce.

External or Non-Series Insjisfuctions

Use for material of a djrectional - roy
nature which origina outside USDA
or which originates”within USDA but
is not part of ormal Departmenta
directive sys « Includes comme
and other erial on proposed
and exisiAng instructions.

FILEAy origin, series nysber or in

Real Property Reports
Use for integgfntra agency reports o Destroy
land and reTated improvements ow when 5/0.

seQuence.

yrs. old.

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old. WAY iia

Destroy GRS-16-1d

the " “/s100/

directive
is issued
or imme-
diately
when it
is known
that no

action
will be
taken.

Destroy

when S/0. /5im0/1/)

N/A GRS-4-3



5100-3
vy,
5106-4

5110

5111

Project Control

, reports an /dfher
enting assignpefits,
progress ,afid completion projects.

Case fi]ef;?phabetica]]y by
ftle of prg;ec .

Acquisitions

Use for material of a general nature
pertaining to the operational

responsibility for acquiring only such

interests in real property as needed
to carry out programs in accordance

with applicable laws, policies and
procedures.

FILE by series number or alphabetically

by subject.

Purchase, Donations, Exchanges,

Transfers

Use for case files documenting

acquisition of land and related
improvements, including Departmental
approvals and inter/intra Department
transfers of real property. Inter-
Department transfers include formal
requests to GSA for transfer of
excess Federal real property.

FILE by location and property
identification/agency.

FMD
Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

FMD
Destroy
when S/0.

FMD
Retain
for 1 yr.
after
transfer
is com-
plete
and
official
title
records
are
trans-
ferred
to
holding
agency;
or until
property
is dis-
posed of.

N/A Destroy

when no

longer

needed.
N/A N/A
N/A N/A

GRS-16-7

VSt Y



5112

5112-1

5120

5130

5100-2

Leasing
se for material supporting the

Department's authority to lease
real property.

FILE by series or alphabetically
by subject.

Direct Leasing

Use for case files documenting direct
leasing under GSA's delegated leasing
authority. Includes formal lease and
supporting documents.

FILE by location, property identi-
fication and agency.

Utilization

Use for material pertaining to the
utilization of government-owned 1and
(including excess land). Includes
utilization survey reports made by
USDA and GSA.

FILE by location, property identi-
fication and agency.

Disposition
Use for material which is

property sold, donated,
including, if pertine
detemmined by the re}#asing agency,

ent locations pla

plans, equi
i6ns, construction

specificat
progress
reports

FMD N/A
Destroy .
when S/0.

FMD N/A
Retain

until

lease

has been
cancel]ed

or expires.

FMD N/A
Retain

until

land is
disposed

of.

donation
pro-
ceedings,
or ac-
ceptance
of
purchase
money
mortgage.

Destroy
when S/0.

N/A

N/A

GRS-4-7

;thnvél»

Destroy
upon
disposi-
tion of
property.



5130-1

5100-3

5140

5150

5160

Excess Real Property Reports

Use for excess property reports and

tion and agenty.

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 Guideline (39 FR 3366,
1-25-74). Additionally, Departmental
policy on management, enhancement and
protection of cultural resources.

NOTE: Office of Environmental Quality
shald be consulted on questions
regarding historical significance of
property.

FILE alphabetically by subject.

Relocation Assistance

Use for supporting material used in
the implementation/management of the
uniform relocation assistance and
Real Property Acquisition Policies
Act of 1970 applicable to the dis-
placement and relocation of
individuals, families, businesses,
farms, etc., because of direct
federal and federally assisted
programs.

FILE by subject.

Use of Official Agency Symbols

Use for material pertaining to
posted official signs of a

prohibitory, regulatory, or
directory nature and such subjects
as use of Department seal; the

Retain
until
property
is dis-
posed of.

FMD
Dispose
of when
S/0.

FMD
Dispose
of when
S/0.

FMD
dispose
of when
S/0.

N/A

N/A

N/A

N/A

N/A GRS-4-3

"[Strofs

N/A

N/A

Destroy
of when
S/0.



