
REQUEST FOR RECORDS DISPOSITION.ALfrHOR.rrv:' 
(See Instructions on reverse) JOB NO. 

LEAVE BLANK 

TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED 

. NATIONAL ARCHIVES A�D"RECORDS SERVICE, WASHINGTON, DC 20408 . j ..-; 0 -90 
l. FROM "(Agen·cy or establishment) NOTI F !CATION TO AGENCY 
-=--=�7-:·:c=--=-:=-"'-'uc<:,�S�,�n ..... ·�'-j· p,.,.,'. au.. r...._._tm.u.u-e ...,n._..t___,,o,_.f.__.A..,g.,. r,,_,,,,i_,, c=u= l,_,t"" u"' r,_,�""'"· -. -------·----l in accordance with · the provisions of · 44 U.S. c. 3303a 
2. MAJOR SUBDIVISION ·the· disposal request, including· amendments, is·approved 

Extension Service except for items· that may be marked "disposition not 
=-c:e777c==-=��7=c-=7.,..------'---�.,..-------------------1 approved" or "withdrawn" in column 10. If no records 
3: MINOR SUBDIVISION are proposed for disposal,.the signature of the Archivist is 

not required. 
· 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. �/E . ARCHIVIST OF THE UNIT.ED STATES 

Helen Young 475-4960 /3 1 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I. arn.au.thorized to act for this
.
agency in matters pertaining to the disposal of the agency's records; 

that the records proposed for disposal in this Request of 200 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Acco1.mting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached.· ... 

· · · 

. A. GAO conc�r_rence: D is attached; or bJ is unnecessary. 
" . 

B. DATE 

3/7 /90 

7. 
ITEM. 
NO. 

C. SIGNATURE OF AGENCY REPRESENTATIVE D. TITLE 

Management Analyst 

8: DESCRIPTION OF ITEM 
(With Inclusive Dates or RetenHon Periods) 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

This comprehensive File Plan and Records Disposition Schedule· 
supersedes all previously approved records schedules of the 
E�tension Service. Our most recent authority was dated 10/20/ 8 

Job Number Nl-33-89-1.. Previous jobs were NCl-33-82-1 dated 
12/11/81� NC!�3f0-80-2 dated 2/6/80; and NCl-33-77-1 dated 

' ' . 
3/31/77. . 

. 

Any records series created subsequent to and/or not disposable 

by this ��hedule shall be covered' by supplementary.records 

disposition authority to be obtained from the National 
Archives and Records Services. 

10. A CTION 
TAKEN 

(NARSUSE 
ONLY) 

115-108 NSN 7540-00-634-4064 STANDARD FORM 115 {REV. 8·831 
Prescribed by GSA 
�PMR 141 l"':FR\ 101-11.4 



Classi-
ficatio!'.'I. 
Number 

( l) 

1000 

EXI .. NSION SERVICEA��:;;; �ISPOSITI�SCHEDULE April 1990  

Record Office 
Description and Filing Instructions OP! & To 

- Disposition FARC 

(2) ( 3) (4) 

ORGANIZATION. AUTHORITIES. AND FUNCTIONS 
Use for all common use internal manage- Destroy N/A 
men t files , in�luding functions per- when 3 yr!?·• 
form�ci outside the filing office. May old. 
include correspondence or material on J 

the broad asp�cts of assigned functions, 
e.g. ' personnel, budget, & accounting 
which are filed as separate entities 
under their appropriate categories. 

FILE �hronolcgically by subject. 

C-1-

Disposition 

Other 
Offices 

(5) 

Destroy 
when l 
yr. old. 

.... . 

Disposition 
Authority 

(6 ) 

ES-3070 
(3/89) 



April  1990 
Appendix C • ,, • 

EXTENSION SERVICE Ric6R.os DISPO S IT ION SCHEDULE 

Clas s i
fication 
Numb er 

( 1 ) 

1000-2- 1 

Description and Filing Ins tructions 

( 2 )  

reports . 

FILE records are arranged alphabetical! 
by S tate , thereunder chronologically . 

b .  Expanded Food· & Nutrit-bn Education 
Program (EFNEP) Reports 
s ummari?ing data s ubmitted by County 
Home E conomists regarding ages , educa
tion , welfare s tatus , income , die t ,  e tc .  
o f  the families in the EFNEP program. 
Files cons ist of  source documents sub
mitted by count ies , Fact Sheets & S tat
istical readable records . 
(1) Source documents - Report of  
Families , aides , 4-H youth , & volunteers 
( 2 )  Magnetic tape or diskettes contain
ing data & source documents : 
( 3) P r intouts 

( 4 )  Fact sheet & s tatis tical sunnnary 
prepared 

c .  4-H Annual ReEort . S tate Cooperalive 
E xtension Service Annual 4-H Youth 
Development Report (ES-23 7 )  including 
D . C . , P . R . , V . I .  and Guam. 
( 1) Source Documents (ES- 2 37):  

( 2 )  Printouts 

( 3) Magnetic tape or  diskettes , 

Record O f f i.:e 
OP I ' &  To 

Disposition FARC 

( 3) 

PERMA.\l'E HT 
Cut o f f  file 
at end o f  
4-yr cycle . 
Trans fer to 

in 4-yr 
blocks 
mos t  recent 
records are 
20 yrs . old . 

Des troy when. 
2 yrs old 
Destroy when 
10  yrs . o ld 
Des troy when 
no longer 
needed . 
PERMANENT 

( 4) 

hen 
1 yr 
after 
cutof 

N /A 

N/A 

N/A 

Trans fer to hen 
N ARA  when 10  10 yr 
yrs . old . ld . 

Des troy when N/A 
2 yrs . o ld . 
Des troy when N /A 
10  yrs . old . 
Des troy when N /A 
10  yrs . old . 

C- 2-

D isposition 

O ther 
Offices 

(5) 

Des troy 
hen 3 yr 

old or 
hen no 

longer 
needed 

N/A 

N /A 

N /A 

N/A 

N/A 

N/A 

N /A 

Disposition 
Authority 

(6;) 

ES-3070 
(3/89 ) 

http:RRcBR.os


Classi
fication 
Number 

( 1 ) 

1000-2-2 

1000-2-3 

E.SION SERVICE �taoims 6ISPOSITI-SCHEDULE 

D isposition 
· ,  ·Record O ffice 

Description and Fil ing Ins tructions OPI & To O ther 
Disposition FARC Of fices 

(2)  ( 3) ( 4) 

( 4) Printed Report DERMANENT 
rransfer to.  �hen 
�ARC when 2 2 yrs 
yrs . old.  Trans
fer to NARA 

FILE chronologically . 

Spe cial Reports,  S tudies & Surveys and 
Supporting Schedules & Ques tionnaires 

�hen 20 yrs 
pld ,  in 10-yr 
blo cks . 

a .  F1nal reports on special studies , PERMANENT 
surveys & inspections o f  operations , [rans fer to 
management, & sys tems . Requests for such �ARC when 3 
actiyity may come from Congress,  govern-�rs . old . 
ment:  coordinat ing agencies , USDA , & �ransfer to 
Coop:=rative Extension O f fices . NARA when 20 

�rs .  old . in 
FILE alphabetically by title of 
report, s tudy or survey . 

10-yr .  blocks . 

b .  S chedules & Questionnaires . One PERMANENT 
sample o f  each schedule or questionnaireTrans fer to 

FARC when 3 
FILE alphab e tically by title o f  
report, s tudy o r  survey . 

yrs . old . 
Transfer to 
NARA when 20 
yrs . old in 
10-yr . blocks . 

c .  Background documents . Records createcDes troy when 
or collected in carry ing out special no longer 
s tudies , including no tes, working papen::9eeded for 
list!i.ng sheets,  p reliminary or inte .rim current 
repo :rt , or refer�!1ce .information . activity . 
FILE ' alphab etically by ti tle or 
repo rt , st udy or  survey i t  sup po rts . 
d .  Elec tronic comp onents 

P rog�am Repo rts 

Disposi t ion 
pending 

twhen 
3 yrs 
old . 

when 
3 yrs 
old . 

Not  �covered elsewhere in this S chedule , Destroy when N/  A 
which relates to routine program activ- 5 yrs . old 
itie� &functions, not appropriate for 
filipg in p roj ect files . 
FILE chronologically . 

C-3  

(5) 

Des troy 
when no 
longer 
needed fo1 
current 
activity . 

Des t roy 
when no 
longer 
needed fo1 
current 
activity . 

Destroy 
when 5 
yrs . old . 

Disposition 
Authority 

( 6 )  

ES-3070 
(3/89) 

http:list!i.ng


Class i
fication 
Number 

( 1 ) 

1000-2-4 

1000-3 

1000-4 

EX� ION SERVICE REtdfms DI�POSITI�CHEDULE 

Disposition 
.Record Of fice 

Descrip tion and Filing Ins tructions OPI & To O ther 
Disposition FARC Offices 

(2 ) ( 3 ) ( 4 )  

Adminis t rative Reports  
Not  covered els ewhere in this Schedule, Des t roy wh en N /A 
which relates to routine adminis t rative 3 yrs . old . 
ac t ivities & func t ions & have short-
t erm significance, such as routine 
Activi ty Reports &.ttip reports.  
FILE chronologically . 

me reports & o ther 
records documenting a ent s ,  
progress  & complet ion o f  proj ec 
FILE cease file alphabetically by t i tle 
of  p rojec t .  

Extension S ervice · 

Des t roy 1 yr N /A 
af t er the yr 
in which the  
pr 
clos ed 

PERMANENT 
P lans Cut o f f  file 
FILE records are arran alphab etically 
by �tate, thereunder chrono · ally .  

Schedules o f  Daily Activities 
Use for calendars , appointment books , 
schedules , logs , dairies & o ther records 
documen t ing meetings ,  appointmen t s , 
t elephone calls , t r ip s , vis i t s , & other 
activities . 

r ece  
records are  
20 yrs . old . 

C-4-

( 5) 

Des t roy 
when 3 
yrs old .  

Des t roy 
when no 
longer 
needed 

Destroy 
when 3 yr 
old or 
when no 
longer 
needed 

Disposition 
Authority 

( 6 )  

GRS- 16-5 

E S -3070 
( 3 /89 ) 



Appendix C 
E.S ION SERVICE �CORDS DISPO S IT. SCHEDULE 

April  1990 

Disposition 
Clas s i
fication 
Number 

( 1) 

Description and Filing Instructions 

( 2 )  

emp o 
of  which has not b een 
o fficial files . 

other than high
the subs tance 

FILE by origin in chronological sequence 

material containing no s ub
rmation regarding the daily 

activities of o han high-level 
officials ; records of a eral 
emp loyees containing sub s tantive · 
mat ion , the subs tance o f  which has been 
incorporated into official files ; and/or  
personal records of  all  Federal employee 
relating to non-o fficial activities . 

FILE by subj ec� in chronologi�ai sequenc 

1 000-4- 1 Minutes , Reports , and P roceedings . 
( 1) Technical Mee tings . 
mee tings attended by E S  s ta f  £. 

( 2 )  Pro fessional S o cieties , o f  which 
ES personnel are members & are 
permitted to attend meetings on o f ficia 
t ime, such as National Cattlemen's Assa  
National Council on Aging , American 
Home Economics Assoc . ,  National 
Agricultural Communicators in E ducation, 
American Ins t itute o f  Cooperation , 
National 4-H Council , e t c .  Files 
include correspondence , repor�s , 
agendas , minutes of mee tings & related 
records . 
( 3 )  S taff Meetings relating to admin
ist rative or program activities having 
s ho r t-term s ignificance . 

(4)  O ther meeting records o f  
temp orary value, such as meeting 
arrangements, accommodations . 

''Record Of fice 
OP I & To O ther 

Disposition FARC Of fices 

( 3 )  

Des t roy when 
2 yrs old 

Destroy when 
no longer 
needed . 

Des troy when 
no longer 
needed . 

Memb ers 
es troy when 
S yrs . old . 

( 4) 

N /A 

N /A 

N/A 

N/A 

Des troy when N /A 
3 yrs . o ld 

Des troy when N/A 
3 yrs .  o ld 

( 5 )  

es troy 
hen no 

longer 
eeded 

es troy 
hen 3 yr 

old or 
sooner if 
no longer 
needed fo 
current 
activitie 

F ILE by subj ect in chronological s equen e 

c -5-

Disposition 
Authority 

( 6 )  

GRs·:....2 3-5a 

GRS-23-5b 

ES-3070 
( 3/ 89 )  



Appendix C 
EX�ION SERVICE RECORDS DISPO SITI�CHEDULE 

April 1990 

Classi
fication 
Number 

( 1 ) 

1 0 10 

10 1 1  

10 1 3  

1 020 

1 0 30 

Dispos i t ion 

Descrip tion and Filing Ins tructions 

( 2 ) 

Organizat ion 
Use for material relating to organiza
t ional analysis & planning or changes 
in organization functions ; document s  
relat ing to overall funct ions and 
miss ions ; & copies o f  organi zational & 
funct ional s tatemen t s , manuals , & 
charts . Also includes materials 
p er taining to the number o f  pos i t ions 
and grade levels / series requir�d to 
perform program mis s ions . 
F ILE alphabetically by maj or & minor 
s ubdivis ions . 

Record O f fice 
OP I & To O ther 

Dispo s i t ion FARC Offices 

( 3 ) ( 4) 

PERHANENT when 
Trans fer to 5 yr 
NARA in 5 yr . old . 
blocks when 
20 yrs . old . 

( 5 )  

Des t roy 
when S / O . 

Principles of Organization & Pl2nning CMS 
Js e  for mat erial pertaining to planning , Des t roy when N /A 

analysis , develop�ent of  approved S/O .  
organizational uni t s  and operation , 
m�int enance nnd iwprovement of  same . 
�ILE by subj ect . 

Manpower Planning 
Us e for material pertaining to the 
manpower needed to accomplish tas ks.  

FILE by subj ect .  

S t atements o f  Mis sions and Fun c tions 
U s e  for mat er ials p e r taining to the 
mis sions and funct ions s t at emen t s . 

F ILE by subj ect .  

Delegation o f  Authority 
U s e  for material on delegations o f  
author i ty to  iden t ified pos i t ions o r  
p ersons , and temporary or l imited 
delegations t o  positions or p ersons . 

F ILE chronologically by maj or and minor 
sub di visions . 

CMS 
Des t roy when N /A 
S /O .  

OA 
Des t roy when N/A 
S/O  . .  

Des troy when N / A  
S /O .  

c-6-

Des t roy 
when S/O .  

Destroy 
when S /O .  

Des t roy 
when S / O . 

D e s troy 
when S /O . 

Dispo s i t ion 
Authority 

(6) 

E S-30 70 
( 3 /89 ) 



Appendix C 
EX� ION SERVICE RECORDS �ISPOSITI�CHEDULE 

April l ';!';!() 

Classi
fication 
Numb er 

( 1 )  

1040 

104 1 

104 1 - 1  

Descript ion and Filing Inst ructions 

( 2 )  

the accomplishment o f  o 
commit t ees , boards , task forces an 
work groups . 
FILE chronologically by subj ec t .  

C ommi t tee Management 
Us e for mat erial p ertaining to the 
cont inued monitoring o f  commit t ee 
act ivities . 

F ILE by commi t tee t itle.  

Interagency or Int ernational 
Commi t t ees or Task Forces 
Us e for agendas , minut es , final repor t s  
and recommendations f rom inter/ intra 
agency commit t ees or t ask forces 
chaired by top level employees . 

FILE chronologically by commit t ee. 

104 1- 1-2 Financial Reco rds 

1 04 1-2 

Showing dispo s i t ion of funds to  ES
sponsored advisory commi t t ees & int er
agency commit t ees , & expens es incurred 
by the commit tee, which may b e  insp ec t ed 
or  audited by the D epartmen t , the 
Comptroller General , or authorized 
repres enta tive. 
F ILE by chronological s equence. 

Adminis trato r ,  

U s e  for agendas , mi f inal rep orts , 
and suppor t ive records rela o 
s ub stant ive func t ions o f  the agency . 

F ILE in chronological s equence.  

c -7-

Dispos i t ion 
·Record O f fice 
OPI & To O ther 

Disposition FARC Of fices 

( 3 ) ( 4 ) 

De3troy 2 yrs N/A 
a f t er t erm-

o f  

Des t roy when N/A 
3 yrs . old or 
when no long-
er needed for 
reference. 

PERMANENT hen 
Trans f er to  
FARC when 5 
yrs . old . 
Trans f er to  
NARA when 20  
yrs . old 

D es troy when 
7 yrs . old 

N /A 

Des t roy when 
3 yrs . old o 

hen no long r 

( 5)  

ef erence 

reference. 

Dispo s i tion 
Authority 

( 6 )  

GRS--'.S-8a 

GRS- 1 6-Sb ( 1 )  

ES"'-30 70 
( 3 / 89 )  



Appen dix C 

EXT"SION SERVICE REGQRDS DISPO SITIO�CHEDULE 

April 1990 

Classi
fication 
Numb er 

( 1) 
104 1-2- 1 

104 1-3 

1044 

1050 

Descrip tion and Fil ing Ins t ructions 

(2 ) 
Extension Commi t tee on Organization 
and Policy of  the Associat ion of  Land
Gran t Co lleges & Universities ( ECOP). 
a.  ECOP is an o f ficial body to which 
mat t ers of  policy o f  general concern to 
Extens ion are referred .  Thes e mat t ers 
are considered & recommendations made 
to the States . Files cons i s t  of p ro
ceedings relating to subs tantive Exten
sion functions , & are arranged in date 
order in bound volumes . 
b .  Original minutes , agendas , reports  
and o ther do cuments  relevant to  ECOP .  
Fll E in date order 

int e  
suppo r t ive recor s 

D irector ' s  level . 

FILE in chronological s equence . 

ommit t ees 
U s e  for  mat err��e.rJ 
es tablishment 
boards . 
FILE by commit tee and/ o r  board title .  

Intradepartmental Relations 
Use for material involving issues of 
concern between USDA agencies . 

NOTE : For  Formal Agreements & Memoranda 
of Under s t anding s ee 1 3 14 .  

FILE by agency and lo cation 

Disposition 
Record O f fice 
OP I & To Other 

Dispo s i t ion FARC Of fices 

( 3 ) 

PE R..111ANE NT 
Trans fer 
bound copies 
to NARA in 
5-yr . b locks . 

PE RMANENT 
11 pre- 19 80 
ecords to 
ational Arch 
ves irmnediat 

· 1y . Transf er 
o FARC in 
-yr b locks 
hen 10  yrs 
l d .  T rans fer 
o NARA in 5-
r .  blocks 

20  yrs 

( 4 ) 

he:n 
yrs 

l d .  

es t roy when N/A 
yrs old or  

hen no  longe. 

Des troy when N/A 
o longer 
eeded f o r  
eference 

C-8 

( 5) 

es t roy 
hen no 
anger 
eeded fo 

ct ivitie 
r when 

3 yrs old 
•hi c1:1ever ks so ar.er 

Les t roy . 
h.:n no 

longer 
eeded fo  

current  
ctivi t i e  
r when 

3 yrs old 
hichever 

is sooner 

Disposition 
Authority 

( 6 )  

GRS- 16-8b ( 1) 

GRS- 16-8a 

E S-30 70 
(3/89) 



. Append ix C • • April lYYO 
·' l .• 

EXTENSION SERVICE R ECORDS DISPOSITION SCHEDULE 

Classi-
fication 
Number 

(1) 

1100 

1100-2 

.. , ,.,.. "' �. ,. '• 

Description and Filing Instructions 

( 2 )  

XA.'JAGE�!El�T l:Vll' ROVDIE:\T 
lise fo r material of a general na ture 
\Vhich per tains to the evalua tion and 
cons tant ef fort to improve the 
ef fec tiveness of  app roved programs and 
the ef ficiency of  their opera t ions -

which are no t described els ewhere in 
this category . 

FILE by program title.  

Opera t ion Costs 
Use for records of current operating 

costs & relationship of costs to func
tion and performance. Includes cost 
reduction and improved e f fectiveness in 
opera tion . 

FILE by FY in chronological sequence . 

. .  

Record O f fice 
OPI & 

Dispo si t ion 

( 3) 

Destroy 
when 3 yrs 
old .  

Destroy when 
3 yrs. old. 

To 
FARC 

( 4) 

'jj/ A 

C-9 

Disposition 

O ther 
Offices 

( 5) 

Des t roy 
when l yr 
old .  

Des troy 
wh en 3 

yrs . old . 

D i spo si tion 
Authority 

(6,)· 

F.S-3070 
(3/89) 



Classi
_fication 
Number 

(1) 

1 100- 3 

1100-4 

1110 

1130 

1140 

e e 
EXTE:-.;S IO:i SERVICE RECORDS D ISPOS ITIO� SCHEDULE 

Description and Filing Instructions I · , Disposition 
Record Office 'j 1 OPI & To Other Disposition i Disposition FARC I Offices Authority 

(2) 

Reports 
Cse for reports pertaining to 
management improvements. 

FILE by agency and subject. 

memo reports, & other 
records documenting ass 0 ts, 
progress & completion of projects. 

FILE Case file alphabetically by title 
of project. 

Management Policies and Procedures 
Use for material pertaining to the 
policies & procedures developed by 
management to carry out the require
ments of programs. 

FILE by subject. 

Management Studies and Analyses 

Use for intra/inter agency management 

improvement studies & analyses. 

FILE by agency and subject. 

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

FILE by subject. 

I 

(3) (4) 

I 
I CIS 
I 'Dt• st roy 1,1hen 'f./A 
3yrs. olJ. 

Destroy 1 yr. N/A 
after the yr. 
·n which the 

proje 
closed. 

CMS or OA 
Destroy when N/A 
no longer 
needed for 
reference. 

C�S/MSB 
Destroy wh�n N/A 
no longer 
needed for 
reference. 

OIS/PMSD 
Destroy when N/A 
no longer 
needed for 
reference. 

C- 10 

(5) 

Destroy 
when 3 
yrs. old. 

Destroy 
when no 
longer 
needed. 

Destroy 
when no 
longer 
needed. 

Destroy· 
when nci 
longer \ needed .. 

Destroy 
when no 
longer 
needed. 

(6) 

GRS-16-5 

ES-3070 
( ) ·' 80) 



Ap pendix C April 1990 

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

. •  

Clas si- Record O ffice 
fication Des crip tion and Filing In struc tions OPI & To 
Number Dis position FA.RC 

(1) .. ( 2 )  ( 3) (4) 

1200 PROGRAM PLANNING AND EVALUATION 
Use for ma terial pert aining to projec ted Des troy when. N/A 
program planning, imp lemen t a tion, and 3 yrs. old. 
moni toring of opera tj0ns, plans & goal s. 

FILE alphabeti cally by major & minor 
subdivisions. 

1200-3 
me a reports & other Destroy 1 yr. N/A 

records documenting ents, prog- after yr. in 
ress & completion of projects. which the 
weekly activity reports. p 

FILE Case file alphabetically by closed. 
title of project 

1210 Program Goals and Objectives 
Use for material pertaining to the Destroy when N/A 
program goals & objectives set forth to no longer 
accomplish a particular goal. needed for 

reference. 
FILE by position number. 

1230 Program Review and Evaluation 
Use for material pertaining to criteria Destroy when N/A 
used to evaluate programs & their rio longer 
results. needed for 

reference. 
FILE.·by subject in chronological sequenc 

C-11 

Disposition 

O ther 
O f fices 

(5 )  

Des troy 
when no 
longer 
needed. 

Destroy 
when no 
longer 
needed. 

N/A 

N/A 

Dis position 
Au thority 

(.6 ) 

GRS-16-5 

F.S-3070 
(J/89) 



E�ION SERVICE RECORDS DISPOSITI�CHEDULE 

Classi
fication 
Number 

(1) 

Description and Filing Instructions 

(2 ) 

Record Office 
OPI & To 

Disposition FARC 

( 3) ( 4 )  

.300 EXTERNAL RELATIONS 

1300-2 

a. Correspondence Files of the Admin- PERMANENT 
istrator, Associate Administrator, Transfer to 
Deputy Administrators, Director & Prograrn.1.l,,1�c when 3 
Leaders of the Extension Service. Files yrs. old. 
are arranged alphabetically according to 'j. · k'· tp NAR. 
the Extension Service File Classifica- in 5-yr.block 
tion Guide. when the rec
Correspondence, memoranda, reports, & ords in the 
related material that document the block are. all 
functions & activities of the Extension at least 10 
Service. Files include material pertain-yrs. old. 
ing to program planning & ether activit·· 
ies of ;a p;;·ecedent-setting, policy form-
ing nat�re concerning the administration; 
& direction of educational programs in · 

agriculture, home economics & related 
subjects; cooperation with States & 
Land Grant Universities, & other matters 
of significance in Extension Service. 

when 
· 3 yrs 
old. 

b. Administrative Files. Correspondence Destroy when N/A 
reports, and related material pertaining 15 yrs. old. 
to housekeeping activities of the 
Extension Service, such as personnel, 
budget, accounting, property travel and 
procurement. 

FILE by origin, series number or in 
chronological sequence. 

Legislative Proposals 
Use for comments and other material on 
legislative proposals. 

FILE chronologically by House a,nd 
Senate 

Destroy afte 
3 yrs old. 

C-12-

N/A 

Other 
Offices 

(S) 

IDes troy 
when 3 
yrs old. 

Destroy 
when 6 
yrs. old. 

Destroy 
after 1 
yr old. 

April 1990 

Disposition 
Authority 

(6) 

lJ/0'1) 



Appendix C 
EX�ION SERVICE RECORDS DISPO SIT I�CHEDULE 

April 1990 

Disposition 
Classi
fication 
Number 

( 1 ) 

1300-3 

Description and Filing Ins tructions 

( 2 )  

Public Relat ions Correspondence 
Use for general correspondence from the 
p ub lic reflecting individual opinions 
pertaining to general programs o f  the 
Agency not involving any administrative 
action b eyond t he preparation of a 
form reply . · 

NOTE : Records from farm organizatibs & 
o ther groups are no t included in this 
item since s uch opinions are cons tantly 
referred to by the Dep t .  in the formu
lation of  agricul tural programs & 
policies . For these records , see 1 300. 

