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REQUES) AUTHORITY LEAVE BLANK 
TO OF Ri::CORDS JOB NO. 

(See Instructions on Rez,erse) 
NCl 196' 9 11. 

TO: GENERAL SERVICES ADMINISTRATION, l ocr-11 1979 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1 . FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 3303a the dis
posal request, inc luding amendments, 1s approved except for 
items that may be stomped "disposal not approved" or "with

U . S .  De artment o f  A riculture 
2. MAJOR SUBDIVISION 

drawn" in c olumn 10. 

AMS
3. MINOR SUBDIVISION 

& Field all divisions 
4 .  NAME OF PERSON WITH WHOM TO CONFER 	 5. TEL. EXT. 4 

447-7965 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

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

Records Officer 
(Tide) 

7. 
I T E M  NO. (With Inclusive Daces or Retention Periods) 

The Agricultural Marke ting Service (AMS) conducts pro grams 
hich aid or improve the pro cess of marketing agricultural 

commodities . These services include : gathering,  ordering , 
and disseminat ing in format ion p ertaining to  the price , 
quality,  and supply of  agricultural commodities ; 
developing purchase specificat ions for governmental and 
private buyers of agricultural commodities ; assisting in 
the fo rmulation , operation and enforcement of  Agricultural 

rket ing Agreements and Orders , and Agricultural Research 
and Promotion Boards ; licensing o f  the handlers o f  certain 
agricultural commoditie s ;  administering the U . S .  Warehouse 
Act ; assisting in the'development and defense of USDA 
positions on matters p ertaining to the transportat ion of  
agricultural commodities . All Grading , Inspect ion , and 
Commodity purchase activit ies previously conducted by the 
Divis ions of  Livestock, Fruit and Vegetable , Dairy and 
Poultry were transferred to the Food Safety and Quality 
Service by the Secretary ' s  Memorandum No . 1914 . 

Thi s schedule covers the following majo r organizat ion 
units in AMS : 

Office of  the Administrator  -'f 
Administrat ive Services Division .Jtv..... 1-f :LI 
Cotton Division 3'1- ( 
Dairy Division 52.·?1 
Financial Management Division 
Fruit and Veget able Division 7'1-«i 
Informat ion Divis ion 
Livestock, Poultry , Grain and Seed Divisionll- q1 
Market News Reports Jt;v...,, Z Z. -;o 

revision of this schedule or inst ruct ions are 
authorized without the approval of the Paperwork Planning & 
Systems Branch, AS Division .  

9. 10.SAMPLE OR 
ACTION TAKEN J O B  NO. 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



J/'/ 
' 

____ _ 

/-?,,,,_t,o"-. 

__ __ 

i standard n,rm No. llli-.4. • 	 •Revised November 1951 " 
Preacribed by General Service8 Administration 	 Job No, Page 2 
GSA Reg. 3-IV-106 

llli-202 	 of -8..5- pages
' 

l ,.1 	 l •
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRI PTION OF ITEM 9. 10. 

ITEM NO. 
 SAMPLE OR (WITH I NCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

/e,e.•,,,fl ., 	 /- "
1 Personnel Division 


Technical Services Divisionl/0-llf 

Tobacco Division llf-17..  

Transportat ion and Warehouse Division llq-1 3 


This comprehensive record disposition schedule supersedes 

all previously approved records schedules of the 

Agricultural Market ing Service insofar as they app ly to 

p rograms remaining in AMS . 


The schedules referred to are :  NN-166-120 ,  NN-165-107 ,  

NN-172-155 , NN-165-4 5 ,  NN-165-1 8 3 ,  NN-165-18 4 ,  Nal-136-79  2 ,  

NN-165-181 , NC-136-75-4 , NN-169-5 1 ,  NN-170-118 , 

NN-165-10 6 ,  NN-169-51 , NN-172-2 2 1 ,  NN-174-069 ,  NN-164-14 , 

NN-164-161 , II-NNA-3196 , NN-1 71-146 , NN-171-81 . 


AMS records covered by the General Records Schedule (GRS) 

o f  the General Services Administration (GSA) are 

disposable by that- schedule without further authorization 


Note : 

All files are to be  broken annually by fiscal year . This 

is called a file break . The disposal of records is 

determined from the year of the file break . Screen and 

destroy obsolete material . 


1 .  	 General Administrative Records unless specifically 
listed elsewhere in this schedul e ,  records pertaining to 
management functions such as procurement of supplie s ,  
equipment , and services , property accountab ility, 
budget ing , payrolling, obligat ion and other account ing , 
travel, transportat ion of things , personnel management , 
communicat ions act ivities , records management , space , 
information , automated data processing , etc . will be 
disposed of as follows : 

Washington and Field 

a .  Records described above which cannot be removed from 

active files during regular file breaks because they 

pertain to ongoing , unsettled matters . 


Remove from file when mat ter is settled , terminated , 
closed,  or consumated . Destroy 5 years after end 
of fiscal year material is removed from file . 

Folll' copie•, inclading odgl-1, to be naJuniH .. to tho National JlrchiYH .... Rooo m aervice 



No·--�--- __ _ 

Correspondence Subject 

3 
Standard Por:m No. 115-A • •Revised November 1951 ' 
Prescribed by General Servic  Administration Job Page
GSA Reg. 3-IV-106 ,115-202 of..8..5_ pages 

J. ..J' 1 .--

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

1 Can '  t 1 b. Correspondence and reports concerning repetitive or 
individual routine transac tions and matter s ,  legislative 
reporting , scale test report s ,  activity repor t s ,  house
keeping , and purely facilitative functions no t covered 
by o ther schedules . 

Destroy when 3 years old . 

c .  Working papers and drafts 
report s  as described above . 

of correspondence and 

d .  
or 

Destroy when 1 year old . 

General Administrative Correspondence 
information copy . 

- Duplicated 

2 .  

All Offices destroy when 1 year old or when 
longer needed for administrative use . 

Administrator ' s  File 

no 

Arranged chronologically . 

Memoranda , correspondence , reports and other records 
pertaining to the establishment , p lanning and development 
of AMS programs , such a s ,  limitations of USDA '  s authority 
to purchase commodities on the open marke t ,  testimony 
before the Senat e  committee on Agriculture , Nutrition 
and Forestry, market  news , uniform U .  S .  grade names for 
foo d ,  promotional assistance , school lunch program , 
income of farmers , direct marketing between farmers and 
consumers , the feasibility of electronic marketing for 
the wholesale meat trade , General Electric Company 
proj ected computer-assisted trading system for the 
wholesale meat marke t ,  marketing problems , and 
regulatory changes .  Includes controlled or j acketed 
correspondence and substantive p rogram interagency 
correspondence which are signed by the S ecretary, 
Assistant Secretary ,  Administ rator , Deputy Adminis trator , 
and/or Division Director . These are not filed in a case 
file . 

These files contain 
originating of fice ,  
division level . 

the yellow copy , 
and may be filed 

maintained in the 
at the branch and/or 

Foar copie•, incladiag original, to be naJuniHetl to U.e National JbchiYe• anti Recor .. Service 

http:origi.aJ


Job No. ----- Page _4 __ 

Washington Copy) 

Reading 

Speeches 

Copy 

Copies 

 ' 

Standard rm No. 116-A • eRevised November 1951 • 
PrEScribed by General Service! Administration 
OBA Reg. 3-IV-106llfr-202 • of-8..5_ pages

' 
I

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

2 Con '  t 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

a .  Office (Record 
PERMANENT . Transfer to FARC when 5 years old . 
Offer to Archives when 15 years old . 

b .  Field Office 
Destroy when 3 years old or when no longer 
needed for administrative use . 

3 .  Administrator ' s  File 

File Chronologically. 

Correspondenc e,  memoranda and related material signed 
or originated by the Administrator and Administrator ' s  
office staff . 

PERMANENT .  Transfer to FARC when 5 years old . 
Offer to Archives when 10 years old . 

4 . Lectures and 

File Chronologically .. 

a .  Lectures and speeches for the AMS Administrator and 
assis tants which pertain to maj or AMS programs and/or 
operations . 

1. Record 
PERMANENT .  Transfer to FARC when 3 years old . 
Of fer to Archives when 10 years old . 

2. Other 
Destroy when 1 year old . 

b .  All other lectures and speeches written by AMS 
personnel which do not pertain to maj or AMS p rograms 
and operations . 

Destroy when 3 years old . 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

'3,, I'ft· 

3 ''/1'1 · 

Fom copies, inclacliag original, to be nluniHod to tho National Archives and Recor .. •ervice 



No. ----- 5 

Meet ings 

Meet ings (Program 

stan4a.rd Fprm No. 115-A • eRevised November 1951 • 
Prescribed by General Bervicea Administration Job PageGSA Reg. 3-IV-106 

llf>-202 ' of-85_ pages
' J
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-bontin{iation Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

JOB NO. 

5 .  Commit tee 

Cas e  Filed by Name of Committee. 

a .  Agendas ,  minutes , final reports ,  and recommendat ions 
of advisory commit tees and meet ings , meetings with inter
agencies or other Federal agencies , and other meetings 
(other than staff meet ings) chaired by AMS top level 
employees . 

PERMANENT . Transfer to FARC when 3 years old . 
Offer to Archives when 25 years old . 

b .  Minutes of Staff meet ings below the Administrato r ' s  
level o r  other associat ion/commit tee meet ings . 

Destroy when 3 years old . 

6. Staff Notes) 

File Chronologically. 

a .  Agenda , and minut es , with support ing papers of the 
Administrator ' s staff meet ings relat ing to sub stantive 
functions of the agency . 

PERMANENT . Transfer to FARC when 3 years old .  
Offer to Archives when 10 years old . 

b .  Minutes of  Staff meet ings below the Administrator's 
level . 

Destroy when 3 years old . 

l'oar cepl.., iacladba9 orislaal, I• .. lllllmaiH .. le the •oll..al AiraJoly .. Giid •-.. Semce 

http:stan4a.rd


• • 
No. -----

1Publicity 

publicationi 

administratori 

Sta.ndard Form No. 115-A 
Revised November 1951 ,
Prescribed by General Servicei! Administration Job Page 6 
GSA Reg. IV-106 

lllHlO'l ' of _B.5_ pages 

'REQUtsT FOR AUTHORITY TO DISPOSE OF RECORDS-dontinu'a.tion Sheet 

l'oar copie•, iacl...U.. odgiaal, to lte ...maittetl to Ille Nolioaal Aroloiw .. aa• Ro-* Senrico 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

7 .  and Information Records (AMS and P&S Series 
Only) 

Arranged numerically by series number . 

a .  Information Publications supplied to individuals or 
institutions out side the Agency . Includes pamphlets  and 
booklets (excluding Departmental publication series)  
explaining the functions of  the Agency or various aspects 
o f  Agricultural Marketing Services ; and published reports 
reflecting maj or agency operations . Also includes annual 
publications , releases , and bulletins dealing with the 
milk marketing agreement and orders p rogram. 

Not e :  Market News Reports See Items 2 2  to 3 0 .  

1 .  Excluding publications which are print ed by 
the Government Printing Office (GPO) and 
private  contractors listed in the GPO monthly 
catalog . 

PERMANENT . (1)  to FARC when 3 years 

9. 10. 

Transfe·r 
old . Offer to  Archives when 25 years old . 
This mat erial may be microfilmed in accordance 
with the provisions of FPMR 101. 011 . 5  and ( 2 )  
the paper records destroyed after the microfilm 
copies have been reviewed and found acceptable . 

2 .  Other Publications - Including publications 
print ed by the GPO or private  contractors 
listed in the GPO monthly catalog . 

Destroy when 5 years old . 

b .  Source records used to  gather and compile 
des cribed in item 7a including monthly s tatistical 
summarie s ,  monthly published data by market 
such as Market Administrator Bulletins , or  their 
equivalents . 

Destroy 3 years after date of  publication . 

SAMPLE OR 
JOB NO. 

ACTION TAKEN 



Job No, _____ Page_..:..7 __ 

Standard Fonn No. 115-A •Revised November 1951 	, e 
Prescribed by General Service! Administration 
GSA Reg. 3-IV-106 

lll>-202 • of pages 
' 

' REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-bontin ation Sheet 

7. 	 9.8. DESCRIPTION OF ITEM 10. 
ITEM NO. 	 SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

7 Can ' t 1 c .  	 Press Releases 
All Offices - destroy when 3 years old . 

Note : 	 The press release record copies of the 

Washington and Field offices are maintained 

in the Office of Communicat ion at the 

Department level . 


8.  Audiovisuals 

a .  Black and white print file including 8 X 10 and 

smaller captioned prints made from negat ives maintained 

by the USDA Photo Laboratory in Office of Governmental 

and Public Affairs (OGPA) and p rint s  of 35mm negat ives 

made by the AMS information staff . Arranged by subj ect . 


PERMANENT . Break file every 10 year s ,  and offer 
to NARS 10 years after file break . 

b .  35mm negative file of photographs made by the AMS 

informat ion staff. Arranged numerically . 


PERMANENT . Break file every 10 years , and offer 
to NARS 10 years after file break . 

c .  Color photography file : 2 X 2 slides . Arranged 

by subj ect . 


PERMANENT . Break file every 5 years , and offer 

to NARS 5 years after file break the original 

cap tioned slide and a dup licate copy . 


d .  Caption list for the photographs in the black and 

whit e  print file . 


PERMANENT . Break file every 10 years , and offer 
to NARS 10 years after file break . 

Four copie•, inclacling original, lo be lllllnniHed to the National JlJrchive• and Recor .. Service 



JobNo. _____ Page_B __ 

Investigat ions 

Budget Policy 

Copy 

Copies 

Budget 

CoEY 

..standard Form No. 115-A eRevised November 1951 ,
Prescribed by General Services Administration 
OBA Reg. 3-IV-106 

llfr  • of 8.5__ pages 

' REQuEsT FOR AUTHORITY TO DISPOSE OF RECORDS-Contin ation Sheet 

7. 
ITEM NO. 

9 .  

8 .  DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

1 Audits and 

Reports and essent ial background material of all routine 
audits and investigat ions p ertaining to AMS ' s  operat ions . 
These audits include those done by the Office of the 
Inspector General , the General Account ing Office ,  
contract ing Cert ified Public Accountants (C . P . A .  ) and 
Milk Market Administrators . 

a .  Des troy when 3 years old or 6 months after the 
next audit , whichever is sooner . 

b .  For claims and litigation , destroy 3 years 
after settlement or sooner if  not needed . 

10 . Files 

Records documenting agency policy and procedures 
governing budget administrat ion , and reflecting policy 
decisions affecting expenditures for agency programs . 

a .  Record 
Destroy when 6 years old . 

b .  Other 
Destroy when 3 years old . 

11 . Estimates 

The record copy of budget estimat es and j ustificat ions 
p repared or consolidated in formally organized budget 
offices at the Agency level . Included are appropriation 
language sheets , narrative stat ement s ,  and related 
schedules and data . 

a .  Record 
Transfer to FARC when 5 years old . 
Destroy when 25 years old . 

b .  Other Copies 
Destroy when 3 years old . 

9. 
SAMPLE OR 

JOB NO. 

NN 1 71-81 
Item 2 

10. 
ACTION TAKEN 

Foar copiea, iad...U.. odtli-1, lo lie nlomiH.. lo ... Nalieaal Areldw .. amt R...U Senrice 



No. ------

Compliance/Enforcement/Litigation 

corrnnodity 

Page _9 __ 

1 .  

Standard Form No. 115-A 
Revised November 1951 ,
Prescribed by General Service.! Administration Job OSA Reg. 3-IV-106 111Hl02 of ..8.5__ pages 

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

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

JOB NO. 

12 . 1 

a .  Precedent Cases - Reco rds pertaining to administra

t ive proceedings , civil and criminal court act io s , and 

claims essential to the documentation of AMS involvement 

in regulatory violation cases and litigat ion, including 

cases against AMS and AMS employees ,  which are of 

nat ional importance , and/or result in maj or changes in 

AMS policy or procedures . Office of the General Counsel 

retains official copy .  


Destroy 5 years after case is closed or when 

no longer needed for administrative use . 


Note: Trans fer to FARC is not authorized . 

b .  Records described in item 12a, as well as records 

inc luded in violat ion complaint case files : 


Which do not result in litigation or court 

proceedings and/or warnings but may or may 

not result in formal administrative hearings 

which are not of precedent importance . 


Transfer to FARC 3 years after removal from 

active files . 

Destroy 7 years after removal from act ive 

files or sooner if not neede d .  


2 .  Where legal actions have been instituted . 

Dest roy 5 years after close o f  final court 
action (adj udicated in all courts involved) . 

c .  Restraining orders issued by courts against 

handlers . 


De stroy when defendant is deceased . 

Foar coplee, iadwulbott edtrl-1, lo .. ....mtt .. lo ... •olioacllJbcld,,.. _. R-U Serorlco 



by 
3-IV-106 _____ 

1 3 .  Coop Agreements 

Copy 

Copies 

8tanda.rd Form No. 115-A 
Revised November 1951 , 	 e 
Prescribed 	 General Servlcea Administration Job No. Page 10 
GSA Reg. 

llfr202 	 • of ..a,s.__ pages 

' 

7. 
ITEM NO. 

12 Con ' t 1 

, 
REQUEsT FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 9. 10. 
SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

d .  Cards used to list and/or index violat ions , alleged 
violations , and actions taken . 

