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Stati onf:, 

" 	 ...REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

'LEAVE BLANK 
JOB NO 

:JATE RECEIVED f)-
NOTIFICATION TO AGENCY 

1, " ·1•d1n1 e mll1 tr1° pr ,,,1on·, uf 1" If 5 C J3UJ.1 the diop11"1I re,
1ue ,\ 11"·lud1n.; dmendments. 1, 1pp•r>ved "" ept fo• 1krn' th.it m.1y
oo ,1,1mped 'd1sp1"·'' 011! 1pproved" 01 ·withdrawn" 1n rolumn 10 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL llRCHIVES AND RECORDS SERVICE, WASHING fON, DC 20408 

1 FROM (AGENCY OR ESTAl:3LISHMENTi 

US Dep artment of Agricu lture 
2 MAJOR SUBDIVISION 

Forest Service 
3 MINOR SUBDIVISION 

Office of Informatio n 
4 NAME OF PERSON WITH WHOM TO CONFER s TEL EXT 

Norina G. Mosby 	 I 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal 1n this Request of page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods c;pec1f1ed 

D A Request for 1mmed1ate disposal 

[iJ B Request for disposal after a spec1f1ed period of time or request for permanent 
retention 

7 
ITEM NO 

1 J 

98 DESCRIPTION OF EM 	 10
SAMPLE OR 

1W1th Inclusive Dates or Retention Periods) 	 ACTION TAKEN
JOB NO 

This schedule covers Information Services records in 
the 1600 seri es. They were approved generally under 
job No. NN 166-136. We are requesting approval for the 
following file series: 1600,1620,1630,1650,1670,1680 and 
1690. 

The objective of Information Services is to obtain publi 
awaren ess and understanding of Forest Service programs, 
activities, and services and to involve the public in 
Forest Service decision-making processes. 

1600-2 Reports(Deleted. File existing records under 1600 
and ap p ly the retention period.) 

1620 Public Involvement Programs (Records and correspon
dence regarding public involvement programs too broad to 
file under a specific secondary or tertiary nu mber.) 

a. 	 Washington Office, Regional Office, ent 
Destroy en 5 years o 

b. All Other 	 Offices: Destroy when 3 years old. 

115-107 



------ --+-------- --------------- ------- -

.C.Oo eF&t.ive A§Peelflent3 (Case 

the is 

"tt". \./asbiQ9tf>A OffiGe, i;le§iOAal Office, Area, and 
ri111et1L Stat.ioRs; [,)g troy ��eA 3year:5 old. 

Offices: 

a. W, 8 R. O., APea, a11d Ex per irnel'lt Station . 
OestrG;' nl1e11 5 yea1 s old. 

-0tl1e1"- �c44ev(,c 

A 

o  
----

__ L ___ _,____ __ 

. 
Requesnor Records Disposition Authority- Continuation JOB NO 

7
ITEM NO 

8 DESCfllPTION OF ITEM 
(With Inclusive Oates or Retention Periods\ 

-- ----

.] 3 

1620-1 Wood sy Owl Environmental Program (Includes 
general correspondence on items informing the public 
of environmental clean-up projects and licensing 
programs. ) 

All Offices: Destroy when 3 years old. 
L ;c.e--Jf.4Vi. ·r c. y

1620-1-1 folders filed 
a1 phabet ica l ly. ) 

All Offices: Destroy case folders 3 years after 
case closed. 

1620-2 Cooperative Forest Fire Prevention Program 
Delete;t' the file designation. File records 
material under 3110-1. ) 

9
SAMPLE •o

JOB NO AS; r;  "'�EN 
--- - -

iI II 

.1 4 

 5 

6 

7 

1620-3 Environmental Education Program (Includes 
genera 1 correspondence. File in fo 1 de rs designated 
internal or external if desired. ) 

programs involving cooperation with the public 
regarding the environment.) 

All Offices: Destroy when 3 years old. 

