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REQUEST FO'.itUTHORl'iY 

. .. 

TC DIS?OSE Vt !'E:CO:ZD5 
(Sn f11str11ctin11s on 1<.<l'<'l"H') 

_2u403 -

TO: GENER.AL SERVICES ADMlNISTRA'riOt·!, 

NATIONAL M CHiV[S AHD RlCOfii::lS SERV!CC WJ\SHINGTOH, D.C. 


NOTIFICATION ro AGENCY__.I 
In accordance with the provision s of 44 U.S.C. 
3303a the disposal request, including amend- -1/2. f,\AJ0R SUBOIVISION 

:i,_cu),tJJraJ_}Lq.J. k   ing_s_ r_vj_,;:_ -
3. M!NOR SUBDIVISION 

men ts, is approved except for i terns that may 
. _ be stamped "disposal not approved" or 

"withdrawn" in column 10. 

_ D is __c:; rg.g_in _ 

4. NAME OF PERSON WITH WHOM TO COt F R -; TEL  
____ iq_rrLJ:;_. _H_a,11s er,:___ L J-=19..6.5__-11 Date 

6. CERTIFICATE OF AGENCY REPRESENTA:-IVE: 

I hereby certify the! I om outhori1ed to ad for this 09ency in matter> pertaining to the d<rnornl of the agency's records; !hot th<o records described on 
tl,is Request of__!':/- pagE>(s) ore not now nec.:led for the bus iness of th'> agency or wdl not be needed after the retention periods specified. 

·13 JUN 1975 - Head, Records Management Staff 
(Datr) (Signature of t\gency Rcrrcsenrarive) (Title) 

9.7. 8. DESCRIPTION OF ITEM I 10.
SAMPLE OR 

ITEM NO. ( 'ith Inclusive Dates or Retention Periods) IAOIOl'I TM: N 
JOB NO. 

created or accumulated by the Grading B anch, Poul- I 
tr y Division, documenting activities carried out under the 
terms of the Agricultural Market ing Act of 19 6, a  amende  

nd the Egg Produ:ts Inspection Act of 1970. 
Branch develops, formulates, dirE: c t s ,  ar,d coordinates I 

programs, and pro•;edures for pe rm is s ive grading I 
poultry and poultry products, shell eggs and egg product$, 

homestic rabbits, surveillance inspection of s he ll egg 11ackers and hatcheries, and mandatory egg p ro du c  t s inspec
ion. It also formu lates and develops coopera :ive agree

rents and COnLract tenns . 

schedule als o covers records created and accumulated 
a result of future acts placing responsibility upon the 

Po ultr y Division for p lanning and admin stering such acts,trovided the programs are of the same scope, and records 
, ·reated are similar to tho s e described in this schedule. 

h is schedule covers official record copies of the Poultry
ivis ion, Grading Branch. Varjous ls gths of retent ion 

fJeriods c-::re administra t ive l y  cteterrniuecl for oth2r copies
ithln the Division. In no event will the other copies be I 
etained for a longer period than the record cop y . j! i

;rti:i s scr1edu.le su:icrsedes thr.:. followiug schedu1 es which
rnve been approve<.'. by the> Acc1'ivist of the United States as I 

1mU cated: NN-169-7), approved on June 15, 1970 ;NN-172-190,
1,1Dri o.,"'  on T1'P:> 9, ·107'): "'' ·1 thf· " 9nr'lr, "nt t·c '1">-172-190, 
'. £. :  t':' "ll2n  '· l:! -1 'd, · ill'\'l'tl l:Tl :  r1l._.L"" 
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l' ·-·.,..J 'hle1l «i;-}-!.'J 11  Ornrrnl crdre!: Ad1ninis!ration 'l'lir Nntionu.1 Arcl1in'S 

REQUEST FOR AUTHORITY 'fO DISPOSE OF I<ECORDS-Conlinuation Shc::lt 

ll. uESCRIPTION OF ITCM 

ITEM NO. 


7. 
(WITH INCU:SIVE D.\TF.S oa flETEt·flCN P£RIO::. ) 

i 
1 General Correspondence not needed to support or document!

records described elsewhere in this schcdu1r. ( Note: 
correspondence needed to support or document other records 
should be retained for t.he same length of time as the 
records it pertains to. ) 

DESTROY three years after the end of the fiscal year in 
vrhich the correspondence was sent or received. 

2 	 National Office records needed to adequately document the 
Poultry Grading ?rogram, incluJing ( a) record copies of 
summaries of operating statements, ( b) record copies of 
summaries of reports of volume of products graded, ( c)
program correspondence cssenti.al to document the formula
tion of policies, programs, and procedures, and (d)
historical copies of Graders Handbooks and Division In
struccions relating to the Grading program. 

3 	 Oper ating statements and reports of volume nf product 
handled and graded ( excluding surnmories, see Item 2, 
those volu  reports u:.;ed to deterrnine administrative fees 
for voluntary gradings, see Item 5, and automated volume 
reports, see Item 4). 
DESTROY three years after the end of the fiscal year in 
which 	 the record was cm:ipleted. 

