
r REQUEST '•;" AUTHORITY 
TO DISPOSE OF RECORDS 

(See lmtruct1ons on Rel'frse) 

LEAVE BLANK 
DATE RECEIVED JOB NO 

r,w.v s 1970 

TO GENERAL SERVICES ADMINISTRATION, ··-Ne l 9 6-'i6 -2 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO-llGENCY 

1 FROM (AGENCY OR ESTABLISHMENT) 

U . S .  De artment of A ri  cu l ture 
2 MAJOR SUBDIVISION 

In accordance with the prov1s1ons of 44 USC 33030 the dis
posal request, including amendments, 1s approved except for 
items that may be stamped 'disposal n o t  approved" or "with
drawn m column 10 

F armers Home Adm i n i stration 
3 MINOR SUBDIVISION 

State Offi ce 
4 NAME OF PERSON WITH WHOM TO CONF ER 5 TEL EXT 

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 m this Request of --36------ poge(s) ore not now needed for the business of this agency or will not be needed ofter the retention periods specified 

D irector , Bus i ness Servi ces D i v i s i on 
(Tule) 

9B D ESCRIPTION OF ITEM 7 10S AMPLE OR(Wtth Inclusive Dates or Retentton Penods)I T E M  NO ACTION TAKEN JOB NO 

Attached is  a combi ned fi l i ng i nstructi on (FmHA Instruc
t i on 1 52 . l ,  "Management of State Offi ce Records" ) and 
records d i sposit ion schedu l e  for records ma i nta i ned i n  
42 State Off i ces of the F armers Home Admi nistrati on 
(FmHA ) . Th is  schedu l e is  shown as Exh i b i t  A to the 
fi l i ng  i nstruction and supersedes a l l previous l y  approved 
records schedu l es of FmHA and i ts predecessor agenc i es .  

Th i s  Agency makes a var i ety o f  d i rect , i nsured , or 

guaranteed l oans and grants to i nd iv i dua l s, associ at i ons , 

partnersh i ps ,  corporat i ons , and pub l i c  bodies i n  rura l 

areas . I n  add i t i on to the 42 State Offi ces ment i oned 

above , it has 1 750 county offi ces , a F i nance Offi ce i n  

St . Lou i s ,  Mi ssouri , and a Nati ona l Offi ce i n  Washi ngton , 

D .  C .  

State Offi ces prov i de overa l l  d irect i on of FmHA program 
operati ons at the State l eve l . Records maintai ned at 
th is  l eve l , other than the offi c i a l  personne l  f i l es ,  are 
mai n l y  reference fi l es needed for d a i l y  activ ity.  

The  retent i on per iod shown for each  f i l e  coae meets the 

adm i n i strative ,  l ega l  , and f i nanc i a l  needs of the 

primary users . None of the State Offi ce records are 

cons i dered permanent . 


A copy of th i s  combi ned fi l i ng i nstruct i on and records 
d i spos i t i on schedu l e is  bei ng submitted to the Genera l  
Account i ng Offi ce for its concurrence .  

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Admm1strat1on
FPMR (41 CFR) 101-11 4 
115-105 



R-iTUtil 3 F'i.s. 

RKTAIN 3 FYe. 

RETArn 2 n's. 

RETAitl 011e F¥. 
WHEN_,_YEAR S  

R&4'AHI ef'le A'. 
DES;IROY 

RETAii� Orie FT. 

Rl!TArn 1 -+Y . 

R&.l'AHI a FY&. 

NOTAR IES 

R-E'FA:rn l P' Is. 

!THIN j ts. 

RE'f1'1H 3 FYs. 

'CAIN 3 FYs .  

HAND BOOKS, DI RE CTORIES , DI RE CTIVES, 

�t:�; 'j� 

REJAHJ J FYs. 

RETAIN J Evs 

EfAII� 'FYs. 

0 DESTROY WHEN  YEARS OLD 

'DESTROY WHEN  YEARS OLD 

DESTROY OLD 

PUBLI C :  

records 
DESTROY WHEN__z_ YEARS OLD 

CI V I L  DEFENSE 
DESTROY WHEN_3-_ YEARS om 

Fm HA InJ iction 1 52.1 
Exhibit A 

Page l 

STATE OFFICE FILE CODES, FIL E  H EADINGS, 
AND R ETE NTION R E QUIREME NTS 

ADMI NI STRAT ION: 

001 I NTERAGENCY RELATIONS: IOESTROY W HEN-=3__YEARS OLD 

004 - FmHA CONFERE NCES : ( Exc l udes reque s t  for and i s suance of t rave l 

orders for wh i ch the 
 1 1 l 6G1 1 
ser i es w i  1 1  
be used . 

004A 
 - STATE AND DI STRICT FmHA CONF E R E NC E S : 

004A 1 - STATE STAFF CONF E RENC E S :  
WHEN I YEARS OLD 

004B 	 NON-FmHA CONF E RENCE S :  --

::JES--: .OY \VHEN _j_YEARS OLD 
004B l -	 OTHER  F ED E RAL AND STATE AGENCY CONF E RENCES : 

00 4C 	 FOREIGN NATI ONAL TRAI NING PROGRAM : 
:DESTROY WHEN  YEARS OLD 

RETAI N all CURRENT designations.OO'j Other "005" 

NATIONAL 	 EMERGENCY PLANNI NG:006 -

_ .. 	 006 A COORDI NATION OF F EDERAL- STATEDC5T e¥ IWPP . 

006 B 	 USDA CD ORGAN IZATION- -AS S IGNMENTS AND PLANNING :  

006C 	 USDA EMERGENCY B OARD S :  ( Reg i ona l  , State  and County )
Th i s  i nc l udes membe rsh i p ,  a s s i gnment s , p l ann i ng, mi nutes 
of meet i ngs , and repor ts  EXCEPT  reports  on D i saster 
Des i gnat i on s .  RETAIN l atest members h i p l i s t i ng .  Other 
records  , 

006C l ETC .  : May be 
ma i n tai ned i n  b i nde r for use of the Ch i ef ,  F a rmer 
P rog rams . superseded . 

0 1  - FmHA ORGANIZATION : 	 :DESTROY WHEN___,i__YEARS OLD 

0 1 3  	 FmHA STATE OFFICE ORGANIZATION: Inc l udes D i s t r i c t  D i rec tors . 
RETAIN organ izat i on charts  un t i l rev i sed . Other mater i a l , 

0 1 4  -	 FmHA COUNTY OFFICE ORGANIZATION : 

0 1 5 -	 DI RE CTORY OF OFFIC E S :  RETAIN l ates t d i rec tory .  

http:JES--:�.OY


.Jll,,,JN 3 F\'s .  

TAHl J f)'s. 

RETAIN 3 Ys, 

Rffi'AHI l E'Y'h 

RE'fAIU 3 fYe. 

R iT4 HI 3 FYe r-

R E'fAI   F 'i'S 

(GENERAL) 5 *' 1'E!3Tl\Oi wHE'.N-=-YEARS Of'<es(ri 

Del ega ti ons Redel egati ons kt¥Atl,5 -
a  

Spec i a l  Del egations Redel egations ���j 

Desi gna tion Act i ng: �:� 

WHEN_.s __ 

FmHA STATE "PN"  DOCKETS : 

DESTROY 

02 MANAG EMENT:  DESTROY WHEN YEARSOL.Q 

02 1 STATE ISSUANCE WORK DOCKETS: 

2 

Th i s  i s  limi ted to S tate i s suance 

"work docket" papers on l y  as  defi ned i n  FmHA I n s t r uc t i on 02 1 . 2 . 

The app rop r i ate cont rol codes 02 1 A  through 02 1 F  s hou l d  be used 

for each "work docket" as app l i cab l e . G enera l Counsel op i n i ons 

may be ret ai ned unt i l that spec i f i c  i tem is  aga i n  revi sed . 

02 1 A  


02 1 8  
 FmHA STATE INSTRUCTION D OCKETS : M a i n t a i ned i n  numer i cal 
order by State In struc t i on numbe r .  

02 1 C  FrnHA STATE INSTRUCTION TABLE OF CONTENTS AND ADMINISTRATION 
LETTER DOCKETS: 

02 1 D  FmHA STATE BULLETIN AND TABLE OF CONTENTS DOCKETS : 

02 1 E  FmHA STATE GUIDE LETTERS'AND TABLE OF CONTENTS DOCKETS: 

02 1 F  FmHA STATE FORM AND FMI AND TABLE OF CONTENTS DOCKETS: 
, 

0 2 2  AUTHORITY REDELEGATION AND DESIGNATION OF ACTING OFFICIAL 
: 5 

Posi t i on and 	 -

revoked or revi sed, 	 or posit i on is el i mi nated, 

and - 5 FYs after 

_,,.. 

(1) date speci fied i n  del egation; ( 2 ) del egate is separated, 

or removed from position with whi ch the del egation is i dentified; 

(3 ) del egation is i nval idated by regul ati ons or oth er procedural 

revoked, or revised. 

3 FYs after terminat i on date · 

of t he des ignati on. ( Con t i nu i ng des ignati ons by Coun ty 

Supe rvJsors of acting County Supervisors wi l l  rema i n  in effect 

un ti l revoked i n  writing or the desi gnated empl oyee is separated 

lssuances; or (4) del egation is 

of 

o r  removed for any 	 reason.) YEARS OLD 



---

R:;�[�as 

�� 

RP.fi<IN 2 f'Ys. 

- -- - - ---- --- -- -- --- ----- --

£iitl� 

Suggestions 

 

RSTAIN 2 ,s, 

DE TlHW OLD 
bond separated 

emp l oyee 

t  t ft 

rtt:TAttr 

RE't'AIU J FY.re 

.  

DESTROY WHEN_k YEARS OLD 

DESTROY WHEN  YEARS OLD 

022D DETAILED EMPLOYEES: 

designations. ) 

022A prescribed in 

0228 

TATE DIRECTOR : (Pit.'� as 

STATE OFFICE STAFF: (Incl udes District 

as prescri bed in "022") 

022C COUNTY OFFICE STAFF: (By County Office) 

fn "02 2" 

(Limited to detail s without "acting" 

one fiscal year after the end of the 

fisca l year in which the detail terminated. 

021 EM PLOYEE SUGGESTION PROGRAM (GENERAL): Incl udes reports. 

3 

"022") 

Directors): 

prescribed 

023A 	 EMPLOYEE SUGGESTIONS (PENDING): When an emp l oyee 

suggestion has been adopted or rejected, it wil l 

be ref iled under control code 023Al. 
-·-- -

023A1 - EMPLOYEE SUGGESTIONS (ADOPTED AND REJECTED): 

POSITION l :  Rejected Suggestions and rel ated 

papers . 2 FYs after rejection. 

POSITION 3: Adopted and rel ated 

papers. 2 FYs after adoption. 

023B SUGGESTIONS AND AWARDS COMMITTEE: RETAIN current membership 

record. Other material 

WHEN 2... YEAR S 
ADM lNISTRATI VE BOND RECORDS : Retain recoras-=-ro-r 

employees and employees removed from bonded positions 6 FYs from 

the end of the FY in which was separated or removed. 

-Al l other bond records 10/ l  / 79. 


026 WORK MEASUREMENT SYSTEM AND STUDIES: Incl udes reports. 


DESTROY W HEN  YEAR S OLD 

02H POSITION MANAGEMENT: 



R�TJ\114 3 Fis. 

R&l'AIM  Pts-. 

RE CAIN Z: F ts·. 

R&.l'AIN 2 FYs. 

APPROVED: RETAIN 2 Ffs .  

MTAIN 2 FY& 

Ril':Hl' 2 EXs, 

RHitt::IH 2 fYs 

ItETArn· 2 FYs, 

R-l!:TAIN 3 Fvs. 

R&TAIN 3 P't's. 

( F o l l owed by ( c i ty )  

County 

() 1 

_,... 

