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A e TO- DISPOSE OF RECORDS e |

. (See Instructions on Reverse) DATE APPROVED N‘C - 9 6_ 7 5 1
L "~ .

TO: GENERAL SERVICES ADMINISTRATION, - 3

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

1 FROM (AGENCY OR ESTABLISHMENT) NOTIFICATION TO AGENCY |

I
U'S' DEPARTMENT OF AGRICULTURE In accordance with the provisions of 44 U.S.C.

2 MAJOR SUBDIVISION 3303a the disposal request, including amend-
ments, 1s approved except for items that may

FARMERS HOME ADMINISTRATION be stamped “disposal mot approved" or

“withdrawn" in Qolumn 10.

3. MINOR SUBDIVISION
NATTIONAL OFFICE
8. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
Mr. Olin R, Hall L47~2839

5 CERTIFICATE OF AGENCY REPRESENTATIVE
I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the records described in this list or

|

schedule of _z_ pages are proposed for disposal for the reason indicated: (**X’ only one)

A The records have B The records will cease to have sufficient value
ceased to have suffi- to warrant further retention on the expiration
cient value to warrant E of the period of time indicated or on the occur-
further retention, rence of the evgnt apecified,

M-QQ Director

2/ Sept., 1974 _Business Serviees Division
(Date) (Bignature of Agency Representative) (Title)
7. 8 DESCRIPTION OF ITEM SAMP*:_E oR 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO ACTION TAKEN

Attached is a combined file/disposition manual for the
National Office of the Farmers Home Administration., The
records, which are arranged by broad subject categories
and thereunder by individual file codes, relate to the N&R
agency's pr gﬁgm of meking a variety of,insufed, or guaran-
teed loang,tof individuals, associations, parternships, cor-
porations, and public bodies in rural areas. The National
Office is responsible for giving overall direction to the
program, and its records reflect this concern. The actual
day-to-day operation of the program is hsndled by the
agency's 1,750 County Offices, 42 State Offices, and a
Finance Office in St, Louis, Missouri, It is in these
offices that the official applicant and/or borrower case
files and most fiscal records are to be found,

The great majority of the National Office's records are of
a general administrative or housekeeping nature and have,
accordingly, been scheduled for retention periods suffici-
ent Yo meets its needs. Certain other records, however,
that document general policies and procedures, major
phases of the program, and other matters of broad function-
al significance have been scheduled for permanent reten—
tion. The manual also provides for the length of time that
the records are to be retained in office space and in the
Washington National Records Center. Permanent records willl
be offered to the National Archives when their value to
the agency has ceased,

A copy of this file/disposition mamial is being submitted
to the General accounting Office for its concurrence,

:0?;/ %Aﬁw{'y! \{,ﬂNRC ujne/ﬁﬁ(ko

iginal, to be submitted o the National Archives and Records Service
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One-diglit codes are major divisions of the classification system snd are shown for informstion purposes only,

-—‘Pew a-«.L cu-L 0‘4&@’1 auq'(a..-( Jdﬂ 6.

C/U'/é/", Recoens, rocms ¢ ﬁom/);'(//w @97704/5 m em7 B,

NE‘?"(PpN
s ?‘J 1915"

S-¢-75
T?ICE
FILE YEADINGS, AXD
{ EEQUIREIENTS

':AJ. I0AL
. FILE CODES,
VELE.\LJ.

re
“

(G
~

b ¥ I
(,') e Ll'

S
) e
)
® T o)

red 3r

,N;w 0ld ) . .
Subiect| Subject , ) Petention Period
Lcode Code File Feading CFU| FRC |Archives| Authority
LY ADMINISTRATION ,
000 30 ADMINISTRATION AND INTER-AGENCY RELATIONS (GENERAL) 3 I
000A 30L17 LEGISLATION (GENERAL) . s 5
00041 30L17 LEGISLATION (By Number) (fermcenns—othenmthan—TnEA 35
lLagirsbecion)
000B 12M4 EMPLOYEES SERVING ON OTHER THAN FmEA COMMITTEES, ETC.| 3
(When not applicable to a Specific file code.)
003 30C80 ADMINISTRATIVE AND INTER-AGENCY RELATIOXNS 3 7 P
(By Agency) (Including agreements)
004 34V8 DFFICIAL MEETINGS (GENERAL) 2
004A 34V8 REQUESTS FOR APPROVAL OF MEETINGS OR ATTENDANCE 2
42120 BY EMPLOYEES ’
-~ ,\‘
004B 30C115 STATE ADMINISTRATIVE CQMMITTEE MEETINGS 2
*R04C 14A PRESIDENT'S COMMITTEES (Contains correspondence 5
o ' from FmHA to the Secretary's Office ooncerning
- special committees established by the President, .
, such as "Employment of the Handicapped.") -
004D 14D MEETINGS CONDUCTED BY FmHA NATIONAL QFFICE 3
/
"D04E 14E MEETINGS CONDUCTED BY FmHA FIELD OFEICES 2
‘ (Including meeting agendas.)
004F ' | 14C&14F {MEETINGS CONDUCTED BY GOVERNINT AGENMCIES 2

CINCLUTING USDA)