Destroy 10 years after all listed violation cases 
are closed . However ,  the cards may be maintained 
longer as a reference file to serve the needs o f  
the users and destroyed when n o  longer needed . 

Note : 	 These cards are not permanent and are not 
transferable to FARC . 

e .  Reports and related correspondence o f  complaint s ,  
suspected violat ions , investigations of violations , and 
act ions taken on these report s .  

Destroy 5 years after calendar year in which 
adminis trative action was taken on these reports .  

Note: 	 See the Dairy sect ion items 73  to 7 6 .  
See the Transportation & Warehouse sect ion 
item 130 . 
See the Packers & Stockyards section items 103 
to 105. 

File by state and thereunder by number of  program 

a .  Agreement and memorandums of understanding (including 
related records) with other Federal agencies , State and 
local agencies , and other agencies or persons . 

1 .  	 Record 
Washington or Field - whichever has the record 
copy .  
PERMANENT - Transfer t o  FARC 5 years after 
terminat ion of  agreement . 
Offer to Archives when 25 years old . 

2 .  	 Other 

Destroy 3 years after termination of 

agreement . 


Foar copies, iad...U.g origl-1, to .. ..-.UH .. lo ... ••lloaal .lbclliYn uad a-.. Somce 

http:8tanda.rd


No. -----Job Page 11 
standard Jllorm No. 115-A 
Revised November 1951 ,
Prescribed by General Servicei! Admlnlstratlon 
GSA Reg. IV-106lllH!02 of --85... pages• 

A\REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinua'tion Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

13 Con ' t 1 b .  Case files on act ivities of  State Milk Control 
Agencies . These case files cons ist of  copies o f  State 
and local agreements ,  such as State Milk Orders , Price 
Schedules , statistical and background information. 

Destroy when superseded . 

c .  Case file s of  agreements with trans portation 
companies pertaining to their reporting to Market News 
Branch of the Fruit & Vegetable Division the rail 
movements on fruit s and vegetables . Includes assigned 
line codes for reporting purposes . 

Destroy two years following end of  calendar year 
in which agreement is terminated . 

d .  An agreement between USDA, in cooperation with the 
Cotton Division, and 13  foreign associations to establish 
universal standards for cotton . The purpose o f  this 
agreement is to facilitate and promote foreign commerce 
of cotton . 

PERMANENT . Transfer to FARC 5 years after 
terminat ion o f  agreement . 
Offer to Archives 25 years after termination . 

14 .  Dockets  

Case files including AMS dockets  submitted for  publ ica
t ion in the Federal Register and related material . 

a .  Docket cases which contain material essential to 
the documentation of program formulat ion and/or maj or 
o perat ions which are not substantially covered by the 
docket itself . These files include the Agency copy 
with the Office o f  General Counsel approval . 

Transfer to FARC when 3 years old . 
Des troy when 20  years old . 

9. 
SAMPLE OR 

JOB NO. 

NN 169-51 
Item 2 

10. 
ACTION TAKEN 

1'' 1itJ 

r- copiu, iachulla9 .n,p..i, to ... .....u .... to ... •atleaal .lbcldw .. -· ··-- ••rrice 



_____ _ 

Licensing/Bonding 

NN 

12 
standard lllorm No. 115-A 
Revised November 1951 ,
Prescribed by General Bervicea Administration Job No, PageOBA Reg. 3-IV-106 

11 202 of pages 
, 

' REOUEsT FOR AUTHORITY TO DISPOSE OF RECORDS-Contin ation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

14 Con't 1 b .  Divisional copies o f  dockets ,  background material , 
and pub lic commentary (other than described in item 14a). 
This includes fee dockets which do not have public 
commentary . These may or may not result in Administra
tive p roceedings . 

Break from f ile at end of  fiscal year in which 
rule is finalized . 
Destroy 10 years after rule is finalized . 

Note :  For Rat e  Dockets see Item 105 . 

15 . 

a .  Case files and related records on the bonding,  
licensing , and the removal of  licenses for federal , 
stat e ,  local , or  private industry employees to grade , 
inspec t ,  weigh , or sample agricultural commodities . 
Includes examinat ions given to  p ro spective licensees 
and orientation check lists . 

1 72-221 
Item 15 

Destroy 5 years after fiscal year license is 
terminated . Bonding may be  destroyed 5 years 
after cancelled or when no longer needed . 

b .  Case f iles and relat ed records pertaining to 
licensing or registrat ion of commodity handlers . 

the 

1 .  Case file on individual licensees . 

Destroy 3 years after fiscal year license 
is terminated . 

2 .  Indexes , reference list s ,  history cards or 
licensees , excep t  as noted in subpart 3 below . 

Transfer to FARC 
or obsolete . 
Dest roy 10 years 

3 years after superseded 

thereafter . 

3 .  Individual (Principal) cards as required by 
law listing persons who are now or have ever 
been engaged in commodity trading . 

Destroy when individual is deceased . 

Foar eopie•, iacla.U.9 odtlfaol, lo a.. lllllmaiH .. le ... ••tleaol Aircldwff ... ••-• SHYlce 

http:1M.-....du


No. -----

Legislation 

Organizational 

Copy 

Copies 

INN 

standard Form No. 115-A 
Revised November 1951 ,
Prescribed by General Serviceii Administration 	 Job Page 13 
OBA Reg. 3-IV-106 

ll&-202 	 • of...8.5__ pages 

REQUEsT FOR AUTHORITY TO DISPOSE OF RECORDS-bontin ation Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR 

JOB NO. 
ACTION TAKEN 

15 Can't 	 c .  Bonding of  market administ rators and memb ers o f  
committees and related records . 

Destroy when 5 years old .  

Note :  	 For commodit ies stored in warehouses , see items 
129 to 143 . 

16 . 	 17 2-221 
Item 1 

Records pertaining to the formulation and revision o f  
program planning t o  include any significant case f iles 
or o ther documents  of a precedent natur e ;  including 
summary of comment s and copies of legislat ive reports 
or history regarding any proposed legislat ion , legal 
opinions , decisions , laws , regulations , and orders . 

Washington - Transfer to FARC when 15 years old . 
Dest roy when 25 years old . 

17  . 	 Records 

a. Offic ial organi zat ion chart s ,  narrative histories , 
mis sion statements and relat ed records which document 
the organization and functions of the agency . 

Note: 	 Reco rd copy maintained by Personnel Division . 

1 .  	 Record 
PERMANENT . Trans fer to FARC 10 years after Ye/'/ lf. revised . 

Offer to Archives when 25 years old . 


2 .  	 Other 

Destroy when superseded or obsolete . 


b .  Other correspondence regarding organization , 
reorganizat ion , transfer of  funct ions , working papers ,  
etc . 

Transfer to FARC when 5 years old . 

Destroy when 10 years old . 




No. -----

Accomplishment Repo rts 

special 

Copy 

Copies 

Paperwork Planning and Systems Branch 

Standard F\:>rm. No. 115-A 
Revised November 1951 , 	 e 
Prescribed by General 8ervice8 Administration 	 Job Page 14 
GSA Reg. 3-IV-106 

1111-202 • of.J...5_ pages 

'REQuEsT FOR AUTHORITY TO DISPOSE OF RECORDS-dontin ation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

18. Work 	 and Annual 

File Chronologically 

a .  Annual or equivalent periodic reports and 
report s showing maj or operat ions , or describing work 
progress and accomplishment s at the organizat ional level 
above division level . 

1 .  	 Record 
PERMANENT . Transfer to FARC when 5 years old . 
Offer to Archives when 25  years old . 

2 .  	 Other 
Destroy when 3 years old . 

b .  Narrative or statist ical work accomplishment re ports 
used to prepare the budget . Some are summarized in 
departmental publicat ions . 

Destroy when 3 years old . 

c .  Division Level and Lower , Monthly Re port , etc . 

Destroy when 3 years old . 

The Paperwork Planning and Systems Branch (PP&SB) o f  
Administrat ive Services Division (ASD) has the responsi
b ility for the management of records , forms , report s ,  
directives and correspondence for AMS . Except for the 
items listed below.in this part o f  the schedule , we 
reconnnend the use of the General Records Schedule ( GRS )  . 

19. Directives 

File Numerically by Direct ive Number . 

This section covers records created or accumulated in 
directing and coordinat ing agency-wide administrative 
policy procedures and issuances for AMS . In addit ion 
to the Agency directives , there are Division and Branch 
direct ives created and maintained separately .from the 
Agency ' s  direct ives which are also covered in this 
section . 

http:below.in
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Standard lllorm No. 115-A 
Revised November 1951 • 
Prescribed by General Servicea Administration 	 Job No. 
OBA Reg. 3-IV-106 

11 202 	 of --&,3... pages 
i 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-C0ntinuation Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

19 Can ' t 1 a .  General Procedures 

A set of instruct ions ( including handbooks ) ,  not ices , 166-120 

monthly checklists and all revisions thereo f showing Item 1 

basic procedures for AMS , the Divisions and the Branches , 

and a copy of  each periodic issuance o f  (1)  Subj ec t 

Index of Instruct ions and ( 2 )  Table of  Content s ,  etc .  , 

including AMS and AMS/FGIS instruct ion manual .  


1 .  	 Record - Office /w./,.J .
PERMANENT . Trans fer to FARC when revised 

or superseded . 

Offer to Archives 10 years after revised 

or superseded . 


2 .  	 Other - such as reference cop ies , 

three ring binder cop ies , etc . 


Destroy when superseded or obsolete .  

b .  	 Instruct ion Cas e  Files 

Case files of Instruct ions and all revisions , including 
historical material and p en-and-ink changes thereof ,  
consist ing of : (1) original submission o f  instruction , 
including reviewers connnent s ; (2)  background mat eria l ,  
working papers and official regulations support ing need 
for issuance of  instruction ; (3 )  clearances and approval 
documents , including work progress sheets ;  (4)  printed 
copy of  instruction ; (5) printed not ice transmit ted 
ins truction; (6) supplement s to  the Mode T&A Reports 
Handbook , NFC Voucher and Invoice Payments Handbook and 
U .  S .  Government Correspondence Manual .  

1 .  	 Record 

Trans fer to FARC when 3 years old . 

Destroy when 15 years old . 


2 .  	 Other 

Destroy when sup erseded or obsqlet e .  




• • 
No.---,----
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDs.-'Contin'.uation Sheet 


19 

7. 
ITEM NO. 

Con ' t  

2 0 .  

8. DESC RIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

1 c .  No tice Case Files 

Case f ile of Not ices consisting of  (a) original 
of not ice , (b) background material supporting need for 
issuance of  not ice ,  (c) preliminary draft and final 
approved draft including reviewers comment s (when 
applicable) ; (d)  clearances and approval document s, 
including work progress sheet s .  

Destroy when 2 years old . 

of 

9. 
SAMPLE OR 

JOB NO. 

NN 166-120 
Item 4 

JO. 
ACTION TAKEN 

a .  Includes authority to represent AMS at hearings , 
court proceedings , and delegat ion to sign official 
document s or act in official capacity, etc . (This also 
includes market news reporters)  . 

1 .  Record 

Destroy 5 years following end of fiscal 
year in which authority was given or when 
superseded or obsolete . 

2 .  Other 

Destroy when superseded or obsolet e .  

b .  Individual designat ions o f  market administrators 
and act ing market administ rators and individual 
terminations of market administrators and acting market 
administrators . 

Destroy 4 years after termination o f  employment . 

Not e :  Other offic ial delegat ions are issued in Agency 
and Division direct ives and instruc t ions . 

Foar copies, incl•diag original, to be nltmiH .. to the National A.chive• and Reoor .. Service 



No. ------

Standard hrm No. 115-A • 
Revised November 1951 • 
Prescribed by General Services Admlnistratlon Job Page 1 7  
OBA Reg. 3-IV-106 

11 202 of _8..5_ pages 
. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

JOB NO. 

21 . ' Forms Files 

This section covers forms files created and accumulated 
by AMS , predecessor agencies ,  as well as forms f iles 
that may be created and accumulated as a result of  
future acts and/or reorganizations . 

a .  One record copy o f  each form created by AMS with 

related inst ructions and documentat ion showing incept ion, 

scope , and purpose of the form. 


Destroy 5 years after form is superseded or 
obsolete . 

b .  Working papers , background materials , requisitions , 

s pecificat ions , processing data and control records . 


Destroy when related form is discontinued , 

superseded or obsole t e .  


Foar copiH, incbading original, to be ndnniHed to tho National JlrclaiYH and Ro_s .. Sosvice 

http:iacla.ua
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Standard "Orm No. 115-A •Revised November 1951 • 
Pre1cribed by General Services Admlnistratlon Job No, Page 18 
GSA Reg. 3-IV-106 111H!02 of....8..5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDs--'Contin'uation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

22  . 

Market News For All Divisions 
Items 22 30  

Records created o r  accumulated by the Market News 
Branches , for all Divisions in AMS , documenting act ivit ies 
of the assigned market news programs on commodities 
p ertaining to p rice , vo lume , movement , and distrib ut ion . 

These activities are conducted'under the provisions of  
the Agricult ural Market ing Act of 194 6 ,  as amended . 

Annual Summaries o f  Market News and Statistical 
Detailed 

a .  Hard 

1 .  Office (Record 

Destroy hard copy when microfilmed . 

2 .  Field Offices 

Destroy when no longer needed for administrative 
use . 

3 .  I f  record (hard is no t microfilmed 

PERMANENT . 
Transfer to FARC when 10 years old . 
Offer to Archives when 25  years old . 

b .  Microfilm 

PERMANENT - Offer two ( 2 )  copies (one copy mus t 
b e  the silver copy) to Archives when 25  years old. 

No te : This certifies that the records described on this 

16 9-51 
Item 
(3a)  

16 9-51 
Item 

3b , c 

form shall be micro filmed in accordance with the 
standards set forth in 41 CFR 101- . 504 and that 
the silver original micro film plus one pos itive 
copy of each microfilm shall be offered to NARS . 
The records will be s tored in accordance with 
11 . 5 07  and 11 . 508,  and the first inspect ion will 
be every 2 years , beginning in 19 7 9 ,  in accordance 
with 101 . 507-2 . 

Foar copies, inclaclillg original, to be nlomitt .. to tho National A.chi••• and Ro_ .. SeKvlce 
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prescribed 

Transportat ion Reports 

Headquarters 
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Background 
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' 	 ' 
Standard P'bnn No. 115-A 
Revised November 1951 ,
Prescribed by General Serviceii Administration 	 Job No.--�--- Page_ .l2__OBA Reg. 3-IV-106 

11 202 	 of  pages 'J ' 

REQUF.sT FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

2 3 .  Periodic Market News 
Quotat ions . 

and Statistical Detailed 

a .  Daily, Weekly and Monthly reports , including mail 
reports ,  pertaining to price , volume , movement and 
distribut ion of commodit i es and the related activities . 
Included are materials ,  other than regular reports which 
record market quotat ion s ,  transit quotat ions , and daily 
stockyards ' recei pts of lives tock . 

1 .  Record 

Destroy when 10 years old . However ,  one copy 
may be maintained b y  Washington and Field as a 
reference copy to serve the needs of  the user 
and destroyed when no longer neede d .  

2 .  Other 

Destroy when 5 years old,  
b y  Division Instructions . 

or sooner as 

b .  Periodic Market News (rail 
and t ruck movement for fruits and vegetable connnodities ) 
(OTHER THAN ANNUAL) issued b y  Office . 

NN-169-51 
Item 4 

Destroy 3 years after end of calendar year 
in which issue d .  

2 .  	 Other Offices 

Destro y  when no longer needed . 

2 4 .  Market News Material 

a. Routine corre s pondence with market news representa
tives pertaining to terminal market unloads . 

Des troy when 2 years old . 

Foar copiea, iacladiag original, lo be naJomiHed lo the National Archi••• and ••-• .. l••Yice 
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Prescribed by General Service:i Administration 	 Job No. --�---
GSA Reg. 3-IV-106 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

24. Con't b .  Reporters' no tes,  working papers, market coIIIl!len ts and1 
rout ine releases .  Outgoing and incoming copies of  
tele type wires on prices and.comments and statistical 
data worksheet s .  

All Offices 

Destroy when pr nted report s are released or no 
longer than 30 days after the printed reports are 
released . 

25 . 	 Market News with transportation companies NN-169-51 
pertaining to their reporting to Market News Branch o f  Item 11 
F&V Divi sion the rail movements on fruit & ve ge tables . 
The case file consists o f  correspondence incorporating 
the agreement together with record of  Line Code assigned 
to the transportation company for reporting purpose s .  
Also , include s any subsequent correspondence on changes 
in the basic agreement . 

a .  

Destroy 	two years following end o f  calendar year 
in which agreement is terminate d .  

b .  Other Offices 

Destroy when no longer needed for administrative use. 

2 6 .  	 Records and correspondence on to transportat ion NN-1 6 9 -51 
companies to furnish information on particular shipments Item 12 
involved in complaint cases under the Perishable 
Agricultural Commodities Act . 

a .  Headquarters 

Destroy one year following end of  calendar year in 
which report was made to Regulatory Branch , F&V 
Divi sion . 

b .  Other Offices 

Destroy when no longer neede d .  