FILE by control number and name . 

Re cord O f fice 
OP I & To O ther 

Disposition FARC Of fices 

( 3) ( 4 )  

OA 
Des troy N /A 
af ter 5 yrs . · 

( 5 ) 

Des troy 
after  
1 yr . 

1 300-6 �� f"'nntro l 

1 31 0  

Use for memo�" ,.�
,,

o ther Destroy 1 yr . N/A Des troy 
records documenting assi0 rs 

· 
after the yr . when no 

p rogress & comp le tion o f  proj e��=h
�
:he longer 

. p � u J �� needed . 
F ILE Case file alphab et ically by title closed . -----I'---__ 
o f  proj ect . I ------

Execut ive Branch Relations 
Us e for material pertaining to routine 
Extension Service relations with o ther 
executive branch agencies . 

F ILE by s ubj ect in chronological 
sequence . 

Des t roy when N / A  
5 yrs . old . 

N /A 

1 31 1  Whi te . Hous e  & Executive O f fice Relations 
Use for material per taining to routine 
Extension Service relations wi th the 
Whi te House or the E xecutive O f f ice . 

Des t roy when N /A 
5 yrs . old . 

N / A  

F ILE by s ubj ect  in chronolo gical 
s eq uence . 

C - 1 3-

Disposition 
Authority 

( 6 )  

GRS-16-5 

E S-3070 
(3/89) 



Appendix C 
EX�S ION SERVICE RECORDS DISPOSIT I�SCHEDULE 

April 199 0  

Disposition 
Clas s i
fication 
Number 

( 1 ) 

1 3 1 2  

Description and Filing Instructions 

( 2 )  

Interdepartment al Re lations 
Use for material pertaining to rout ine 
relations b e tween Extension Service & 
USDA agencies and s t af f  of fices . 

FILE by s ubj ec t  in chronological 
sequence . 

Record O ffice 
OPI & To O ther 

Disposition FARC Of fices 

( 3) 

Des troy when 
no longer 
needed . 

( 4 )  

N /A 

(5) 

N /A 

1314 Memoranda of Unders t anding MS , CFD 
a. Use for the original do cuments definin� PERJVi.ANENT 

t he-basis for j oint action by t he U.S . Transfer to After Dest roy 
Department of Agriculture and t he Land NARA 20 yrs . final 2 yrs . 
Grant Universities as provided in the af t er final sett- after 
Smith-Lever Act o f  May 8, 19 1 4 ,  on s e t tlement , lementfinal 
subj ects re lating to agriculture , home in 1 0-yr . sett lemen1 
economics , & other related s ubj ects . blocks.  
Includes memoranda o f  undeis tanding , 
amendment s ,  review comments , related 
correspondence . 

b . Us e  for all other background do cuments  Des troy 2 yrs After Des t roy 
including general correspondence , after final final 2 yrs . 
interim financial reports , and other sett lement s e t t- after 
records of  a general nature . lemen final 
FILE arranged alp habetical ly by s tate. sett lemen1 

C-14-

Disposition 
Authority 

(6) 

ES-30 70 
(3/89) 



Appendix C 
E� ION SERV ICE RECORDS DISPOS ITIO.CHEDULE 

C'l.1-'L. .l...l.. J.. 77V 

Clas s i-
fication Description and Filing Ins tructions 
Number 

( 1 )  ( 2 ) 

1 3 14- 1 Special Project Cooperative Agreements 
Between Extens ion & the State 
Cooperative Extension Service 
E ach proj ec t agreement incl udes the 
legal authority ; situation ; need for 
p roj ect ; p urpose o f  p roj ec t ,  organi za
tion & .cooperation ; me thods o f  proced
ure ,  & sources of maintenance .  

a .  Approved agreements 

b .  Disapproved proposals 

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

1 3 14-2 Bilateral Cooperat ion 

1 3 2 0  

with foreign countries , such a s  the 
Supplemental Agreement on S cientific & 
Technologi cal Cooperation under the 
Treaty of Friendship & Cooperation 
with Spain dated 2/18/1 9 7 6 . 
Records cons is t o f  reports , corres
p ondence , & s upporting materials • .  

FILE alphabetically by  agency or 
organization , geographical location , 
addressee name or t i tle . 

Legislative Branch Relations 
Use for general material p e rtaining to 
Extension Service relations with the 
Legislative Branch . 

FILE by s ubj ect in chronological 
sequence . 

C-15-

' -�� Disposition 
Record O f fice 
OPI & 

Disposition 

( 3 )  

CMS /CFD 
Des troy 7 
calendar yrs . 
af ter com
ple tion o f  
proj ect . 

Return to SES 
or  des troy 
when p roposed 
proj ect is  
disap prove d .  

IP S 
PERMANENT 
Trans fer to 
NARA 15 yrs .  
old in 5 yr . 
b locks 

To O ther 
FARC Of fices 

( 4 )  (5) 

N/A 

'

Des t roy 31 
calendar 
yrs . af te 
comple- · 

tion o f  
proj ect.  

f ter  es troy 
af ter 

ti on f inal 
f ettlernent 

r when no 
ent anger 

eeded for  
urrent 
c tivities 

Destroy when N /A 
5 yrs . old . 

N /A 

Disposition 
Authority 

( 6 )  

ES-3070 

(3/89) 



.NSIO:-.i SERVICE RECORDS DISPOSITI SCHEDULE 

Disposit ion 
C lassi
fication 
Number 

(1) 

1 32 3  

Descrip tion and Filing Ins tructions 

( 2 )  

Congress ional Hearings and Tes timony 
Use for material .pertaining to the 
preparation of material to be delivered 
before congressional hearings and/or 
tes t imony . 

FILE by subject  in chronological 
sequence .  

Reco rd Offi ce 
OPI & To Othe r 

Disposition FARC Of fices 

( 3) 

Des troy when 
5 yrs . old 

(4) 

N/A 

(5) 

N /A 

1324  GAO / GPO/Other Legislative Branch 
Relations 

1 325  

1340  

Use  for  material pertaining to relations Des troy when 
wi th GAO , GPO , & o ther legislative :S yrs . old.  
agencies . 

FILE by subj ect in chronological 
sequenc e .  

Reoorts  to  Congress 
Use for material pertaining to the 
p reparation & submis s ion of reports  
required.by Congres s .  

FILE by t itle and/or number o f  repo r t  
in chrono logical sequence . 

S tate and Local Agency Relations 

Des t roy when 
5 yrs . old.  

Use for material pertaining to relation� Des t roy when 
wi th S ta te and local agencies . 5 yrs . old.  

FILE by s ubj ect in chronological 
sequence 

Cl6-

N/A N /A 

N/A N /A 

N/A N/A 

Disposit ion 
Au t hority 

(6) 

F.S-3070 
(J/ 89) 



Appendix C 
E�SION SERVICE RECORDS DISPOSITI, SCHEDULE 

.c\pril 1990 

Classi-
fication · Description and Filing Instructio�s 
Number 

(1) (2) 

1400 PUBLIC AFFAIRS 

Use for requests for information from 
the general public & replies involving 
no administrative action, no policy 
decisions, & no special compilations or 
research for reply, including requests 
for information & inquiries to which 
replies are made by printed or dupli-
cated material, requests for publica.-
tions, and acknowledgements .& replies; 
letters of and concerning referrals to 
other agencies for replies, etc. 

FILE.by control number, name, or 
subject if applicable. 

C-17-

Record Office 
OPI & To 

Disposition FARC 

(3) (4) 

CIT/DA 
Destroy N/A 
after 1 yr. 

Disposition 

Other 
Offices 

(5) 

Destroy 
after 
l yr. 

I 

Disposition 
Authority 

(6) 

ES-307f\ 

CJ I 89) 



El.�srn:-; SERVICE RECORDS orsPosnl SCHEDULE 

Classi
fication 
Number 

(1) 

1400-3 

1410 

Description and Filing Instructions 

(2) 

memo reports & o ther 
records documenting a ents , 
progress & comple tion of  proJe 

FILE Case file alphabetically by 
ti tle o f  proj ect 

Publishing 
Use for general material pertaining to 
the pub lishing of Extens ion Service 
publicat ions which doe3 no t fit els e
where in this category . 

I Record Office j OPI & To 
Disposition FARC 

( 3) ( 4 )  

Des troy 1 y r .  N/A 
af ter the yr . 
in which the 

CIT 
Des troy when 
no longer 
needed for 
reference . 

N /A 

FILE by ti tle o f  issuance in chronolog
ical s equence . 

1410-1 S tate and National Journal S tories 
Mas ter s e t  o f  all s tate & national 
stories writ ten by Extension Service 
employees & published in j ournals 
related to agricul ture . 

NOTE : Work papers are des t royed when 
no longer needed for reference , or  
when 2 yrs . o ld ,  whichever is soone r .  

FILE b y  subj ect i n  chronological 
sequence . 

1410-2 Extens ion Service P ub lications 
P ublications s uch as Extens ion Revie,,; , 

newsle tters , or o ther Extens ion Service 
publications . 
FILE -in chronolMd_c::il !":Rn11<:.nc<>. 

C-18-

CIT 
estroy when 
o longer 
needed for 
reference . 

CIT 
PERMANENT 
Trans fer 
to NARA when 
10 yrs . old 

N / A  

when 
3 yrs 

old 

Disposition 

Other 
Offices 

(5) 

Destroy 
when no 
J.onger 
neede d .  

Destroy 
when no 
longer 
needed 
for 
eference 

N / A  

N/A 

Disposition 
Authority 

(6) 

GRS- 16-5 

F.S-3070 
(3/8()) 



Appendix C April 1990 e e 
EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Clas s i
fication 
Number 

( 1) 

• •  Ii 

Description and Filing Ins tructions 

( 2 )  

1410-3 �....:....::::.o;;..;�:..::...:...;..;...:..._���A�u�t�h�o�r�i�z�a�t�i�o�n=-s 

14 20 

1_4 20-1-1 

per taining to corres-
pondence , m anda , forms , & o ther 
papers related to rinting, 
process ing & dis tributi f bulletins , 
circulars ,  leaflets , pamphle t�,  
miscellaneous publications , & numb e 
unnumbe red publicat ions , p eriodicals , 
e tc.  

FILE numerically by publication 
series and number 

Compos i t ion and P rint ing 
Use for general material pertaining to 
the compos it ion and p rinting o f  
material which does not f i t  elsewhere 
in this category . 

FILE by agency and j ob numb er . 

per taining to the 
execution o o s i t ion , print ing , 
b inding , duplicati & dis tribut ion 
o f  j obs . Includes requis ns , b ills 
samples , manuscript clearances , 
related papers . 

NOTE : For obligation copy o f  
documents , s ee 5000-2d . 

FILE by requisi t ion number 

material pertaining to plann
technical mat ters . 

NOTE : _ Control regi rs pertaining to 
requisitions & work or are to be 
des troyed 1 yr . after close FY in 
which comp iled or 1 yr . af ter f i  g 
o f  register,  whichever is applicab le 
( GRS-13-4)  • 

FILE by subj ect in chronolo gical 
sequence . 

C-19-

Record O f f ice 
OPI & To 

Disposition FARC 

( 3 ) ( 4 )  

CIT 
Des troy 1 yr . N /A 
af ter comple
tion of  job 

CIT 
Destroy when N /A 
3 yrs . old . 

C IT 
Des troy 1 yr N /A 
af ter comple 
tion of  j ob 

Destroy when N/A 
3 yrs . old . 

Disposition 

O ther 
Offices 

(5 ) 

N/A  

Des troy 
when 1 
yr . old .  

Des troy 
when 1 
yr old .  

N/A 

Dispo s ition 
Authority 

( 6•), 

GRS-13-2 

GRS-13;_2a 

GRS-13-2b 

ES-3070 
(3/89) 



Appendix C • April 1990 

-.� It f.¢. 
EXTENS ION SERVICE RECORDS DISPO S ITION SCHEDULE 

Disposition 
Classi-· Record O f fice 
fication Description and Filing Instructions 
Number 

OPI & To Other 
Disposition FARC Offices 

( 1 ) 

1421  

1 4 2 2  

1 430 

1430- 1 

(2 ) 

Copy and Duplication 
Us e for material pertaining to the 
reproduction o f  printed material in 
fas t  cop y  center . 

FILE in chronological sequence . 

Photocomposition 
Use for material pertaining to pho to
composition . 

FILE b y  j ob number in chronological 
sequence . 

Publication Distribution 
Use for material pertaining to 
p ublication dis tribution . Includes 
revisions & deletions to mailing lists . 

NOTE : For directives distribution 
lists see 30 10- 2 .  

F ILE in chronological sequence . 

( 3 )  

Destroy when 
S / O . 

CIT 
Destroy when 
no longer 
needed for 
reference . 

CIT  
Destroy 
when S /O .  

�essional Inquiries and O rders C IT 

( 4 ) (5) 

N/A Destro y 
when S/O . 

N/A Des troy 
when no 
longer 
needed f o 
reference 

N / A  Destroy 
when 
change is 
completed 

Use for�sional inquiries & their Destroy 3 mos N /A 
acknowledgements ding p ub lications after 
of the Department/Agency . eludes transmittal 
requests s ubmitted to GPO for or reply 
congress ional requests . o f  a large r-----..__ 

N /A 

q uantity o f  publications . I ------r----_ 
F ILE alphabetically, & by requisition 
number in chronological sequenc e .  

r-----_ 
1440 News Releases and S peeches 

Use for copies o f  formal informational 
releas es & p ublications , p ress  
confeFence transcripts , o f f ic ial 
speeches , and indexes thereto . 

F ILE numerically by press releas e 
number . 

C- 20-

Disposition 
Authority 

(6.) 

GRS - 1 4- 1  

ES-3070 
(3/89) 



E.NSION SERVICE RECORDS DISPOSITI' SCHEDULE 

Disposition 
Record Office Classi

ficat ion 
Number 

Descrip tion and Filing Ins tructions OPI & To O the r 
Dis position FARC Offi ces 

( 1) ( 2 )  ( 3) 

1440-1 P ress Release CIT 

( 4 )  

Mas ter set of  all releases is sued by the Des troy when N/A 
Department . The pres s releases also con- no longer 

1440-2 

. 440-2- 1 

tain b iographies of  impor tan t individual�needed fo r. 
and all o f  the Secretary's speeches . referenc e .  

FILE numerically b y  press release numb er 

Speeches, Lectures, Statements  & Talks 
Before the general public , including 
presentations on radio & television . 
Policy-making speeches l'f the Adminis tra 
tor o r  other representatives des ignated 
by the Adminis trator. 

FILE in chrono logical order 

O ther 

OA 
PERMANENT 
Transfer to 
NARA when 1 5  
yrs . old in 
5-yr . blocks. 

Speeches , lectures, s tatements , & talks . Des troy when 

FILE in chronological order 5 yrs . old or 
when obsolete 
wl-iichever is 
later . 

1450 Radio and Television 

when 
5 yrs 
old .  

N/A 

Use for agency-sponsored radio or  
television news releases . 

Des troy when N/A 
no longer 

FILE by subject in chronological 
sequence . 

1450-1 Sound Recordings 
Used .. to document , carry on,  or promot e  
substantive agency activit ies , proced
ures, & programs consisting o f  the 
mas ter tape ,  & the original tape  for 
each magnetic audio tape recordings . 

FILE by subject , product ion or  series 
t itle & thereunder chronologically . 

C- 2 1 -

needed . 

CIT 
PERMANENT 
Forward to 
OPA , USDA , 
per OPA 
schedule . 

N/A 

(5 ) 

Des troy 
when no 
longer 
needed f o 
re ference 

Destroy 
when no 
longer 
needed 
for 
eference . 

N/A 

N/A 

N/A 

Disposition 
Authority 

(6) 

ES-3070 
CJ I 89)  



Appendix C • • April l 990 

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Classi
fication 
Number 

( 1) 

Description and Filing Instructions 

(2) 

1460 Media and Public Liaison 

Record Office 
OPI & To Other 

Disposition FARC Offices 

( 3) (4) ( 5 )  

Use for media appearances by agency Destroy when N/A N/A 
representatives & the prepared material when no 
used when acting as public liaison. longer neede 

1470 

FILE by subject. 

FILE by subject in chronological 
sequence. 

1480 Photography 
Use for black & white & colored origina 
and negatives, color transparencies 
slide photography and slide sets or 
films trips. 

1480-1 Still Color Picture Files 
a. Color photography 
consisting of copy prints and negatives 
collected from a variety of sources 
including the USDA central file, land 
grant university photographic collec
tions, county and state level photo
graphic collections and amateur 
photographers, .and do not document 
substantive agency activities and 
programs or duplicate other ES and 
USDA photographs which do. 

FILE by subiect (USDA _ 
photographic index guide�. 

estroy 1 yr. N/A 
fter final 

Destroy 
when no longer 
needed by CIT. 

N/A 

N/A 

N/A 

Disposition 
Authority 

(6) . 

GRS-21-6 

ES-3070 



Appendix C April 1990 • • 
EXTENSION SERVICE REGORDS DISPOSITION SCHEDULE 

Classi-
fication Description and Filing Instructions 
Number 

( 1 )  

1480-2 

(2) 

Still Picture Files (8Ja.d:::_ evnd .0h;re)I �. Still photographs (/,/adz s wh,"fe) . I 
consisting of copy prints and negatives 
collec ed rom a et of source t f van. y s 
including the USDA central file, land 

grant university ph6tographic collec
i tions, county and state level photo
graphic collections and amateur 
photographers, and do not document 
substantive agency activities and 

j programs or duplicate other ES and 
USDA photographs which do. 

C-23-

Record Office OPI b 
Disposition 

( 3) 

Destroy 

when no lon er g 

needed by CIT. 

To 
FARC 

(4) 

N/A 

Disposition 

Other Disposition 
Offices Authority 

( 5) ( 6 )  

' 

N/A 

ES-3070 



Appendix C • • April 1990 

EXTENS ION SERVICE RE:eol:ms DISPOS ITION SCHEDULE 

Disposition 
C lass i-· 
fication 
Number 

( 1 ) 

1480-4 

14 90-1 

1490-2 

Des cription and Filing . Inst ruct ions 

(2 ) 

Photography Conversion and S torage 
Use for material pertaining to the 
technologies used in  converting and 
s toring color images and pho tos to 
some o ther medium.  

FILE by subj ect in chronological 
s equence . 

Video and File 
Use for material pertaining to agency 
s ponsored file or video recordings . 

FILE by subj ect in chronological 
s equence. 

Motion Picture P roduction F iles 
Files contain mat erial pertaining to 
the production o f  f i lms , video tapes , 
including clearance s igned by ind ivid
uals for us e o f  their nar:ration, acting 
and musi c  rights;  scripts , & a copy o f  
each release giving f ull exhib it ion 
rights o f  the  film to the  television 
indus t ry .  

FILE by production number 

Motion Picture Film or  Video Tape  
Use to document , carry on ,  or  promo te 
s ubstantive agency activi ties , proced
ures , & programs. In the case o f  
Motion Pic ture Film :  camera o riginal , 
optical sound t rack , preprint elements , 
and a sound proj ection print . In  case 
of  video tape : mast er ,  edit  mas ter , & 
d ub for : 
a .  P roduc tion made for  dis tribution. 

F ILE by production numbe r .  

Record O f f  ice 
OPI & To O ther 

Disposition FARC Of  fices 

( 3 )  ( 4 )  

CIT 
Des troy when N/A 
no longer 
needed for  
adminis t rativ� 
use .  

CIT 
PERMANENT 
Forward to 
OPA ,  USDA , 
per OPA 
schedule . 

CIT 
PERMANENT 
Forward to 
OPA, USD A ,  
per OP A,_ 
schedule . 

N / A  

N /A 

(5) 

N/A 

N /A 

N/A 

C- 24-

Disposition 
Authority 

(6'} 

E S-3070 
(3/89) 



Classi-· 
fication 
Number 

(1) 

Appendix C April l';l';IU 

EXTENS ION SERVICE RECORDS D I SPOSITION SCHEDULE 

Description and Filing Ins tructions 

( 2 )  

b .  Special sub j ec t  productions for use 
wi thin the D epartment /Agency . 

F ILE by product ion number . 

c .  TV Film News features 
Sound on f ilm newsclips s ent to 
commercial television s tations from 
which a representative s elec tion o f  
news f eatures will be  made annually by  
the Agency . 

F ILE by product ion number . 

d .  TV P ublic S ervice Announcements  
T en to 60 second s po t  announcements on  
agricul tural subj ects  which have a 
ge .neral public interes t focus from 
which a represent a tive select ion o f  
announcements will b e  made annually by 
the Agency . 

FILE by production number . 

e .  Addi t ional duplicate prints or 
video dubs identi f i ed in 149 0-2a , b ,  
and those i t ems no t s elected under  
1490-2c and d .  

F ILE by product ion number . 

f .  O ther films or video tapes having 
limit ed adminis trative us e or interes t 
such as production whose sub j ect  
matter is  transitory or  not related to 
or  needed to document subs tantive 
agency activi t ies , operations , or 
responsib ilities . 

F ILE by product ion number . 

Reco".'d O f f ice 
OPI & To 

Dispo s ition FARC 

( 3 ) 

PEiJil:JENT 
Forward to 
OPA, USDA 
per OPA 
schedule . 

C IT 
PERMANENT 
Forward to 
OPA , USDA 
per OPA 
schedule . 

C IT 
PERMANENT 
Forward to 
OPA ,  USDA 
per OPA 
schedule . 

C IT 

( 4 )  

N/A 

N/A 

N/A 

Des troy or  N/A 
eras e when no 
longer needed 
for adminis
trative use .  

C IT 
Des troy or  
erase when no 
longer needed 
for adminis
trative use . 

N /A 

C - 2 5 -

D isposition 

O ther 
Offices 

(5 ) 

N /A 

N/A 

N/A 

N/A 

N /A 

Disposition 
Authority 

( 6)' 

ES-3070 
( 3/ 89 ) 



Appendix C • e EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Lassi-· Record Off ice ication Description and Filing Instructions OPI & To Other Dfaposition 
umber Disposition FARC Offices Authority 

(1) (2) (3) (4) (5) (6) 
g .  Stock Motion Picture Film or Video CIT 
Tapes Transfer to N/A N/A 
Unedited footage productions produced OPA, USDA 
for use in Extension Service consisting per OPA 
of original negatives, work prints, & schedule. 
video masters. 

FILE by can and roll number. 

C-26- ES-3070 
(1 /Q(\\ 



Appendix C April 1990 

EXTEN S ION SERVICE RECO�DS DISPOS ITION SCHEDULE 

Disposit ion 
Classi
fication 
N umbe r 

( 1) 

1500 

1500- 3 

Descrip tion and Fil ing Instructions 

(2) 
LEGAL AFFAIRS AND PROC EED INGS 
Use for mater ial of a general nature 
which pert ains to hearings & o ther. 
legal proceedings before the Dep t . of 
Agricul ture which are no t described 
elsewhere in this category. 

F ILE in chr.onological sequence . 

a .  Correspondence and support ing docu
ments used in the development cf pro
posed laws & regulat ions pertaining to 
ES pro grams. Inc ludes copies of 
appropriation bills, House & S enate 
Reports, Congressional Reports,  & 
similar material rela ting speci fically 
to the historical background of the 
Extension S ervice & records to a 
precedent-se t t ing nature relating to 
the administration of ES programs. 

F ILE in chFono logical sequence .  

me da, reports and o t he r  

records documenting ents, prog-

ress and completion o f  proJ 

FILE case file alphabe ti cally by ti tle 
of p roj ect . 

Re co rd Office 
OP I & To 

Disposition FARC 

( 3) (4) 

O ther 
Offices 

(S) 

LIA 
Destroy when 
3 yrs. old .  

N/A Destroy 
when 1 yr 
old. 

LIA 
Destroy when 
no longer 
needed . 

N/A 

Dest roy l yr . N / A  
a fter  the  yr . 
in whi c h  t he 

i s  

N/A 

Destroy 
when no 
needed . 

C-27-

-

Disposition 
Authority 

(6.) 

GRS-16-5 

ES-3070 
( 1 I QC\ 



Appendix C April 1990 

Classi
f i cation 
:\umb�r 

(1) 1511 

1513 

1520 

1600 

1600-3 

EXTENSIO� SERVICE RECORDS DISPOSITION SCHEDULE 

De scription and Filing Instructions 
I Record Off ice I 

Disposit ion 

Othe r 
Offices 

Dispos it ion 
Authority 

C2) 1 (J) ( 4 ·�--....L·-· ===�( 5�)===:===(=6 :-:--'.�) ======== 
___________ .... ___ ____ ::::J:: __ .:..·------+---------

Legislative Review 
Use for mate rial pertaining to review 
of legislative m�terial . 

FILE by subj ect in chronological 
sequence.. 
9pinion� 
Use for opinions relating to OGPA.  

FILE by subj ect in ch ronolo gical 
sequence . 

Legal�Proceedings 
�se for material pe r t aining �o legal 
proceedings which involve the Extension 
Service . 

Des troy when N/A 
S/O . 

LIA 
i 

D h i u; � . es troy w en .... 
4 yrs old. 

LIA 
estro:.: when 

3 yrs . old. 
�/A 

FTLE iri · :- - · -· Jl'l.'..i :·.'11 sequence. 
f.\CILIT:E' -\\JD SPACE MANAGEMEl\T 
Use ior �·-�r�al pertaining to the 
overall or  general routine facilities 
space management ac t ivi ties which are 
no t s peci fically des cribed in the fol
lowing catego ries . 

CMS/MSB 
Des troy when 

& 3 yrs . old.  
N/A 

FILE by subj ect in chronological 
s equence . 

n emo r<rrMl!r.._.,u 
records documenting as s�gi'n!n�=-
ress & comple tion o f  proj ec ts . 

