
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NCl-114-76-01 

All items in this schedule are inactive. Items are either obsolete or have been 

superseded by newer NARA approved records schedules. 

Description: 

Superseded by NCl-114-78-02. Introduction to NCl-114-78-02 states: "This 

comprehensive records schedule supersedes all previously approved records schedules 

of the Soil Conservation Service or its predecessor agencies." 
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ACTION TA.KE N  JOB N O. 

REQUEST . t AUTHORITY LEAVE BLANK 

DATE RECEIVED JO& NO. TO DISPOSE OF RECORDS 

(See lnsJructions on Reverse) 

114-76-1TO: GENERAL SERVICES ADMINISTRATION, NCl 
NATIONAL ARCHIV£S AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

I . FROM {A.GENCY OR EST A.BLISHMENT) 
In ocoordance with the provi,ions of -44 U.S. C. 33030 the dis• 

USDA, Soil Consenation Sen·ice posat request, including amendments, is. opproved except for 
items that may be stamped "ditposoJ not oppro"Ved" or .. with­2. MAJOR SUBDIVISION drawn" in column l 0. 

AdministratiTe SerTices DiTision 
3. MINOR SUBDIVISION 

Records and Communications Management Branch 
4. NAME OF PERSON WITli WHOM TO CONFER S. TEL. EXT. 

H. Ted iYans 447-3907 
6. CERTIFICATE Of AGENCY REPRESENTATIVE, 

I be.teby cerlify thot I am authorized to oct for this agency in matters pertaining to the disposal of the ogenq,·s records; that the records proposed for disposal in tht1 Request of 
.....J..J._ poge(s) are not now needed for the · · n of this ogency or will not be needed otter the retention -iods •pecified. 

12 /%9/75 Chief,Records and Comm. M;,t. Br. 
(Datt) (Title) 

9.8. DESCRIPTION OF ITEM 7. l 0. SAMPLE ORITEM NO. ( With Inclusive Dates or Retention Periods) 

The Soils records of the Soil ConserTation Service (RG•ll )
described herewith are classed as scientific records on 
page 15 of the ,.ietention Plan for the Records of the 
Soil Conservation Service ... NA23 Job No. HH-471�1 

The attachment covers the records created under the 
primary series SOILS. The records designated '"Permanent"' 

will be transfer�d to the Federal ArchiTeS and iecords 
Centers after �ea'!i and offered to the Mational 
ArchiTes or regional archival section after %5 years. 

The SF-135 transferring permanent records to the FRC 
will contain only permanent records to expedite eventual 
offer to the archives. 

Attachment: 
SOILS Records Guide 
Retention periods as shown on the attachment 

STANDARD FO RM  115 
Revised November 1970 
Pracribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 
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RECORDS GU IDE §.2.lli. W - Washington office T Technical service center, soil nefinitioo: Recor.ds in this category cover the policy, procedures, survey inve,-;tigatien •mUsinstructions, and information activities of that portion of the S - St&ti'1 office National Cooperative Soil 3urvey for which SCS has responsibility: A Area office records for classification, int.erpretatior,s, investigations, operations. F - Field off.ice, soil survey office* * * * * * * * * * * * * * w * * * * * * P - PPrrn;:;nent records (N;Jtiom;l Archives Job No. _____) 
Gc�t: For the definition of records refer to page 1. Records Retention Period (years) M,1nagemcnt, APM. T,•chnical ref1>rence materials are excluded from File Folder LabePosition lthis guide. They are maintained &cct•rding t::o paragraph 844, Part !>, Code w T s A FASH,
Records arc filed to m•'<'t the operational needs of cnch office. Anexilrnple of recor,Is tl,at, may be fi i.ed together in a state offir:e arc 11-14-5, 11-15-5, 12-18-.5, 14-14-5, and 14-15-5 for a soil s1;rveyarea. FJle codes ul'tiformly identify copies of official records irrespective of where th.::,, m,,y be filed. 
All records marked P, except thos�_.astcrisked, nrc transferred to the F"'deral Records Center after --,ears. 'tl,e PR-S 11Ul. f;lflHlli'liH" 
i:-eeoxd:Nl�!tCit:}:d"s a[UIF '7t;�og lQ }'UH,
"lt -:, * * * * * " * * * *�* * * * * * * 

