NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-016-84-01

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 8/10/2022

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items except those listed below are active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 1030 is superseded by N1-016-87-001, item 1030.
Item 1041 is superseded byN1-016-87-001, item 1041.

Item 1120 is superseded by N1-016-87-001, item 1120.
Item 1131 is superseded by N1-016-87-001, item 1131.
Item 1210 is superseded by N1-016-87-001, item 1210.
Item 1220 is superseded by N1-016-87-001, item 1220.
Item 1260 is superseded by N1-016-87-001, items 1260 and 1200-2.
Item 1300 is superseded by N1-016-08-002, item 3.

Item 1300-2 is superseded by N1-016-87-001, item 1300-2.
Item 1314 is superseded by N1-016-87-001, item 1314.
Item 1720 is superseded by N1-095-10-004, item 22.

Item 2030 is superseded by N1-016-87-001, item 2030 a&b.
Item 2040 is superseded by N1-016-87-001, item 2040.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 8/10/2022 NC1-016-84-01



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 2100-5 is superseded by N1-016-87-001, item 2100-5.
Item 2130 is superseded by N1-016-87-001, item 2130.

Item 2160 is superseded by N1-016-87-001, item 2160.

Item 2160-3 is superseded by N1-016-87-001, item 2160-3.
Item 3010-1 b is superseded by N1-016-08-002, items 1 & 2.
Item 4130-3 is superseded by N1-016-87-001, item 4130-3.
Item 5060 is superseded by N1-016-87-001, item 5060.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 8/10/2022 NC1-016-84-01
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REQUEST FOR RECORD - JISPOS!TION AUTHORITY

LEAVE BLANK

(See Instructions on reverse) , g JOB NO.

T0. GENERAL SERVICES ADMINISTRATION, o
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 - [Oie wecewen

ﬂtPMJV/

1. FROM. (AGENCY OR ESTABLISHMENT) -
United States Department of Agr1cu1ture

4-/3-J4

V 2. MAJOR SUBDIVISION
‘0ffice of the Secretary

- NOTIFICATION.TO AGENuY

3. MINOR SUBDIVISION | \
QIRM - Informat1on Management D1v1s1on

4. NAME OF PERSON WITH WHON NFEF} \ 27 5. TEL. EXT. B
Cherie Cozin 2/ 447.9272 Date

“In accordance with the provisions of 44-U.8.C. 3303a the disposal re-
quest, mcludnng amendments, is. approved except for items: that may
be stamped “disposal-not approved” or wuthdrawn in coiumrf

Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATlVE

| hereby certify that | am authorized to act for thns agency in matte
that the records proposed for disposal in this Request of
mma@myMWManemwwaﬁwmemEanmmﬁsw%mw

D A Request for |mmed|ate dlsposal

pertaining to the disposal of the agency’s records;
page(s) are not now needed for the business of

‘ DQ B Requestfor(nsposalaﬁera spemﬁed penod oftnne orrequestforpennanent

- retention... S o o . e

C. ATE

4, 5/ X%Z

IGN»ATURE OF AGENCY HEPHESENTATIVE-' o FLS.E :

|TEM NO

/ B P . . 8. DESCRIPTION OF ITEM~ :
L. . (Wnth Incluswe Dates ofr Retentlon Periods)

DA CENRTIE PETRNCTITY, e
SAMPLE OR
JOB NO. .+ | ACTION TAKEN

_This comprehens1ve records d1spos1ton schedule supersedes

the previously approved records schedule..for the.Office.-
of Information Resources Management (NC1-16-83-1). *
Presently, this file and disposition schedule covers the
records for the Offices of Administrative Services,
Financial Management, Information Resources Management,
Operations, and Personnel. Eventually, this schedule
will be expanded to include the records of all offices
which report to the Ass1stant Secretary for
Adminjstration.

Any records series created, revised, or deleted subsequent
to and/or not disposable by this schedule shall be

covered by revised schedules with disposition authority

to be obtained from the National Archives and Records
Service.

Records covered by the revised General Records Schedule
are disposable without further authorization.

* Celurn 9 indicatiy ma/ "‘M‘?