' Sete-tire Terlod
‘et
- L s Tile “Yzedi-g Cz2 ) TS |AveRinz:i othericy
004G } 14G MEETINGS CONDUCTED BY COLLEGES 2
‘00%H : 14G MEETINGS CONDUCTED BY GREAT PLAINS 2
]
Z)O&i ‘ 14H&141 PMEETINGS CONDUCTED BY CIVIC GROUPS 2
"6 y 14F1 CIVIL DEFENSE (GENERAL) 2 GRS 18(27)
006A 14F1 CIVIL DEFENSE MINUTES OF MEETINGS 3
007 36438526 CONTINGENCY PLANS (INCLUDING REPORTS CONCERNING |
[ENERGY SHORTAGE - GASOLINE, ELECTRICITY, FUEL OIL,ETC..B 4
008 [RURAL REHABILITATION CORPORATION (GENERAL) 3
008A i RR CORPORATION TRUST FUNDS (By State) (Correspondence| 3 12
ﬁﬁ‘d docume Es rg th%‘ xgdrngir1i§t:rat:ion of the State
-, Corporation Trus unds. N
010 * 30C25 & (FmHA ORGANIZATION AND STAFFING (GENERAL) 5 5
, 30R32 ’
011 : ’ NATIONAL OFFICE ORGANIZATION AND STAFFING 5 5 '
012 ! FINANCE OFFICE ORGANIZATION AND STAFFING 5 5 ) .
o . STATE AND COUNTY OFFICE ORGANIZATION AND STAFFING 5 5 ’
8334 . PIEOTPROFECTS—ORGANTZATION 5 5~ )
815 ; 12T5& FmAA DIRECTORY (Changes in National, State and County| 1 b
v 12M4 Office addresses and telephone numbers.)
020 MANAGEMENT (GENERAL) 3
0204 36 FmHA TASK FORCE, COMMITTEE, SURVEY, ETC. (By title) 3 5 P
'020B 36 ITASK FORCES, COMMITTEES, SURVEYS, ETC., (OTHER THAN | 3 !
S , Fmild) . ‘ .
s , |
' !




- etestior Terl:d
“Te sile “zadi-g Cr- TOC fATetiez: stherity
30P45 IPROCEDURES AND FORMS (GENERAL) 3
30P45 %ational FmHA MASTER MANUAL RECORD OF PROCEDURES 25~
AND FORMS  (One copy of each issuance from the ik P
inception of the Agency.)
30P45 INATIONAL PROCEDURES WORKING PAPERS (BY NUMBER) ”
SERIES 000 thru 029 10 &
SERIES 030 thru 495 *10
(Each Instruction and each sheet revision retained
in Directives Management Branch until Instruction .
completely revised.) #Retained in CFU 10 FYs from
revision date reflected on folder label. .
20F54 NATIONAL FORM WORKING PAPERS (BY NUMBERS) 10
20F54 STATE PROCEDURES WORKING PAPERS (BY STATE IN *10
NUMERICAL ORDER)
# Retain 10 FYs from end of FY of latest date on
last document.
20FS4 STATE PORMS WORKING PAPERS (BY STATE IN NUMERICAL *10 *
ORDER) .
*Retain 10 FYs from end of FY of latest date on
last document. (Contains copies of State ImnstrucH
tions which merely implement policies established
in National Instructions when such supplementatior
is needed because of State statutes aund laws.)
30P45 NATIONAL PROCEDURES CORRESPONDENCE (BY NUMBER) 5
30P45 FINANCE COFFICE PROCEDURES CORRESPONDENCE 3
30P45 tFEDERAL REGISTER CORRESPONDENCE 3
" 30P45 FEDERAL REGISTER WORKING PAPERS 10
NATIONAL BULLETIN WORKING PAPERS (BY NUMBER) 3 —
30A52  'AUTHORITY REDFLEGATIONS (GENERAL) P30
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Copies of reports and bills. *Current,Congress
i (1st and 2gd sessions) held by Congressional
| Liaison. F#¥é prioY Congresses held by CFU
L MPCYs f 2
} s for each Congress.

. ge-ci~m Te-.:?
- . -7 —.q - .. -
L E Turle Tzzcirg Crl | T:l jarchinves Therity
022A 30A52 AUTEORITY REDFLEGATIONS AND "ACTING'" DESIGNATIONS-- 3 -
h NATIOHAL OFFICE AND FINANCE OFFICE (Copies only)
0228 30A52 AUTEORITY REDELAGATIONS AND “ACTING'" DESIGNATIONS-- 1
STATES (Copies only)
424 30M7 MANAGEMENT IMPROVEMENT COST REDUCTION 3
O2bi 36— FINANCIAL MANAGEMENT IMPROVMENT REPORT— 3-
0248——36 TPE - SAVING—AND-WORK—IMEROVEMENT—REPORTS ‘ 3-
025 2822 ADMINISTRATIVE BONDS (FMPLOYEES)--GENERAL 3 -
i
026 36 WORK MEASUREMENT (GENERAL) 3
030 | 2427 BUDGET DIVISION (GENERAL) 3
Correspondence and other material related to the ,
Budget Division as a whole. .
030A | CONGRESSIONAL RECORD (Excerpts relating to FHA) 3 5 R
\ t (Retained in Budget Division for 2 FYs, then sent
J : to CFU.)
031 i BUDGET FORMULATION AND PRESENTATION (INCLUDES 3 5 P
; ESTIMATES)
s . Material covering the initial development,
. preparation, presentation (hearings), and
. justification of budget estimates. (Retained in
. l Budget Division for 2 FYs , then sent to CEU.)
; | s
031a BUDGET ENACTMENT (LEGISLATIVE) e Pre s *10CY
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032a

036

036A

0368 -
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2427

A52-1G

P15-1G

. |
¥

NEW, NORMAL AND PROJECTED PAYROLL COSTS (Retained in
Budget Division for '2 Fys, then sent to'(CFU.)

BUDGET EXECUTION (INCLUDES APPORTIONMENTS,
OBLIGATIONS, FUND AUTHORIZATIONS AND ALLOCATIONS) -~
GENERAL

BUDGET EXECUTION (INCLUDES APPORTIONMENTS,
OBLIGATIONS, FUND AUTHORIZATIONS AND ALLOCATIONS)--
BY STATES
(Retained in Budget Division for 2 FYs, then .
sent to CFU.)
PROGRAM AND BUDGET STUDIES, ANALYSES AND REPORTS
(Retained in BU for 2 FYs » then sent to CFU.)