FILE cas e file alphabe t ically by title 

N/A 

N/A 

N/A 

es troy 
hen 1 yr 

o ld. 

Des troy 
when 1 
yr . old. 

F.S-JQ70 



Appendix C April 1990 

EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

Clas s i- ·  
fication 
Number 

( 1 ) 

Descrip tion and Filing Ins tructions 

(2 ) 

16 1 0  Space Planning , Clas sification & SLUC 
Us e fo r material per taining to the 
general management of space planning , 
clas s i fication & SLUC not des crib ed 
below . 

1 6 20 

16 20- 1 

16 30 

1640 

FILE chronologically by agence and 
location 

�Acqui s � t ion and Ass ignment 
Use for' rial pertaining to the 

� ation, & release o f  
space . b u i  plans used in 
space planning as signments djus tment 

FILE chronologically by location 

aining 
ing o f  occupied space 
field locations . 

FILE in . chronological s equenc e . 

per taining to the f ull  
utilizati9n o f  avai 

FILE chronologically and 

and Maintenance 
for  materi taining 

t ions and maint enance s 

FILE chronologically by agency and 
location . 

Disposition 
Record O f f ice 
OPI & To O ther 

Disposi tion FARC Of fices 

( 3 ) ( 4 )  ( 5 )  

CMS /MSB 
Des troy when N /A Des troy 
2 yrs . old . when 2 

yrs . old . 

CMS /MSB 

Disposition 
Authority 

(.6.) 

Des troy 2 yrs N /A 
a f ter  termina 

Des troy 2 GRS- l l-2a 
yrs . afte 

tion o f  ass ig -
ment , or  when 
lease is  

ncelled , or 
when ns 
are S /O .  

CMS/MSB 
Des t roy when 
2 yrs . old . 

CMS /MSB 
Des troy 2 yrs 
after termin-
ation o f  

nment , or 
wllen l e  
cancelled , 
when plans 
are S /O .  

CMS /MSB 
Des t roy 3 mos 
after work is 

terminati n 
o f  ass ign 
ment , or  
when leas 

N /A Des troy GRS - l l - 2b 
when 1 yr ( 1 ) ( 2 )  
old . 

N /A N /A GRS - l l-2a 

N /A D es t roy GRS- 1 1-5  
when work 
is com-
ple ted . 

C - 2 9 - ES-3070 
( 'l.  I Q () \  
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Class i-· 
fication 
Number 

( 1 )  

1 6 50 

1660 

1 6 70 

. 1 6 80 

EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Disposition 

Description and Filing Ins t ructions 

(2) 

Record O f f ice 
OP I & To 

Dispo s ition FARC 

( 3) ( 4 ) 

CMS /MSB 

O ther 
Offices 

(5 ) 

to  the s afe Des troy when N/A 
sabotage 3 yrs . old , or 

N /A 

FILE by s ubj ect in chrono logical 
s equenc e .  

Parking S ervices 
Use for material pertaining to the 
allocation o f  parking spaces . Includes 
s tandard cri teria for s elec t ion . 

FILE by a_gency and name ( s ) • 

Utility S ervices 
Use for material which pertains to 
utility s ervices used by the Agency . 

FILE by s ubj ect . 

Conference Rooms /Audi toriums /Vendor 
S ervices 
a .  Use for material per taining to 
assignment of conference rooms & the 
auditorium,  including s et-ups , e . g . , 
podiums , micropho�es , etc . 

FILE in chronological s equence . 

b .  Use  for  material related to vendor 
services . 

FILE in chronological sequence . 

upon discon-
. uance o f  

i s  sooner . 

CMS /MSB 
Des t roy when 
3 yrs . old . 

Des t roy when 
3 yrs . old . 

Des troy when 
3 . months old . 

Des troy when 
no longer 
needed .  

C- 30-

N /A N/A 

N /A Des t roy 
when 2 
yrs . old . 

N /A Des t roy 
after us e 
of  facil
ities . 

N /A Des troy 
when no 
longer 
needed . 

Disposit ion 
Authority 

( 6 )  

GRS - 1 8-9 

E S-3070 
( '3 / 8 q )  



A'.tt-Pendix C • • April 1990 
EXTENS ION SERVICE RECORDS DISPO SITION SCHEDULE 

Classi-
fication Descrip tion and Filing Ins t ruct ions 
Number 

(1) ( 2 )  

1700 INVEST IGAT IONS AND AUDIT S 
Use for mate rial of a general nature 
pertaining to internal & external 
inves t igations or audi ts no t covered 
elsewhere under this category . (For 
personnel management audi ts  and 
invest igations of specific agency 
employees , including desk audi ts,  see 
4050- 2 .  

FILE by organizat ion in chronolo gical 
sequence . 

C-31-

Record Office 
OPI & To 

Dis po sition FARC 

( 3 )  ( 4 )  

Des troy N iA 
when 3 yrs 
old . 

Disposit ion 

O ther 
Off ices 

(S) 

Des troy 
when 2 
yrs . old . 

-

Dispo s it ion 
Authority 

(6) 

F.S-30 70 
< 3  I 89 ) 



Appendix C April 1990  
EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Clas s i
fication 
Number 

( 1 )  

Description and Filing Ins t ructions 

(2 ) 
1 700-2- 1 Inve s tigative Reports 

1 7 10 

1 720 

Reports  maintained to enab le Extens ion 
Service to res pond to Freedom o f  
Informat ion & P rivacy Act reques ts . 
FILE by agency in chronological 
sequence . 

arts , &, other 
records document ing assig uuc:;noo....::i._. 

progress & comple tion of  proj ects . 
FILE Case file alphab e tically by t itle 
o f  proj ect . 

pertaining to internal 
external s ti gations of known or  

alleged irregulari & violations o f  
laws & regulations relat to E xtension 
program or personnel . Files c " s t 
the official record copy o f  the inve 
gation report , corres pondence , not es 
attachments , ( signed s tatements , co�ies 
of invoices , etc. ) & work papers ( in
cluding computer printouts) . 

FILE by organization in chronological 
s equence . 

s i s t ing o f  the official record 
au report & related work 

papers ( includi compute� printout s ) , 
correspondence , mem nda & exhib i ts . 
These records pertain to 
apprais al of the Extens ion · ce ' s  
programs & management operating 
procedures ,  plans & policies , & also 
Agency· related activi t ies with external 
enterprises such as associations , 
corporations , e tc.  

F ILE by organization in chronological 
s equence . 

Record Office 
OPI & To 

Disposition FARC 

( 3 ) 
CMS/PMSD 

Des troy when 
no longer 
needed . 

( 4 ) 

N /A 

O ther 
Offices 

( 5 )  

N /A 

Des troy 1 yr. 
after the yr . 

which the 

N/A De.stray 
when no 

WF&A 
P lace in  
inact ive file  
when cas e  
closed . Cut 
off inactive 
at end of .FY . 

1 0  

N /A 

Cut o f f  at  N /A 
end o f  FY 
in which cas 
is  closed . 
estroy 8 yrs 
a f ter cutoff  

longer 
needed . 

Retain 
file for 
3 yrs . 
des troy 
when no 
longer 
neede d .  

Retain 
f ile for 
3 yrs . 
des troy 

hen no 
longer 
needed . 

C- 3 2 -

Disposition 
Authority 

( 6)  

GRS- 16-5  

GRS-22-lb 

GRS-22-2 

ES-3070 
( '3 / M ) 
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EXTENS ION SERVICE RECORDS D ISPOS ITION SCHEDULE 

Disposition 
Clas si
fication 
Number 

(1) 

Description and Filing Ins tructions 

(2) 
1720-1 � S tate Extension Service 

Record O f fice 
OPI & To O ther 

Disposition FARC Of fices 

( 3)  ( 4) (S) 

Disposition 
Authority 

( fr) 

Includes 1890-Lan - t Colleges Cut  o f f  at N/A Retain GRS-22-2 
Of fices � 
P rograms . end of FY in file for 

which cas e  3 yrs . 
FILE by chronological sequenc e .  �ed . des t roy I D�s tro� when no 

after cuto f f .r----_ longer 
� 

C- 3 3 - ES-3070 
( '1  I Q () \  
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EXTENS ION SERVICE RECORDS D ISPOSIT ION SCHEDULE 

Clas s i-
fication 
Number 

( l ) 
1 800 

1800- 3  

Re cord O f f icoe 
Descrip tion and Filing Ins t'ructions OP I & 

Dispos ition 

( 2 )  ( 3 )  

& CONT INGENCY 
DA/MGMT 

Use for copies o f  p or  directives Des troy 3 yrs 
pertaining to the formulat d af ter issuanc 
imp l ementation o f  p lans ( s uch as evd�--�·of  plan 
uation p lans ) for protec tion o f  life & ive . 
property du�ing emergency condi tions . 

F ILE in chronological sequence . 

memo reports & o ther 
records documenting nments , prog-
res s  and completion of pro j e  

FILE Cas e file alphabeti cally by 
ti tle o f  p ro j ec t .  

C- 34-

Dest roy 1 yr . 
after the y r . 
in whi ch the 

Disposition 

To 
FARC 

( 4 )  

O ther 
Of fices 

( 5 )  

Disposition 
Authority 

( 6 )  

N / A  Des troy I GRS - 1 8- 2 7  
when S /O 

N/A Destroy 
when no 
longer 
needed .  

GRS- 16-5 

E S-30 7" 
( J I 89 ) 



t1. p p e n a 1 x  L Ap r u _  l '::i '::I U 

·'t '• � .• ·� 
EXTENSION SERVICE RECORD S D ISPOS ITION SCHEDULE 

D isposition 
Clas s i
fication 
Number 

( 1) 

1810 

1820 

Description and Filing Instructions 

( 2 )  

Emergency P rocedures & P lanning (Crisis 
Management ) 
Use for material pertaining to evacuatio1 
relocation,  & continuity of operation, 
personnel ass ignments & related 
procedures . 

FILE in chronological s equence . 

Civil· Defense P rogram 
Use  for material pertaining to civil 
defense disas ters that would affect all 
employees and fuactions . 

FILE in chronological s equence . 

Record Of fice 
OP I & To O ther 

D ispos ition FARC Of fices 

( 3 ) ( 4 )  

Des troy when N / A  
S /O .  

Destroy when N /A 
S/O . 

(5 ) 

N /A 

N /A 

1 830 Nature and O ther Disas ters 
Use for material pertaining to disas ters Destroy when N /A N /A 
produced by nature , e . g . , flooding , no longer 
f ires , etc . needed f o r  

refere nce . 
F ILE by subj ect in  chronological 
sequence . 

t:-35 -

Disposition 
Authority 

( 6) 

ES-30 70 
( ) / 8g )  



Appendix C April 1990 
EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

.. 
Disposition 

Clas s i- Re cord O f fice 
fication Description and Filing Ins tructions OPI & To O the r Disposition 
Number Disposition FARC Of fices Authority 

( 1 )  ( 2 )  ( 3 )  (4 )  (5) ( 6 )  

2000 BUDGET DEVELOPMENT 2 PRE SENTATION 
AND EXECUTION CHS /BAD 
Use for material o f  a general nature Des troy 3 yrs . N /A Des troy 3 
which pertains to the preparation ,  after close yrs . afteI  
development , review , adj us tment , sub- o f  FY coverec close  o f  
mis s io n ,  & approval o f  the b udge t .  by budget .  FY coverec 
Includes reports , s chedules , charts , by b udg e t . 
estimates , & related documents which do 
no t fit elsewhere in this category . 

FILE by Fiscal Year . 

20 
. I 

at IN / A  00-2- 1 S tate Financial B udgets and ReEorts OA 
S ubmitted annually by the S tate Des troy N / A  
Extension S ervices . the end o f  

7 fiscal yrs 
F ILE by chronological sequence .  

-· - . .  

ES-30 7<' 
' ' , 0 1) ' 
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EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Clas si
fication 
Number 

( 1 )  

2000- 3 

20 10  

Descrip tion and Filing Ins tructions 

(2) 

memo ran 
records documenting ass ignm 
progres s & complet ion of  proj ects . 

FILE case f ile alphabetically by 
title of  proj ect . 

Budget Planning and Development 
Use for material pertaining to budget 
planning , estimates , j us t ificat ions , & 
supplementary material such as explana
tory no tes , narrat ives , & program 
perfdrmance .  Also includes previous 
supp lementary or amended budget 
materials . 

FILE by Fis cal YEAR. 

2030 Budget Presentation 
Use for copies of the b udget ( original 
o r

.
revised) submit ted to O f f ice of the 

Secretary for approval . 

FILE in chronological sequence . 

a .  One record copy o f  the budget 
submitted to Of fice of the Secretary 
for approval . 

FILE in chronological sequence .  

b .  All other copies . 

F ILE ln chronological sequence . 

Record Of fice 
OPI & To O the r 

Disposition FARC Of fices 

( 3 )  (4) ( 5 )  

Des troy 1 yr • .  N/A 
af ter the yr . 

which the 

Destroy 
when no 
longer 
needed . 

CMS/BAI) 
Des troy 1 0  
yrs . af ter 
close of FY 
covered by 
budget .  

OA 
estroy 10 yr 

af ter c lo s e  
o f  FY covered 

y budget .  

Des troy when 
no longer 
needed for  
reference . 

N/A Des troy 5 
yrs . afte  
close of  
FY  covere 

y b udget 

N/A Destroy 
10 yrs . 
af ter 
close o f  
FY covere 
by budget 

N/A Des troy 
when no 
longer 
needed fo  
reference 

C- 37 -

Disposit ion 
Authority 

( 6) 

GRS- 16-5 

E S-30 70 
( ) / 8g )  

http:CMS/B.Al
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EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Class i
fication 
Number 

( 1 )  

2040 

2050 

Description and Fil ing Ins tructions 

(2) 

Budget Execution 
Use for material pertaining to approved 
budget implementat ion & maintenance o f  
financial controls  over appropriate 
funds . Include apport ionment s , alloca
t ions , allotments &workplans , ob liga
tions & outlays , ceilings , requirements  
reimbursemen ts , & nonappropriated fund s .  

NOTE : Include here f inancial data only 
if i t  is directly budget supportive . 
Use 2100  for regular accounting 
documentat ion . 

FILE by Fiscal Year . 

FILE by subj ect  and Fiscal Year . 

FILE 

Record Office --0P I  & To O ther 
Disposition FARC Of fices 

(3)  

CMS /BAD 
Des t!."oy 10  
yrs . after 
close o f  FY 
covered by 
budget . 

CMS / BAD 

(4)  

N/A 

N /A 

Des t roy 3 yrs . N IA 
after  the 
end of the 
covered by 
bu g 

(5 ) 

Des troy 
10 yrs . 
after 
close o f  
FY 
covered 
by budget 

Des troy 
5 yrs . 
old .  

Des troy 
3 yrs . 
after th 

C- 38-

Disposition 
Authority 

(6) 

GRS-5-3a 

GRS-5-3b 

E S-30 70 
( 1 1 P O '\  
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EXTENS ION SERVICE RECORDS DISPO S ITION SCHEDULE 

:las s i- Record O f f ice 
:ication Descrip tion and Filing Ins tructions OP I & To 
lumber Disposition FARC 

( l ) ( 2 ) ( 3) ( 4 )  

2 100 FINANCIAL MANAGEMENT /ACCOUNT ING CMS /BAD 
Use  for material pertaining to overall Destroy when N/A 
financial management & accounting 3 yrs . old 
activi tes no t specifically described in 
the following categories . 
FILE by subj ect in chronological 
s equenc e .  

,I 

2 100-2 Financial P riorities CMS /BAD 

2 1 00-3 

Use for material pertaining to the 
s tatus of ac tivities o f  all f inancial 
priorities . 

Destroy when N / A  
3 yrs . o ld .  

FILE in chronological sequence . 

Internal Controls 
Use for material which pertains to the 
plans of organizations & all the coord
inated methods & measures adopted by 

CMS / BAD 
Des troy when 
3 y rs . old . 

the Agency to safeguard asse ts , check 
the accuracy & reliability o f  accountin b 
data , promote operat ional efficiency , & 
encograge adherence to prescribed 
manager iQl policies . 
FILE in chronological sequence . 

C - 39-

N / A  

D isposition 

O ther 
Of fices 

( 5 ) 

Des troy 
when 2 
yrs . old .  

Destroy 
when 1 y r  
o ld .  

Des troy 
when 1 yr 
o ld .  

Disposition 
Authority 

( 6 ) . ·  

ES-3070 
( 1  / �0 '\  
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EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Clas si
fication 
Number 

( 1 )  

Description and Filing Ins truct ions 

(2 ) 

Re cord Office 
OPI & To O ther 

Disposition FARC Of fices 

( 3 )  (4)  (5 ) 

2 100-4 Sys tems Review and Analysis CMS/BAD 
Us e for material which pertains to 
indirect  cos t reviews & nego tiations . 
Agency financial management s tudies , & 
assessments of  the Agency ' s  repcrting 
needs . 

FILE in chronological s equence . 

Des troy when N/A 
3 yrs . old . 

Des troy 
when 1 
y r .  old . 

2 100-6 I� rnntrol CMS/BAD 

2 1 10 

2 1 60- 1 

2 160-2 

Use for memora , �e orts , & o ther Des troy 1 yr . N/A Des t roy 
records documenting ass igg:rtnr:e;:�P�cL.&.-PL r rooggrree���s after the

h
. 

when no 
and comple tion of  proj ects . ------- longer 

needed . 
of  proj ect  closed . ----� FILE alphabetically by  title  

Accounting Sys tem CMS/BAD 
Use for material pertaining to account- Des troy when 
ing sys tems approved by GAO ; management 3 yrs . old . 
advisory services for  financial sys tems ; 
moni toring sys tem development  processes 
& the coordination of  accounting sys tem 
regulations . 

FILE in chronological s equence . 

Working Capital Fund 
Use for material o f  a general nature. 
which pertains to WCF . 

F ILE by subj ec t .  

Planning , Development ,  and Approval 
Us e for material pertaining to Working 
Capi tal Fund budget preparation , plann
ing , and final approve? budgets . 

FILE by subj ect . 

C- 40-

CMS/BAD 
Des troy 3 yrs 
after c lose o 
FY covered by  
b udget .  

CMS/BAD 
Des troy 5 yrs 
af ter c lose  o 
FY covered by 
budge t .  

N/A 

N/A 

N/A 

Des troy 
when 1 
yr . old . 

Des troy 3 
yrs . afte 
close of 
FY cov-
e red by 
b udge t .  

Destroy 5 
yrs . afte 
close of 
FY cov
ered by 
b udget 

Disposition 
Authority 

( 6'.) 

GRS- 1 6-5 

ES-3070 
('l, / � O )  



A p p e n d i x  C • EXTtl!S ION SERVICE �ECORDS DISPO S ITION SCHEDULE 

Ap r i l  1990 

Classi
fica.tion 
Number 

( 1 ) 

2 1 60-3 

2 160-4 

2 160-5 

2 160-6 

2 1 70 

2 1 80 

Disposition 

Description and Fil ing Ins tructions 

(2) 

Financial Review 
Use for material pertaining to WCF fund 
reviews , summary reviews & individual 
cos t centers reviews of a financial 
na ture . 

FILE by subj ect . 

Management Counci l  Cos t  D is tributions 
Use for material pertaining to the dis
tribution of  center agency b illings 
(GSA , DOL )  to Departmental agencies ; 
FTS , SLUC , OWCP , e t c .  

FILE .by subj ect 

Working .Capital Fund Cost  Distrib ution 
Use for material pertaining to Working 
Capital Fund cos t center expense dis
tribution to user . agencies of Printing 
Plant , & Copier S ervices , e t c .  

F ILE by  subj ect . 

Department C entralized Reimbursable 
P rogram Co s t  Distributions 
Use  for material pertaining to Depart
mental centralized costs  or expenses 
made through spec ial reimb ursab le 
accounts which are prorated tq the 
agencies , e . g . , O ffice of P ersonel 
training programs & Heal th Services . 

FILE by subj ect . 

Cos t  Determination (A-76 )  

Re cord O f fice 
OP I & To O ther 

Of fices Disposition FARC 

( 3 ) 

CMS /BAD 
Des troy 5 yrs 

af ter close 
of  FY covered 
by budge t .  

CMS /BAD 
Destroy 5 yrs 
af ter close 
of  FY covered 
by budge t .  

CMS /BAD 
Des t roy 5 yrs 
af ter close 
o f  FY covered 
by b udge t . 

CMS /BAD 
Des troy 5 yrs 
af ter close 
o f  FY covered 
by budget . 

CMS /MSB 

( 4 )  

N/A 

N/A 

( 5 ) 

Des t roy 5 
yrs after 
close  o f  
FY cov
ered by 
budget .  

Des t roy 5 
yrs af ter 
close o f  
FY cov-
e red by  
b udget .  

N/A Des t roy 5 
yrs after 
close o f  
FY cov
ered by  
budget .  

N/A Des t roy 5 
yrs after 
close o f. 
FY cov
ered by 
budge t .  

U s e  for ma terial which provides a basis  
for efficien.tly us ing availab le resourc� 
es in operating commercial & indus trial 
type activities . A- 7 6  provides guidance 
in determining the least�co s t  method 
( i . e . , in-house or cbntract ing out ) o r  
providing services o f  a commercial/ 
indus trial nature . 

Des troy when N/A 
3 yrs .  o ld .  

Des troy 
when 1 
yr . old . 

F ILE in chronological s equence .  

P roperty 
Use for ma terial pertaining to 
property accounting . 

FILE in alphab etical sequence .  

C- 4 1 -

CMS /MSB 
�es troy when N/A 
3 yrs . old .  

Des troy 
when 1 
yr . old . 

Disposition 
Authority 

(6 ) 

ES-3070 
( 3  / 89 ) 



Appendix C • • April 1 990 

Clas s i
fication 
Number 

( 1 ) 

2200 

2 200-3 

EXTENS ION SERvICE RECORDS DISP.OS ITION SCHEDULE 

Descrip tion and Filing Ins tructions 

( 2 )  

Record O t  f ice 
OPI & To 

Disposition FARC 

( 3 ) ( 4 )  

D isposition 

O ther 
Offices 

( 5 )  

Dispos ition 
Authority 

( 6 )  

mate � a general nature 
CMS /BAD 

Des troy when 
2 yrs . old . 

N/A Des troy GRS-6-Sa 
which per tains to fi nagement 
which does no t fit elsewhere · is 
catego ry . 

FILE by sub j ect  in chronological 
sequence . 

Payment Control Listing 
Use for computer listings , 
etc . , generated to perform 
keeping functions required 
accountability .  

batch report1 CMS /BAD 
the house- Des troy when 
f o r  fiscal no longer 

needed . 

FILE by s ubj ect in chrono logical s equenc e 

C -42-

N/A 

when 2 
yrs . old . 

Des troy 
when no 
longer 
needed fo 
reference 

F. S-30 70 
C J  I 89 ) 
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EXTEN S ION SERVICE RECORDS DISPO S ITION SCHEDULE 

Classi
f ication 
Number 

( 1 ) 

Description and Filing Ins tructions 

(2 ) 

2200-4 Reports/S tudies 

2200-5 

22 10  

22 10- 1 

2220 

2230 

Use for reports  and s tudies which 
pertain to fis cal management . 

FILE by agency and subj ec t .  

memor 
records documenting as sig i"•'�"-" 

progress & completion o f  proj ec t s . 

F ILE Case file alphabe tically by ti tle 
o f  p roj ec t .  

Use for mate rtaining to availa
bility , collec tion , cus deposit  
of  f unds including appropriation 
warrants & certif icates of depo s i ts . 

FILE by subj ect . 

FILE by name of  vendor .  

collections , fees , 
and delinquent accounts . 

F ILE by name of vendor .  

pertaining to routine 
acco4nting records lot ted fund 
obligations s ubs idary to t ary 
allo tments s ta tus records . Include 
ob ligation es timates  paid & unpaid & 
classified expendi ture lis tings . 

FILE by  agency . 

C- 4 3 -

Re cord Of fice 
OP I & 

Disposition 

(3 )  

To 
FARC 

(4)  

Des troy 5 yrs N/A 
after close 
of  FY covered 
by budge t .  

Des troy 1 y r .  N/A 
after the yr . 

· ich the 

CMS /BAD 
Des troy when N/A 
3 yrs . old . 

CMS/BAD 
N/A 

CHS/BAD 
N/A 

account . 

CMS/BAD 
Des troy 6 yrs N/A 
3 mo . af ter 

Disposition 

O the r 
Of fices 

(5 ) 

Des troy 5 
yrs . afte 
close of  
FY cov
ered by 
budge t .  

Des troy 

Disposit ion 
Au thority 

(6-) 

GRS- 16-5 

Des troy GRS-6-4 
when 3 
yrs . old . 

Des troy GRS-6- l a&b 
when 3 
yrs . old . 

Des troy GRS-6- l a&B 
when 3 
yrs . old . 

Des troy GRS-6- l a&B 
when 3 
yrs . old . 

E S-30 70 
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Classi
fication 
Number 

( 1 ) 

2240 

2240- 1 

2 240-1-2 

2240- 1-3  

2 240- 1-4 

EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Disposition 

Descrip tion and Filing Ins truct ions 

(2 ) 

FILE by agency . 

to the 
amounts  

FILE by individual name , or  

F ILE by individual name . 

and Control 

Re cord Off ice 
OP I & To O ther 

Disposition FARC Of fices 

( 3) (4)  (5 ) 

CMS /BAD 
N/A Des troy 

when 3 
yrs . old . 

CMS /BAD 
Des troy 6 yrs N/A Destroy 
3 mos . af ter 3 yrs . 

af ter the 
period of  

CMS/BAD 
N/A Destroy 

when 3 
yrs . old . 

CMS /BAD 

Disposition 
Authority 

(6 ) 

GRS-6- la&b 

GRS-6- la&b 

GRS-6-4 

control media 
er al ledger . ·  

Des troy when N /A 
3 yrs . old 
NFC/OFM 

Des troy GRS- 7-4 
when 2 

FILE by agency . 