• or) 

BUOCETS: DESTROY WHEN YEARS OLD 

4 

031 BUDGET ESTIMATES: ( Preparation and submission)
DEST ROY WHEN °2-- YEARS OLD

OJlA ADM I NI STRATI VE COSTS ESTIMATES: 

031 B LOAN FUND AUTHORI ZATION ESTIMATES: 

OJ2 ALLOTMENTS AND OBLIGATION CONTROLS: R . 

DESTR OY WHEN 2- YEAR S OLD 
032A ADMINISTRATIVE FUNDS 

�� 

012B LOAN FUNDS APPROVED: ( Includes Insured and Guaranteed 

loan Authorities) 

032Bl - FARMER PROGRAMS LOAN FUNDS APPROVED: (Use Position-type 

fil ing for specified l oan types.) 

03282 - RURAL HOUSING LOAN FUNDS APPROVED: (Use position-type 

fil ing for sped fied l oan types. ) 

03203 - COMMUN ITY SERVICES LOAN FUNDS APPROVED: (Use 

position-type fi l ing for specified l oan types. ) 

032B4 - BUSINESS AND INDUSTRIAL LOAN FUNDS APPROVED: 

I NTERNAL'AUDIT AND INVESTIGATION PROGRAMS: (Use control code 055 

for materia l on GAO audits. ) DESTROY WHEN _$ YEARS OLD 

051 AUDIT PROGRAM ( OA) ( GENERAL): 

0 5 1 A  AUDIT OF COUNTY OFFICE  l ocat i on 

of Off ice. )  �� each aud i t  report th ree 

yea rs a f ter f i scal year i n  wh i ch c l osed . To i nc l ude  

a l  l types of spec i a l  aud i  t s .  

AUDIT OF STATE OFFICE: ���� each audit report three 

years after fiscal year in which cl osed. (To incl ude 

al l types of special audits. ) 



�� 

O'i2 INVESTIGATION PROGRAM (01): 

5 

(This file heading series 

concerns only those investigation acti vities set forth 

in 050 series of fmHA Instructions and wi l l  be mai ntained 

as speci fied bel ow.) 

BORROWER AND PROGRAM APPLICANT INVESTIGATIONS: Use a 

separate fol der for each of these repor ts and incl ude 

on fol der tab name(s) of those who were i nvesti gated. 

RETAIN each report on borrowers three years after fiscal 

year in wh i ch cl osed. 

052A 

each report on program 

applicants one year after f i s cal year in which c l osed. 

Use a separate fol der for 

each of these reports and incl ude on fol der tab name(s) 

of the empl oyees who were investigated. = each 

report on CURRENT employees three years after fiscal 

year in wh i ch cl osed. ��each report on FORMER 

emp loyees (inves ti ga tion started after empl oyee separated 

from FmHA) two years after fiscal year in which cl osed. 

THIRD PARTY OR CONDITION INVESTIGATIONS: (Th i s  file 

heading excl udes inves tigations of job appl icants, FmHA 

cur rent and former employees and program appl icants and 

borrowers.) RETAIN each "third party" or "condition" 

investigat i on report two years after fi s cal year in which 

closed. 

053 	 GAO AUDIT PROGRAM: Th i s  includes GAO audit reports. 

each audit repor t th ree year s  after fiscal year in which the 

audit is cons idered closed. 

052C 

0528 EMPLOYEE(S) INVEST IGATIONS: 



tli:E'fAIM One n1 

a T0 a1 oRe Ev 

RETAIN one F''· 

�TAIN oue P¥. 

�lAIN Z fts. 

RMAIM Z P'iS. 

INQU I R I ES Rffl\:J.N one F y. 

R-ETnlM one Pi. 

.fiETArn z FYs. 

07 

6 

PUBLJClTY PROGRAMS AND NEWS MEDIA ( GENERAL): 
DESTROY WHEN __ YEARS OLD 

071 DEVELOPMENT AND DISS EMINATION OF I NFORMATION FOR PUB L I C  

072 

CONSUMPTION : Incl udes publ ic i ty e xhib i ts and displ ays. 

07 1 A  - NEWS CLIPPINGS :  Th i s  i nc l  udes a l  l news art i  c l es and 

pub l  i cati ons concern i ng the FmHA m iss i on .  

071B GUEST APPEARANCES AND INVITATI ONS ( NON GOVERNMENT): 

() 71 c 

07 1 D  

FARM FAMI LY OF THE Y EAR: 
DESTROY WHEN YEARS OLD 

B U I  LDING OUR AMER I CAN COMMUN I TI ES: 
DESTROY WHEN  YEAR S OLD 

FOR PUBLICATIONS AND PAMPHLETS: 

BUS  I NESS 
;DESTROY WHEN I YEAR S OLD 

S ERV I CES ( FUNCTIONS AND ACTIV ITI ES) : Incl udes FmHA office 

lde ntlfication and handl ing of l oan checks and general material 

pe rtnfning to sal ary checks and savings bonds. 

DESTROY WHEN_j_ YEAR S OLD 
-  1 0 3  MAIL I NG OR DELI VERY O F  BONDS AND I NTER EST COUPON S  : DO NOT 

DESTROY i f  pending LOSS CLAIM is invol ved. DESTROY satisfi ed 

l oss cl aims five years after fiscal year of cl aim settl ement. 

104 - PUBL I C  AVA ILABILITY OF MATE RIALS AND RECORD S :  Inc l udes 

repo rts. ( EXCLUDES mate r i a l  perta i n i ng to exempt records 

den i ed and appea l ed dec i s i ons and records sought by 

compulsory process . )  
 DESTROY WHEN L YEAT:.S OLD 

r 



---

RETAIN 5 FYs. 

10 4- 1 , 

R:E'fA:IU 2 P'1's. 

(GENE RAL) : TAIH 3 FYs. 

RE'fArn  Fis . 

7 

104A 	 EXEMPT RECORDS DENIED AND A PPEALED DECI S I ONS: I n c l udes 

ma teria l pert ain i ng to ( 1 ) exemp t records t h a t  have been 

denied , and (2 ) those records t h a t  have been furnished to 

the requester a f ter appe a l  to the Adm i ni stra t or .  Th i s  

fol der wi l l  a l so i nc l ud e  records so ugh t by compul sory 

process inc l uding subpoenas . 

DESTROY WHEN YEARS OLD 
104B 	 FORMS FmHA "PUBL I C  I NFORMATION TRANSMITIAL AND/OR 

R EC E I PT ": 2- YEARS OLDDESTROY w1m_N 

l04C 	 P RIVACY ACT 
!DESTROY WHEN _3__YEARS OLD 

105 	 TESTING VEH I CLE OPERATORS AND PROCESS I NG DR I VER PERM ITS ( GENERAL ) : 

(Use contro l code lOSA for accoun t a b i l i ty record o f  permi ts 
issu ed . ) 

__ YE 	 s OLD:DESTROY WHEN 3 AR 	 f
A 

lOSA 	 R ECORD OF GOV ERNMENT-OWNED MOTOR V EH I CLE OPERATORS :  i 
-

Forms AD-1 84 ,  "App lication for Mo t or Vehic l e  Opera tor 's 

I denti fica tion Card"; S F-4 7 " Phys i c a l  Fitness Inqu iry 

fo r Mo tor Veh i c l e  Ope ra tors "; and S F-78, "Certifica te o f  

Medic a l  Exam i na t i on, " i f  ap p l ic a b l e . 

CURR ENT PERMI T  R ECORDS : ;l as t  proc essed i ns t ruments 

per t a i n i ng to  c u rren t permi t  

.QeS'fRO¥ wh en new permi t is i ssu ed. 

CLOSED PERMI T  R ECORDS: 	 Rejec ted o r  wi thdrawn a p p l i c a t i ons. 

o r  rescind ed o r  cance l e d  permits 

will be D E STROYED 3 fY s afte r the 

app l i cab l e  event  occurs . SF-46 , 

"U .  S .  Gove rnment Mo t o r  Veh icl e 

Ope r a t o r  's Id en t i f i c a t i on Card , " 

wi l l  be d es troyed as p resc r i bed in 

FmHA I ns t r u c tion 120.2. 



8 

R"r:l/\114 3 Ji'ts. 

ftET*fM  Fts. 

ETAIN 3 n'"s". 

R'£"MIN 3 f Is. 

by 

R.i!TP1 HI 3 F 'k. 

POSJTION 

11 SPACE MANAGEMENT ACTIV I T I ES (STATE AND COUNTY OFFICES ) (GENERAL ) : 

DESTROY WHEN_3_ YEARS OLI>-' 

l10A STATE ADM INISTRATIVE COMMITTEE : (Th i s  i n c l udes o rganiza t i on , 

f unc t i ons, mee t i ngs , and repo r ts .  ) 

1 1 08 SE RVICE CENTERS : Inc l  udes all mater i al perta i n i ng to 

PROPOSED Servi ce enters wh i ch may be segregated by 

l ocati on . 

llOC S PACE OCCUPANCY - UTI L I TY AND COMMER I CAL S ERVI CES: 

ll 0C1 - STATE OFF ICE SPACE (Fo l l owed l oca t i on ) : 

POS ITION 1: A l l  c o r respondence. 

· 

3 :  Al l con t rac ts, agreemen ts; -and amendme n ts 

the reto (i nc l ud i ng spe c i a l  se rvi c es such as mai l ,  

reproduc t i on and hea l  th se rvi ces ) , and pu rchase o rders 

for con t i nu i ng se rv i c es o r  for  Gove rnmen t-owned prope r t y  

_,.. attached to the occupi ed bu ild i ng. ��? contracts and 

agreements one FY  after te rmi nat i on or  cance l l ati on. 

RETAIN cur rent Form AD-380 , "Report of Space Used by 

Bui l d i ng," on l y. 

POSITION 4 :  B l uep r i nt and f l oor p l ans, i f  any . ( P referab l y  

enclosed i n  enve l ope. )  

CLOSE fo l der i f  offi ce i s  moved to a new l oca t i on and 

estab l i sh a new l l OC l  space fo l der  fo r new occupancy 

ag reement or cont ract . 



( fo l lowed by location ) : 

R-B'f'AIN 3 FIS-: 

9 

1 1 0C2 

_ ... 

�::� closed space folder one FY  after the end 


of the f isca l year i n  wh i ch c l osed , EXCEPT remove 


from closed folder and ref i le i n  new space folder 


the fol l owi ng items , i f  appli cable : 


( 1 ) Any agreeme n t , contrac t, or purchase ord er for 

a u til i ty or o ther S ERVICE wh i ch is no t c ance l ed, 

bu t wil l con t i nue to  be furn i sh ed by the app l i ahl e  

vendor . 

(2) 	 Any purch ase ord er c overing Governmen t-owned 

proper t y  a t t acheq to  the occup i ed premises wh i ch 

i s  to rema i n  attached as Governme n t  proper ty , or 

any suc h  proper t y  to b e  d e tached from the occupied 

premi ses and re a ttached as Government property to 

newly occ u p i e d premises .  

- COUNTY OFF I CE SPACE offi  ce 
---- --- - - ----------

Use separa t e  f o l der for each UNIT or S UBOFF ICE. Ma teri a l  

perta i n i ng to  PART-TIME o f f i ces wi l l  be f i l ed i n  the uni t 

o f fic e fo lder. CLOSE f o l d er i f  o f f i c e i s  moved to a new 

location and establish a new l lOC2  space fo l der .  Servi ce 

agreements wh i c h wou l d  be app l i c ab l e  at the new l o c a t i on 

wi l l  be !emoved and p l aced i n  the  new f i l e .  

POS ITION l: Al  l records exce p t  t hose 

Posi t i on 3, 

CUR RENT SPACE FOLDE R :  

spe c i fied und er 

DESTROY WHEN __ YEARS OLD 



RET0IN eRe FY. 

R�TAHI one F-¥. WHEN_,_YEARS 

Re�AIM 5 FYs. 

1 20 - 2, 

MANAGEMENT : Rti'PAIN oue P'1.' 

R-i�4IN OR  fYa 

-RE'FA:rn vile FY. 

EQU I PMENT Rtl'FAHJ 2 FYs. 

