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TO DISPOSE OF RECORDS 
LEAVE BLANK 

DATE RECEIVED JOB NO. 

(See Instructions on Reverse) 
i4-16TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1 . FROM {AGENCY OR ESTABLISHMENT) 

USDA, Soil Conservation Service In accordance with the provisions of 44 U.S. C. 33030 the dis
posal request, inc luding amendments, is approved except for 
items that may be stamped "disposal not approved" or "with
drawn" in column 10.2. MAJOR SUBDIVISION 

Administrative Services Division 

3. MINOR SUBDIVISION 

Records and Communications Management Branch 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

James S. Bonar 44-73907 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

REQUEST UTHORITY 

I hereby certify that I am authorized to act for th ts agency in matters pertaining to the disposal of the agency's records; that the records proposed for disposal m this Request of  page(s} ore not now needed for the business of this agency or will not be needed ofter the retention periods specified. 

Chief, Records & Comm. Management Br. 
(Date) (Title) 

9.8. DESCRIPTION OF ITEM 7. 10.SAMPLE OR
(With Inclusive Dates or Retention Periods)ITEM NO. ACTION TAKEN JOB NO. 

rhe Woodland records of the Soil Conservation Service 
(RG-114) described herewith are classed as scientific 

records on page 15 of the "Retention Plan for the Records 
of the Soil Conservation Service." NARS Job No. NN-471-1. 

The attachment records created under the 
primary series 

II 

office records indicated as permanent 
be ,to the Archives, Washington, 

DC. These records be every 5 years. 

Attachment Woodland Records Guide 

Retention period shown on the attachment. 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 
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Recurring subjects: 
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Page 1RECORDS GUIDE ---- ------ ---
WOODLAND 

I - -·- ------·-------

j Definition: The records in this category cover the policy, procedures, instructions w - Washington office 
and information pertinent to forestry principles and the woodland conservation T - Technical Service Centers

i practices of the Soil Conservation Service. Included are records of policy, work co s - State off ice 
\ or ination, outside relations, conservation practices and practice standards and A - Area office 

specifications, basic data, production potential, multiple use, windbreaks, etc. F - Field office, subfieldI office, project office,II **************************** PMC, etc.
I i p - Permanent records 


Retention Period (Yrs.) 

Folder Label 

WOODLAND Position w T A 


Classify and file overal'. (O) or general records pertaining to Woodland WOOD-0 Left I, p 5 5 , . 3 3:1
ctivities in this folder. 

:In many offices this single folder will be sufficient for all Woodland material. 

However, where the volume of records or need for accessibility necessitates a further 

breakdown use one or more of the following recurring, secondary, tertiary or quaternary 

subjects. 


- The following recurring subjects may be used, as needed, with the - , ;  
primary or with any secondary subject. (See the definition of recurring subjects .and 

:how to use them in the "Instructions for Use of Records Guide.") : I 
I
IAutaorizations s·: 

and ;,Directives WOOD-1 Left or Center 2. 10 5 2 -1 l " lI";:I 
,, 

National Memorandum WOOD-1-5 Left or Center 3. s s 3 'i 3 3 

For correspondence pertaining to development and interpretation. -
Specialists ma/ keep work copies of pertinent memorandums in this file. I 1;1., 

State Memorandum (W & T only) WOOD-1-5 Left or Center .I.!, ' 

Case files may be used for each state or a group of states. File ,.,

copies of current memos and related correspondence. (Keep current 

copy only) 
 .. ,Committees and 

Panels WOOD-2 Left or Center 5. S s 3 3 3 
I 

--Case files may be used for any c ttee Wliei;e volume of. material W000:.12-S --- - · Left or Center· to• s s 3 3 3 
or nature of action dictates. I ....-·- --· ·-·-· -- ·-·-· - ·- .<-----·-,·--·-"--····-- __________, ·-----..·--- -

. t 
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.,,. Y'"-' r •.1 ; •·t'4 • 111 •, 1 t" . •• •) r"' 

Meetings and 
Conferences WOOD-3 

International meetings WOOD-3-5 

National meetings WOOD-3-5 

Regional meetings WOOD-3-5 

State meetings WOOD-3-5 
' 

, ... Area and Field Office meetings WOOD-3-5I' , 

. , These files are for forestry or woodlan4 conservation meetings only • 

,, Volume of material may be puch that no case files are needed. 
Ordinarily the case files of meetings will be separated by scope of 