STATEMENT #1 = Administrative and Insured Fund

Accounts Status Report. Retained in Budget Division.
Tl ibmenspo L gtent g TR Ftovt Lrgm C’Arz/b%(

STATEMENT #4 - Status of FmHA loans showing cumula-
tive advances, maturities, repayments, delinquencies
and balances (report). Retained in Data Division

4 FYs, then sent to CFU. .
STATEMENT #6 - Summary Statement of FmHA Program by
Major Purposes for All Funds Allocated to FmHA.

Retained, in Budget Division Lbﬂ&é{[nkhuouﬁiha<:¢i
YL L it Llian caetat s

BUDGET PERSONNEL ROSTERS (Retained in Budget
Division for 2 FYs, then seant to CFU.)

PAYRCLL EXPENDITURE REPORTS (Retained in Budget
Division for 2 Fys, then sent to CFU.)

AUDITS AND INVESTIGATIONS OTHER THAN GAO (GENERAL)

FBI REPORTS (EXCLUDING FmiA EMPLOYEES AND
UNAUTHORIZED ENTRY INTO COUNTY AND STATE OFFICES)
For FBI reports concerning Erployees use code

"232." For unauthorized entry reports, use coce
110a or 110A1.

' Aqancy agrees T radcotestatlsty retyiticw pec: s A s dhewns Wbt Sqeqre.,
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Exhib:t A
,Page 6

New
Sub_ect
. Coce

Cl¢
Subject
Coce

'rile Heading

Retention Pericd

CFU

FRC

Archives

Authority

051

052

A52-1G

AS52-1IG

A52-1G

P15-1G

2A51

2A51

OA SPECIAL AUDITS, OL INVESTIGATIONS AND 'SURVEYS

\(By title) :

* Retain 4 FYs from end of FY in which last
document is processed.

OA AUDITS FOR STATE AND COUNTY OFFICES

(By headquarters city - by State)

*Retain 2 FYs from end of FY in which last
document is processed.

OA AUDITS FOR NATIONAL OFFICE AND FINANCE OFFICE
* Retain 5 FYs from end of FY in which last
document is processed.

01 INVESTIGATIONS {(By Name when pertaining to an

individual or associstion. By Headquarters City

when pertaining to pffices.)

¥Retain 4 FYs from end of FY in which last document
is processed or 4 FYs from end of FY in which
employee is separated, whichever is later.

DISCRIMINATION COMPLAINTS (INCLUDING INVESTIGATIONS)

(By Name of Complaintant - By State)

¥ Retain 4 FYs from end of FY in which last
document is processed or 4 FYs from end of FY in
which employee is separated, whichever is later

GAO AUDITS (GENERAL)

GAO AUDIT REPORTS (INCLUDING CORRESPONDENCE)
(By Title)

* Retain 10 FYs from end of FY in which last
document is processed

Py

*4

%2

*5

*4

*4

10

*10

TPt BTISHED DECISTONS—BY HPTRE

INFOPMATION (GENERAL)
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Exitibit A
Paze 7
New Ol? ) Retention Pe-iod
Sub’ect| Subject
" Code Cace ‘Trle Heading CrJ | FRC }Archivesy Authori:ty
070A 36 WEEKLY REPORT 1 ’
071 12M4 MAILING LIST REQUESTS (Requests by outsiders to be 1
.. placed on mailing list to receive FHA recurring
- information, and requests by FHA to receive
R recurring information from outside sources.)
071A 34829 SPEECHES, RADIO AND TV BROADCASTS (GENERAL) 3
07141 SPEECHES, RADIO AND TV BROADCASTS AND TAPES . 3 3 P
(Retained by Information Division for 3 yrs., then
sent to CFU for archpving.JAr el ooy aa.cLJd‘?auL.«)
'(zilsﬂ,u < wiritwa Coyraa 2cecl ‘t'q-/ rodlic + b roed podts )
071B 34R24 NEWS CLIPPINGS (GENERAL) 3
(8 AY&Q)
071B1 NEWS CLIPPINGS,(Retained by Information Division 3 3 ¥
B for 3 yrs., then sent to CFU for archiving.)
071C 34R24 NEWS RELEASES (GENERAL) 3
071C1 NEWS RELEASES (Retained by Infornation Division 3 3 4
for 3 yrs., then sent to CFU for archiving.) - "
071D 34R24 FARM FAMILY OF THE YEAR (GENERAL) 3
-071D1 FARM FAMILY OF THE YEAR (Finalist) (Retained by 3 3 P
~ Information Division for 3 yrs., then sent to CFU
; for archiving.)
_6715 34R24 BUILDING OUR AMERICAN COMMUNITIES 3
072 34P65 DISSEMINATION OR RECEIPT OF PAMPHLETS AND OTHER 1 GRS 14 (3)
PUBLICATIONS (GENERAL)
&y u.‘no‘alg.d-’—w."’fld
072A 34P65 PAMPHLETS (FORMS FHA lZl-Qq& RELATED CORRESPOND- 1
: ENCE)



thereof for 2 FYs from end of FY in which

original lease expires. Position 3 material will
be retained 4 Fys.