EQU I PMENT: 

R-&'fhlH 2 FY3. 

RfTArn rn1e FY. 

DESTROY WHEN_/__ YEAR S OLD 

DESTROY WHEN _L YEAR S OLD 

1 0  

POSITION 3: 	 F l oo r  p l an ,  s e rv i ce agreements ( i nc l u d i ng 

specia l se rvic es such as reprod uc t i on, 

ma i l  and he a l th servi ces ) , and Form AD-380 . 

RETAIN l ast  f l oor p l an and d e s troy obso l e te 

f l oo r p l an .  RETAIN c u r rent Se rvice Ag re ements 

and DESTROY c anc e l ed and supe rseded agreements 

one FY  after  cancel l a t i on .  RETAIN cu r rent 

Form AD-380 on l y .  

CLOSED SPACE FOLDERS : 

12 PRO PERTY ANU SU PPLY MANAGEMENT : DESTROY OLD 

120 LIAB I L I TY AND ACCOUNTABILITY FOR GOV ERNMENT 

l20A FORMS FmHA " IDENTIFI CATION CARD 

PROPERTY : 

DESTROY WHEN 5 YEARS OLD 
ROSTER " : 

--
R ETAIN a l l  rost e rs d i sc l os i ng ou tstand i ng i ssued c a rds . 

DESTROY a l l  o the r roste rs one year a f t e r  a l l  i ssue ent r i es 

_ .. 
120B 

on e ach rost e r  she e t  h ave been c ance l e d  . 

I S S U E-RETURN-REPLACEMENT- CANCELLATI ON O F  " I D  " CARDS " : 

DESTROY ONLY those cancel ed iden t i  f i c a t i on c a r d s  as provi  ded 

in FmHA I ns t ruc t i on 12 0 . 2 .   correspondence �E� one FYc-l.J. .I\ 
121 SUPPLY 

121A STATE OFFICE SUPPL I ES : 

121B COUNTY OFFICE SUPPLIES : 

DESTROY WHEN _L_ YEARS OLD 122 MANAGEMENT : 

122A STATE OFF ICE Inc l udes i nven t o r y  verif i ca t i on .  

· l 2 2 B  	 C OUNTY OFF ICE EQU IPMENT : Separa te Coun ty Off i ce fol ders may be 

est ab l i shed . Inc l udes i nventory ve r i f i ca t i on .  

---------	- ES'IROY WHEN I YEA 
.__,_____ 	 R  OLQ, 



---

TITLE; 

Rt:IAIN FY. WHEN_,_YEARS 

R.EJ:A rn o 11 e l'"h 

MITArn 2 FY11 

RETAI  2 Fts. 

RE'l'AIN 2 Fis. 

IL S. lfatioual Atclaives 

AND--RECORDSTRANSFERRED--TOSRRC 

1 50-4;--"ANNUAL 

EQU I PMENT R.il'AHI EIMe F¥'. 
WHEN_/_YEARS 

RE'FAHI 3 FY!:. 

RE'fAHI J FY-e. 

DESTROY WHEN YEARS OLD 

11 

12J 	 REGISTER OF DI S POSAL OF SUR PLUS AB STRACTS OF 

Dest roy upon p r i o r  approva l of the Nat i ona l  Off i ce .  

14 COMMUNICATIONS ( G ENERAL ) : one DESTROY OLD 

141 STATE AND COUNTY OFFICE WR I TTEN AND TELEPHONE COMMUNI CATIONS : 

lnclud es AD- 1 0 2, "Te lephone To l l -Ca l l Reg i s t e r  and Ce r t i f i ca te . " 

1 'i 	 RECORDS MANAGEMENT : 

151 MANAGEMENT OF COUNTY OFFICE RECORDS : 

152 MANAGEMENT OF STATE OFFICE R ECORDS : 

15 2A 	 FI LES AND RECORDS TRANS FERRED TO OTH ER FEDERAL AGENCI ES : 

Use con t ro l  code 232A f o r  request for  and t r ansmi t t a l s  o f  

OPF s .  	 Dest roy upon p r i o r  app rova l  o f  the Nat i on a l  Off i ce.  

1528 	 FI LES AND RECORDS TRANS FERRED TO NATI ONAL OFF I CE : Thi s  

wi l l  inc l ude l ists of  f i l es and records p revi ous l y  shi p ped 

NA RS 
to and those se n t  to Na t i on a l  O f f ice 

fo r f u r ther re ten t i on in Fede ral  Records Cen te r .  
Destroy upon p r i or approval o f  the Nati onal Offi ce, 

15 2 C  - F fLES -	
--AUTHOR I TY :- --

Dest roy upon p r ior  approval of the Nat i on a l  Off i ce . -
l'i2D FORMS FmHA REPORT ON RECORDS AND F I LE 

INVENTORY " : 

DESTROY 	 OLD 
t (> 	 TRAVEL: Inc l ud es change o f  o f f i ci a l  sta t i on . ( Use  co n tro l cod e  " 1 63 " 

ff 11 mi ted to one t rave l er . ) DESTROY Vv'HEN__=:J__YEARS OLD 

1 (i() TRAVEL REGULATIONS AND POL I C I ES: Inc l u des commu nica t i ons from 

Na t i ona l Fi nance Cen ter ( NFC ) . However , "Amendment She e t s  " from 

NFC may be f i l ed i n  numberica l ord e r  a t  the end o f  FmHA 

Instruct i on 1 60 . l  a f ter the re q u i red changes are made . 



8,ETo.IN 3 P\'s: 

AD-616, VOUCHER," 

AD-616, VOUCHER,'' 

lU!'fA:H 3 FYs. 

R-E'fAIH 2 FYs. 

R'ETAIM 2 FYs. 

(DAMAGE) 

BE:T:\IN 3 FYs. 

160C FORM "TRAVEL -- STATE OFFICE EMPLOYEES: 

1hOA 

HiOB 

Coples of Travel Vouchers for County Office employees may 

be maintained in this folder or wherever best serves the 

GSA MOTOR POOL VEHICLES: (Assignments and usage) 

FORM "TRAVEL -- COUNTY OFFICE EMPLOYEES: 

needs of the State Off i ce .  Destroy after one FY or  at 
the d i sc ret i on of the user ( s ), wh i chever i s  earl i er. 

Copies of Travel Vouchers for State Office employees may· 

be maintained in this folder or wherever best serves the 

needs of the State Offi ce. Dest roy after one FY or  at 
the d iscret i on of the use r ( s ), wh i chever i s  earli er. 

l60D TRAVEL PROJECTIONS AND EXPENSES INCURRED: Includes Forms 

FmHA 160-2, "Travel Projections." Divide 

folder as follows: DESTROY WHEN 3- YEAlls nro 

POSITION 1: Annual Plan 

POSITION 3: Monthly Actual Report 

Arrange by date. (Use 

_,.- control code "163" if limited to one traveler.)
DESTROY WHEN_b_YEARS OLD 

163 TRAVEL  - STATE AND COUNTY OFFICE  EMPL OYEE S :  Arrange 

alphabet i cally by name of employee i n  one or  more folders ,  

as needed . When volume wa rrants , a separate folder will be 

establi shed fo r an i nd i vi dual t raveler. ( For  automob i le 

180.) 

employee injury compensation 
DESTROY WHEN 'Z_ YEA1> S OLD 

_3 YEARS OLD 
DESTROY WHEN-=-

folder for each case.) 

161 TRAVEL AUTHORIZATION INSTRUMENTS ONLY: 

acc i dent case record, use control code 

18 TORT CLAIMS: (Use OPF folder for 

type> documents and papers.) 

180 (NAME OF CLAIMANT(S)): (Use separate 



PROGRAMS, R'El'A:rn 3 F'f"s. 

RECRUITMENT Flof'fA:I  I f'Ys, 

Rl!iTArn I f''fs. 

200- 1, 

FORM,1 1  200-2, 

DESTROY WHEN__4-YEA S om 

' 
13. 

(I) 	 LEGAL ACTION CASE will consist of any specific case 

referred to the Office of the General Counsel (OGC) or other 

Federal Attorney for processing or handling. Upon receipt 

of written evidence from the Federal Attorney of closing his 

fil e, the case folder will be CLOSED and DESTROYED three years 

after the fiscal year in which closed. 

(2) 	 ADMINISTRATIVE ACTION ONLY CASE will consist of any specific 

case which is NOT referred to the OGC or other Federal 

Attorney for handling. Administrative Action Only case will 

be closed and Destroyed three years after the fiscal year 

l n  which the last written report or document was prepared. 

2 ACTIVITIES: 

and maintained as 

PERSONNEL MANAGEMENT SERVICES AND 

The Official Personnel Folders will be organized 

provlded by FmHA Instruction 232.S and 2 36 . S .  

Published List of MODE Abbreviations: This includes AMENDMENT 

by FmHA. Keep current list and FmHA amendments in procedure-type 

- .-
binder. DESTROY if superseded. 

200A 	 ACTIVITIES: DESTROY WHEN-2_ YEAR S OLJ 

2008 FmHA MERIT PROMOTION PLAN PROGRAM: 
DESTROY WHEN "2-... YEAR S OLD 

20081 	 - FORM FmHA "FmHA MERlT PROMOTION EVALUATION 

AND F O RM FmHA E LIGIBI LITY LIST ANO 

ROSTER OF E LIGIBLES . "  A sepa rate fo l der wi l l  be 
estab l ished for each pos i t i on f i l l ed .  The fo l der  
l abe l wi l l  show pos i t i on t i t l e ,  g rade , se r i es and 
promotion cert i f i cate number .  

POSITION l .  Form FmHA 200-2 and supp l ements the reto . 
A copy of Fo rm FmHA 200-3  , "P romot i on Certi f i cate , an 
app rop r i  ate vacancy announcement or  sk i l ls i nventory 
l i sti ng ,  and an i nforma l l i st of app l  i cants wi l l  be 
f i l ed be l ow Form FrnHA 200-2. DESTROY after CSC 
i nspect i on or two FYs ,  whi cheve r is ea r l i e r .  



3 :  

An un _El!..e ts 

Oti?-h-11\.\ w�II� of> or  
' 

200-3, 

. l . I\ is 


14 

POSITION Form FmHA 200-1 wi ll be f i led i n  

alphabet ical order along with any work i ng p apers. 

QESTROY after CSC i nspect i on or two FYs ,  wh i chever 

i s  earli er. 

20082 - VACANCY ANNOUNCEMENTS UNDER MERIT PROMOTION PLAN: 

A separate folder for FmHA announcements may be 


established when volume warrants . 


POSITION l: by other USDA agencies. 

o

month s exp i ration d ate, wh i chever 
ier. 
ear 


POSITION 3: Announcements by FmHA. DESTROY after 

CSC inspection or two FYs. whichever is earlier. 

20083 - FORM FmHA "PROMOTION CERTIFICATE": Filed 

in numerical order along with supplements attached 

to the original certificate which they supplement. 

DESTROY after CSC i nspect ion or two FYs ,  wh i chever 
_ .. 

i s  earli er. 

20084 - SF-171 and SF-172 FOR USDA EMPLOYEES: SF-17l's, 

"Personnel Qualifications Statement," and SF-172' s, 

"Supplemental Experi ence and Quali f i cati ons , " wi ll 

be f i led by grade level of el i g i b i lity i n  alphabeti cal 

order. DESTROY after two F Ys or \'Jhen employee i nd i cates 

he is  not ava ilable , wh i chever is  earl i er. 



SF- 17 1 SF- 1 72 

E'fA!N 3 Ji' I S . 

RE'fAIM j FI S .  

EMPLOYEES, " 203-2, 

$'ko  W#t-e+... I J /J' _ --REf II� FYs t>f'f. fAII� TO  

213- 2 ,  

RE'f;HP' J P\'s . 
DE STROY WHEN  YEA  S Ol.D 

15 

20085 - and F O R  FEDERAL EMPLOYEES OUTS IDE 

USDA : SF- 1 7 1  1 s  and SF- 1  72 1 s wi  1 1  be f i led by 

grade l evel of e l i g i b i l i ty i n  alphabeti cal orde r .  

