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7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

This comprehensive records schedule supersedes all 
previously approved records schedules of the Soil Con­
servation Service or its predecessor agencies. 

The Soil Conservation Service (SCS) was established by 
the Soil Conservation Act of 1935 (Pub. L. 14-46, 49 
Stat. 163 (16 U.S.C. 590 (a-f). SCS is responsible for 
developing and carrying out a national program of con­

servation of soil, water, and related resources. Program 
administered by SCS include basic soil and water conser­

vation, watershed protection, flood prevention, cooperati 

river basin surveys and investigations, Great Plains 

conservation, resource conservation and development, and 

others as assigned by the Secretary of Agriculture. 

The SCS organization consists of a national office locate 
in Washington,D.C., 4 technical service centers, 50 state 
offices and an equivalent office in the Caribbean Area, 
approximately 3300 area and field offices, approximately 
285 specialized other offices, and 20 plant materials 
centers. 

e 
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REQUEST FOR RECORl 10SITION AUTHORITY LEAVE BLANK (See Instruct. Jn reverse) JOB t>th. 

TO: GENERAL SERVICES ADMINISTRATION, NCi 114 '18NATIONAL ARCHIVES AND RECORDS SERVICE, \'IASHINGTON, DC 20408 DATE RECEIVED .
1. FROM (AGENCY OR ESTAB LISHMENT) 0u. s. of 

NOTIFICATION TO AGENCY 2. MAJOR SUBDIVISION 

Soil Conservation Service 
In accordance with the prov1s1ons ol 44 U.S.C. 3303a the disposal re 
quest, including amendments, 1s approved exceot for items that may 

3. MINOR SUBDIVISION Comprehensive Records Schedule for be stamped "disposal not approved" or "withdrawn" in columil 10 

National office and all functions below this level. 
4. NAME OF PE.flSON WITH WHOM TO CONFER 5. TEL. EXT 

_ s- 7 
Ted Evans, Records 447-3907 nate Arclrfri.\I or the l State\ 

6. CERTIFICATE OF AGENCY REPRESENTATIVE· 

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

D A Request for immediate disposal. 

® B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE E. TITLE

MAY 2 3 19 
Administrator, Soil Conservation Service 

115-107 
rescribed by General Services N Ǜ Adm1nistrat1onN N I FPMR (41CFR)101-11.4 ) 'if\� (-12 ·'10, 
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15 

19  

23 

27 

30 
32 
33 
38 
41 

48 

51  

69 

72  

Gene ral Correspondence 4 

Mis s ion Correspondence 4 

Authorizations 4 

Committees 5 

Directives . . 5 

Opinions . . .  6 

Outs ide Relations . 6 

Reports . . . . .  . 7 

Agency General (AG) . 8 

Information ( IN )  . . 10 

Programs (PR)  . . . .  
Land Resources ( LR) . 
 14 
Cons ervation Operations (CO) 
Res ource Development (RD) . 17  


18Water Resources (WR) 

River Bas ins (RB )  . 
Watersheds (WS ) . .  21 

Technical Services (TS )  . 
Soil Survey (SS) . 24 


25Soil Clas s ification and Correlation (SC ) 

Soil Interpretations (ST )  . 
Soil Investigations (SV) 28 

Soil Ope rations (SO) 

Field Services (FS ) . .  

Ca rtography (CA)  . 

Ecological Science and Technology (ES ) 

Economics (EC ) . 

Engineering (EN) . 42 

Environment (EV) . 46 

Inventory and Monitoring ( IM)  . 
Adminis tration (AD) . .  . 50  

Management (MA) . . . .  
. 
Adminis trative Services (AS ) 53  

Budget and Finance (BF )  . 63  

Appra isa l .  . . . . . . . .  . 64  

Personnel (PS ) . . . . . .  . 65 

Planning and Eva luation (PE ) 


. . 70Legis lation (LE) . . 

Policy Ana lysis  
 (PA)  . . 7 1  
Program Eva luation (PV) . 
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N - Washington National Office and any office at this location under 
direct supervis ion of this office . It also  means records accumulated 
in this office for or  of nationwide importance , such as  committees 
and meetings nationwide in scope , etc . The Records and Communications 
Management Branch is  responsible for all  records transfers and 
storage in the National Office , whether to the Records Center , 
National Archifve s ,  or attic dƿpos itory .  

T - Record copies of  materia l  originated and maintained in the TSC , or 
as  indicated in the SCS Records Schedule . The Administrative 
Officer , TSC , i s  respons ible fo r a l l  records transfers to the 
app ropriate Fede ral Archi,ves and Records Center (FARC) .  

S - Record copies of material originated and maintained in the state 
o ffice , or as indicated in the SCS Records Schedule . The State 
Administrative Officer is respons ible for a l l  records trans fe rs to 
the appropriate FARC , regardless of where in the state the records 
are maintained . 

A - Record cop ies of  material originated and maintained in the area 
office or as indicated in the SCS Records Schedule . Records at the 
a rea lo cation , which are to be transferred to the FARC , wil l  be 
s ent to the state office fo r appraising and preparation of the 
transmittal .  

F - Record copies of  material originated and maintained in the field 
offices or  as  indicated in the SCS Records Schedule . "F" also  
indicated offices , below state office level , other than area offices , 
s uch as  proj ect engineers offices , plant materials centers , soil  
s urvey parties , etc . Records at these locations which are to be 
transferred to the FARC , will be sent to the s tate office for 
appra i s ing and preparation of the transmittal .  

3 



Correspondence 

Correspondence 

Correspondence 

delegations 

2 "Miss ion" Files 
bilities fo r which the office 

( a )  Mis s ion files created 

NOTE: It is  not known at the present time the record materia l that will 
be accumulated under the p rimaries ADMINISTRATION , FIELD SERVICES , 
POLICY ANALYS IS , PROGRAMS , PROGRAM EVALUATION , or SOIL SURVEY , except 
for the recurring subj ects . As records are identified , they will be 
added to the records schedule on approval of the National Archives and 
Records Servi ce . 

Recurring Subj ects 

The re curring subj ects listed below may have application to any or a l l  
p rimary and/or secondary subjects . 

is routine correspondence relating to any 
secondary subj ects in general .  These records 

copies of correspondence , reports , forms , 
and other material of a gene ral nature on a wide variety of subj ects . 

IVC 11'1-!C- 'f, /Ǌǋ-(!)
N , T , S , A , F  - Des troy when 3 years old . /Vtl-11'/- 7j--l.Jl {!)

/Jlt,/ - I IȬ - 7{,ȭ I (!)
document the functions and respons i­

is primarily respons ible . 

and maintained in offices whose primary 
function involves administrative support activities such as  
administrative service s ,  budget and finance , management evaluation , 
pers onnel , and s imilar internal administrative management 
functions . 

N , T , S , A , F  - Destroy in acco rdance with applicable GRS . 

correspondence , 
are accumulated in an 

office but do not directly relate to the function or mis s ion 
for which the office exists . They genera lly include: copies 
of  papers relating to subj ects for which another office is 
respons ib le for documentation ; papers relat ing to routine 
internal management or genera l administration ( "housekeeping" 
functions ) of the office . 

N , T , S , A , F  - Des troy in accordance with appl icable GRS - 15 . 

of authority other than or in conj unction 
with Management Memorandum-5 4 .  

N , T , S , A , F - De stroy when superseded , rescinded , o r  canceled . 

4 - Research 

Correspondence , reports , and othe r material containing techni cal 
and s c ientific research data used in SCS program development , 
planning , and operation . 

1 - Genera l 
one of the primary or 
consist of originals or 

(b ) Non-Mis s ion Files include 
reports  , forms , and other materia l which 

3 - Authorizations or 

4 
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Meetings 

g1 ,,, (_ : 1 -!Iv ;ȫ-/ J-'1.,1 

( 1 ) AlǄAA:L;ǅ,r.:._ J_ OM�� ǈǉt.J VWl!'ǁǂ/.1.ǃ. N ..:--
PeǇmanent o£?;;·t';FNARS when 10 

� fuses���· 
( a )�irƽltives 

5 - Committee and 
membership , and policy . 

( a )  	 N - Transfer to FARC when 5 years old . Dest roy when 20 years 
old . 

(b ) 	 T , S , A ,F - De stroy when 5 yeaƼs old , or when no longer needed 
for administrative us e .  

records relate to establishment , organization , 

( a )  	 Interagency , advisory ,  or inte rnational committees . 

( 1 )  	 N - Tranfer to FARC when 5 years old . Destroy when 
15 years old . 	 /'It -17'1-lf?C/ (5·12)

/Vt-I ?f/,/ǀS-(3 -ltJ) 
( 2 )  T , S , A F , - Des troy when 5 years old . Alt.I-II'/-· 75°-

-
/J1(3· '/)

NlI 
(b ) 	 Internal Committees qR.S /l,-IZ{d-2) 

N , T , S , A ,F - Destroy 2 years after termination of conunittee. 

( c )  	 Records created by conunittees . 

Agenda , minutes ,  final reports , and related records documenting 
the accompli shments of official boards and committees . 

( 1 )  Related to S ( a )  above . ,  
SC S 

- years old . 

( 2 )  	 All other cop ies .  

N , T , S , A , F  - Destroy when 3 yea rs old or when no longer 
needed fo r reference . 

( 3 )  	 All other committee records . 

N , T , S , A ,F - Destroy when 3 years old or when no longer 
needed fo r reference . 

Includes National Conservation Planning Manual and Technical Guide . 

6 - Directives . . 

issued at the National leve l ,  including 
fo rms indicating originator and approval signature . 

clearance 

N - Permanent - Offer to NARS 1 0  years after revis ion or 
cancellation . 

5 



Opinions 

I. ?'l-1'1'/(13-N) l?'f-/ǆ-(1/} ?S-J(S:.') 
2.(5) 

7 - And Decis ions 
General Counsel  , Courts , 

(b) 	 Directive s Case File 

Supporting and ba ckground material used in the development of 
the directives s cheduled in 6 ( a )  above . 

( 1 )  	 N - Bulletins - Destroy when 3 years old . 

(2)  	 N All  other directives - Trans fe r to  FARC when 5 years -

old . Destroy when 15 years old . 

( c )  	 SCS directives is sued below National level including supporting 
material . 

T , S , A , F - Des troy when canceled . 

(d)  	 Dire ctive s of othe r agencies affecting SCS operations . 

N , T , S , A , F  - Destroy when obsolete or supers eded . 

records are those of the Comptroller General ,  
etc .  , affecting all phases  of SCS operations . 

Opinions and decis ions affecting overall  SCS programs and operations 
is to be filed unger AG . Opinions and decisions affecting specific 
programs , such as  Conservation Operations i s  to be fi led under the 
CO primary . Opinions and decis ions pertaining to individual WS , 
RC&D , FP , etc .  , are to be filed in the subj ect proj ect ca se  file , 

Ille I 

rǅ /-Jl'I-
'NȪt-111/-'JS:.

Nt.J-111/- 1'-1(ƿ-llj 

and disposed of with the case file . 
ll'C. 

( a )  	 N - Des troy 2 years a fter final court decision o r  as  soon 
not needed . 

(b ) 	 T , S , A , F - De stroy when 5 years old . 

8 - Outs ide Relations - covers the planning and policy formation of 
programs involving other government agencies  , Congres s ,  s choo ls , 
colleges , univers ities , State and local governments , private and 
publ ic  firms , rel igious organizations , etc . Relations dealing with 
specific phases of the SCS program , sha ll be filed under outside 
re lations in the applicable primary. May include re ference cop ies  
of agreements . See  A S  for record copies of agreements . 

( a )  	 Individual s  

Correspondence and other material re lating to  complaints , 
commendations , criticisms , suggestions , etc .  , from individuals  
and replies thereto . 

( 1 )  	 N - Destroy when 5 years old o r  when no longer needed for 
re fe rence , whichever is soone r .  

( 2 )  	 T , S , A , F - Destroy when 3 years old o r  when no longer 
needed for reference , whicheve r is soone r .  

6 



Reports 

Program 

• 
(b ) Private Sector 

Co rrespondence and othe r material relating to private firms , 
civic club s  , commercial and industrial firms , cooperatives ,  
re ligious organizations , etc . 

( 1 )  	 N - De stroy when 5 years old or when no longer needed for 
reference , whichever is s ooner . 

(2)  	 T , S  , A ,F - Destroy when 3 years old or when no  longer 

needed fo r reference , whichever is s ooner . 


( c )  	 Public  Sector 

Correspondence and othe r material re lating to Congre s s  , Federa l  , 
State and local agencies , s chools , etc . 

( 1 )  	 N - Trans fer to FARC when 5 years old . Destroy when 

10 years old. 