1620-4-1 Cooperative Agreements and Memorandums 
of Understanding (Includes supplements, revisions 

3J· All Destroy when/years old. 

1620-3-1 Cooperative Agreements (Inc 1 udes 
supplements, revisions, and related correspondence. ) 

• • 

)'f. All Offices: Destroy  3 years 

1620-4 Cooperative Outdoor Environmental Programs 
(Includes tree planting and all other outdoor 

and relating correspondence. ) 

II cfP s 

J..K I 

_
11S-203 11<.:- .Four copies, Including orlglnal, to be submitted to the Nallonal .Archives 
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STANDARD FORM 
Revised July 1974 
Prescribed by Genwe. ""w;:ces
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I -r- .-- +--- �-

8J 1 Offices: De troy whfir:i--3 years old. 

ITTl eJFfice.'L Bestroy wh::>n 3 years old 

-tr1f6F111 aAe! Ir:ivgl ve 

All Offices. Destroy when 3 years old • 

year/'�fter ease is elosee 
01 1 year 

1620-6-A.Public 
(Metho  

after CiiSI? is closec:l or 
1 J r- after 

- --- I 

/7/n 

JOB NO Request for R cords Disposition Authority- Continuation 

97 8 DESCRIPTION OF ITEM 	 l\lSAMPLE OR ITEM NO (With Inclusive Odtes or Retention Periods) 	 Ar, T1( •' ; t,KENJOB NO 

8 	 1620-5 Group Contacts (Ref. USDA-FS Privacy Act System l 

description. Identifies 100 key national interest groups 

that FS maintains contact with. Office of Information 

coordinates the contacts, and maintains list which is 

updated 2-3 times a year.) 


All Offices: Destroy when yea rs old. 

l<,M-<iJV I 

'J /<.-j'!...? 
1n' '11 I -v "'l 

l 1 	 1620-5  Cooperative Activities (Includes speeches 

and demonstration or "Show-me" trip information. ) 


All Offices: Destroy when 3 year  old. 
r  r{L C. F'-{,_,.,. 

l 2 1620-6 Program (Includes general 

correspondence.) 


All Offices: Destroy when 3 years old. 

1,,,)-�
t> rl tt ( v'"1 

.J.,...
l 4 	 1620-6-)' Planning (Plans and correspondence in 


preparation for future events.) 


All Offices: Destroy 1 

after completion of project. 


1 5 Involvement Activities and Techniques 

and activities for accomplishing public 


Invo 1 vement.) 


/All Offices: Oestroy 1 year:
co11pletion of project.. 

..L__ _ ---	
- - --- - - - L - --- - - -- -

• •5-203 Four caple1, Including original, to be aubm:tt•d to th" Nsllonal Archlv.-;- STANDARD FQ:, ; ' '  • \ 
Revised July 1974 
Prescribed by G•. _ v ce  

Administration 
! I < 	 c, i 1- /j';I I"°; ' • 	 FPMR (41 CFA) 101 '· 
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Requesf for Records Disposition Authority- Continuation JOB NO 

7
ITEM NO 

16 

18 

20 

21 

'l!>-203 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

ysis and -Eval - i o 
-

of Pub · l - Respo ;  -- -- -

(Materials related to collection, analysis and 
evaluation of comments from the public, i.e., letters, 
response forms, petitions, etc.) Establish as case 
files. 

All Offices: Destroy l year after case is closed 
or 1 year after comp letion of proJect. .... 
1620-6-\' Genera l (Deleted. File existing corrPs pondence 

1630 Publ ications oth research and informat1 
Includes c orres ndence, copyright and cthe clearanc.es, /
and rel ated cords. Refer to FSM 1630. for materials 1 
considered ublications.) 