· · meeting (national - state - etc.) and will include correspondence, 
agenda, participation, copies of papers presented, and a copy of the 
minutes, report or proceedings if issued, Place case files in 

·- chronological order. 
Opinions and 
Decisions . _ WOOD-4 

(Code for Case Files) .J.L.'W. I O'hM WOOD-:_-5 
ai111  

Outside Relations WOOD-6 

Use one file only when volume of material is small. Use case 
files, as indicated, if needed: 

Forest Service WOOD-6-5 

Forest Farmers Association WOOD-6-5 

Northeast Forest Soils Council WOOD-6-5 

Society of American Foresters WOOD-6-5 

Soil Conservation Society of America WOOD-6-5 

· ., 11· • ' ,11.._ ,1,1Western Forestry & Conservatio  ,Association ... ' WOOD-6-5 

'---·-- -



Secondary, tertiary, quaternary subjects: 

w A 

Page.3RECORDS GUIDE 
WOODLAND 

Retention Period (Yrs.) 

Folder Label 
Position T s F 

Reports WOOD-7 Left or Center .2..\, 5 5 5 1 1 

Trip Reports WOOD-7-5 Left or Center 22. 3 5 3 1 1 

Monthly Narrative Reports WOOD-n.;5 Left or Center 2J, 5 5 5 

Annual Reports WOOD-7-5 Left or Center '1. P 10 5 
'3Lw/n  JPJ.., '?'Special Reports (Case file for each) WOOD-7-5 Left or Center S. P .o l - e --

Reviews and 
Insp ctions WOOD-8 Left or Center C.., S 5 5 3 3 

Case file for each formal review or inspection. WOOD-8-5 Left or Center P7, 10 10 5 

J' and Following are approved secondary. 

tertiary and quaternary subjects with file codes. Case files are described 

immediately below the appropriate subject. Case files may be used. as described • 


. Local needs may make additional case files necessary. 

: An asterisk (*) denotes a woodland conservation practice. 

'" Dendrology (Identification. characteristics and classification WOOD-11 Center· '  . p 10 5 3 1c of trees) 

National List of Scientific Plant Names WOOD-11-11 Right p 10 10 5 3'1. 
Lists of Comm1n N es WOOD-11-12 Right. "lo, P 10 10 10 910 

' .J species Data WOOD-11-13 Right JI, P 10 5 

Ecology WOOD-12 Center 3'-. p 10 5 

(The relation of plants (and animals) to the Environment) 

Basic Data WOOD-12-11 Right 3 . p 10 5 


Forest Influences WOOD-12-12 Right 34, p 10 5 


Plant Communities -- · .... - . . . _ - · Wood-12-13 Right .?s, p 10 s 
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1·Folder Label .. 

Position T A 


PlMt Suc ssion . - - ------- ;- WOOD-12-14 Right 3',, p 10 5 -

Management and Culture WOOD-13 Center 3 . p 10 5 

I .


These subjects deal with the broad aspects of forest uutnagement 

and its several components. 


*Access Roads WOOD-13-11 Right 1?, p 10 5 II 

*Improved Harvesting WOOD-13-12 Right 3ai, p 10 5 I -

I 


10 5 
 iji. 
I 


Selection Systems WOOD-13-12-11 Right p 

>-t I, 
 -
Clear-cutting WOOD-13-12-12 Right p 10 5 

:I 
 I
4l. 
 .I
I 


I 

-
Group Selection WOOD-13-12-13 Right p 10 5 


Crop Tree Cutting (tree numbers) WOOD-13-12-14 Right 'i3 p 10 5 :. , -
- - - - - - -· ··- - - - -- - - _J - - - - - - - - - - (!',I - - -

Environmental Forestry WOOD-13-13 Right I P 10 5 
. 
[j 

I 
3 


I

11 Multiple Use WOOD-13-14 Right S , P 10 5 

. :
:)1:f 3 


I' :11 
*Prescribed Burning WOOD-13-15 Right '"'· p 10 5 ,, 3 


•' *Proper Grazing Use WOOD-13-16 Right "t7, p 10 5 3 

I 


*Woodland Improvement WOOD-13-17 Right i.; i. p 10 5 3 


Pruning (include wood quality & Christmas trees) WOOD-13-17-11 Right '11, p 10 5 3 


Thinning WOOD-13-17-12. Right 
I So, p 

L Weeding WOOD-13-17-13 Right .St. p :: : I : 2 


nsuration (The measuring of volume) WOOD-14 Center 2. p 2
::_JS :LBasic Data 

Growth and .Yield._ --·---·-

53, pWOOD-14-11 Right 

OOI}l-14 12..__Right 

WOOD-14-13 

3 
 2
·-

I •  
Site Index s.s-, 
 pRight 10 5 • 3 2
--

2 

2 
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-
.... 