( 2 )  	 T , S , A ,F - Destroy when 5 years old or when no longe r 

needed for re ference , whi chever is sooner . 


information , regardle s s  	of media , made or 
of its p rogram obj ectives  . 

reports such a s  trip , comparative , statistical , 
monthly narrative , etc . 

N , T , S , A , F  - De stroy when 4 years old or when no longer needed 
for reference . 

reports such as nonrecurring interna l , operational , 
etc . 

( 1 )  	 N - Trans fe r to FARC when 5 years old . Destroy when 15 
years old . 

(2)  	 T , S , A , F  - De stroy when 4 years old . 
/II(. 1111--1 ƾ t.f(J..1- J.,5)

IV<'! I - ll'f- 7S..-/J-2 ( 1) 
AN./-llt/- 7'-1(IǄ3.rj 

9 - are recorded 
received , and maintained by SCS in pursuance 

( a )  Administrative 

(b)  Routine 
techniƾl , activities , 

7 
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Corre spondence 

Emergency 

10 

AGENCY GENERAL AG-00 

This  category of records covers the correspondence , and other material 
perta ining to subj ect matter for which the Adminis trator ha s direct 
respons ibility .  Also includes material pertaining to the overall  program 
of SCS , that because of  s cope cannot be i s sued in one of the other 
primary subj ects . Se condary subj ects under AG are: Emergency and 
Disaster Relief and Policy Statements . 

Administrator's 

Arrange chronologically . 

Record copy of correspondence received and initiated by , or in the 
name o f ,  the Adminis trator of SCS , regardless  of the leve l at which 
initiated . Includes White House , Congre ss ional , Secretaria l , and 
a l l  background material .  

N - Permanent . Close files annually.  Offer to NARS when 10 years 
old . 

and Disaster Rel ief 

Records covering the defense and natura l disaster activities of SCS . 
Included is  SCS participation in the Department Civi l Defense and Natural 
Disaster Programs ; regional , state , and county emergency boards ; damage 
a s s e s sments , etc . 

11  - Defense 

Documents re lating to the national ,  state , and county plan of 
a ction , including directives , regulations , handbooks , relocation 
sites  , a lternate headquarters , success ion of command and other 
material necessary for the effective handling of USDA/SCS 
respons ib ilities at a l l  levels . 

N , T , S , A ,F - Destroy obso lete materia l as  revisions are received , or 
as  instructed on the transmittal document . 

12  Disaster -

Documents relating to the nationa l , state , and county p lan of 
action , inc luding directives , regulations , handbooks , relocation 
s ite , a lternate headquarters , success ion of command and other 
material necessary fo r the effective handling of USDA/SCS 
respons ib i lities at a l l  levels . 

N , T , S , A , F - Destroy ob so lete material a s  revisions are received , or  
as  instructed on  the transmittal document . 

8 



Participation Public 13 -

Co rrespondence and other material relating to participation by the 
public  in p rogram review , policy making , rules and regulations . 
Includes copies of notices and comments from the public  . 

( a )  N De stroy when 5 years old or when no longer needed for -

administrative use , whichever is  sooner . 

(b)  T , S , A ,F Destroy when 3 years old . -

9 



Administrato r ,  Deputy, Speeche s 

Developments 

Subj ect 

Requests 

INFORMATION 	 IN-0 1  

This category of records perta ins t o  the creation , dissemination and use 
o f  material designed for pub lic  information and education in connection 
with the work and program of  SCS . 

14 - Pre s s  Re leases 

(a ) 	 N - Destroy when 2 years old . 

(b ) T , S , A , F  - Destroy when 1 year old or when no longer needed for 
reference . 

15 - and Assistant Administrators Official 

( a )  	 Official copy 
Arran¢;ed a lphabeti cally by name , thereafter chronologically .  

N - Permanent . Offer to NARS when 10 year old . 

(b)  	 All other cop ies 

N , T , S , A , F  - Destroy when 2 years old . 

16 - Current 

Record copy and background and supporting materials . 

( a )  N - Destroy when 3 yea rs old . 

(b ) T , S  , A , F - Destroy when 1 year old or when no longer needed 
for reference . 

1 7  - Files 

Cons ists of  correspondence and othe r material pertaining to 
informational services in SCS , such as  Awards , Contests , Education , 
Special Observances , etc . 

N , T , S , A , F - Destroy when 3 years o ld .  

18 - Files 

Consi s ts of  requests for information , and copies of replies , thereto , 
for pub lications , periodicals , audio-visua l , radio and te levi s ion 
material , photographers , etc .  , involving no administrative actions 
or policy dec isions and no special compilation or re search . 

N , T , S , A , F  - Destroy 3 months after transmittal or reply .  

10  



Organizational 

C�e�m�Vh 

L..J-I rMM 

Na}j·_..°ǃǂ¯®ǁ;­
1
¬ 

non-GPO ) « V'v-�, 

Manuscripts 

Proj ect 

19 - Historical and File s 

narrative histories ,  and related 
a s  organizational charts , 

records which document the organization 
and functions of SCS and its predeces sor agency . 

NARS when 15 years 

(b ) T , S , A,F - Trans fer 
years old . 

Publications Files * 

( a )  N - Permanent . Trans fer to FARC when 3 years old . Offer to 
old . sf,I/. 1t,.!3o'f"' 
to FARC when 3 years old . Destroy when 15 

20 -

One copy of each publication , po ster , chart , periodica l ,  booklet , 

etc .  , published by SCS , in the interest of all pha ses of soil  and 

water conservation . 


SCS . (* Non-Departmental ,  

N - Permanent . Trans fer to FARC when 3 years old . Offer to /°.-i.Jri.
NARS when 10 years old . 

(b ) Published below National level by SCS . 

T , S , A , F  - Maintain a s  long a s  they have admini strative or 
informational use . Otherwise destroy . 

( a )  Published at the 

2 1  -

Co rrespondence and other material including published and unpubl ished 
manus cripts and manuscripts written by SCS personnel or cleared 
through SCS for comment and published by concerns or  organizations 
outs ide SCS . 

N , T , S , A , F  - Published manuscripts - Destroy 1 year after publication . 
Unpub l ished - Destroy when 3 years old . 

22 - Files 

Job or p roj ect records containing all papers and data pertaining to 
the planning and execution of printing , binding , duplication and 
d istribution . Includes requis itions , bills  , s amples  , manusc ript 
clearances , and related pape rs . 

N , T , S , A , F  - Destroy 1 year after completion of the j ob. 

1 1  



Photography 

23 - Dis tribution Files 

24 - Still 

Correspondence and other material pertaining to the distribution of  
S C S  informational material . Includes inventory , mai ling l i sts , 
requests and rep l ies thereto , inquiries , etc . 

N , T , S , A , F  - Destroy when 3 years old or when no longer needed for 
reference , whichever is sooner . 

Still photographs , slide sets , film strips  , posters , original 
a rtwork , and othe r p ictorial records that provide documentation of 
the organization , functions , policies , procedures , and essential 
transactions of SCS . 

( a )  	 Black and white photography - the original negative and a 
captioned p rint . 

(b)  	
� 

Color photography - the original colorAtransparency or color 
negative ,..a captioned print , and an internegative if  one i s  
available . 

( c )  	 Finding aids , 3" x S" cards , numerical l i sts , etc . (offer 
finding a ids  with photo s )  . 

, 

N - Permanent . Offer to NARS when 20 years old . 

T , S , A , F  - Destroy when no longer needed for administrative use . 

12 



PROGRAMS PR·lO 

This  category of records covers the reports authorizations , committees 
and meetings , opinions and decis ions , and outs ide relations ( for Agreements , 
refer to AS ) relating to the overall management and direction of Programs . 
Inc luded are all  programs for which SCS ha s sole or partial respons ib ility .  
This  primary should b e  used only when the subj ect matter covers all o r  a 
combination of  programs under both Land and Water Re sources  . 

13 



Organization 

Operations 

Program 

LAND RESOURCES LR- 11  

Thi s  category of  records covers the reports , authorizations , committees 
and meetings , opinions and decis ions , and outs ide relations ( for Agreements , 
see AS ) relating to the overall management and direction of  LR in SCS . 
Included are programs £or which SCS ha s sole and partial respons ibility .  
This primary should b e  used only when the subj ect matter refers to two 
or more of  the prima ry subj ects under Land Res ource s .  

DISTRICTS 

This category of records pertains to the deve lopment , fo rmulation , 
organization , and operation of soil  and water conservation districts . 
Inc luded are fede ral , state , and othe r documents that cover the organization , 
annexation , consolidation , boundary changes ;  the bas i s  of a s s i s tance to 
and cooperation with SWCD ' s ,  reporting ; program and work plan ; instructura l ,  
procedura l  , and informationa l material is sued by SCS , the boa rds of 
supe rvi s ors , and the s tate soil  conservation governing body , etc . 

25 -

Records pertaining to the organization and ma intenance of NACD , 
s tate and local soil  and water cons ervation commi s s ions and districts . 
SCS record copies of local SWCD organization a re maintained in the 
s tate offices  . The Nationa l Office maintains the files of  the 
Secretary of  Agri culture rega rding local distri cts . Files are to 
have as a minimum: State Charte r ,  certificate of organization , 
Memorandum of Understanding , supplementa l memorandum of unders tanding , 
maps  , legal de sc ription , wo rk plan and current l i s t  and makeup of  
dis trict boards of supervisors . 

N , T , S , A , F  - Destroy 1 year a fter dissolution . 

26 -

Re cords pertaining to the operation of individua l districts , such 
as annual p lan of operations , ele ctions , s chedule of a s s istance , 
contests , etc . 

S , A , F  - Destroy when 2 years old . 

27  - and Work Plan 

Correspondence and othe r material pertaining to state and SWCD 
program and work plan , revis ions , amendments ,  and supplements 
the reto . 

( a )  S , A ,F - Destroy when 1 year old . 

(b)  Des troy all  others . 

14 



Programs 

fileƻy 

CONSERVATION OPERATIONS 	 C0- 12  

This  category of re cords covers the material relating to  the planning 
and development of soil , water , and othe r re lated res ource s at all  
leve ls ; individual , community , area , di strict , county , regional , and 
nationa l .  Thi s includes all  SCS a s s i stance for orderly effective development 
of resources to meet social and economic needs of a community , area , or 
region . Included are records covering land use and treatment combinations , 
cropping , and other plant management system ; interpretations and use of 
soil , land capabil ities and range s ite information ; records about plan , 
the ir  content , development , quality , amendments ,  fo rmats , goals , and 
resource p lanning procedures as  it pe rtains to the Agriculture Conservation , 
Drought-Flood , Emergency Conservation , Great Plains Conservation , Rural 
Abandoned Mine Program , Water Bank , and Welton-Mohawk , and Rural Clean 
Water Programs , etc . 

28 -

Correspondence and other material pertaining to the establishment , 
planning , and development of  the current programs ( l isted below) 
and proposed programs in whi ch SCS has 

program . � 
a part . Includes policy 

s tatements , long range p lan , procedures  , directive s, responsibilities , 
e l igiblity , etc . Arranges 

( a )  	 N - Permanent - Trans fer to FARC when 10 years old . Offe r to Yiu.:fl.ǀ 
NARS when 15 years old . 

(b ) 	 T , S , A , F  - Destroy when 10 year old or when no longer needed 
for re ference , whichever is soone r .  

( 1 )  	 Agriculture Conservation Program (ACP) , a program to 
stimulate and he lp landowners/users , with technical 
services ( SCS ) and cost sharing (ASCS )  , carry out approved 
soil , water , woodland , and wildlife pra ctices . 

( 2 )  	 Drought - Flood Conservation Program (DFCP)  , a program to 
a s s ist landowners/users , with technical services (SCS) 
and cost sharing (ASCS )  , in des ignated drought and flood 
damaged areas . 

(3 )  	 Emergency Conservation Measure s (ECM) , a program to  
a s s ist  landowne rs/users , with technical services (SCS ) 
and cost sharing (ASCS )  , to rehabi litate farmlands damaged 
by wind , floods , hurricanes , or other natural disa sters . 

(4)  	 Great Plains Conservation Program (GPCP) a program to 
conserve and develop the soil and water resources of the 
Great Plains , by providing technical and financial  a s s i stance 
to landowners/users in planning and implementing conservation 
p ractices . 

15 



(5 ) 	 Rural Abandoned Mine Program (RAMP) a program to provide 
technical and financial a s s i s tance to surface mine operators , 
individuals , groups  , units of governments , and others to 
insure that mining operations a re done without sacraficing 
the food and fiber base , qua lity of rural living , or 
environment . 

( 6 )  	 Rural Clean Water Program (RCWP) a program t o  provide 
technical and financial assistance to landowners/users 
for the purpose of reducing pollution in all forms of 
rural water supplies , in cooperation with local , state 
and other fede ral agencies . 

