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3 MINOR SUBDIVISION 

LEAVE BLANK 
REQUEST FOR RECORDS C("-"'OSITION AUTHORITY 

(See /nstruct101 reverse) . l-!?;6-86-1 
TO GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 /)_-)-7-J'S-
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

U.S. Department of Agriculture 
Jn accordance with the prov1s1ons of 44 U S C  3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments. is approved 

are proposed for disposal, the signature of the Arch1v1st is 
not required 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT DATE 

Doris Tench 4 75-304 7 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency 1n matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of 4 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s at tached, or [i] 1s unnecessary 

7 
ITEM 
NO 

D TITLE 

Records Officer 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retenhon Periods) 

This records schedule is an amendment to FGIS Records Disposi
tion Schedule NCl-136-78-1, Items 9 and 13. FGIS plans to 
microfilm all directives and docket files. The new retention 
periods reflect disposition of the paper copy after satisfac
tory microfilming. 

Note: This certifies that the records described herein 
will be microfilmed in accordance with the standards set 
forth in 36 CFR 1230. Permanent records will be retained at 
the Agency and storage conditions shall adhere to the 
standards of 1230.20. The first inspection of the microfilm 
required by 1230.22 will be conducted in October 1987. 

Use of this records disposition schedule and the General 
Records Schedule is mandatory. Agency records may be disposed 
of in accordance with these schedules without further authori
zation. 

All files including closed case files, are to be broken 
annually by calendar 
called a file break. 
from the year of the 
material. 

or fiscal year, as applicable. This is 
The disposal of records is determined 

file break. Screen and destroy obs olete 

NO REVISION OF THIS SCHEDULE OR ADDITIONAL INSTRUCTIONS ARE 

AUTHORIZED WITHOUT THE APPROVAL OF THE INFORMATION MANAGEMENT 
BRANCH, ADMINISTRATIVE SERVICES DIVISION. 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

/0 Clf/5 
NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83) 

Prescribed by GSA 

FPMR (41 CFR) 101-11.4 
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Copies 
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1. 10. 
I DESCRIPTION OF ITEM SAMPLE OR ACTION

(With lnclu11we Oetn or Retention Penodel 
JOB NO TAKEN 

Procedural and Manuals NCl-136-78-1 
Item 9 & 

Filed numerically. Records 
Disposition 

This item covers records created or accumulated in Handbook, 
directing and coordinating agency-wide procedures and Code 2340 
issuances. In addition to the Agency directives, there 
are Division and Branch directives created and· main
tained separately from the Agency's directives. 

a. Directives GRS 16 
Items la and 

Directives (including handbooks, instructions) c 
and all revisions thereof, showing basic procedures 
in weighing, grading, inspection, equipment tole
rances, compliance, etc., and a copy of each periodic 
issuance of the Subject Index of Agency Instructions 
and the Table of Contents of Agency Instructions 
Handbook. 

(1) Record 

(a) Microfilm 

1 	 Issuances related to Agency program O" currently 
functions. 112" annually 

PERMANENT. Transfer to FRC·. is not 
authorized. Offer two copies (one must 
be the silver halide copy) to the 
Archives in 5-year blocks when 20 years 
old. 

2 	 Issuances related to routine adminis-
trative functions (e.g., payroll, 
procurement, personnel). 

Destroy when superseded or obsolete. 

(b) Copy 

Destroy after microfilmed copy has been 
reviewed and found acceptable. 

(2) Other (Regardless of Media) 

Destroy when superseded or obsolete. 

Four coplea Including ortglnel, IO be aubmlned to ltl• Natlonel Arcfllwea STANDARD FORM 115-A 
Revrsed July 1974 
Prescribed by General Services 

Admonoslratoon 
f ... I 	 I•"; . .. .  .... .o; ...... 3,.-; FPMR (41 CFR)101-11 4 
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., I D£SCAIPTION Of ITEM SAMPLE OR ACTION
ITEM NO (W1tt1 tnclullft Dlln or Retention Penod1) JOB NO TAKEN 

Directives Case Files GRS 16 


Con. 
 Items lb and 

Case files related to (a) above consisting of: d 

(1) original submission of directive, including Deviation 

reviewer's comments; (2) background material, 

working papers, and official regulations 

supporting need for issuance of directive; 

(3) clearance and approval documents, including 

work progress sheets; (4) printed copy of directive; 

(5) printed Agency notice transmitting instructions. 

(1) Record 

(a) Microfilm O" Currently 
fl" Annually-

Transfer to FRC 1 year after the close 
of the fiscal year in which directive 
is superseded or becomes obsolete. 
Destroy 10 years after superseded or 
obsolete. 

(b) 

Destroy after microfilmed copy has 

been reviewed and found acceptable. 


(2) Other (Regardless of Media) 

Destroy when superseded or obsolete. 

four copln Including orlglnal. lo be eubmlned to tfle Nallonal ArctifYH STANDARD FORM 115-A 
Rev1$C!d July 1974 
Presc11 d by General Services 

Adm1n1stra1oon 
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Four coplea. lncludln9 orlgln•I. to be to the ArchlHI 
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2. 


I DESCRIPTION OF ITEM 

(With tnc1u11we D•tH or Retention Penod1) 


Federal Dockets 

Case filed by date of publication in Federal Register by 
and reference number. 

Files include FGIS dockets submitted for publication in 
the Federal Register and related material essential to 
the documentation of program formulation and/or major 
operations which are not substantially covered by the 
docket itself, including public commentary relating to· 
the docket. These files include the Agency copy with the 
Office of General Council approval. FGIS maintaines the 
official copy (Hearing Clerk's office does not get in
volved). 

a. Record 

(1) Microfilm 

Maintain in Agency. Do not transfer to FRC. 
Destroy when no longer needed for administrative 
or reference use. 

Destroy after microfilmed copy has been 
reviewed and found acceptable. 

b. Other (Regardless of Media) 

Destroy when superseded or obsolete. 

•• 10 . 
SAMPLE OR ACTION 

JOB NO TAKEN 

NCl-136-78-1 
Item 13 & 

Records 
Disposition 
Handbook, 
Code 1150 

STANDARD FOAM 115-A 
Re .. sed July 1 974 
Prescribed by General Services 

Adm1n1stration 
f I I I J 1; 1 C 1 ',"; •JR"; FPMR 1•1 CFR) 1 01 - 11 4 

115-203 