All 0 ices: Destroy records wh old. 

l 630-l 

a. Originating Off" e: Permanent. Transf to FRC 
wnen 3 years d. Offer to NARS wh 25 years old. 
Annual Ac 3.5 cubic ft. ( 3  c t. WO. 1/2 cu. 
ft. • ) 

b. A 11 DPstroy cori of such material 
legal or inistrative use 

9
SAMPLE OR 

JOB NO 

GRS 14-6 

I 
nde r l 6?6.j 

ceases. 

correspondence regarding the administration and 
operation for printing and distribution 

I 
of publications.) 

Al l Offices: Destroy when 2 years old. 

1630-3 Mailing Lists (Correspondence, requests forms, 
and other records relating to changes to mailing 
lists.) 

Al l Offices: Destroy after revision of mailing 
or 3 months, whichever is earlier. 

 
1630-4AReport s (Includes administrative information 
for publication, inventory, budget, manuscript status, 
statistical data. Exclude p ublications called 
"reports".) 

GRS 1 3-

GRS 1 3-71 
I 
I '1 I 1 ., I 

D
__ __ J 

Four coplea. Including orlglnal, to be •ubmltted lo the Nallonal .Archives STANDARD FOll i 1 "  ·' 

I I 1 

' 

1630-2 Print ing and19 
 Distribution (Includes GRS 1 3-2 


-
Revised July 1974
Prescribed by GttM r» ' < ;!•, 

Adm1n1stral1on 
• ' c. I • , '"' 387 FPMR (41 CFR) 1')1 1 ; 



' 
-----,-----------------_L_-�--� ·-···. 

--- ------------ ---- -+-------4-

-a-. wash1ngtol'l Office-: 

than 1 cubic ft. -TFa:rifeF -te :-RE aAt:il.li:l ly. 

...a-.---Washifl§tor:i Officl!!: Destroy 

.b , Al l Qt he r O ff i c es : Des tr oy wh e n 1 ye a r a 1 d 
.A  

.-d"". -Waslii119tun fJffrce. 

e. All OtF1er QffiGe · Destrgy "<hen l year elEI. 

l'.iaflsfer te F"R.C �JheR 1 year ale!;-
NARS in 

' 

--Archlvea 

22 

R . 

. . . -- ----- -------- .. ---------- ---------------Four coplea, Including original, to be submitted to the National - ·- . STANDARD FOfl / · '.• ·, 

. .  - ···-Request for Records Disposition Authority- Continuation JOB NO 1 •  l. 

7 8 DESCRIPTION OF ITEM 9
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR 

M . ,JOB NO 

·-

"./
. ·''" 7.\KEN 

1650 Press, Radio and Television (Includes general 
correspondence with media including correspondence on 
specific books, magazine articles and speeches, as well 
as media requests for information.) File standard 
inquiries under 1600-1. 

All cFF;t.e   
Destroy records when 3 years old. 

23 1650-1 Press Releases (Issued by Forest Service llnits.) ! 
a. Issuing Office: Permanent. Est. Annual accum: less GRS 14- I 

Of fer to (b) I 

NARS in 5 years blocks when  years old. I 
,,, ..  

b. All Other Offices: Destroy copies when-5-years old. 

24 165 0-2 Clipp1ngS (Includes newspaper, magazine, and trade 
or technical journal clippings relative to activities or 
matters in which FS is concerned, and reprints of 
articles in non-Federal Government publications.) 

f\11 oFFice · . 
when 2 years old . 

25 1650-3 Radio and Television 
w  ...

• 

(Includes.Atal  shows, 
· 

interviews,public service, panel discussions, news 
shows, and, records regarding personal contacts.) 

Atl of'.:rict's', 
Destroy when 3 years old. 

1650-4 Reports (Deleted. File existing records under 650 
and apply the retention period.) 