( 7 )  	 Wate r Bank Program (WBP) a program to preserve and improve 
migrato ry wate rfowl hab itat and wildlife res ources and 
se cure other envi ronmental benefits with technical a s s i stance 
( SCS and financial a s s is tance (ASCS ) ) .  

( 8 )  	 Welton-Mohawk I rrigation Program (W-M) a prototype salinity 
control program to provide technical and financial ass istance 
(SCS ) to landowners/us ers in the Welton-Mohawk I rrigation 
District , Arizona , in cooperation with EPA and DOI . 

29 Resource Conservation Plan -

Consi sts of all material requi red for a conservation plan , under 
any , or all conservation programs , for a landowner/user . Includes 
individuals , groups , conununities , landuse commis s ions , zoning 
commi s s ions , inventory and evaluations , etc . 

F Destroy 1 yea r after cancellation . -
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Program 

completion. 

/VJ'f"° 

Planning 

Proj ect 

RESOURCE DEVELOPMENT RD-13 

The records in this catego ry cover the reports , autho rizations , committees 
and meetings , opinions and decisions , and outs ide relations (for Agreements , 
refer to AS ) relating to the overall management and direction of Resource 
Development in SCS , and inc ludes SCS a s s is tance for effe ctive development 
of re s ources to meet social and economic needs of communities , areas and 
regions . 

30 - Files 

Arrange alphabetically by program title . 

Policy , procedures , instructions and information on carrying out 
the responsibil ities a s s igned to SCS in Coastal Zone Management , 
Community , Land Use , Public Works , Rural Clean Wate r ,  Water Quality , 
Prime and Unique Farmland Planning , and Rural Development , etc . 

( a )  N - Permanent . Transfer to FARC 5 years after program 
Offer to NARS when 10  years old . 

(b ) T , S , A , F  - De stroy when 5 years old . 
/ti,(. IJ.. ƿ 

31 - Files 

General records not pertaining to a particular proj ect ; area or 
work plans , such as  the application , s chedule of operations , cost 
e s timates , cost-sharing arrangements , economic j ustifications , 
othe r information to suppo rt the proj ect , minimum requirements ,  
plan surveys and investigations , approvals and revis ions of plans , 
etc . 

(a )  N - Des troy when 3 years old . 

(b) T , S , A , F  - Destroy when 1 year old . 

32 - Case  Files 

Co rre spondence and other material and data created , received , and 
used in the preparation of a specific proj ect or area plan . 

S - Transfer to FARC 4 years after end of installation period . 
Destroy when 25 years old . 
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WATER RESOURCES WR- 14  

Thi s category of  records covers the reports , authorizations , committees 
and meetings , opinions and decis ions , and outside relations relating to 
the ove rall management and direction of  WR in SCS . The WR primary is  
us e d  only when the subj ect matter cove rs both the River Bas in (RB) and 
Watershed (WS ) programs . 
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Correspondence 

Proj ect 

Reports 

RIVER BASINS 	 RB-15 

This  ca tegory of records covers coordination of programs pe rtaining to 
rive r basin surveys and investigations and inter-agency coordination in 
the water and re lated land res ources field . 

33 - General Files 

Correspondence and other material relating to River Bas ins planning 
in general and to no particular proj ect or case file . Arrange 
chronologica lly . 

(a ) 	 N - Permanent . Transfer to FARC when 5 years old . Offer to J''/6'f"'-ni;J
NARS when 10 years old . 

(b ) 	 T , S , A , F  - Destroy when 3 years old . 

34 - Case Files 

Co rrespondence and other material and data created , received and 
used in the study of a specific basin or sub-basin .  

( a )  N , T  , A , F  - Destroy 1 year after publication of report . 

(b ) S - Transfe r 
15 years o l d .  

to FARC 5 years after publi cation . Destroy when 

35 - River Ba s in 

Arranged by state , thereafte r by project name . 

( a )  	 Cons ists of final repo rt , environmental impact statement and 
co rrespondence relating to report and statement . 

( 1 )  	 N , S  - Final report - transfer to FARC when 5 years old . 
Destroy when 15 years old . 

(2)  	 T , A , F  - Destroy when no longer needed for re ference . 

(b ) 	 Draft report . 

S - Destroy 5 years after final report is  published . 

36 - Flood Insurance Studies  

( 1 )  	 Correspondence and other material relating to flood insurance 
s tudies  in cooperation with the Federal Insurance Administration , 
mm .  

( a )  	 N - Destroy when 5 years old or when no longer needed for 
re ference , whichever is sooner . 
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Analysis  

(b ) S - Transfer to FARC when 5 years old . Destroy when 15 
years old . 

( 2 )  	 Machine- readable records containing program tracking data 
which lists the state , town , stream mi les , and flood plain 
acres covered by the flood insurance study . Records include 
cost and dates of each study . 

N - Destroy when no longe r needed for reference . 

37  - Flood Hazard 

( 1 )  	 Correspondence and othe r material relating to flood hazard 
studies in cooperation with state and loca l agencies and HUD . 
(a ) N Des troy when 5 years old or when no longer needed -

whichever is sooner . 

(b ) S - Transfer to FARC when 5 years old . Destroy when 15 
years old . 

( 2 )  	 Machine-readable records conta ining digital engineering and 
USGS stream flow data used in the determination of flood 
hazards for selected water courses throughout the United 
States  . 

N - Destroy when no longer needed fo r reference . 
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30 Ƽ . .fi._;t,t;J 
'1) f p 

WATERSHEDS 	 WS-16  

Records in  this category cover information and other material pertaining 
to carrying out SCS responsib ilities in PL-566 , Flood Prevention and 
Pilot Watershed programs . 

38 -	 General Records 

Records pertaining to applications , approvals , a s s istance , basic 
data , benefit-cost comments ,  cost estimates , cost sharing , fund 
management , land treatment , maintenance , maps and photographs , 
pre l im inary investigations , structural measures , wo rk outline and 
work p lan 
file . 

of a general nature and to no particular proj ect or case
f/a.J.../llf- 75-/(/o-l!J-) 

( a )  N , T , S  - Destroy when 2 years old . 

(b ) A ,F - Destroy when 1 year old . 

39 - Case Files 

Records of each specific PL-5 66 , FP , and Pilot proj ect including 
the environmenta l impact statement are case filed according to the 
subj ects above . Identify each fo lder with the proj ects full name . 
Proj ect case files are maintained in offices creating records and 
involved in watershed p roj ects as long as the records (plan , s ite , 
installation period , etc . )  are active . 

N , T , A , F - Send all  case files to the state office 1 year after end 
of installation period . 

( a )  	 S - Consolidate all  ca se files  , destroy duplicate records . 
Send consolidated files to FARC 2 years a fter end of insta llation 
period . Destroy 20 years after end of installation period . 

(b ) 	 Permanent Case Files : The states listed below are des i gnated 
as the archival record copy office fo r the identi fied PL-566 , 
FP , and Pi lot proj ects . They wi ll  identify the records ( case  
file s )  and transfer them to  the FARC in the region in which 
they are lo cated 2 years after the end of the insta l lation 
period . Offer to NARS 10  years after end of  installation 
perio d .  . 

��?+:��?�·
{f) r;;u 15ƽ. i. 1:trtJ 
50 eu. ll ª 
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Project GSA-Region State 

California PL-566 
FP 
Pilot 

Georgia FP 
Pilot 

Indiana PL-566 
Pilot 

Mas s achusetts PL-566 

Mis s is s ippi PL-566 

Nebraska PL-566 
Pilot 

Hew Hampshire Pilot 

New Jersey Pilot 

New York FP 
PL-566 

North Dakota PL-566 
Pilot 

Oklahoma PL-566 
FP 
Pilot 

Pennsylvania PL-566 

Washington PL-566 
Pilot 

Wes t  Virginia FP 
Pilot 

I s chua Creek 

Boundary Creek 
Tongue Creek 

Four-mile Creek 
Washita River -
Double Creek 

Marsh Creek 

Locke 
Mis s ion Creek 

Potomac River -
Salem Fo rk of Ten-Mile Creek 

Es condido Creek 
Los Angeles - Los Angeles River 
Walnut Creek 

9 

Coosa River - Little River 
North Fo rk Brood River 

4 

Little Raccon Creen 
Flat Creek 

5 

Washington Mountain Brook 1 

West  Hatchie 4 

Buckley Creek 
Upper Sa lt Swedeburg Trib 

6 

Boboo s in River 1 

Pequest  River 2 

Buffa lo Creek Cayaga Creek 2 

8 

Oak Creek 
7 

3 

10 

Patterson Creek 3 
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TECHNICAL SERVICES TS-30 

Thi s  category of  records covers the reports , authorizations , conunittee 
and meetings , opinions and decis ions and outs ide relations (for Agreements , 
refer to AS ) relating to the overall management and direction of Technical 
Services , which includes the following programs : Soil Survey, Field 
Services , Cartography , Ecological Sciences and Techno logy ,  Economics , 
Engineering , Environment , and Inventory and Monitoring . The Technical 
Services primary should be used only when the subj ect matter covers all 
o r  a combination of two or  mo re of the primaries above . 

METRI C CONVERSION 

This category of records covers the regulations , formulation , and 
o rganization of the convers ion of SCS to the metric system . 
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SOIL SURVEY SS- 3 1  

This category of records covers that portion of the Nationa l  Cooperative 
Soil Survey for which SCS has respons ibil ity ; records for class ification , 
interpretations , investigations and operations . The Soil Survey primary 
will be used on correspondence only when the text of the correspondence 
relates to two or more of the following primaries  : Soil Class ification 
and Co rrelation , Soil Inte rp retation , Soil Investigation , and Soil 
Operations . 
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Des cription 

Taxonomy 

SOIL CLASSIFICATION AND CORRELATION 	 SC-32 

Thi s category of records covers correspondence pertaining to the 
clas s i fication , des cription , taxonomy and correlation of soils . 

40 -	 Class ification 

( 1 )  	 Records pertaining to the classification of soi l s , including 
memorandums , correspondence , analytic charts , pub l ished and 
unpublished reports, etc. 

( a )  	 N - Destroy a fter converted to machine-readable records . 

(b ) 	 T , S  - Destroy when 10 years old . 

( c )  	 A , F - Destroy when 3 years old . 

( 2 )  	 Machine-readable file comprised of a listing of soil 
c la ssification by series and state that contains the present 
type location of the soil  series . 

( a )  	 N - Destroy after third up date cycle . 

4 1  - Series 

Re cords pertaining to the official series descriptions of soils  . 

( a )  	 N - To be maintained in SCS a s  long a s  the NCSS is  active . 
De stroy when no longe r needed for administrative use . Trans fe r 
to FARC not authorized . 

(b)  	 T , S  - Destroy when no longe r needed for administrative use . 

42 - Soil 

Records and supporting evidence , final decisions , etc .  , pertaining 
to taxonomy . 

( a )  	 N - To be maintained in SCS as  long as  the NCSS is  active . 
Des troy when no longe r needed for administrative use . Trans fe r 
to FARC i s  not authorized . 

(b)  	 T , S  - De stroy when 15 years o ld .  

43 	 - Soil Correlation 

Records pertaining to county field and final co rrelations . 

( a )  N - To be maintained in SCS a s  long as  the NCSS  is active . 
Des troy when no longer needed for administrative use . 

25 



(b)  S - Trans fe r to FARC 2 years after publi cation of  the soil 
survey . Destroy 20 years after publi cation of  the soil survey . 

( c )  T , A , F  - Destroy 1 year after publication of the soil survey . 
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Subj ect 

Manusc ript 

Survey Reports 

�ieft. 

SOIL INTERPRETATIONS ST-33 

This category of records cove rs the policy ,  procedures and instructions 
pertaining to the interpretation of soils  for agronomy , biology ,  
enginee ring , land capability ,  range , fore stlands , recreation , etc . Al so  
contains the soil survey manus cript and manus cript data for soil survey 
reports . 

44 - File 

Records of interpretations pertaining to agronomy , biology , 

engineering , land capability ,  range , fores t ,  re creation , etc .  , such 

as kinds of crops , yields , qua lity ,  behavior of soils  for construction; 

capability clas s , sub-class;  variety , yields and quality of trees , 

etc. 


(a ) T , S  - Destroy when 5 years old . 

(b ) N , A ,F - Destroy when 3 years old . 

45 - File 

Record copy of most  recent soil survey manus cript draft and supporting 
data , such as census data , summary of yield records , and laboratory 
re cords , weather data , etc . 

N , T , S ,A , F  - Destroy 1 year after pub lication of soil survey . 

46 - Soil 

Arranged by State , thereafter by county . 