DESTROY after one FY  or  when employee i nd i cates 

he i s  not ava i l ab l e , wh i chever i s  earl i e r .  

203 PERSONNEL MANAGEMENT REVIEWS AND EVALUATI ON PROGRAMS (GENERAL): 

DESTROY WHEN_i__ YEARS OLD 

203A FmHA INTERNAL REVIEWS AND EVALUATIONS (PE-PROGRAMS) : 

DESTROY WHEN  YEARS OLD 

203Al - FORMS FmHA 20 3-1 "PERSONNEL MANAGEMENT INFORMATION 

SHEET FOR ALL AND FORMS FmHA 

"PERSONNEL MANAGEMENT INFORMATION CONTINUATION SHEET 

F OR SUPERV ISORS " :  SuITTTia ry 3 

Forms _ FmHA 203- 1  and FmHA 203-2:::- FYofJ.. 
203A2 - FORMS FmHA "POSITION EVALUATION REPORT": 

RETAIN a l l  completed Forms during the time the 

position remai ns i n  effect. DESTROY forms for 

abol ished posi ti o11s one year after abolishment. 

203A3 - ANNUAL POST-AUDIT POSITION REPORTS 

_ ,... 

SECTION l 3  10(d ) COMPLIANCE: 

2038 CSC INSPECTI ONS AND AUDI TS: RETAIN l ast i n spection 

report. 

.. 



- --

EQUAL 

R'£TAIN 3 P I s .  
ESTROY WHE N 7 

___,;___ YEARS 
Rid'/tIN 2 P' i S 

RUJ.HI 2 Ha . 

( SPAN ISH SPEAK ING ) RfIAI  2 FYG . 

RETAIN J FYs, 

CONDUCT, ETHI CS , 

RKTAH� 3 FYs ,  

AD- 39 2 , " STATEM ENT 

EMPLOYMENT, " 392A,  

-RE'f'2UN 3 FYs .  DESTROY WHEN_J_ YEARS OLD 

16 

205  

207  

203C  OP INS PECTIONS AND AU DITS : 

EMPLOYMENT OPPORTUN I TY : 
OLD 

• 

20 5A f'EDERAL WOMEN ' S PROGRAM :  
DESTROY WHEN '2-- YEARS OLD 

205B  - 1 6-P O INT PROGRAM : 

2 0 5 C  ACT ION PLANS FOR PROGRESS IN  EEO : 

2 0 7 A  

DESTROY WHEN__1__ YEAR S OLD 
EMPLOYEE POL ITICAL ACTIV ITY AND PECUNIARY 

I NTER EST : ( Comp l a i n t s  u sed a s  a b a s i s  fo r a f o rmal 

I nves t i  g a t i on wi l l  be mad e  a p a r t  of  the inve s t i ga t i o n  case  

re c o rd and  ma i nt a i ned ac c o rd i ng l y .  ) 
DESTROY WHENL_ YEARS OLD

FORMS OF F I NANC I AL I NTERESTS AND 

OUTS I DE AN D FORMS AD- " STATEMENT 

OF EMPLOYMENT AND FI NANCIAL INTER ESTS " : F i  l e  a l phabe t i c a l l y  

b y  name o f  emp l o yee i n  one o r  mo re fo l d e r s  a s  neede d . 

DESTROY two ye a r s  a f t e r  emp l oyee l e av e s  po s i t i o n  fo r wh i c h  

s uch a .s ta tement i s  re qu i red , o r  two y e a r s  a f t e r  s u c h  

s t a temen t i s  n o  longe r req u i red by FmHA I n s t ru c t i on 20 7 . 4 ,  

o r  two years a f t e r  the emp l oyee l e aves F HA,  wh i cheve r 

I s  e a r l i e r .  

208 ADVER S E  DISCI PLI NARY ACTIONS : 

209 RECURR I NG DATA REPORTS ON PERSONNEL MANAGEMENT ( GENERAL ) : 

209A - NUMBERED AND UNNUMBERED RECUR R ING DATA REP ORTS ON PE RSONNEL 

MANAGEMENT : ( Inc l udes FmHA, USDA, and NF C reports. ) 

These reports may be ma i n ta i ned ( l )  by report i n  the "209A" 

ser i es .  When f i l ed i n  t h i s ser i es , a folder wi l l  be estab l i shed 

for each repor t .  The f i r s t  report folder wi l l  be coded "209Al, " 

the second wi l l  be coded "209A.f.1 1 - the f i fth  d i g i t wi l l  cont i nue 

i n  numer i ca l  sequence for each report. The subj ect of the 

http:209A.f.11


RE'fAll� t- Y .  
WHEN_/_-

( GENERAL) : Rl!!'f'>\IM :3 FYs. 

- --

QY 3 
REQU I S I TIONING LIST JQ}ST])B S PECIFICATIONS 

RETA!  one P t .  

B B

R:S'fldH 3 F¥s . 

21 

WHEN YEAR S OLD 

DESTROY WHE.N  Y f\R S OI,. P 

1 7  

report wi l l  be shown on the fo l der  l abe l  fo l l owi ng  the 

ass i gned code (Examp l e :  "209A l - Form AD 3 38 ,  ' L i st of 

Abo l i shed Pos i t i ons ' ") ;  or  ( 2) i n  any manner that best 

serves the needs of the State Off i ce. one 
DESTROY YEARS OLD 

POS I TION CLAS S I FICATION PROGRAM 


2 1 1A - AND CHECK 


MATERI ALS : 


2118 	 POS ITION NUM ER SYSTEM AND REG I STER OF POS ITION NUM ERS :  

Th i s  includes USE o f  pos i t i on numbers . RETAIN regis ter 

and DESTROY corre spondence a f te r  three FYs . 

212 POS ITION ESTABLI SHMENT AND CLAS S I FI CATI ON OF POS ITIONS : 

DESTROY WHEN _...3__YEARS OLD 



ltf!IAIN 3 F Y s .   WHEN _...)___ 

�'fi.\IN 3 F"i's .  
_J__ 

a.8'fAIN 3 FYs-. 

DESCRI PTION , "  

AD- 33 2 ,  
fJestfr1+ 

DESCRI PTION , "  'fAI'tllf 

R'f'fM H ca t t eilt 

AWltectat only . 

DESTROY WHEN YEAR S OLD 

DESTROY WHEN .J YEARS OLD 

2 1 2A 

1 8  

CLASSIFIED STANDARD POS ITIONS : 
DESTROY YEAR S OLD 

2 1 2Al - POS ITION DESCRIPTIONS OF UTILI ZED " SJ" POS ITIONS : 

Inc l udes cu rrent "Mas ter Fac s imi l e "  Forms AD- 332 , 


" Po s i tion De s cri ption , "  or equal . RETAIN.  


I f  redescri bed , re tain onl y  l ate s t  " SJ" redescri p t ion 


AD- 3 3 2  or equal . 


2 1 2A2 - POSITION DESCRI PTIONS OF NON UTIL I ZED " SJ" POS ITIONS : 

Inc l udes curren t "Master Fac s i mi le"  Forms AD- 332 

or equal . RETAIN . If  rede s c ri b ed , r e tain onl y l a te s t  

" SJ" rede scription AD- 3 3 2  o r  equal . May b e  maintained 

i n  a "Job Speci f i c a tion Manual . " 

2 1 2A3 - OBSOLETE "SJ" POSITIONS : Inc ludes "Mas ter 

Facs imi l e" Fo rms AD- 332 , or equal  . 

2 1 2 B  CLASS IFIED NONSTANDARD POS ITIONS : 


2 1 2 B l  CURRENT NONSTANDARD JOB POS ITION FORMS AD- 3 3 2 ,  
-

" POS ITION RETAIN . ( I f redesc ri bed , 

retain ONLY lat e s t  rede scri p t i on AD- 3 3 2  or equal . )  

2 1 2 B 2  - ABOLI SHED NONSTANDARD JOB POS IT ION FORMS 

" POS ITION ( o r equa l ). 5 FYs 

aft er abo l i shed . 

2 1 9 Th i s  wi l l  inc l ud e  memorandum 

_ .. 

MODE ORGANI ZATIONAL CODE STRUCTURE : 

change no tices  and " c l as s  i f i c a tion l e t t ers . "  

Oe 1ro; wh tl oh.jtJ/ek . 



B.fJ°lM 8fle rY . 

OPERATIONS : IAIN 2 F Y . _.;;..  

R'EiAIN FY • / WHEN__J___ 
3 2 1-2 ,  

�Arn tl1ree l eave y eaFs . 

32 1 -2 

tttiAiN IV l@i!Ve yE&LS . 

AD- 343,  REQUEST" 

OPF  RSTAIU 2 fYs . 
WHEN  

AH'l:IN 3 Evs . 

AD- 34 2 , " TRANSMITTAL 

R£fAII� one l eave 

RSTAHl 2 FYs. 

R-ETAII� Olie FY . 

DESTROY WHEN_j_ YEARS OLD 

DESTROY WHEN___2,__YEARS OLD 

Commi t teemen ) one DES 

2 2 1A1 - DUPL ICATE FORMS AO "TIME AND  ATTENDANCE 

DESTROY WHEN j__ YEARS OLD 

1 9 

2 2  LEAVE RECORDING PAY PLANS T&A REPORTING SALARY RATES : 

2 2 1  NFC - MODE PAYROLL 

LEAVE AND PAYROLL OF REGULAR EMPLOYEES : ( Exc ludes 2 2 1 A  -

- TROY YEAR S OLD 

REPORTS" : Use separate folder for e ach 
DESTROY WHEN__.3_YEAR S OLD 

emp l oyee. Use 

contro l code 22 1 A2 for f i nal Forms AO 3 2 1-2 . 

2 2 1A2 FINAL DUPL ICATE F ORMS AO - TE RMINATED EMPLOYEES :  -

DESTROY WHEN_l_Q_YEARS OLD 

2 2 1 A3 - FORMS " PAYROLL ACTION AND '\1ERIFICATION 

OF ACCOUNT CODES" : Forms AD- 343 wh i ch have been 

proces sed by NFC wi l l  be f i led in the 
YEAR S  OLD

DESTR OY 
2 2 1 8  	 COUNTY COMMITTEEMEN COMPENSATION RATES AND PAYROLL OPERATIONS : 

f YEAR S OLD
DESTR OY WHEN -

_ ,..-

2 2 1C FORMS - TIME AN D ATTENDANCE REP ORTS" :  

Inc l udes those on Commi tteemen . 

2 2 1 D  	 T&A HANDBOOK AMENDMENTS : Til i s  includes Page Con trol Ch arts  

and NFC transmi tt al s .  ( Til i s  ma te ri a l  may be kep t  in a 

b i nde r .  ) -z_ YEAR S OLD 
DESTROY WHEN -

2 2 2  OFFICE HOURS - HOLIDAYS - NONWORK DAYS : 

DESTROY WHEN _L_YEAR S OLD 

http:Ai:r'.IN


R'E'FAIH J FYe , _ DESTROY 

QUALIFICATIONS 

R E•Arn 011e F'r'. 

RETArn 3 i;vs . 

.R-E'fAIN one F y .  

( NAME HEADQUARTERS 

LOCATION) :  

except �/\Hl 2 FYs . 

R HI 2 FY-s . 