N9}51§*8351sf»f5,

Ay Makh ( ") aheste [ ) s oo

2 Hime

¢/ /87
" MASS 2414 CWQE A/OT A/éc:SMQZ

STANDARD FORM 115
WJ‘“"’M N/ 73 Y. 7ZM/J%4/ (i 6/ /‘77) Revised April, 1975

Prescribed by Géneral Services
Administration
FPMR (41 CFR) 101-11.4



1000

1000-1

1000-1-1

1000-2

ORGANIZATION, AUTHORITIES, AND

FUNCTIONS
Use for all common use internal

management files, including functions
performed outside the filing office.

May include correspondence or material
on the broad aspectifgj,assfﬁﬁgg
functions generally<Excluded are
records of ecific assigned _.—"
funs;jgnj”gfgf? personnel ,_budget,
and~accounting which _are filed as
separate entities-dunder their

appropriate categories.
FIkE’EE:;;o1ogica11y by subject.

Policy and Procedure

Use for background material which
documents the important aspects of
development of Departmental cy
and procedure.

NOTE: See -1 for disposition

of record-Copy of Departmental
gjpeff%ies.

FILE b igin, series number or in
nological sequence.

External or Non-Series Instructions

e
-

ACl- 16 - 8’3-/

: ‘ N/
Destroy Destroy
whe when.1-

yrs. old. . old.
‘J""f" )
A Cl-16-§3 - lovw
stfoy  N/A  Destroy-  GRS-16-1 /
when no /ﬁjfter the
longer " directive
needed., .~ is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

! //oov/r-l

Use for material of a directional Destroy N(AM,»NBeSfFoy
nature which originates outside USDA when S/0.—" when S/0.
or which originates”within USDA but i;(ﬂ},,»w“”’
not part of ormal Departmental .-
directi ystem. Includes commefits
and er material on proposed and
1sting instructjons?
FILE b igin, series number or in
ological sequence.
Reports _
Use for reports pertaining to Destroy N/A Destroy
organizations, authorities, and when when e
functions, 3 yrs. 3 yrs.
old. old.

FILE by agency and subject..



1000-3

|00 0-

1000-4

Project Control
Use for memoranda, reports-and—Other

t

Schedules of Daily Activities

Use for calendars, appointment books,
schedules, logs, diaries, and other
records documenting meetings, appoint-
ments, telephone calls, trips, visits,
and other activities.

a. Records containing substantive
information relating to official
activities of high level officials

see GRS-23-2a for definition of high
evel officials), the substance of
which has not been incorporated into
memoranda, reports, correspondence, or
gp?er records included in official
iles.

FILE by origin in chronological
sequence.

b. Records created by other than
high 1evel Federal employees, the
substance of which has not been incor-
porated into official files.

FILE by origin in chronological
sequence,

C. Routine material containing no

substantive information regarding the
daily activities of other than high

level officials; records of all Federal
employees containing substantive infor-
mation, the substance of which has been

incorporated into official files; and/
or personal records of all Federal
employees relating to nonofficial
activities.

FILE by subject in chronological
sequence.

Destroy

the project
is closed.

Submit SF-
258. If
offer is
not
accepted,
destroy the
records
when 6 yrs.
old.

N/A

Destroy N/A
when 2

yrs. old.

Destroy N/A
when no
longer

needed.

- N/A____Destroy

records documenti ssignmentiéctgﬂﬂ___,l,ynf—'*‘“’“
g;gg:g§§/and*tﬁﬁ;?etion of } : after
the yr.
kg%’,Case’TTTE/;T;;;;;;;:§:?y by in which
ttTe of project.

Yoo/

GRS-16-7
when

no

longer

needed.

e’

GRS-23-2a

(samme

Submit SF-
258. If
offer is
not
accepted,
destroy the
records
when 6 yrs.
old.

GRS-23-2b
( Qﬂvmn.)

Destroy
when 2
yrs. old.

GRS-23-2c

St

Destroy
when no
longer

needed.