(a ) N - Permanent . Offer:NARS 

(b ) T , S , A , F  - Destroy when no longer needed for reference . 
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SOIL 	INVESTIGATIONS SV-34 

Thi s category of records covers the policy ,  procedure s  , instructions , 
etc .  , pertaining to soil formation , soil  cla s s i fication , geomorphology , 
interpretations , laboratory analysis , field soil  behavior , statement of 
p roblems , p lans of conduct , methods used , etc . 

47 -	 Soil Data f'/t/-11'1 - 71,-1 (36) 
Co rrespondence of a genera l nature pertaining to procedures used in 
soil  analysis  , and application of the data obta ined from these 
pro cedures  . 

(a ) N , T  - Destroy when 10 years old 
reference , whichever is sooner . 

or when no longer needed for 

(b) S - Des troy when 5 years old or 
reference , whichever is  sooner . 

when no longer needed for 

48 -	 Pedon Characterization Data 

( 1 )  	 Records of soil analys is  that are useful to cha ra cterize kinds 
of soil , to include highway engineering test data ; analytical 
data and companion pedon des criptions fo r kinds of soil relevant 
to the respective office . 

( a )  	 N - Pe rmanent . To be maintained in SCS as  long as  the 
NCSS is  active . Offer to NARS at the comp letion of the 
NCSS . 

(b) 	 T , S  - Discard preliminary data when it i s  replaced by 
completed data . Des troy when 30 years old . Records may 
be stored in the FARC when it has no further administrative 
use , for the balance of the 30 years . 

( 2 )  	 Machine- readable re cords containing s ite , horizon , chemica l ,  
mineralogica l , and engineering des criptions of each pedon 
surveyed .  

( a )  	 N .- Permanent . Offer to NARS at the completion of the 
NCSS . 

49 -	 Check Data Nt!-11€/- 1ƻ-1 (3f)
HRecords of sma l l  reference proj ects such a s  texture checks and p 

checks . 

N , T , S  - Destroy when 10 years old. 
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Primary Data /l/ƾ!-11<1- 7(,-/ (3q)50 -

Data record books , primary data sheets , and punch cards from which 
data a re calculated . 

T - Dis card 6 months after comp letion on termination of  a p roj ect 
if data has no value for publication . Otherwise  dis card when the 
data is  published. 

5 1  -	 Water Data l'lll-/lt/- 7(,-/ ('lo) 
Records pertaining to p rocedures used and completed data for water 
analysi s  . 

( a )  	 N , T  - De stroy when 10 years old or when no longer needed for 
refe rence ,  whichever is  sooner. 

(b ) S - Destroy when 5 years old . 

52 Benchmark Soils rVe1-11t1- 7ƺ- t('f1)
-

ADP p rintout li sting soils by series , by State . 


(See item 40 for related machine- readable records . )  


N , T , S  - Retain current p rintout only . 


29 



Progres s  Maps 

. 

p�t;; � 

SOIL OPERATIONS 	 S0-35 

Reco rds perta ining to the p lanning , scheduling , and managing of soil  
surveys , including annual p lans , long- range plans , work plans , review 
and identification legends , soil  handbooks , progress  maps  , techniques , 
res ource areas , soil  j udging , etc . 

Nt/-!ll/- 7v-I ('12-'ll)53 - Plans and Schedules 

Re cords pertaining to the overall operations of the soil  survey 

a ctivities of SCS , including monthly , quarterly , annual ,  long 

range , and work p lans . 


N , T , S , A , F  - Destroy 1 year a fter the end of the planning period . 

5 4  - Review and Identification 

Re cords pertaining to soil survey identification legends and initial , 
progre s s , comprehens ive , and final field reviews . 

( a )  	 N , T  - Destroy when 1 0  years old . 

(b ) 	 S , A , F  - Des troy when 5 years old or when no longer needed for 
reference , whichever is soone r .  

55 - Soil Handbooks 	 tVt1-11t/- 7ƹ-1 (so) 
Records pertaining to an individual soil  survey area in the process 
o f  being mapped . Include s interpretive tables , yie ld data , field 
s tudies , laboratory and engineering investigations , geologic data , 
field notes not summarized in the des criptive legend , block diagrams , 
soil  groupings , etc . 

F - Destroy 1 yea r  afte r publication of soil  survey . 

5 6  -

Records and maps , showing status and progress  of soil  surveys . 

( a )  	 N - Destroy when 4 years old . 

(b ) 	 T , S ,A , F  - Retain most recent edition . 

!Vt,/-1/c/- 7"1-1 {Sl) 
techniques for carrying out 

s o il  survey activities , such as photo interpretation , equipment , 
use of multispectral imagery , investigative technique s ,  etc . 

5 7 - Techni ues 
• 

Re cor s 
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Judging 5 8  

lfi tJA. fl,. I 1J)ra ƽ 
( a )  T - Pe rmanent . Transfer for FRC when 10 yea rs old . Offer to 

NARS when 30 years old . 

(b ) N , S , A , F  - De stroy when 5 years old . 

- Soil 

Records pertaining to the criteria for soil j udging conte sts and 
related data , including land j udging material . Re fer to IN for 
individua l contests . 

T , S , A , F  - Destroy when 5 years old . 
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F IELD SERVICES FS-36 

This category of records covers  the reports , authorizations , committees 
and meetings , opinions and decis ions, and outs ide relations relating to 
the overall management and direction of FS in SCS . The FS primary is to 
be used only when the subj ect matter pertains to two or more of the 
fo l lowing associated primaries : Cartography (CA)  , Economics (EC ) ,  
Engineering (EN) , Environment (EV),  Inventory and Monitoring ( IM )  , and 
Ecological Sciences and Technology (ES) . 
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Manus cript 

Ca rtographic Prepared During Stages 

Maps 

CARTOGRAPHY CA-37 

This category of records covers the preparation , production , and 
distribution of map s , charts , diagrams , drawings , etc . Also  included 
will be records on cost , aerial photos , photographs , special ca rtographic 
techniques , s a le of map s  , etc . See INFORMATION for records and disposals  
having to  do  with photographs . 

59 - and Annotated Maps 

Hand-drawn maps (genera l ly in pencil ,  ink , or colors on paper or 
tracing c loth) , maps made with stickup and s imilar adhes ives  , and 
maps that bear significant manus cript annotations , changes ,  or 
additions . Included are maps compiled for resea rch , or exhibits 
and wall disp lays ; map enc losures to reports or corre spondence ; 
origina l  topographic p lanetable sheets , terrain sketches ; final 
manuscript " smooth sheets " and fair sheets showing the results of 
s urveys ; maps or aerial photographic prints annotated with field 
s urvey information , initial hand-drawn photogrammetric steroplotting 
from aeria l photographs ; and proof sheets or overlays that bear 
annotations resulting from field checking over verification of 
s urvey data or that are annotated to show source of information 
used on the map . 

T , S ,A , F  - Ma intain a s  long as  maps have planning and/or administrative 
use . Destroy when needs cease . 

60 - Records Intermediate of Publication 

Scribed plastic sheets , color separation sheets , compos ites prepa red 
as a step in the making of color sepa ration sheets , photographic 
negatives  , gla s s  p late negative s  , enla rgements or reduction color 
proofs , proof copies subj ect to final revision , "co rrection file" 
maps annotated to show co rrections to be incorporated into the next 
edition of the published map , and s imilar items who se  info rmation 
content is  duplicated by the final published map . 

T - Des troy 1 year afte r pub lication of resultant map or 1 year 
afte r no longer needed for revi s ion.  

6 1  - Published 

One copy of each published map , atlas , portfolio , and photomap 
produced by SCS , including each edition and varient , and a l l  related 
indexes ( in map or othe r form) . Pull one copy at time of publication . 

T - Permanent . Offer to NARS at regular inte rvals  ( 1  to 5 years )  . 

l'L &I. .lb./'f'· 
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Map Negatives 

Map History 

Maps 

Computer Maps 

34 

62 -

Negatives of published maps including reproducib le negatives of 
soil survey reports . 

T - Transfer to FARC at the s ame time maps are trans fe rred . Des troy 
25 years after map publication .  

63  - and Source Material 

Map history and chart his tory case files documenting the chronological 
events in p lanning , surveying , field work , and production and 
revision of specific map s  , and files containing or des crib ing the 
s ources of information for specifi c maps  , including map spe cifications , 
location diagrams , notes kept by the ca rtographers  when making 
maps , maps or photographs from which information was ab stracted , 
correspondence , reports , bib liographies , lists of sources , and 
papers showing information about the origin and spelling of place 
names . 

T ,  S - Maintain as  long a s  maps have planning , de sign and/or 
administrative us e .  Destroy when needs cease . 

64 - on Microfilm 

I f  both original hard copy maps and microfilm copies exist . 

D!SPOS.Ǚl NOT 
N , T , S  - Submit SF- 1 15 , Request  for Records Dispos ition Autho rity . APi'F.OV;:D 

65 - Generated 

(a ) One copy of each published , manus cript , or computer produced 
map produced by the agency that show such administrative 
information as the general geographic coverage of  a computer 
system or the geographic location of a l l  input stations used 
in the system . 

T ,  S ,  - Submit SF-1 15 , Request for Records Dispos ition Authority .  DiS:'OSAL NOT APPROVED 
(b ) Source material maps a cquired a s  source material for data . 

o:sPOSAL .1UT T ,  S - Submit SF-115 , Request  for Records Dispos ition Authority . APfROvrn 
(c ) Compute r-plotted maps (hard copy printouts ) . 

o:sǘ'Js 'L ;:or T , S  - Submit SF- 1 15 , Request for Records Dispos ition Authority .  A?t Rv. _9 
(d ) Machine- readable records containing soil l ines and soil  symbols . 

T , S  - Destroy when no longer needed . 



Finding 

Notes , Controls , Computations 

Ob lique sq 

obl ique sq 

66 - Aid 

Graphic or written indexes and other finding aids relating to maps . 

Dispose of in accordance with instructions fo r map s to which they 
app ly . 

67  - Survey Field Geodetic and 

(Hard copy of Microfilm)  for Preparing Maps  . 

T , S  - GRS- 17 , Item 9 .  

68 - Vertical and Aeria Film ( 100 miles or  les s )  

Convential a ircraft vertical and oblique fi lm i n  black and white , 

color , or "false color" , including photo indexes ( controlled mosaics ) ,  

flight line indexes or coordinate grid systems used as  finding 

aids . 


( a )  	 Original or master negative 

T - Submit SF- 115 , Request fo r Records Disposition Authority . DISPOSAL NOT 
APPROVED 

(b ) 	 Copy negatives , internegatives ,  rectified negatives ,  and glas s  
p late negatives .  

( 1 )  	 Annotated . 

• DISPOSAL NCT - Submit SF- 1 15 , Request for Records Disposition Authority . APPROVED 
(2)  	 Unannotated . 

DISPC'''vM_ >T - Submit SF- 115 , Request for Records Disposition Authority . APPROVEu 
( c )  	 Prints 

( 1 )  	 Annotated . DISPOSAL f·;u f 
APPROVED 

T - Submit SF- 1 15 , Request  for Records Disposition Authority . 

( 2 )  	 Unannotated . 
DISPOSAL NOT

APPROVtD 
T - Submit SF- 1 15 , Request  for Records Disposition Authority . 

69 - Vertical and Aerial Film ( 100 miles or  more ) 

All aerial film for area la rger than 100 squa re miles i s  procured 
through the Agricultural Stabilization and Conservation Service 
(ASCS ) .  ASCS stores it for 5 0  years and then transfers it to NARS . 
scs 	 -U<J(,o¨ Jl5cs Ƽ ©- |}~� ƻ � 
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Ultraviolet , Multispectral (multi-band) , Video , Imagery 
Tapes , 

Finding 

Sens ing Photographic Imagery 

7 0  - Infrared , 
Radar ,  and Related Data Converted to Film Ba se 

(a ) Original or  master negatives . 
DISPOS.4L :;or

N ,  T - Submit SF- 115 , Request for Records Dispos ition Authority . APPROV£D 

(b ) Prints 

( 1 )  Annotated . DISPOSAL NOT 
APPROVED 

T - Submit SF- 1 15 , Request  for Records Dispos ition Autho rity . 

( 2 )  Unannotated . 
DISPOSAL f\DT 

T - Submit SF- 1 15 , Request  for Records Disposition Autho riƸyƹovrn 

7 1  - Aids 

Photo masaics  flight l ine indexes  , 
and other finding aids relating to 

coded grids , coordinate 
remote sens ing imagery . 

grids 

T - Dispose of in accordance with instructions 
s ens ing imagery records . 

fo r related remote 

7 2  - Remote 

These sensor systems p rovide photographic imagery , sometimes after 
conversion or trans ferral of information from raw data . 

( a )  Remote Sens ing Data Not o n  Film Base  . 