Fdd I-sctracct.o- 153 1
Exrizit A
, Dage
" New cle Retention Period
Suh_ec:| Subject bl rroc
. Code Ceca 1 Tile Heacing CFJ |} .FRC |Archives| Authority
l 073 PHOTOGRAPHS (Retained by Information Division for
| A 3 yrs., then sent to CFU for archiving.) 3 3 P
i BUSINESS SERVICES
~ 180 BUSINESS SERVICES (GENERAL) 2 GRS 3 (3)
| 01 2427 IMPREST FUND--NATIONAL OFFICE (Retained in Property
. & Procurement Mgmt. Branch, BS Division, for
three Fys, then destroyed.) .,
102 2C28 & CHECKS AND BONDS (INCLUDING LOST FUNDS) ‘ 2
. 20&9 ! s
' -
104 12P74 AVAILABILITY OF MATERIALS AND RECORDS (INCLUDING
FORM FHA 104-1) (Correspondence concerning material 2 GRS 14 (3&4)
made available under the Public Information Act.)
19046A 12P75 EXEMPT RECORDS DENIED (Correspondence concerning 10
records denied under the Public Information Act.)
105 32€108 IDENTIFICATION CARDS {CORRESPONDENCE ONLY)
- (Official accountability records retained in
BS Division.) - 1
. ]10 38526 SPACE AND EQUIPMENT (GENERAL) 2 GRS 11 (182)
_110A 385264 STATE OFFICE SPACE AND EQUIPMENT (INCLUDING * GRS 11 (1&2) -
° 301168 UNAUTHORIZED ENTRY REPORTS) (By State)
_ 1275 * Retain in Position 1 original lease and renewals
- thereof 2 FYs from end of FY in which original -
& lease expires. Position 3 material will be retaing
T 4 Fys.
110A1 38526 COUNTY OFFICE SPACE AND EQUIPMENT (INCLUDING * GRS 11 (1&2)
. L1215 UNAUTHORIZED ENTRY REPORTS) (By State)
30116 *Retain in Position 1 original lease and renewals
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Exhibit A
- Page 9
New 0ld . .
Subject | Subject Retention Period
Code Code rile “a2zcding CFU |} FRC jArchives| _Authority
110A2 383826 & ‘AGRICULTURAL SERVICE CENTERS 4 ,
12T5 ’
1108 36 & NATIONAL OFFICE SPACE AND EQUIPMENT (INCLUDING
1275 SURVEY OF TELEPHONE EQUIPMENT) 4
120 20P47 & PROPERTY AND SUPPLY (GENERAL) 2
20115 (Including correspondence concerning proposed
Federal Procurement Regulations and Federal
Property Management Regulations)
120A 20P47 & PROPERTY AND SUPPLY-~-PROCUREMENT--NATIONAL OFFICE 2 GRS 3 (3)
20115 . -
1208 20P47 & PROPERTY AND SUPPLY--PROCUREMENT--FINANCE : ‘
20i15 OFFICE 2 GRS 3 (3)
120C 20P47 & PROPERTY AND SUPPLX--PROCUREMENT--STATE AND
B 20i15 COUNTY OFFICES (By State) 2 GRS 3 (3)
120D 20¢73 FROCUREMENT CONTRACTS (By name and Contract Number) %3 4 GRS 3 (4a)
’ (Separate file for each contract) Includes all
related reports. Retain in Property & Procurement
Branch, BS Division, until expiration of contract
aud final invoice is paid. ®Retain in CFU 3 FYs
from "closed" date shown on folder label.
120p1 20C73 PENDING PROCUREMENT PROJECTS (By Project Title)
Retain in Property and Procurement Branch, BS Div.,
until contract number is assigned and file code
"120D" is used; or project is canceled or deferred
and file code”120D2"is used.
« 120D2 20C73 CANCELED OR DEFERRED PROPOSED PROJECTS (By Project 3
Title) Retain in Property and Procurement Branch,
BS Division, 1 FY from date of last document.
TS T, Al e TEA] B ) BRI
e PG LHTI ] iy E K
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9 A

Page
Net old - .
;z;iect Subject Retertion Peried
Code Code r1le HYesding CFU | FRC |Archives Authority
120E 20525 VENDORS (GENERAL) 2 GRS 3 (3)
121A 20R41 | REQUISITIONS (By Vendor or Seller)
i (Maintain in alphabetical order by name of vendor
. or seller. Establish separate file when volume
warrants.) (Includes Forms FHA 033-1, 120-40,
AD-33, SF 1034, etc.) 2 GRS 3 (3)
121B 42816 BILLS OF LADING 3 GRS 9 (1b)
122 PROPERTY AND SUPPLY CUSTODY (GENERAL) 3




Ta1330 A

razelO
veuw Cld' Retention Periad
Sub_ect| S.uject
Coce Ccie File Heading CFJ| TRC jArchives Authority
122A 20M16 GSA MOTOR VEHICLES . 2 ' GRS 10 (1)
1278 42 ”RAHSPORLATION REQUESTS (GE NERAL) 2 GRS 9 (5a) -
"0 | 26P56 | DISPOSITION OF ADMINISTRATIVE EQUIPMENT . | 2 i GRS & (&) T
' %
123A DISDOSITION OF ABSTRACTS OF TITLE , . 2ot At RETAEN
_,\4,(,_,‘;1._;.( s Fol] tonn Tt glelvmensnce £a .
130 20P41 & | REPRODUCTION--PRINTING (-}f.tews{w»—zza{{\q—m—v& : 2 ' GRS 13 (2)
3% ' , . -
140 12M3 & | COM{fUNICATIONS WRITTEN AND TELEPHONE (GENERAL) 2 GRS 12 (2)
| 12T5 . - '
o —— 127306~ WRITTEN-COMMUNICATIONS 2 . CRS—12(2)-
12M3
140A 1 12M3 MAIL SURVEY AND POSTAL COSTS 3 GRS 12 (6b)
435 125 TELERPUONE-COMMUNICATIONS 3
et 12D43 FHA RECORDS (GENERAL)- - 3
12F70 .
1504 36 AMPIUAL PERORT OF-RECORDS—HOLDINGS—{STATE—4—COUNTE) S
_. (FORM—TFHA—150-4)— 3 -
1568 — 36 FHA-ANNUAL—SUMMARY-OF-RECORDS-HOLDINGS--( SF--136 }———|—5- ,
v PO SOV Y—O RRICE~RECORDS , 3 SRS~ B—18Y
152 }2F70——1-5TATE-OFRLGE-REGORDS— : 3 BRE1olTyB 10}
4 ..l‘w-:(—at,‘fccé’-c—(eJ wFestabl sy fd"d'...a Jes »Q—'O'( E-—$ clecd :
e . Wiy ?Lf’ca(.f
-
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Subject
Coce

Reteantioan Feriod
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. Tile Hescding
.