lb le,u) loSOILS SOILS-0 Left p 5 5 
Classifv and file overall (0) orsurvey activi.ties in thi.s folder. general records pertaining to soil 
In many offices thi.s single folder will be suHicil'.;!nt for al-1 soils materinl. However, when the volume of recor<ls or nee<l for accessi­bility necessitates a furlhe r breakd,iwn, use one or more of the following recurring, secondary, tertiary, or quaternary subjects. 

Recurrins_�suhjccts: The following recurring subjects cnn lie used, asneeded, wfth the primary or with any, secondary subject. (See the definition of recurring subjects ,•md lww tc use lhcm 011 pngl' J, Rcct•rds M:in.1gc;ncnt r,,c>ction of the APM, 
Authod:i:ations and Dircctive:1 SOILS<.$ Left or Center 3 3 

Correspondenct pertaining to· directives preparation and interpreta� tion, Refer to Ad,ninistratlve ·Services Records Guide, File Co<lei.S-15, ASH or AP}! for procedures regarding maintenance of mcmoran­dun,s, advisory notices and the NSH. 

http:Ad,ninlstrati.ve
http:Recor.ds


� 
RECORDS CUIDF. 

Committees and Panels 

Meetings and Conferences 

Records such as meeting notices, proposed agenda, program, and 
attendance are of temporary value. Retain record copies of reports,
minutes, or proceedings of meetings for those offices marked pe,:-ma­
nent. The record copy is )(cpt in thi! SCS office in wn1.ch Li1e 
minutes are kept or jr, whi•�h the participant is headquartered. 

Inte�national Meetings 

National Meetings 

Inservice meetings and outside meetinga of national scope to 
include the National Technical Work Planning Conference. Set up 
case files alphabetically as needed. 

The record copy of technical meetin8s of natl.anal scope, where 
personnel of TSC' s or invcsti.gatl.on units are the SCS represent­
ative is kept permanently in the office in which th<! partici-
pant is headquartered, 

Regional Meetings 

Includes Regional Technical Work Planning Conference. 

File 
Code 

SOILS·r; 

S0-ILS-� 

®
SOILS�S 

sons-� 

' 

Folder Label 
Position 

Left or Center 

Left or Cen tP.r 

Left or Center 

Left or Center 

Left or Center 

Rev. WUR 6/17/75 
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Retention Period �:z:ears� 

w T s A F 

'3-a >� )C. H 3e. 
5 5 3 3 3 

A, tb 4e- +J.. 4� 
p 5 5 3 3 

http:investi.gatl.on
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RECORDS GU ID E  

g> e�  
Re t entio Period (years)n ee

Folder LabeleFile
C ode 

-3�S OJL S e Lef to r  Ce n terS tate Me etings 

S O ILS-3-5 Le ft o r  Ce nt e rAr ea and Fiel d  Of f i ce Me etings 

The states listed beleo w aere desiegnatc>d as the (e mnple)s( archival records copy off ic e for the id..:,ntified SOILS n ,.::0 1.
d s  marked)P-10. They will identeify and offer records (case files 

archival sectien of the Federal Archi ves and Records Center -/.noe

GSA Regio
n 

l 
2 
:; 
4 
5 
6 
7 
8 
9 

10W A  

*2-others: All state/area offices other Lhan t he t e n 

1uar eto des t r oy t hese 
to

l ol,  �O  

5 
tl( 

t.. 

1Opinions and Decisions Left or Ce nte r  p 

(Code for case files) LSe.:...::, 5S O I e \1.e.,-:..a \J. b 2Outside Relations SO I e Left o rCe nterS-'®Le \5 >'} p •
LS-6-5�S O I e L eft 2 1o r  Ce nter 5 

copies of, d he rs.
P lanning C eommsio n a n o t e (i sn
filed ueder AS-12.) 