4 	 Automated reports showing vol ume of eggs broken and dried 
under Federal Inspection. 

DESTROY four years after the end of the fiscal year in 
which the report was compiled. 

5 	 Billing and collection documents maintained by the Poultry 
Division, Grading Br2nch, including: ( a) copies of Gradin 
Certificates and wor shcets us e d  to d2t rmine plant 
billings, (b) volume repo::ts used t.o cletermlne administra
tive charges, (c) statements of charbcs, ( d) PY Gr::iding 
Branch copies of consolidated lists of charges submitted 

9. 	 ! 10.
ACTION TAKF.N SAMPLEJOB NO. OR 

NN-169-17 
Item 1 

Item 2 

Item 4 

Item 24 

to the Financial Services Division. and (e) records per- Item 29 

tcdning to relmbursement for ser11l.cc ; conducted by cooper
ating agency employees. (These .?re GAO Site Audit Reccrds. ! 
!rws1·R.OY six ve:n:-s and thre"' trontl1c; Rfter th<  en<l of the ,

_..J .... [ c:.-........., 
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S}:n1 a:-d.l?or1n.No. 1150.1 ..<.rnddatt·d1.)- l-:'f. )y ·Ornr-r,d Ser : .:s -Job N"o. Atl'11ini tr::i.tion Page'J'hc National Ardi:vcs of _J__ pages 

REQUEST FOR AUTHORI':'Y TO DISPOSE OF J ECORDS--Continuation Sheet 

7. n. m::-r;;uPTION. OF lTP.I 	 9. 10.SAMPLE OR ITEM NO. (WITH INCLUS!V[ DATES OR RCTWTIOH PERIODS) 	 JOB NO. ACTION TAKEN 

6 	 Copies of g rading certifir:ates, memorandum worksheets 

which constitute the basis for certificates, and support

ing correspondence or other documents which are maintained 

at the plant facilities. 


DESTROY three years after the end of the fiscal year in 
which the documents were created. 

7 	 Records pertaining to delinquent accounts for grading NN-169-75 
services, or to active claims for or ag ainst the Item 25 
Government. (These are GAO Site Audit Records.) 

DESTROY six years and three months after the end of the 
fiscal year in which collC'cted and/or settled. 

8 	 Records maintained in Grading Plant folders at the 

National and/or Reg ional offices consisting of Items 

for Service and Control Sheets, Applications for Off
 12 and 
Premises Freezing of Eg g s  and Eg g Products, Work Schedule 
Requests, Plant Surveys, Water Potability Certifi.cates, 
and Notices of Termination of Service. 

A. DESTROY all records maintained in the folder at the 
time of termination one year after the end of the fiscal 
year in which service is terminated. 

B. While service continues, DESTROY copies of records 
used to check water potability when superseded. 

9 	 Plant blueprints prepared in connection with plant appli
cations for resident inspection services. 
 Item 13 

DESTROY one year after the close of the fisca::. year in 
the g rading service is terminated. 

10 used to check internal operations of processing 
grade interpretations, causes of undergrade pro

ducts, and sanitation. 

Narrative rcpcrts on •:acilit:Les auJ operations changes 
are needed in offir:ial eg g products pl nts to con

inue compliallC.e with usn,\ standards' includh1g concurrenctt 
y USD  Inspectors and plant man g ement on proposed 

completion dates. 

[, ;·"· nay t1:1 -, \<.'1rS •. '. ..' "! ..: enJ u _:1  fj_"-;,·-,, in» ._','1r 

_____j________ _ · 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS--Continuation Sheet 

10.a. oc-:.cR1Pr10N oF ITEM SAMP9LE OR 

1. 
10 (con.) l B. Daily Report of Plant Operation (Egg Products) and NN-l 

Report of Egg Drying Operations. Item 1 

DESTROY one year after the close of the fiscal year in 

which the record was created or completed. 


C. Reports of shell egg regulatory inspections. 

DESTROY paper records four years after the close of the 

fiscal year in which they were created or completed, or 

destroy after they are microfilmed. 


DESTROY microfilm records four years after the close of 

the fiscal year in which they are created. 


D. Poultry Grading Record and Shell Egg Daily Candling 

Record. 


DESTROY six months after completed. 

E. All others 


DESTROY one year after completed. 


11 	 Audi ts and reviews of PY Grading Branch off ices and resi-
dent plcints. 

A. Audit reports, review checklists, field trip reports, Item 5 
and other related documents completed by PY Grading Branch 
personnel. 

DESTROY three years after the end of the fjscal year in 

the document was created and/or completed. 


Division copies of audits of Poultry Grading Offices Item 6 
by the Office of the Ir,spE.ctor General or the General 

Office. 

af tcr ten years or after two subsequent reports 
been made, Fhichever is later, 

12 of shell egg handlers, relaled documents, and 
of registrations. 

Individual registrations and related doc ments. 

hich iirm ls dere isc red. 
-------- .. 