Foar copi .., iacladiag odgiaal, to IM lllllamiHed lo Ille National Jlrchi• ..aad Roccs .. SosYice 



• • 
____ _ 

1
Correspondence pertaining reporting shi.Q.ment NN-169-51 
informat ion 

Headquarters 

Reports major surveys NN-169-51 

Report s  NN-169-51 

Washington Copy) 

Reports 

b .  

Standard Norm. No. 115-A 
Revised November 1951 , 
Prescribed by General Services Administration 	 Job No, Page 21  
OBA Reg. 3-IV-106 

111>-202 	 ofJ3.L pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 	 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

to the of 
by transportat ion companie s to specific Item 13 

market news offices b y  geographical divisions o f  the 
companies ;  correspondence from headquarters office to 
market news field offices pertaining to the reporting 
of informat ion, format , etc .  , including discrepancies 
on their transportation reports (shipment s and unloads)  . 

2 7 .  

a .  

Destro y  one year following the end of calendar 
year in which prepared . 

b .  Other Offices 

Destroy when no longer needed . 

2 8 .  	 of of condit ions in particular 
marketing areas requesting market news service ,  including Item 1 
recommendat ions for maj or changes . 

Arranged alphabetically by subj ect 

PERMANENT . Transfer to FARC when 3 years old . 
Offer to Archives when 25  years old . 

2 9 .  	 Annual Stat ion Market News and Shipping Point 
Deal Reports relating to the cost of maintaining location Item 1 
sit e ,  amount and t ype of equipment used and stat ion 
activities (Form FV-394 )  . 

a .  	 Office (Record 

Destroy 	when 20 years old . 

b .  Field Office 

Destroy when 2 years old . 

3 0 .  	 Other Market News 

a.  Reports of annual progress or activities , trip 
reports , summary of local market surveys , shipment and 
unload market report s .  

Dest roy when 2 years old,  or sooner if not needed . 

List of trade contacts . 

Destroy when superseded or obsolete . 

Foar copie11, inclacling original, lo be nalunillod lo lho National Archive• and Records Gervice 
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printouts 
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Standard ll'orm No. 1115-A 
Revised November 1951 • 
Prescribed by General Berviceii Administration Job Page 22  
GSA Reg. 3-IV-106 

11 202 of ....8..5__ pages 

REQUEsT FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

!30. Con ' t 1 c .  Accounting printouts and similar printouts on 
domestic shipment s  and imports by days and weeks . 

1. Final 

De stroy when 10 years old . 

2 .  Other printout s 

Destroy when final data is  available . 

Note : 

For general correspondence , see Item la . 

roar copie•, iacladhag odglaal, to ... nabmiHed to the Natieaal JlrclaivH aad Reoor .. Service 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-C ntinu tion Sheet 


7. 
ITEM NO. 

31 . 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Research and Promot ion 
Items 31 33  

The Agricultural Marketing Service coordinates th  
implementat ion of the Research and Promot ion Act s  for 
various agricultural commodities and monitors ongo ing 
programs . The Research and Promotion Acts authorize 
growers and p roducers to  finance and carry out a 
nationally coordinated research and promot ion program to 
improve their competitive position and expand markets for 
their commodities and p roducts and to maintain and 
develop markets . The Act s  further authorize the issuance 
of orders and identifies the persons app licable under 
such orders . They p rovide for the development of  
proj ects and studies with respect to sale , distribut ion , 
marketing , utilization , and product ion of  commodities 
and products . For each commodity or product a Board is  
established as required b y  law for the establishment , 
is suance , effectuation and administration o f  appropriate 
programs or p roj ect s . 

Research and Promot ion Files 

Rulemaking - Records which do cument activities in formal 
proceedings related to  the research and promot ion of beef 
cotton , eggs , mohair , potatoes , wheat , wool , et c .  , as 
well as , market ing agreements and orders under the 
Agricultural Marketing Agreement Act of 1937,  as amended .  

All record files relating to the Research and Promotion 
Act s  consist of  notice of  hearings , including changes in 
t ime , dates , postponement , and reopening o f  hearings , 
hearing transcripts ·  and briefs ; recommended decision , 
including excep tions and extens ions of  t ime for filing 
exceptions ; comment s ,  Secretary ' s  Decisions , Referendum 
Orders , f inal orders ; Suspens ion o f  Program, Terminat ion 
o f  Pro gram; and essent ial relat ed correspondence . 

a .  	 Record 
Files are maintained in the Hearing Clerk ' s office . 

b .  	 Other ( including approvals of  budgets and 
reports of programs and proj ect s  submitted by the 
board and other related materials)  . 

Destroy 5 years after rule is inact ive or proj ect 
is completed . 

9. 
SAMPLE OR 


JOB NO. 


NCl-16-78 5 

10. 
ACTION TAKEN 

Foar copiH, inclading original, lo be inabmiH .. lo tho National Archive• and Ro_r .. Sorvice 
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standard Form No. 115-A 	 -•Revised November 1951 , 
Prescribed by General Services Administration 	 Job Page 24 
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• 

' REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-,Contin,uation Sheet 

7. 8. DESCRIPTION OF ITEM 	 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

32 . 1 

One set of the records including research and promot ion 

data and background material on a specific program or 

p roj ect for the purpose o f  evaluation . Records consist 

of correspondence, research data, and background 

material on the various factors involved in determining 

that each program or proj ect contributes to a 

coordinated nat ional p rogram of research, education, 

advertising, and sales promotion contribut ion to the 

maintenance of markets and for the development of  new 

market s for various agricultural commodities or products  . 


Transfer to FARC when 3 years old . 

Des troy when 10 years old . 


33. 	 Potent ial board files for the various Research 
and Promot ion Boards . Includes a bibliography, 
correspondence, letters of appo intment or no appointment, 
and agreement s to accept memb ership . 

a .  	 member ' s  file 

Destroy 3 years after terminat ion of  the individual ' s  

membership from the board . 


b.  	 "Not member ' s  file 

Destroy immediately upon no tification of  rej ection 

o f  appointment . 


Not e :  For Audits and Invest igat ions see Item 9 .  


For Compliance/Enforcement /Lit igat ion see Item 12 . 


Foar copies, iaclading original, to be inalomiH.. to the National .llirchiyea aad Reoos .. Service 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH I NCLUSIVE DATES OR RETENTION PERIODS) 

Cot ton Division 
Items 34 51  

The Cotton Divis ion , Agricultural Market ing Service (AMS) 
administers market ing services ,  expansion o f  market 
outle t s ,  regulatory and other related programs for co tton,  
cotton l inters , cottonseed , co tton product s ,  and other 
vegetable fibers and related connnodit ies . 

34 . Cotton Division File 

Arranged alphabet ically by subj ect . 

Memoranda , correspondence , report s ,  and other records 
pertaining to the establishment , p lanning and development 
of AMS programs , such as the High Volume Inst rument 
System to replace manual classification o f  co tton ,  
classing o f  cot ton for expo rt , classing foreign grown 
cot ton and futures classing ( decert ification , stock 
records , warehouse lists ,  receip t s )  , marketing problems , 
and regulatory changes . Includes cont rolled or 
] acketed correspondence and substant ive p rogram int er
agency correspondence which are signed by the Secretary, 
Assistant Secretary, Administrator , Deputy Administrator , 
and/or Division Director. These are not f iled in a case 
f ile . 

Thes e  f iles contain the yellow copy, maintained in the 
originating o ffice, and may be f iled at the branch and /  
or division level . 

a .  Office (Record 

PERMANENT . Transfer to FARC when 5 years old . 
Offer to Archives when 15 years old . 

b .  Field Office 

Destroy when 3 years old or when no longer 
needed for administrat ive use . 

9. 
SAMPLE OR 


JOB NO. 


IO. 
ACTION TAKEN 

'r./'lr· 


Foar copie11, iaclacliag odgiaal, to be nlamittecl to the National ArchivH and Recorc!ll Oervice 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. B. DESCRIPTION OF ITEM 9. 

ITEM NO. SAMPLE OR 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

JOB NO. 

35 . 

a .  General on the stat ist ical sampling and Cotton 
classing of carry-over stocks . Includes instruct ions 
on check lot samples and Form CN-377 , Carry-Over 
Listing . 

1 .  	 Record 

Destroy when 4 years old . la 

2 .  	 Other Copies 

Destroy when 2 years old . lb 

b .  Daily Sampling Report (Warehouses )  ; 

Form CN-110 , Report of  Cotton on Hand in Mill s ;  and 

any other carry-over report . 


1 .  	 Record 

Destroy when 4 years old . 2a 

2 .  	 Other 

Destroy when 2 years old . 2b 

36 . 

a .  General material on practical cotton 
classing examinat ions given to Division employees , 
applicants for l icenses to class under the U . S .  Warehouse 
Act ,  and applicants for cotton classing proficiency 
certificates . 

1 .  	 Record 

Destroy when 4 years old . 14a 

2 .  	 Other 

Destroy when 2 years old . 14b 

10. 
ACTION TAKEN 

Foar copie•, incladlng origiaal,oto IM naJamitted to the National Archives and Recor• Service 
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No. ---..,..---
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Copy 
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Copy 
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Classing Reports . 
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Copy 

Job 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continu'a.tion Sheet 

7. 
ITEM NO. 

36 Con't 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

b .  Field Office Report s  . 

1 .  Record 

Destroy when 10 years old . 

2 .  Other 

Dest roy when 4 years old . 

c .  Field Office 

1 .  Record 

Destroy when 4 years old . 

2 .  Other 

Destroy when 1 year old . 

d .  Field Office Daily 

o ffices : Destroy at end of  cotton classing 
season . 

e .  on the of  cotton . 

1 .  Record 

Destroy when 4 years old . 

2 .  Other Copies 

Destroy when 2 years old . 

9. 
SAMPLE OR 

JOB NO. 

6a 

6b 

7a 

7b 

8 

18a 

18b 

Foar copies, inclacling orlginal, to be a11hmiHod to tho National Archives and Recor .. Service 

10. 
ACTION TAKEN 
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Reports classing 

Copy 

Co:eies 
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re:eorts 

Copy 

'
stan.da.rd Fbrm No. 115-A 	
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7. 
ITEM NO. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 9. 10. 
SAMPLE OR (WITH I NCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

36 Con't , f .  on the of futures cotton 

Daily and Weekly Reports of Cert ificated 
Licensed Warehouse . 

1. 	 Record 
Destroy when 4 years old . 

2 .  	 Other Copies 
Destroy when 2 years old . 

Not e :  For the classing o f  export cotton, see 

3 7 .  Gins 

Stock in 

2la 

2lb 

item 4 7 .  

a. General Correspondence on gins and ginning equipment . 

Charges for ginning cotton, warehouse tariffs, Form MR-5 9 ,  

Ginning Charges and Related Data, etc . Includes 

Form MR-5 8, Seed Cot ton and Weight s .  Case file by t ype  

or variety if necessary. 


1. 	 Record Copy 
Destroy when 4 years old . 2 8a 

2 .  	 Other 
Destroy when 2 years old . 28b 

b .  Lists of  including code identificat ion numbers 
and addresses, new gins, dest royed gins, gins dismant led 
and 	not rebuilt, etc . 

Record Copy 

Destroy when superseded or obsolete . 


c .  	 Case File on gins, ginning act ivities, 

1.  	 Record 

Dest roy when 4 years ol d .  


2 .  	 Other Copies 

Destro y  when 2 years old.  


33  

et c .  

29a  

2 9b 

Four copie•, iacladiag original, lo ... lllllDaiH .. lo tho National AsclliYH -• Roeor .. S•mco 

http:stan.c1a.rd
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7. 8. DESCRIPTION OF ITEM 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

38 . 

a. General material on grading , supervis ing , and 
cert ifying cottonseed and other oil seeds , al so includes 
price support program material on oil seed . 

1 .  	 Record 
Destroy when 4 years old.  34a 

2 .  	 Other 
Destroy when 2 years old . 34b 

b .  Certificat es . General material on preparing oil 
seed cert ificat e s ,  shipping certificates to the Market 
News Sect ion , e t c .  

1 .  	 Record 
De stroy when 4 years old . 37a 

2 .  	 Other Co pies 
Destroy when 2 years old . 37b 

c .  Check General material on check sampling 
for oil seed programs . Case file by t ype of commodity 
and by individual check sample . 

1 .  	 Record 
Destroy when 4 years old . 39a 

2 .  	 Other Co pies 
Destroy when 2 years old . 39b 

d .  Oil Mill List . Current list o f  oil mills by Region , 41 
including name and addres s ,  name o f  manager , and names 
o f  all l icensed samplers at each mill . 

Record 

Destroy when superseded or obsolet e .  


Foar copia, iadaoliag original, lo ... ..JmsiHed lo tho National .Arclliwa -· R_r .. Sorwico 



Copy 

Copies 

Licens ing Bonding 

licensing 

warehousemer . 

Copy 

..
sta.n.dardll'orm No. 110-A ' Revised November 1951 • 
Prescribed by General Service! Administration Job No. ----�. Page 30 
GSA Reg. IV-106 

llfr202 	 of_85 . pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 	 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

13 8  Can't e .  Reports . Case file reports , such as CN-2 9 ,  Co tton

seed Sampling, and follow-up reports on steps taken to 

correct irregularities . 


1 .  	 Record 
De stroy when 4 years old . 35a 

2 .  	 Other 
Destro y  when 2 years old . 35b 

39 . 	 and 

a .  General material on the (and bonding if 

applicable) of cotton samplers and sampling agents ,  

cot tonseed chemist s ,  cottonseed sampler s ,  and 

Include the license number con trol registers and the list 

of suret y  companies approved b y  the Treasury Department 

(TD Circular No . 5 70)  . 


Record Copy 
De stroy 4 years after expirat ion . 4 7a 

No te : 

Fo r other licensing and bonding,  see item 15 . 


b .  Cotton Sampler s .  Licensing and bonding o f  cotton 

samplers and sampling agents for organi zed group s .  


Record Copy 
Destroy 4 years after expiration . 50a 

c .  Cottonseed Chemist s . General material on licensing 

cottonseed chemists . Includes lists of  licensed chemists 

and related records . 


Record 
Destroy when 4 years old . 52a 

Foar copie•, iacladillg odgiaal, to lte llllluaiH .. lo Ille Nati-al Jbchhre• an• Recor .. Service 



Samplers 

Copy 

Samplers 
men , 

CoE;y 

b .  

'
standard l'brm No. 115-A 
Revised November 1951 • 
Prescribed by General Service8 Administration 	 Job No. ----- Page --3L 
OBA Reg. IV-106 	 . 

11 202 	 oL85 _ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


9.7. 8. DESCRIPTION OF ITEM 	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) 	 ACTION TAKEN 

JOB NO. 

39 Can ' t  d .  Cottonseed and Warehousemen . General 
material on licensing and bonding of cottonseed s9mplers 
and warehouseme n  .. Includes lists of names ans st atus 
record . 

1 .  	 Record 
De stro y  when 4 years old . 5 3a 

2 .  	 Other Copies 
Destroy when 2 years old . 5 3b 

e .  	 License Record of  Cottonseed and Warehouse
The list ing o f  licenses issued to cottonseed 

samplers and warehousemen . 

Record Copy 
Destroy when superseded or obsolete . 4 8a 

4 0 .  Loose Cotton 

a .  General material on the accumulation , storage , bids , 
contrac t s ,  sales records , et c .  , on the sale of  loose 
cotton , accumulated samples , waste , slivers , and rej ected 
bales . 

1 .  	 Record 
Destroy when 4 years old.  5 9a 

2 .  	 Other Copies 
Destroy when 2 years old.  5 9b 

Bidder s .  Lists of  prospective bidders for loose 
cot ton, including the circularization of such lists . 

Destroy when superseded or obsolete . 	 62  

Foar copies, iacladillg orifiiaal, lo lie 8altmiHH lo Ille Nalioaal JbchiY•• and a ........ Sonnee 


http:a_....me


by 
3-IV-106 

No.------

Storage . 

Copy 

Copies 

Copy 

Bids . 

Copy 

Open 

Standal'd F<0nn No. 115-A ' I
RevisedNovember 1951 • 
Prescribed General Servic03 Administration Job Page 32 
GSA Reg. 

1111-al2 of_8i. pages . 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continu tion Sheet 


7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH I NCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

40  Con ! t i c  . Handling and General material on agreements , 
cont ract s ,  and related material on the handling,  baling, 
weighing,  and storage of loose cot ton . Includes arrange
ments to store when the cont ractor for handling doe s  not 
have storage facilit ies . 

1 .  Record 
De stroy when 4 years old.  

2 .  Other 
Destro y  when 2 years old . 

d .  Sales and Trans fers . General material on the sale 
or transfer o f  loose cotton . 

1 .  Record 
Destroy when 4 years old . 

2 .  Other Copies 
Destroy when 2 years old . 

e .  Supplemental instruct ions and material on 
obtaining b ids on repacked loose cotton . 

1 .  Record 
Destroy when 4 years old . 

2 .  Other Copies 
Destroy when 2 years old 

f. Sales /Bids Case file material relating to a single 
sale . Includes copy of the Invi tation to  Bid (SF-114 , 
Sale o f  Gove rnment Property) and related forms , Form A 
Memorandum, invoices covering charges against the cotton 
through the date o f  the sale , envelopes containing 
returne d  bids , original copies of rej ected bids , copy 
of the accepted bid , correspondence and telegrams . 

Destroy when 6 years and 3 months old.  

g.  Harket . 
on open market .  
Board o f  Survey. 