Rec ord eme nts a reagr e e

1 

l 

1 

https://n,.::01.ds
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RECORDS GUIDE 

.,Reports 

Reports for which there is no applicable secondary subject, such as 
periodic narrative reports of soil survey activities if required by 
state or area, are placed here, Where needed, prepare separate case ,, files, e.g. Reports, Marion County, Indiana, SOILS-7-5. 

Appraisals and Inspections 

Most reviews and inspections rtre filed under applicable secondary
subjects. Use for state and TSC soil survey appraisals. Retain 
last two "opi.es if time between appraisals exceeds 3 years. Where 
needed, prepare separate case files, e.g. Appraisals & Inspections,
Indiana, SvILS-8-5. 

Secondary nnd tertiary subjects: The following secondary and tertiary
subjects are approved and can be used as needed, 

Classification 

Records pertaining to soil classification. 

Series Descriptions and Companion Soil Survey Interpretations 

Series descriptions and companion interpretations may be filed 
alphabetically by series or taxonomically by soil family. 

Records pertaining to official series descriptions and companion
interpretations filed alphabetically. Prepare a separate case 
file for each series, e. g. Miami Series, SOILS-11-11-5-a, 

Records pertaining to official series descriptions and CO'llpanion
interpretations filed taxonomically. Prepare a separate case file 
for each soil family, e.g. Typic Haplauqolls, fine, loamy, mixed, 
mesic, SOILS-11-11-5-b. 

Retention Period 
File Folder Label 
Co<le Position w T s A F 

@ It� 14b l'fe. tffJ ( fe.. 
SOILS-7 Left or Center 5 5 5 1 1 

,,a l5b l?C- IS� ,�@
SOILS-8 Left or Center 6 6 6 1 . 1 

SOILS-11 Center 5 3 2 

l1c.. 
SOIL�-11 Right !/ 

Y Retain a case file only for those active and inactive series and 
companion interpretations used in region/state.* Not to be sent to Federal Records Center or National Archives. 

http:r:opi.es
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File 
Code 

SOILS-11� 

Folder Label 
Position 

Right 

SOILS-11-12� Right 
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Retention Period (years) 

w T s 

lil, lie. 
15 10 

1'ia Mb Mc. 
4 2 mo. l 

l,PJ ')J)b J.,Oc.... 
4 2 mo. 1 

lid ,.,.,, 
y 11 

A F 

RECORDS GUIDE 

When case files are not needed, a recommended procedure for filing
official series descriptions is: 

Area and soil survey field offices set up looseleaf binder for 
official series descriptions and companion interpretations used 
in state, File on shelves, 

State offices set up looseleaf binder& for official series descrip­
tions and companion interpretations not used in their jurisdiction
but used in adjacent states and for which there may be a need. 
File on· shelves, 

TSCs set t1p looseleaf binders for all official series dPscriptions
an<l companion interpretations in U.S. not used in their juris­
diction. File on shelves. 

Sof.l Taxonomy 

Records pertaining to Soil Taxonomy: records and supporting
evidence suggesting changes and imp�ovements; makeup of work 

groups; final decisions. Prepare a separate case file for each 
proposal, e.g. Soil Taxonomy, Aerie Ochraqualfs, SOILS-11-1 2-5. 

Classificntion of Soil Series of the United States 

ADP Listing (Keep current copy until next one is received). Soil 
Data Storag(' & Retrieval (SDSR) Unit retains Washington file, 

Soil Families of the United States and 1heir Included Series 

Descriptive Legend 

ADP Listing (Keep current copy until next one is received).
SDSR Unit retains Washington file. 

Records pertaining to descriptive legends. Prepare a separate 
case file for each soil survey a'rea, Identify case files by
soil survey area, e.g. Descriptive Legend, Narion County,
Indiana, SOILS•ll-13-5, 

SOILS-11-12� Right 

SOILS-11-1� Right 

y Discard when replaced by the first draft of the soil survey
manuscript.