1010

l000-2
Q%Avﬁw

ANV

Colmav

1011
1012
1013

1020

Organization

Use for material relating to PERMANENT, . When
organizational analysis and plapaing Offer 5 yrs. when S/0.
or changes in organizatl%g,f?ﬁfg?gns; NARS~1n old

ra

documents relating to yr.
o’/o blocks

functions and missions; and copies

of organiziE%QRaTﬁénd functional when 20
statement anuals, and charts. Also yrs. old.
incLEges/iaterial per;%jniﬁg to the ’
n er of positions grade

Tevel s/series r afizd to perform

program mis
phabetically by major and minor
divisions.

FIL

Principles of Organization (General)

Use for material pertaining to the Destroy
operation, maintenance and improve- when S/0.
ment of the organization system.

FILE by subject.

Organization Planning

Use for material pertaining to the Destroy
p1anning, analysis and development of when S/0.
approved organizational units.

FILE by subject.

Manpower Planning

Use for material pertaining to the Destroy
manpower needed to accomplish tasks. when S/0.
FILE by subject.

Statements of Missions and Functions

Use for material pertaining to the Destroy
missions and functions statements. when S/0.

FILE by subject.

" 1oogf2
GRS-16-13
a&b

NCI- 16776,
o G A

Word



1041-2
La o)
YOO -4-2

‘e ®

Delegations of Authority

Use for material on delegations of
authority to identified positions
or persons{/gnijtémpgrary 2% ;
1imited.-delega 1onj//94pos jons or

persons.
FILE ¢ ologically by major and minor
ivisions.

Committees and Boards//

. N/A

Destroy
.—when S/0.

Use for official maferial documenting
the accomplishmedt of official
internal committees, boards, task
forces, and”work groups.

Destroy

FILE cHronologically by subject.

Committee Management

Use for material pertaining to the Destroy N/A
continued monitoring of committee when 3
activities. yrs. old
or when
FILE by committee title. no longer
needed
for ref-
erence,

Interagency or International-

Committees or Task Forces

Use for agendas, g}nﬂfés, final
reports and recerimendations from
inter/intra~agency committ

ces chaitfg/py

employees
FHE chronologically by committee.,

Director's/Deputy Directer's

Transfe
-

TARC when 5 years
old. Offer to NAR i
|
|

PERIMANERT,

H

when 20 years old.

Use for agendas, es, final ' Dest593> N/ A
reports, an pportive records - en” 3

relati to substantive functions
he agency.

in chronological sequence. erence.

" o LB

Destroy ’
when S/0.

j{kzzyé/
Destroy GRS-16-12a
when 1 (2)
yr. old.
Destroy o a
when 3 \r
yrs. old
or when
no longer
needed
for ref-
erence.

ﬂ/@ozv =/}
Destroy GRS-16-12b
when 3 (1)
yrs. old (- te-T7-b
or when S 9
no d Gelee
longer -
needed
for ref-
erence.

174 §

/écv7ﬁ/;4
Destroy GRS-16-12b
when 1 (1)(b)
yr. old.



1041-3

1000-4-3

1042

1043

1044

1050
AAAO)

1000-5

Divisions/Branches/Sections
Use for internal
and supportiveé records below the
Directors level.

EHCE in chronological sequence.

Statutory Advisory Committees

Use for material pertaining to the
establishment and/or renewal of
charters of advisory committees
created by statute.

FILE by committee title.

Nonstatutory Committees

Use for material pertaining to the
establishment, re-establishment or
renewal of charters of non-statutory
advisory committees.

FILE by committee title.

Other Committees and Boards

Use for material pertaining to the
establishment of other committees
and boards.

FILE by committee and/or board title.

Intradepartmental Relatigns

Use for material inyoiving issues of
concern betwee

by agency and location.

aft meeting minutes

for ref-
erence.

Destroy

2 yrs.
after
term-
ination

of
committee.

Destroy

A agencies. __-—"when no
e

longer

- needed

for
reference,

N/A

N/A

N/A

”,/Ovviyéoﬂa

GRS-16-12b
(1)(b)

Destraoy
when 1
r. old.

GRS-16-12a

Destroy
2 yrs. (2)
after

term-

ination

of

committee.

Destroy ;?Q&yv [
when

issues

have been

resolved.



1051 Relations with Field Activities

Use for routine material pertaining Destroy
to the daily activities of field when no
offices. longer
needed
FILE by subject in chronological for
sequence. reference.

|05 - | cwaw cmsucd & 1140-2

- N/A

Destroy
when no
longer
needed
for

reference.