Material on selling contract gin loose 
Includes the worksheet prepared b y  the 

63a 

6 3b 

65a 

65b 

66a 

66b 

Des troy when 6 years and 3 months old . 68  

l'oar cople•, lncladlag odglaal, to be naltmillH to tho National Archive• aad Rooorc!a Oerwice 



No. -��---.-

Weight 

Repo rts . 

Copy 

Copies 

Market ing 

Correspondence 

Copy 

Copies 

Copy 

Co:eies 

Page _3_3 __ 

I I
Standard Form No. 1115-A 
Revised November 19519 
Prescribed by General Services Administration Job 
GSA Reg. 3-IV-106 of. 85_pa.ges llli-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCR IPTION OF ITEM 

ITEM NO. (WITH I NCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

40  Con ' t  1 h . Warehouse Re ceip t s  . Keep in a locked file, safe , or 
safety deposit box. 

Destroy by transfer to purchase r .  

i .  Record. Forms such as "Loose Cot ton Record" 
(Exhibit D to CN Inst ruct ion 917-2 )  , used to record 
weight s and otherwise account for loose cotton . 

Destroy when 4 years old.  

j .  Reports received or issued in connection 
with the handling and disposal of loose cot ton, such as 
the Baling Report ; Report of Rej ects by Standards Sec t ion ; 
Fo rms CN-89 , Loose Contractor Inspection Report ; 
Quarterly Report to AS Division ; Identical Bid Report ; 
et c .  

1 .  Record 
Destroy when 4 years old.  

2 .  Other 
Destroy when 2 years old.  

4 1 .  

I 

a .  General on the Division ' s  role or 
interest in the developmen t or discovery of new market s ,  
acreage and crop production . 

1 .  Record 
Destroy when 4 years old.  

2 .  Other 
Destroy when 2 years old.  

b .  Market Research . Rout ine records created in carrying 
out the provisions of the Cotton Research and Promotion 
Act . This specifically related to research and' promot ion 
to st rengthen the competitive posit ion of cotton, and to 
maintain and expand market s  and uses for United States 
cotton .  

1 .  Record 
Destroy when 4 years old.  

2 .  Other 
Destroy when 2 years old.  

69  

70 

60a 

60b 

71a 

7lb 

74a 

74b 

Foar copies, inclsding original, to be nltmillecl lo the National Archive• an d  Recorc!a Oervice 
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Copy 

Report s .  

COEJ': 

Organized 

CoEy 

Applications 

I I
Standard Form No. J15-A 
Revised November 1951 
Prescribed by General Services Administration Job No· ---'---�• Pap:e 
GSA Reg. 3-IV-106 of ....8..5..._ pages llt;-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

41 Con't 1 c  . Product ion Data .  Mate rial on allowable acreage for 
particular crops , and development of information and 
stat istics on crop product ions , exclusive of the Qualit y 
Surveys . 

1. Record 
Destroy when 4 years old . 

2 .  Other Copies 

75a 

Destro y  when 2 years old . 

d .  Market ing reports and supply estimates 
reports .  

1 .  Record 

75b 

Destro y  when 

2 .  Other Copies 

4 years old . 72a 

Destroy when 2 years old.  72b 

42 . Groups 

a.  General material on Smith-Doxey classing of  cotton 
for organized groups of  producers , including the 
as signment of  group numbers . 

1 .  Record 
Destroy when 4 years old . 

2 .  Other Copies 

86a 

Destroy when 2 years old . 

b .  and Instruct ion . General material and 
t ransmissions of applications and instruct ion to newly 
organized groups .  

1 .  Record Copy 

86b 

Destroy when 4 years old.  

2 .  Other Copies 

90a 

De stro y  when 2 years old.  

This file also includes record o f  applications received 
in the Clas sing Office , and the record of sampling agents , 
and unapproved applicat ions . 

90b 

Foar copies, inclacling original, to be nl>rniHed to the National Archives an• Recor .. Service 
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Copy 

Copies 

Physical 

Co:ey 

Co:ey 

I 	 I
Stand.a.rd Form No. J,15-A 
Revised November 1951 
Prescribed by General Services Administration 	 Job Page _3_,_5.L.-_ 
OBA Reg. 3-IV-106 

1111-202 	 of ....8.5- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

42 Can't 1 c  . Form 1 - Correspondence and other material on 
preparing the Form 1, and on the Form CN-219,  Cotton 
Classing Sheet,  including form memorandums, Form R, etc . 

1 .  Record 
Destroy when 4 years old .  

2 .  Other Copies 
Destroy when 2 years old.  

d .  Report s .  Reports concerning organized groups ,  
including Sampling Agent Close-Out Report, Annual Report 
requested b y  Divi sion Director's Office, etc . 

1 .  Record 
Destroy when 4 years old .  

2 .  Other 
De stroy when 2 years old.  

4 3 .  Standards 

a. General material on the preparation and use of 
physical standards for grade, staple types, and calibra
tion . These are the physical standards used in grading, 
testing, calibrat ion, surveys, training schools ,  etc . 
Includes selecting and submitting samples for standards, 
standards preparat ion, orders and sales, loans (and 
receipt s )  and distribution . 

1 .  Record 
Destro y  when 4 years old.  

2 .  Other Copies 
Destroy when 2 years old . 

b .  Bale Appraisal . Appraisal of  bale after purchase . 
Includes case files of  the following numbered, unnumbered, 
and related forns : CN-36-1 through CN-36-24, Grade Bale 
Information ( file by white or colored, grade, and color 
position on the chart ) ;  Form CN-8 7 ,  Color Diagram for 
:uckerson-Hunter Cotton Colorimeter, used to extract the 

9. 
SAMPLE OR 

JOB NO. 

9la 

9lb 

88a 

99a 

99b 

10. 
ACTION TAKEN 

data fo r Forms CN-36 in the above case file ; unnumbered 
form, Color Diagram for American Eqypt ian ;  unnumbered 
form, Determining Fiber Length, etc . 

1 .  	 Record 
Destroy when 4 years old.  l02a 

Foar copie11, incladin9 original, to be ...i.mitted to the National ArchiYe• and Reoosda 8esyice 

http:Stand.a.rd


____ _ 

Copy _ 

Copies 

Copy 

Shipping 

COEJ'.: 

Co:eies 

Sample Preparat ion . 

Copy 

Copies 

36 
11 202 

c .  

'StancJa:rd P'orm No. 115-A 	 ' 
Revised November 1951 ' • 
Prescribed by General Bervice8 Administration 	 Job No. Page
OBA Reg. 3-IV-106 of _ _ 85_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


7. 8. DESCRIPTION OF ITEM 	 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

2 .  Other Copies 
Destroy when 2 years old . 102b 

Distribut ion . General material ·on the distribut ion 
of physical standards . 

1 .  	 Record 
De stroy when 4 years old.  103a 

2 .  	 Other 
Destroy when 2 years old.  103b 

d .  School Kit s .  Correspondence on School Kit s  for 
Children. 

Record 
Destroy when 6 months old . 104a 

e .  Record .  Case file Forms CN-33 , Shipping 
Record for Cotton Standards , in two series :  "Universal 
Cot ton Standards , "  and "USDA arid International Calibra
t ion" . Al so case file Forms CN-6 8 ,  Shipping Record for 
U . S .  Cot ton Linter/ Standards . 

1 .  	 Re cord 
De stroy when 4 years old.  105a 

2 .  	 Other 
Destroy when 2 years old . 105b 

f .  General material on the prepara
t ion of the physical standards after the cotton has been 
accumulated . 

1 .  	 Record 
Destroy when 4 years old.  106a 

2 .  	 Other 
Destroy when 2 years old . 106b 

Foar eopiea, iacladillg original, l o  lte aaltmiHed l o  th e  National Archi••• -d Re_ .. lervice 
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Samp le 

CoEY 

CoEies 

Report s .  

Copy 

SuEport 

Copy 

' 	 I
St.anda.rd rm No. J,15-A 
Revised November 1951 
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REQm:ST FOR AUTHORITY TO DISPOSE OF RECORDS-cOntinu tion Sheet 


De stroy when 4 

2 .  Other 

8. DESCRIPTION OF ITEM 


ITEM NO. 


7. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

43 Con't 	 k.  Submission. Material on shipping samples or 
approved bales which supplements the informat ion given 
in CN Division Instruct ions . 

1 .  	 Record 
years old.  

Destro y  when 2 years old.  

1.  Reports on the preparat ion and use o f  
physical standards . Includes daily report o f  the number 
of  boxes of  standards prepared by employee, Report of 
Grade Standards, Report of  Staple Standards, and Report 
of Calibrat ion Standards.  

1 .  	 Re cord 
Destroy when 4 years old.  

2 .  	 Othe r Copies 
Destro y  when 2 years old.  

44 . Price 

a .  General material on the classing and reclassing of 
cotton in connect ion with the price support (Connnodity 
Credit Corporation Loan) pro gram. 

1 .  	 Record 
Destroy when 4 years old.  

2 .  	 Other Copies 
Dest roy when 2 years old . 

b .  Announcement s  . Sales and purchase announcement s ,  
including Agricultural Stabilizat ion and Cons ervat ion 
Service (ASCS) instruct ion letters.  

Dest roy when superseded or obsolete . 

9. 10. 
SAMPLE :>R ACTION TAKEN 

JOB NCI. 

llla 

lllh 

lOOa 

1001> 

ll2a 

ll2h 

l l 7  

Foar copie•, inclading origiaal, to be ndunittld to tho National Arcbiv .. and Rocow .. lowvice 

http:St.anda.rd


__ ...__ , 

Sample 

Co:12y 

Bales 

Copy 

Co:12ies 

Designated 

Co:12y 

Co:12ies 

Sample Appraisal . 

before 

Co:12y 

Co:12ies 

Standard Form No. 115-A ' 	 I

Revised November 1951 • 
Pre8crlbed by General ServicM Administration 	 Job No. Page 3 7  OBA Reg. 3-IV-106 

lll>-202 of _85_pages ' 	 ' 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

1 

9. 
SAMPLE DR 

JOB NO. 

10. 
ACTION TAKEN 

4 3  Can ' t  	 g. Select ion . General material on the accumula
tion and selection o f  cot ton to be used in preparing 
physical standards . 

1. 	 Record 
Destroy when 4 years old . 107a 

2 .  	 Other Copies 

De stroy when 2 years old . 


h .  Needed .  Material sent to Marketing Services 107b 
Offices list ing the quantity and t ype of bales of  cotton 
needed for the physical standards . 

1 .  	 Record 
Dest roy when 4 years old.  108a 

2 .  	 Other 
Destroy when 2 years old.  108b 

i .  Offices . Not ificat ion from the Standards 
when to select and submit staple t ypes and calibrat ion 
cotton ,  and any other special instructions supplement ing 
CN Division Instruct ions . 

Destroy when 4 years old.  	 109a 
1 .  Record 

2 .  Other 
Destroy when 2 years old. 	 109b 

j .  Material used to determine suit
ability of cot ton for use in the physical standards 

determination is made to buy the bal e .  Case 
file Forms CN-24, Staple Bale Informat ion . 

1 .  	 Record 
Destroy when 4 years old . 	 llOa 

2 .  Other 
Destroy when 2 years old.  	 llOb 

Foar copiH, inclading original, to be nlamiHod to the National JlrchhrH and Rooor .. Service 



No.-----

Copy 

Copies 

Conunodit; 

Report s .  

Copy 

Quality Surveys 

Correspondence 

Copy 

' 	 ' 
Standard F.orm No. 115-A 
Revised November 1951 ,
Prescribed by General Service11 Administration 	 Job Page �3�9�-
GSA Reg. 3-IV-106 

ll&-202 	 • of-8.5- pages 

7. 
ITEM NO. 

44 Can ' t  

45 . 

REOuEsT FOR AUTHORITY TO DISPOSE OF RECORDS-COntinuation Sheet 

9.8. DESCRIPTION OF ITEM 	 10. 
SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

c .  Reclassification . Material on reclassi fication o f  
cot t on sold under the Commodity Credit Corporat ion ( CCC) 
pro gram. Do not confuse with review classification . 
Case file Forms CN-378, Record Sheet ;  CN-355a, Form A 
Sample Reclassi fication Memorandum ;  or other form on 
which reclassificat ion is recorded ; and sample t rans 
mittal memorandums . 

1 .  	 Record 
De stro y  when 4 years old . 118a 

2 .  	 Othe r 
Destroy when 2 years old . 118b 

d .  Warehouses . Lists  of warehouses approved by 
Credit Corporat ion ( CCC) for storage of  loan cotton . 

Des troy when superseded or obsolete . 	 120 

e .  CCC Sales Distribution b y  Market ing 
Service s Office ; Average Premiums and Discounts for 
Conunodity Credit Co rporat ion (CCC) Settlement Purposes . 

1 .  	 Re cord 
Destroy when 4 years old.  115a 

2 .  	 Other Copies 
Destroy when 2 years old . 115b 

a .  General on the quality survey, includ
ing the statistical sampl ings used in estimating the 
quality. Included are county statist ical worksheet s . 

1 .  	 Record 
Destroy when 4 years old.  12la 

2 .  	 Other Copies 
Destro y  when 2 years old.  12lb 

b.  Selected Gins . Names ,  addresses,  and other pertinent 
data on gins selected for processing the Quality Survey. 

Des troy when superseded or obsolete . 	 125 

FoW' copie•, iaclacliag origf-1, lo IM 11111omiHed lo tho National ArchivH aad Ro_s .. Sesvice 



No.-----

Report s .  

Copy 

Copies 

material 

Copy 

Copies 

Rej ec tion . 

Copy 

Copies 

Grading Summary, 

Copy 

Copies 

' 	 ' 
 •
Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Setvic!ll! Administration 	 Job Pap:e _4"'"-0"'---OBA Reg. 3-IV-106 

116-202 	 • of_M_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continu tion Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10. 

ITEM NO. (WITH I NCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 
SAMPLE OR 

JOB NO. 

45 Con ' t 

4 6  . 

c .  Includes "Estimated Product ion of  Cotton 
by Principal Varieties (Market ing Services Office Area) "  
the annual bulletin on estimated percentages of  
variet ies planted across the Cotton Belt ; and .the 
annual report entitled "Cotton Gin Equipment . "  

1 .  	 Record 
Permanent .  Trans fer to FARC when 3 years old.  122a 
Offer to Archives when 25  years old . 

2 .  	 Other 
Destro y  when 4 years old . 122b 

Review 

a .  General on all types of review classing by 
either the original board or the Appeal Board , including 
Smith-Doxey and Standards Act , 

1 .  	 Record 
Destroy when 4 years old , 126a 

2 .  	 Other 
Destroy when 2 years old , 126b 

b .  Rej ection o f  unsuitable samples , samples 
not eligible for review classing,  and related correspond
ence .  

1 .  	 Record 
Des troy when 4 years old 129a 

2 .  	 Other 
Destroy when 2 years old . 129b 

c .  Section Form 1 sununary results for 
Grading Section . 

1 .  	 Record 
Destroy when 4 years old . 130a 

2 .  	 Other 
De stroy when 2 years old , 130b 

Foar copies, inchading original, to be nlmaiHed to the National ArchivH and Recoru Service 



Report s . 

Copy 

Copies 

Samples Clas sing 

Copy 

Appraisal Sampling. 
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Copy 

' 	 '
Standard :f!'orm No. 115-A 
Revised November 1951 • 
Prescribed by General Serviceii AdmJnlstratlon 	 Job No. ------, Page _4"""1"--
OBA Reg. 3-IV-106 . 	 of Ji5.- pagesllt;.-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

a .  General material 

4 6  Can ' t  	 d .  Report s which p ertain to review classing 
only . 

• 

1 .  	 Record 
Destro y  when 4 years old.  127a  

2 .  	 Other 
Destroy when 2 years old . 1 2 7b 

4 7 .  	 for 

on the selection and handling o f  
samples for any t ype of  classing except supervisory. 

1. 	 Record 
Destroy when 4 years old . 1 3la 

2 .  	 Other Copies 
Destroy when 2 years old.  1 3lb 

b .  Records o f  resampling done by 
Field Representat ives as a comparison with original 
sampling . 

1 .  	 Record 
Destroy when 4 years old.  134a 

2 .  	 Other 
De stroy when 2 years old.  134b 

c .  Instruct ion . Special instruct ions supplementing CN 
Divis ion Inst ructions issued to  bonded samplers , licensed 
warehousemen , commercial samplers , et c .  , on taking 
samples . 

Record 
Destro y  when superseded or obsolet e .  135a 

Foar copie•, iacl•dbag origiaal, lo be lnllamiH .. lo th o  National Aa-chi•e• and R_s .. Sosvice 
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Mechanically-Drawn Samples . 

Copy 

Shipping Samples . 

Copy 

Report s .  

Copy 

Copies 

' I
standard i.'1rorm No. •15-A 
Revised November 1951 1· 
Prescribed by General Service.! AdmJnistratlon Job No. ---4---
GSA Reg. IV-106 • 

8511 202 of _ _ _ _  pages ' 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) SAMPLE OR 

JOB NO. 
ACTION TAKEN 

4 7  Can ' t  d .  General material 
supplementing CN Division Ins truct ions on the taking of  
samples by mechanical means . 

1 .  Record 
Destroy when 4 years old . 136a 

2 .  Other Copies 
Destroy when 2 years old.  136b 

e .  Special ins truct ions supplementing 
those in CN Division Instruct ions on shipping samples to 
the Market ing Services o ffice from the gin . Includes the 
annual memorandum to common carriers . 