Fiscal Irregulari ties CMS/BAD 
Use for material pertaining to  account- Des troy when 
ing autho rization irregulari ties 15 yrs . old . 

FILE .. .bY agency . 

CMS /BAD 

When 
5 yr 
old . 

Us e for m · al p ertaining to General 
Accounting Office 
form�l or informal , 
corres pondence . 

Des troy 1 yr . N /A 
af ter has 

FILE by agency . 

C-44-

yrs . old .  

Des troy 
wh en 1 
yr old . 

Des troy 
when 1 
yr . old . 

GRS-6- la 

GRS-6-2 

ES-3070 
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EXTENS ION SERV ICE RECORDS DISPOSITION SCHEDULE 

Classi
f ication 
Number 

( 1 )  

2260 

2270 

2280 

Description and Filing Ins tructions 

(2) 

& Trans fers 

which pertains to accounting 
burs ing o f  funds , including obligati 
control of expendi tures , availab ility 
and trans fer , & advancement o f  funds , e t  

F ILE b y  subj ect . 

Re cord O f f  ice 
OPI & To 

Disposition FARC 

( 3 ) (4)  

Des troy when N /A 
3 yrs old . 

rnateri taining to s tatemen s Des troy 6 N/A 
o f  transac tions & accou · " ty co ll- yrs . 3 me . ,  
ection schedules &vouchers , & dis  - af ter period 
ment  schedules & vouchers . 

F ILE by subj ect . 

Codes 
materia " ning 

numbers us ed in the accounti 

F ILE by code . 

CMS /BAD 
Des troy when N /A 
3 yrs . o ld .  

C- 4 5 -

Disposition 

O ther 
Offices 

(5 )  

Dispos ition 
Authority 

( 6 )  

Des troy GRS-6-Sa&b 
when 2 
yrs . old . 

Des troy GRS-6- la  
when 2 
yrs . old . 

Des troy GRS-6-Sb 
when 3 
yrs . old . 

ES-3070 
( 3 /89 )  
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EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Clas s i- Re cord Office 
fica tion Description and Filing Instruct ions 
N umber 

( 1 

2 300 

2 300-2 

( 2 )  

Use ma of a general nature 
which pertains to l & transporta-
t ion func tions, not covere ewhere 
in the following c ategori es . 

NOTE: Logs and registers of account
ability are to be destroyed 1 yr . after 
entries are cleared . 

FILE by agency and subj ec t .  

e st and Authoriz at ions 
Use fo ies of vouchers , memorandum 
co pies of t r  reques ts , travel 
authorizations, & supporting papers 

NOTE: Des t ro y  unused ticket emption 
forms, such as S F 1 170 ; when no l o  
needed for admini strative use (GRS 9-3c 

OP I & 
Disposi tion 

( 3 ) 

CMS /BAD 
Destroy when 
when · 2 yrs. 
old . 

CMS / BAD 
Des t roy when 
3 yrs. old . 

F ILE chronologically by uni t & employee 

C-46-

0 
FARC 

( 4 )  

N /A 

N /A 

Disposit ion 

O the r Disposition 
Offices Authority 

( 5 )  ( 6 )  

Destroy GRS-9-4a&B 
when 1 
yr . old . 

Destroy GRS-9-3a&b 
when fund 
are 
obli gated 

E S-30 70 

( 3 / 89 ) 



EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

Class i
fication 
Number 

( 1 )  

2 300-3 

Description and Filing Instructions 

(2) 

ertaining to reimburs-
ing travel o rders , 
per diem vouchers , hotel r vations , 
& all supporting papers documentin 
o fficial travel by of fj._!;:ers ,  employees , 
dependents or  other authorized py law 
to  travel) . 

FILE alphabet ically by employee . 

2300-4 Reports  

2300-5 

2 3 1 0  

2320 

2330  

Use for  travel reports . 

FILE by subj ect in chronological 
s equence . 

me a reports & o ther 
records documenting ents , 
p rogress & completion of  proj e 

FILE Case file alphabetically. by 
t i tle  of proj ec t .  

Tempo'rary Duty Travel - Domes tic  
Use  for material o f  a general nature 
which pertains to temporary duty -
domes tic  travel . 

FILE in chronological s equence or  
alphabetically by employee . 

Temporary Duty Travel - Foreign · 
Us e for material of  a general nature 
whi ch pertains to tempo rary duty -
foreign travel . 

FILE in chronological s equence or 
alphab e tically by  employee . 

t i  on 
Use for ma ertaining to employe 
travel & relocation a 

F ILE by subj ect  in chronologi cal 
s equence . 

Record Of fice 
OP I & To 

Disposition FARC 

( 3 )  

CMS/BAD 
Destroy when 
3 yrs . old . 

( 4) 

N/A 

CMS/BAD 
Des troy when N /A 
3 yrs . old . 

Des troy 1 yr . N/A 
a f ter  the yr . 
in whi ch the 

· CMS/BAD 
Des troy when N/A 
2 yrs . old . 

CMS/BAD 
Destroy when N/A 
2 yrs . old . 

CMS/BAD 

C - 4 7 -

Disposit i on 

O th�r 
Offices 

(5 ) 

Des t roy 
when fun 
are obli 
gated . 

N/A 

Des troy 
when no 
longer 
needed . 

Des troy 
when 1 
yr . old . 

Des troy 
when 1 
yr . old . 

Disposition 
Authority 

( fr) 

GRS-9- 3a&B 

GRS- 1 6-5 

Des troy GRS-6- la 
when 1 
y r .  old . 

ES-3070  
( 3/89 ) 



Class i
fication 
Number 

( 1 ) 

2340 

n k-1 1.. .J.. .i. . ..L 7 7 V e e 
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Descrip tion and Filing Ins t ructions 

(2) 

in 
taining to the 

essary arrangement requi · n  the 
event an employee b ecomes ill or 
while in travel s tatus . ( In case o f  
death , information is  filed in OPF ) . 

FILE by employee social s ecurity number . 

Record Of fice 
OPI & To 

Disposition FARC 

Disposition 

O ther 
O f fices 

Disposition 
Authority 

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

CMS /PMSD 
N/A Des troy GRS-6- la  

when 1 
yr . old . 

2350 -"T����o�r�t�a�t�i�· o�I�i ����� Use for ma 
CHS /MSB 

Des troy when N/A 
when 2 yrs . 

Des troy GRS-9-4 (a) 
when 1 

2350-

which pertains 
things . 

FILE in chronological s equence .  

Use for ma 
of goods by governm commercial 
carriers . May include commerc 
Government b ills of lading & o ther 
which documents  the trans a� t ion . 

FILE b y  s ubj ect . 

2350- Transportation Rates  
Use for  material whi ch pertains to  
carrier rates . 

FILE by carrier . 

2350- Reports  

2350-4 

Use for transportation reports , e . g . , 
shortage & demurrage , e t c . 

FILE by  sub j ec t  in chronologi cal 
sequence . 

me reports  & o ther 
records documenting ent s ,  prog-
ress & completion o f  proj ec t .  

FILE : Case file alphab e tically b y  
the t i tle o f  the proj ect . 

old . yr . o ld .  

CMS /MSB 
Des troy when 

3 yrs . old .  
N/A  Des t roy GRS-9- l a (2) ( 3 )  

when 1 

CMS /MSB 
Des troy when 

S /O .  
N/A 

Des troy when N/A 
3 yrs . old . 

Des troy 1 
yr . after 
the yr . in 

the 

N/A 

yr . old . 

N/A 

Des troy 
when 1 
yr . old . 

Des troy 
when no 
longer 
needed . 

GRS- 16-5  

C- 48- E S-3070 

( 3 / 8 9 )  
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EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Class i-
f i cation Description and Filing Ins tructions 
Number 

( l) (2) · -

2500 CLAIMS 
Use for material o f  a general nature 
pertaining to claims for a right to 
some thing , e . g . , a t itle to a deb t ,  
privileges , or  o ther things in the 
possession of ano ther . 
FILE by agency and claiman t .  

2500-2 Reports 
Use  for claims reports . 

FILE by agency and sub j e c t  

25 00-3 .;;,.;:..;;...i...;=...;;,;;,,;::,.;�.;:. 
mem reports & 

records document ing asi5'1�tBMiit.ll.t&, 
and comple tion o f  proj ects . 
F ILE Case f ile alphabetically by 
t it le o f  ptoj e�t . 

C - 4 9-

Record O f f ice 
OP I & To 

Dispositior. FARC 

( 3 ) ( 4 )  ... 

CMS 
Destroy l yr N /A 
af ter f inal 
disposition 
o f  case . 

CMS 
Des troy when N/A 
3 yrs . old . 

Destroy l yr N/A 
after the 
r in which 

the p rcrJe'-..i;;..-..1. 
is closed . 

_, ... -.. ...... 
Disposition 

O ther 
O f f ices 

( 5 )  

Des troy 
1 y r .  
af ter 
f inal 

�ispositioh 
of c3 se . 

Destroy 
hen 3 yr 
o ld . 

Des troy 
when no 
longer 
needed . 

Dispo s ition 
Authority 

( 6 )  

GRS - 16-5 

F.S-3070 
( 3  I 89 ) 



Clas si
fication 
Number 

( 1 )  

2540  

2550 

2560  

2 5 70 

EXTENS ION SERVICE RECORDS DISPO S ITION SCHEDULE 

Disposition 
Record Of fice 

Description and Filing Ins tructions OPI & To O ther 
Disposition FARC Offices 

(2 ) (3 )  

Damage/Loss  of  Government Property CMS 

(4)  (5 ) 

Use for material pertaining to the will- Des t roy 1 y r .  N/A Des troy 
1 yr . 
after 
final 

ful des truct-ion of or damage , theft , after f inal 
etc . , to Government property . disposi tion . 

FILE by  subj ec t .  

men ts 
Use mat ertaining 
schedules o f  valuab e ed , corres-
pondence ,  memoranda , & o ther re 
relat ing to the administrat ion of the 
Government Losses in Shipmen t Act ,  & 
any claims that may ensue . 

FILE in chronological sequence . 

Irregularities/Dis crepancies 
Use for material pertaining to the doc
umentation of irregularities /discrep
ancies with sufficient informat ion to  
enabl e  process ing o f  claims . 

FILE by subj ect  in chronological 
s equence . 

Waivers 
Use  for material pertaining to the 
relinquishing o f  a known righ t , 
interes t ,  etc . 

FILE by subj ec t .  

C-5 0-

CMS 

CMS 
Des troy 1 yr 
after final 
disposi tion 
o f  cas e .  

CMS 
Destroy 1 yr 
af ter f inal 
disposi t ion 
of case . 

N/A 

/A 

dispositi  n 

N/A 

Dest roy 
1 yr afte 
f inal 
dispositi  n 
o f  cas e .  

N/A Des troy 
1 yr af te 
f inal 
dispos iti  n 
o f  cas e 

Di,spos ition 
Authority 

(6 )  

GRS-9-2 

ES-3070 
(3/ 89) 
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EXTENS ION SERVICE RECORDS DISPOSITION SCHEDULE 

Clas s i- Record O f fice 
fication Des crip tion and Filing Instructions OP I & 
Number Dispos ition 

( 1 ) ( 2 )  ( 3 ) 
2600 PAY AND ALLOWANCES CMS /PMSD 

Use for material o f  a general nature Des troy when 
per taining to salaries &deduct ions , & 3 yrs old . 
expenses such as co s t  of  living , living 
quarters & education allowanc e .  
F ILE by subj ect in chronological 
sequenc e .  

2600-2 Payrn�.,..._
Use for genera!i�l!'¥o4i"1.ji2.Q.!�:E 
ing to payroll 1X'trt"'6&&.aJ.,J�� 
FILE by s ubj ect  in chronological 
sequenc e .  

2600-2- 1 Payroll Preparation & P rocess ing 
Use fo r material pertaining to p ayroll 
control s ervi ces , whether in elect roni 
or  paper form, inclus ive of flexi.time 
attendance records , payroll summary 
control & certif ication cont rol  docu
ments which include all s ource documen 
used  to authorize or change payments 
to payees . 

. c-s1= 

CMS /PMSD 

,, 

To 
FARC 

( 4 )  

N /A 

N/A 

Disposition 

O the r Disposition 
O f  fices Authority 

( 5 )  ( 6 )  

Des troy 
when 3 
yrs o ld .  

Des troy GRS-2-2 
when 2 
yrs . old . 

ES-307<1 
( 3  I 89 ) 



Classi
fication 
Number 

( 1 ) 

2600-2.-3 

EXT�ION SERVICE RECORDS DISPOSITIO�CHEDULE 

Description and Filing Instructions 

(2 ) 

e Forms 
maint e certified scann-

ab le forms . Other o ffi s t  maintain 
all appropria-t� supporting docu 
tion (sign-in & sign-out regis ters , 
time cards , overtime approvals , and 
leave authorizations . 
FILE by agency & alphabetically by 
employee . 

lec tronic Transmission 
NFC wi tain in fiche form the 
personal payment files required 
in Fair Labor Standards Ac 
cases & · court ordered res torations . 
O ther offices mus t maintain the cert
ified T&A report ( i . e . , printout , work
sheets , etc . )  & all appropriate 
supporting documentation . 
FILE alphabetically by employee . 

Use levy or 
garnishment ( I 
lent ) change slip , workpa 
correspondence , release & o ther o 
&:records relating to charges agains t 
retirement funds or attachment of 
salary for payment of other deb ts of 
Federal employees . 
FILE in OFF .  

FILE b y social security n_1,1mber &in 
chronDlogical sequence . 

Record Of fice 
OPI & To 

Disposi t ion FARC 

( 3) (4) 

CMS /PMSD 
Destroy after N/A 
GAO audi t or 

CMS /PMSD 
Des troy 6 yrs N/A 
3 mos . after 

CMS /PMSD 
Des troy when N/A 
3 yrs • old . 

CMS/PMSD 
Des troy when N/A . 
related rec-
ords are aud-
ed by GAO 

or whe 

is sooner . 

Disposition 

O ther 
Offices 

( 5 )  

Des troy 
when 3 
yrs . old . 

Des troy 
wh-eh 3 
yrs . old . 

Disposition 
Authority 

( 6 ) 

GRS-2-3a ( l )  

GRS-6- la 

Des troy GRS-2-2 1 
when 2 
yrs . old . 

Des troy 
1 mo . 
after end 
of pay 
period . 

GRS-2- lSa&c 

2600-2-4 1-����������������� ��

C

�

M

�

S

f

/P

:

M

�

S

�
D

������l: 

management Des troy when N/A 
reports or data which pertain to pa - old . 
roll operations & pay adminis tration . 

GRS-2- 1 7a 

FILE in chronological sequence . 

C - 5 2 - ES-30 70 
( 3 / 8 9 )  
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Clas s i
fication 
Number 

( l ) 

Description and Filing Instructions 

( 2 ) 

2600-2-5 Allo tment Authorization 

2600-2-6 

2600-2-8 

Use for material which pertains to 
request & authorization for or change 
& revocation of allotments . 

FILE by 
number . 

FILE by 
number . 

Bonds . If record is 
record card . 

u�--�x exemption 
certificates , such as IRS -4 
similar s tate tax exemption forms . 
FILE by social security number .  

o f withheld Federal 
taxes , such as IRS 
related papers , including repor 
relating to income & social security 
taxes . 
FILE by social security number . 

mater rtaining 
allowance designations . 
verification & sub-voucher reg

i and error listings . 
FILE by subj ect in chronological 
sequence . 

Record Off ice 
OPI & To 

Disposition FARC 

( 3 ) 

CMS/PMSD 

gencies , the 
uthorization 
us t also be 

(4) 

N/A 

estroy when N /A 
uperseded or 
fter trans fe 

CMS/PMSD 
Destroy 4 yr N/A 
after infor-

is S/O . 

CMS /PMSD 
Des troy when N/A 
_4 yrs . old . 

N/A 

C - 5 3 -

Disposition 

Other 
Offices 

(5 ) 

N/A 

N/A 

N/A 

N/A 

N/A 

Disposition 
Authority 

( 6) 

GRS-2-4a ( l ) 

GRS-2-4b ( 1 ) 

GRS-2- 1 8a&b 

GRS- 2- 18c 

GRS-6- la 

ES-3070 
( 3/ 89 )  
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Appendix C • ·� e April 1990 

Classi
fication 
Number 

( 1 )  

EXTENSIQN SERVICE RECORDS DIS�OSITION SCHEDULE 

Disposi tion 

Description and Filing Instructions 

( 2 ) 

Record Office 
OPI & To O ther 

Disposition FARC Of fices 

( 3) (4) (5 ) 

Disposition 
Authority 

( 6 ) 

2600-3 Reports CMS/PMSD 
Des troy when N /A 
5 yrs . old . 

Use for reports per taining to pay 
and/or allowances . 

FILE by subj ec t . 

Des troy 
when 5 
yrs . old . 

2600-4 �ect Control 

2 6 10 

Use for���nrla , reports & o ther Destroy 1 yr N/A Des troy GRS- 16-5 
records documenting · _  ments , af ter the yr when no 
progress & comple tion of p� in which the longer 

f .  b · 11 b � -1 �  
needed . FILE Case ile alpha etica y y : �l� V J � d�� r----_ · 1 f · c ose . -----tit e o proJ ec t .  _ 

Internal Control 
Use for material pertaining to the 
effective control over pay & allowances 
including appropriate internal audit . 

FILE in chronological sequence . 

CMS/PMSD 
Des troy when 
no longer 
needed for 
reference . 

C- 5 4-

N/A N/A 

ES-3070 
( 3 / 8 9 )  



t1.p p e u u .i. 21.  v •• · ' k-'. c.-.:.;;: .): • 
. . . .  , �.:... . . .. .� ' . EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Classi
fication 
Number 

( 1 ) 

3GOO 

3000- 1 

Description and Filing Instructions 

(2 ) 

RECORDS MAI'1AGEMENT 

Rec.ord Office 
OPI & To Other 

Disposition FARC Offices 

( 3 ) ( 4 )  ( 5 ) 

CXS /MSB 
Use for material of a general nature Des troy when N/A Destroy 

when 1 
yr . old . 

which pertains to the overall paperwor1 3 yrs . old . 
management program . 
FILE by subj ect in chronological 
sequence . 

S tudies and Survey Reports 
Use for formal reports of paperwork 
s tudies & surveys performed to identif; 
and correct paperwork problems ; improve 
procedures , operating performance & 
effectiveness , & aid management .  
FILE alphabetically by agency & subj ec t 

CMS /MSB 
Des troy when 
S/O . 

N/A Des troy 
when S/O 

3000-� "F'ro�Control 
Use for �reports & other Destroy 1 yr N /A Des troy 

30 10 

records documenting-as-Si:-gnme�ts , after the yr when no 
progress & completion of proj��=h

�
:he longer 

FILE . Case file alphabetically by l:'
l� u
OJ t::"� d i-__ 

needed . 
· 1 f · c ose • 1 --.._ .___ tit e o proJ ect . ----. 

Directives Management 
Us e for material of a general nature 
which pertains to of ficially pubiished 
instruc tions , regulations , & proced
ures which regulate & direct operation! 
and performance . 
FILE by direc tive number or subject . 

CMS/MSB 
Destroy when 
3 yrs . old . 

NIA Des troy 
when 1 
yr . old . 

30 10- 1 Departmental Direc t ives 
Use for directives originated within 
USDA . 

a . Departmental Regulations (DR ; s ) and 
Departmental Manuals (DM' s ) in the 
1000 and 9000 classification series . 
All others can be destroyed when no 
longer needed . 
FILE by series designator ;  & classifi
cation code , and ti tl e . 

� . Secre tary ' s  Memorandum (SM ' s ) & any 
Departmental direct ives signed by the 
Secretary . 

C - 5 5-

Destroy when N/A 
S/O . 

Des troy when N/A 
S/O . 

Destroy 
when S /O 

Des troy 
when S/O 

Dispo sition 
Authority 

(6 ) 

GRS- 1 6-5 

ES-3070 
( 3 / 8 9 ) 
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EXTENSION SERVICE !ilicdkns DISPOSITION SCHEDULE 
Disposition 

Classi
fication 
Number 

( 1 ) 

Description and Filing Ins tructions 

( 2 )  

FILE by series des ignato r , & classifi
cation code , and title . 

1. ,_Record Office 
OPI & To 

Disposition FARC 

( 3) ( 4 )  

Other 
Of fices 

( 5 )  

c . Departmental No tices (DN ' s ) , Adminis- Des troy when N/A Destroy 
trative Regulations , and Internal no longer 
Office Notices . needed . · 
NOTE : IMD has the record copy of all pub 
listed Departmental level directives 
with the exception of Secretary ' s  Memos 
which are maintained by ECR , NFC Manuals 
which are maintained by NFC , & · the DPM 
which is maintained by OP . For WORKING 
Papers & BACKGROUND material , see Policy 
& Procedure under each category . File 
external or non-series ins tructions 
under the appropriate subj ect & destroy 
them when S/O . 
FILE by series designator , & " classif ica
tion code , & title . 

3 0 1 0- 1- 1  E S Directives CMS/MSB 
Official issuances , changes , checklists , PERHANENT 
etc . , with supporting papers documenting Transfer to 
the important aspect s of the issuance , NARA when 1 5  
such as those requiring OGC clearances . yrs . old in 

b · d · & classi· fi" ca- 5-yr ble<:ks • FILE y series esignator ,  
tion code , & title . 

30 10-1-3  Dis tribution, Maintenance & Printing 
· Use for material pertaining to the 
printing , delivery & storage of ES 
directives . 
FILE by issuance number . 

C - 5 6 -

CMS /MSB · 
Des troy when 
1 yr . old or 
when no 
longer needed 

N /A N/A 

N/A Des troy 
when S/O . 

. Disposition 
Authority 

( 6 )  

E S-3070 
( 3 /89 ) 



Classi
fica tion 
Number 

( 1 ) 

Description and Filing Instructions 

( 2 ) 

Disposition 
.R�cord Office 
OPI & To Other 

Disposition FARC Offices 

( 3) (4 ) ( 5 )  

Disposition 
Authority 

( 6 ) 

30 10-2 Docke ts 
Use for material which has been prepared 
for pubiication in the Federal Register 
& which pertains to the organizational 
structure & basic policies of the agency 
FILE by agency and docket number . 

Des troy when N/A 
3 yrs . old . 

3020 Forms Management CMS /MSB 

3020- 1 

Use for general material pertaining to 
the planning & execution of procedures 
to s tandardize , design , cons truc t , & 
control the use , numbering , & dis tribu
tion o f Extension Service forms . 
FILE in chronological sequence . 

Des troy when N/A 
3 yrs . old . 

Use for record copy of each form 
created by Ex ion Service with relate 

CMS/MSB 
Des troy 5 yrs N/A 
after relate 

instructions & docu ation sh.owing 
incep tion , scope , & purpo continued , 

superseded , NOTE : Working papers , background mat 
�equisitions , specifications , processing 
dat a , & control records are to be des tro -
ed when related form is discontinued , 
superseded , or cancelled . (GRS- 1 6-4b ) . 

r cancelled . 

FILE by form number . 

3020- 1- 1 Functional Files CMS/MSB 
Des troy when 
related form 
is discontin
ued , super
seded or can
celled . 

Use for a collection o f forms , arranged 
by functional classification , used to 
assis t in taking forms management action 
such as determining whe ther new forms 
should be developed & approved & whe ther 
exis ting forms should be consolidated or 
replaced by other forms . Included are 
copies of each form used within the area 
served by the forms management of fice . 
FILE by functional classification . 

C - 5 7 -

N /A 

Des troy 
when mat-
erial is 
pub lished 
in the 
Federal 
Regis ter . 

Des troy 
when 3 
yrs . old . 

Des troy GRS- 1 6-3a 
when S /O . 

Des troy 
when S/O . 

ES-30 70 
( 3 /89 ) 

http:process1.ng
http:NOTE:W~r~l.ng


A p p e n d i x  C • 

Classi
fication 
Number 

( 1 ) 

3030 

303 1 

3040 

' .  :� ; "' 

EXTENSION SERVICE REOORD 

Description and Filing Instruc�ions 

(2 ) 

ement 
relating 

management program . des correspon-
dence & index of current rec 
situation reports & a control file o 
all proposed , currently required , 
celled 6r superseded recurring or 
si tuation reports . 
FILE by report number and title . 

Public Paperwork Burden Control 
Use for material pertaining to minimiz
ing the Federal paperwork burden for 
individuals , small bus inesses , & S tate 
& local governments . 
FILE by subject in chronological 
sequence . 

Files Management 
Use for material of a general nature 
which pertains to the s torage , retention 
& disposition of records , regardless o f 
the media . 
FILE by subj ect in chronological 
sequence . 

3040-1 Filing System 

3050 

Use for material pertaining to filing 
sys tem & techniques evolved to maintain 
records for retrieval & s cheduled 
disposition . 
FILE alphabetically . 

of a general nature 
o f mail & 

not 
category . 
FILE in chronological sequence . 

C - 5 8-

Ap r i l  1990 
' '  

DISPOSITION SCHEDULE 

Disposition 
Record Office 
OPI & 

Disposition 

( 3 ) 

GiS /MSB 
Des troy 2 
yrs . af ter 
report is 
' scontinued . 

To 
FARC 

(4) 

N/A 

Other 
Offices 

(5 ) 

Des troy 
when 1 
yr . old . 

CMS 
Des troy when 
S/O . 

N /A · Des troy 
when S/O . 

CMS/MSB 
Des troy when 
3 yrs . old . 

CMS/MSB 
Destroy when 
records are 
des troyed or 
when no long 
er needed fo 
reference . 

N/A 

N/A 

CMS/MSB 
Dest roy when N/A 
2 yrs . old . 