1100

1100-1

1100-1-1

1100-2

Lag/
l1oo-2-1

MANAGEMENT IMPROVEMENT p
Use for material of a general nature

which pertains to the“evaluation when 3
and constant effeft to improy yrs. old.
the effectiyeriess of appreved

programs.. d the efficiency of their

operations wh1 are not described

ewhere this category.

F by program title.

Policy and Procedure
Use for background material whieh Dest,oy

documents the important aspécts of the _when no
development of Departmental po11cy_d«f’” longer

and procedure, r,,,/”/’ﬂf needed,
NOTE: R€e 3010-1 fer disposition
of p€cord co Departmental

rectives

FILE by origin, series number or in
chronological sequence.

External or Non-Series Instructions
Use for material of a directjomal

Destroy”
/0

ey

nature which originates_outside 9325r,’,/when
or which originates. hin USDA b
is not part o formal Departmental

ystem.

direct1v Inclydes comments
er material _on~proposed and

1st1ng instructions.
FILE origin, series number or in
no]og1ca1 sequence.

Operation Costs

/’”’lggztroy

Use for record;{gj?current operat1 g
costs and rela ionship Ow,,QStS when 3
function. and performapces™ Includes yrs. old.

ndimproved effective-

cg;t/féahctloqra “im
i};:’igfgperation.
F. by FY in chronological sequence.

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 3
yrs. old,

Y100

///07)/ )
GRS-16-1d

7/‘/00///

/ //m)/oz /

GRS-6-5b



1100-3

1100-4

[{00-3

1110

1120

1121

1130
o)

Hoo-Z
ot on
u@m
gy

Reports PED
Use for reports pertaining to manage- Destroy
ment improvements. when
3 yrs.
FILE by agency and subject. old.
Project Control
Use for memoranda, reports and otheér Destroy
records documenting assignments, YT .
progress and completion of projggtsa‘””mpafter
- el the yr.
FILE: £aSE file alphabetically by in which
;itTE’gf projects" the
project is
closed.
Management Policies and Procedures PED
Use for material pertaining to the Destroy
golicies and procedures developed when no
y management to carry out the re- longer
quirements of programs. needed
for ref-
FILE by subject. erence.
Management System Development PED
Use for material pertaining to Destroy
the development of management when no
systems. longer
needed
FILE by subject. for ref-
erence.
Project Management PED
Use for material pertaining to the Destroy
assurance that-project operations when no
are going well, longer
needed
FILE by project name. for ref-
erence,
Management Studies and Analyses PED
Use for intra/inter agency management Diéggpy
improvement studie d analyses. n no
Also includes retdted analysis and longer
feeder re Pt§fﬁ needed
for
E by agency and subjeet” reference.

- N/A

N/A

N/A

N/A

N/A

N/A

Destroy
when

3 yrs.
old.

Destroy
when no

longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer

needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed,

o

’///ov / 3

GRS-16-7

V11092,
GRS-16-5



1131
1132
1140
1140-1

1140-2

Lo/
1000-5-|

e

Workload Analysis and Measurement

Use for material pertaining to
workload analysis and measurement.

FILE by subject and in chronological
sequence.

Productivity Analysis

Use for material pertaining to the
analysis of the productivity of
continuing activities.

FILE by subject.

Management Improvement Programs

Use for material pertaining to
specific management improvement
programs.

FILE by subject.

Reform '88

Use for material pertaining to the

policies and procedures developed by
management to carry out the

Reform '88 program.

FILE by project name.

Federal Field Structure

Use for material pertaining to the
development of governmental icy
and procedures and the monftoring

PED

Destroy
when no
longer
needed

for ref-

erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
Tonger
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy

Ahen 6
7 yrs. old.

and coordination of proﬁrams relating

to the housing together of activitfes

with serve the-Same geographical

P
,

P

Case file by 1oégtion

N/A

N/A

N/A

N/A

When
3 yrs.
old.

Destroy
when no
longer
needed,

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

2

”//ovv/s//



1200-1

1200-1-1

1200-2

1200-3 -

|200-2

PROGRAM PLANNING AND EVALUATION

Use for material pertaiangifo Destro

projected program planfiing, whe

implementation, and monitoring of _yTs. old.

operations},p%ans, and goals. g

F;;E,anhabet1ca11y by major a

nor subdivisions.