Secretary's and Department's flag;
naming of Department facilities;

memorials, plaques, corner stonesg
etc.

FILE by subject.



5200

5200-1

5200-1-1

5200-2

PERSONAL PROPERTY MANAGEMENT
Use for material of a estroy N/A

equipment, acquisi yrs. old.

ﬁp icable.

Policy and Procedure

Use for background material which Destpﬂ§ N/A
documents the important aspects of the when no
development of Departmental policy onger

and procedure. “needed .

NOTE: See 3010-1 For disposition ,,/
of record copy Departmental ‘
directives.

FME by origin, sgries nunber or in

chronological sequence.

External or Non-Series Iﬂgz;uctions

Use for material of a.directional Destroy N/A
nature which origipates outside USDA when S/0.

or which originat€s within USDA but

is not part of-da formal Departméental

directivijzys em. Includes cbmments

and other saterial on proposed and
existing”instructions.

FILEby origin, sepiés number or in
ronological seqQuence.

Personal Property,AdEguntabi1ity,f
List/Index

Use for Tistirsgs which provide a ispose N/A
means for ,afcounting for pé&rsonal of when
property< Includes masger property updated.
printbuts, station 1jistings, worki

capital and approprjdted funds

stings, etc.

File in chronoYogical sequefice.

Destroy
when 3
yrs. old.

Destroy
after

the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Dispose
of when
updated.

[ 5200

GRS-16-1d

Jsor0/)

Jssosl)

""/5 200/5-



5200-3

5200-4
AL QD

5200-3

5200-5
Luea )

H200-4

Excess Personal Property’ﬁecords

Files contain records~documenting

purchases and intrafagency transfers
Printouts are gepérated from the
records.

Reports
Use for materidl pertaining to
inter/intrg agency reports‘;g}df?ng

by subject, agency, and state.
Projecf ControJ//

Use for memgranda, reports az%/6fher
records gptunent+ng assignments,
progress”and comp]eti:;/gf projects.

FILE: Case file alph- etically by
itle of project.

Destroy N/A
when 7 :
yrs. old.

PPMD

Destroy N/A
when 3

yrs. old.

PPMD

Destroy N/A
1 yr.

after

the yr.

in which

the

project is
closed.

N/A

Destroy GRS-4-5

when 1 nw/_

yr. old. //g(9fv/é?
Destroy GRS-16-7
when no y

Tonger /{§&ﬁq/9
needed.



5300

5300-1

5300-1-1

SUPPLY MANAGEMENT

Use for material of a gtneral nature Destroy
pertaining to the r

ing storage, inpspec-
tion, contro}4 and disposition of

Policy and Procedure PPMD
Use for background matgpf;1 which Destroy

documents the important aspects of th when no
development of Departfiental policy longer
and procedure. needed.

NOTE: See 3010,1 for dispositidn
of record copysof Departmenta
directives.

FIME by origin, éries number or in
ronological gequence.

External or Non-Series Instructions

Use for material of a ectional Destroy
nature which origina

ghronological seguénce.

able supplies afid yrs. old.

when S/0.

N/A

N/A

Destroy

when 1
yr. old.

Destroy
after
the

directive
is issued

or imme-
diately
when it
is known
that no
action

will be
taken.

Destroy
when S/0.

152007

GRS-16-1d

ﬂ/SBov/v

szl



5300-2

5300-3

Requisitiens PPMD

Use for requi€itions of supplies STOCKRQ

and equippent. copy :

Destrgy N/A  Destroy
2 yrg. when
aftér 6 months
cgmpletion old.

i cancel-
ation of
requisi-
tion.

Inventory Files

PPMD /

Destroy N/A  N/A
2 yrs.

rom date

of list.

a. Inventory Lists

PPMD .
Destroy N/A  N/A
2 yrs.
after
discon-
tinuance
of item
or 2 yrs.
V4 after
s stock
: balance
f/ is trans-
ferred to
new card
or record-
ed under
a new
classifiea-
tion, or
2 yrs.
after
equipment
is removed
from
agency
control.

b. Inventory Cards

FILE by Federal stoc& number or
classifieation assigned to each
syéply item.