Des troy 
when 1 
yr . old .  

rds are 
es t rayed 
r when n 
anger 
eeded f o 

Disposition 
Authority 

(6 ) 

GRS- 1 6-6 

GRS- 1 2-2a 

ES-3070 



Appendix C Ap ril 1 9 90 

Disposition 
Classi
fication 
Number 

( 1 ) 

Description and Filing Instructions 

(2 ) 

Re.cord Office 
OPI & To Other 

Disposition FARC Offices 

(3 ) ( 4) ( 5 ) 

3050- 1 Receipted & Routed Mail CMS /MSB 
Use for material pertaining to the 
receipt & routing of incoming & outgoin 
mail handled by the USDA mail & messen-
ger service . 
1a-.-�s relating to incoming or out- Des troy 
going regiSfe'Letl-iila.il.....Q..ouches , regis- when 1 yr . 
tered , certified , insur�d��·�--��o�ld . 

N/A Destroy 
when 1 
yr . old . 

delivery mail including receipts & �---------t-....;_--�--� return receipts . 
FILE alphabetically by unit & receipt 
number . 

Disposition 
Authority 

( 6 )  

GRS - 1 2-5a 
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GRS- 1 2-5b 
1 yr . old .  when 1 

FILE alphabetically by unit and receipt yr . old . 

3050.,,. 2 

3050-3 

305.0-3- 1 

number . 
of loss , rifling , delay ,  

wrong delivery , her improper treat 
merit of mail . 
FILE alphabetically by 
number . 

to 
mail , 

loss or shortages of postage s or 
money orders , or loss or des t ruction o 
mail . 
FILE by subject . 

mail payment reports . 
FILE alphabetically by agency . 
USPS quarterly reports generated throug 
the Official Mail & Accountab ility 
System (OMAS) 
FILE alphabetically by agency . 

C - 5 9 -

Destroy 
when 1 yr . 
old . 

CMS/HSB 

gation . 

CMS/MSB 

N/A 

N/A 

Des troy when N/A 
rs . old . 

Des troy when N/A 
6 yrs . old . 

Des troy 
when 1 
yr . old . 

Des troy 
6 mo . 
after 

Des troy 
when 1 
r . old . 

GRS- 1 2-5c 

GRS- 1 2-8 

GRS- 1 2- 7 

ES-3070 
( 3  I 89 ) 



eJ. . · i. ,  .. .  - �. .  e 
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Classi
fication 
Number 

( 1 ) 

. � -

Description and Filing Insttu2tions 

(2 ) 

3050-3-2 Computer printouts (Business Reply Mail 
penal ty , stamps , printed envelopes & 
USPS Statement of Usage Report) for 
Extension Service headquarters & the 
S tate Cooperative Extens ion offices . 
FILE alphabetically by agency . 

Record Office 
OPI & To 

Disposition FARC 

(3 ) ( 4 )  

CMS /MSB 
Des troy when N /A 
6 yrs . old . 

305 1 · Mailing Lis ts CIT 

3070 

3080 

Use for material pertaining to addi tions Des troy N /A 
deletions , & changes to the automated when S /O .  
mailing lis ts . 
FILE in chronological sequence . 

survey to evaluate 
various technological syst ir. 
applications in improving performance , 
as well a s feasibility & cos t impac t . 
FILE i n chronological sequence . 

Records Disposition 
Use for correspondence & material pertai 
ing to descriptive inventories , disposal 
authorizations , schedules , & reports . 

FILE in chronological sequence 
des-

cription isposition programs , includ 
ing SF- 1 15 ,  Re 
position Authority ; 5 ,  Records 
Transmit tal & Receip t ;  SF- equest 
to Transfer , Approval , & Receipt 
Records ' to National Archives o f the 
U . S . ; & related documentation . 
FILE in chronological sequence 

CMS /MSB 
Des troy when N/A 
completed 

is 5 
yrs . old . 

CMS/MSB 
- Des troy 
when 3 yrs . 
old . 

Des t roy 
when no 
longer neede 
for reference 

N/A 

N/A 

Disposition 

Other 
Offices 

(5 ) 

Des troy 
when S /O .  

Disposition 
.Authority 

(6 ) 

Des troy GRS=- 16-9 
when 2 
yrs . old . 

Des troy 
when 1 
yr . old . 

Des troy 
when re
lated rec 
ords are 
des troyed 
or when 
no longer 
needed fo 

GRS- 1 6-2a 

& routine correspondence Des troy when N/A Destroy 

File in chronological 

C- 60-

no longer 
needed for 

when no 
longer 
needed 
for ref . 

ES-3070 
( 3 / 89 )  



Classi
fication 
Number 

( 1 ) 

3090 

e · · - ,  �<>��:. e 
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 

Description and Filing Instructions 

( 2 )  

,�SE;cord Office 
OPI & To Other 

Disposition FARC Of fices 

( 3) ( 4 )  ( 5 )  

papers & background material . estroy 6 mos 
after final 

N/A Des troy 6 
mo . after 
final 
action on 
proj ect 
reports 
or 3 yrs 
after 

cession number in 
chronologic2l se Others are 
filed in chronologica 

Vi::al Records 
Use for material pertaining to records 
essential for maintaining the continui t 
o f Govt . activities during a national 
emergency . 
FILE by subj ect . 

C - 6 1 -

action on 
project repor 
or 3 yrs af te 
completion of 

if no 
is 

DA/MGMT 
Destroy when 
S /O .  

completio 
of report 
if no 
· nal 

N /A Destroy 
when S /O .  

Dispo sition 
Authority 

( 6 ) 

GRS- 1 6-3c 

ES-3070 
( 3 / 89 )  



Appendix C April 1990 

EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Class i- Record O f fice 
fication Descrip tion and Filing Ins tructions OP I & To 
Number Disposition FARC 

( 1 )  ( 2 )  ( 3 ) ( 4 )  

3 100 MANAGEMENT OF INFORMATION RESOURCES CIT 
U s e  for material pertaining to the Des troy when N /A 
management & control of  all types o f  3 yrs . old.  
information resources . 
FILE in chrono logical sequence by 
proj e c t .  

I 

3 100-3 , _  - +- Control PDE I: .. -

Use for memo .. , _  repor.ts & o ther Des troy 1 yr N /A 
records documenting ass � f- c � af ter the yr 
progress & completion of proj ects . -f n which the 

. p roJ e-.;. .. 
FILE case file alphabetically by closed . 
t i t le or proj ect . 

C - 6 2-

Dispos ition 

O ther  
O f fices 

(S) 

Des troy 
when 1 yr 
old .  

Des troy 
when no 
longer 
needed • 

-
-

Disposition 
Authority 

( 6 )  

GRS- 16-5 

F.S-3070 

( 3 /89 )  



• 
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Classi
fication 
Number 

( 1) 

Description and Filing Instructions 

(2) 

Record Office 
OP I & To O ther 

Disposition FARC Of fices 

( 3) (4) ( 5 )  

3 100-4 Feasib ility S tudy Files PDE 

3 1 10 

3 1 1 1 

Use for material pertaining to the s tudy Des troy when N/A 
of specific functional areas within 3 100 3 yrs . old . 
clas s ification . Includes system & data 
requiremen�s , alternatives , benefits , 
cos t data , & other related documents . 
FILE by sys tem name . 

Planning 
Use for material not direc tly related to 
either long-range planning nor capacity 
planning including : PD annual work plans 
ad hoc reques ts ; correspondence with 
extern�l agencies , etc . 
FILE in chronological sequence . 

Long-Range Planning 

OA 
Des troy when 
no longer 
needed for 
reference . 

N/A 

Use for material pertaining to Extension Destroy when N/A 
Service long-range IRM planning guidance no longer 
agency LR IRM plans , and correspondence needed for 
with senior IRM officials . reference . 
FILE in chronological sequence . 

3 1 1 1- 1 ADP Budgets (A- 1 1 ) CIT 
Use for annual submiss ion o f agency 
exhibi ts & narratives for ADP , obliga
tions & expenditures . 
FILE in chronological sequ_ence . 

I 

Des troy 1 yr N /A 
after the 
close of FY 
covered by 
the budget .  

C - 6 3 -

Des troy 
when 2 
yrs . old . 

N/A 

N /A 

Des troy 
1 yr . 
af ter 
the closE 
of FY 
covered 
by the 
budget .  

Disposition 
Authority 

( 6 )  

ES-3070 
( 3 / 89 ) 



Appendix C Ap ril  1990 

EXTENS ION SERVICE REGORDS DISPOSITION SCHEDULE 

Disposition 
Classi-
fication 
Number 

( 1 ) 

3200 

Description and Filing Ins tructions 

( 2 )  

ADP MANAGEMENT 
. " 

Use for material o f  a general na ture 
which pertains to the s tudy , selec tion ,  
use ,  & management control o f  ADP & word 
process ing equipment , operations , sof t-
ware & sys tems .  Also includes f iles 
relating to machine room operations & 
to inforniation & data produced through 
ADP operations which are no t described 
elsewhere in this category . 
FILE in chronological sequence by 
proj ect . 

Record Of fice 
OP I & To O ther 

D ispo s i t ion FARC Offices 

( 3 )  I ( 4) ( 5 )  

C IT 
Des troy when N /A Des troy 
3 yrs . o l d .  when 1 

yr . old . 

3 200-2 Reports 
Use for printed f inal repor ts containin9 Des troy when N/A N/A 
the s tatis tical , tab ulation & an analys- no longer 
is o f  the f indings of a s tudy or survey needed for 
including a narrative descript ion of reference . 
methodology employed . 
FILE by sub j ect in chronological 
sequence . 

C- 64-

I 

� .  I 

Dispo sition 
Au.thority 

( 6.) 

F.S-3070 
( 3 / 89 )  



A p p e n d i x  C e e 
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE 

Ap r i l 1990 

Disposition 
Classi
fication 
Number 

( 1 ) 

32 10 

Description and Filing Instructions 

( 2 ) 

trol 
memoran , 

records documenting assign .... �,n-o.....i� 

progress & completion of proj ects . 
FILE Case file alphabetically by title 
or proj ect . 

Design and Development 
Use for material of a general nature 
related to applications design & develo 
ment . 
FILE by sys tem name . 

Record Office 
OPI & To 

Disposition FARC 

( 3) ( 4 )  

Dest roy 1 yr N/A 
af ter the yr 
which the 

PDE 
Des troy when N /A 
3 yrs old . 

O ther 
Of fices 

( 5 ) 

Des troy 
when no 
longer 
needed . 

Des troy 
hen S/O .  

32 10- 1 Information Requirements Studies PDE 

32 10-2 

3230 

Use for material pertaining to informa
tion requirements s tudies & sys tem 
development proj ects � Included are user 
requests , analytical reports , design 
requirements , feasib ility studies , & 
cos t /b enefit analyses . 

Des troy when N/A 
no longer 

Destroy 
when no 
longer · 

needed . 

FILE by proj ect name . 

System Implementation Files 
Use for material pertaining to design , 
development , & operatic� o f an applica
tion system including system instruc
tions , user guides & manuals ,  input , 
output , & report specifications , s tand
ard operating procedures , b lock diagra 
flow �harts , coding instructions , tes t 
plans , reference to or copies applicabl 
software & reference materials , j ob 
instructions , & s imilar or related file • 

FILE by proj ect name . 

needed . 

' PDE 
Des troy when 
no longer 
needed . 

Resource Utilization 
Documents containing management data on 
costs ; equipment , staffing , workload 
capacities , & overall effectiveness of 
ADP & word processing operations . 
Includes document s used to evaluate 
rental , purchase , operation & maintenanc 
costs . Includes reports , briefs , & 
s imilar or related documents . 

CMS/MSB 
Destroy when 
1 5 yrs . old . 

FILE by category (equipment , s taff , etc . )  

N /A Des troy 
when no 
longer 
needed . 

When Des troy 
5 yrs when 2 yr 
old . old . 

Disposition 
Authority 

( 6 ) 

GRS- 1 6-5 

____ ...__ ___________ · · ··-- ·- --- - - _____ _i_ __ _____ _.L __ __!. _____ L--------

C-65- ES-3070 



Append ix C April 1 9 9 0  

EXTENS ION SERVICE RECORDS D ISPO S ITION SCHEDULE 

Clas s i-
fication 
Number 

( 1 ) 

3 300 

3300-2 

3300""."2- l 

._., _ __,,_ 
Record Of fice 

Descrip tion and Filing Ins t ructions 
. 

( 2 ) 

TELECOMMUN ICAT IONS MANAGEMENT 
Use for material o f  a general na ture 
pertaining to the transmission , emis s ion 
or recep tion of  s ignals , signs , 'l.'ri ting , 
images , sounds , or  intelligence of  any 
natur e  by wire , cable , satelli te ,  fiber 
o p t ics , lase r ,  radio , visual , or  other 
elec tronic , electric , electromagnetic , 
or accoustically coupled means . 
FILE in chronological  sequence by 
proj ect . 

materia ener-al nature 
which pertains to request s  
communication equipment & telephone 
servic e .  

· 

FILE by subj ect . 

OPI & 'to 
Disposition FARC 

( 3 ) ( 4 )  

CMS /PMSD /MSB 
Des troy when N /A 
3 yrs . old . 

I 
I 

CMS /PMSD /MSB 
N/A 

CMS/PMSD/MSB 
r tain to ins tal- Des troy 1 yr N/A 

removal & se f af ter audit 

C-66-

D isposit ion 

O ther Dispo s ition 
Of Hces Authority 

(5 )  (6 ) 

Des troy 
when 1 yr 
old . 

GRS- 1 2- 2b 

Des troy GRS- 1 2-2d ( 2 )  
when 1 y 
old.  

F.S-3070 
( 3 / 89 )  



- - r r -. - - - - - - -

EX�S ION SERVICE RECORDS DISPOSITictltSCHEDULE 

Classi
fication 
Number 

( 1 ) 

3300-2-2 

3300-2-3 

Description and Filing Instructions 

( 2 ) 

Use ds of agreements wi th back-
ground data & o ecords relating to 
agreements for telecommu 
services . 
FILE by subj ect . 

telecommunTI:'l��ls 
reports including cost & volume 
( Information provided by OIRM . ) 
FILE by chronological sequence . 

Record Office 
OPI & To 

Disposi tion FARC 

(3 ) ( 4 )  

CMS /PMSD /MSB 
Des troy 2 yrs N/A 
after expira
tion of can
cellation of 

CMS/PMSD/MSB 

3300-2-4 ' cation Vouchers CMS/BAD 

3300-2-5 

3300 -2-6 

telecomm ns reference 
voucher files . Includes refere es 
of vouchers , bills , invoices & related 
records . 
FILE by control number 

FILE in chronological sequence . 

FILE in chronological 

CMS/PHSD/MSB 
Destroy 
when 6 mos . 
0 

CMS/BAD 

N/A 

N/A 

Destroy 3 yrs N /A 
after period 

red by 

3300-3 Reports CMS /PMSD/MSB Use for telecommunicatio� reports , ·e . g . , Des troy N/A transmission , emission , etc . when 3 yrs • .  

FILE by subj ect in chronological sequenc . old . 

3300-4 ������-..an 
TT. , �o ther rec-
ords documenting assignments� & 
completion of proj ect . 
FILE Case file alphabetically by · the 
title of the proj ect . 

C - 67 -

CMS/PMSD/MSB 
Destroy 1 yr N /A 
after the yr 

the 

Disposition 

Other 
Offices 

(5 ) 

Destroy 
2 yrs . 
after 
expiratio 

N/A 

N/A 

Disposition 
Authority 

( 6 ) 

GRS- 1 2-2e 

GRS- 1 2-2c 

GRS- 1 2-2d ( 1 ) 

GRS- 1 2-3a 

Des troy GRS-3- 10 
when 1 yr 
old . 

Des troy 
when 1 yr 
old . 

GRS- 16-5 

ES-3070 
( 3/ 89) 



A p p e n a :i..x L.. 

EXT� ION SERVICE RECORDS DISPOSITIO�CHEDULE 

Disposition 
Class i· · 
fication 
Number 

( 1 )  

33 10 

Description and Filing Instructions 

(2 ) 

Voice Telecommunica tions 
Use for material pertaining to voice 
telecommunication policy , management ,  & 
operations . This would in�lude DIPS 
Circulari, requests for technical approv
al , general information letters , & in
ventory data sent for verification 
purposes . 
FILE by subj ect . 

33 10- 1 Telecommunication Technical Approvals 
Use for requests & all follow-up infor
mation gathered in consideration for 
approval . 
FILE by uni t . 

33 10�2 Telephone Orders 

3320 

Copies of telephone orciers submit ted . 
FILE bv requis ition number . 

Data Telecommunications 
Use for material pertaining to �Olicy , 
management & operation of data communi
cations facilities &services . This in
cludes requests for technical approval 
for circuits & equipment . 
FILE by subj ect . 

3320- 1 Data Telecommunications Technical 
lApprovals 

3340 

Use for requests & all follow-up inform
ation gathered in consideration for 
approval . 
FILE by unit/office . 
fuµ.L, - - T neater Services 

Record Office 
OP I & To 

Disposition FARC 

( 3) 

CMS /PMSD/MSB 
Des troy when 
3 yrs . old . 

( 4) 

N/A 

CMS /PMSD/MSB 
Des troy when N/A 
no longer 
needed for 
reference . 

CMS/PMSD/MSB 
Des troy when N /A 
1 yr . old . 

CMS /PMSD /MSB 
Des troy when N /A 
3 yrs . old . 

CMS /PMSD/MSB 

Des troy .when 
no longer 
needed for 
reference . 

CMS/PMSD/MSB 

N /A 

Other 
Offices 

( 5 )  

N/A 

N/A 

N /A 

N/A 

N /A 

Disposition 
Authority 

( 6 )  

Use for corres�P forms 
records pertaining to the co 
directory service listings , 

& other Destroy 2 mo . N /A N/A GRS- 1 1- 3 . 

FILE alphabetically by name . 

·i on of after issu-
------ - _n f ai. ... 

lis t ing-:-----t-----1-----
... 

C- 68- E S-3070 
( 3  I 89 ) 

http:EiiiP.lv


Appendix C April 1990 e . • 
EXTENS ION SERVICE RECORDS DISPOS IT'!r"N SCHEDULE 

Clas s i-
fication 
Number 

( l)  

3400 

Description and Filing Instructions 

(2) 

INFORMATION MANAGEMENT 
Use for ma terial o f  a general nature 
which pertains . to the dissemination of 
information & is no t describ ed b elow . 
FILE by subj ect & in chrono logical 
sequence . 

memorantl'9.,_�2_1 
records , documenting a�s�si°ngITm�MioloL....... 
progress & completion of  proj ects . 
FILE case file alphab etically by title 
o f  proj ect . 

3400-4 Agency P roj ec ts 
Use for material pertaining to spec ial 
agency proj ects , s uch as information 
requirements s tudies · &  sys tem develop
ment proj ects . 
FILE by proj ect  name . 

C- 6 9-

1 • •  ,_'.._,.•; 

Record Office 
OPI & 

Dispo s ition 

( 3 ) 

C IT 
Des troy when 
2 yrs . o ld or 
sooner if no 
longer needed� 

r 
C IT 

Des troy · !  yr 
after the yr 

��"1::ll.'-£!h_:the 

Destroy when· 
5 yrs . old .  

Disposition 

To O ther 
FARC Offices 

( 4 )  (S)  

N/A Des troy 
when 1 yr 

old or 
sooner if 
no longer 
needed . 

N/A Des troy 
when no 
longer 
neede d .  

N /A Des troy 
when no 
longer 
needed .  

I 

Disposition 
Authority 

( 6 )  . .  

. ... 

GRS-16-S':'. , 

ES-30 70 
(3/89) 



- - r: r - - - - - - - -

EX.S ION SERVICE RECORDS DISPO S ITIO�SCHEDULE 

.. .... · . -. � Disposition 
Record O f f ice Classi

fication 
Number 

Descrip tion and Filing Instructions OPI & To O ther 
Disposition FARC Offices 

( 1 ) 

34 1 0  

3420 

( 2 ) ( 3 ) 

Information Collection CIT 
Use for material pertaining to informa- Destroy when 
t ion collecti.on activities of the Agencyno longer 

needed for FILE in chronological sequence .  ref erenc e .  
Information Dissemination C IT 
Use for material pertaining to dissemin-�es troy when 
at ion activities of the agency . no longer 

needed for 
FILE in chronological sequence .  reference . 

3430 Information · Sharing-Newslet ters 
Weekly Newslet ter f rom ES OA 

(4)  

N I  A 

�/A 

( 5 )  

tDestroy 
!when no 
longer 
needed .  

Des t roy 
when no 
longer 
needed . 

Adminis trator to S tate Cooperative Exter - Des troy when N/A N/A 
sion D irectors i Administrators relaying 7 yrs . o ld .  
decis ions , developments , & events that 
will b e  o f  benefit  in the adminis trativE 
conduct o f  S tate Extension programs . 
FILE by agency and subj ec t .  

34 30- 1 Yellow Letter from the Adminis trator 
regarding adminis trative , budget , & 
legisla t ive actions that demand or  
s trongly sugges t ac t ion by S tate Exten
s ion D irectors/Administrators . 
F ILE by agency and subj ec t .  

3430-2 P ink Let ter from the Adminis trator con-

34 30-3 

cerning .- . developments  & 
adminis trative & program act ions that 
require a response by S tate Extension 
D irectors /Administ rators . 
FILE by agency and s ub j ec t .  
White Letter f rom Adminis trator concern· 
ing administrative and/or program 
ac tions & developments . 
FILE by agency and subj ect . 

OA 
Destroy I N /A 

when 7 yrs . 
old . 

OA 
Des troy when N / A  

3 yrs . o l d .  

OA 
Destroy when 
2 yrs . o ld .  

N /A 

. N /A 

N /A 

N/A 

3430-4 P rogr·am Special is ts ' Newsletters . Unit O f f ice 
concerning _ - - _ developments Des troy N/A N/A 
that would benefit  the State specialis t �  when 2 yrs . 
within a given discipline . old . 
FILE by agency and subj ect . 

C-7 0-

Disposition 
Authority 

( 6 )  

ES-3070 
( 3 / 89 )  



Classi
fication 
Number 

( 1 ) 

3440 

3440- 1 

3450 

Append ix C A • April 1 9 9 0  
E!'P!NS ION SERVICE RECORD S DISPO S IT� SCHEDULE 

Disposition 
Record O f f  ice 

Descrip tion and Filing Ins tructions OP I & To O ther 
Disposition FARC Of fices 

( 2 )  ( 3 )  ( 4) 
Clas si i t ive CMS/PMSD 

material pertai D es troy when N /A 
adminis trat ion of  security classif ica
tion of documents . 
FILE by subj ect . 

Documents 
for m ertaining to reque s ts 

& authorization for in to 
have f iles . 
FILE by subj ect . 

� P rivacy Use for material o f  a 
general n-;t · ch applies to FO IA or 
Privac� -�c t  matters w i 
in the following categories . 
F ILE in chronological sequence . 

expires . 

CMS /PMSD 
Des troy when N/A 
2 yrs . old or 

ooner i f  no 
longe d 
for adminis
trative use .  

( 5 )  

Destroy 
when 2 

D es troy 
when S / O . · 

Disposition 
Authority 

( 6 )  

GRS - 1 8- 1  

GRS- 1 8-6 

GRS- 1 4- 1 5  
GRS- 1 4-26 

3450- 1 Freedom of Information Act ( FOIA) 
Reques ts Files 
Files created in respons e to reques ts 
for information under the Freedom of 
Information Act consis ting o f  the 
original reques t ,  a copy of the reply 
thereto , & all related s upporting files 
which may include o f ficial file copy 
of requested record or copy thereof .  

( 1 ) Granting access to all 
reques ted records . 

anding to requests for non
exis te ecords ; to requestors 
who provide i uate descrip-
tions ; & to those w il 
pay agency reproduct ion 
( a) Reques t NOT appealed . 

rep ly . 

(b)  Reques t appealed . Des troy as N/A 
authorized 
under 3450- 1- 1 . 

N /A GRS- 1 4- l la ( :  

N/A GRS..,.. 14- l l a (  2 ;  

C-7 1 - E S-30 70 
( 3 / 89 )  
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EXI.t.NS ION SERVICE RECORD S DISPOS ITION SCHEDULE 

Disposition 
Classi
fication 
Number 

( 1 ) 

Descrip tion and Filing Instructions 

( 2 )  
part o f  the 

Record O f f  ice 
OP I & To 

Disposition FARC 

( 3)  ( 4 )  

O the r 
Of fices 

( 5 )  

( a) Request  NOT appeal:e:d-
.

----4�-�. rs N/A N /A 

(b )  Reques t appealed . 

copy o f  re�uested 

s equence . 

after date ' o f  
reply . 
Des troy as 
authorized 
under 
3450- 1- 1 .  

N/A N /A 

Des troy in N/A N /A 
acco rdance 
with approved 
agency dispo-
sition ins tr-
uctions for 

e related 
recor r 
with the re:=:
lated FOIA 
reques t ,  
whichever is 
later . 

3450-1-1  FOIA Appeals Files 
Files created in res ponding to adminis
trat ive appeals under the FOIA for 
release o f  information denied by the 
agency , consisting o f  the appellant ' s  
le tter , a copy o f  the reply thereto , & 
related supporting documents , which may 
include the official file copy of  
records under appeal or copy thereof .  

rres pondence & supporting documents Destroy 6 yr N/A 
(EXCL the file copy of the records after final 

filed herein ) . determinatio 

FILE in chronological s equence . 

C - 7 2 -

by agency or 
3 yrs . after 
final adj udi 

by 
which 

N /A 

Disposition 
Authority 

. (6 )  

GRS.,- l4- l l a ( 3) < 

GRS- 14- l lb 

GRS- 1 4- 1 2a 

ES-30 70 
( 3 / 89 )  



�p p e n d ix C � A p r i l  1990 
EXT"S ION SERVICE RECORDS DISPO SIT ION SCHEDULE 

Class i
f i cation 
Number 

(1)  

3450- 1-2 

Des crip tion and Filing Ins tructions 

( 2 )  

file copy o f  records under 

FILE in 

control purposes in 
ues ts , including reg-

is ters & s imilar re listing date , 
nature , & purpose o f  reque name & 
address o f  requester . 
a .  Regis t er or l i s t ing . 