CrJ

FRC

Archives

Authority

152

1524

153

153Aa

153B

154

" 160

.160A

26P56 &
12D43

12F70

12D43

12D43

42120 &
42R43

42T33

LAND ACQUISITION

(Correspondence concerning transfer of 4A and 4B
borrower case folders from State 6ffice to the
National Office in accordance with FHA Instruc-
tion 152.1, IV A 1 e.)

LAND ACQUISITION - 4A and 4B BORROWER CASE FOLDERS

(These are case folders maintained in State Offices
for real estate borrowers whose 2. security has

been acquired by the FHA and subsequently disposed

of outside the program. These folders will contgin ;
copies of the "IN" and "OUT" deeds and other
pertinent‘matgrial.)

NATIONAL OFFICE RECORDS (GENERAL)
(Includes correspondence concerning vital records)

FEDERAL RECORDS CENTER AC§E§§IONS EXCLUDING

FINANCE OFFICE, ($F135:-By Accession Number)

.nm.s:ééa& in RF&C Branch, BS Div.,
wawt, Ad mnin g kventiug '\Ct-l faoe
DISPOSITION,AUTHORITY (SF-115by equivels

Eﬁfmaaanb&nm n RF&C Branch, BS Division™
watd | Héus&’ts"vo—""dc \\Qg_&s IS

FINANCE OFFICE RECORDS
(Including SF135)

et

T~

TRAVEL (GENERAL) (Including hotel reservations for
two or more employees.)

TRAVEL (FOR INDIVIDUAL EMPLOYEES) (By name)
(Includes all documents related to an individual's
travel as reflected in the 160 and 170 Series, 1i.
travel authorization, reimbursement, change of

e,

i*Retain 4 FYs from end of FY in which last document

official station, accident reports, etec.)

1s processed. fj
;é”:# aereec T redie o esbabltoLs S’d.+¢dm-—d?‘f‘-0¢aﬂ e
()Few Wit r_j(ta-fs

ade beew el

3

Mc.(~

GRS 9 (5)

GRS 9 (%4a)

(GRS 3 (2b)
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Exitibit A

.- Pagel?
: - T T
- e L \ Rete~tion Periad
Sudb_ect! S.tject ,
Zcce Cx<e rile Heaci-g CfJj | TXC-|Archives; Authority
0B : 36 oSS TRAVEL-RERORT 5 ,
.180 10C37 TORT CLAIMS (GENERAL) 3 '
1804 10C37 TORT CLAIMS (By Name of Claimant) *4
" : “Retain four FYs after FY in which settled.
PZRSOANEL
200 32A5 PZRSONNEL MANAGEMENT, SERVICES & ACTIVITIES 3 GRS 1 (3)
(GEXZRAL)
2004 32461 EXZCUTIVE' DEVELOPMENT & MERIT PROMOTION | 3 GRS 1 (3)
200B 32126 STUDENT TRAINEES (GENERAL) ) 3 * GRS 1 (3)
200¢ 36 —FEE2 oA E~EMPLOYIENT-OF-VIETNAM -ERA-VETERANS 3
Gp—= 36 MINCRITY-GROURS ‘ 3
203 - 36 P-RQOW\EL MANAGEMEWT AND EVALUATION {ICLUDENG
- 3
205 36 - | EQUAL EMPLOYMENT OPPORTUNITY (INGLUDLNG—RSPORES) _ | .3 L )
Z205A——356— A3 ENT—PROGRAM~-SPANESH-ORIGIN-RM P LOFEES—&—OTHER
AT TITTNITATL G 3
- 207 EMPLOYEE RESPONSIBILITIES AND CONDUCT (GENERAL) 3
09 PEXSCNNEL REPORTS (GENERAL) NOTE: All reports in 2 : GRS 1 (16)
the '"209" series are computer printouts.
2094 EMPIOYING gFF%fE LEVEL (FORM 113-A REPORT LONG 2CY GRS 1 (16)
PO“V) %6&6 binders by CY and sezregated
! | according to National Office, Finance Office and
5 i Stzte. Current year —aintained by PE Division.