GRS-3-9a

f%3 av/ o

GRS-3-10a

! /5/ 30@7[3

GRS-3-10b



5300-4
Ao/

5300;5

5300-5
~ Qo)

5300-b

5300-6
Aot

53¢00-7

5300-7

5300-8

Stores Invoices
Use for invoices”or equivalent
papers used fof stores acco

purposes.

FILE invoice numbey”and/or
chronological sequence .

Stores Accpuﬁf}ng
Use for _stores accountin
and reforts.

ing

E in chronologifal sequence.

Working Papeps

Reports

Use for report

itie of proj

PPMD
Destroy
when 3
yrs. old.

PPMD
Destroy
when 3
yrs. old.

PPMD
Destroy

when 2
yrs. old.

PPMD
Destroy

2 yrs.
after
date of
survey
action or
date of
posting
medium.

PPMD
Destroy

1 yr.
after

the yr.

in which
the
project
is closed.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Destroy

when no

longer
needed.

GRS-8-4
Iy S’BO‘C)

GRS-8-5
”/Sﬁ?op/€7

GRS-3-10c

s

GRS-16-7

)V Saaf7



5400

5400-1

5400-1-1

5400-2

FLEET MANAGEMENT PPMD

Use for maf;;;ﬂ}fﬁ} a general nmature Destroy
which pertain when 2 :
lease, purc yrs. old.

Policy and Procedure

Use for background mat

which documents the important aspects

of the development Departmental longer
policy and procedfe. needed .
NOTE: See 301p~1 for disposition
of record cop# of Departmental
directives.
FIXE by origin, seyies number or in
hronological sefuence.

External or Non-Series;fhstructions,/,
Use for material of g’ directional Destroy
nature which origipdtes outside AISDA when S/0.
Leasing PPMD
Use for material ich pertains t Destroy
obtaining authorify to lease GS when 3

i yrs. old.

FIWE by agency, syject and vendor.

N/A  Destroy
when 2
yrs. old.

N/A  Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

N/A  Destroy
when S/0.

N/A  Destroy
when 3
yrs. old.

GRS-10-1

YSY oo

GRS-16-1d

”/K§¢aq/)

}QKYVbq/éo

76@@@/3L



5400-3

SHpo-H4

5400-4

51400-58

5400-5

5400-b

5400-6

5400-3

Motor Vehicle Operations

Use for material pertaiping to
individual employees' Aperation of

govermment-owned veMicles, includin
horizations to

drivers' tests,
use, safe drivixg awards, and other
pondence.

related corr

NOTE: Seg“4620 for filia§ of
operato permits.//////a
FILEAY agency and”alphabetically

by‘employee.

Accident Reports

Use for materfdal pertaining tootor
vehicle i S.

Gasoline Sales

Use for materjél filed in support of
for credig~Card

FIL jﬁ;,ém chronological

inspection$, surveys, and reports.,
Does include accident reports--
SEe 0"'4) »

FHLE by subject.

op

stroy 3 N/A
yrs. after
separation

of employee
or 3 yrs.
after re-
cision of
authoriza-
tion to
operate
government-
owned
vehicle,
whichever
is sooner.

opP

Destroy N/A
6 yrs.

after

case is

closed.

NFC

Destroy N/A
after

GAO

audit or

when 3

yrs. old
whichever
is-sooner.

PPMD & NFC

Destroy N/A
3 yrs.

after

date of

report.

N/A

Destroy
6 yrs.
after
case is
closed.

Destroy
when 3

yrs. old.

Destroy
3 yrs.
after
date of
report.

GRS-10-7

[so0

GRS-10-5

"fSyoo s

GRS-6-7
”/5 to3/ 6

" SH00[3



5400-7 Project Control

Use for memorangd, reports and pfher Destroy N/A  Destroy GRS-16-7
records doc ting assignments, 1 yr. . when no /-
progress apd completion of Afrojects. after longer 437UZVL7
the yr. needed.
FILE: ~Case file alphabetically by in which
titde of project. the
project

is closed.