Folder Label 

Position 
 w T s I A F 

p 10 5 2 

p 10 5 2 

p 10 5 2 

p 10 5 2 

p 10 5 

roducts - Utilization WOOD-15 

Major products (logs, Poles, Pulp, etc.) WOOD-15-11 

Minor products (Posts, charcoal, etc.) WOOD-15-12 

Special Forest Products WOOD-15-13 Right Set, 
Chr.istmas Treee WOOD-15-13-11 Right C.,01 !9.1.

' 5 -.1 2Greenery WOOD-15-13-12 Right  11 p 
... Naval Stores WOOD-15-13-13 Right 10 5 3 2 . 
Maple Syrup WOOD-15-13-14 Right 10 5 3 2I· . 

( Wild Plants WOOD-15-13-15 Right 5 3 2 

s- -· ': - - 1zS;" -p-Yrotection·- - - - - - - - - - - - - - - - - - - - - - - -,
; ..

..,1 

I  Disease--1
Erosion 

WOOD•16- Centel:'- - lo-- -
5 I  
 3Right p"''WOOD-16-11 10 

WOOD-16-12 Right (,"f, 
 p 
 10 5 3 2 

,/,
I *Firebreaks ,, 5 3WOOD-16-13 Right ,a. p 

Insects WOOD-16-14 Right p 10 5 3 i 2
I 

*Livestock Exclusion WOOD-16-15 Right 70 p 10 5 3 " ... 
Reforestation WOOD-17 Center 1'·11, p 10 5 3 2I 

. 

I Equipment for Planting WOOD-17-11 Right 'JJ, p 10 5 3 2 

I :-I I 
5 3 2 -Nursery Practices WOOD-17-12 Right '1  p . 

5 3t'J¥. p 10 1li WOOD-17-13 Right:::::
% '1 , p
WOOD-17-14 2"10 5 -3. - . 
--- - . .Stand Conversion 

-
ti,, P 10 5 3RightWOOD-17-15 2 .. ... --. . 'J" -.. 

· . 
--· .... -----· - -!  :  - .... ....-: .. - --
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Retention Period (Yrs.')
'

I 

Folder Label ··· I

I 

Position-
,-- -- --' 
*Tree Planting WOOD-17-16 Right '"ti, p 10 5 3 I 

I 

I 
Stock. Supply and Quality WOOD-17-17 Right 'it p ·- 10 5 3 2 

· indbreaks WOOD-18 Center '19, p 10 5 3 2 

Diseases WOOD-18-11 Right io, P' 10 5 3 2 

*Farmstead and Feedlot Windbreaks WOOD-18-12 Right ?11 p 10 5 3 2
' I 

WOOD-18-13 Right p 10 5 . i 3Herbicides '8'2., . j 2 •I 

Influences WOOD-18-14 Right 1 , p 10 5 'i 3 2 

Insects Right 7 , p· 10 5 3 ..·1 2WOOD-18-15 
I 

Layout WOOD-18-16 Right lS, p 10 5 3 2 

: 
· -. Maintenance. ··- ·- - - - - - - - - - - - -: - - - - -

I1 - - - - - WOOD-18-17- - Right- - 'tr - --P- 10- 5- · I -3- 2-- - - • 

1 :1 2Nursery Practices WOOD-18-18 Right g7, p 10 5 3 

Planting Techniques WOOD-18-19 Right p 10 5 I 3 23 . 
Planting Stock WOOD-18-20 Right l . p 10 5 3 2 

p 10 5 I 2-1 3Rodents WOOD-18-21 Right 
I\\p 10 5 3ITypes and Purposes WOOD-18-22 Right 2 e 
II 
I
I 

Cutoff files on June 30. Destroy all1files .not marked P (permanent) at' the end o  the 

I 

number of successive years from cutof  date. 

.. . 

I 