-

. - Pzze]3
33? Old_ Retention Period
Subec:t] Subject
Coce Coce File deacding . CFJ| FRC |Archives} Authority
v = I
. 2098 CONSOLIDATED REPORT--"EMPLOYMENT PAYROLL gggsggyEL RESAEN]
ACTIONS." (Form 113A Report Long Formj, Biled in :
binders by CY. V:c'i:;:,,.,;d o C /:&4;[;_%@(‘) “:f"@:{[:ﬁf{?%f'
Al s e~ 7 QN & reve ewtions
. »:r:ltﬁf ﬁﬁ: i Ay & &rz’z rees
“209C MANPOWER REPORTS--"PgRMANEN FULL TIME CLASSIFICA- 3CY
TION ACT EMPLOYEES," Filed in binders by CY
209D MINORITY/WOMEN REPORT 3CY
Filed in binders.
209E REPORT OF RETIREMENTS ’ 2¢cy GRS 1 (16)
Filed in binders.
209F . REPORT ON LENGTH OF SERVICE ' 2CY GRS 1 (16)
208G COMPLETE PERSONNEL DATA FLOW BY SERIES AND GRADE, 10cy
SECOND ORGANIZATIONAL LEVEL OF AGENCY, AGENCY AND
USDA. Permanent full-time wage system employees by
calendar year.
209H ' OCCUPATIONAL DISTRIBUTION 3CY
210 3234 POSITION CLASSIFICATION 3
215 3234 JOB DESCRIPTIONS (OBSOLETE) (By National Office, FO, | *5 GRS 1 (7)
: & State) Retain 5 FYs from end of FY in which the
position was abolished. | -
221 2P10 TI}iE AND ATTENDANCE REPCRTS (EXCEPT "FINAL'" T&A4) *2- : GRS 2 (3a)
(Separate folder for each employee.) *Timekeepers
retain current and prior leave year T&A's and .
attachments. Before submission to CFU, timekeepers
will staple together T&A's (with attachments) by
leave year for each employee and show leave year on
lcovering sheet.
k] ?
221A 1 2P10 ;TIME AND ATTENDANCE REECRTS (FINAL) (A-Z file) !
i*Retain 10 CY after CY in which "final" T&A occurs. *10 GRS 2 (9a (1))
222 3205 | OFFICE HOURS 3 :
223 32016 iovsanm: WORK . 2 ;
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Pazel4 .
Neu Cl? Retention Peried
Sub_ect} Subject
roce Cxce rile Hescirg CFrJ | FRC {Archives| Authorily
230 30S7 EMPLOYMENT, ELIGIBILITY, SECURLTY INVESTIGATIONS, 2 GRS 1 (15)
32E8 EXAMINATIONS & FINGER PRINTING. (GENERAL)
N 32E19
32F34 .
" 230A P15 EMPLOYMENT INQUIRIES (By—dated 1
Maintain (M dede ovrde d—)
*30B 32R15 RECRUITMENT 2 GRS 1 (15)
230C PER%?NNEL ACTION JOURNAL RECORDS (COPIES) 10
g | .
&
232 32P15 . PERSONNEL CORRBIPUNDENCE FOLLERT (By Name) *
¥A1ll material will be destroyed 2 months after:
erplovee is separated from the rolls EXCEPT the
"Restricted" material which will be retained 4 FYs
from the end of the FY in which the employee is
separated or 4 FYs from the end of the FY in which
the last document is processed, whichever is later.
232A 32pP15 TEMPORARY FIELD PERSONNEL JooRREaRemmititie *1
(Maintained in A-Z folders) * Destroy 1 FY after
termination date.
232B 12D43 TRANSFER OF OFFICIAL PERSONNEL FILES - Form 1
FHA 232-2 ov zsuh{a.(cq_,{
236 32C54 COUNTY AND STATE COMMITTEES (GENERAL) 3 i
236n SOENTY—COMMETTEES 3 SRS—+15y |
_2‘39 32a61 REDUCTION-IN-FORCE AND REASSIGNMENTS SYSTEM 3 GRS 1 (3)
240 32726 EMPLOYEE TRAINING AND DEVELOPMENT 3 GRS 1 (3)
2404 34ve | TRAINING FOREIGhN VISITORS 3
f
i
I
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Exhibst A

. . . Page 15
‘\.ew Old K Dot * FPoviand ‘
Subject] Subject / etention re;‘bb
Coce Coca rile Heading CFJ} FRC jArchives] Authority

24041 TRAINING FOREIGN VISITORS (Material accu@ulated 5 10 & )
by Foreign Training Representative and later sent
to CFU)

240B 32T26 TRAINING-PLAIN LETTERS 1
240C 32T26 TRAINING CENTER - NORMAN, OKLAHOMA 2
1260 3282 EMPLOYEE RELATIONS AND SERVICES 3

32C59 .

22L34 &

32412
261 32W12 COMBINED FEDERAL CAMPAIGN 3
263 32A54 EMPLOYEE SUGGESTION AND AWARDS PROGRAM (GENERAL) 2
263A 32848 | EMPLOYEE SUGGESTIONS (ADOPTED) (By Name) *2 GRS 1 (12)
- - ‘Retain two FYs after closed. ;
2638 32548 | EXPLOYEE SUGGESTIONS (REJECTED) (By State) %2 GRS 1 (12)

. [*Retain two FYs after closed.

2636 36 A1 A2DS-REPORTS 3 GRS 1 (13)
265- 36— D LOYEE-ALGOUOLTSH&—PROBLEM-DRINKING REPORE——— |2 _
266 LEGAL ASSISTANCE AVAILABLE TO EMPLOYEES ' 3 ' GRS 1 (3)
267 3202 EMPLOYEE ORGANIZATIONS & REPRESENTATION 3
267A ASSOCIATION OF COUNTY SUPERVISORS 5
270 32L14 LEAVE (GENERAL) 3
290 32R49 RETIREMENT ’ 3