( 1 )  If  machine- readable: See GRS-20 

(2) If not machine- readable: 

Submit SF- 115 , Request for Records Dispos ition DISPOSAL l•OT 
APPROVED 

(b ) Remote on Film Base . 

( 1 )  Original or master negatives. 

N , T  - Submit SF- 1 15 , Request  for Records Dispos ition 
Authority . 

DISPOSAL ,.or 
APPRO\ltD 

N , T  -
Authority .  

Sensing Data 
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Photographs 

37 

( 2 )  Prints . 

(a ) Annotated . 

N ,  T - Submit SF- 1 15 , Reque st for Records Dispos ition DISPOSAL i1uf 
APPROVEDAuthority .  

(b ) Unannotated . 

N , T  - Destroy when no longer needed for administrative 
use . 

7 3  - Aerial 

Aerial photographs annotated with soil  survey information used in 
resource p lanning and in s o i l  survey reports . Commonly known as  
11Soil Survey Field Sheets. " At the completion of the related soil 
survey report , trans fer to the Records and Communications Management 
Branch for offer to NARS . 

N - Permanent . Offer to NARS after completion of soil survey 
report . 



agronomy, 
biology, 

forestry ,  
plant 

range 

Agronomy 

Biology 

( 1 )  
( 2 )  for 

in sound land use ,  
and management o f  private and public woodlands ; 

collection , introduction , 
plant materials ; (5 ) 

grazing lands ; 
layout , acce s s ibility ,  

research ,  conservation 

ECOLOGICAL SCIENCES AND TECHNOLOGY 	 ES-38 

This category of records covers principles and pra ctices related to a 
coo rdinated program of soi l , water , and re lated resource conservation . 

Included under this primary a re the plant s ciences  : fo r 
the use and management of vegetation on a l l  lands ; the 
use and management of land , water plants , and animals  
( 3 )  for the use 

( 4 )  materials , p rogram covering the sources , 

testing , release , and utilization of new 

conservation for the use and management of native 

( 6 )  rec reation , for the p lanning of safety , s anitation , 

and aesthetic qualities o f  recreation a reas ; and ( 7 )  

research needs evaluation and responses , for soil  and water conservation . 


7 4  -

( a )  	 Correspondence and other material pertaining to a pa rticular 
agronomi c proj ect and/or agronomic practices .  May include 
records such as cropland management , crops , dune stabilization , 
cost return , orchards , vineyards , pa stures , haylands , mulching , 
tillage , vegetation culture , vegetated structure s ,  waterways , 
weed contro l ,  etc . 

( 1 )  	 N , T , S  - Destroy outdated material a s  new material is  
received . 

( 2 )  A ,F - Destroy correspondence � 3 years §· 

(b) 	 Background materia l , including re search and development studies 
for agronomic practices developed exc lus ively by and recommended 
by SCS . Arrange a lphabetical ly by subj ect . 

( 1 )  	 N - Permanent . Offer to NARS when 15 years old . 

( 2 )  	 T , S ,A , F  - Destroy correspondence when no longer needed 
for reference . 

75 -

Correspondence and other material perta ining to biologic proj ects 
and p ractices . Includes , but not limited to , records relating to 
development , ecology ,  identification , management , production , and 
values of p lant and wildlife conservation . 

( a )  	 N , T , S  - Destroy outdated material a s  related new material i s  
developed or  received . 
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Forestry 

Range 

&very 

¦ 
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(b)  A ,F  - Des troy correspondence when 3 years old . 

7 6  -

Correspondence and other material perta ining to a particular fores try 
proj ect and/ or forestry practices . May include dendrology , lists 
of s cientific names  , lists of common names  , species , ecology - the 
relationship of p lants and animals  to the environment , management 
and culture , mensuration , products , protection , refores tation , 
windbreaks , etc . 

( a )  	 N , T , S  - De stroy outdated material as  related new material is  
dƺveloped or received . 

(b ) 	 A , F  - Destroy correspondence every 3 years . 

7 7  -

Correspondence and other material pertaining to the policies and 
procedures relating to the soil and water conservation on range 
lands . Included are technical standards and specifi cations on 
range s ites , condition , practices , ecology ,  economics , feed and 
forage , livestock , wildlife , etc. 

( a )  	 N , T , S  - Destroy outdated material as  related new material is  
developed or received . 

(b)  	 A , F  - Destroy correspondence 
wL 

3 years v/.J. 

78  - Recreation 

Co rrespondence and other material pertaining to policies and pro cedure s 
relating to p lanning p rocedures , facility design , ecology ,  cost 
e s timate , etc .  , to be used in SCS a s s isted re creation developments . 
Does not include files of individua l proj ects . 

( a )  	 N , T , S  - Des troy outdated materia l as  related new material is  
developed or received . 

(b ) A , F  - Destroy correspondence ȩ 3 years tJl,t/. 

79  - Plant Materials 

Certification , registration , acce s s ions , patent certificates , and 
a l l  background material . 

S - Transfer to FARC when 10 years old . Destroy when 30 years old . 



Permanent . 

Proj ect 

Reports 

80 - National Plant Materials (PMC) Handbook 

SCS authority , procedure s ,  purpose , policy ,  guidelines , and 
responsibilities for conducting plant material work in conservation 
p rogram . 

( a )  	 N - Offer to NARS 10 years a fter revis ions or /¢£¤ /5¥ f1.:t41 
cancellation . 

(b) 	 T , S ,A , F  - Destroy outdated material as  new material is  received . 

8 1  - Reserved . 

82 - Re cords 

Maintained at a Center reflecting a comp lete hi story of  each proj ect 
from initiation to comp letion , including modifications , test and 
trial results , photographs , etc . 

( a )  	 S - Transfer t o  FARC when 1 0  years after proj ect completion . 
Destroy 30 years after proj ect comp letion . 

(b)  	 N , T , A , F  - Destroy when 5 years old or when no longe r needed 
for refe rence , whichever is sooner . 

83 - Plant Materia ls  Center 

( a )  	 Annual Plant Materials Technical Report Summary of the test  
results from 22  PMC ' s  which a re used as guidelines for  the 
National Plant Materials Handbook . 

( 1 )  	 N - Destroy when 2 yea rs old . 

( 2 )  	 S - De stroy when 5 years old . 

(b) 	 Background Reports . 

Includes popular report and operations repo rt p repared by 

state s on an irregular basis  . 


S - Destroy when obsolete or superseded . 
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Proj ect Analys is 

Effic iency 

ECONOMICS EC-39 

This  category of  records covers the economic analys is  of natural resource 
related problems and the economic and social impacts of  conservation 
measures on the problems. Also includes records regarding interagency 
and intergovernmenta l  coordination in economic research and application 
to benefit cost analyses and eva luations. 

84 -

Co rrespondence and other records perta ining to the economic analys i s  
o f  individual p roj e cts , such a s  Watershed , Flood Prevention , Resource 
Conservation and Development proj ects , etc . 

N , T , S ,A , F  - Trans fer analys i s  records to proj ect ca se  file at 
completion of analys i s  . Dispose of in acco rdance with dispos it ion 
fo r proj ect case files ƺ 2 9'Ȩ .3G.). 

85 - Conservation Measures 

Correspondence and othe r records perta ining to the economic analys is  
o f  the impact of planned and proposed conservation measures. 

N , T , S  - Maintain current economic analys is  records. Des troy old 
analysis  3 years after update . 

86 - Production and 

Co rrespondence and other records pe rtaining to the economic ana lyses 
o f  problems and impacts of emp loyment , production , and efficiency 
including energy effic iency . 

N , T , S  - Maintain current economic analys is  records . Destroy outdated 
analys is  3 years after update . 

8 7  - Cost-Return 

Correspondence and othe r records pertaining to the economic analyses  
related to  computing cost- return data . These  records a re not those  
connected with proj ect analys i s . 

N , T , S  - Maintain data as  long as  it  app lies to current rules fo r 
economic analys i s  . Destroy 3 years after it ha s lost its usefulne s s  . 
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Engineering 

Enginee ring 

Des ign 

ENGINEERING EN-40 

This category of records covers the policy and procedures pertaining to 

engineering p lanning , des ign , construction , and maintenance of structural 

and management measures to imp lement soil and water conservation . 

Include s hydrology , hydraulics , geology , soil mechanics , surveying , 

etc .  , for watershed prote ction and flood prevention , resource development , 

snow surveys , and other conservation programs . 


88 - General Records . 

Construction and des ign phases of  Engineering . Includes correspondence 

and other material pertaining to such topics as construction , 

des ign , dra inage , erosion control , geology , hydrology , irrigation , 

maintenance , snow surveys , soil  mechanics , specifications , water 

conservation , water plans , water rights , water quality ,  sea water 

conversion , landscape a rchitecture , sanitary enginee ring , etc . 

Doe s  not include case fi les pertaining to particular proj ect (WS , 

FP , RC&D , etc ) activity . 


( a )  	 N - Transfe r to FARC when 5 years old . Destroy when 30 years 
old . 

(b)  	 T , S , A , F  - Trans fer to FARC when 5 years old . Destroy when 10 
years old . 

89 - Conservation Practices 

Cons ists of co rrespondence and other material pertaining to studies , 
tests , specifications , etc .  , fo r individual cons ervation practices  . 

Arrange fi les alphabetically by p ractice . 

( a )  	 N - Transfer obso lete or  inactive material to FARC when 10 
years old . De stroy when 30 years old . 

(b)  	 T , S , A , F  - Destroy obsolete and inactive material when 5 years 
old . 

11e -I/If - 15- Z.  (10 -1 f1 tJfi-'15', SS · ?S)I 

Cons ists of correspondence and other material pertaining to 
construction pha se of engineering for a specific proj ect . Includes 
reviews and inspections , origina l manuscript " a s  built" plans , 
computation sheets , control tests on cons truction material , field 
density determinations , field notebooks , inspector ' s  construction 
reports , j ob diaries , etc . 

( a )  	 Engineering Des ign and Construction case files for certain 
PL 566 , Flood Prevention (FP) , and PILOT Wate rshed proj ects 
have been designated as  permanent records . States des ignated 

90 - Construction Files & Files 
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Proj ect GSA-Region 

. . ft 43 

a re to consol idate design and construction case files with WS 
case file records s imilarly listed under the primary subj ect 
WATERSHED . 

The states listed below are designated a s  the archival record 
copy office for the identified ( 1 )  PL 566 , ( 2 )  Flood Prevention 
(FP )  , and ( 3 )  Pilot Watershed proj ects . 

State 

Es condido Creek 9California 	 PL-566 
FP Los Angeles - Lo s Angeles River 
Pilot Walnut Creek 

Georgia FP Coosa River - Little River 4 
Pilot North Fork Brood River 

Indiana PL-566 Little Raccon Creen 5 
Pilot Flat Creek 

Mas sachusetts PL-566 Washington Mountain Brook 1 

Mi s s i s s ipp i PL-566 West Hatchie 4 

Nebraska PL-566 Buckley Creek 6 
Pilot Upper Salt Swedeburg Trib 

Hew Hampshire Pilot Boboosin River 1 

New Jersey Pilot Pequest  River 2 

New York FP Buffalo Creek Cayaga Creek 2 
PL-566 I s chua Creek 

North Dakota PL-566 Boundary Creek 8 
Pilot Tongue Creek 

Oklahoma 	 PL-566 Four-mile Creek 7 
FP Washita River - Oak Creek 
Pilot Double Creek 

Pennsylvania 	 PL-566 Marsh Creek 3 

Washington 	 PL-566 Locke 10  
Pilot Mis s ion Creek 

Wes t  Virginia 	 FP Potomac River - Patterson Creek 3 
Pilot Salem Fork of Ten-Mile Creek 

S - Permanent - Trans fer to the FARC when files become inactive 
for administrative purposes . Offer to NARS when 15 years old . 

PL s {,(o - 30 u..i. fiW
FP - 1 5  U{ . ƹ  trtJ 
? 1\ot - ?...() Ut +&tJ 



Engineering geo logy B ,  

Surveys 

2 .  

(b ) 	 Engineering Des ign and Construction case files for PL 566 , 
Flood Prevention (FP )  , and Pilot Wate rshed Proj ects not named 
above . 

S - Transfer to FARC 4 years after proj ect completion . Destroy 
when 25 years old . 

( c )  	 Cons ists of  correspondence and other material pertaining to 
the des ign pha se  of  engineering for other specific proj ects . 
Includes des ign repo rt , drainage , field notes and engineering , 
surveys , geologic reports , engineering geology ,  hydrology , 
irrigation , preliminary and final des ign computations , 
sedimentation , soil  mechanics  reports , and specifications . 

S - Trans fer to FARC 4 years after p roj ect completion . Destroy 
when 25 years old . 

9 1  - records Forms SCS-EN-35A , C .  

S - Destroy when 100 years old . 