F ILE in chronological sequence . 

FILE in 

3450- 1-3 FOIA Reports  Files 
Recur.ring reports  & one-time informatio 
requirements relating to the agency imp
lementation o f  the Freedom o f  Informa
tion Act ,  including annual reports to 
the Congress .  
a .  Annual reports at  
agency l evel . 

C - 7 3 -

Record Of f ice 
OPI & To 

Dispo s i tion FARC 

( 3 )  ( 4 )  

Dest roy in N /A 
acco rdance 
wi th approved 
agency dis
pos i t ion 
ins truc tion 
for the re-
lated record , 

" th the 
IA 

last entry . 

Des troy 6 yrs N/A 
af ter final 
action by the 
agency or 

final 
adj udica 
by cour t s , 
whichever is  
later . 

estroy when 
2 yrs old or  
sooner i f  no N/A  
longer needed 
for admin . us • 

Dispos i t ion 

O th!!r 
Of fices 

( 5 )  

N /A 

N/A 

N/A 

N/A 

Disposition 
Authority 

(6 ) 

GRS:.... 14- 1 2b 

GRS� l4- l3a 

GRS.:.. 1 4- 1 3b 

GRS-14- 14  

E S-3070 
( 3  I 89 ) 
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EX'.S ION SERVICE RECORDS DISPOS ITIO,SCHEDULE 

Disposition 
Clas si
fication 
Number 

( 1 )  

3450-2 

Description and Filing Ins tructions 

( 2 )  

FILE 

Priv��y Act Requests Files 
Files created in response to requests 
from individuals to gain access to their 
records or to any information in the rec 
ords pertaining to them , as provided for 
under 5 U . S . C .  552a ( d ) ( l ) . Files contain 
original request , copy o f  reply thereto , 
& all related supporting documents , whic 

�ay include the o f ficial f ile copy o f  
records requested or copy thereof . 

spondence & supporting documents 
(EXCLUDIN f icial f ile copy of the 
records requested i d herein) . 

( 1 )  Granting access to 
quested records . 

esponding to requests  for non
exis ecords ; 
who provide i 

· 

t ions � & to  those who 
agency reproduction fees . 
(a)  Reques t s  NOT appealed . 

( 3 )  Deny access to all or part o f  th 
records reques ted . 

C- 7 4-

Re cord Office 
OP I & To 

Disposition FARC 

( 3 )  ( 4 )  

Destroy when N/A 
2 yrs . old or  

if  no 

trative use . 

CMS /PMSD 

Destroy 
after date o 
reply . 
Destroy as 
authorized 

450-2 

N/A 

O ther 
Offices 

( 5 )  

N/A 

N/A 

Disposition 
Authority 

( 6 )  

GRS-14- 1 4  

GRS- 1 4-2 1 (a) l 

GRS 1 4-2 1 (a) 2 �  

GRS"'.'" 14-2 1 a ( 2 ) (l 

E S-3070 
( 3  I 89 ) 
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EINS ION SERVICE RECORD S  DISPOS ITION SCHEDULE 

Disposition 
Classi
f ication 
Number 

( 1 )  

Description and Filing Ins tructions 

( 2 )  

appealed . 

b .  Official file copy o f  req 
records . 

FILE in chronological sequence .  

3450-2- 1 P rivacy Act Amendment Case Files 
Files relating to an individual ' s  re
quest  to amend a reco rd 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 o f  the individual ' s  request to 
amend a record as p rovided for  under 
552a(d) ( 3 ) ; & to any civil action 
brought by the individual again s t  the 
refusing agency as provided under 
5 U . S . C .  552a ( g) . 

ues t s  to amend agreed t o  by 
agency · • . .  ludes individual ' s  reques ts  
to amend and eview refusal to amend , 
copies o f  agency ' s  
related material s .  

Record O ffice 
OPI & 

Disposition 

( 3 )  

estroy 5 yrs 
after date· o f  
reply .  
Destroy as . 
authorized un 
der 34 50-2- 1 . : 
Destroy in 
accordance 
with approved 
agency dispo-

Act reques t ,  
whichever is 
later . 

CMS/PMSD 

Destroy in 
accordance 
with the 
approved dis
position 
ins t ructions 
for the re-

d sub-

is 

To 
FARC 

( 4 )  

N/A 

N /A 

N /A 

N /A 

C- 7 5 -

Other 
Offices 

( 5 )  

Des t roy 
when . 3 yr 
old . 

N /A 

N /A 

N/A 

Disposition 
Authority 

('6 ) 

GRS:.. 14-2 l a ( 3 )  ( <  

GRS-14-2 l a ( 3) (l 

GRS- 1 4- 2 l ( b )  

GRS- 14-2 2 ( a) 

E S-30 70 
( 3 / 8 q )  
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EX�S ION SERVICE REGORDS DISPOS ITIO"SCHEDULE 

Classi
f ication 
Number 

( 1 ) 

3450-2-

Descrip tion and Fil ing Instructions 

( 2 )  

equests t o  amend refused by agency . 
individual ' s  reques ts to amend 
w refusal to amend , copies of 

agency ' s  re ies thereto , statement of 
disagreement , ncy j ustification for 
refusal to amend a eco rd , & related 
materials . 

Appealed reques ts to amend . Include 
all ' les created in responding to 
appeals der the P r ivacy Act for refus 
al by any cy to amend a record . 

Act Accountin of  Dis closure 

under the provisions o 
for an accurate accoun 

ing of  the dat e ,  ure , & purpose  of  
each disclosure of  re d to  any person 
or to another agency , inc · ng forms 
for showing the subj ect indivi ' s  
name , reques ter ' s  name & address ,  
purpose & date of  disclosure , & proof 
of  subj ect individual ' s  consent when 
applicab le .  

I E in chronolo 

Record O f f ice 
OP I & To 

Dispo s ition FARC 

( 3 )  

estroy in 
accordance 
with the 
approved dis 
position in
struc tions 
for the re
lated sub j ec 
individual ' s  
record 4 yrs . 
after f inal 
determinatio 

agency or 
after 

cation 
courts ,which 
ever is late 
Des troy in 

· accordance 
with the 
approved dis 
pos i t ion in
s tructions 
for related 
subj ect  
individual ' s  
record o r  3 

courts ,wfi 
ever is late • 

CMS /PMSD 

Des troy in 
-accordance 
with the 
approved dis
position in
s tructions 
for the relat 

s ubj ect . 
indi · ual ' s  
records , 5 
yrs . after 
disclosure 

( 4 )  

N/A 

N/A 

N /A 

C- 7 6 -

Disposition 

O ther 
Offices 

( 5 )  

N/A 

N/A 

N/A 

Disposition 
Authority 

RS-14-22 (b)  

GRS- 14-22c 

GRS.:. 14-23 

E S-30 70 
( 3  I 8 9 )  



. .  
EX.S ION SERVICE �boRns DISPOS ITIO,SCHEDULE 

Classi
fication 
Number 

( 1 ) 

Description and Filing Ins tructions 

( 2 )  

3450-2-3 P rivacy Act Control Files 
Files maintained for control purposes in 
responding to reques ts , including reg
is ters & similar records lis t ing date , 
nature o f  reques t ,  & name & address o f  
requester.  

or list ings . 

b .  Other f iles . 

F ILE in chronological 

3450-2-4 P r ivacy Act Reports Files 
Recurring repo rts & one- t ime information 
requirement relating to agency implemen
tation , including annual reports to the 
Congress of United S tates , the Of fice o f  
Management & Budget ,  &. the Report on New 
Sys tems . · 

at  Departmental oc 

FILE in chronological sequenc e .  

C- 7 7 -

Disposition 
Record O f f  ice 
OP I & To O ther 

Disposition FARC Of fices 

later . 

CMS /PMSD 

the 

( 4 )  ( 5 )  

Des t roy 5 y r s  N/A  N/A 
after date o f  
las t entry . 
Des troy 5 yrs N/A N / A  
after f inal 
at ti on by the 
agency or 
final adj udi- · 

· on by 
h i  ch 

CMS /PMSD 

Des troy when 
2 yrs . old . 

N/A N /A 

Disposition 
Authority 

( 6 )  

GRS- 14-24a 

GRS- 14-24b 

GRS-14-25 

E S-30 70 
( 3 / 89 )  
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EXTENS ION SERVICE RECORDS DISPO S ITION SCHEDULE 

Clas s i
fica tion 
Number-

( 1 ) 

Descrip tion and Fil ing Ins tructiort§ 

( 2 )  

- Record Of fice 
OP I & To 

Dispo s i t ion FARC 

( 3) ( 4 )  

4000 EMPLOYMENT CMS /PMSD 
Destroy when N/A 
3 yrs . old . 

mat erial pertaining to the 
general a m at ion & operation of 
personnel func t ions , i n college 
programs , select ive p lacement ,  sp 
p rograms , examination & paid 
recruitment , e t c .  
FILE b y  Employee ' s . name . 

CMS /PMSD 
nts p laced on the righ t-side N/A 

cons t i t ute the record of  r to Nat iona 
an employee ' s  s t  s & service & travel ersonnel Rec 
wi th �mployee throug t his /her career . rds C t r .  S t .  
The documents & their o f  filing ouis ,Mo .  30 
are prescrib ed by FPM 2 9 3-3 1 .  ays after  

are 

- Documents p laced on the 
folder const i tute  
of  an  emp loyee . 

of  filing 
2 9 3- 3 1 . 

eparation 
e not e  2) · 

· 1 de-

CMS /PMSD 
estroy upon 
eparation o r  
rans fer o f  
mployee o r  
hen 1 y r  
1 ' 

N/A 

c .  All  let ters o f  reprimand , caution,  
warn�ng , and/or admonishmen t . · 

CMS/PMSD 
Minimum of 1 N /A 
yr . ( unless 
decided un
warranted) , o r  
unt i l  emp loye 
t rans fers o r  
separates ,  
whichever 
occurs firs t .  

e .  
C - 7 8-

Disposition 

O ther 
Of fices 

( 5 )  

Des troy 
hen 1 yr . 

old . 

See No t e  

S ee N o t e  

N/A 

N /A 

Disposition 
Authority 

( 6 )  

GRS- 1-3 

GRS - 1- lb 

GRS- 1-10  

GRS- l-2b 

E S-30 70 
C 3  I 89 ) 
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. ..... . 
EXTENS ION SERVICE RECORDS. DISPO S IT ION SCHEDULE 

� "I: .,,.. t; ·\� -,._.:.-
as s i- Record Office 
ca tion Description and Filing Ins tructions OP I & 
mb er Dispo s i t ion 

( 1 ) ( 2 ) 

�OTE : For supervisors ' personnel f iles 
with material pertaining to authoriza-

t ions , pending ac tions , reques t  for 
ac t ions & records on individual employees 
duplicated in or  not appropriate for the 
o f fi c ial personnel folde·r , rev iew 
annually & des troy s uperseded or  obsolete 
do c uments , or  des troy all documents 
relating to an individual employee 1 yr . 
after separation or transfer . (GRS- l - 1 8a) 

FILE by nature of  act ion & no t by 
employee ' s  name . 

4000-2 Reµu.-. -�  
Use for  s tatis ticaL � e r  - ,.olating to 
USDA personnel programs & functions a 

manpower management & evaluation . 

F ILE by agency & subj ect repor t .  

C- 7 9-

( 3 ) 

CMS /PMSD 
D es t roy when 
"' · · - t"'  - , o ld .  

To 
FARC 

( 4 ) 

I 

N / A  

Disposit ion 

O the r 
Of fices 

(S) 

I 

Des troy 
when 2 

- - �  
,, old 

-

Dispos ition 
Authority 

( 6 )  

GRS- 1- 1 6  

E S-30 70 
( 3 / 8 9 )  
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EXTENS ION · SERVICE RECORDS DISPO S ITION SCHEDULE 

" ' •. .,,..��.clt'ff-

Clas s i
fication 
Number 

Description and Filing Ins tructions 

( 1 ) 

4 0 10 

40 10- 1 

( 2 )  

which pertains to recrui tme 
j ob o f fers to po tential employees . 
FILE in chronological seq�ence . 
Recruitment 
Use for material which pertains to 
recruitment ef forts , e . g . , college recrui 
ment , USDA ' s recrui tment exhib i ts , j ob 
fairs , career days , College P lacement 
Assoc . , paid advertising , & vacancy 
announcements outside USDA. Additionally 
includes letters of thanks to univer-

. s i t ies & o ther recrui tment sources for · 

their cooperation or  letters advis ing 
univers i t ies , etc . ,  o f  selections due to 
recruitment e f forts . 
F ILE chronologically by  organization , etc 

40 10- 1-2 A enc Recrui tment P lans 

40 1 0- 1-3 

Use for correspondence & material per
taining to annual recruitment plans as 
required by Departmental Regulations . 
FILE in chronological sequence . 
C areer Literature & Information 
Us e for mat e rial pertaining to corres
pondence & recommended changes on recrui 
ing literature . Includes requests  from 
agencies to review their literature . 

dditi�nally , requests  are received from 
publishers to review their literature . 
FILE in chronologic�l sequence . 

Record O f f ice 
OPI & To 

Disposi tion FARC 

( 3 )  ( 4 )  

CMS /PMSD 
N/A 

CMS /PMSD 
N/A 

CMS /PMSD 
-Des troy when N /A 

3 yrs . old . 

CMS /PMSD 
Des troy when N /A 
no longer 
needed for 
reference . 

CMS /PMSD 
Des troy when 

- no longer 
needed for 
reference . 

N/A 

C - 80-

Disposition 

O ther 
O f fices 

( 5 )  

Des t roy 
when no 
longer ' oJl:._ 

Disposition 
Authority 

( 6 ). 

GRS- 16-5 

Des troy GRS- 1-3 
when 3 
yrs . old . 

N / A  

N/A 

N /A 

ES-3070 
( J / 8 9 )  
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EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Classi
fication 
Number 

( 1 ) 

Description and Filing Ins tructions 

( 2 )  

40 10-2 Selection 
Use for material which pertains to 
employment o ffers & acceptance or 
rej ection of those o f fers . (Des troy 
accepted offers immediately GRS- 1-4a) 

b .  Temporary 

c .  All o thers 

FILE in chronological sequence .  

40 10-3 1 ...::..:=-=�t�i�t�i�v�e�P�l�a�c�em=..:...e�n�t 
fo F-1 7 1 ' s  resumes , position 

applicant ratings & any 
ich documents competi-

t ive appointment required 
by OPM. . 

FILE by announcement 

40 10- ie�s· 
Use for mater.re:i:--P.Jar: 
with employees . 
F ILE alphab et ically by em�loyee . 

requests , forms , correspon 
ment of reasons for passing 
ence eligible & selecting a 
eligible . 

OPM o f  

F ILE by announcement or posit ion number 

D isposition 
Record O f f ice 
OP I & To O ther 

Disposition FARC Of fices 

( 3 ) ' ·  ( 4 )  

CMS /PMSD 

Return to OP N /A 
with reply & 

applicat ion . 

Des troy 
immediately 

CMS /PMSD 
Des t roy upon 
receip t o f  

OPM inspec
tion report 
r when 2 yrs  
ld  whichever 
is earlier , 
providing the 

equirements  
o , Chap t .  
3 3 3 ,  S . A-4 

N/A 

( 5 )  

N /A 

Disposition 
Authority 

( 6- )  

GRS- 1-4b ( 1 ) 

GRS-l-4b ( 2 ) 

GRS- l-4b ( 3 ) 

GRS- 1- 1 5  

. CMS /PMSD 
Destroy 6 mo N/A 

after trans f e 
Destroy GRS- 1-8 

CMS /PMSD 
Des troy when N /A 
2 yrs . old . 

· mmediatel 

N /A GRS- 1-5 

C - 8 1 - E S-30 70 
( 3 / 89 )  
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EXTENS ION SERVICE RECORDS DISPO S ITION SCHEDULE 

Disposition 
Classi
fication 
Number 

( 1 ) 

Descrip tion and Filing Ins t�h��id�� · · : 

( 2 )  

40 10-6 Reemployment Agreements 

R�cord O f f ice 
,; .:.OP-1 . & To O ther 
Disposition FARC Of fices 

( 3 ) ( 4 )  ( S )  
CXS /PMSD 

Use for material which pertains 
reemployment agreements  between 
& USDA . 

to Des troy 1 yr N /A Des t roy 1 
r after 
termina
tion of  
greement .  

employee af ter term-

4020 

4030 

FILE by employee name . 

Use · cal reports which pertai 
to recruitment ,  se e & placement , 
e . g . , selected special employ ro
grams , workertrainee , Federal J r .  Fe 
ship , Stay-in-s chool , 
FILE by s ubj ect . 
p 

e . g . , within grade increases , res 
leave , promo tions , etc . , EXCLUS IVE o f  
those  i n  OPF .  

F ILE b y  s o  · security number & iri 
chronological seq 

Selective P lacement P ro rams 
Use of material of a general nature 
pertaining to special programs not 
lis ted elsewhere in this category •. 

F ILE by subj ect . 
40 30- 1 P rior i t  Placements 

Use for material which pertains to the 
repromo t ion of  downgraded emp loyees • 
FILE by social security number . 

4030-2 P riorit  Consideration 
Use for material which pertains to pri
ority consideration g iven to employees 
due to their being downgraded or due to 
an administrative oversigh t .  
FI  

C - 82-

ination of 
agreement . 

CMS /PMSD 
Destroy when N/A 

2 yrs . old . 

CMS /PMSD 
Des troy when N /A 

rs . old . 

CMS / BAD 
Destroy when N /A 
related pay 
records are 
audited 

3 

sooner . 
CMS /PMSD 

Destroy when N / A  
3 yrs . o ld .  

CMS /PMSD 
Dest roy after N /A 
employee has 
been p romo ted 
or declines a . 
position . 

CMS /PMSD N/A 
Des troy when 
2 yrs . old or 
when a depart 
Pers . Mgmt . Eva • 

review conduc ed . 

Destroy 2 
yrs . old . 

Destroy 
when 1 

r .  old .  

N /A 

N /A 

N /A 

N /A 

Disposition 
Authority 

( 6 )  

GRS- 1 - 1 6  

GRS- l-14a&b 

ES-3070. 
( 3 / 8 9 )  



Appendix C • e April  1 9 9 0  

EXTENS ION SERVICE RECORD S  DISPO SITION SCHEDULE 

Disposition 
Record O f f ice Clas s i

fication 
Number 

Descrip tion and Filing Ins tructions OPI & To Other 
Disposition FARC Offices 

( 1 ) ( 2 )  ( 3 )  

40 30-3 Special P rograms CMS /PMSD 

( 4) I ( 5 )  

U s e  for material pertaining t o  the Des troy when N /A N /A 
included but not limited to special 5 yrs . old . 
employment p rograms listed . Files includ� 
ins tructions , p lans , & reports . 
FILE by subj ect . 

4030-3- 1 Cooperative Education P rogram 

40 30-3-2 S tay in S chool 

40 30-3-3 Federal Junior Fellowship P rogram 

4030-3-4 Intergovernmental Personnel Act Program 
Records relating to the temporary assign 
ments o f  employe�s under the IPA (P . L .  
9 1-648 )  as amended . by the Civil S ervice 
Reform Ac t of 1 9 7 3  (P . L . 95-454) . 
a .  Assignment Agreement , OF-6 9 , Assignee 
Evaluation of Mob ility Assignments Under 
Title IV of the Intergovernmental Per
s onnel Act o f  1 9 7 0 ,AD-490 ; and Service 
Agreement s ,  

E S  Employees 
( 1 ) Personnel Div.  
(2)  Servicing P ersonnel O f fice 

Non-ES Employees 
( 3) P ersonnel Div. & S ervicing 

Personnel O ffice . 
b .  General correspondence , fo rms & o ther 
records relating to the IPA assignments , 
no t covered elsewhere in this s chedule . 

40 30-3-4c Evaluations Intergovernmental 
Personnel Program 

4030-3-5 Part-time Employment P ro gram 
4030-3-6 P resident ial Mgmt . Intern P rogram 
40 30-3-7 Selective P lacement  P rogram for Handi-

capped Employees 
030-3-7- 1 General 
030-3- 7-2 P lans 
030-3-7-3 Reports  

Same as 
4030-3 

I I  

I I  

I I  

I I  

I I  

I I  

I I  

I I  

" 

I I  

C- 83-

S ame Same as 
as 40 30-3 

t'.t0 30-3 
I I  I I  

I I  I I  

I I  I I  

I I  I I  

I I  I I  

I I  I I  

I I  I I  

I I  I I  

I I  I I  

I I  I I  

Disposition 
Authority 

( 6 )  

E S-30 70 
( 3 / 8 9 )  

http:amendcd.by


C lassi-
fication 
Number 

( l) 

4 0 30-3-7 
-3a 

4 0 30-3-7 
- 3b 

4 030-3-7 
-4 

4 030-3-8 
4 030-3-9 
4 030-3-9a 
4 030-3-9b 

4 030-3- 10  
4 0 30-3- 1 1  
4 030-3- 1 2  
4 030-3- 1 3  
4 0 30-3- 1 4  
4 030-3- 15 
4 0 30-3- 1 5  

- 1  
4 030-3- 15 

-2 

4 030- 3- 1 6  
4 030-3- 1 6  

- 1  
4040 

Appendix C � � April 1 9 9 0  

EXTEN S ION SERV ICE RECORDS DISPO SITION SCHEDULE 

D isposition 
Reco rd O f f ice 

Descrip tion and Filing Ins tructions OPI & To 
Disposi tion FARC 

O ther 
Of fices 

Disposition 
Authority 

(2) 

Narrative 

S tatistical 

NETH Week (National Emp loyee the 
Handicapped Week) 
Faculty P rograms 
Summer Employment Program 
USDA Competitive P rograms 
Summer Youth Employment P rogram 

(w/D . C .  Government) 
S t udent Volunteer P rogram 
Volunteer P rogram 
Veterans P rogram 
Worker-Trainee Opportuni t ies P rogram 

Collateral- Assignments 
Federally Employed Women " 

Women ' s  Equality Day 

Women ' s  Week 

Hispanic Employment Progra?l 
National Hispanic Week 

Special Appointments  
Use  �or  material pertaining to appoint
ments requiring S enatorial confirmat ion . 
Folders covering periods o f  employment 
terminated af ter December 3 1 ,  1 9 20 , 
excluding those selected by the National 
Archives & Records _ Admin. for permanent 
retention . 

( 3 )  

Same as 
4030-3 

" 

" 

I I  

" 

" 

I I  

I I  

" 

I I  

I I  

I I  

I I  

I I  

I I  

I I  

I I  

OP 

(l) Trans -L�employees . �ee FPM :or  
ins tructions 
relating to 

� 
t- ..-,, n c:o fo..-..-orl 

C - 84-

( 4) 

Same 
as 

�030-3 
I I  

I I  

I I  

I I  

I I  

I I  

I I  

I I  

I I  

I I  

I I  

I I  

" 

" 

I I  

" 

N /A 

( 5 )  

Same as 
4030-3 

I I  

I I  

I I  

I I  

I I  

. I I  

I I  

I I  

· I I  

I I  

I I  

I I  

I I  

" 

I I  

I I  

N /A 

( 6 )  

' 

GRS---1- la 

ES-3070 
( J / 89 ) 



Classi
fication 
Number 

( 1 ) 

Appendix C � . � April 1 9 9 0  
EX"!'rNSION SERVICE RECORDS DISPOSITION SCHEDULE 

Disposition 
Record Office 

Description and Fil ing Instructions OPI & To Other 
Offices 

Disposition 
Authority 

(2 ) 

Disposition PARC 

( 3 )  

to ano ther 
agency . 
Tr.s:nsf er fold 
er to Natl . 
Personnel Rec 
ords Ctr (CPR) 
S t . Louis ,Mo . 
30 days af ter 
separation. 
PRC will de-

65 yrs 

Service . 

(4) 

N/A 

(5 ) (6 ) 

N /A GRS- 1 - lb 

4040- 1 Special Authorities CMS/PMSD 
Destroy when N/A 
S/O . 

Use for material pertaining to corres
pondence , bulletins , etc . , received 
which relate to excepted service 
( Schedules , A, B ,  & C ) . 
FILE in chronological sequence . 

N /A 

4040� 1-l Schedule B/Pace CMS /PMSD 
Destroy 
when S /O . 

4050 

Use for material pertaining to the use 
of Schedule B in lieu o f Pace . 
FILE in chronological sequence . 
Position Class ification P a & Allowance 
Use for material of a general nature 
which pertains to position classifica
tion , ·pay & allowances which does not 
f it elsewhere in this category . 
FILE by subj ect in chronological 
sequence . 

N /A 

CMS/PMSD 
Destroy when N/A 
3 yrs .  old . 

N/A 

Destroy · 
when 1 yr 
old . 

4050- 1 � · on Classification CMS/PMSD 
Destroy 2 yrs N/A 
fter position 

Use for m 1 which subs tantiates 
eligib ility & clas of j obs by 

Destroy GRS-l-7b 
hen po-

occupation , series , class , is abolished it ion is 
bolished FILE by position number . r descrip 

Use for material pe urveys , Destroy N/A Destroy GRS- l-7c ( 2 ) 
4050-2 

�������
rv
�
e
�
s
�;'!:��"'-£!!£'.!:!::.:_��

CM

�

S

�

/

2

P

�

M

:

S

:

D

������� desk & other position audits . when S /O . 
FILE by subj ect . 

C - 8 5 - ES-30 70 
( \ / S O )  



Class i
fication 
Number 

( 1 ) 

A p p e n d i x  C • e Ap r i l  1 9 90 

EXTEN SION SERVICE RECORDS DISPO S ITION SCHEDULE 

Disposition 
Re cord O f f ice 

Descrip tion and Filing Ins tructions OPI & To Othe r Disposit ion 
Au thority 

( 2 )  

Disposi tion FARC Of fices 

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

4050-3 Personnel Management Evaluation CMS /PMSD 
Des troy 
when S / O . 