Record 
Destroy when superseded or ob solet e .  1 3 7a 

f .  Sack Re cord . The record 
by CN Division Instruction . 

an · sample sacks prescribed 

Destroy when 2 years old . 139 

g .  Includes Forms CN-59 ,  Cotton Sampling 
Inspect ion Report ; Summary Sampling Inspect ion Record, 
etc . 

1 .  Record 
Destroy when 4 years old . 132a 

2 .  Other 
Destroy when 2 years old .  132b 

l'oar copies, incladiag odgiaal, to be n!omiUed lo tho NcalioaaJ ArcldYH -• Roeor .. Service 
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Comparison Classing. 

Copy 

Copies 
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 ! 

Standarc..Form No. 111'-A ' 	 I
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4 REQUEST FOR AUTHORITY TO DISPOSE OF RECORD ntinuation Sheet 

7. , 8. DESCRIPTION OF ITEM 	 9· 10., 

JOB NO. 

48 . Standards Act 

a .  material on classing under the Standards Act , 
including Form A, Form C ,  Form D ,  e t c .  

1 .  	 Record 
Des troy when 4 years old . 14 0a 

2 .  	 Other 
Destroy when 2 years old . 140b . ,  

b .  Accommodat ion General material on 
accommodation class ing under the Standards Act ,  except 
that performed by the Customs Bureau . 

1 .  	 Record 
Destroy when 4 years old . 14 3a 

2 .  	 Other 
Destroy when 2 years old . 14 3b 

c .  General material on the 
issuance of  Forms CN-39 ·r.R.equest o f ,,.Classification , for 
comparison classing . 

1 .  	 Record 
Destroy when 4 years old . 145a 

2 .  	 Other 
Destroy when 2 years old . 145b 

d .  Case regarding forms A,  C ,  D, etc . on classing 
performed under the Standa rds Act .  

Dest roy when 4 years old . 

e .  Master The "Master Control Record : r  ( for 
Classing Offices)  and the "Interior Sample Control 
Record" (for Grading Control Section) . 

Destroy when 4 years old . 	 148 

l'oar copies, inclading original, to be nlomitt .. to tho National JlrchiY•• and Rocos .. losYice 
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Report s .  

Copy 

Specifications 

correspondenc e 

Copy 

Copies 

Copy 

Copies 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCR I PTION OF ITEM 9. 10.ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEJOB NO. OR ACTION TAKEN 

48 Can ' t  1 	 f .  Report s  relating exclusively to  classing 
done under the Standards Act . Case file by type  o f  
report . 

1 .  Record 

Destro y  when 4 years old.  	 14la 

2 .  Other Copies 

Destroy when 2 years old .  	 14lb 

4 9 .  S tandards and 

a .  General supporting the determinat ion, 

decisions, and other data in develop ing, improving, 

maintaining and adj ust ing standards for grade, and 

staple, calibrat ion, classing roans, instrument s,  

atmo spheric conditions , l ight ing, paint,  etc . 


1 .  Record 

Destroy when 4 years old . 	 154a 

2 .  Other 

Destroy when 2 years old . 	 154b 

b .  Report s  from Cotton Division Standardization Section 
relating to standards and spec ifications by t ype, such 
as cotton, fiber, check test cotton, sp inning check 
test cotton, cotton linters, cottonseed, classing room, 
instruments, etc . •  Include calib rat ion standards 
(USDA and Int ernational) .  

1 .  Record 

PERMANENT . Break file when 20 years old . 

Offer to Archives when 25 years old . 155a 


2 .  Other 

Destroy when superseded or obsolete . 	 155b 

Foar copies, inchading original, to be ...mnitt .. t o  the Nationol Archives and Rocos• Sesvice 
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Job No, __ 

_._ 
___ • Page _4 5 __ 

Testing Supervisory Reports . 

Copy 

Test ing Reports 

3 .  Daily and Weekly Tes t ing Reports 

Testing 

finishin  

Copy 

Copies 

Standard F'Orm No. 115-A 
Revised November 1951 ' 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10.ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN JOB NO. 

4 9  Can't 1 

5 0 .  

c .  Weekly and Monthly 
Summary Report of  fiber Finishing and Spinning Check 
Tes t s ,  Chronological Check Test Result s ;  CN-223 ,  Cotton 
Tes t ing Laboratory Report ; Weekly Report of  Results of  
Supervisory Test ; Supervisory Results for Air-Flow 
Test s ;  Weekly summaries of the comparative grades for 
the Testing S ection vs. grades of  the originating 
Laboratory for supervisory samples from each Laboratory; 
etc . 

1 .  Annual - Record 

Destroy when 4 years old . 176a 

2 .  S emiannual and Other 

Destroy when 4 years old . 1 76b 

Destroy when 1 year old . 

General mat erial on the assignment of testing prior 180-18 7  

itie s ,  test numbers , preparation of test outlines , and 

general procedures for handling test samples . 


The Testing program includes general corres pondence on 

the fo llowing : check tests ,  arbitration , f iber , 

International Calibration , spinning, export s ,  

Ins truments Colorimeter Fibrograph and Pressley, and 

high volume test system for cotton . 


1 .  Record 

Destroy when 4 years old . 

2 .  Other 

Destro y  when 2 years old . 

Fo.r copies, iaclacliag odgiaol, to be inallmitted to tllo National .lbchi•e• and Rooor .. Service 
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correspondence 

Copy 

Copies 

COEY 

CoEies 

List ing. 

CoEy 

Copies 

Report s .  

Copy 
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7.ITEM NO. 
8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

9.SAMPLE OR JOB NO. 
10.ACTION TAKEN 

51 .  Yarn 

a .  Gene ral 
grading for export . 

on cot ton yarn appearance 

1 .  Record 
Destroy when 4 years old . 194a 

2 .  Other 
Destroy when 2 years old.  194b 

b .  Cert ificates  . General material on preparing yarn 
grading certi ficates .  Case file certi ficates as 
required.  

1 .  Record 

1 

Destroy when 4 years old. 	 197a 

2 .  Other 
Destroy when 2 years old . 	 1 9 7b 

c .  Laboratory sample listings as required by 
CN Division Instruct ions . 

1 .  	 Record 
Destroy when 4 years old.  198a 

2 .  	 Other 
Destroy when 2 years old.  198b 

d.  Report s relat ing exclus ively t o  cotton 
yarn appearance grading .  

1 .  	 Record 
Destroy when 4 years old . 195 

2 .  	 Other Copies 

De stroy when 2 years old.  


I '":' I 

Foar copiH, lnclacling origbsal, to be nlomiHed to tho National JlrchlvH -• Recor .. lorvice 
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Dairy Correspondence Subj ect 

47 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10.ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN JOB NO. 
Dairy Division 

Items 52 7 7 .  

Records o f  the Dairy Division document activities ·carried 
out under the terms of Public Law 320 , ?4th Congress 
dated Augus t  24, 1935 and the Agricultural Market ing 
Agreement Act of  1937 , approved June 3, 193 7 . This 
Divis ion develops and formulates policies , programs , 
rules ,  and procedures for the management ,  operation and 
enforcement of marketing agreement s and orders for milk . 
It also determines standards of  organization,  producer 
control and operation which cooperatives must meet  to 
exercise rights and privileges granted under the 
Agricultural Market ing Agreement Act s .  These records 
include , where applicable,  documentat ion of  act ivit ies 
previously carried out under the Agricultural Adj ustment 
Act of 1 9 3 3 ,  Public Law No . 10 , ? 3rd Congress , approved 
May 12 , 19 3 3 .  

While this section of  the schedule specifies records 
relat ing only to milk market ing· agreements and orders , 
the same disposition or retent ion period is to be 
app lied to records on Federal Milk Licenses , where 
applicable . 

52 . Division File 

Arranged alphabetically by subj ect . 

Memoranda , correspondence , reports and other records 
pertaining to the establishment , p lanning and development 
of AMS programs , such a s ,  prevent ing radioactive contam
inat ion of  milk or the consump t ion of  contaminated milk, 
est ima ting milk p roduction , establ ishing the benefits and 
obj ectives of the Federal Milk Order and Price Support 
p rogram, and considering market ing p roblems , and 
regulatory changes . Includes controlled or j acketed 
correspondence and substant ive program interagency 
correspondence which are signed by the Secretary, 
Assistant Secretary, Administrator , Deputy Administrator , 
and / or Division Director . These are not filed in a case 
file. 

Foar copiH, incl•ding original, to lie evlalniH.. to the National ArclaivH -d ReOOI' .. Sesvice 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


7. 8. DESCRIPTION OF ITEM 	 9. 10.SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 JOB NO. ACTION TAKEN 

52 Con ' t •  	These files contain the yellow copy, maintained in the 
originating office , and may be filed at the branch and/or 
division level. 

a. 	 Office (Record 
PERMANENT. Transfer to FARC when 5 years old . 
Offer to Archives when 15 years old . 

b .  	 Field Office 
Destroy when 3 years old or when no longer needed 
for administrat ive use . 

5 3 .  	 Federal Personnel Bonds 

Individual surety bonds of market administrators and 
acting market administrators and related pap ers . 

Destroy 15 years after bond becomes inactive . Item 6 

5 4 .  	 Ret irement Summaries and 

Annual Retirement Summaries and Ret irement Registers ; 
·Payroll 	Schedules with Civil Service Ret irement and It em 6 

Disability Fund Credits ;  Reports of Withholdings and 
Contributions ; and similar rep orts covering Market 
Administrators and all employees in Market 
Administrators ' offices . 

Destroy when 4 years old . 

55 . 	 Order Formulat ion Record 

Records 	relat ing to requests  to fonnulate new Dairy 
requests  	for amendment s ,  suspensions, or terminat ions of 
marketing agreements and orders , or existing market ing 
agreement s and orders . Records consist of: petitions 
from the 	 public for new market ing agreements; or orders , 
or for amendment s ,  suspensions , or terminat ions of 
existing 	ones ; correspondence on hearing proposals and 
public comment s on suspensions and terminat ions . 

NN-165-18 
Transfer to FARC when 3 years old. Item 1 
Destroy when 10 years old . Item 6 

Four copie•, inclacliag original, lo be nlomitted to the National Archiwe• and Recor .. Service 
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Hearing Compilations 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinucition Sheet 

7. 8. DESCR I PTION OF ITEM ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

5 6 .  1 

Hearing records on new Dairy market ing agreement s  and 
orders, and on amendment s,  of  existing orders or . 
market ing agreement s .  Records may consist of  some, all, 
but not necessarily l imited to : hearing transcript s ,  
exhibits to the transcripts,  record summary, briefs on 
the hearing, except ions to the recommended decisions . 

Destroy 6 months after effect ive date o f  
amendment . 

5 7 . Document Files and amendment s to  market ing agreements 
and orders consisting of  : not ices, supplementals, and 
p ostponements of hearings, recommended and final 
dec isions of orders. 

a .  Record 
Destroy 10 years from date o f  terminat ion or 10 
years after not ice o f  terminat ion is issued and 
pub lished . 

b .  Other 
Destroy when 3 years old.  

Not e :  After 10 years, the originat ing office may main
tain one copy as a reference copy to serve the needs of  
the user and destroy when no longer needed . 

5 8 . Referenda Ballot s  on market ing agreements and orders, 
and on the issuance of amendment s  to such market ing 
agreement s and orders,  or other evidence of producer 
approval . 

Dest roy 5 years after date o f  referendum or 1 year 
after close of final court act ion (adj udicated in 
all courts involved) if litigat ion has been 
inst ituted regarding the validity of the 
referendum, whichever is later . 

59  . (statistical tab les prepared for 
hearings)  . 

Destroy when new hearing compilation is prepared . 

9.SAMPLE OR JOB NO. 

165-183 
Item 2 

165-183 
Item 4 

165-183 
Item 5 

1 65-181 
Item 4 

10.ACTION TAKEN 

Foar eopie•, including original, lo be ..i.milled lo the National ArchivH -• Recor .. Service 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCR I PTION OF ITEM ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9.SAMPLE OJOB NO. R 10.ACTION TAKEN 

60 . 1 

a.  Annual (from market administrators for 
Federal milk orders)  . 

I 

1 .  Record 
PERMANENT . Transfer to FARC when 5 old . NN 165-181 541, fi.years 
Offer to Archives when 15 years old . 

2 .  	 Other 

Destro y  when 3 years old . 


b .  Container are source documents containing 
packaged fluid milk sales by type  and size of container . 
Submitted b iennially in the month o f  November b y  market 
administrator s .  

Destroy when 4 years old . 

c .  .:e_roduct - Monthly reports o f  receip t s  and 
disposit ion o f  fluid and manufactured milk submitted b y  
market administrators . 

1 .  	 Record 

Transfer to FARC when 5 years old . 

Destroy when 25  years old . 


Other 

Destroy when 5 years old . 


61 . 	 Federal Milk Order Stat istical Surmnaries (Pool 
computat ions , price announcement s or their equivalent s)  
submitted b y  market administrators . 

a .  	 Record 
Transfer to FARC when 4 years old . 
Destro y  when 15 years old . 

b .  	 Other 

Destroy when 3 years old . 


Foar copie•, iaclacling original, to be llllltmiHetl to the N111ioaal Jbchive• and Recor .. Service 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESC RIPTION OF ITEM ITE M  NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

62 . 1 Price and Pool Stat ist ical (M0-1 Form) 
Submitted monthly by Market Administrator . 

a .  Record 
Destro y  when 5 years old . 

b .  Other Cop ies 
Destroy when 3 years old.  

6 3 . Market Administrator Bulletins - Monthly data published 
by the Market Administ rator . 

a .  Record 
Destroy 5 years aft r dat e of publicat ion . 

b .  Other 
Destroy when 5 years old . 

64 . report s of field reviews and analysis made of  
(1)  the market ing services performed by Market Admin
istrators for producers not in . cooperat ives , such as 
checking weight s ,  providing market ing informat ion , 
( 2 )  market administ rator ' s  laboratory t esting program ,  
( 3 )  market administ rator ' s  handler audit p rogram. 
Reports include recommendations for improvement and/or 
changes in this Program. 

a .  Record 
Destroy when 10 years old , or when two subsequent 
reports have been made , whichever is later . 

b .  Other 
Destroy when 3 years old . 

65 . Annual Summaries of Milk Market Administ rator ' s  
s tatement and balance sheet s (fourth quarter) for 
calendar year 1964 and subsequent , submitted by market 
administ rators . 

a .  Division 
Destroy when 5 years old . 

b .  Branch 
Destroy when 3 years old . 

c .  Other 
Destroy when 3 years old . 

9.SAMPLE OR JOB NO. 

165-184 
Item 13 

10.ACTION TAKEN 

Foar copies, inclacling orlgi-1, lo be ndomiH .. lo the National Jlrchiwea an d  Reoor .. Service 
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Copy 
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7. 8. DESCRIPTION OF ITEM 9. 10.ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN JOB NO. 

66 . 1 As ses sment Rat es 

Authorizations for changes in administrat ive 
rates and market ing service assessment rates 
milk order . 

assessment 
fo r . each 

165-184 
Item 7 

a .  Record 
Dest ro y  when Federal Milk Order is t erminated . 

b .  Other 
Dest ro y  when 3 years old .  

6 7 .  Statistical Reports and related corres pondence 
from market administrators on the status of audits and 
audit reviews made of handlers ' reports and records . 
These reports contain (1 )  numb er o f  handlers whose 
reports are  required to be  verified 1 ( 2 )  number of  audits 
completed but not reviewed, and (3)  number of  audits 
reviewed . 

Destro y  when 3 years old 
report . 

or upon receipt o f  next 165-184 
Item 14 

68 . ADP Printouts for Schedule 1 (Sources and Disposition o f  
Milk, Skim Milk, and Cream at Pool Handlers ' Plants)  ; 
Schedule 8 (other Disposition o f  Pool Handlers) pertain
ing to product reports (Receipts and Disposit ion o f  
Fluid and Manufactured Milk) , or  their equivalent-
b eginning with calendar year 1962 ; and Schedule 5 
(Total Wholesale and Retail Distribution in Market ing 
Area) regardless of  period covered . 

a .  Record 
Transfer to FARC when 5 years old . 
Destroy when 10 years old . 

NN 165-181 
Item 20 

b .  Other Copies 
Destroy when 3 years old . 

69 . ADP Printouts for Stat is t ical Mat erial pertaining to 
"Price and Pool Statistics" summary, or its equivalent . 

Destroy 2 years after calendar year in which NN 
created . Item 22 

Foar eopiH, inclading odginal, to be nalomitted to the National ArchivH and Re_r .. Service 
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7.ITEM NO. 8. DESCRIPTION OF ITEM 
(WITH I NCLUSIVE DATES OR RETENTION PERIODS) 

9.SAMPLE OR JOB NO. 
10.ACTION TAKEN 

7 0 .  

71 . 

Studies -

a .  Results or conclusions on operat ional analysis 
and economic and statist ical analys is proj ects relating 
to domestic and foreign productions , supplies , prices , 
demand conditions , consump t ion , market ing practices and 
relationships ,  milk market ing system and dairy economy, 
and s imilar. These results or conclusions may be used 
in formulat ing plans for current and future programs , 
such .as ,  future milk orders and it s amendment s .  