92 -	 "As Built" Plans . 

1 .  	 Original blue-line construction drawings s tamped "As Built" on 
each page , annotated to show all  changes made in the course of 
construction . 

S - Trans fer to spon�r 10 years afte r completion of construction . 

Negatives of "As Bu . It" plans (35 mm minimum s ize , 105 mm 
maximum s ize)  which erves a s  SCS record copy . 

S - Transfer to FARC ' 3  years a fter comp letion of  construction . 
Destroy 100 years after completion of construction . 

rvƸt -114 - 1'5-2. ( 2 3  -'l3a) 
Cons ists of correspondence and other material pertaining to snow 
course ,  aerial marker , and s oil moisture stations . Include map , 
forecast fo rmula , soil  moisture data , photocanopy data , and basic 
hydrometeorological data relating to individual courses . 

( a )  	 S - Trans fe r to FARC 3 years after abandonment . Destroy 8 
years after snow course abandonment . 

(b)  	 N , T , A , F  - Destroy 5 years after snow course abandonment . 

94 - Published Summaries 	 /Ill /- ///{- - 75-l. ( 43b) 
Published Summaries of snow course data . Each state is to maintain 
one copy at State Office for refe rence . 

93 - Snow 

44 



Sa fety 

( a )  	 N , T  - Destroy when 5 years old . 

( 2 )  	 A , F  - Ma intain for 1 year after publication a s  records , thereafter 
as  reference material . Destroy when no longer needed fo r 
reference or  administrative purposes . 

95 - Dam 

Correspondence and other material compiled as  a result of the SCS 
Plan for Safety of Dams . Contains , but i s  not l imited to such 
records as responsibility ,  inventory , cla s sification , design and 
construction , geotechnical engineering , operation and maintenance , 
management , and personne l .  

( a )  N , T , S  - Trans fer to FARC 5 years after study i s  comp leted . 
Destroy 25 years after study i s  completed . 

(b)  A , F  - Destroy 5 years after study is  completed . 

45 



Impact 

Policy 

• 

ENVIRONMENT EV-41 

The records in the category cover SCS activities pertaining to developing 
and implementing SCS policy relating to water quality ,  envi ronmental 
a s se s sment , ecological systems ' planning and modeling , and archeological 
and hi s torical preservation . Al so  includes records re lating to pollution 
and pol lution abatement , natural beauty , etc . 

96 - Pollutants 

Correspondence and other material relating to specific pollutants 
such a s  animal , industria l ,  and agriculture wastes , sediment , plant 
nutrients , inorganic salts and minerals , pesticides , etc . 

N , T , S , A , F  - Destroy when 5 years o l d .  

9 7  - Abatement 

Correspondence and othe r material relating to specific measures or 
pra ctices for pol lution abatement such as lagoons , ho lding tanks or 
ponds , irrigation with wates  , incineration , sanitary land fills  , 
munic ipal sewage treatment , etc . 

N , T , S , A , F  - De stroy when 5 years old . 

98  - His toric Sites 

Correspondence and other material related to the preservation of 
historica l area s , including geologic , archeologic , and vegetative 
s ite s  . 

N , T , S , A - Destroy when 3 years old 
reference , whichever is s oone r .  

or when no longer needed for 

Correspondence and other material relating to the review and subsequent 
comments perta ining to EIS ' of SCS and other agencies . 

N , T , S ,A , F  - Destroy 6 months after review and comments have been 
made . 

9 9  - Environmenta l  Statements 

100 - Environmenta l Handbook 

(a ) Correspondence and other background material relating to the 
study , comments , and writing of SCS environmenta l policy .  
Al so includes quality control of SCS envi ronmenta l asses sments 
and statements  . 

N - Destroy when 5 years old or when no longer needed for 
reference ,  whichever is  sooner . 
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(b)  	 SCS policy and guidelines for complying with NEPA and fo r 
dealing with proj ect and non-proj ect a ctivities that require 
environmental 
on environmental 

( 1 )  	 N - Permanent . Offer to NARS 10 years after revis ion or 
cancellation . 

asses sments or statements relƵted to SCS 

ry {/3'JN'fiC. 
( 2 )  	 T , S , A , F  Destroy outdated material as  new material is-

received . 
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Systems 

CorresƷeftaeftee aa8 etaeF 8evele�meat , revie�� , 
aeeas es� 

KRTS , TQPAS , 

GRS-20 , 

(x 7,i, ll,:e:i!'i: f»T!a��f2;';1 ?t/J!1aea § years els . 9ffe£ te 
NhRS waea 29 years els . 

(l!i ) T , S , t, , F 'Qestrey waea 5 years old or whee no longer eeeded 
fir r@fer@:A:ee , 'EJkieB:ever is s eeaer . 

Monitoring 

• 

INVENTORY AND MONITORING IM-42 

This category of records covers the plans , standards , and procedures for 
collecting , summarizing , analyzing , and developing estimates of the 
extent and condition of soil , water , and re lated re sources and changes 
in the s e  resources .  Also include s priorities for surveying , inventorying , 
and monitoring , Conservation Needs Inventory , remote sens ing techniques , 
and other modes of surveying and monitoring . 

1 0 1  - Data 

material pertaining to 
use of data systems in inventory and monito ring soil , 

wate r ,  and re lated resources ,  such as  MIADS , ƶ , 
etc . For machine- readable records developed in connection if IM,  
refer to Part I I I  . 

102 - Inventories 

Correspondence and other material pertaining to the inventory of 
s oi l , water , and related resources , including specia l inventories , 
such as  surface mined land , prime and unique farmland , wetlands , 
etc . 

(a ) N - Maintain current inventories  . Transfer outdated and one 
time inventories to FARC when 3 years old . Des troy when 20 
years old . 

(b ) T , S , A , F  - Maintain current inventories . Destroy outdated and 
one time inventories when 10 years old or when no longer 
needed for reference , whichever is sooner . 

103 -

Correspondence and other materia l pertaining to the monitoring of 
s oi l , water , and related resources , such a s , wind erosion in Great 
Plains , weather conditions , land use change , etc . 

(a ) N - Maintain current monitory reports . Transfer outdated or  
one time reports to  FARC when 3 years old . Destroy when 20 
years old . 

(b ) T , S ,A ,F 
and one 

- Maintain current monitoring reports . 
time reports when 10 years old or when 

Destroy outdated 
no longer 

needed for reference , whichever is sooner . 
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Inventory 

Inventory 

i-cesi9n 

104 Conservation Needs (CNI ) 

105 - Conservation Needs Pub li cation Ƶ ƶ � 1"' 

-

Correspondence , background , and other material relating to conservation 
needs inventories . Pub lished inventories are covered under INFORMATION . 

N , T , S , A , F  - Ma intain current material .  De stroy when complete 

revis ion of CNI is comp leted . 


Arrange by State . Related to a l l  conservation needs such a s  erosion 
control , recreation , forest lands , fertilizer , and crop s . 

(a ) N , T , S , A , F  - Pe rmanent . Pub li cations not printed by GPO . 

Offe r immediately upon pub l ication to NARS . 


(b ) Other copies and publications p rinted by GPO : Destroy when no 
longer needed for re ference . 

Machine - readab le master  files containing survey data from 
the Conservation Needs Inventory , National Survey , and 
sub sequent studies .  ƴ 
N - Permanent . Offer to NARS upon completion of the survey . 
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ADMINISTRATION AD-50 

This category of  records covers the reports , authorizations , committees 
and meetings , opinion and de cis ions , and outs ide relations ( for Agreements , 
see AS ) relating to overa ll management and direction of AD in SCS . The 
AD primary is  to be used only when the subj ect matter covers two more of 
the following a s sociated p rimaries :  Management (MA) , Administrative 
Services (AS )  , Budget and Finance (BF) , Management Evaluation (ME ) ,  
Pers onnel (PS )  , Planning and Evaluation (PE )  , Legis lation (LE) , Policy 
Ana lysi s  (PA) , and Program Eva luation (PV) . 
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including Þrj-vac7 ß f . 

s tJi.,;J.t.u vƳw PermaƲehtƱ--Tư;Ư-ler tƮ-F!RC -when 5 oid .  

Management 

(\.) 
Destroy 

m9áthly 
received .(,i;)Destroy 

ǈ). s J:i'�estroy 
are 

MANAGEMENT 	 MG-51 

This category of records covers the overall management activities of 
SCS . The MG primary is used only when the subj ect matter covers two of 
more of the following primaries : Administrative Services , Budget and 
Finance , Management Evaluation , and Personnel .  

106 - ADP 

( 1 )  	 Correspondence and other material pertaining to operations , 
use , and management of ADP equipment and facilities , including 
training , and feasibility .  

N , T , S  - Destroy when 5 years old . 

( 2 )  	 Records pertaining to authorizations , planning , and program 

( 3 )  	 Correspondence pertaining to  Systems , programs , data files and 
documentation . 

N , T , S  - Destroy when 5 years old . 

management security and 

N - years 
NARS when 10 years old . 

Offer to 1 13"FM:J. 

107 - Records 

(a) 	 Correspondence and other material pertaining to time and 

progress  management and evaluation . 


(1) N 	- Destroy when 5 years old . 

(i) T , S , A , F  - Destroy when 2 years old . 

(�) 	 (1'J Time and Progres s  Reports (except original) 

N , T , S , A ,F - Destroy 1 year after fis cal year  in which 
created , or when no longer needed for administrative 
purposes . 

(c) ct) Time and Progres s  

-	

Summaries . 

u) A , F  first quarter summaries when semi-annual 
summaries are rece ived (if.) Destroy third quarter summaries 
when annual summaries are received {àJnestroy semi-annual 
and annual summaries when 3 years old . 

summaries when quarterly summaries 
first quarter summaries when 

5 1  



(C:U:l_ -llestroy 

(Ƶ t '16uu«s a?. Ǘ,. 

qf'feF te H*RS 111 rdƭ 7 
Opãrai'ions 

h 3 ld 

semi-annual summaries are r�ceived . semi-annual 
summaries when 3 years old . âDestroy annual summaries 
when 10 years old . 

NOTE : Case file annual time and progress  summary G with 
appli cable proj ect case file . Destroy with case file . 

N ID- tes roy a 

Plans of 

.(l,)
summaries w en u11  b t 1 years o 
 .
annua 


{,'()Trans fer annual summaries to FARC when 10 years old . 
when 15"'" years old . 

sc ƴ- .. '" J
108 -

Correspondence and other material pertaining to multiyear program 
plans , APO ' s ,  workload analyses , and their implementation . 

N , T , S ,A ,F - Destroy when 3 years old . 
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Agreements 

Agreements 
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ADMINISTRATIVE SERVICES 	 AS-52 

This category of records covers the planning , standards , and procedures 
relating to the management of accidents , agreements , communications , 
directives , forms , procurement , grants , property , records , and reports 
in SCS administered programs , etc . 

109 Accidents -

(a ) Correspondence and other material and documents pertaining to 
accidents involving damage to government owned equipment , 
property , and vehicles , including damage resulting from natural 
disasters such as flood , fire , explosions , etc . 

( 1 )  	 N , T , S , A , F  - Destroy correspondence , not a part of a case 
file , when 2 years old . 

(2 ) N , T , S , A , F  - Destroy case files 3 years after case is 
closed , disaster occurred , or claim is settled . 

(b ) Minor incidents not involving investigations or accident 
review committee action . 

N , T , S , A , F  - Destroy 1 year after fiscal year in which incident 
occurre d .  

110  -

National 

Correspondence and other material and -Oocuments pertaining to 

interagency program agreements or memorandums of understanding 

establs ihed at the national leve l .  


Arrange alphabetically by Agency name . 


N - Permanent . Transfer to FARC 3 years after revis ion or termination . 

Offer to NARS when 10 years old . 3t:q./l /3K 'f""fgt;J 

Other 

Correspondence and other material and documents pertaining to 
agreements or memorandums of understanding established below national 
level or those agreements related to housekeeping functions . 

T , S , A , F  - Destroy 3 years after termination or end of effective 
period . 



1 1 1  	- Communications 

Correspondence and other material and documents relating to 
communications administration and operations . Included are directories , 
mai ling lists , postal records , radio , telecommunications , FTS , 
telegraphs , teletype , etc . 

( 1 )  	 N , T , S ,A , F  - Destroy correspondence , not a part of  a case file , 
when 2 years old . 

( 2 )  	 N , T , S , A , F  - Destroy case files 2 years after case is  closed , 
authority res cinded , or when obsolete or superseded . 

( 3 )  	 N , T , S , A , F  - Destroy directories and mailing lists when obsolete 
or superseded . 

112  Federal Register -

( 1 )  	 Correspondence and other material and documents pertaining to 
preparation of notices , proposed rules , etc . Includes background , 
supporting documents , and clearances . 