4050-4 

4060 

Use for personnel management evaluat ion 
reports ,  supporting documents , compli
ance responses , etc . 
FILE by subj ect . 

FILE chronologically . 

CMS /PMSD 

Employee Benefits CMS /PMSD 
Use for material of a general nature Des troy when 
which pertains to insurance) annuities & 3 yrs . old . 
compensation & o ther employee benefits . 
NOTE : For inj ury comp ensation,  see 
4 4 30-2 . 
FILE by subj ect in chronological sequenc 

NOTE : Executed documents by 
SF ' s  2809 , 2 8 1 0  & 28 1 7 ,  are 

to insurance 
of vouchers 

in the OPF as a PERMANENT record . 
FILE by employee name . 

CMS /PMSD 
Des troy when 
3 yrs . old . 

4060-2 E s t imates C.MS /PMSD 
Des troy when 
1 y r .  old . 

,.,..,�n.�ial pertaining to annuity 
estimates , & o t  cords used to 
assist  retiring employee survivors 
claim insurance or retirement be 
(Annuity deduct ion records are filed 
the OPF .  S ee 4000 for dispos ition) . 
F ILE alphabetically by employee . 

insuranc e ,  annuities , 
o ther employee benefits . 
FILE by s ubj ect . 

C- 86-

CMS /PMSD 
Destroy when 

3 yrs . old . 

N /A Destroy 
when S / O . '  

N/A 

N/A 

N /A 

Destroy 
when 1 
yr . old . 

N /A Des troy 
when 1 
yr . old . 

GRS-1- 1 1  

N /A Des troy GRS-2- 19b 
when 1 yr 
old .  

N /A Des troy GRS-2- 1 7b 
when 3 
yrs . old . 

E S-3070  
( 3 / 89 )  



Appendix C April  1 99 0  • • EXTENS ION SERVICE RECORDS DISPOSIT ION SCHEDULE · 

Classi
fication 
Number 

( 1 ) 

4070 

Descrip tion and Filing Instructions 

( 2 )  

Attendance and Leave 
Use for general material relating to 
duty hours , authorized ab sence , & use 
of  leave . Includes annual , s ick, mili
tary leave , leave without pay , holidays 
absence for j ury duty , etc . includes 
requests for & approval of taking leave . 

imecard has not been ini tialed 
by the employe • 

NOTE : S ee 2600-2- 1 for T&A files . 
FILE by sub j e c t .  

leave balances , e . g . , lea ces 
upon separation , res tored leave , leav 
without pay , military leave , annual 
leave ceiling , & leave audits , etc . 
FILE by social security numb e r .  

4080 ion-in-Force 

4080- 1 

Use for co dence which 
no t ice o f  reduction-in
ciplinary removals . 
FILE in OPF . 
Reem lo ent Cons ideration 
For USDA employees separated by RIF � 
Bulletins , information on automated .lis t 
& requests  for passover , are included in 
this category . 
FILE by subj ect in chronological 
sequence . 

4080-2 - in-Force 
Use for gerter 
ional inquiries 
RIF I s .  
F ILE by subj ect in chronological 
s equenc e .  

Disposition 
Record Of fice 
OP I & To O ther 

Of fices 
Dispos ition 
Authority Disposition FARC 

( 3 ) 

CMS /PMSD 
Des troy when 
1 yr . old . 

Des troy at 
end of appli  
cable pay 

is sooner . 
CMS /PMSD 

Des tory when 
3 yrs . old . 

CMS /PMSD 
Des troy when 
ac tion is 
completed . 

CMS /PMSD 
Des troy when 

5 yrs . old .  

CMS /PMSD 

( 4) 

N /A 

( 5 )  

Des troy 
when 1 
yr . old . 

( 6') 

N /A Des troy GRS-2-8a 
at end o 
pplicab l  
ay perio • 

N/A Des troy GRS- 2-8b 
when 1 y 
old . 

N/A Dest roy 3 GRS-2-9a&B 
o .  af ter 
nd of the 
eriod 
overed . 

N /A Des troy GRS- l- 1 7 a  
when 1 
yr . old . 

N /A N/A 

- Des t roy N/A Des t roy 
when 1 
yr . old . 

GRS- l- 1 7a 
when action 
is complete d .  

C-87 - ES-30 70 
( 3  I gg ) 



Clas s i
fication 
Numbe r  

( 1 ) 

4080- 3 

4090 

Appendix C ... ,- April 1 9 90 

EXTE�ON SERVICE RECORD S D I SPOS ITION HEDULE 

D ispo s i t ion 
Record O f fice 

Descrip tion and Filing Instructions OP I & To O ther 
Dispo s i t ion FARC Of fices 

Dispo s i t ion 
Authority 

( 2 )  

Reports  
Use for USDA & other agencies informa
t ional outp lacement as sis tance ef forts 
for employees separated by reduction-in
force . 

FILE by subj ect  in chrono logical 
s equence . 

( 3 ) 

CMS /PMSD 
D e s t roy when 
5 yrs . old . 

E�D0soonsib i l i t ies and Conduc t CMS /PMSD 

( 4 )  ( 5 )  

N /A N /A 

Use for materia ning to codes o f  Des t roy when N/A Des t roy 
e thics and standards of con _ _  -----..____ S/O . �hen S / 0 . 

F ILE iri chronological sequence . �:---_ 

c ...: 88-

( 6 )  

GRS- 1-2 7 

ES-3070 
C J  I 8 9 )  



Appendix C •• • April 1 9 9 0  

EXTENS ION SERVICE RECORDS DISPOS IT ION SCHEDULE 

Clas s i-
f ication Description and Fil ing Ins tructions 
Number 

( 1 ) ( 2 )  

4 100 EMPLOYEE DEVELOPMENT 1 PERFORMANCE 
AND UTILIZATION 
Use for material o f  a general nature 
which pertains to the development o f  
employees through training , j ob enrich-
ment , Upward Mob ility , & Executive 
D evelopment P rograms . Also includes 
perfo rmance evaluation & awards . 
FILE by subj ec t .  

' 1  

4 100-2 Reports  
Use for  material which pertains to 
reports on employee development ,  train
ing , evaluation , awards , e t c .  
F ILE by agency and s ub j ec t .  

memorauu.�...c::� 
records documenting ass 
& completion of proj ects • .  

F ILE Case file alphabetically 
o f  proj ec t .  

C - 8 9-

. { 

Re cord O f fice 
OP I & To 

Disposition FARC 

( 3 ) ( 4 )  

CMS /PMSD 
Des troy N/A 
when 3 yrs . 
old .  

CMS /PMSD 
Des troy when N/A 
3 yrs . old.  

CMS /PMSD 
es troy 1 yr 

after the y 
n which the 

Dispo s i t ion 

O the r 
Offices 

( S )  

Des troy 
when 3 
yrs . old . 

Destroy 
when 1 
yr . old . 

Des troy 
when no 
longer 
needed . 

Disposition 
Authority 

( 6 )  

GRS- 16-5 

E S-3070 
(3 I 89) 



Appendix C • , � April 1 9 90 
EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Clas s i
fication 
Number 

( 1 )  

Des crip tion and Filing Instructions 

( 2 )  

4 1 10 Orienta tion 

4 1 20 

Use for material pertaining to the intro 
duction of err.ployees to new surroundings 
and / or new groups o f  persons to enab le 
the employee to adj us t to unfamiliar 
surroundings , employment ,  or the like . · 

F ILE by subj ect in chronological 
s equence . 

memoranda , agreements , 
re requirements ,  

reviews , plans , & obj ecti elating to 
the estab lishment & operation o 
ing courses & conferences . (Des troy 
background & working papers when 3 yrs . 
old (GRS- l-29b)  . 

F ILE by subj ect  in chronological 
s equenc e .  

4 1 20-2 and Partici ation 

4 1 30 

Use for m · al whi ch 
availab ility 
part icipation . 
Background and working 
when 3 yrs .  old . 
NOTE The record of  satisfac to ry course  
completion is kept in  the OPF . 
FILE by course subj ec t ,  o r  alphab et icall 
as applica!:Jle  • 

. 
t i  ves and Awards. 

" al including recommendatio 
approved nominat1  memorand a ,  corres-
pondence , .  reports & rela ndbooks 
pertaining to agency- s ponsored ca 
non-cash awards s uch as incentive awards 

i thin grade meri t  increases , sugges
tions , · & outs tanding performance o 

ILE case f i le by subj ect o  

4 1 30- 1 -eftl:r-of."_Commendation/ A reciat ion 
se for copies- 'O'f-±et.t,�� recognizing 

length of  service & retirem etters 
f appreciation & commendation for per

f o rmanc e .  EXCLUDING copies f iled in OPF . 

C- 90-

Disposition 
Record O f f ice 
OPI & To O the r 

Disposition FARC Of fices 

( 3) 

CMS /PMSD 
Des troy 
when S /O .  

CMS /PMSD 
Des troy when 
5 yrs old cff 
5 yrs af ter 
completion of 

ecific 

( 4 ) 

N /A 

N /A 

(5 ) 

N /A 

es t�oy 
hen 1 
r olcl . 

Disposition 
Au thority 

(6 )  

GRS- l-29a ( 1 ) 

CMS /PMSD 
Destroy when 
5 yrs o ld o r  
when S / O  

N /A Des troy GRS- l-29b 
when 1 yr 

CMS /PMSD 
s Dest roy 

is  

2 yrs  af ter 
approval . _or 
disapproval . 

CMS /PMSD 
Des troy when 
2 yrs old . 

N /A 

old . 

Des troy 
2 yrs 
af ter 
approval 
or dis
approval . 

N /A Des troy 
when 2 
yrs o ld . 

GRS- l - 1 2a ( 1 ) 

GRS-l - 1 2c 

E S-3070 



Appendix C April 1 9 90 
EXTENS ION SERVICE RECORD S DISPO S IT ION SCHEDULE 

Clas s i
fication 
Number 

( 1 ) 

Description and Filing Ins tructions 

( 2 )  

U s e  for inc u 
memoranda , reports , computations o 
service & s ick leave , & lis t of  awardees 
FILE in OPF . 

4 1 30-3 Departmental Awards 
Department level awards or higher ( Sec
retary ' s  Awards , P resident ial , etc . )  
FILE in OPF .  

Disposition 
Re cord O f f  ice 
OPI & To O the r 

Dispos i t ion FARC Of f i ces 

( 3) ( 4 )  ( 5 )  

N / A  Des troy 
when 1 

CMS /PMSD 
Des troy when N /A 
no longer 
needed . 

r old . 

N /A 

Dispo s i t ion 
Authority 

GRS- l- 12b 

4 1 30-4 �������:!:�:!:::��������C�M�S�/:PM�S�D�:_������
� 

ns from o r  Des troy when N/A Des troy GRS- l- 1 2 a  
to o ther government agencies o r  p rs old when 2 
organizations . rs old . 

4 140 
FILE in OPF . 

rmance Evalua t ions 
a. Non- a pointees ( as defined in 5 

SC 4 30 1 (2 ) . )  
( 1 ) Appraisals o 

ance , where a notice 
o r  removal is issued 
all related documents . 

cords superseded 
hrough an administrative , J U  

e r  s ummary performance 
ppraisals  records , erformanc 
ppraisals & j ob elements & s tandar 
pon which they are based . 

C- 91 -

CMS/PMSD 

Des troy a ft e r  
t h e  employee 
completes 1 y 

acceptab le 

vance no tice 
of  p roposed 
removal or 
reduction in 
grade no tice.  
Des t roy when 

seded . 

Supervis
or ' s  file 
copy only 

N/A Des troy GRS- l-23a ( l )  
after the 

N /A 

N/A 

N /A 

employee 
comple tes 
1 yr of 
accep tab l  

erforman e 

Des troy 
upon sup e  

Des t roy 
when em-
ployee 
leaves 
emp o 
Destroy 
3 yrs 
after dat 

f app-
raisa • 

GRS- l-23a ( 2) 
-

GRS- l-2 3a ( 3 )  

GRS- 1-23a ( 4 )  

ES-3070 
( 3 / 8 9 )  



Clas s i
f ica tion 
Numb er 

( 1 ) 

A p p e n d i x  C Ap r i l  1 9 90 

EXTENS ION SERVICE RECORD S  D I SPO S IT ION SCHEDULE 

Disposition 
Re cord O f f i ce 

Descrip t ion and Filing Ins tructions O P I  & To O the r Dispo s it ion 
Autho rity Dispo s i t ion FARC Of f i ces 

FILE in 

( 2 )  

in s use 

p rocedure . 

e-related records 
r SES appointee.  

( 3 ) ( 4 )  

Des troy 3 yrs N /A 
af ter date of  

ever is  soone 
CMS /PMSD 

when N/A 

Des troy 5 yrs N / A  
old , or when 
no longer 
needed , which
ever is soone 

( 3 )  All o ther performance praisals Des troy 5 yrs N / A  
along with j ob elements  & s tanda s (j ob after date of  
exp ec tations ) upon which they · are o appraisal , 
F ILE in Employee ' s  Performance Fil e .  

( 4 )  Supporting documents 
FILE in Employee ' s  P erformance File . 

c .  P residental appointees . 
F ILE in Employee ' s  P erformance F ile . 

exclus ive o f  

s vice a s  a 
P re ential 
appoin 

appraisal or  
when no  long
er needed , 
whichever is 
sooner . 

C - 92 -

Destroy 5 yrs  N /A 
after appt .  
expires . 

( 5 )  ( 6 )  

Des troy GRS- 1 - 2 3a ( 5 )  
when 3 
yrs . old . 

Des troy GRS- l-23b ( 1 )  
when S/O . 

Des troy GRS- 1-23b ( 2) 
when em-
p loyee 
leaves 
mployment 

Des troy GRS- l - 2 3b ( 3) 
5 . yrs 
af ter 
date of  
appraisal 

Des troy 5 GRS- l-23b ( 4 )  
yrs after 
date of 

is sooner 
Des troy 
when 
emp loyee 
leaves 
employmen 

ES-3070 
( J  / 89 ) 



: las s i-
ication 
umber 

( 1 ) 
4 200 

4200-3 

Appendix C • • April 1990  
EXTENS ION SERVICE RECORDS D ISPOS ITION SCHEDULE 

Descrip tion and Filing Ins tructions 

( 2 )  

PERSONNEL RELAT IONS AND SERVICES 
Use for general material which pertains 
to grievances , complaints , & appeals , 
o ther than EEO . Also use for rehab ili ta-
tion programs · ( e . g . ,  for alcoholism) , 
for employee organizations , & for such 
spec ial services as day care . 
FILE by subj ect .  

s e  for mater a 
rievances & complaints 

than EO . 

i;...;;.��=-..... �=-=-::;. se  for mem reports 
enting assignments , 

ion o f  proj ects . 

to 

FILE Case file alphabetically by 
of  proj ect .  

C-93-

Record Of fice 
OP I & To 

Dispo s i tion FARC 

( 3)  ( 4 )  
CMS /PMSD 

Des troy when N/A 
5 yrs . o ld . 

CMS /PMSD 
Destroy when N/A 
3 yrs . old . 

CMS /PMSD 
Des t roy l yr . N/A 
after the yr . 
in which the 

D isposit ion 

O the r 
Of fices 

(S) 

Destroy 
when 1 yr 
old . 

Des troy 
when l yr 
old . 

Des troy 
when no 
longer 
needed . 

Dispo s ition 
Authority 

(6) 

GRS-l-30a 

GRS- 1 6-5 

ES-J07C> 
(3/89) 



:las s i
Eication 
�umber 

( 1 ) 

4 2 1 0  

42 10- 1 

Appendix C e • Ap ril 1 9 90 

EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Descrip tion and Filing Instructions 

(2 ) 

Grievance Procedures 
Use for material which pertains to the 
necessary procedures to take when an 
employee has grounds for complaint . 
FILE in chronological sequence . 

· al originating in the 
review of grieva appeals raised by 
agency employees , excep complaint s .  
These case files include statem o f  
witnesses , reports o f  interviews & hea 
ings , examiner ' s  findings & recommenda
tions , a copy of the original decis ion , 
related correspondence & exhib its , & 
records relating to a recons iderat ion 
reques t .  
FILE b y  employee name . 

Disposition 
Record O f f ice 
OP I & To Other 

Dispo s i t ion FARC Of f i ces 

( 3 ) 

CMS /PMSD 
estroy when 
S / O .  

CMS /PMSD 
Des troy 3 yr 
af ter case i 
closed . 

( 4 )  

N /A 

N/A 

( 5 )  

Des troy 
when S /O .  

Des troy 
yr after 
case is  
closed . 

Dispos it ion . 
Authority 

( 6 )  

GRS- l-30a 

4 2 10-2 � eals CMS /PMSD 

4230  

related records Des troy 4 yrs N/A  
in re  · wing an  adv_erse action after case is 

(disciplinary or  n · sciplinary removal , closed . 
suspens ion , leave withou , reduc tion 
in-force) agains t an employee . e file 
includes a copy of the proposed adv 
action with supporting papers ; s tatemt:!nt 
of witne::;ses ; employee ' s  reply ;  hearing 
no tices , reports & decisions ; reversal 
of action ; & appeal records , EXCLUDING 

let ters of reprimand . 
FILE by subj ect  in chronological 
sequence . 
Special Activities and P rograms 
Use for ma :.erial o f  a general nature 
which pertains to the unique activities 
& p rogram ins tituted , e . g .  Federal 
Combined Campaign & which do aot fit  it 
any o ther category . 
FILE by subj ect  in chronological 
s equence • 

• 

C - 94-

CMS /PMSD 
Des troy when 
no longer 
needed f o r  
referenc e .  

N/A 

estroy 1 GRS- l-30b 
r .  af ter 
ase is 
lOsed . 

N /A 

ES-3070 
( 3  I 89 ) 



. A p p endix C Ap r i l  1 9 9 0  • e 
EXTENS ION SERVICE REcciR.Hs DISPO S ITION SCHEDULE 

Disposition 
Re co rd O f f  ice :las s i

fication 
�umber 

Descrip tion and Filing Ins tructions OPI & To 
Dispo s i t ion FARC 

O ther 
O f fi ces 

Dispo s i t ion 
Authority 

( 1 ) ( 2 )  

4 230- l  Employees Services 
Use for material pertaining to crea t in� 
planning , coordinating & direc ting o f  
social programs & o rganizations , ( e . g . , 
day care centers & programs for alcohol-
ism & drug ab use) . 
FILE by subj ect . 

( 3)  

CMS /PMSD 
Des troy when 
3 yrs . o l d .  

4230-3 � ,� �eling Records CMS /PMSD 

( 4 )  (5) ( 6 )  

N/A N/A 

Use for re�interviews , analyses , Des troy 3 yrs N /A Destroy 1 GRS- l-26a 
and related records . after termin- yr . after 

• 1 ation of erminatio l F ILE by alphabetically by employee s �� � of councounsc��� name . ----� ....... �L,.-.,,.- ing . 

C- 95-

-

E S-30 70 
( 3 / 89 )  



.as s i

.cation 
mb er 

( 1 ) 

4300 

Appendix C A p r i l  1990  

EXTEN S ION SERV ICE RECORD S  D ISPOS ITION SCHEDULE 

Descrip tion and Filing Ins tructions 

( 2 )  

mat 
which pertains to t 1 Rights Act 
Regulations o f  1 96 4 ,  the EEO 
pert inent future legislation , & agency 
EEO Committee meetings & records includ
ing minutes & repor ts . 
FILE in chronological sequenc e .  

me reports 
records documenting 
& complet ion of proj e c ts . 
FILE Case f ile 
o f  proj ect . 

Disposition 
Re cord O f fice 
OPI & To O ther 

Disposition FARC Of fices 

( 3 )  

EOS 
Destroy when 
3 yrs . old or  
when S /O 

( 4 )  

N/A  

Des troy 1 yr . N/A  
after  the  yr 

in. which the 
is 

(5 ) 

Des troy 
when 1 yr 
old o r  
when S /O 

Des troy 
when no 
longer 
needed . 

Disposition 
Authority 

( 6 )  

GRS- l-25g 

GRS- 16-5 

C - 96-
ES-30 70 
( 3 /89) 



Class i
fication 
Number 

( 1 )  

4 3 1 0  

43 10- 1  

4 3 20 

4 330 

Appendix C • • Ap ril 1 9 90 

EXTENS ION SERVICE RECORDS DISPO SITION SCHEDULE 

Disposition 
Reco rd O f f i ce 

Des crip tion and Filing Ins tructions OP I & To O ther 
Dispo s i tion FARC Of fices 

( 2 )  ( 3 )  ( 4 )  
· rmative Ac tion EOS 

Use fo terial which pertains to 
r plans to co rrec t 

Des troy 5 yra N/A 
from date of 
plan. 

to onsi te 
reviews , & the annual report  o 
accomplishments . 
FILE in chronological s equenc e .  

f icial discrimination 
complaint file lated correspon-. dence , reports , exhib i ts , rawal 
no tices , copies of decisions , reco 
of hearings & mee t ings , & o ther records 
as desc rib ed in 29 CFR 1 6 1 3 . 2 2 2 . Cases 
reso lved within the agency by EEOC , or 
by a U . S .  Cour t .  
FILE b y  employee name . 
o .  ck round material no t file estroy 2 yrs N/A 

FILE by subj ect in chronological 
sequence . 

after final 

-tompl.iance CMS /MSB 
Use for .,frrctte..rial pertainin(; to reviews , e s  t roy when 
background p�pe?'s-- & .�orrespondence hen 7 yrs 
which

.
relate to contract�ment old . 

prac tices . � 
NOTES : For EEO C ompliance reports , 

see 4 300- 2 .  

FILE by origin i n  chronological 
s equence . 

C - 97 -

When 
3 yrs 
old . 

( 5 )  

Des troy 5 
yrs . f rom 
date o f  
plan o r  
when admi -
is trative 
purposes 
have b een 

N/A 

N/A 

Disposition 
Authority 

( 6 )  . . 

GRS- l-25h 
( 1 ) & ( 2 ) 

GRS- l-25c  

GRS- l-25d ( l ) 

E S-30 70 
( J I  89 ) 



Classi
fication 
Numb er 

( 1 ) 

4340 

4350  

4370  

Append ix C • • April 1 9 9 0  

EXTENS ION SERV ICE RECORDS DISPOS IT ION SCHEDULE 

Disposition 

Descrip tion and Filing Ins tructions 

( 2 ) 

Record O f fice 
OP I & To O ther 

Dispo s i tion FARC Of fices 

( 3 ) ( 4 )  (5 )  

Civil Righ ts Impac t S tatements EOS 
Use for material pertaining to OEO !Des troy when 
responses to agency proposals ( reorgani-2 yrs . old . 
zations , o f f ice relocations , b udgets , 
legislation, adminis tra tive regulations 
& environmental impac t s t atements)  that 
may have civil righ ts implications . 
F ILE by agency . 
Equal Opportuni ty in Housing EOS 

N /A Des troy 
when 1 
yr . old . 

Use for material related to the imple
mentation of a Department of Hous ing & 
Urban Development/Department o f  Agri
culture Memo randum o f  Unders tanding 

Des troy when N /A 
2 yrs . old . 

N /A 

relating to the implementation o f  Title 
V I I I  o f  the Civil Rights  Act o f  1 9 6 8 . 

FILE in chronological sequenc e .  
Data Collec tion and Evaluation 
Use for material pertaining to da ta , 
evaluation reports , & correspondence 
related to adminis trative requirements 
for the coilection & evaluation o f  
minority group participation in Exten
sion Service programs . 
FILE by program 

EOS 
!Des troy when 

5 yrs . old . 

C - 98-

N/A Des troy  
!When 3 yn 
o ld . 

Dispos ition 
Authority 

( 6 )  

F. S-30 70 
( )  / 80 ) 



Appendix C • • Ap ril 1 99 0  

EXTENS ION SERVICE RECORDS DISPOS ITION SCHEDULE 

Clas s i-
f icat ion Descrip t ion and Filing Ins tructions 
Numb er 

( 1 ) ( 2 )  

4400 SAFETY AND HEALTH 
Use for material o f  a general nature 
�hich per tains to the implementation , 
�evelopment , coordina t io n  & monito ring 
pf agency policy on o c cupational safety 
� health o f  Federal employees . 
IFILE by subj ec t .  

' 1  
4 4 00-2 Repo t'ts 

Use fo r material which pertains to 
safety & health . 
FILE by s ubj ec t .  

4400-3 ����;;;� 
!J! me reports & o ther 
records documenting ai��tQizl��: 
& completion o f  proj e c ts . 
F ILE C ase file alphabetically by title 
of proj ec t .  

C- 99-

Disposition 
Record O f fice 
OP I & 

Disposition 

( 3 ) 

CMS /PMSD 
Des troy when 
S / O  or when 
no longer 
needed for  
reference . 

CMS /PMSD 
Destroy when 
3 yrs . old . 

CMS /PMSD 
es t roy l yr 

after the y 
n which the 

To O ther 
FARC Of fices 

( 4 )  ( 5 ) 

N /A Des troy 
after 1 
yr . or  on 
dis con tin· 
uance , 
whichever 
is firs t .  

N /A Destroy 
hen 1 yr 

· old. 

es  troy 
hen no 

longer 
needed . 

Dispos ition 
Authority 

(6 )' 

GRS- 16-5 

E S-30 70 
( 3 /89) 



Clas s i
fica tion 
�umb er 

( 1 ) 

Appendix C • • Apr i l  1 9 9 0  

EXTENS ION SERVICE RECORDS D I SPO S IT ION SCHEDULE 

D ispo s i t ion 
Re cord O f f i ce 

De scrip tion and Fil ing Ins truct ions OP I & To O ther 
O f f ices 

Dispos ition 
Au tho rity 

( 2 ) 

Dispo s i t ion FARC 

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

4 4 1 0  P rogram Management CMS /PMSD 

4420 

4430 

Use for material per taining to overall 
plans for safety & occupational health , 
comp liance with s t andards & regula tions ; 
& the identification & impl ementa t ion of  
needed adj us tments in purchas ing , stor
age , repair & s alvage operations to 
ass ure inclus ion o f  countermeasures for 
accident related los ses . 