Four copi.ca, in h1. g odgir,a!, to bo submitted. io the Uotianal Archives 10.- q 128-1 C'l P.::J 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. m:XR!P ,-10N OF ITEM 10.SAMPLE OR ACTION TAKEN ITEM NO. (VllTH ll'CLUSIVE lJATES ')!'{ HF.TENTION Pl:RICDS) JOB NO. 

12 (con. ) B. Cumulative record of registrants• 

NN-169-75 
liaison with Government graders. 

13 Records used to des gnate employees of poultry plants as 
Item 28 


DESTROY one year after end of the fiscal year in which 

designation is withdrawn, superseded, or canceled. 


14 Records pertaining to PY Grading Branch Graders. 


A. Orientation checklists for new graders, case files for Items 19 ' 
grader licenses and record of license cards issued. and 17 

DESTROY one year after the end of the fiscal year in which 
the license is terminated. 

B. Records used to check grader's performance. Item 18 
. 

DESTROY three years after close of fiscal year in v:hich I 
record t\7aS created. 

C. Accountability records for equipment issued to graders.Item 20 

DESTROY one year after equipment is re urned, replaced or 
otherwis e accounted for. 

15 Case file material for both fully and temporarily approved Item 14 
labels for shell eggs and egg products. 

DESTROY one year after the close of 
which the label becomes obsolete. 

the fiscal year in 

16 Records used to approve requests for commercial quality 
specification factors required hy Government institutions 
or chninstores which are above the minimum USDA standards. 

DESTROY when superseded or obsolete. 

17 Purchasing specifications of Government agencies 
stitutions. 

or in Item 26 

DESTROY when obsolete or snperseded. 

';{ lC'()(d-:i 11svj 1ur 111"'",'  , ...- r , 1:ur;.r ..... (' l' '1t') i'1 - l or:·l d ·r..·-
I criµtio,t, by wtioni used, ([Uant Lty received or srd ppcd, 

j balance on hand, et c .  
 I 

Four copies, inclcdinc- eiigin.:d, tn be .cubmitti?d to the National Jlrchive-.s 10-.5<:J».2h-l GPO 
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7.

lTEM NO. 


18 (con.) 

19 

20 

21 

22 

23 

REQUEST FOR AUTHORI'fY TO DISPOSE OF Rt:CORDS-Continua.tion Sheet 

9.0 D"!'.CRIPTION OF ITEM 


(WITH INCLUS!Yr DATES OR RETENTION PERiODS) 
 ACTIOli TAKEN SAMPLEJOB NO. O!": 10. 

DESTROY one year after the,fiscal year in which all 
entries have been completed. 

Records used to monitor consignment receipt, use a;id dis NN-169-75 
position of serially numbered forms. Item 8 

DESTROY three years the end of the fiscal year in which 
completed. 

Poultry Division copy of cooperative ag reements and 21 
material. 

DESTORY one year after the close of the the fiscal year in 
which the ag reement is terminated. 

Results of laboratory tests for Salmonella bacteria in Item 32 
liquid eg g products. 

DESTROY three years after the end of the fiscal year in 
which completed. 

Records used to show clearance by USDA for jmportation of 
eg g products and shell eg gs. 

DESTROY three years after the end of the fiscal year in 
which prepared. 

Records pert aining to violations or alleged violations of 
the Egg Product Inspection Act, the Ag ricultural Marketing 
Act of 1946, as amended, and related reg ulat ions which 
relate to the responsibilities delegated to the Poultry 
Division of the Ag ricultural Marketing Service. 

Records pertaining to alleged violations, actual 
and detention of products which are not in

cluded in specific Violat ion Case iles , such ns reports 
oncerning specific cases, notices of detention, notices 
f termination of detention, and other related documents, 
f needed, such as detained tag s and shipper's or receivlr's statements. 

ESTROY t"o y earn after Che end cf the fiscal year in whicJ 
reated. I:.  ords d  c lb d i  Sec i  n 2'A• above, which are com  
11(;\  1Il O :, \.JcJ.L...ltlf''l ('_: .{  !.::]_JC'. ,. 

;Ji S !'ROY t.hn2e y n.rs aftr:r the e11ci of i·!1e fiscnl year in I 
the Violation Case Fi le w a s  ._L

I 
-_ 
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Rt '"\l\ lar(l ! orm No. 1 lO..l.I :\.!rnik.1' ..rL ··J-1--rn b:.·  7G{'nrraI SL n·iccs .ii.J1mmi5tratiollThe i\ntioua.J. Arcbh·cs 
of __ page  

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS--Continuo.tion Sheet 

9.7. 	 8. DESCl\lf'TION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSI\ [ i.J.  1 ::S OR RET£Nl ION PERIODS) ACTION TAKEN 

JOB NO. 

23 (con. 	 C. Records listing violations and alleged violations, 
actions taken in each case, and records showing violation 
records of specific plants. 

DESTROY 10 years after the end of the fiscal year in which 
completed. 

D. Records listing detentions of product by region. 

DESTROY two years after the end of the fiscal year in 

which completed. 


24 	 Records documenting special projects and experiments per
taining to processing, storage, packaging, testing, and 
grading of assigned commodities. 
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