3 FISCAL
. |

i
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sew cld Retention Period
Sub ect| Sunjecct ' .
Coce CaicCe File Hescdirg - . CrlJ FTRC |Archives Authorizy
' 300 36— FEDERAL-OUTLAYS; RECEIPES & EXPENDITURES -2 '
. 382 30H7 COMPUTER PROGRAMMING 3
4 PROGRAM OPERATIONS
T4 Al INDIVIDUAL APPLICANT/BORROWER CASE FILE MATERIAL *3
“Retain 3 FYs from date of last document
4B c81 ASSOCIATION APPLICANT/BORROWER CASE FILE MATERIAL %3
“Retzin 3 FYs from date of last document
400 2560 PROGRAM OPERATIONS (GENERAL) ' 3 v
4604 6C16 | CENSUS : )
400B 36 CIVIL RIGHTS (GENERAL) 3
| 40081 36 CIVIL-RICHTSCOMPLIANCE REVIEN 3
-40632 36 HONTHLY REPORT-TO- I TEHOUSE—ON-MINORIFY AFFAIRS——3-
 H00BI—— 35— CONSTREETION-EONTRACTS (HONDESERIMINATION — >
__I ACRESMENTS) T T N
608 ——— 26— (R R T P ORM-RE LS G T FOHAS SFSTANCE—&—REALPROPERTY- _
ACQHTSTREONPOLEEIES—AERT-6F 9 H0—P b M- 646————3
|- —~480B-6—— 36— PROGRAM-PLANNING;—BUDGETING— N B—EVALLATION 3
- -400KDC 28410 CONGRESSIONAL TELEPHONE CALLS: FHA PROGRAMS 4
4LOOEED 34P62 CONGRESSIONAL INQUIRLES - FHA PROGRAMS 3
‘ 400%¢C 34P62 INQUIRIES OTHER THAN CONGRFSSIONAL - FHA PROGRAMS 3
!
) |
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Ex-ibit
, Pazej7
New Cld_ Retention Pericd
Sub_ect | Subject
, fCoce Coce rr Ti1le Heading CFJ |. FRC |Archives}] Authori:y
LOOH 36 L TR B L AN CINGRERORT 3 ’
‘401 OPERATIONS REVIEWS 3 |3 P
T, 402 2C49 TREASURY DEPT. BANK DESIGNATIONS 3
i (Including supervised bank accounts and Federal
Reserve Bank Designations)
405 12A41 COUNTY OFEICF MANAGEMENT SYSTEM ‘ 3
406 30C1 WORK ORTANIZATION - GENERAL 1 3
406A 42 " NATLONAL UFFICE TRIP REPORTS (File Report inm 4A or 3
4B when concerning a specific applicant/borrower,
and place X-Reference in this file.
409 46R70 RURAL DEVELOPMENT - SPECIAL PROJECTS (Including 5 v
- ngggigggd nce and reports on Assistance for Planning
410 28V6 PA4FEFES AAPPLICATIONS (GENERAL) 3
ggggespondence concerning applicants for FmHA assistp
410A 28 CREDIT REPORTS 3
420 26A4 REAL PROPERTY (GENERAL) 3
420A REAL PROPERTY ACQUISITION (GENERAL) 3
422 26A39 REAL ESTATE APPRAISALS 3
424 18C109 CONSTRUCTION AND REPAIR  (Housing, farm buildings, 3
o water and waste systems, etc.)
- 426 22P55 PROPERTY INSURANCE 3
426A 28D64 NATIONAL FLOOD INSURANCE 3 10 P
426A1 28D64 | HUD FLOOD INSURANCE PROGRAM (BY STATE) 3 10
]
!
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Ex-itit
Taze
- - 1 =
New C1?. Retention Period
Sub‘ecz | Sutject
Toce Coce File Hescding CFJ | FRC jArchives Autlhorizy
427 22T17 TITLE CLEARANCE AND LOAN CLOSING 3 ,
427A 36 ESCROW AGENTS (By State) 3 8
(Including Designated Attorneys)
_~430 . 6F7 BORROWER SUPERVISION -3
440 28 LOAN AND GRANT MAKING (GENERAL) 3 P
4404 AMERICAN SAMOA AND GUAM 10 K
440B 28 LOAN ASSISTANCE TO INDIANS 3 Ei
440C TRUTH IN LENDING 3
441 28p71 OPERATING, EMERGENCY, EMERGENCY LIVESTOCK, AND 3 P
ECONOHIC OPPORTUNITY LOANS (GENERAL)
441A 28P71 | OPERATING LOANS (GENERAL) 3 .
(Includes Economic Opportumity and Guaranteed
Operating loans)
4418 28D6&4 EMERGENCY LOANS (GENERAL) 3 P
441B1 28D64 | EMERGENCY LOANS (By State) 3 R4
" 441B2 28D64 | EMERGENCY LOAN DESIGNATIONS (By State) 5 10 g
(Includes presidential, Secretarial and State
Director designations, and Federal Register
Document)
441C 28L65 | EMERGENCY LIVESTOCK LOANS 5 r
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(Includes single family and multiple family
housing loans)

Exnibit A
- ..Pagelg
Ney. fld. . Retention Period
Sudb’ect} Zudject
. Code Code 1 Tile Hescding CFU|. TRC jArchives] Authority
442 28W10 CCMMUNITY LOAN PROGRAMS (GENERAL) 3 T
. (Correspondence concerning two or more association-
type loan divisicns--Water and Waste Disposal Loan
Division, Community Facilities Loan Division, and
Business and Industrial Loan Division)
Y424 28wW10 WATER AND WASTE DISPOSAL (GENERAL) 3 +
(Includes Water and Waste Disposal loans and grants,
Rural Development, and Comprehensive Area Plans)
44241 28W10 WATER AND WASTE DISPOSAL (By State) 3 '
(Includes Water and Waste Disposal loans and.grants,
Rural Development, and Comprehensive Area Plans)
4428 28W10, COMMUNITY FACILITIES LOANS (GENERAL) 3 T
46R69 & (Includes Watershed, Resource Conservation & .
46R70 Development, and Community Recreatiom Facility
- loans ,and Industrial Development grants)
442B1 28410, COMMUNITY FACILITIES LOANS (By State) 3 P
4L6R69 & (Includes Watershed, Resource Conservation &
46R70 Deve lopment, and Community Recreation Facility ~
loans, and Industrial Development grants)
_442C 28W10 FARM REAL ESTATE LOAN PROGRAM--ASSOCIATIONS 3 .?
; (Includes Grazing, Shift in Land Use, Irrigation
and Drainage, Timber Development, and Indian
Tribal Land Acquisition Associations.)
443 28T11 FARM REAL ESTATE LOAN PROGRAM--INDIVIDUALS 3 I
(Includes Farm Ownership, Recreation, and Soil
and Water loans to individuals, and Guaranteed
loans to individuals.)
. bbb 28F75 RURAL HOUSING LOAN PROGRAM (GENERAL) 4 T
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Ner Ol?_ Retention Period
Ssblect) Subjzc:
roce Coce F1le =zsdirg CFU FRC | Archives Authority
GL4A 28F75 SINGLE FAMILY HOUSING LOANS (GENERAL) 3 [
448A1 28F75 SINGLE FAMILY HOUSING LOANS (By State) & +
{Inclpdes self-help housing and conditional
commitments to builders aund sellers for single
family dwellings. Also includes correspondence
concerning Interest Credits.)
+4B 28F75 MULTIPLE FAMILY HOUSING LOaNS (GENERAL) 3 P
444B1 28F75 MULTIPLE FAMILY HOUSING LOANS (By State) “ 4 T
.(Includes rental and cooperative housing, labor
thousing loans to individuals and associations,
technical assistance for self-help housing and rural
housing site loans to organizations.)
444C INELIGIBLE, SUSPENDED, OR DEBARRED PERSONS DEALING 3
WITH RH APPLICANTS OR PARTICIPANTS
449 28wW10 GUARANTEED LOAN PROGRAM (GENERAL) 3 7>
(Correspondence concerning a specific type
guaranteed loan will be filed in the applicable
loan program folder) )
Y o9a 28W10 BUSINESS AND INDUSTRUAL LOANS (GENERAL) 3 ki
(Includes Co-op loans)
. 73
L49A] 28W10 {BUSINESS AND INDUSTRIAL LOANS (By State) 3
: (Includes Co-op loans and any reports)
430 ACCOUNTS SERVICING (GENERAL) 3
: (Including Federal Statute of Limitations and
last Promissory Notes correspondence.)
4351 2C49 SERVICING AND COLLECTIONS 3
33 SECURITY LIQUIDATION & FORECLOSURE