N , T , S  - Destroy when 2 years old . 

( 2 )  	 Correspondence and other material and documents pertaining to 
preparation of final rules . Includes background , supporting 
documents , comments , and clearances . To be maintained in RCMB 
for trans fer to FARC . 

N - Trans fer to FARC when 5 years old . Destroy when 25 years 
old . 

( 3 )  	 Federal Register Publication 

Extract (by copying or tearing out pages ) ,  information of 
interest to SCS and file in applicable primary or in case 
file , if  publication refers to proj ect activity . Destroy 
balance of publication . 

(a )  	 Proj ect Case File 


N , T , S ,A , F  - Destroy with case file . 


(b) 	 Primary File 


N , T , S , A , F  - Destroy when 2 years old . 


( c )  	 Publication 


N , T , S ,A , F  - Destroy when 3 months old . 
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Application 

Accepted 

113 	- Forms 

(a)  	 Correspondence and other material and documents pertaining to 
SCS forms prepared at all levels . Includes background , supporting 
j ustification , and clearances . 

N , T , S , A , F  - Destroy 2 years after form is  discontinued , superseded , 
or canceled . 

(b ) 	 Record copy of form . 

( 1 )  	 N - Destroy 3 years after cancellation , discontinuance , 
or  superses s ion . 

( 2 )  	 T , S , A , F - Destroy when canceled , dis continued , or superseded . 

114 	- Procurement 

Correspondence , forms , reports , and other documents relating to a 
specific contract , lease  (other than real estate) , purchase orde r ,  
requis ition , purchase arrangement , etc . Instructions a s  to the 
documents making a complete contract , lease , etc .  , refer to the 
SCSPMR and SCSPR . 

( a )  	 N , T , S  - Refer to GRS-3 , item 2 and 4 

(b ) 	 A , F - Destroy 1 year after receipt of property or expiration 
of lease , BPA , etc . 

115 - Grants 

( 1 )  

Cons ists of general correspondence , forms , reports , applications , 
memorandums , and other records relating to the decis ion to 
accept or  rej ect grant applications . 

(a )  	 Rej ected applications . 

N , T , S  - Destroy 5 years after rej ection . 

(b ) 	 Accepted appl ications . 

N , T , S  - Transfer to FARC 3 years after final  payment . 
Destroy when 6 years , 3 months after final  payment . 

( 2 )  Grant Records 

Proposals or appl ications , contracts , proj ect reports , studies , 
certificates , agreement , memoranda , correspondence , and other 

55 



Correspondence Subj ect 

Property 

Surplus Property 

precedents 

Property Disposal 

records relating to receipt , review , evaluation , and status 
and monitoring of accepted or approved grants ; a llocation of 
funds , and proj ect budget . 

(a )  	 N , T , S  - Trans fer to FARC 3 years after final  payment or 
cancellation of  grant . Destroy 6 years , 3 months after 
fina l  payment . 

(b ) 	 A , F  - Trans fer all  grant documents to state office 3 
months after final payment . 

( 3 )  	 Control Files 

Indexes , register , logs , or other records relating to control 
of ass igning numbers or identifying proj ects , applications , 
and grants . 

S - Destroy when superseded or obsolete . 

(4)  and Files 

(a) 	 Correspondence and/or subj ect files including memoranda , 
studies , reports , forms , and other records relating to 
the legal establishment of the grant program , its policies , 
and bas ic  procedures , and the management and evaluation 
of  grants . 

N - Trans fer to FARC 2 years after cancellation of  grant 
program . Destroy 10 years after program cancellation . 

(b) 	 Correspondence and/or subj ect files relating to routine 
operations and dai ly activities in administration of the 
grant program . 

N , T , S , A , F  - Destroy when 2 years old . 

N , T , S  - GSR 4 ,  item 5 a ,  b .  

116 -

( 1 )  Precedential Case Files 

Case files on sales of surplus personal p roperty documenting 
the initiation and development of transactions that deviate 
from established with respect to general SCS disposals 
or to maj or  disposal  programs . 

( 2 )  Case Files 

Case files on disposal  of surplus real estate and related 
personal property . 
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Property Reports 

Surplus Property 

Property 

Property 

Dispos ition 

N , T , S ,A , F  - Destroy when 5 years old or when no longer needed 
for reference . 

(3 )  Excess  Real 

Cons ists of correspondence and other material reporting exces s  
real property . 

N - Destroy 2 years after disposition of exces s  p roperty or in 
5 years whichever is  sooner . 

(4)  Case Files 

Case files on sales of surplus personal property , compris ing 
invitations , bids , acceptances ,  lists of materia l ,  evidence of  
sales  , and related correspondence (other than those covered in 
( 1 )  and ( 1 )  above)  . 

(a )  	 N , T , S  - Refer to GRS-4 , item 6a and b .  

(b) 	 A , F  - Transfer all information to state office when 
notified of completion of sale . 

( 5 )  Real Files 

N - Refer to GRS-4 , item 7 .  

( 6 )  

Cons ists of documents relating to real and personal property 
control and dispos ition , including Inter-agency and SCS motor 
vehicles and related records . 

(a)  	 N , T , S  - Refer to GRS-4 . 

(b ) 	 A , F  - Destroy 2 years after disposal of property . 

117 - Records 

Cons ists of documents relating to distribution , management , improvement , 
inventories , dispos itions , transfers , including SF- 135 Records 
Transmittal and Receipt , SF-115 Request  for Records Dispos ition 
Authority , etc . 

( 1 )  Records Files 

Des criptive inventories , disposal authorizations , schedules , 
and reports . 
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Holding 

Reports 

Correspondence supporting 
copy requested 

(a)  	 Basic  documentation of records des cription and disposition 
programs , including SF-115 Request  for Records Disposition 
Authority , SF-135 Records Transmittal and Receipt , and 
related documentation . 

N , T , S  - Refer to GRS-16 , item 3a , b ,  and c .  

( 2 )  Records Files 

Statistical reports of agency records holdings requi red by the 
General Services Administration , including feeder reports 
(SCSäAS-303) from all offices and data on the volume of records 
disposed of by destruction or  transfer . 

(0) N , T , S  - Refer to GRS-16 , item 6 .  

(å)A ,F - Destroy past copy when new copy i s  received . 

118 -

Cons ists of documents relating to authority to require submis s ion 
of  certain reports and delegation of such authority ,  approved 
forms , etc . Files maintained for each created , canceled , or superseded . 

N , T , S ,A , F  - Destroy 2 years after report is  discontinued . 

PRIVACY ACT 

Files created in response to requests from individual s  to gain access to 
thei r  records or to any information in the records pertaining to them , 
as  provided for under 5 U . S . C .  55a (d)  ( l )  . Files contain original request , 
copy of reply thereto , and all  related supporting documents ,  which may 
include the official file copy of records requested or  copy thereof . 

1 19 - and documents (EXCLUDING the official q ƫS / Ƭ- lS­
file of the records if  filed herein) . 

(a)  	 Granting access to all the requested records . 

N , T , S  - Destroy 2 years after date of reply . 

(b)  	 Responding to requests for nonexistent records to requestors 
who provide inadequate descriptions ; and to those  who fail to 
pay agency reproduction fees  . 

( 1 )  	 Request not appealed . 


N , T , S  - Destroy 2 years after date of reply . 
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Privacy 

Privacy Accounting 

(2)  Request appealed . 


N , T , S  - Destroy as  authorized under B- ( 1 )  , (2)  , and ( 3 )  . 


120 - Act Amendment Case Files 

Files relating to an individual ' s  request to amend a record pe rta ining 
to that individual as provided fo r under 5 U . S . C .  552a (d) ( 2 ) ; to 

the individual ' s  request  for a review of an agency ' s refusal of the 
individual ' s  request to amend a record as provided for under 55a (d)  ( 3 )  ; 
and to any c ivil action brought by the individual against the 
refus ing agency as  provided under 5 U . S . C .  552a (g)  . 

( a )  	 Request to amend agreed to by agencies . Includes individual ' s  
requests to amend and/or review to amend , copies of agency ' s  
replies thereto and materials  . 

N , T , S  - Dispose of in accordance with the dispos ition instructions 
for the related subj ect individual ' s  record or 4 years after 
agreement to amend , whichever is later . 

(b ) 	 Request to amend refused by agency . Included individual ' s  to 
amend and to review refusal to amend , copies of  agency ' s  
replies thereto , statement of  disagreement , j ustification for 
refusal to amend a record , and related materials . 

N , T , S  - Dispose of in accordance with the approved dispos ition 
instructions for the related subj ect individual ' s  re cord ; 4 
years afte r final determination by agency ; or  3 years a fter 
final adj udication by courts , whichever is late r .  

( c )  	 Appealed requests to amend . Includes a l l  dispos ition ins tructions 
for related subj ect individual ' s  record 3 years after final 
adj udication by courts , whichever is late r .  

N , T , S  - Dispose o f  in accordance with the approved dispos ition 
instructions fo r related subj ect individual ' s  record or 3 
years after final adj udication by courts , whichever is  late r .  

<=J RS 	l'f- 2 7 
Files maintained under the provis ions of 5 U . S . C  522 ( c )  for an 
accurate accounting of the date , nature , and purpose of  each disclosure 
of a re cord to any person or to another agency , including forms fo r 
s howing the subj ect individual ' s  name , requester ' s  name and addre s s , 
purpose , and date of disclosure , and p roof of subj ect individual ' s  
consent when applicable . 

N , T , S  - Dispose of in accordance with the approved dispo s ition 
instructions for the related subj ect individual ' s  records , or 5 
years after the dis clo sure for which the a ccountability wa s made , 
whichever is late r .  
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Privacy 

Privacy Reports 

Privacy 

122 - Act Control Files 

Files maintained for control purposes in responding to requests 
inc luding registers and s imilar records lis ting date , nature of 
request , and name and addres s  of  requestor . 

( a )  Regi sters or l istings . 

N , T , S  - Destroy 5 years afte r date of last entry . 

(b ) Other files . 

N , T , S  
final 

- Des troy 5 years after final action by the agency 
adj udication by courts , whichever is  later . 

or 

123 - Act Files 

Recurring reports and one-time information requirement relating to 
agency implementation , including annual reports to the Congres s  of  
the United States  , the Office of Management and Budget and the 
Report on New Systems . 

( a )  Annual reports at departmental or agency level  . 

N - Trans fe r to FRC when 10 years old . Des troy when 20 years 
old . 

(b ) Other reports . 


N , T , S , A , F  - Destroy when 2 years old . 


124 - Act General Administration Files 

Re cords relating to the general agency imp lementation of the Privacy 
Act , including notices , memorandum , routine correspondence , and 
related records . 

N , T , S , A , F  - De stroy when 2 years old or sooner if no longer needed 
for administrative us e .  

FREEDOM OF INFORMATION 

Thi s category of records created in response to requests for information 
under the Feedom of Information Act and all related supporting files . 
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Co rrespondence suppo rting 
copy reques ted 

Appea l s  

125 	 - and documents (EXCLUDING the official 
file of the records if  filed herein) . 

(a ) 	 Granting access to a l l  the reques ted records . 

N , T , S  - Destroy 2 years after date of  reply .  

(b ) 	 Responding to requests for nonexistent re cords ; to requesters 
who provide inadequate des criptions ; and to those  who fail to 
pay agency reproduction fees  . 

( 1 )  	 Request  not appealed . 

N , T , S ,  - Destroy 2 years after date of reply . 

( 2 )  	 Request  appealed . 

N , T , S  - Destroy 4 years after final dete rmination by SCS 
or 3 years after final adj udication by courts , whicheve r 
i s  late r .  

( c )  	 Denying acce s s  to a l l  o r  part of  the records requested . 

( 1 )  	 Requests not appea led . 

N , T , S  - De stroy 5 years after date of  reply . 

( 2 )  	 Request  appealed . 

N , T , S  - Destroy 4 years after final determination by SCS 
or 3 years after final adj udication by courts , whichever 
is later . 

(d)  	 Official file copy or requested records . 

N , T , S  - Dispose of in accordance with dispos ition instructions 
for the requested records or with the related FOIA request  
whichever is  later . 

6j f(S 1 1/  - 1'7 
Files created in responding to administrative appeals under the 
FOIA for release of information denied by the agency , cons is ting of 
the appellant ' s  letter , a copy of the reply thereto , and related 
s upporting documents , which may include the official file copy of 
under appeal or copy thereof . 

( a )  	 Correspondence and supporting documents (EXCLUDING the official 
file copy of the records under appeal i f  filed here in)  . 
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Reports 127  - FOIA Files 

N , T , S  - Destroy 4 years  after fina l determination by agency or 
3 years after fina l adj udication by courts , whichever is  
later . 

(b)  Official file copy of records under appeal . 