WHEN-3__ YEARS OLD 

DESTROY WHEN _ YEAR S Ol. 

forms to be f i led i n  the positi on i nd i cated . 
DESTROY WHEN-3_ YEARS OLD 

DESTROY WHEN J__ YEAR S OLD 

20  


EMPLOYMENT OF PERSONNEL : 

2 JOA EMPLOYMENT RESTR ICTIONS AND FOR EMPLOYMENT : 

( Excep t  Commi t teemen) 
f D 

2 30Al - CIVIL SERVICE AUTHORITIES : Th i s  includes the fol lowing 

POS ITION l :  SF- 39 , " Ce r t i f i cation Fo rm . "  

POS ITION 3 :  CSC Fo rms 303 ,  "Au thori ty to Effect 

Temporary Appo i ntment . "  

2 30B EMPLOYMENT - FUNCTIONS - SE PARATION OF COMMITTEEMEN : 

2 30Bl  - OF COUNTY OR AREA COMMITTEE OR COUNTY 

U s e  a sep arate case fo l der for each 

commi t tee to contain a l l  ma teri al  on a g iven comm i t tee 

OPF ma te r i a l . 
- r 

DESTROY WHEN_2=._YEAR S OLD 
2 3082 FmHA COMMITTEE AND OTHER EMP LOYEE CEILING : ( A l so -

to be used for Commi tteemen roste r  or  l isti n gs .  ) 

DESTROY WHEN _.2.._YEAR S OLD 



JlETAIH 2 F"k .  

��TAIN 2 F Ys 

I NQU IR IES : 

RE:T,l\Hl efle Y-
WHEN J 1 70 ,  FED  

EMPLOYMENT , "  1 7 1 ,  

QUALIFICATIONS 

Pa&n.rn efte fY . 

R'!TAIN 2 P f§ . 

ag:PAIH ! P I s 

.R:B'fAIH 2 P''fs . 

ftf: IAil4 ! f'Ys . 

'fAHI § FY:! . 

AD- 3 3 7 ,  

RE'fJll:IN one F l .  

DESTROY WHEN ----

DESTROY YEARS OLD 

2 30C APPL ICANT SU PPLY S YSTEM ( GENERAL ) :  

\.. 2 1  

( Keep Forms FmHA 2 30- 1 ,  

"App l i cant Record Card , "  in card boxe s prov i d e d  for that 

RETAIN onl y p rovi ded i n  F PM Chap t e r  333-A- 4 .  ) 
l.- YEAR S  OLD

pu rpo se . as 
-

2 30Cl - RECRU ITING L I ST :  

2 30C2 - " I NFORMAL" APPLICATIONS OR JOB VACANCY 

( I f SF- 1 70 or S F- 1 7 1 i s  re c e i ved , re f i l e app l i cabl e 

mater i a l under con tro l  code 2 30C3 . )  

"APPL ICAT ION S  FOR 2 30C3 - STANDARD FORMS 

AND STANDARD FORMS " PERSONAL 

STATEMENT" : Arrange on A- Z name basi s .  

Federal Pe r sonne l Manual ( FPM) Chap ter 333  prescribes  

re tention and d i spo s i t i on req u i remen ts for  SF- 1 70 s  and 

S F- 1 7 l s  ke p t  in " app l i cant supp l y  system" f i l e .  

EMPLOYMENT OF HANDICAPPED PERSONS : 
DESTROY WHEN_}_ YEAR S OL D 

PROCESS ING PERSONNEL ACT IONS UNDER MODE SYSTEM : 

( Exc ludes  "mass" ch ange s  . )  
DESTROY WHEN___2...,,_YEAR S OLD 

2 30E1 - MEMORANDUM "MASS" CHANGE ACTIONS UNDER MODE : 

. 

2 30E2 - PERSONNEL ACTION JOURNAL RECORDS : 

2 30E2A - JOURNAL RECORDS FOR COMMITTEEMEN : 

2 30E2B - JOURNAL RECORDS FOR OTHER THAN COMMITTEEME N :  

DESTROY WHEN  YEARS OLD 

2 30E3 -- MODE TRANSMITTAL FORMS AD- 4 3 1  and AD- 494 : 

DESTROY WHEN_f_ YEARS OLD 

2 '30 D  
- r  2 JOE 



SOURCE MATER IALS ON QUAL IFICATIONS : RE'Y'AIH 3 '-s . 
_d__ 

RE'fl\:IN :3 Fis . 

R!'fAIM 3 P'fs. 

RETAitJ Oiie rv . 

R&TArn 2 PYs . 

REDUCTION IN FQRCE SYSTEM : 

RE'f'AIN 2 FYe . 

( GENERAL ) : RS'fAIM  FYs . 
'2. :YEARS 

.BETtr.Hl 2 P\'s . 

ftf'fAIN one F t. 

( NONFEDERAL) RE IM one fi'\'. 
WHEN_j__ 

NORMAN , Rl"fA:lN '.3 F t s .  

eEJA HJ 3 FVs-. 

( GENERAL) : Rl!!'fA:IN 3 F YS"". 

&STAIN 3 F¥s . 

DESTROY WHEN YEARS OLD 

DESTROY WHEN-3___ YEARS OLD 

for and t ransfer o f  0PF 1 s .  
DESTROY WHEN_ YEAR S OLD 

24 
DESTROY WHEN OLD 

- --- DESTROY WHEN-l__YEARS OLD 

2 2  


2 30F 

230G SPECIAL YOUTH "OPPORTUNITY" PROGRAMS : 

2 3 1  PROBATIONARY EVALUATION PERIOD : 
DESTROY WHEN YEAR S OLD 

2 3 2  OFFICIAL PERSONNEL FOLDER SYSTEMS RECORDS : Inc ludes  reque s t  

I 
MILITARY SERVICE AND VETERAN ' S  PREFERENCE : 2 3 7  

DESTROY 	WHEN 2..... YEARS OLD2 39 AND REAS S IGNMENT Th i s  includes ma t t e rs 

on compe ti tive areas and l eve l s .  R e ten t i on Regi s te rs and 

Re emp l oymen t Prio ri ty Li s t s . DESTROY 2 FYs af ter regi s ter o r  

l i s t  i s  no l onge r  app l i cab l e .  Other " 2 39" ma terial  
DESTROY WHEN "2- YEARS OLD 

EMPLOYEE TRAINING AND DEVELOPMENT 

2 40A ·• FmHA IN- SERVICE TRAIN ING AND DEVELOPMENT : 

2 408 NON- FmHA IN- SERVICE TRAINING AND DEVELOPMENT : 

2 40C OUTS IDE 
DESTROY WHEN _j___YEAR S  OLD 

TRAINING AND DEVELOPMENT : 
DESTROY YEARS OLD 

- .-
2 40D 

240E 

TRAINING CENTER - OKLAHOMA : 
DESTROY WHEN _3_.YgARS OLQ 

COST DATA AND STATISTICS ON " PE" TRAINING : Th (s may include 

cop i e s  o f  Forms AD- 28 1  , "Reque s t ,  Authori z a t i on ,  and Record 

o f  Training , "  Fo rm AD- 2 8 1 A ,  "Canc e l l  a t io n  o f  Reque s t  

Author i zat i on and Record of  Tra i n i  ng . 1 1  

STANOARDS OF PERFORMANCE AND RATING PROGRAM 

- - -- - ·-

l r> 

DESTROY WHEN 3---YEA u c: 01 D 
2 J4 	 APPEALS - COMMITTEE AND BOARD REVIEWS : Th i s  inc l udes proce s s ing 

adve rse  dec i s ion appeal no t i ces . 



( fo l l owed by n  RETAii  

RETAIM 3 F'Cs . 

GENERAL ) : 

P..i'PAIU 3 P f! .  

RK'FAIU 3 FY&• 

ft!TAl" ' PYs . 

-ft!T�IN 3 rts . 

QUALITY i.i:T:\Uf 3 FY&.. 

( GENERAL) : aE'fAI!4 2 F'ls . 

AS SOCIATION S UPERVISOR ES�Attt1 P' t'f:-
( GENERAL ) : RE'flzHf one Ft , "s YEAR 

( GENERAL ) : RET&.:Hl one fl'. 

AD- 2 78,  

-Re:'fkIM one FY . 

aETUtl one F'i. 

RSTAIN oRe F� 

3 FYs  after  

23  

APP EAL OF name ) :  254A -

the end of the FY in  wh i ch the l as t  documen t wa s 

p roces sed . 

2 6  

_ ,,.  2 7  

2 8  

259 STATISTICAL REPORTS ON OUTSTANDING RATING : 
DESTROY WHEN YEAR S OLD 

EMPLOYEE RELATIONS AND SERVICES : Inc ludes career counse l i ng and 

l ega l a s s i s  tance ava i lable to emp l oyee s  genera l l y  and f und rai s i ng .  

DESTROY WHEN_3__YEAR S OLD 

263 INCENTIVE AWARDS PROGRAM ( Thi s  includes annu a l  

2 6 7  

repo rts  o n  award s app roved . 

2 6 3A SPECIAL ACH IEVEMENT - CASH AWARDS : 

2638  S PECIAL ACH IEVEMENT - HONORARY AWARDS : 

2 6 3 8 1  - CAREER SERVICE AWARDS : Th i s  inc ludes  l ength-o f-

service  ros ters  and l i s ts  . 

2 6 3C WITH IN- GRADE SALARY I NCREASES : 

2 6 7A 

EMPLOYEE RELATIONS AND REPRESENTATION 

OF COUNTY YEA R S  OLD 

DESTROY WHEN YEARS OLD
LEAVE Includes annua l  l eave s chedu l e s  . OLD

DESTROY WHEN-I--

SAFETY AND INJURY COMPENSATION 
DESTROY WHEN_l_ YEAR S OLD 

280 ACCIDENT PR EVENTION - SAFETY PROGRAMS AND PROMOTION : RETAIN one 

2 80A - SAFETY COUNCILS AND COMMITTEES : ( Membe rsh i p  , de s i gnat ions , 

and func t ions ) RETAIN current l i s t ing . 

2 808 FORMS " SUPERVISOR '  S REPORT OF ACCI DENT" : 

( Ori ginating o f f i c e  copy) 

2 80C RE PORTS ON SAFETY PROGRAM : 

285 EMPLOYEE INJURY COMPENSATION : 

FY . 



(GENERAL) : R 'fklM 03 F ls •  

It8TAUI 2 ¥¥11 0 

( GENERAL ) : RETAIN 2 F t s .  

Appl i cant/Borrower 

,3 YEAR S OLD 

4 - P ROG RAM OP E RAT IONS 

29 RETIREMENT AND INSURANCE 
DESTROY WHEN -

290 RETI REMENT PROGRAM : Th i s  includes re t i rement couns e l ing . 

RETAIN 3 FYs . 

294 HEALTH INSURANCE PROGRAM : Th i s  i nc lude s l a te s t  d e s i gna tions 

of hea l th bene f i t  certi fying o f f icers and counselor s  . 

o ther ma ter i al ,  DESTROY WHEN  

294A RECORD COPY - EACH AVAILABLE PLAN : 

24 

1 FINANCE OFFICE COMPUTER PRINTOUT REPORTS : 

Any 

YEAR S OLD 

RETAIN cu rrent 

b rochu res . 

Compu ter repor t s  in the 

300 seri e s  may be main tained : ( 1 )  in the " 3 "  s e ri es o f  the operational 

f i l es ,  u s ing the f i rs t  three digi ts  o f  the repo rt number as  the F i l e  

Code and the fu l l  numb er and subj ec t o f  the report as  the Subj ec t 

Head i ng ( EXAMPLE : "389 - Form FmHA 389- 6 ,  ' Report o f  Loans Made' " )  ; 

( 2 ) by subj e c t  in th e "O" , " l " ,  " 2" , or " 4" s e r i e s  o f  the operat ional 

f i l e s ; or ( 3 ) in any manner tha t b e s t  s e rves the nee d s  of the S t a te 

O f f i c e , unl e s s  otherwi s e  requ i red by FmHA ins tru c ti ons . After the 
- rr  report has se rved i ts pu rpose ,  upon concurrence o f  the primary u s er ( s )  , 

I t  may b e  d e s troyed . In any even t ,  the repor t should  no t b e  retained l onger 

than two f i sc a l  years . 

4A - Ind i vi dua l 


z_ YEARS OLD
DESTROY WHEN -

Case  F i l e  Record s .  

D E STROY one F Y  afte r  the end of the F Y  i n  whi ch the  l as t  documen t 

was p roces sed , EXC E PT those case record s i nvo l vi ng  acqu i red 

p rope r ty i n  Government Inventory wi l l  be D E STROYED one FY 

after t he end of t he FY i n  whi ch t he p rope r ty i s  sol d ,  or one 

FY after  the end of the FY i n  whi ch the l as t  documen t  was p rocessed , 

wh i chever i s  l ater .  