2D14
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. Exl:iibit A
Page 2/
Nevu vid Retention Period
Subiect! Subject —— -
Coce Coce rilz “eading CFU} TRC {Archivesz; Authority
456 2A9 DEBT SETTLEMENT 3
462 . 2887 CHATTEL SECURITY SERVICING (GENERAL) 3
46?- 2887 REAL PROPERTY MANAGEMENT (GENERAL) 3
470 28i24 INSURED LOANS LENDER RELATIONSHIP 5 10
480 26M30 RESERVED MINERAL INTERESTS (GENERAL) 3
(Government-owned reserved minerals covered by
PL 760, 8lst Congress, are now handled by the
Department of Interior.,)
490 36 REPORTS (GENERAL) 3
-490A 36 MISCELLANEOUS REPORTS (NON-RECURRING REPORTS) |, 3 . P
4908 36 RECURRING REPORTS 3 :
¢ :
490B1 36 ANNUAL SURVEY OF TELEPHONE EQUIPMENT 3 i
49082 36 ANNUATL=MANACEMENE-REPORE (mpemcyZ h MANPewW =R 3
WMAMACEMENT IV THE FEDERAL QeVERLG mENT,
497 I 36 AWARDS 3 f
490B4 ! 36 CIVIL RIGHTS COMPLIANCE REVIEW 3
49085 36 REPORT TO WHITE HOUSE ON MINORITY AFFAIRS 3
490B6. H 36 CONSTRUCTION CONTRACTS (NONDISCRIMINATION
T AGREEMENTS) 3
490B7. | 36 EQUAL EMPLOYMENT OPPORTUNITY 3 ?D
1]
!
5 ;
f




~eu Ulfj, Retention Period
Subiect] Subject P )
Zole-. Codz rxlz Z2scding CFU FRC lArehizesz, Jothority
49088 36 MINORITY GROUP 3
490B9 36 16 POINT PROGRAM - SPANISH ORIGIN EMPLOYEES AND
- - OTHER INDIVIDUALS 3
490810 | 36 EMPLOYEES ALCOHOLISM AND PROBLEM DRINKING 3 !
s $
490B1l | 36 COM{ERCIAL PRINTING REPORT 3
490812 | 36 EARLY WARNING REPORT 3
490813 | 36 FEDERAL ASSISTANCE REVIEW (FAR) PROGRAM 3. .00
|
490Bl4 | 36 FEDERAL EMPLOYMENT OF VIET NAM ERA VETERANS 3
490815 | 36 FEDERAL RECEIPTS & EXPENDITURES FEDERAL OUTLAYS 3 . .
490B16 | 36 FOREIGN TRAVEL 3
;
490817 | 36 GRAZING AND OTHER SHIFTS IN LAND USE 3 P
490B18 | 36 INTERTM FINANCE 3
r
4v0819 i 36 PERSONNEL MANAGEMENT AND EVALUATION 3
490820 | 36 PROGRAM PLANNING, BUDGETING AND EVALUATION 3
490821 | 36 REAL PROPERTY LEASED TO THE UNITED STATES
(OFFICE SPACE) 3
490822 | 36 TIMESAVING AND WORK IMPROVEMENT 3 .
. : Fd
. 490B23 | 36 WORK 1EASUREMENT REPORT 3 0&: E
1 ‘ [ r..:
1 N& >

1°€ST uorlonIiisul VHUI



. Fope 23
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Subje':t SU'DjECt "P\etelltlon Period
Coce Code rils “asding CFU Archives Authority
490B24| 36 ENERGY CONSERVATION REPORTS .
' (Includes Forms NTIS-231, "Quarterly Directory of
Federal Enerxrgy Information Products," AD-478 and
EC-2, "Quarterly Report on Motor Vehicles and
Mileage," ete.)
1
20825 36 ANNUAL SUMMARY OF RECORDS HOLDING ‘
(SF-136)6r Q.Bu.:\la(e-tﬁ !
490B26 36 ANNUAL REPORT OF RECORDS HOLDINGS (STATE AND COUNTY)
Form. FHA"].SO 4 @f&?)u-d&lt,n.t T
o« o
490827 36 REPORT OF LOAN AND GRANT OBLIGATIONS 3 P
490828 36 ANNUAL REPORT OF APPLICANT CHARACTERISTICS P
490B29 36 -QUA-R‘EER—FE—MFB—SEMI-AN'NUAL REPORT OF THE FmHA P
49083 | 36 QuuRTERLY REPORT 0F THE FuHA X
g
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