Record 
Destroy when 4 years old . 

Note : The final results and conclusions in published 
form are disposable under Item 7 . 

b .  One set o f  the records including research data and 
background material on a specific operat ional analysis 
proj ect or an economic and statistical analysis proj ect. 
Records consist o f  correspondence ,  research data , and 
background mat erial on the various factors involved in 
arriving at the final result or conclusion on a specific 
analysis proj ect , such as , but not limited to correlation 
tables , graphs , historical t ime series , comparison 
seasonal pricing serie s ,  comparison of various supply 
and demand price computations , or their equivalents . 

Destroy when 2 years old . 

Qualifications 

These records consist of standards and procedures 
relat ing to services specified in the several milk 
orders which are to be performed by cooperat ives as a 
condit ion o f  qualification ; reviews performance o f  such 
services and appraises their adequacy for effect ive 
order enforcement . 

165-181 
Item 10 

Foar copie•, inclading original, lo lie ...a.miHed lo llto National ArchiY .. and Ro_ .. Service 
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71 Can't ' 	 Case Files o f  Associations cons ist o f  
app lication (s)  to qualify under orders , qualify to vote, 
qualify to furnish services ; completed questionnaires, 
and supporting documents,  and o ther related mat e ial . 

a .  Those case files containing qualificat ions which 
have b een t erminated due to mergers, dissolut ion, or 
consolidations, and are no longer in existence . 

Destroy 2 years after year in which qualifications NN 165-45 
were terminated . Item 4 

b .  Those  case files containing qualificat ions which 
have been t erminated with respect to all markets . 

Destroy 2 years after year in which qualifications NN 165-4 5  
were t erminated . Item 5 

Files that are not complet ely 
processed due to (1) failure of  cooperative to qualify; 
(2)  failure o f  cooperative to return comp l eted question
naires or submit necessary documents ;  (3)  failure of  
producer referendum (s)  resulting in disapp roval o f  milk 
order (s)  ; and other reasons . 

Destroy 1 years after year in which application NN 165-45 
was considered closed . Item 6 

ORDER ENFORCEMENT 

73 . 	 General records and from Office of 
Counsel and others pertaining to legislation, handling, 
and processing court cases, and o ther legal mat t ers ; 
handling and p rocessing o f  written petitions f iled by 
handlers for modification or order or except ion from Item 3, 
order, under Section 609c (l5A) of  the Agricultural & 4 
Marketing Agreement Act of 1937  (not relating to a 
specific petition) . Also, includes order enforcement 
actions involving the Secretary, USDA agencies or USDA 
p ersonnel ins t ituted by out side parties involving milk 
o rders . 

Destroy when 5 years old . 

Foll&' copies, inclacling origiaal, lo lie sal>milled lo tho National ArchivH and Rocorc!a Desvice 
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7. 8. DESCRIPTION OF ITEM 9. 10.SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

74 . 1 not related to 
specific cases conduct ed either under Sect ion 608a (7) ; 
S ection 608d;  or Section 610h o f  the Agricultural 
Market ing Agreement Act of 19 37, as amended . 

Item 7 

a .  Record 
Destroy when 5 years old . 

b .  Other 
Destroy when 3 years old . 

75 . Case Files o f  (ins tituted under Section 
608a (7) ; Section 608d;  or Section 610h of the Agricul
tural Market ing Agreement Ac t of 1937,  as amended .  
These case files include investigat ion, notice of  
hearing, hearing transcrip t and exhibits, analytical 
reports and briefs . 

Item 9 

a .  Record 
Destroy 10 years following calendar year 
investigation was completed . 

in which 

b .  Other 
Des troy when 3 years old . 

Note  : For Compliance/Enforcement /Lit igation see Item 1 2 .  

For Audits and Invest igat ions see Item 9 .  

76 . Closed Cases - Civil and Criminal court 
ac tions involving violation o f  provisions of  milk orders . 
Also, c ivil court actions inst ituted by handlers or 
o ther outside parties agains t the Secretary, the 
Department, or USDA personnel, involving milk orders . 

NC-136-75 
Item 10 

4 

a .  Records that are not o f  nature : 
Destroy 5 years after close o f  final court 
(adj udicated in all courts involved) . 

action 

b .  Records that are o f  nature : 
Trans fer to  FARC when 10 years old . 
Destro y  2 5  years after final court action . 

Not e :  Office o f  General Counsel maintains 
offic ial record copy. 

the 

Fom copie•, inclacling original, t o  be nluniHed t o  th e  National Jlrchi•e• an d  Reoos .. Sesvice 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 	 9. 10.ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 SAMPLE OR ACTION TAKEN JOB NO. 

1 Uncollectible Accounts 

Records and correspondence authorizing marke t adminis 

trators to write off uncol lect ible accounts due either Item 12 

(1) the administrat ive fund, (2) market ing services 

fund, or (3) producer-settlement fund, by specific 

handlers which were not a result of legal enforcement 

act ions . 


Destroy when 5 year s .  old . 

Note : 	 For Compliance/Enforcement / Lit igation, see 

Item 12 . 


Foar copiH, inclading original, to be nlmUHed t o  tho National JlrchivH and Ro_s .. lorvice 
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Vegetable Correspondence Subject 78 . 

Standard rorm No. 116-A 
Revised November 1951 l 
Prescribed by General Servic  Administration Job No. --�-- Page 5 7 
GSA Reg. 3-IV-106 

11 202 • oL8.5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7.ITEM NO. 8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9.SAMPLE OJOB NO. R 10.ACTION TAKEN 

Fruit and Division 

Items 78 88 


The Fruit and Vegetable Divis ion administers marke ting 
service,  regulatory, market ing agreements and orders 
and expans ion of  market outlets for fruits and 
vegetables , their products , edible nuts and other 
related commodit ies . Analyzes petitions requesting 
governmental regulation for specific marketing areas and 
those received from handlers to modify or to be exemp ted 
from orders . Directs compliance checks of  exporters , 
carriers and others engaged in the exportation o f  some of  
these commodities . Conducts invest igat ions o f  comp laints 
involving alleged violat ions of  the Perishable Agricul
tural Commodities Act and the Produce Agency Act . 
Examines applications from commission merchant s ,  dealers 
and brokers handling perishable agricultural commodities . 
Issues , renews , suspend s ,  revokes and denies licenses . 
Where statute provides ,  determines the nature and amount 
of bond to be  posted by app licant for license or 
employing licensee . Carries out assigned market news 
programs on fresh fruits and vegetables , ornamental 
crops , edible nut s ,  honey and other assigned commodities 
pertaining to price , volume , movement and distribution . 

Fruit and Division File 

Arranged alphabetically by subj ect . 

Memoranda , correspondence , repo rts and other records 
p ertaining to the establishment , p lanning and development 
of AMS programs , such as , recommendat ions and decisions 
on p roposed marketing and agreement orders , direct 
market ing between farmers and consumers , problems with 
p roduce and the grading of p roduce , revocat ion of a 
f irm ' s trading license (issued under the Perishable 
Agricultural Commodities Act )  , efforts to sat isfy 
comp laints from growers and handlers , the regulating 
of handling of Florida citrus fruits ,  invest igation 
requests  into fair pricing, market ing problems , and 
regulatory changes . Includes controlled or j acketed 
correspondence and substantive program interagency 
correspondence which are signed by the Secretary, 
As s is tant Secretary, Administrator , Deputy Administrato r ,  
and /or Division Director . These are not filed in a 
case f ile . 

J'oar copiH, inclading original, to 1te iraJaniHed to tho National A.chi••• and Ro_s .. lorvice 
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Washington Copy) 

Regulatory 

Report 

Copy 

Copies 

Complaint 

Reparat ion order: 

Copy 

Copies 

standard Orm No. 115-A 
Revised November 1951 ii 
Prescribed by General Service8 Administration 

• 
OBA Reg. 3-IV-106 

Job No, Page 
• of....8.5...__ pages11 202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

78  Con ' t i  These f iles contain the yellow copy, maintained in the 
originating o ffice, and may be f il d at the branch and/or 
division level . 

a .  Office (Record 
PERMANENT . Transfer to FARC when 5 years old . 
Offer to Archives when 15 years old . 

b .  Field Office 
Destroy when 3 years old or when no longer 
needed for administrative use .  

Branch 

Records created and accumulated in the adminis trat ion of  
the : 

Perishable Agricultural Commodities Act (PACA) 
o f  1 930 
Produce Agency Act o f  1 9 2 7  
Standard Container Act s  of  1 9 1 6  and 1928  

79 . Workload Act ivities 

9.SAMPLE ORJOB NO. 

a .  ·Headquarters consol idat ed annual workload reports and NN 165-106 
supporting papers  . Item 4

& 5 
1 .  Record 

Destroy when 5 years old . 

2 .  Other 
Destroy when 2 years old . 

b .  Field workload reports maintained at field stations . 

Destroy 2 years after submission to  headquarters 
o f  accep table consolidated report . 

8 0 .  Civil Act ion and Cases filed under the Perish
able Agricultural Commodities Act of 1930 , as amended . 

a .  Formal Order complaints resulting in 
b eing issued by a Judicial Officer . 

1 .  Record 
After case is closed, t ransfer to FARC when 2 
years old and destroy when 10 years old . 

2 .  Other 
Destroy 3 years after case is closed . 

10.ACTION TAKEN 

J'oar copies, inclacliag original, lo lte lllllaniHed lo tho National "2chives and Recor .. lorvice 
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Reparation Closings 

Copy 

Copies 

Disciplinary 

Copy 

Copies 

Copy 

Copies 

Copies 

Inadequate Warning Misbranding 

Copy 

Copies 

59 Job Page 
Standard Turm No. 115-A 
Revised November l95P 
Prescribed by General Servic  Administration 
GSA Reg. 3-IV-106 

11 202 of_fil__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9.SAMPLE OR JOB NO. 
10.ACTION TAKEN 

80  Con ' t  1 b .  Informal with no formal orders 
issued by a Judicial Officer . 

1 .  Record 
After case is closed , transfer to FARC when 2 
years old and destroy when 10 years old . 

2 .  Other 
Destroy 3 years after case is clo sed . 

c .  Formal Order 

1 .  Record 

After case is closed , transfer to FARC when 
2 years old and destroy when 10 years old. 

2 .  Other 

Destroy 3 years after case is closed . 

d .  Civil Act ion cases , where only penalt y  is imposed . 

1 .  Record 

n stroy 10 years after penalty is imposed . 

2 .  Other 

Destroy 3 years after penalty is impo sed . 

e .  Civil Act ion cases where permanent restraining 
orders are issued . 

All - Transfer to FARC when 2 years old . 
Destroy when 10 years old or after defendant is 
deceased, whichever is sooner . 

f .  All other informal disciplinary cases including 
Record Lett ers , and cases . 

1 .  Record 

After warning is issued,  transfer to FARC when 
2 years old and destroy when 10 years old . 

2 .  	 Other 

Destroy 3 years after warning is issued . 

J"oar copiea, inclnding original, to be ndomiHed lo tho National Jlrchi•ea and •-• .. •••vice 
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License 

Copy 

IN N  

Bankruptcy 

Copy 

Copies 

History 165-101 

' 
Standard FOrm No. \15-A 
Revised November 1951 
Prescribed by General Servicea Administration Job No. --�-- . Page OBA Reg. 3-IV-106 

1111-202 of....8..5 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinuation Sheet 


7.ITEM NO. 

81 .  

82  . 

83 . 

84 . 

1 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

License Case File under Perishable Agricultural Commodi-
ties Act . 

a .  Re cord 

After license is terminated, transfer to FARC when 
2 years old and d estroy when 5 years old.  

b .  Other Copies 

Destroy 3 years after license is terminated . 

History Cards under Perishable Agricultural 
Commodities Act .  

a .  Record 

Destroy 10 years after license terminates . 

b .  Other Copies 

Destroy 3 years after license terminate s .  

Licensee Cases under Perishable Agricultural 
Commodities Act .  

a .  Record o f  regular bankruptcy,  after bankruptcy 
f iled in court , transfer to FARC when 2 years old 
and dest ro y  when 5 years old.  

b .  If bankruptcy involves chapters 10 , 11 , 12  , and 1 3 ,  
tran sfer t o  FARC when 2 years old and destroy when 
10 years old.  

c .  Other - Destroy 3 years after notice filed 
in court . 

Individual Cards of  principals licensed under 
PACA. 

Destroy when 10 years old or after principal is  
deceased, whichever is soone r .  

9.SAMPLE OJOB NO. R 

165-106 
Item 7 

165-106 
Item 8 

NN 165-106 
Item 9 

NN 
Item 11 

10.ACTION TAKEN 

Foar copiea, iac111dba9 odsriaal, lo .. aalmaiHed t o  tho National Jbchiw ..aad a-.. Soswice 
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Copy 

Copies 

Report 

Copy 

Copies 

Copy 

Copies 

Copy 

Copies 

Standard rm No. 115-A 
'" 

Prescribed by General Service8 Administration 
Revised November 1951
OBA Reg. 3-IV-106 

Job No, Page 
11 202 

7.ITEM NO. 

85 . 

86  . 

8 7 .  

88 . 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

, Abstract Report of Licenses Is sued 

a .  Record 

Destroy when 3 years old . 

b .  Other 

Destroy when 1 year old . 

of  Terminated Licenses 

a .  Record 

Destroy when 3 years old . 

b .  Other 

Destroy when 1 year old . 

Report of Amended Licenses 

a. Record 

Destroy when 3 years old . 

b .  Other 

Destroy when 1 year old . 

Produce Cases 

Case files under the Produce Agency Act o f  192 7 ,  as 
amended . Includes farm p roduce and is concerned with 
the accountab ility of prices and p rofits . 

a .  Record 

Des troy 10 years after case is closed . 

b .  Other 

Destroy 5 years after case is closed . 

9.SAMPLE OR JOB NO. 

NN 165-106 
Item 12  

Item 13  

Item 14  

Item 1 7  

of-85_ pages 

10.ACTION TAKEN 

Foar copies, inclading original, lo be nltmiH .. to lho National Al-chiY•• and Rooor .. Service 
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• 
standard rm No. 1111-A 
Revised November 1951 .. 
Prescribed by General Service.! Administration 	 Job No. ----"�-- Page _Q.2_ OBA Reg. 3-IV-106 

llli-202 	 of ...8.5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-cOntinu tion Sheet / 

9.7. 8. DESCRIPTION OF ITEM 	 10.ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) 	 SAMPLE OR ACTION TAKEN JOB NO. 

Livest ock, Grain & Seed Divis ion 
Seed and Seed Standarization Branches 

and Plant Protect ion Office 
Items 89 99 

. ..Gee d 
The 1Regulatory Branch is to  inspect and test  seed and 
to invest igate and regulate, through enforcement 
procedures,  the import, export and interstate commerce 
of seed as p rovided by the Federal Seed Act of 1939 
and to p rovide service inspect ions under the Agricultural 
Marketing Act of 1946 . 

When performing testing and inspection p rocedures ,  the 
branch is concerned with the kind, type, variety and 
treatment substances of the seed and with the p roper 
lab eling and advert ising of  the seed . Under the Federal 
Collect ion Act,  this branch has the right to impose a 
p enalty for violations o f  the Federal Seed Act . 

The Plant Variety Protection Office is a service group 
responsible for the implementat ion of the Plant Variety 
Protection Act of  19 70 . The p rocess o f  implementation 
takes the form of checking and comparing seed variety 
for newness and uniqueness . 

The Seed Standardization Branch is authorized b y  the 
Federal Seed Act of 1939  to develop and revise s tandards 
for testing seed and to develop uniformity within the 
test p rocedures . Tests are used to check seed quality, 
varie ty, treatment and innoculation . 

Branch is autho rized b y  the 
Agricul tural Market ing Act of 1946  to develop , revise, 
and demonstrate standards for grades of live animals 
(cattle, hogs, and sheep) as well as grades o f  wool and 
mohai r .  As the need arises from application and 
specifications are designed to taylor the needs of  
Government Agencies , Producers and Trade Organizations . 

Note : 	 Market News Branches - See Market News Reports 
for all Divisions, I tems 22 through 30 . 

Marke ting Program Group - See Re search and 
Promot ion, Items 31 through 33 . 

Foar copie•, incl•ding original, to lie nlomiHed to tho National A.chi••• and Recor .. Service 
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Poultry,  Correspondence 
Subj ect 

Washington Copy) 

6 3  

.. 
Standard rm No. t15-A 
Revised November 1951 
Prescribed by General Service8 Administration 	 Job , Page 
GSA Reg. 3-IV-106 

1111-202 ' 	 of _8.5.... pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


9.8. DESCRIPTION OF ITEM 	 10.7. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 	

SAMPLE OR ACTION TAKEN ITEM NO. JOB NO. 

8 9 .  	 1 Lives tock, Grain & Seed Division 
Files 

Arranged alphabetically by subj ect 

Memoranda , correspondence ,  reports and other records 
pertaining to the establishment , p lanning and development 
o f  AMS programs , such as , the establishment of and the 
functions of a Board for various products  (i . e .  Beef , 
Egg , Mohair , Wheat , and Wool Boards) ,  prospec t s  for 
food supply, agreements between USDA and the American 
Sheep Producers 	Council , Federal State Market Improvement 
Program, clarification of grading standards for bee f ,  
USDA grading s tandards f o r  feeder calves , delivery o f  
lives tock futures contracts , slaughtering statistic s , 
lives tock market news , Department of Just ice inves t i
gat ions into meat p ricing p ractices , marketing problems , 
and 	 regulatory changes . Includes controlled or j acketed 
correspondence and substantive program interagency 
correspondence which are signed by the Secretary , 
Assistant Secretary , Administr tor , Deputy Adminis trator , 
and/or Division Director .  These are not filed in a case 
file . 