- --

Appl i cant/Bor rower 

RRC, 

r' 
RE'fAIN 5 FY's . WHEN  

RE'J:Htl 7 F'i'  

( G E N E RAL ) :  RETAIN 3 F' r s .  

DESTROY WHEN _3__ YEARS OLD 

STATE GOVERNMENT MANAGEMENT OF '. PL- 499 FUNDS : 

Insert  in the b l ank space the abbrevi a t io n  o f  app l i c ab l e  
YEAR S  OLD

S tate . DESTROY 

CIVIL RIGHTS COMPLIANCE BY RECE I PI ENTS OF FmHA PROGRAM 

ASSI STANCE : Includes comp l i ance review repo r t s  covered by 

FmHA Ins truc t ion 400 . 2 .  
_]__DESTROY WHEN YEARS OLD 

LOAN D I SBURS I NG SYSTEM 

Assoc i  a t i on Case F i  l e  Records .  

2 5  


48 -

D E STROY 3 FYs after f i na l  i nspec t i on ;  records i n i t i a ted after 

f i na l  i nspec t i on D ESTROY 3 FYs af ter the end of the FY  i n  wh i ch 

i n i t i ated , EXCEPT as fol l ows : ( l ) D E STROY rej ected o r  wi thd rawn 

app l i cat i ons and/or  rel  ated cor respondence - 3 FYs  after  the end 

of the FY i n  wh i ch the l as t  document was p roces sed .  ( 2 )  D ESTROY 

a l l p re l i mi nary b l uep r i nts and/or  drawi ngs upon app rova l of the 

f i na l  set . ( 3 )  Comp rehen s i ve P l ann i ng G rant  and Deve l opment 

G rant  records may be D ESTROYE D  th ree FYs  after the end of the FY 

i n  wh i ch the l as t  document  was p rocessed .  ( 4 )  A l  l other 48 

records wi l l  be D ESTROYED one FY after  the  end of the FY i n  

wh i ch the l as t  document was p roces sed . 

400A 

4008 

400C 



R'ETAIM 3 F t s .  

RE't'Wrn Olie H .  

RJi.E'P"flll*'I..,tlll"Q -:on:;.e F'°'Yr. I WHEN_j__ 
(WO) RBlf:A:HI 2 P\'s . 

(WO ) :  RH11\II� 2 FYs . 

(WO) : RWAHI  f'i's . 

(WO) : lti'R\IN 2 FYe . 

�uA1Itt 2 lfYs . 

VISITS , 

RBW.IU one F¥.-

-RE'fl:Hl  P'ts .  

406 - 6 ,  

liilET° rn ' r i s .  WHEN..3 

DESTROY WHEN_ YEARS OLD 

DESTROY YEARS OLD 
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40 1 	 OPERATIONS REVIEW : May u s e  code in "49" seri e s  i f  kep t 

by County Of fice  uni t .   
· 

40 2 	 SUPERVISED BANK ACCOUNT SYSTEM : Th i s  inc ludes  bank designations 

for depo si t of loan checks . RETAIN al l d e s i gnations in force . 

I YEARS OLD 
Other ma terial  DESTROY WHEN -

405 	 COUNTY OFFICE MANAGEMENT SYSTEM : Th i s  inc ludes "Case 

Cl ass  l fi  ca  ti on" sys t em. 


406 WORK ORGANIZATION GENERAL : 


DESTROY WHEN _2,.,._YEARS OLD 

406A - STATE OFF I CE  

P OS IT I ON - Annua l P l an of Work 

P OS ITION  3 - Mon th l y  C a l end a r  of Work 

4068 - D I STRICT D I RECTORS 

P OS ITION  1 - Annua l P l an of Work 

P OS ITION  3 - Mon t h l y C a l enda r  of Work 

406C 

_ ,.. 
406D 

406E 

406F 

406G 

COUNTY OFFICE 

ANNUAL EVALUATION DISCUSSIONS WITH DI STRICT DIRECTORS : 

NOTICE OF RESERVATIONS AND CANCELLATION THEREOF : 

Limi ted to pe rsonnel of  National O f f i c e ,  Finance Of f i c e ,  

and other agencies  . 

DEST!l OY WHEN__)_YEA S OLD 
NA"'IONAL OFFICE TR IP REPORTS : 

DESTROY WHEN YEAR S OLD 
F ORMS FmHA "REPORT O F  OMA ' S  COUNTY OFFICE REV I EW" : 

( May use code in "49" seri es  i f  kep t by County Office  Uni t  . )  

DES"fROY YEARS OLD 



R:ETAHl 3 F'ts 

l\!!;TAlN J F'l's . 

�eTAHI J EYs 0 

APP L I CAT IONS , 

REf" ;U.  F" y . H TS . 

iTAIN  FYs .  

INQU I R IE S ,  ( G E N E RAL ) :  TAIN 2 FVs .  

( GENERAL ) : · RBl'AIH 2 Ji f S . 

4 2 2  A P PRA I S ALS : R.ET\1!4 2 Fi s . 

4 2 2-5 , 

R E'[AIN 3 P t s . 

( G E N E RAL ) :  
t¥nr""con s t ruc t i on 

sa t i s f i ,." Otther "RET.0 UI 2 E . 

l':"f.Ti'tHl 2 fYS". 

4 2 4 8  RURAL H OU S I NG :  '1.iTA HI 2 FYs .. 

.f4.hTAHI 2 fY• , 

DESTROY WHEN _-3.__ YEARS OLD 

RURAL DEVEL OPME NT DETERM INAT I ON S . F O R  8& I :  
DESTROY WHEN-3_ YEAR S OLD RE CE I V I NG AND PROCE S S ING : Thi s i nc l udes genera l  

t . 1 l DESTROY WHEN YEARS OLf) ma e r 1 a on 

CRED IT REPORTS : 

DESTROY 

424 

DESTROY WHEN __kYEA  S m:o 
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'•O H  S U B D I  V I S I ON O f' COUNT I E S  : ( F· • r  p r o g r a m  adm i n i s  tration) 

Th l s  con t rol cod e i s  to be u s e d  only b y  Ala ska , Pue rto R i co 

nncl t h e  Virgin Islan d s .  o r  longer u pon determination 

o f  p rimn ry user . DESTROY WHEN _,,.1_YEARS OLD 

RllHAL DEV ELO PMENT : 

consis ten t wi t h  on- R o l n g  r u r al 

( Th i s  c o d e  m ay be 

developm e nt programs . )  

subdivide d  

409A - GHATU ITOUS S ER V  l C E  AGRE EMENTS :  3 f'Ys a fter 

te rmination of ag r e ement . 

4098 

4 1 0 

4 1  0A 

4 1  08 CONG RESS IONAL 


C- yEARS OLD
R EAL PROPERTY DESTR OY WHEN -

_ .. 
4 2 2A VA L U E  DETEHM I NATI ON CIU TER J A  AND FORMS f'mHA 

3 YEAR S OLDWHEN -" A P PR A I  SAL l{ E V I EW" : 

CONSTRUCT ION - D EVELOPME NT - REPA I R  Inc l  udes 

con s t ruct i on comp l a i nt s .  comp l a i nts 2 FYs 
after  comp l a i nt i s  ma ter i a l  ,
F i l e  codes 424A , 4248 , and 424C may be subd i vi ded cons i s tent 
wi th  the need i n  each State Off i ce to  segregate mate r i a l  such 
as "mob i l e  homes , "  "manu factu red homes , "  "modu l a r _b.Qmes , "  etc .  

4 2 4A FARMER PROGHAMS : 

4 2 4C COMM U N I TY PROGRAMS : 

4 2 4 0  DAV I S - BACON ACT LAB O R  

COMPL IANCE W I TH C I V I L  

R E Q U I REMENTS , ND NOND I S CR I M I NAT ION 

R I GHTS ACT : Div ide folder as follows : 



R 'fj\fl4 J !"{� . 

IH!JTAHI 2 FYs . 2...-

subd i vi s i on. ) 

J'A HI ene F¥ . DESTROY WHEN_, _YEARS OLD 

( GENERAL) : R l'.1'fi'tll4 one l"'t .- / 
__I_ 

RETAHl 3 F't's . 

RETAIN al l desi gnations , i ndemn i f i cat i on 

( GENERAL ) : R Arn 2 FY s .  

R TAI  2 FY! a 

( G E NERAL) : R"ETArn 2 f'fs  

RE PORTS , RETAIN 2 FYs.,,.. 

DESTROY WHEN _3_ YEARS OLD 

DESTROY WHEN 

DESTROY WHEN YEARS OLD 
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POSIT I ON 1 :  G e ne r a l  m. i t e d  •l  . 

POSITION 3 :  Li s t of sub j e c t  to l abor con trac tors 

compliance repor t s. RETAIN current l is t .  

4 2 4 1> 1  - LABOH COMPLI ANCE REPORTS: 
YEAR S OLD 

424E SUBD I V I S ION  ACCEPTANCE : 
 ( Separate fol ders may be es tab l i shed 
for each Des t roy upon p r i o r  approva l  of 
the Nat i ona l  Off i ce.  

REAL - PROPERTY TAX SERV I C I NG ( GENERAL )  : May b e  b roken d own 

between Hural Housing and Fa nner Programs i f  deemed neces sary . 

4 2 6  REAL PROPERTY INSURANCE 

4 2 C1 A  PROPERTY INSURANCE ( NATI ONAL FLOOD I NSURANCE ) :  Th i s  

i ncludes 	 all ma ter i a l  pertai ning to d e s  i gnated areas 

el i g i ble 	 for No t i onal Flood Insurance . May be sub d i v i d e d  

by a rea or d i s t r i c t ,  as needed . Dest roy 2 FYs after  mater i a l 
and des i gna t i ons  have been superseded or  termi nated . 

MASTER I NSURANCE POL I CY: = one FY a fte r expir ation 

o f  policy . 

- -- 4 2 7  T I TLE CLEARANCE AND LOAN CLOSING ( GENERAL ) :  

DESTROY WHEN..3 YEARS m D
427A 	 D E S IGNAT I ONS OF T ITLE ATTO RNEYS AND T ITL E I NSUR"Al'TC"E 

COMPAN IES : current 
ag reemen ts--t i t l e  i nsu rance compan i es ,  and Forms FmHA 427- 1 4 ,  

1 1Ag reement to P rovi de Loan C l os i ng Servi ces , 1 1  and D ESTROY 
termi na ted des i gnat i ons  and ag reemen ts  one f i sca l year after  
termi nat i on .  

'• I PLANN I NG AN[) SU PERVISION 	 DESTROY WHEN '2..- YEARS OLD 

4 WA PLANNING AND SU PERVISION - IND I V l  DUALS ( GENERAL ) :  

Inc l ude and reta i n cu r ren t approved Key F arm and F i nanc i a l  

Management prac t i ces . Othe r  ma ter i a l , 

4 10 B  PLANNING AND SUPERV I S I ON-ASSOC IATIONS/ORGANIZATIONS 

4 10Bl - All U ITS AND ANALYSIS ( GENERAL )  : 



( GENERAL ) : RS'FAIN ) F'rs . 

Ft6TAIN 3 PY�. 

( GENERAL) : 'R'S'l?AHI 3 f¥ii 

FYND ANALXSlS (GENER AL} : 

R�Am rn 1e F Y . 

443- 1 2 ,  

R.AlE'AHi one P¥. 

44 1-7 , 

R.eTArn one FY . 

449-3 1 ,  

Rf:TAII� 3 F Y's . 

44 2 - 1 4 ,  

RETAHl 3 F'fs-. 

REIAIN one FY . 