N , T , S  - Dispose of in accordance with dispos ition instructions 
for the requested re cord , or with the re lated FOIA requests , 
whichever is  later . 

ƪRs 11/ - 1 1  
Recurring reports and one- time information requi rements relating to 
the agency implementation of the Freedom of Information Act , including 
annual reports to the Congress  . 

( a )  Annual reports at departmental or agency leve l .  

N - Trans fer to FRC when 1 0  years old . .  Destroy when 2 0  years 
old . 

(b)  Other repo rts . 

N , T , S  - Destroy when 2 years old or sooner i f  no longer needed 
fo r administrative use . 

128 - FOIA Administrative Files 

Records relating to the general agency implementation of the FOIA , 
records . 

N ,T , S  - Destroy when 2 years old or soone r if no longer needed for 
administrative use . 
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Budgets 

Budget Policy 

Budget 

BUDGET AND FINANCE BF-53 

This category of records covers accountable officers and related records 
including on- site audit ; record copies concerned with the accounting 
for , availability ,  and status of public funds ; records subs tantiating 
collection and custody of funds ; appropriation warrants ; detai led work 
papers and budgetary statements , summary statements of appropriations 
and expenditures , statements of contract authorizations ; report and data 
re lated to voucher preparation , administrative audit , etc . 

129 - Accounts 

Cons ists of records concerned with the accounting for , availability , 
and status of public funds . Included are the general ledgers and 
related supportive records such as  , allotments ledgers , j ournal 
vouchers , etc . These records include those  records he ld for on- s ite 
audit of the GAO . 

N , T , S  - Refer to GRS-6 , items 1 ,  2 ,  3 ,  4 ,  5 ,  6 ,  7 ,  8 ,  and 9 ;  GRS-7 , 
items 1 and 4 .  

NOTE : Records may be transfe rred to FARC a fter 2 years i f  they are 
no longer needed for administrative purpo ses . Refe r to GRS-6 ;  
GRS - 7 ,  items 2 and 3 .  

130 -

Cons ists of records of budget preparation , presentation and 
apporti onment , summary statements of appropriations and expenditures ,  
s tatement of contract authorizations and receipts , s chedule of 
ob ligations , and approp riation and fund . 

( 1 )  Files 

Correspondence or subj ect files in national , TSC , and state 
budget offices documenting policy and procedures governing 
budget administration , and reflecting policy deci s ions affecting 
expenditures for p rograms . 

( a )  N - Destroy when 10 years old . 

(b) T , S  - Destroy when 5 years old . 

( 2 )  Estimates and Justifi cation Files 

Copies of budget estimates and j ustifications prepa red or 
consolidated at the national level . Included a re app ropriation 
language sheets , narrative statements , and related schedules  
and data . 
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Budget Correspondence 

Budget Ba ckground 

Budget Reports 

Budget AEEortionment 

AEEraisal 

3 .  

4 .  

(5 ) 

Ƴt. / - ll'/- 1S-. / (J) 
IVt-/- 11 </ - 1.!J: Z. ( f) 

/Vt. 1 -1 1 'I - 7.b- 1  (Isl 

N -	 Destroy when 10 years old . 

( 3 )  	 Files 

N , T , S  - Refer to GRS-5 , item 

(4)  	 Records 

N , T , S  - Refer to GRS-5 , item 

Files 


N , T , S  - Refer to GRS-5 , item 5 .  


(6 ) Files 


N , T , S  - Refer to GRS-5 , item 6 .  


1 3 1  	-

Made in all programs , at all levels  of SCS by : SCS , USDA , CSC , 
/Vt. 1 1'1- lb 'I {2..f r  1. 1) 

Ne 11'1- IƩ ǖ- (/1- l. 3) 
GAO, OIG , etc . 

( a )  N - Des troy 2 years after supers eded . 

(b)  	 T , S , A , F  - Destroy when superseded . 
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Development 

Rating 

PERSONNEL 	 PS-55 

This category of records cove rs the obj ectives and operations of personnel 
activities in SCS , including career development , staffing , employee 
deve lopment , employee relations , s afety , organization , cla s s ification , 
and operations . 

132 - Career 

( 1 )  	 General co rrespondence and other material relating to career 
development and staffing programs in SCS . 

N , T , S , A , F - Refe r GRS-1 , item 3 .  

( 2 )  Performance Records 

( a )  	 Certificates of perfo rmance rating . 

N , T , S , A , F  - Destroy when 2 years old . Re fer to GRS-1 , 
item 	 23 ( a )  . 

(b ) 	 General and case files of forms , co rrespondence , etc .  , 
relating to performance ratings . 

N , T , S , A , F  - Destroy when 3 years old . Refer to GRS-1 , 
item 23 (b) . 

( c )  	 Appeals files  . 

Correspondence and other records re lating to emp loyee 
appeals of performance rating . 

N , T , S , A , F  - Destroy 3 years after final settlement of 
case . Refer to GRS-1 , item 23 ( c ) . 

133 - Recruitment 

( a )  	 Employment Applications 

Correspondence and applications (SF-1 7 1 )  and related records , 
excluding applications resulting in appointment which are 
filed in OPF . 

N , T , S , A , F  - Re fer to GRS- 1 ,  item 15 . 

(b ) 	 Offers of Emp loyment Files 

Correspondence , telegrams , etc .  , offering appo intments to 
potential employees . 
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(i ) Accepted offers . 


N , T , S , A , F  - Refer to GRS-1 ,  item 4 .  


( ii ) Declined offers when name i s  re ceived from certificate 
of eligib les . 

N , T , S , A , F  - Refer to GRS-1 , item 4 .  

(iii ) Declined offers o f  temporary o r  excepted emp loyment . 

N , T , S , A , F  - Re fer to GRS-1 , item 4 .  

( c ) Certificate of El igibles 

Certi ficates of el igibles with related requests , forms , 
correspondence , and statement of reasons for pass ing over 
a p reference eligible and selecting a nonpreference 
eligible . 

N , T , S , A , F  - Refer to GRS - 1 , item 5 .  

(d ) Interview Records 

Correspondence , reports , and othe r records relating to 

interviews with emp loyees . 


N , T , S , A , F  - Refer to GRS-1 , item 8 .  


(e ) Notification of Personne l Actions 

Standard Form 50 and 52 documenting initial employment , 
p romotions , trans fers in or out , separation , and all  
other individual personne l actions , EXCLUSIVE of these  in 
OPF . 

( i ) Chronological file copies , including fact sheets , 
maintained in pers onnel offices . 

N , T , S , A , F - Refer to GRS-1 , item 14 (a ) . 
(i i ) All other copies maintained in personnel office . 

N , T , S ,A , F  - Re fer to GRS-1 , item 14 (b ) . 
( f) Preemp loyment Inquiries 

Co rrespondence , forms , and other material received from 
s choo ls  , from employees , etc . 
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Staffing 

Complaints 

N , T , S ,A ,F - Refer to GRS- 1 ,  item 15 . 

134 -

( 1 )  	 General co rrespondence and other material re lating to staffing 
SCS offices and p rograms , including planning , recruitment , 
reduction- in- force , etc . 

N , T , S ,A ,F - Refer to GRS- 1 ,  item 15 . 

( 2 )  	 Employment Inquiries 

Correspondence , inqui ries , and replies involving colleges , 
profe s s ional so cieties , etc .  , concerning placement of students , 
members , etc . 

N , T , S , A , F  - Refer to GRS- 1 ,  item 14 . 

( 3 )  	 Reduction-in- force 

Correspondence , reviews , and other material concerning 
estab lishment of competitive areas Servicewide , state , loca l , 
or other area . 

N , T , S , A , F  - Refer to GRS-1 , item 17 . 

( 4 )  	 Programs 

Co rrespondence and other material relating to special employment 
p rograms including planning , recruitment , se lection etc .  , on a 
Service or area (North , South , East , or West)  wide basis . For 
example , Administrative Trainees , Student Trainees , contract 
specialists , cooperative education , etc . 

N , T , S  - Destroy all copies , except , OPF , copy , when record 
becomes obsolete or pro gram i s  dis continued . Refer to GRS- 1 ,  
item 3 .  

EQUAL EMPLOYMENT OPPORTUNITY 


This  category of  records covers the correspondence , regulations , 

e stab lishment , documentation and a ctions taken in the equa l employment 

opportunity program in SCS . Inc luded are complaint , compl iance , statistical 

and counseling files . 


1 35 -

Cons ists of Complaints with related correspondence , reports , exhibits , 

withdrawal notices  , records of hea rings , meetings , and other records 

as described in 5 CFR 713 . 222 . 
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Rights 

Foreign 

N , T , S , A , F - Refer to GRS 1 ,  Item 26a , b ,  c ,  d .  

136 - Civil 

( 1 )  	 Correspondence and other material pertaining to the needs , 
evaluation , p rograms , and activities of minorities and women 
in SCS . 

N , T , S , A , F  - Refer to GRS-1 ,  item 26 (f)ƨ. 

( 2 )  	 Participation 

Records accumulated perta ining to the participation and significant 
activities of minorities and women in SCS programs . 

N , T , S  - Refer to GRS-1 , item 26 (f)g} 
FOREI GN PROGRAMS 

This category of re cords covers the correspondence and other material 
perta ining to cooperation and a s s istance furnished foreign nationals  in 
this country and on-s ite as s i s tance in foreign countries . 

137  - Ass i s tance - Domestic 

Correspondence and other material pertaining to a s s istance to 
fore ign nationals , including requests , travel and iteneraries ,  cost 
es timates , programming , etc . 

( a )  	 N - Transfer to FARC when 3 years old . Destroy when 10 years 
old . 

(b ) 	 T , S , A , F - Des troy when 3 years old . 

138 - Assistance -

Correspondence and other material pertaining to overseas a s s istance 
to foreign countries . Includes requests , travel and iteneraries , 
costs estimates , programming , etc . 

( a )  	 N - Transfer to FARC when 3 years old . Des troy when 10 years 
old . 

(b ) 	 T , S , A , F  - Destroy when 3 years old . 
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Planning 139 

PLANNING AND EVALUATION PE-56 

Thi s  category of records covers the policy ,  procedures , instructions , 
etc .  , pertaining to legis lative affairs , policy analysi s , and p rogram 
eva luation in SCS . Thi s  primary is to be used only when subj ect matter 
includes two or more of the p rimaries l isted above . 

-

Genera l correspondence and other records pertaining to p lanning SCS 
involvement in p res ent and figure programs . Including cooperation 
with other agencies and departments , funding , organization , public 
involvement , workshop s , etc . 

N - Transfer to FARC when 5 years old . Destroy when 10 years old . 

140 - Eva luation 

General correspondence and other records pertaining to the evaluation 
of SCS involvement in p resent and figure programs , including 
implementation , appraisals , status reports , etc . 

N - Transfer to FARC when 5 years old . Destroy when 1 0  years old . 
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Legislative 

Legis lation 

LEGI SLATION 	 LE-57 

Thi s  category covers co rrespondence pertaining to legislative a ctivities 
including review and evaluation of existing and proposed legis lation in 
Congress and individual states  , informing legislators on i s sues affecting 
SCS respons ibilitie s  , legislative reports , testifying for hearing and 
dra ft legislation , etc . 

141 - Affairs 

(1)  	 Correspondence , draft legislation , comments , background material , 
etc .  , relating to proposed and enacted legislation at the 
national level , effecting SCS programs and policies . Records 
of hearing and testimonies . 

(a )  	 Proposed 

N -	 De stroy when 5 years old . 

(b ) 	 Enacted 


N - Destroy when 3 years old . 


(2 ) 	 Correspondence , draft legis lation , comments , background material , 
etc .  , relating to p roposed and enacted legislation at the 
state and local level effecting SCS programs and policies . 

(a )  	 Proposed 


T , S , A , F  - Des troy when 3 years  old . 


(b ) 	 Enacted 


T , S , A , F  - Destroy when 2 years old . 


(3)  	 Legislative reports and programs (by Congres s )  , Record Highlights , 
Digest of Congress ional Proceedings , Friday Notes  , Congres s ional 
Records , etc . 

N , T , S , A , F  - Destroy when 2 years old . 

(4)  Enacted 

Reference files of federal , state , and local laws in effect 
that govern or  rule operations and policies of SCS . 

N , T , S , A , F  - Destroy when superseded . 

70  



POLI CY ANALYSIS PA-58 

The records in this category covers information perta ining to the analysi s  
o f  policy written by SCS a s  a result o f  decis ions , laws , etc .  , generated 
by USDA , Congress , other agencies , commis s ions , etc . 
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PROGRAM EVALUATION PV-59 

This category of records covers the correspondence , and other material 
pertaining to program formulation, planning , development , and evaluation . 
Includes coordination of nati onal program development with annual and 
multiyear budgets . 
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