'JI Discard l year after public�tion of soil survey, 



� 
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RECORDS GUIDE 
filU!2. 

Retention Period (years)
File Folder Label 
Code Position w T s A F 

21.a iieSoil Correlation SOILS-ll-® Right P* 30 

Records pertaining to field and final correlations. Prepare a 
separate case. file for each soil survey area correlated. Identify 
case files by soil survey area, e.g. Correlation, Marion County,
Indiana, SOILS-11-1 -5. 

The state discards case file 5 years after publication of soil 
survev µut retains the field correlation with the final correla­
tion document for the balance of the 30 years. The TSC discards 
case file l year after pubHcation of the soil surveybut retains 
the fir.al correlation document for the balance of the 30 years. 

iJa z,b i:c z;J L3t-
Interpretations SOILS-12@ Center 10 5 3 2 

Records pertaining to soil survey interpretations. Where needed, 
prepare a separate case file for correspondence and records pertaining
to particular projects, e.g. Interpretations, Form SCS-SOI1S-5,
SLllLS-12-5. 

i4'4 "JAl, le/-" iqJ ?.-4t!. 
Agronomic SOILS-12-@Right p 10 5 3 2 

Records pertaining to kinds of crops, yields and quality from 
specific soils under defined management and the effects of 
cultivation on the soil; productivity indexes, l?c. 2,S, i5�

'J/)') 15� 
Biology SOILS-l2<if> Right p 10 5 3 2 

Records pertaini.ng to potential of kinds of soil for wildlife 
habitat for different species. i/,a iu) 7,1,e.. i�� l.lae 

Engineering SOILS-12-13 Right p 10 5 3 2 

Records pertaining to behavior of �inds of soil when used in: 
construction of sanitary facilities; comnrunity development; as 
source material; and in management of water. Where needed, 
prepare a separate file for each use, e.g. Sanitary Facilities, 
SOILS-12-13-11; Community Development, SOILS-12•13-12; etc, 

* Not to be sent to Federal Rec�rds Center or National Archives. 
'}} Discard l yt;,ar after publication of soil survey. 

https://pertaini.ng
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RECORDS GUIDE 

File Folder Label 
Code Position 

Land Capability @
SOILS-12-14 Right 

Records pertaining to land capability class, subclass, and unit;
definitions; guides. 

Range SOILS-12f Right 

Recordo pertaining to kinds of grasses, yields and quality from 
specific soils under defined management and the effects of 
grazing on the soil, 

Woodland SOILS-12-� Right 

Records pertaining to kinds of trees, yields and quality from 
specific soils and related management problems; windbreaks; 
forest understor.y. 

Recreation SOILS-12� Right 

Records pertaining to behavior of kinds of soil when used for: 
camp areas; picnic areas; playgrounds; paths and trails, 

Manuscript SOILS-12-�. Right 

Record copy of the most recent soil survey manuscript draft; 
pictures; diagia•s: general soil map; check liars. Prepare a 
separate case file for each soil survey area, e.g. Manuscript,
Marion County, Indiana, SO ILS-12-18-5. 

Manuscript Data SOILS-12® Right 

Records of all supporting data for soil survey manuscript: census 
data; summary of yield records and lab records; weather data; 
block diagram correspondence; geologic data, Prepare a separate 
case file for each soil survey a•rea, e.g. Manuscript Data, Marion 
County, Indiana, SOILS-12-19-5 

Rev. WUR 6/17/75 
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Retention Period {rears) 

w T s A F 

i.1a 2,11> 2,1c. i1J. 27c 
p 10 5 3 

Zh iib i, 'Z-1� 
p 10 5 3 2 

Z-1d 2ftb l,�c. l14 'Z1e 
p 10 5 3 2 

30a 30b 30c. 30d 3oe.. 

p 10 5 3 2

�,�3\'(l .3{b 3 lt!. 31i 
ll ll 1/ 1/ 11 

Discard 1 year after publication of soil survey,lf 

http:manuscri.pt
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RECORDS GUIDE 

SOILS 

Retention Period �iears} 
F ile Folder labe 1 
Code Position w T s A F 

I nvesti gations 

Records pertaining to soil formation, soil classification, geo­
morphology, interpretations, laboratory analyses , field soil 
behavior ; statements of problems ; plans for conduct ; methods used . 