DESTROY WHEN  YEARS OLD 

the 440C se r i es .  DESTROY WHEN_J__YEAR S  OLD 

un i t  off i ce .  DESTR OY WHEN3-YEAR S OLD 
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4 4  l .OAN AND c :RANT MAKI NG ANO DOCKET PI OCESS ING 

AND HOMESTEAD ENTRYMEN4 40A R ECLAMATION PROJ ECT FAMILI ES 

LOAN ASS I STANCE : I 

4408 LOAN AS S I STANCE TO I NDIANS 

440C Fund Ana l ys i s  forms i n  t h e  

4 40 s e r i  e s  w i l l be f i  l ed i n  t h e  app l  i c ab l e  4A o r  4B 

c n s c  fo l d e r  o r  u nd e r  the n p p l i c ab l e  con tro l code i n  

4 40Cl 	 FORMS FmHA " FARM OWNERSH I P  AND IND I V I DUAL 

SOIL  AND WATER FUND ANALYS I S  " : May u s e  a s e p a r a t e  

f o l d e r  for  each d i s t r i c t ,  c o un t y ,  o r  un i t  o f f i c e ; 

and , i f  d e s i re d , subd i v i d e  i n s t r umen t s  wi t h i n  e ach 

f o l d e r  by l o an type . 

-

440C2  - FORMS FmHA "OL - EM AND OTH E R  CRED IT ANALYS I S " :  

May use separate fo l de r  f o r  each d i s t r i c t , county o r  

uni t off i ce .  

440C3 - F O RMS FmHA "EMERGENCY L I VE STOCK L OAN ANALYS I S " :  

May u s e  sepa rate  fo lder  for  each d i s t r i c t ,  county or  

- --

440C4 - FORMS FmH A " ASSOC I AT I ON PROJ ECT FUND ANALYS I S  " : 

Moy u s e  s e p a r a t e  fo l d e r  fo r e a ch d i s t r i c t ,  coun ty o r  

u n i l o f f i ce , and , i f  d e s i red , s u bd i v i d e  i n s t rume n t s  

wi t h i n  e n ch fo l rl e r  by l o an o r  g r a n t  type . 
DESTROY WHEN-3__ YF. A11 S m D 

440C 5 SECTIONS 502  AN D  503  " HOUS ING FUND ANALYS I S  " FORM-

FmHA 4 44- 2 :  


May u s e  a sepa r a t e  fo l d e r  for e ach d i s t r i c t ,  coun t y ,  


o r  u n i t o f f i c e , and , i f  d e s i re d , s u bd i v i de i n s t rumen t s  


wi th in  e ach fo l d e r  by l o an type . 

DESTROY WHEN__/_YEARS OLD 



...RETl!;I  one F r:  

5 1 4, 

RE-IF iit' F't'. 

( ASSOC IAT IONS' 
ORGAN IZATIONS ) :  RETAIN J FY! • 

Rl!ii:P:rn ) Flf.&. ) 

RfTArn 3 -rvs. 
RS:rArn 3 P\'s . 

RµAitl l iY& . 

RE.+AIN 2 F'ts . 2 
RF.XAUI 2 F'fs. 

( G ENERAL ) : 
TA HI  FYs 

IUiTAHl 2 f'\'s . 

440C6 - SECTI ON 504 HOUS l NG FUND ANALYS I S  FORMS FmHA 444- 2 :  

May u s e  a separa te fo l d  r for e ach d i s t r i c t ,  cou n t y ,  

o r  un i t  o f f i ce  • DESTROY WHEN_L YEARS OLD 
440C7  - SECTIONS 5 1 5  and 5 1 6  HOUS I NG FUND ANALYS I S  FORMS 

FmHA 4 4 4- 5 :  

wi thin  each fo l d e r  by l o an o r  grant t yp e .  

DESTROY WHEN_d_ YEARS OLD 

442 
• 

:DESTROY WHEN '2,_. YEARS OLD 

DESTROY WHEN  YEARS OLD 
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May u s e  a s e p a r a t e  fol d e r  f o r  e ach d i s t r i c t ,  coun t y ,  

o r  uni t o f f i c e , and , i f  d e s i red , subd i v i d e i ns t rumen t s  

DESTROY WHE
4400 - STATUS CONTROL SYSTEM F OR AP P L ICAT IONS  


YEAR s OLD 

.DESTROY WHEN_.3.._YEARS OLD 
( Keep Forms FmHA 440-36 ,  As'soc i at i on or Organ i za t i on Act i v-i t y  
Card , "  i n  card f i l e .  RETA IN 1 0  FYs  after  t he end of t he F Y  
i n  wh i ch the l oan i s  p a i d  i n  fu l l o r  otherwi se  s a t i sf i ed 
EXCEPT when app l i ca t i on has  been rej ected or  wi thdrawn , or  
j ur i sd i c t i on has been rel i nqu i s hed , and the  app l i cant has  
not  reapp l i ed for  ass i s tance , 

4400 1 - ASSOC IAT ION  OR  O RGAN I ZAT ION  ACT I V ITY EPORT:  Subd i v i de 
by Congres s i ona l D i s t r i c t .  ( Forms FmHA 440-48 , "Assoc i at i on 
or Organ i za t i on Ac t i vi t y Report , "  wi l l  be f i l ed i n  the 
"4B "  case 	fol ders . )  

440E TRUTH IN LENDING : 

- ... 1+4 1  OPERATI NG AND EMEltGENCY LOAN PROGRAMS : 

DESTROY WHEN YEARS OLD 
44 1 A  OPERAT I NG LOANS : 

4 4 1 R EMERGENCY LOANS : 

441 8 1  	 EM LOAN AREA D E S IGNAT IONS : Th i s  i nc l  udes 
recorrrnenda t i ons and Form FmHA 441 -27 , "Report 
of Na tu ra l Di saster . "  Use sep a rate  fol der  for 
each D i saster Des i gnat i on number or each coun t y .  
RETA I N  2 FYs after  FY  i n  wh i ch "f i na l "  " Report of 
EM Loan App l i cat i on" i s  made.  

ASSOC IAT ION  ANO . ORGAN IZAT ION LOAN ANO G RANT P ROG RAMS 


4 4 2 A  DOMESTIC WATER AND WASTE D I S PO.:iAL SYSTEMS : 

442A l - COMPREHENS IVE  A REA P LANS FOR  WATER  ANO SEWE R :  
RETA I N  for a per i od to be determi ned b y  the Ch i ef ,  

Corrrnun i ty Servi ces , 
 or  2 FYs , wh i cheve r i s  l ate r .  




RETA IN 2 Evs, 

RiTHM a FY11, 

RETAIN 2 ' FYs . 

RE'fAIH Z P'l's . 

( EDA) 

QUAL IF I ED 

IRR IGATION ,  DRAI NAGE , 

RetAIN 2 Ffs . 

o:R:E'fJ\:tN 2 F'{s , 

ftE'fr\HI a FY& . 

nt::'fAJ 1� 2 FVS . 

R!T�IN Z f t S .  

( fo l l owed b y  
two 

termi nat i 5n"of/ op t i on ( s } ,  

Ktl'fAIH 2 FY' .-

RE'f'Am 2 F'(s. 

1\-K'J:AIN 2 FY11-44 lD 

• 3 1 

4 4 l R  TIMBER DEVELOPMEN T :  


4 4 2 C SH I FT I N  LAND USE TYPE AS SOCIATION S  ( GENERAL ) : 


44 2Cl - GRAZING AS SOC IATIONS : 

442C2  - RECREATION ASSOC IATIONS : 

4 4 2 D  ECONOMIC DEVELOPMENT ADM I N I S TRATION DES IGNATED 

AREAS : Des i gnat i ons for Wa ter and Sewer 

P roj ect Federa l Ass i s t ance.  RETA I N  a l l c urrent des i gna-

t i ons and D ESTROY a l l termi nated , cance l ed ,  or wi thdrawn 

des i gnat i ons . 

4 4 2 E  	 AND OTHER SOIL AND WATER CONSERVATION -

TYPE ASSOCIATIONS : 

44 2 F  COMMUNI TY FACI L I TI E S : 

1, 4 zc  INDUSTRIAL DEVELOPMENT GRANTS : 

4 4 .  - FARM OWNERSHIP AND SOI L  AND WATER LOAN PROGRAMS ( GENERAL ) : 
_ .. 

DESTROY WHEN____k_ YEAR S  OLD 

4 4 3A 	 FARM OWNERSH I P  LOANS : Th i s  includes gene r a l  ma t e r i a l  on 

land subd i v i s ion s e rv i ce s .  U s e  con tro l code 44 3Al for  

ind i vidual  l end subd i v i s i on c a s e s .  

443A l - SUBD IV IS IO N  CASE O N  name o f  fa rm o r  
t rac t ) :  FYs after  the acceptance or 

or  2 FYs  after  date of 
l as t  documen t ,  wh i chever i s  l a te r .  

4 4  I R  SO I L  AND WATER LOANS : 


4 4  \C LAN O CONSERVAT I ON DEVELOPMENT LOAN : Appa l ach i an S t a t e s  


RECREATION LOANS : 



RffFAHl 2 FYs . 

M:'f'Arn z fi' t's .  

R�A:rn 2 P't's . 

Rl!:TAHI 2 FYs-. 

RE'fAm z PY . 

Rfi'fAIN 2 FYs . 

ii: TA IN Z: P' l s .  

R rn 2 F V s . 

RE IAi!�  P' t s . 

INEL I G I B L E ,  

�'FAHi 2 FYs . 

RB=i¥cl   PYs . 

( GENERAL ) : Df!'fAIN 2 f e"S"; 

R E PORTS ) : 

�Arn w1ti  

RE'fAIN 2: PYs . 

R 'f'AIN 2 PYs . 

TAIN 2 F V s .  

-Rl!:TAHI 2 FY& , 

RJ::TAUI 2 fYs 

446 

DESTROY WHEN YEAR S OLD 

DESTROY WHEN 

4 4 1) 

32
• 

'•'•4 R U l l A L  l l UUS I NG LOAN 1-'KOC;RAM ( G W ERAL ) :  
DESTROY WHEN 2-- YEARS OLD 

4 4 4 A  MUTUAL S E L F- H E L P  l l OU S I NG PROGRAM : 


4 4 4 A  FAHM LABOR l lO U S I N\. PHOG R AM : 


444C RURAL RENTAL HOU S I NG PROGllAM :  


4 4 4 C l  - RURAL RENTAL HOU S I NG ( ORGAN I ZATION ) :  

4 4 4 D  RURAL COO PERAT I VE HOU S I NG PROGRAM : 

4 4 4E RURAL HOU S ING S I  TE PROGRAM : 

4 4 4 F  CON DITIONAL COMM I TMENTS FOR RURAL HOUS ING LOAN S  : 

4 4 4 G  S E L F- HELP TECH N I CAL A S S I STANCE : 

4 4 4 1 1  S U S PENDED O R  DEBARRED PERSONS DEAL I NG W I TH 

RH APPLI CANTS OR PART I C I PANTS : RETAIN c u r rent l i s t i ng 

and any supp l emen ts the r e to onl y .  

4 4 4 I  INTEREST CRE DIT A S S I STANCE : 

RESOURCE CON SERVATION AND DEVELOPMENT 

4 4  7 WATERS l l E D  LOAN PROGRAM 

LOAN PROGRAM : 

- .- 2.,_ YEAR S OLD 
4 4 7 A  WATER SHED WORK PLANS ( SCS RETAIN on e copy 

o f  each pub l i shed wo rk p l an repo r t . 

4 4  7 D  LEGAL CODES AND ACTS : Th i s  i nc l u d e s  l eg a l  c o d e s  and ac t s  

p e r t a i n i n g on l y  t o  wa t e r s hed p ro g  ram. {)e , Wlttu1 
s up e r s eded . 

G l l AR ANTEED LOAN PROGRAM : DESTROY WHEN 2- YEAR S OLD 

4 4 CJ A  BUS I N E S S  AN D I N DU S TR I AL LOAN PROGR AM : 

449Al  - B& I LOAN SERV IC ING : 

4 4 <l R  FARMER PROGRAMS : 

4 4 9 C  COMMUN ITY S ER V I C E S  : 



RE'f'iUN one fi'T". 
WHEN _l_YEAR S 

R�Am 3 P' I s .  