Thes e  f iles contain the yellow copy , maintained in the 
originating office, and may be filed at  the branch 
and/or division level . 

a .  	 Office (Record 
PERMANENT . Transfer to  FARC when 5 years old . 
Offer to Archives when 15 years old . 

b .  	 Field Office 
Destroy when 3 years old or when no longer 
needed for adminis t rative use . 

Foar copies, inclndhag original, to be nlomilled lo tho National Al-chive• and Rooosd8 Gesvice 
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Reports 

Analysis 

Tes t ing 

Standard rm No. 110-A ' 	 e Revised November 1951 
Prescribed by General Service8 Administration 	 Job . Page ....:6"-4�
OBA Reg. 3-IV-106 

11 202 • 	 of Jli..._ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


7. 8. DESCRIPTION OF ITEM 	 9. 10.SAMPLE O R  ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 JOB N O .  ACTION TAKEN 

9 0 .  	 1 - Annual and monthly statistical printouts and 
Import of Seed (Form GR #237)  report information on seed 
offered for importat ion under the Federal Seed Act (kind , 
variety,  weight , origin) . Also , these reports contain 
statist ical information on the quantity and origin of 
seed for export and int erstate commerce . 

a .  	 Annual Summaries - Destroy when 25 years old . 

b .  	 Monthly Reports (Printouts)  including background 
material - Destroy when 5 years old . 

c .  	 Punch Cards - Dest roy when 5 years old . 

91 . 	 Seed Certificate (GR #375)  used to record the 
results of tests , performed on the seed , for the kind , 
type , variety , and t reatment substances . 

Destroy when 5 years old . 

9 2 .  	 Records 

a .  Records pertaining to the purity and germination of 
seeds , including laboratory tests and notes . 

Destroy after 3 years . 

b .  S eed Analysis Card (GR #2 33)  is used to record 
testing procedures and result s .  

Destroy when 3 years old or when no longer needed 
for administrat ive use . 

Note : Transfer to FARC is not authorized . 

c .  Test Results (GR #125) is a report that comes from 
the field offices (lab offices) recording s eed test 
result s .  

Destroy when 3 years old . 

NN 172-221 

Item 23 


Folll' copiea, inclacling original, to be aalomitted to tho National Al-chive• and Roco• .. SHvice 
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Variety 17 2-221 

Complaint 

result ing 

standard Form No. 115-A e 
Revised November 1951 • 
Prescribed by General Servic  Administration Job , Page 65 
OBA Reg. 3-IV-106 

11 202 • of...a5_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-ContinuQtion Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10.ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN JOB NO. 

9 3 . 1 Plant Protection (PVP) Case Files - included are 
descriptions , exhibit s ,  appl ications , and p rintouts 
submitted for Plant Variety Protect ion cert ificates . 
(The seeds are living materials stored at Fort Collins , 
Colorado)  . 

NN 
Item 10 

Destroy when 17 years old . However ,  one copy 
may be maintained by the Washington office as 
a reference copy to serve the needs of the 
user and destroyed when no longer needed .  

94 . Record of  Card (GR #338) is  used 
index violations and alleged violations of 
Seed Act and the actions taken . 

to list and 
the Federal 

Destroy 5 years after violation case is closed . 

9 5  . Case files from enforcement of the Federal 
Seed Act ,  Plant Variety Protect ion Act ,  and the 
Agricultural Market ing Act of 194 6 .  

a .  Where no act ion i s  taken : Item 24a 

Destroy 3 years after file is closed . 

b .  Where only a warning is issued : Item 24b 

Destroy 5 years after last warning is issued . 

Not e :  For l it igat ion cases , see Item 12 . 

Note : All records pertaining to administrative 
proceedings , "  court act ions , and claims cases 
resulting from violat ions and alleged violations 
of  the Federal Seed Act and the action taken . 
See I tem 12 . 

9 6 .  Grade s / Standards - Records p ertaining t o  development 
and dissemination of grade and class  s tandards for 
livestock,  wool ,  and mohair . Includes background 
material , and examples , charts ,  photographs , posters , 
etc . 

PERMANENT . 
Offer to Archives when superseded or obsolete . 

Foar copiH, inclnding original, to be nalamitted to tho National ArchivH and Rocoru Service 
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Specifications 

Standard Form No. }-15-A
Revised November 1951 
Prescribed by General Services Administration 
GSA Reg. 3-IV-106 

e 
Job . Page 66  

llfr-202 • 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 7 .  1 - Records pertaining to the development 
and dissemination of specifications . 

Destroy when published . 

9 8 .  Yields - Material per taining to expected yields by 
grade for beef and lamb . 

Destroy when 5 years old . 

9 9  . Certificates and physical samp les on wool and mohair are 
maintained in the Denver ,  Colorado Wool Laboratory . The 
cert ificates are p laced on the top o f  each sample box . 

Transfer the certificates to  the buyer with the 
purchased samples or destroy when no longer needed . 

9.SAMPLE OR JOB NO. 

of...8.5__ pages 

10.ACTION TAKEN 

Fooar copiH, iaclucliag origiaal, to lte nlomitted to tho National AlrchiYH and Roco• .. •••vice 
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Stockyards Programs 
through 

Stockyards Correspondence Subj ect 

Standard Form No. 1111-A eRevised November 1951 • 
Prescribed by General BervicM Admlnistratlon Job No. ----"--- . Page OBA Reg. 3-IV-106 

11 202 of-8.5- pages 
, ' 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACT ION TAKEN 

Packers and 
Items 100 109 

Packers and Stockyards (P&S ) is responsible for carrying 
out the enforcement of the Packers and Stockyards . Act 
relat ing to rates and tariffs , and s tockyard services 
and facilities . Supervises operat ions of  stockyard 
companies , market agencies , dealers , packers and poultry 
dealers and licensees to assure compliance with the Act .  
Conducts invest igations to determine existence o f  and 
develops evidence of unfair trade practices including 
bad weighing p ractices and other violations . Investi
gates and studies adequacy o f  s tockyard facilities and 
services . Analyzes and invest igates comp laints received 
to determine validity and to effect adj ustments  o r  
settlements .  Prepares reports o f  invest igations and 
studies and recommends act ions to be taken . Audits  
records and reviews reports of  those subj ect to  the Act .  
Analyzes applicat ions for registration , licenses , and 
rate changes and supporting information and data for 
completene s s  and accuracy . Presents evidence and renders 
assis tance to the Of fice of the· General Counsel and the 
Department of Jus tice in the prosecution of cases . 
Confers with t rade and livestock and poult ry producer 
groups and others concerning enforcement and attaining 
the obj ect ives of the Act . 

100 .  Packers and File 

Arranged alphabet ically by subj ect . 

Memoranda , correspondence , reports and other records 
p ertaining to the establishment , p lanning and development 
o f  AMS programs , such as , bonding requirements under 
the Packers and Stockyards Act ,  the p lac ing of firms 
on not ice of violation of the Act ,  the closing of meat 
packing plant s  or beef p rocessing plant s ,  commercial 
bribery , marketing and p rice penalt ies , reviewing o f  
p roposed contracts between beef and s laughtering packers , 
market ing p roblems , and regulatory changes . Includes 
controlled or jacketed correspondence and substant ive 
program int eragency correspondence which are s igned by 
the Secretary ,  As sistant Secretary , Administrator , 
Deputy Administrator,  and/or Divis ion Director . These 
are not filed in a case file . 

Foar copies, inelacliag originol, lo ... llllllmiH .. lo tho National JlrehiYe• and a._ .. 8erviee 
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Standard Fonn No. J.15-A eRevised November 1951 
Prescribed by General Service8 Ad ministration 	 Job • Page �6�8�OBA Reg. 3-IV-106 

115-202 • 	 of____as_ pages 

7. 
ITEM NO. 

100 Con ' t 1 

101 . 

102 .  

' 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 	 9. 10. 
SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

These f iles contain the yellow copy , maintained in the 
origina t ing office , and may be filed at the branch and /or 
d ivision level . 

a .  	 Office (Record 
PERMANENT . Transfer to  FARC when 5 years old . 
Offer to Archives when 15 years old . 

b .  	 Field Office 
Destroy when 3 years old or when no longer needed 
for administrative use . 

Letters of  firms on not ice for possible violations of  
the Packers and Stockyards Act . These letters include 
violat ions of the Act , such as , sales promot ion programs 
which are based on the giving of gifts to retail food 
store customer accounts or to the employees or agents of 
such customer accounts ;  failure to fulfill the terms of 
a contract without proper j ustification, and unfair and 
decep tive practices which restrict competition in the 
live s tock, poultry and meat packing industries . 

Destroy when 10 years old . 

Annual Reports from firms and p ersons subj ect to the P&S 

Ac t .  These contain informat ion on f inancial  status , Item 3 

transact ions , and other operating data;  also includes (a , b , c ,  ( 2 )  

custodial account report s .  d ,  & e )  


a .  	 Dealers and Market 

1 .  	 Record 

Destroy when 4 years old . 


2 .  	 Other 

Destroy when 1 year o ld . 


b .  	 Packers 

1 .  	 Record 

Destroy when 10 years old . 


2 .  	 All Other Packers 

Destroy when 5 years old . 


Foar copiea, inclacliag original, lo be nalunitted lo lhe National Archive• and Recor• lervice 
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Stockyards 

Copy 

Copies 

a .  Agency Copy 

Copies 

Complaints and Investigat ions 

NCl-136-7' -2 

;NCl-136-7 ' -2 

Standard Form No.).15-A eRevised November 1951 
Prescribed by General Services Administration Job . Pa.ge OBA Reg. 3-IV-106 

ll&-202 • of  pa.ges 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

102 Con ' t  1 c .  (Auction Marke ts & Terminal S tockyards)  

1 .  Record 
Destroy when 4 years old . 

2 .  Other 
Destroy when 1 year old . 

103  Civil and Criminal (Cases )  

Civil and Criminal court act ions brought by the 
Department of  Justice and then tried in Federal Courts .  
These involve failure to comply with registration , 
bonding , and annual report requirement s of  the P&S Act . 
Failure to obey an order of  the Secretary o f  Agriculture , 
failure to attend,  test ify or answer any lawful inquiry , 
or produce records or evidence in obedience to a 
subpoena . Falsification of  records and weights , tariff 
violat ions and temporary restraining orders . The 
contents of the files when the cases are closed include 
record material such as briefs ,. court orders  , j udgment s ,  
complaints and documents for evidence and related 
correspondence . The Office of  General Counsel maintains 
the o fficial (permanent ) record copy . 

Item 1 

Destroy 2 years after 
sooner if no t needed . 

close of  court act ion or 

b .  Other 

Destroy as soon as court 
sooner if no t needed . 

action is closed or 

104 . 

Audit ,  complaint and investigat ion files conducted by 
P&S containing material used in determining violations 
of the Act and Regulations . These include work papers , 
audit papers , co rrespondence and investigation reports . 

Item 2 

Destroy when closed . 

Foar c:opie•, inc:ladiag original, to lte .u.mitted to tho National lbc:hive• and Rocos• Sosvic:e 
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Proceedings NCl-136-79-2 

Agency Copy 

standard Form No••115-A •Revised November 1951 
Preicribed by General Services AdmJnistratlon Job 
OBA ;yJV-106 , 

• of JlL pages 
. . 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

105 .  ' 1 Administrative 

a .  Rate Dockets - Administrative proceedings inst ituted 
by the Department in the determination of  reasonable 
rates and changes of stockyard companies and market 
agencies . Material includes property evaluat ion , 
appraisal and inventory , orders of  suspension , no t ices 
o f  hearings , and other similar documents , exhibits , 
transcripts  of  testimony , final orders of  the Secretary , 
and relat ed correspondence . The Hearing Clerk ' s office 
maintains the official (permanent) record copy . 

Item 3 
(a & b)  

1 .  Auction Market and Terminal 
Rate  Dockets . 

Stockyard 

Des troy 4 years after dismissal of docket  . 

2 .  Market Agency Rat e  Do ckets  . 

Destroy 4 years after dismissal of  docket  . 

b .  Trade Prac tice Dockets - Administrative proceedings 
inst ituted by the Department involving violations of  
the various trade practice provisions of the Act .  When 
clo sed these include mat erial such as the P&S complaint , 
Notices of hearings and other similar documents , final 
orders of the S ecretary of Agriculture , Exhibits , and 
o ther related correspondence . The Hearing Clerk '  s office 
maintains the official (Permanent)  record copy . 

Destroy 2 years · after close of  proceedings 
sooner if not needed . 

or 

Foar copiH, iachadi.ag original, to lae naJamiHed to tho Nati-al ArchivH aad Recor .. Service 

http:iachadi.ag
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Working papers 

Copy 

Copies 

Poultry 

Poult ry 

NN-174-069 

Standard Form No. 115-A 
Revised November 1951 • 
Preicrlbed by General Servic  Admlnistratlon Job PageOBA Reg. IV-106 • of .....s..s_ pages11 202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACT ION TAKEN 

106 . 1 Studies of Industrial Prac tices 

Correspondence , reports ,  and other material regarding 
P&S analysis of industrial practices , organizat io s and 
other subj ects studied by P&S ; also included publications 
of reports and automated data processing used to gather 
and manage needed informat ion . 

a .  
Destroy as soon as the analysis , pertaining 
to the study, is closed . 

b .  Record (Final Report - Published or 
Unpublished) 

Arranged alphabetically by subj ect . 

PERMANENT . Transfer to FARC when 3 years old . 
Offer to Archives when 25  years old . 

c .  Other 
Destroy when 4 years old or sooner if not 
needed . 

NN-17 4-069 

Y. II Ii t;· 

10 7 .  Packer and Case Files 

Contains mat erial on j urisdiction , trade practice , and 
annual report s .  

a .  Packer 

Destroy case file material after packer has been 
inact ive for two years . 

b .  

Destroy case file material after licensee has 
been inact ive for two years or innnediately upon 
death of licensee . 

Item 9 

Foar copiH, iachacliag origi-1, to be nalamitt .. to the National JlrchiwH -• Recos .. Sesvice 



__ _._ __ Page _,_7 ..... 2-

Registrant 

Agencies 

Stockyard 

NN-1 74-06' 

NN-174-06C 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

108 . 1 Case Files 

Contains material on j urisdiction , trade practice s ,  
registration , bonds , and annual reports . 

a .  Dealers 

1 .  Except for important pap ers , destroy after 
death of registran t ,  or after registrant has 
remained inactive for two years . Then 
micro film the important papers  . 

2 .  Important Papers - Destroy immedi tely upon 
microfilming . 

3 .  Microfilm - Destroy when 10 years old . 

b .  Market 

1 .  Except for important paper s ,  destroy after 
death of regist rant or after registrant has 
remained inactive for two years . Then 
microfilm the important papers . 

2 .  Important Papers - Destroy immediately upon 
microfilming . 

3 .  Microf ilm - Destroy when 10 years old . 

Item 10 

109 . Case Files 

a. Auction Market s  

Auction market files contain material regarding 
j urisdiction, registration , trade practice , bonds , 
services and facilit ies , tariffs , and annual report s  . 

Destroy upon death of registrant or after 

Item 11 
(a & b) 

Job No. • 

Standard Form No.J.15-A eRevised November 1951 
Prescribed by General Service,, Administration 

of _85_ pagesGSA V-106 , 

' ' 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

registrant has remained inactive for two years , 
except stockyard posting information , destroy 1 
year after deposting . 

Foar copies, inclading original, lo lte llllluniHed lo Ille National JbchiYea and lt_r .. Service 



No. --�-- . 

Stockyards 

standard Form No.,.115-A e 
Revised November 1951 
Preecribed by General Service.! Administration 	 Job Page 73 
GSA V-100 , of -8L pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


9.7. 8. DESCRIPTION OF ITEM 	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

109 Can ' t  , b .  Terminal 

Terminal stockyard f iles contain material on 
j urisdict ion , trade pract ice , rates , services , 
facilities and annual report s .  

Destroy 4 years after stockyard deposted . 

' l-

Foar copie•, inclacling odgilllCll, lo lie ..mnilled lo tho National Jllochive• and RoCOI' .. So..,,ice 



_____ 

through 

Management 

manage

County Dairy Report 

Vege table System 

figure ; 

Standard Form No.,,tllS-A •Revised November 1951 
Prescribed by General Services Administration Job No, • Page _Z.._4...___ OBA Reg. 3-IV-106 , 

llli-202 • of  pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

Technical Services Division 
Items no ll8 

Technical Services ' responsib ilities are : to develop and 
maintain machine readable records and to provide consult
ing services for stat ist ical and mathemat ical applications 
relat ing to sampling , inspection and grading procedures , 
regulatory activit ies , laboratory services,  standard
ization funct ions and market news ; to plan and coordinate 
the development , installation, implementat ion and 
revision of the Agency ' s  information systems and manage
ment studies . 

110 . Administ rative Records 

Machine-readable media containing data for routine 
ment func tions , housekeeping records such as fiscal 
accountability,  payroll , procurement , etc . 