Speci fic Investigation Case F ile 

Records of plans , work done , data developed , results and conclu­
sions , and interpretation of data for specific investigationo and 
specinl studies. Identify case files by k ind . of investigation or 
study ancl by area for which investigation ls be ing made, 
e . g. Glacial Outwash Study, Marion Coun ty, Ind iana, SOILS-13-5 

Where necessary, case files are established using soil analyses
headings from So il Survey Investigations Report No. 1 ,  e . g .  Base 
Saturation , Soil Data , SO ILS-13-5. 

Preliminary data in files are d iscarded vhen replaced by permanent 
data. Files wi ll be screened , summnrized, nonessentinl material 
discarded , and closed one year after completion of the investiga­
tion. The f ile will be sent to the Federal Records Center after 
15 years if the data has not been published . 

Reports 

Reports submitted by investigative units ii,dicating initiation and 
degree of completion of projects and summar ization of completed
projects. 

Soil Data 

Records of a general nature pertaining to procedures used in soil 
analyses , and application of the data obtained from these proce­
dures . 

Pedon Character i zation Data 

Records of soil analyses that are use ful to characteri ze kinds of 
soil , to include highway en:_;:ineer ing test data. F ile analyt ical 
data and compani.on pedon descr iptions for kinds of soil relevant 
to the respective office , Discard preliminary data when it is 
replaced by completed data. 

33a 33� ;3ct 
SOILS•l® Center p 10 {k 3 2 

)4b 34-c:..
SOILS•l3@ Right �\? 30 30 

3Sb 35c. 
Right 10 2 

SOILS-13� Right 

37 L, 31e. 
JO 30 

* Not to be sent to Federal Records Center of National Archives. 

https://compani.on
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RECORDS GUIDE 
.. 

fillli:.[ 

Retention Period (years)
Fi le Folder Label 
Code Posit ion T F 

Check data SOIJ;.5-13-�2 Right 

Records of small re ference projects such as texture checks and 
pll checks that have no value for publ ication. 

Primary Data SOILS•l3-�3 Right 

Data record books ,  primary data sheets , and punch cards from 
which· completed data are calculated . 

The National Soil Survey Laboratory (NSSL) may e stabl ish additional 
quaternary subjec.ts for which there is a need , without approval o f  
�;,e Waahington officet, e , g .  Consistence Data , SOILS- 13-1 1 - 14. 

(6t, 
Water Data Right 

Records pertaining to  procedures used and completed data for vater 
analyses . Additional quat�rnary subjects  may be established by
the NSSL. 

4b 41 h lf.k-
Benchmark Soils Right 'ii 'l.l 

ADP listing by series and by state. 
41-a. 4l� i/lc. �lJ '.l!. 

Operations Center p 10 5 3 2 

Records pertaining to the p lanning , schedu ling , and managing of soil 
surveys.  lf3c. 4� 43t-1,'l 43f> 
Plans and Schedules Right l l 1 1 l 

Records pertaining to the overall operations of  the soi l  survey
a�tivities  of the Service , includes monthly, quarterly, or annual 
schedules and related correspondence, 

:!./ .  Discard 6 months after complet ion or termination of a proj ect i f  
the data  have no  vnlue for publ ication. Otherwise discard vhen 
the data is ·  published. 

'1./ Retain most recent . 

http:subjec.ts
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RECORDS GU f!JE ..
§.211§. 