5500

5500-1

5500-1-1

ENERGY MANAGEMENT

0BP,
rﬁffhature §¢:;y N/A

Use for material of a gen Destroy

which pertains to act%pﬂgataken to when 3 when 2

conserve energy and mdnage fuel yrs. old. yrs. old.

resources which dpoé€s not fit else-

where in this cafegory. Includ

is the relatjdnship of energy-to

the operatitin and maintenanfe of

agricul e faci]ities,/utilities and

equi t, and associated projects.

FILE in chronologigé{ssequence.

Policy and Procedure OBBK’

Use for background materia} which De’stroy N/A  Destroy

documents the important aSpects of the Ahen no after

development of Departmgntal policy longer the

procedure. needed. directive
is issued

NOTE: See 3010-1/for disposition. or imme-

of record copy Departmental diately

directives. when it
is known
that no
action
will be
taken.

FI¥E by origin, series number or in

hronological séquence.

External or Non-Series Histructions-

Use for material of ag~directional Destroy N/A  Destroy

nature which origipdtes outsidg/dggA when S/0. when S/0.

or which origingtés within USPDA but

is not part of./a formal Departmental
directives sy¥stem. Includés comments
and other sfaterial oncpréposed and

i instructions

"JsSo0”

GRS-16-1d

“/5507)//

”/wa/ﬁ



5500-2

5500-3

Energy Conservation Repqpfg

Use for material pertaifiing to enepgy

reports, Dgpartment of £nergy data
requiremefits, and information
collectéd for highe? level agencies,
and p€lated docynents.

LE by agengy.

Project Contro}”

Use for memgranda, repor;%/éﬁd other
records documenting as;j ments,
of projects.

tie of project.

OBPA
Destroy
when no
longer
needed
for
ref-
erence.

Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

N/A

N/A

Destroy
when 2
yrs. old.

Destroy
when no
longer

needed.

g /550@/01

GRS-16-7

Y Scedf



5600

5600-1

5600-1-1

ENVIRONMENTAL PROJECTION p{,’ NR&E
Use for general-material pepfaining Destroy N/A
to action takén within USDA to when
reduce enyArommental Tution. 3 yrs.
old.

y by agency and

NR&/

Policy and Procedure

niﬁ? which

Use for background mate MITTEE N/A

documents the importa Destroy

development of Depa when no

procedure. longer
needed.

NOTE: See 3

of record

directi

FIL

External or Non-Series Instrictions

Use for material of a directional Destroy N/A

nature which originates“%utside uSp: when S/0.

or which originates within USDA bhOt
is not part of a foymal Departméntal
directive system? Includesgﬂbmments
and other matgfial on propgSed and

ronological sequence.

Destroy
when 1
yr. old.

Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

VA /8

GRS-16-1d

"/s%m) /1

"/Qféau/@ﬁ



5600-2

5600-3

5600-4

5600-5

5600-#

Environmental Pollution Reduction

Use for material pertaining’to
the criteria, practice, a
application of measures Lo prevent
water, air, noise, or ground
pollution or to reduge such pollu-
tion as may exist. /Included are
inventories of soyfces of pollutiogp’,
annual reports degscribing progre
in accomplishipg objectives of
environmental/pollution redu&t
plans, and

documents

Reports

Use for material pertaining to the
progess in accomplishing objectives
to reduce environmental pollution.

FILE by subject in chronological
sequence.

Proiect Control,/

by'title of profect.

reference.

NR&E
Destroy

6 yrs.
after
complaint
has been
resolved.

Destroy
when 3
yrs. old.

Destroy

1 yr.
after

the yr.

in which
the
project

js closed.

N/A

N/A

N/A

N/A

Destroy
when

S/0 or
when no
longer
needed.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when no

longer
needed.

stonfs

GRS-16-7

"Isvoo i