( GENERAL) : 

R.e'fl\IN 3 Ji Y 

4 5 1 - 1 ,  

REi'AII� 2 F f s .  

4 5 1 - 2 ,  RHIB4Y A t,qLo 
R rn 2 FYs . 

P\tTl\11'4 3 P''l's . 

4 5 6 - 1 , 

R.EJA HI e11c FY. 

RE'fAIU 

l_O R I S  _Q_IS__ Jl-:H t_;_LQLF [ j:H 
f11 P:lecJ 

 

DESTROY OLD 

DESTROY WHEN-3._ YEARS OLD 
4 5 1  

DESTROY WHEN  YEAR S OLD 

p a p e r  wa s p r e pa r e d  o r  p r o c e s s e d . 

L IMITATION : 

PAYMENTS 

33  

4 r, ACCOUNT S EH V I C l NC. :  

4 'iOA 	 BOR R OWER ADDRESS ES : May include Form FmHA 450- 6 '· 

" No t i ce o f  Transmi t t a l  o f  Form FmHA 4 5 0- 5 . "  Use 

cxfstinR " 4A" o r  " 4 B "  i f  any . 

FEDERAL STATUTE S OF4 r> 0 13 

COLLECTI ON PROGRAM AN D  PROCES S ING 

DESTROY WHEN 3 YEARS OLDs .  

4 ') l A FORMS FmHA " ACKNOWLEDGMENT OF CASH PAYMENTS" : 

Kc>q> S t a t e Of f i c c  co py in  rece i p t  hoo k  . VOIDED receipts, 

kcc> p  o r i g i nal nncl copy in rece i p t  book .
DESTROY WHEN '2..

REMI TTANCES" :FORMS FmHA4 5  1 R  " SCH EDULE OF 

DESTROY WHEN __ 
"2.... YEARS OLD 

4 'i l C  TRANSMITTING COLLECTIONS : 

4 ' H D  	 GRADUATION OF BORROWERS TO PR IVATE CRE DIT : May u s e cod e  

in " 49" s e r i e s  i f  ke p t  b y  Coun ty Of f i ce Uni t .  

DESTROY WHEN--3__YEARS OLD 

FHA "APPLICAT ION FOR SETTLEMENT OF4 5 6A -
DESTROY 	WHEN _LYEAR"' OLD 

- r  

456A l -	 FORMS FHA 45 6 - 1  - ONLY ON UNSAT ISF IED ADJUSTMENT AG REEMENTS : 

PROC E S S  ING F ORMS 

INDEBTEDNES S "  : 

Wh e n  a d j u s tme n t  a gre eme n t  h a s  b e e n  pa i d - i n - fu l l  o r  c a n c e l e d  
remove a p p l icab l e  Fo rm FHA 456- 1 a nd r e f i l e  u nd e r  c o n t r o l  
code 456A 2  . 

45 6A 2  - FORMS F HA 456 - 1  , ' ' A PPLICAT ION FOR S ETTLEMENT OF INDEBTEDNES S " :  

one FY a f te r  the y e a r  i n  wh i c h  t h e  l a s t docume n t  or 

-·4 5 6 13  	 P R OC I SS J M-; r l l A  .5 6-2  "CA i\ C E L L\ T I O i\  
01 1 1 1 1  I N D L BT f. D N Es : ·  o n e  1- Y  <1 ft c r  t h e  yec1 r i n  wl1 1 c h  
I he lc1st documen t  o r  p <1per  W d '>  o r  1nocc.., ecJ 



R'f!T>\IN 2 Fis .  

-'.R'E:TA I l'l l F't's . 

i+e:p ·  fN 2 y ' DESTROY A r 

RETAH4 2 FVs . ..., 
WHEN_'--_ YEAR S 

( GE N E RA L )_:_ RiiiWtTH 2 FYs-. 

I A lfl J FYs ., 
WHEN  

iTAUJ 2 f'fs . 

( GENERAL ) : R MAHI 2 fi"fs ..... 

492- 3 ,  " QUARTERLY �lt1�1.;2;.cy s 

----- - - - - ---- -

May use code i n  1 149 1 1  

2..... YEAR S OLD 

DESTROY OLD 

4 7  

OLD 

DESTROY WHEN__._L__ YEAR S OLD 
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4 h  SECUH ITY S ER V I C I NG :  
DESTROY WHEN "2-- YEARS OLD 

460 
- SPEC IAL S E R V I C ING - D E L INQUE NT ANO OTH E R  P ROBLEM L OANS  -

IND  IV IDUAL S :  
 ser i e s  i f  kep t b y  coun ty 

DESTROY WHEN "'l,_: YEARS OLDof f i ce un i t .  

4 6 1  MEMBERSH I P  AND/OR STOCK CERTIFICATES : ( To con tain l i s t ing o f  

c e r t i f i c a te ins t rument s  forme rly main t a i ned by S ta te O f f i c e  

and r e t u rned t o  Coun ty O f f i c e s . ) RETA I N .  

46 2 CllATTEL SECUR ITY SERVICING :  Th i s  incl udes  Fo rms FmHA 455- 15, 

" Repo r t  o f  Inven tory Transac t i ons 

Prope r t y .  ) " s .  

465 - REAL P ROPE RTY SECUR ITY SERV IC ING : 

( Acq u i red FmHA S e cu r i t y  

WHEN -

465A - MANAG EME NT AND D I SPOS ITION  OF ACQU IRED  REAL P RO P E RTY : R ETA I N  2 FYs . 

I NS U R E D  LOA N S - LE NDER R ELAT I ON S H I P  

4 70A L ENDER PAR T I C I PATION AND I NVESTMENT PLEOCE S  : Subd i vi d e  

" b y  name o f  l en d e r i f  d c> s i r e d . R ETA I N  l end e r  " n ame c a s e 

i f  l en d e r  "p l e d g e  " c,on s  t l  t u te s  An ava i l abl e i nv e s tment 

• 
YEAR Scomml tmen l . Other  m a te r  i a1, 

DESTROY 

- tr 4 7 1  PROCES S I NO I N S U R E D  AS S l GNME NTS : 

4'J . - H E POHTS : R e cu r r i ng repo r t s mny b e  f i l e d i n  the " 4 9 "  s e ri e s by 

the app l i c a b l e  c on t ro l  code o r  by coun ty o f f i ce uni t wh en r e po r t  

pe r t n l ns l o  a p a r t i cu l a r  uni t ,  I nc l ud i ng repo r t s  i n  th e "400" 

s e r l e s pe r t n i n ing to tha t un i t ,  Memo r andum and / o r  one- t ime 

" spec l o l " p ru g rnm r e po r t s  wi l l  be f i  l ed accord i n g  to the r e l a ted 

s u b  j e c t  cod e .  

49 2 COU NTY O F F I C E  R ECURR I NG R E PORTS 

FOH MS FrnHA COU N TY R fP.Fffl¥i9:Y OLD 

.DESTR.oy WHEN I YEAR S OLD 



1 1  

R-E+AHI oRe fY.  

49 2 - 5 ,  RfTArn orre F'r'. 

FmHA4 9 2 - 6 ,  RE IA!N F Y."' 

1 

.a.FTU�I 2 Evs 

RiT4IN 2 PYs . 

" QUARTERL Y  

RET4Hl 3 fi' i S .  

4 9 2 A3 , 
- -- - - -

Rffl'AUJ 3 PY. .  
- - - - --

4 9 2 - 5 , 

2i1'lHU 3 n 

4 9 2 - 6 , 

lffi'fAI!4 J P I § .  

I 

7,  

IU:iT AI H 2 e"s . 

DESTROY WHEN "'2-- YEARS OLD 

FORMS FmH A "ANNUAL SUPPLEMENT TO QUARTE RLY COUNTY R EPORT":  

DESTROY WHEN  YEARS OLD 

DESTROY WHEN  YE ARS OLD 

-

3 5  


49 2 B  FORMS FmH A 1 9 2  /\ "ANNUAL SUPPL  EMENT TO QUARTE RLY COUNTY REPORT" : 

4 9  2 C  

4 9 2 D  

49 2 E  

FORMS 

FORMS 

FORMS 

FrnHA 

FmHA 4 9 2 - 7 

" S E M I ANNUAL COUNTY R EPORT" : 

" COUNTY CAS E LOAD RE PORT" : one 

"RE PORT OF EM LOAN APPL I CAT I ON S "  : 

U s e  s e p u r a t e  f o l d e r  f o r  e a c h  

=one FY a f  t e r  end o f  F Y  

ma d e .  

Di s a s t e r  

i n  wh i c h 

D e s  i gn a t i on Numb e r .  

" F i n a l "  r e p o  r t  i s  

4 9 2 F  TRU TH- I N -LENDING RE PORT : 

4 9 3 STATE O F F I CE RECURR I NG R E PORTS : 
DESTROY WEEN '2.- YEARS OLD 

4 9 3 A  	 FOR MS FmHA l19 2- J ,  COUNTY R E PORTS" - STATE 

S UMMARY : DESTROY WHEN YEARS OLD 

49 r n  

DESTROY \VBEN YEAR S OLD 

_ .. 4 '> H: FORMS Fml lA " S EM IANNUAL COUNTY R E PORTS" - STATE 

DEST;.lOY WHEN _lYEARS OLDS UMMARY : s .  


4'l  I I > FORMS Fm! I A  " COUNTY CASELOAD R E PORT" 
 - STATE SUMMAR Y  : 

4 rn E FORMS Fml lA 4 9 2 - 7 " R E PORT O F  EM LOAN APPL I CATION S" - STATE 

SUMMAR Y :  U s e  c; e p a r a t e fo l d e r  fo r e .J ch D i a s a s te r  De s i gna t i o n  

N u mb e  r .  F Y s  a f t e r  e n d  o f  F Y  i n  wh i ch " F i na l "  repo r t�"!;� 2 

i s  mnd e  . 

49 W FORMS FmH A 4 93- " COLLECT I ON ONLY B ORROWER ACT I V ITY R E PORT; 



sREn1ld not be t e tained 

two f f s c n l  yea r s . 

longer than 

R 'fAIN ? fi' l'S"i' 

!J.fTA IN 2 f¥& 1 

I-l-E'f>\Il� I P' t s .  

R.U'f>\IIQ 2 fol s .  

R-E'fAII� ? f'Ys . 

F A' ' : mon t h l y  

'tr'O ftl!T/\I  

FYO/J.p
s 

t 

FI NANCE O F F I CE R ECURR I NG R E PORTS : 4 9 4  ( Due  to f req uency o f  ch ange , 

t h e 9 e repo r t 9  are no t l i s t ed . )  The s e  repo r t s  may be  f i l e d  in  

the  " 4 9 4" s e r i e s  i n  nume r i c a l  o rder , o r  a s  p r e s c r i bed und e r  

Con t ro l  Cod e  " 3" .  Af t e r  t h e  repo r t  h a s  s e rved i t s p u r p o s e  

u pon concu rrence o f  the p r i mary u s e r ( s) , i t  m a y  be  d e s t royed . 

- r  

In any event , the report  
2- YEARS OLD 

DESTROY WHEN ----

49 5 NATIONAL O F F I C E  R ECURR I NC: R EPORTS ( GEN ERAL ) : 

4 9 5 A  

4 9 5 B  

DESTROY WHEN "2-YEARS OLD 
" CAS ELOAD" R EPORT : 

" U S E  OF LOAN FUNDS" : 

49 '> C " STATUS OF LvAN ACCOUNTS" : 

4CJ 5 E 

4 'Vi F  

" R EAL ESTATE TYPE L l <)U T OAT I O N S  - CUMULATED" : 

" MONTH LY R E PORT OF repo r t s  FY J4f. 
w""'-

" 
s emi annu a l  r c po r t s1 =. . y_, f)w 

" R E POH.T OF LOAN AND GRANT o n ;_, r cATIO N S" : ,�:it�o n t h l y  

r e p u r l s   semi  annual  repo r t s  
w
r,Y s  t>fc/ .

 A ,  