26 165o1 5
Policy Speeches (Includes policy speeches and b -

lined articles for Chief, Associate Chiefs, dnd Forestr 
related spe eches for USD A Assistant Secretary for Natur l 
Resources and Environment; and selected policy speeches of)
Regional Forester and Forest Supervisors.) 

a. Washington Office, Region , Area and Supervisor's U fice: 

J accum: less than l cu. ft • 

t - :'.; 

Permanent. Offer 
to 5 year blocks when  years old. 
Annual 

l 

Revised July 1971
Prescribed by G11 ' · ;. v.c-es

Ad m1n1stra1to1 
< I c > \I/ 1 r > '·I 1. )Fl7 FPMR (41 CFR) LJ 

115-203 
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-a, WasRiA!'.)tel'l Offie . Destroy 
l 

- - ------ ---- ----- ------ -- J 

JOO NO Reques·t for Records Disposition Authority- Continuation 

7

llEM NO 


27 

28 

29 

8 DESCRIPTION OF ITEM 

(Wrth lnclus"e Dates or Retentwn Perrod ) 


- -J.. 
b. A 11 Other Offices : Destroy records when S"'years old 

1670 Library (Includes correspondence, and related 
records pertaining to library management and service 
functions.) 

,,, 
_., 

All Offices: Destroy record s when.,i{years old . 

1670-1 Translations (Includes English versions of 
material (on forestry) originally published in some 
other language such as French, Spanish, Russian, etc.) 
Establish folder as needed, by kind s of requests.

All Ofhe  	  
records when .% years

0 d. 

1670-2 Rep orts(Deleted. File any existing records under 
and apply the retention period.) 

1680 History (Includes general correspondence of a 
routine nature, including cooperation among History 
coo rd i nato rs.) 

,n..ll Offices: Destroy when 2 years old. 

9
SAMPLE OR I ;. 'l:_):Jl'\KENJOB NO I 

-----1 
I 

670 

IL_ - - ---	 L___11 5-203 Four copies. Including original, to be aubm!tted to the National ArchlwH 	 STANDARD F0\1!11' 11:; A 
Revised July 19 · -t 
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7 

30 

.::--Request for Records Disposition Authority- Continuation 

9 - ---8 DESCRIPTION OF ITEM !JSAMPLE ORITEM NO (With lncius1ve Dates or Retention Periods) ;,(" ,r . ' •'<ENJOB NO -
1680- 1 Archival History ( Includes history files such as 
biographies of persons of interest to the public a nd 

community, oral histories, Forest histories/
concerning special events such as 

anniversaries of the Forest Service, commemorations, 
dedications, etc., research papers and reports of 
historical value excluding those under 1680-3 reports; 
publications such as "History Line" (in originating 
office onl y) ;  and other items deemed to of historical 
value.) File Speeches under 1650-5. 

All Offices: Permanent. . 

to NARS in 5 year blocks when 20 
years old. Est. annual accum. 75  cu. A 

Although 1680 is permanent at all office 
material known to exist is the Washington Office 
not be duplicated and-archived by field offices. Non
record copies of important historical documents, 
including those with other fil e designations, shoul d 
be filed by the history coordinator under 1680-2. 
(See FSH 1680) 

1680-2 Administrative History (File consisting of 

working copies of duplicate records (paper and 

microfilm) having historical importance to the Forest 

Service. The original exist some where else in the 

agency. Example 1'/0uld be important correspondence, 

newspaper clippings, reports, etc.) See FSH 1680 for 

administrative history file. 


31 

All Offices: Retain file in office. Transfer to 

not authorized. Destr oy when admiriistrative 


USe ceases• , 


.   ') / \
'32 1680- 311Rep o rt s" ( Includes internal documents produced GRS 16- J . 

by the Historians for other units such Leqislative 
Affairs, Office of Information, Gray To wers National 
Historic Site, and rolicy and Analysis. Contents 
address or describe histo rical background of policy 
issues recommendations on the preservation of 
historical sites and other topics of historical i nterest. 
These reports are either scheduled into the annual fiscal 
year workplan or done at the request of a unit. 
Currently these reports are onl y generated in the 
Washingto n Office. They are non-recur ring, averaging I

ive to ' fty pa:es. 