GRS-20 
Part III 
Item 1 

Dispose of in accordance with the instructions , 
contained in this disposal schedule , which apply 
to the hard copy or files document ing the same 
funct ion or t ransact ion . 

111 . State and 

Machine-readable records containing data on the pounds of 
fluid milk handled under milk orders and the areas in 
which these commodities are marketed . Production data is 
by state and county for December which is cons idered a 
representat ive month .  Market ing data is limited to those 
areas regulated under milk market ing orders . Data is 
currently maintained on cards . 

Destroy when 3 years old . 

ll2 .  Fruit and Market News 

Machine-readable records containing data which relates to 
shipments and unloads of fresh f ruit s and vegetables . 
The shipment file identifies the commodity , the origin 
( the state or country where the produce is shipped from) , 
the means of  transportation , and the number o f  pounds 
shipped for each month of the year . In addit ion to these 
fields , the unloads file indicates the city where the 
produce was unloaded for market  . The final annual 
for both shipments and unloads are maintained in 100 , 000 
pound units .  

Fo'lll' copieis, inch1din9 orlginnl, to be naJ.mitted to the National Archives and Recorc!9 Dervice 
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Quarterly Report System 

Analysis System 

Appeals 

Account ing 

Standard Fonn No.-'l.15-A 
Revised November 1951 
Prescribed by General Services Administration Job 
OBA Reg. 3-IV-106 • 

lU-202 of....8.5-pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 


9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

JOB NO. 

112 Con ' t 1 Data is used for indicat ing national supply trends . The 

machine-readable data is not available prior to 1 9 7 6  for 

unloads and 19 7 7  for shipments . Updated daily .  


Destroy when 3 years old . 

11 3 .  Tobacco Stocks 

Machine-readable records containing data on tobacco 
stocks on hand by type and grade according to poundage . 
Informat ion is suppl ied by manufacturers and dealers 
Data is used to produce a tobacco marketing outlook 
report . Updated quarterly . 

a .  Actual Data 

Destroy when one year old . 

b .  Sunnnarized Data 

Destroy when 10 years old . 

114 . Tobacco 

Machine-readable records containing data on tobacco 
grades by volume and market price . Coverage is limited 
to tobacco producers who wish to pa·rt icipate in grading 
programs . Used to produce annual informat ion and 
analysis report s .  

Destroy when 10 years old . 0 

115 . Rice 

Machine-readable records containing data on types and 
amounts of rice inspected and revenue earned from these 
inspections . Information is used to study trends in the 
rice market and to provide for accounting of inspect ion 
receipts . Update  during the fiscal accounting period . 

a .  Records 

Destroy 6 years 3 months after period covered 
by account . 

b .  Other Records 

Destroy when one year old . 

Four copies, incladin9 oriainnl, to be nalomitted to the National Archive• and Records llervice 
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Inspection Supervision System 

Variety System 

System 

standard Fol'lll No,'lllS-A 
Prescribed by General Service11 Administration Page _,_76......__ Revised November 1951 
OBA Reg. 3-IV-106 ' of -85- pages116-202 

Job 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

116 . 

117 . 

1 18 .  

1 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Grain Licensed 

Machine-readable records containing data used to monitor 
gra in inspections for the purpose of recording inspect ion 
results ,  ident ifying inspect ions trends and problems 
occuring in field offices and inspection point s  . Also 
used to maintain information on licensed inspectors and 
agricultural commodity graders . The GR-189 is the 
source document for the system.  File is updated weekly . 

Destroy when 2 years old . 

P lant and Protection 

A Certificate o f  Protect ion is in effect a patent on a 
variety of seed or plant . The cert ificates are good for 
17 years . The data on variet ies of  plant s  is saved 
indefinitely since even after a certificate expires the 
information is required to determine if some new applicant 
for a certificate actually has a new and unique variety . 
Records ident ify the kind , type , and variety of seed 
plant registered with USDA.  

Destroy when 1 7  years old . However , the tape 
may be maintained longer for administ rative use 
to serve the needs of the user and destroyed 
when no longer needed . 

Note :  See Item 9 3  . 

A-84 

Data ,  which is extracted from the Agency accounting 
system, is used to produce the annual agency A-84 report , 
and data ,  which is further summarized and condense d ,  is 
given to the Department ' s  Office of  Operat ions and 
Finance for use in a Departmental A-84 report . 

Destroy when 1 year old . 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Folll' copies, inclading original, to IM analomilled lo Ille National Archives and Recorm Service 
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119 through 

Corresnondence Subi ect 

Memoranda , 
ertaining 

ssistant 
and/or 
file . 
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originat ing 

iv 

a .  Washington Copy) 

lb . 

.. 
Standard Form No. 15-A 
Revised November 1951 
Prescribed by General Services Administration 
OBA Reg. 3-IV-106 • 

1111-202 

Job 
• of --82.- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continu tion Sheet 


9. 10.8. DESCRIPTION OF ITEM 7. SAMPLE OR ACTION TAKEN 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) JOB NO. 

Tobacco Division 
Items 128 

These program records relate to the planning and admin
istering of marketing services (market news , standardiza
tion , inspect ion , and grading) market ing agreement s  and 
orders , market ing regulatory , expansion of market outlets  , 
statistical report ing and related programs for tobacco , 
tobacco products and by-products , naval stores , and 
related commodities , as authorized by Tobacco Stocks and 
Standards Act of 192 9 ,  as amended ,  Tobacco Inspect ion Act 
of 1935 , as amended , Naval Stores Act of 1923 ,  Tobacco 
Plant and Seed Exportat ion Act ,  Section 32 of the Act o f  
Augus t  2 4 ,  1935 , a s  amended , and other authorities , 
pertaining to  day-to-day operations and routine functions . 

119 . Tobacco Division File 

Arranged alphabetically by subj ect . 

correspondence , report s ,  and other records 
to the establishment , planning and development 

of AMS programs , such a s ,  market ing problems and 
regulatory changes .  Includes controlled or j acketed 
correspondence and substantive program interagency 
correspondence which are signed by the Secretary , 

Secretary , Administrator,  Deputy Administrator , 
Division Director . These are not f iled in a case 

files contain the yellow copy , maintained in the 
office , and may be f iled at the branch and/or 

is ion level . 

Office (Record 

PERMANENT . Transfer to FARC when 5 years old . 
Offer to Archives when 15 years old . 

Field Office 

Destroy when 3 years old or when no longer needed 
for administrative use . 

l'oar copie•, inchacliag original, to be 11111m&iHed to tho National AirchivH and Rooos .. losvice 



Inspection 

Copy 

Copies 

Hogshead Inspect ion 

Certificates 

Washington 

.. 
Standard Form No.'115-A. • e
Revised November 1951 
Prescribed by General Services Administration Job No. ----.�-- Page _,_78....__ 
GSA Reg. 3-IV-106 ' 

• of.....85- pagesUD-202 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

120 . 

121 . 

122 . 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

and Classificat ion Standards 

Arranged Chronologically_ 

9. 
SAMPLE OR 

JOB NO. 

Records necessary to document the development , revision NN 164-14 
and interpretat ion of  tobacco and naval stores inspection It em 4 
and classification standards . 

a .  Record 

PERMANENT . Transfer to FARC when 10 years old . 
Offer to Archives when 20 years old . 

b .  Other 

Destroy when 2 years old . 

Cert ificates and related background material on hogshead 
inspect ion . 

Destroy when 2 years old . 

Tobacco 

Tobacco inspection certificates and related material , 
including invo ice records for services rendered . 

a .  Office 

Destroy when 1 year old . 

b .  Field Office 

Item 6 

Item 7 

10. 
ACTION TAKEN 

Destroy when 3 years old or 6 months after sale 
of  all tobacco of  the crop year covered thereby,  
whichever is  later . 

Fom copie•, iaclading origiaol, to be llaltmill ... to the Nalioaal A.chives aad Reooru Service 
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In-plant Inspection 
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Sta.n.da.rd 1Joonn No. 115-A •Revised November 1951 • 
Prescribed by General Bervlceii Administration Job No. PageOBA Reg. 3-IV-106 

•1111-202 • of -S5- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-C ntinu tion Sheet 


7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

12 3 .  Naval Stores Cert ificates 

Naval stores inspection certificates and related 
material,  including invoice records for services 
rendered . 

NN 1 64-14 
Item 8 

a .  Office 

Destroy when 3 years old . 

b .  Field Off ice 

Destroy when 1 year old . 

124 . Certificates 

Cert ificates accountab ility records ( tobacco 
naval stores)  . 

and Item 9 

Destroy 3 years after certificates have been issued , 
vo ided , or otherwise accounted for . (Only one set 
o f  records)  . 

125 . 

Records pertaining to arrangement for licensed in-plant 
inspection for packaging turpentine , including agree
ments and related correspondence . 

Item 14 

a .  

Destroy 1 year after agreement is terminated . 

b .  Other 

Destroy when 5 years old . 

126 . Tobacco S tock Form TB-26  

Quarterly Statistical reports gained from private  
industry by Public Law 661 in confidence . Deals with 
stocks of unmanufactured leaf tobacco held by dealers 
and manufacturers . 

Item 10 

Destroy when 5 years old . 

Foar copiH, inchading original, to be ...i.milled lo the National ArchivH and Recor .. Service 

http:Sta.n.da.rd
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No. --�--- . 80 

Smoking, Chewing, Re2orts . 
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Washington 

Copies 

Washington 

Copies 

Washington 

Copies 

.. 
Standard Form Nodlli-A 
Revised November 1951 
Prescribed by General Services Administration 	 Job Page
GSA Reg. 3-IV-106 • 

1111-202 of ....8..5...._ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM(WITH INCLUSIVE DATES OR RETENTION PERIODS) 
9. 

SAMPLEJOB NO. OR 10. 
ACT ION TAKEN 

12 7 .  1 and Snuff Form TB-39 .  

Quarterly Statist ical reports (domestic and impor t)  
voluntarily gained from private industry in confidence . 

Destroy when 5 years old . 

128  . 

a .  Annual Tobacco Market Review . 

b .  

c .  

1 .  

PERMANENT . Offer to Archives when 25  years 
old . 

2 .  Other 

Destroy when 5 years old . 

Quarterly Stocks Publication Report. 

1 .  

Des troy when 20 years old . 

2 .  Other 

Des troy when 5 years old . 

Annual Statistical Report . 

1 .  

PERMANENT. Offer to Archives when 25  years 'I ''/ 't' .old . 

2 .  	 Other 

Destroy when 5 years old . 

Foar eopie•, inclacliag original, to be nalunitted to the National Al:chivH and Reeo•u •••vice 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR 

JOB NO. 
ITEM NO. (WITH I NCLUSIVE .DATES OR RETENTION PERIODS) ACTION TAKEN 

Transportation & Warehouse Division 
Items 129  143 

For Transportation , this Division assists produceFs and 
cooperat ives in ob taining and maintaining equitable 
transportation rates , charges and services on 
agricultural product s  and farm product ion supplies by 
originat ing or intervening in complaints before the 
transportation regulatory bodies and by nego t iating or 
assist ing in the negotiat ions of voluntarily established 
rat e s ,  charges and service s  by the different modes of  
transportation . Agr icultural Marketing Service act s as 
a representat ive of  the Secretary of Agriculture in 
proceedings before the Interstate Commerce Commission 

( ICC) in protecting the interest of farmers and suppliers 

in making sure the rate s  being charged are reasonable 
and equitable . 

For Warehouses , this Division is re sponsible for 
licensing,  bonding and supervision of public warehouses 
storing agricultural produc t s ,  and for the licensing and 
supervision of inspectors , weighers , classifiers , 
sampler s ,  and graders serving such warehouse s ,  as 
authorized by the United States Warehouse Act of  
August 11 ,  1916 , as amended . The following are case 
records documenting the licensing , supervision and 
control of each warehous e .  

129 . Transportat ion Rate ( Case Files)  

Case files on proposed Transportat ion Rate and Service 
Adj ustment s  on which no litigation result s .  Item 1 

a .  Record 

Transfer to FARC 3 years after case is closed . 
Destroy 10 years after case is close d .  

b .  Other Copies 

Destroy when 3 years old.  

Four copies, inclacliag origiaal, lo Joe salnnill .. lo die National Archi•e• and Ro_r .. Service 

http:origi.aI
http:Service.11
http:Sta.uda.rd
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re sult ENN-164-161 

Copy 

Cop ies 

Bonds , 

,. 

Standard Form Nol'l15-A 
Revised November 1951 
Prescribed by General Services Admlnlstratlon 
GSA Reg. 3-IV-106 • 

11 202 
Job Page 

of -85- pages 

7. 
ITEM NO. 

130 . 

. ' ' 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

1 Numbered Docket s 

9, 
SAMPLE OR 

JOB NO. 

Case files on numbered Docket s  on which litigat ion 
covering transportation Rates and Service Adj ustments . Item 2 

a .  Record 

Transfer to FARC 3 years after case is closed . 
Dest roy 10 years after case is closed.  

b.  Other 

Destroy when 3 years old.  

Note  : 
The ICC has the record copy of  these dockets which can 
be used by AMS officials if neces sary . Also see item 14 
of this schedule . 

13 1 .  Warehouse Rules 

132 .  

By-laws , articles of  incorporat ion and resolut ions of  
the specific warehouse company . 

National and Field 

Dest roy 6 years after cancellation o f  last 
out standing license . 

on individual warehousemen, required annually 
to  cover the commodities stored in order to protect the 
interest of  the farmer.  

a .  Nat ional Office 

Destroy 40 years after period covered .  

b .  Fie ld Office 

Destroy 5 years after creation . 

NNA-3196 
Item 1 

Item 2 

10. 
ACTION TAKEN 

Foar copie•, incladiag odginal, lo h ...i.miH .. lo tho Nolioaol ArchhrH and RoOOI' .. Sonnee 
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7. 8. DESCRIPTION OF ITEM 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

' 133 .1 Financial Stat ement on the warehouse company as required . NNA-3196 
Item 3 

a .  	 Nat ional Office 

Destroy 6 years after creation . 

b .  	 Field Office 

Destroy 2 years after creation . 

134 . Insurance covering content of  warehouse .  NNA-3196 
Item 4 

National and Field 

Destroy 1 year fter expirat ion of policy . 

135 . .  Lease of land and/or by warehouse company . NNA-3196 
Item 5 

a .  	 National Office 


Destroy 6 years after expirat ion . 


Field Office 


Destroy upon expiration . 


136 . Licenses 

a .  	 License t o  perform services of  weight and inspect ion . 


National and Field 


Dest roy 6 years after cancellation of license . Item 6 

b .  	 License to operate warehouse company . 
Item 7 

1 .  	 National Office 


Destroy 6 years after cancellat ion . 


2 .  	 Field Office 


Destroy upon cancellat ion . 


Foar eopiu, incladill9 oripaol, lo .. nlmliH.. lo tho Nalioaol Jlrchi•e• Giid a-.. 8orvice 

http:Page-.B3


• 
__ _:_ __ 

print ing 

weight 

Reports 
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Btandard Form No"115-A 
Revised November 1951 
Prescribed by General Serviceii Administration Job No. ., Page _8�4-'--OBA Reg. 3-IV-106 •lllHlO'l of__ li pages

• 1,. I .. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESC RIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

13 7 .  

133 . 

139 . 

1 Orders for negotiable and non-negot iable pre
numbered receipt forms ordered through the Warehouse Act 
Branch to assure correct numbering and format . 

a .  Nat ional Office 

De stroy 6 years after all types of receipt s  on 
order have been · reordered . 

b .  Field Office 

Destroy after all types of receip t s  on order 
have been reordered . 

Scale test and reports 

Testing may be performed by the state or federal govern
ment . 

Nat ional and Field 

Destroy when 6 years old.  

Reference Statement of individual in charge of  warehouse . 

NNA-3196 
Item 8 

Item 9 

Item 10 

140 . 

a .  

Nat ional and Field 

Destroy 6 years after succeeding 
charge has been designate d .  

Warehouse examinat ion report . 

Nat ional and Field 

Destroy 6 years after creation . 

individual in 

Item 11 

Foar copia, inclacliag original, lo .. ...-.UH .. t o  llao Rational Aa-clahr•• aad R_ .. Service 
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7. 8. DESCRIPTION OF ITEM 	 9. 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 	 ACTION TAKEN 

JOB NO. 

140 Con ' t  ' b .  "Warehouse receipt register" (Grain) , and "Master NNA-3196 
shee t"  (Cotton) , used to record the cancellation of  Item 12 
all receipts . 

National and Field 

Destroy each page 6 years after all receipts 

thereon are cancelled . 


c .  	 Record of receipts  summary . Item 13 

Nat ional and Field 

De stroy 6 years after cancellation of warehouse 
license . 

141 . 	 - Charges for storage and services rendered by Item 14 

the warehouse company . 


National and Field 

Destroy 6 years after cancellation of  warehouse 
license . 

142 . 	 of o f  authority kept  for verificat ion . Item 15 


Nat ional and Field 


Destroy 6 years after authority is revoked . 


14 3 .  	 Schedule 


Examiners Schedule . Item 17  


a .  	 National Office 


Destroy 3 years after creation . 


b .  	 Field Office 


Destroy 1 year after creation . 


Foll&' copie•, incladiag odgiaal, lo lte nltlniHed lo the Nalioaal .lbchiwe• aad a-.. Service 

http:Nalio.al