Re tention Period �xearsl 
File Folder Label 
Code Posit ion w T s A F 

� 4�-:2 't4b #� ff' tflf� 
Annual Plans SOILS-14-12 Right 2 1 1 1 1 

Records per t�ining �o annual p lans of operations ,  inc luding Formsn, 
SCS-SOILS-245 and SCS-SOILS-246.  Prepare separate case file for 

�each atate,  e .g .  Annual Plans , Indiana , SOILS-14-12-5.  
q5b lf.?t. it5J 

Long-Range Plans ' SOILS-14� Ri.ghl: &I P-10 
&/ -Others 

Records. pertaining to long-range plans of soil survey opera tions , 4St...Prepare a separate case file for each state , e . g .  Long-R.:lnge Plans, 
Indiana1 

, SOILS-14-13-5. (.i'\ 4U> 4{,c_ (�A f�e,. 
Work Plans SOILS-14* �eater 10 5 3 2 

Records of a general nature pertain ing to the preparation , content ,  
submi ssion, e tc .  of soil survey work plan s .  

.41a 41 b 41t: 41J 41c. 
Work Flan Case File s01Ls-1@-s Righ t 11 l! '}./ '}./ ]/ 

Record of the work plan , Fonns SCS-SOILS -244a , b ,  and c includ ing 
pertinent corresponncncc and orders for pub lished soil su rveys . 
Identify case f i le s  by soil survey area , e . g .  Work Plan , Marion 
County , Indiana, SOILS -14-llf -5 ,  

4'h ;1b t 4f� 41e. 
Reviews and Identif ication Legends SOILS-� Right 10 10 5 3 'l 

Records of a general nature pertaining to soil survey identi ficat ion 
legends and initial , progress ,  comprehens ive , and final field 
reviews . 

4'fc 'M d  '+'f (. . °r'\a
J/Reviews and Identi fication Legends Case File SOILS-1�5 Righ t 11 Z/ '1/ 

Record of all field reviey reports and identification legends
for a specific soil survey area ,  Identify case files by soil 

· survey area , e .g .  Reviews and Identification Legend s ,  Marion 
County , Indiana , SOILS -14-15-5. 

3/ Di scard l year af ter pub licat ion of soil survey.
6/ Discard l year from end of planning period or after each revision. 
1/ Discard 5 _years after publ icat ion of soi l survey. 

ll 
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RECORDS GUlDE 
' 

§..Qll[ 

Soil Handbook 

Records of interpre tive tab les , yield data , field studies , labora• 
tory and engineering investigations , geologic data, field notes 
not summarized in descriptive legend , block d iagrams , interpretive 
soil g�oupings .  Maintain in looseleaf b inders ,  File on shelves ,  

· '.;'.Progress Maps 

Records and maps showing s tatus and progress of soil surveys .  

Techniques '. 

Records pertaining to the d iscuss ion of techniques for carrying out 
soil survey actf.vities such as photo interpre tation , equipment ,  use 
of mul ti spectral imagery,  investigative techniques ,  e tc .  

Set up separate case filE'S for specific techniques where needed to 
segregate records for accessibility,  e , g , Techniques , Infrared 
Spectrometry , SOlLS- 16-5, 

Resource Areas 

Records per taining to resource areas such as general soi l maps of 
land resource areas, physical land area maps of l and resource ,  
Rreas, land resource area maps, conservation problem areas and soil 
data pertaining to  resource areas, 

Set up separate c ase fi les for spec ific resource areas where needed 
to segregate records for accessib ility. Ident ify c ase  files by 
resource area, e . g. Resource Arca, ;11-Indiana and Ohio  Till Plain, 
SOILS-17•5, 

Soil Judging 

Records pertaining to criteria for soil judging contests and related 
data, including land judging material. File  information pertaining 
to spec ific contests under INF-12, 

Retention Period !�ears} 
File Folder Label  
Code Pos ition w T s A F 

,oa@
SOILS-14-16 Right ll 

5th 
SOILS-� Center 21 

5'1h 
SOILS� Center 10 5 3 2 

SOILS-17 Center 

SOIL� Center 

Discard l year after public ation of soi l survey, ;JI 
Retain most recent . 
Not to be sent to Federal Records Center or National Archives, 