F ILE by sub j ec t  in chronological 
s equenc e .  

Educa tion/Training 
Use for ma terial pertaining to the 
determinat ion of the training & educa
t ion resourc es needed to compensate for 
accident r elated loss po t ential & the 
es tablishment of  the various s truc tures 
& procedures for communicating inf o rma
tion . Included are programs for super-
visory & collateral duty safe ty & health 
personnel . 

FILE by subj e c t  in chronological 
sequence . 

Des troy when N/A 
S /O or  when 
no longer 
needed f o r  

· refe rence . 

CMS /PMSD 
Des troy when N /A 
S / O  o r  when 
no longer 
needed for 
ref erence .  

Employee Services CMS /PMSD 
Use f o r  material pertaining to compensa-Des troy when N/A 
tion for human fac tors that are known o r$ /O o r  when nc 
suspec ted to have undesirable influences longer needed 
upon s afety & o ccupat ional health efforts for re f erenc e 
includ ing the criteria for the Employee 
As s i s t ance Program & Medical /Health 
Services P rograms . Also included are 
saf e ty & occupational heal th promo t ional 
ac t ivi ties & the development & periodic 
prac tices o f  facility self-pro tection 
plans . 

FILE by s ubj e c t  in chronological 
sequence . 

C - 1 00-

Des troy 
rwhen no 
longer 
needed . 

Des troy 
when no 
longer 
needed . 

N /A 

E S-3070 
( 3 / 89 )  



Appendix C • • Ap r i l  1 990  
EXTENS ION SERVICE RECORDS D I SPO S IT ION SCHEDULE 

Disposition 
Clas s i
fication 
N umb er 

( 1 )  

Descrip tion and Fil ing Ins truct ions 

( 2 )  

Re cord O f f i ce 
OPI & To 

Dispo s i tion FARC 

( 3 )  ( 4 )  

O ther 
O f f i ces 

( 5 )  

44 30- 1 CMS /PMSD 

4430-2 

4440 

4450 

Fo rms , co ondence ,  & other reco rds , 1 :Jes troy 6 yr N/  A N/A 
including summar cords , documen ting after lates t 
an individual employee dical his tor) en try . 
phys ical condition , & visits vt . 
heal th facili ties , f o r  non-wb rk rela 
purpo s eE , EXCLUD ING records covered by 
i tem 2 1  of GRS 1 

F ILE alphab e tically by emp loyee 

--·-o...:::ertaining 
compensation ( rela t in 
inj uries ) ;  excluding copies 
OPF &. copies s ubmi t t ed to the Lab o r  

FILE alphab etically by employee 

CMS /PMSD 

Supervision CMS /PMSD 
U s e  f o r  material per taining to the Des troy when 
es tab l ishment , assessmen t ,  regulat ion & S /O or when n 
pres erva tion o f  envi =onmental condi t ion longer needed 
tha t minimi z e  adver s e  e f fects  upon the for ref erence 
safety & health o f  employees . Included 
are inspec t ions , s urvei llance & moni tor 
ing , guarding / is olation , protec t ive 
equipment programs , j ob safety analys i s  
task analys i3 , operational des ign , & 
b io-mechanics . 

F ILE by sub j ec t  in chrono lo gical 
sequenc e .  

Evai ua t ion 
Use for ma terial pertaining to the 
developmen t & utilization of techniques 
f o r  measuring , r.epor ting , evalua ting ; 
& re searching s a f e ty & occ upational 
health data . Als o  procedures for de ter
mining the e f fe c t ivenes s  of s afe ty & 
occupational health efforts  on a contin 
uing basis  utilizing accepted review & 
revis ion technique s . Also includes the 
Incident Reporting Sys tem ,  Health Sur
veillance Sys tem, Annual P rogram Evalua 
tion Sys t em & o ther data c o llect ion 
ac tivit ie s . 

CMS / PMSD 
Des t roy when 
S /O or when 
no longer 
needed f o r  
ref erenc e .  

F ILE b y  sub j ec t  i n  chronological s equen e 

C - 1 0 1 -

N / A  

N / A  Destroy 
when no 
longer 
needed . 

N / A  Des troy 
when no 
longer 
needed . 

Disposit ion 
Authority 

GRS- 1- 1 9  

GRS- 1-3 1 

E S-30 70 
( \ I  Q O )  
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EXTENS ION SERVICE RECORDS D ISPOS ITION SCHEDULE 

Clas s i-
fication Descrip tion and Filing Ins tructions 
Number 

( 1 ) 

4 600 

4600-2 

4600-3 

( 2 )  

general nature 
which pertains to inis tra t ion & 
operation o f  the personnel s 
clearance program & no t lis ted b elow . 
FILE in chronological sequence .  

ReEorts 
Use for material which pertains to 
reports on personnel security . 
FILE b y  subj ec t .  

me a repo�ts & other 
records documenting ents , prog-
ress & completion of proj ect • 

FILE Case file 
of proj ect . 

Disposition 
Re cord O f f ice 
OP I & To O the r 

Dispo s i t ion FARC Of fices 

( 3 ) ( 4) ( 5 )  

Disposition 
Authority 

( 6 ) 

CMS /PMSD 
Destroy when N /A 
2 yrs . old . 

Des troy GRS- 18-2 1 

CMS /PMSD 
Des troy when 
3 yrs . old . 

Des troy 1 y r  
after the y r  
i n  which the 

is 

N /A 

N/A 

when l yr 
old . 

Des troy 
when l yr 
old � 

Des troy 
when no 
longer 
needed . 

GRS- 1 6-5  

C - 1 02-

ES-30 70 
( 3 /89 ) 



Clas s i
f icat ion 
Numb er 

( 1 ) 

4 6 1 0  

4 6 20 

Ap pend ix C April 1 9 9 0  

EXTEN S ION SERVICE RECORD S  D I SPO S IT ION SCHEDULE 

Descrip tion and Fil ing Ins truc t ions 

( 2 )  

aterial pertaining to inves ti-
o rsonnel employed by or  

seeking emp loy t f rom the Government 
& persons performi wo rk for the agenc 
under contrac t .  Exclu copies o f  
inves t igative repo r t s  & r ted papers 
furnished to agencies by OPM . 

FILE alphab e t ically by emp loye e .  

· f ic a t ion Cards , P as s es Bad es 
fo r ial pertaining to iden t i-

en t ials , b adges , 
parking p e rmi t s , pho tog USDA 
mo t o r  vehicles operating permi 
vis i tors & dining room 
s upply cards , e t c . 

FILE alphab e t ically by emp loyee 

ind ices , lis t ings & 
accountable reco r s .  

PILE by iden t ification numb er 
chronological sequence . 

Record O f f i ce 
OP I & To 

Dispo s i t ion FARC 

( 3 )  

CMS /PMSD 
Des troy upon 
no t i f i c a t ion 
o f  death or 
not later tha 
5 yrs . after 
s epara t ion or  
trans fer o f  

expires , whi 
ever is appli 
cab le .  

( 4 )  

N/A 

CMS /PMSD /MSB 
Des troy 3 mo . N/A 
af ter ret urn 
to issuing 
o f fice . 

CMS /PMSD 
Des troy af ter N /A 
all lis t ed 

C - 1 0 3-

D ispos i t ion 

O the r 
Of fices 

(5 ) 

N /A 

N /A 

N/A 

Disposit ion 
Au thority 

( 6 )  

GRS - 1 8-22a 

GRS - 1 1-4a 

GRS...;; l l-4b 

E S-30 70 
( 1  / R O �  



Ap p e n d ix c A p r i l  1990  
..)· ·,. ·• 

EXTENS ION SERVICE RECORDS DISPOS IT ION SCHEDULE 

Clas s i- Record Of fice 
f ication Description and Filing Ins tructions OPI & 
Numb er Disposition 

( 1 ) ( 2 ) ( 3 )  
5000 PROCUREMENT MANAGEMENT 

Use for material o f  a general nature 
which . pertains to purchase & maintenance 
of equipment , publ ications , printing , re-
produc tion , services & supplies for 
internal needs . Includes contrac ts ,  
bidders , purchase orders , FEDSTRIPS ,  & 
requisi t ions & o ther material no t 
described elsewhere in this category . 
FILE by subj ec t .  

5000-2  Routine P rocurement F iles 
Use ·for contract ,  requisition , FEDSTRIPS 
purchase order , leas e ,  & bond & surety 
records , including correspondence & 
related papers pertainirig to b ids , 
awards , adminis tration, receip t ,  inspec-
t ion & payment .  (Cancelled or deleted 
transac tions are to be destroyed when 
l yr . old . )  
a .  of  more 
all construction 
$ 2 , 000 . 

C - 1 04-

final payment 

To 
FARC 

( 4 )  

Dispo s i t ion 

O ther 
Offices 

( 5 )  

I . 

Disposition 
Authority 

( 6 ) . 

GRS-3-3a 
( l) & b 

ES-3070 
( 3/ 89 ) 



Clas s i
fi ca tion 
Numb er 

( 1 )  

5000-3 

A p p e nd ix C · Ap r i l  1 9 9 0  

EXTENS ION SERV ICE RECORDS D ISPO S IT ION SCHEDULE 

Descr ip tion and Fil ing Ins tructions 

( 2 )  

Transact ions o f  $ 25 , 000 o r  less and 
uc t ion cont rac ts under $ 2 , 000 . 

c .  Copies 
used f o r  

• Ob ligating copy . 

NOTE : P rocurement files which document 
the ini t iation & d evelopmen t o f  trans
ac tions which deviate f rom normal pro
curement transac t ions mus t be disposed 
o f  on an individual basis by submi t t ing 
an SF-l l 5 .  

FILE b y  subj e c t  and document numb e r . 

Disposition 
Re co rd O f f  ice 
O P I  & To O the r 

Dispo s i t ion FARC O f fices 

( 3 )  ( 4) ( 5 )  

Dispos ition 
Au thority 

( 6 )  

CMS /PMSD /MSB 
Destroy 3 yrs N /A 
af ter. final 

Des troy GRS- 3-3a ( 2 ) &b 
when fund 

payment are ob li-
gated . 

CMS /PMS D /MSB 
Des troy upon When Des troy GRS- 3- 3c 
termination o 2 yrs upon re
comple t ion . old ceip t o f  

D es t  
funds a 
ob ligated . 

goods or  
service • 

N /A Des troy GRS-3-3b 
when f und 

& P ro CMS /PMSD /MSB _;_;,......;..::.....,::...::....:�-'-�-'-....;.;;_;:,,_���--';:,,_�� .......... _;_--+ 

b .  S o l icited & uns o licited 
b ids & proposal s . 

Des troy with N /A 
related con
trac t case 
f iles ( see 
5000-2 of thi 
schedule) 

( 1 ) When filed s eparately N /  A 
ract case f iles . 

( 2 )  When f iled wi th contract case 
f iles . 

t rac t case 
files ( se e  
5000-2 o f  
this s chedule 

C - 1 05 -

D e s troy GRS-3-5a 
1 yr. 
af ter 
award of 
contrac t .  

D e s t roy GRS- 3-5b ( 2) ( a) 
1 y r .  
af ter 
award of 
contrac t .  

N / A  GRS- 3-5b { 2 )  ( b )  

F. S-3() 70 
( ) / f30 ) 



Clas s i
f i ca t ion 
N umber 

( 1 )  

5 000-4 

5 000-5 

App endix C � � Ap r i l  1 9 9 0  

EXTE�ON SERVICE RECORDS DISPOS IT ION�HEDULE 

Dispo s i t ion 
Reco rd O f f i ce 

Descrip tion and Filing Ins truct ions OPI & To O ther Disposi tion 
Au thority Dispos i t ion FARC O f f i c e s  

( 2 ) ( 3 )  ( 4 )  

c . '  anc elled Solicitations 
( 1 ) rinal solicitations o f  o f fers to Des troy 5 yrs N /A 

p rovide pro cts or s ervices ( e . g . , In- af ter date o f  
vitat ions for B i  Requests  for Quo ta- cancella t ion 
tions ) whi ch were can lled prio r  to 
award o f  a contrac t .  The " les include 
pres ol icitation documentat ion n the 
requiremen t ,  any of fers which wer 
opened prior to the cancellat ion , doc 
mentation on any governmen t ac t ion up to 
the t ime o f  cancel lation , & evidence of 
the c anc ellat ion . 

F ILE by subj e c t  and document numb er . 

NOTE : See 5020  for debarred , sul-si:;ret=�� 
& ineligib l e  b idders lis ts . 

F ILE alphab e t ically by b idder . 

related papers . 

F ILE by FY . 

Re turn to 
b idder . 

CMS /PMSD /MSB 
Des troy when N / A  
when S / O . 

CMS /PMSD /MSB 
N /A 

( 5 )  ( 6 )  

D e s t roy GRS-3-5c ( l ) 
1 yr 
after 
date o f  

cancel la-
tion . 

/..A GRS - 3-5 c ( 2) 

D e s t roy GRS-3-5d 
when S / O .  

N /A GRS- 3-1 2  

5000-6 Repo r t s  Des troy when N /A 
3 yrs . old . 

Des t roy 
when 1 yr  
old . 

50 1 0  

U s e  for ma terial pertaining to b ids , 
awards , inspections & payment s . 

F ILE by b id numb er in chronological 
s equence .  

records document ing 
res s &comp l e t ion o f  

FILE : Case f ile alphab etically by t i tle 
o f  proj ec t .  

USDA P rocurement Repo rt ing Sys tem 
U s e  for mater ial pertaining to the auto
ma ted payment sys tem wi thin the D ep t .  
which dictates the use o f  a s tandard 
D ep t . -wide procurement identification 
sys t em for the purpos e s  of repor t ing & 
control .  

C - 1 06 -

CMS /PMSD /MSB 
Des troy 1 yr N /A 
a f t er the yr 

wh ich the 

CMS /PMSD /MSB 
Des troy when 
S / O . 

N / A  

Dest roy 
when no 

· longe r  
needed . 

N /A 

GRS- 16-5 

E S-3Q 70 
( 3  I 89 ) 



Clas s i
f ica t ion 
Numb er 

( 1 )  

5020 

5030 

5040 

5050 

5060 

A p p e ndix C e 9 Ap r il 1 9 9 0 

EXTENS ION SERVICE RECORDS D I SPOS ITION SCHEDULE 

D ispos i t ion 
Re cord O f f ice 

Descrip tion and F i l ing Ins t ruc t ions OPI & To O ther 
D is po s i t ion FARC O f f i ces 

( 2 ) 

D ebarred , Suspended , & Inel igib le 
B idders 
Use fo r l i s t s  of f i rms & individuals 
debarred or  sus pended , or declared 
inel i g ib l e  for any caus e .  

F ILE by cont rac tor ' s  name . 

Sure ties 
Use for material per taining to the 
necess ary requirements s tipulated when 
a b i d  performance , payment bond , or  
ind ividual s urety is required . 

FILE in ·  chronological sequenc e .  

ADP 

( 3 ) 

CMS /PMSD /MSB 
Des troy when 

S /O .  

CMS /PMSD /MSB 
Des troy when 

S / O . 

CIT 

( 4 )  (5 ) 

N /A N / A  

N / A  N /A 

Use for material per taining to the Des t roy when N /A N / A  
ac tual procurement o f  all automatic date: S /O . 
process ing equipment commercial ly avail-
ab le s o f tware , maint enance s ervices , & 
related suppl i es . 

NOTE : See 3220  - for non-p rocurement 
ma.terial related to acquis i t ion of ADP 
equipment & s e rvices . 

F ILE in chronological s equence . 

Lab o r  S tandards CMS /PMSD/MSB , 
U s e  for material pertaining to  the p ro- Des t roy when N / A  N / A  
cedures for the maintenance o f  records S / O . 
re tained by contrac tors pursuant to 
specified contrac tural claus es included 
in contracts & sub contracts to satisfy 
certain s tatutory & .adminis trative 
records review requirements of the 
Government . 

FILE in chronological s equence . 

Depar tmental Blanket P urchas e Arrange- CMS /PMSD /MSB 
men ts 
U s e  fDr do cumentation o f  b l anke t  pur- Des troy when N /A 
chas e arrangements , e . g . , l e t ters , S / O .  
purchas e orders , o r  o ther documents 
s ta ting to vendor the person ( s )  author-
i z ed to make individual purchases , how 
purchas es will b e  placed , i . e . , by 
telephone or  designated persons orderin,> 
& p ick up suppl ies f rom the vendor . 

FILE by vendo r ' s  names . 
C- 1 07 -

N /A 

Dispo s i t ion 
Au thority 

( 6 ) 

E S-30 70 
( 3  I 89) 



Clas s i
f ica tion 
Numb er 

( 1 ) 

5 0 70 

5080 

5090 

Append ix C April 1 990  e e 
EXTENS ION SERVICE RECORDS DISPO S ITION SCHEDULE 

Descrip tion and Fil ing Ins t ructions 

( 2 )  

Record O f f ice 
OP I & To 

Dispo s i t ion FARC 

( 3 )  ( 4 )  

Consul ting Services CMS /PMSD /MSB 
Use fo r ma ter ial pertaining to the 1 i s t sPes troy when N /A 
& cos t s  o f  persons who are memb ers o f  a S /O . 
pa r ticular pro fes s ion or possess a 
spec ial skill & who are no t o f ficers or  
employees o f  the contrac tor . 

FILE in chronological s equence . 

D isputes 
Use for material pertaining to disputes 
aris ing relat ing t o  the contrac tor . 
Included is  a copy o f  contrac tors claims 
to the P rocurement C ont rac t ing O f f icer & 
a copy o f  the Contrac t ing O f f icer ' s  
decis ion . 

FILE in chronological s equence .  

Socioeconomi c  P rocurement 
Use for ma terial pertaining to lis t s  o f  
individual ( s )  & or  f irms that are b o th 
socially & economically dis advantaged .  

F ILE by program t i tle . 

C - 1 08-

CMS /PMSD /MSB 
Des troy when 
S /O . 

�MS / PMSD /MSB 
Des troy when 
S / O .  

N /A 

N/A 

Dispos i t ion 

O ther 
Of fices 

(5 ) 

N /A 

N/A 

N /A 

Dispo s i t ion 
Autho rity 

( 6 )  

ES-30 70 
( ) I  89) 



App endix C • Ap ril 19 9 0  
EXTENS ION SERVICE RECORDS DISPOS IT ION SCHEDULE 

:las s i- Re cord O f f i ce 
:ication D e s c r i p t io n  and F i l ing Ins t r u c t io ns O P I & To 
lumber D i s p o s i t ion FARC 

( 1 ) ( 2 ) ( 3 ) ( 4 )  

5 10 0  REAL PROPERTY MANAGEXENT CMS /PMSD/MSB 
Us e for material o f  a general nature D e s troy when N /A 
which pertains to the management & us e 3 y r s . o ld .  
o f  buildings & land owned or leased by 
the Government , including its proper & 
econom{cal use & which does no t fit  
elsewhere in this cat egory . 
FILE by agency location . 

/ 

,I 
5 1 30- 1 Excess  Real Property Reports CMS /PMSD/MSB 

Des troy when N/A 
S / O . 

5 160  

Use  for excess  property reports  and 
supporting documents . 
F ILE by location and p roperty identifi
ca tion . 
Use o f  O fficial Agency Symbols CMS /PMSD/MSB 
Use for material pertaining to pos ted Destroy when N/A 
of ficial signs of a prohibi tory , regula- S / O . 
tory , or direc tory nature & such sub j ec t � 
as us e o f  Department seal ; the S ecre tary ' s  
& Department ' s  f lag ; naming o f  Departmen� 
facilities ; memorials , plaques , corner 
s tones , and use of the 4-H emblem.  
F ILE by sub j ec t .  

C-1 09-

Disposition 

O the r 
O f fices 

( 5 )  

!Des troy 
iwhen 3 yn 
old . 

. 

N/A 

Des t roy 
;.Then S /O .  

D i s p o s i t ion 
Authority 

( 6 )  

E S-3070 
( 3 / 89 )  



Clas s i-
fication 
Number 

( 1 )  

5 200 

5 200-2 

Append ix C • April 1990 
EXTENS ION SERV ICE RECORDS DISPOS IT ION SCHEDULE 

Reco rd O f f ice 
Description and Filing Instructions OP I & To 

Disposi tion FARC 

( 2 ) (3) ( 4) 

Pr;:RSONAL PJ,OPERTf l1ANAGEMENT 
Co rresEon ence i es CMS /PMSD/HSB 
Per taining to the operation & adminis- Des troy when 
tration of property management , includ- 6 yrs . old .  N/A 
ing the Federal Excess P ersonal P roperty 
P rogram adminis tered with the S tate 
Extens ion Services under PL 9 7-9 8 .  Use 
for material of  a gene ral nature which 
pertains to nonexpendab le equipment , 
acquis ition , maint enance & d isposal . 
Personal prope r ty includes such i tems as 
furni ture & of fice equipment .  

F ILE in chronological s equenc e .  

j '  I 
Personal Property Ac countab ility 
Lis t/ Index 
Use for lis tings which provide a means 
for accounting for personal property . 
Includes mas t�r property print-outs , 
s tation lis tings , working capital & 
appropriated funds lis tings , etc . 

F ILE in . chronological sequence.  

CMS /PMSD/MSB 

Des troy when N /A 
updated . 

C - 1 10-

Disposition 

O ther 
Of fices 

( 5 )  

N/A 

Des troy 
:.rhen 

updated . 

I 

Dispos ition 
Au thority 

( 6 )  

ES-3070 
(3/ 89) 



Ap pendix C • • Ap ril 1990 . 

EXTENS ION SERVICE RECORD S D ISPO S IT ION SCHEDULE 

Clas s i
f ica tion 
Numb er 

( 1 ) 

Descrip t ion and Fil ing Ins truct ions 

( 2 )  

Record O f f ice 
OP I & To 

Dispos i t ion FARC 

( 3 )  ( 4 )  

5 200-2- 1 P ro e r t  Accountab il i t  Forms 
Filed numerically , & us ed· fo r upda ting Des troy when 

inventories . These fo rms include AD- 1 0 7  2 yrs . old . 
Repo rt  of  T rans fer or o ther Dispo s i t ion 
or Cons truc tion of P roperty ; AD- 109 , 
Excess Serviceab le Property ; AD- 1 1 2 ,  
Report o f  Uns ervic eab le Los t o r  Damaged 
P roperty . 

F ILE in chronological sequenc e . 

N /A 

5 200-2-2 P ro ert P ass Files CMS /PMSD /MSB 
Authori z ing removal of property or  
materials (AD Fo rm 1 9 7 ) . 

F ILE in chronolo�i cal sequence . 

Des troy 3 mos N/A 
after expira-
tion or revo-
cation . 

5200-3 Excess Pe rsonal P ro e r t  Records CMS /PMSD /MSB 
Des t roy when 
6 yrs . old . 

5 200-5 

ase f iles relating to the acqui s i t ion 
of exces s personal p roper ty , includ ing 
SF- 1 2 2 , Trans fer Order , Excess P ersonal 

roperty , with s uppo r t ing documents . 

F ILE in chrono logical s equenc e .  

· in to 

N / A  

CMS /PMSD /MSB 
N/A 

intra agency repo r t s  rela t ingfC:tT-"ei'�!.S..:;L__] 
& surplus per sonal p roperty . 

F ILE by subj e c t , agency , & s tate . 

s e  for memo rarrtrtto...._Lt 
records document ing assigg!tmtei'l�� 
& completion o f  p roj e c t s . 

FILE : Case file  alphab e tically by ti tle 
of p roj ec t .  

i---

CMS /PMSD /MSB 
Des troy 1 yr . � / A  
after  the yr . 

whi ch th e 

C- 1 1 1 -

D ispo s i t ion 

O ther 
O f f i ces 

( 5 ) 

N/A 

N /A 

N / A  

Des troy 
when no 

Dispo s i t ion 
Au thority 

( 6 )  

GRS-4-2 

GRS- 16-5 

E S-3070 
( 1 I Q O  \ 



Clas s i-
f ication 
Number 

( 1 ) 

5 300 

5 300-2 

5 300-

Appendix C � � Ap r i l  1990  

EXTE�ON SERVICE RECORDS DISPO S ITION�HEDULE 

Disposition 
Re cord O f f ice 

Des cription and Fil ing Ins tructions OP I & To O ther 
Dispo s i t ion FARC Of fices 

( 2 )  ( 3 )  ( 4 )  ( 5 )  

SUPPLY MANAGEMENT CMS /PMSD /MSB 

Use for material of a general na ture per •Destroy when N /A Des troy 

taining to the requisition & procuring 2 yrs . old . when no 
o f  expandab le supplies & equipment . longer 

needed . 
FILE by uni t  in chronologi cal sequence 

ons CMS /PMSD/MSB 
se for  requ s N /A Des troy 

equipment .  when 6 mo 

FILE by uni t .  old . 
requisi tion . 
CMS/PMSD /MSB 

report Des troy when N / A  N /A 
3 rs old . 

Des troy when N/A N / A  
2 yrs o ld .  

ords documenting ass ignme 
omplet ion of  proj ec ts . 

& o ther rec- Des troy 1 yr 
ess & a f ter yr in 

N / A  Des troy 
when no 

F ILE case file alphabetically by title 
of proj ect .  

o ec t longer 
is clos;e;dd.:--�r-----+�e�ed�e�d�·:__ 

C - 1 1 2-. .  

Dispos it ion 
Authority 

( 6 )  

r 
GRS-3-8 (a) (b ) 

GRS-8-3 

GRS-8-4 

GRS - 1 6-5 

F.S-3070 
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