L _  __ J_ J :115-2Cl3 Four copies, Including orlglnal, to be submitted to the National Archives STANOARU FO"< 'I' • •• _,_
RPv1sed July 1 _:, < 
Prescribed by '->·"' ' C, r,.ces

Adm1nistra1icn
! I I I I7 -, , ! ' 7 1 - 1 fl 7 · •FPMR (41 C'FH, · '' 
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bTOCl<s when old. Annual 

rl-vtv,...... /·-1 

&. lss1=1i,,g Office. PermaAeAt .:Vf'8'tM!lf@1 to FR:C (? d irc.fi..,.ll/ 
v-Gl pme lt'!IFPiR'li& er aAAl'llally, Offep ta NPtRSA i;e-r  

..2Q=yeaPs ale. ARRual aeettm: Less tlia11 l cu. ft. l)r\'ll 3 
I>...- All Other Offices: i;J1,1 licate Gapies. Destroy 

e11 supe1 se_d d or· obsolete. 
.-, .A A J l i._ +  

----- -' {,<A. _2 ---- _ ______ 

/ D  , M.L . ..i'P? ; L"'V"'"' =  ....<...:i  f.J..v,,.,+ ,, - re--- ·-r - - - -- - -  
-  -   _)- .1 i'---<6  !.-\.  
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__ j __________ :_ __ --

Revised July 19i". All -V - PrescnbedbyC)e .. , 0·;,.,,c.es 

JOB NO Request for Records Disposition Authority- Continuation 
.... --

98 DESCRIPTION OF ITEM SAMPLE OR ITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

a. 	 Washington Office: Permanent. Offer to ARS in 5 y ar 
20 years accum: Less than cu. ft. 

b. 	 All Other Offices: (Copies) Destroy when 3 years 

01d. 


1690 Internal Comm1mications (Records and general 

correspondence too broad to file under a specific 

secondary subject.) File tandard inquires under 


33 

1600-1. 

All 	 Off1ces: Destroy records when 3 years old. 

1690-1 Early Warning Alert (Form 1600-13 used to 

communicate urgent matters between field offices and 


34 

W.O. Includes information of current or impending 

events which require information action or are meant 

to highlight situations and to set other actions or 

procedures in motion.) 


All 	 Offices: Destroy records when 5 years old. 

3S 1690-2 Daily News Digest (Daily summary of news items I 
on nationwide activities, used to keep the Chief and Sta f Igroups current on news pertaining to F.S. Includes 
summari es of current newspaper clip s, magazine 
art1cles, or other media items.) I

I 

a. 	 Washington Office: Destroy records when 2 years old. 

b. 	 All Other Offices: Destroy when superseded or 
Obsolete. "(,.,_,,).;'f 'W! f'y.1 bf  

1690-3 Internal Newsletter (Incl udest. news relating 
to agency policy and administrative needs such as 
safety, trainrng, incentive awards, or similar 
official subjects. Issued on an as-needed basis by 
Regional Foresters, Area and Station Directors for their 
respective areas of jurisdiction. ) 

36 

• 

t1l/,JM 

I
I a. J..S i.Alr\q of .'-" · . " I 1' z g ;•:c  '\�;1�A:)�  

 lS-203 
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STANDARD FO MFour copies, Including orlglnal, to be aubmltted to the Netlonel Archive• 
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JOB NO Request for Records Disposition Authority- Continuation 

98 DESCRIPTION OF ITEM l•.oSAMPLE OR ITE:M NO (With Inclusive Dates or Retention Periods) JOB NO ACT 1( •J • Al<.EN 

1690-5 Reports (Deleted. File existing records 

under 1690 and apply the retention period.) 


• 

______l__ 
Four copl ... Including origin•!, to be •ubmltted to the fhllon•I ArchhrH STANDARD FOl'lh.1 t '.>-.\ 

Revised July 197  
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