Policy and Procedure

Use for background material Destroy-~

which documents the important aspe when_.no

of the development of Departme 1onger

policy and procedure. /,fﬁeeded-

o

NOTE: See 3010-1 disposition .~

of record copy Departmenta]ﬁ/f/

directives. <

FILE by origin, series”/number or in

ronological sequefhce.

External or Non-Series Instruction$

Use for material of a directional Dest;py

nature which originates oytSide USDA when” S/0.

or which originati;ngibhf# USDA but

is not part of a fgrfial Departmental

directive system<” Includes commen

and other matérial on proposed an

Reports

Use for material pertaining to program Destroy

planning and evaluation reports. when 3
yrs. old,

FILE by agency and subject.

Project Control

Use for memoranda, reports and.ottiér
records documenting assignménts,
progress and completion of projects.
Inc]ziij/zsggly“ﬁfkivity reports.
ié#ﬁ' Case file alphabeticall

tle of project.

the yr.
in which

the project
is closed.

- N/A

N/A

N/A

N/A

N/A

Destroy
when no

longer
needed.

Destroy
after the
directive
js issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 3
yrs. old.

Destroy
when

no
longer
needed,

76&0@/

70&0@//

GRS-16-1d

'Qﬁaoo//l

;ﬂ&aqék

GRS-16-7



1210

1220

1230

1240

1250

1260

Program Goals and Objectives

Use for material pertaining to the
program goals and objectives set forth
to accomplish a particular goal.

FILE by position number,

Program Planning

Use for material pertaining to the
planning set forth to accomplish
effective approved programs.

FILE by subject.

Program Review and Evaluation

Use for material pertaining to
criteria used to evaluate programs
and their results.

FILE by subject in chronological
sequence.

Program Impact Analysis
Use for material pertaining to the
impact of certain programs.

FILE by subject in chronological
sequence.

Program Decision Systems

Use for material pertaining to
systems developed to support
decisions necessary to continue an

effective program,

FILE by subject.

Legislative Programs and Reports
Use for material pertaining to
approved legislative programs.
Includes comments and reports.

NOTE: For proposed legislation,
see 1300-2. '

FILE by subject in chronological
sequence.

Destroy
when no

longer
needed
for ref-
erence.

Destroy
when no
lTonger
needed
for ref-
erence,

Destroy
when no

longer
needed

for ref-
erence.

Destroy
when no

longer
needed
for ref-
erence.

Destroy
when no
longer
needed
for ref-
erence.

Destroy
when no
longer
needed
for ref-
erence.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

We o



1300

1300-1

1300-1-1

EXTERNAL RELATIONS

Use for material involving high level
policy issues of concern to the
Department and foreign countries,
States, and local governments; other
Federal departments; and both public
and private organizations and S
institutions. Also includes re]at1ons
with the President and members of his
staff and Congressional committees,
Members of Congress and cooperat1veﬁ,
agreements which are” ‘hot located in
other subjects ayeas of the f11e plan.

NOTE:
ence 1§/destroyed when

e

rd
FILE by organizafion.

“yrs. old.

Policy and Procedure

Use for background material which
documents the important aspects of the
development of Departmental pollfy

and procedure.

NOTE: See 3010-1 for_disposition
of record copy of Departmental
directives.

FILEAY origin, series pdmber or in

ronological sequenee.

External or Non-Series Instructions
Use for material of a directional

nature which originates outside USDA_ .~ when

or which originates within USDA_but
is not part of a formal Departmenta]

directive system. Includes comments ff;»f”‘f
and other material-oh proposed andlyw

ex1st1:f/lg§;rﬁ€£1ons. p,//,a’
FILE by“origin, serieseggmber or in

onological sequence%

M1crof11med 1ncom1ng correspond-

ECR

PERMANENT,

Offer to
NARS in
5 yr.

“ blocks

when 20

When _-Destroy

I
13007

5 yr$. when 3

o¥d.

e
-
Fa

o

yrsold.

;'/-

Destroy
then no
longer
needed.

Destroy

o

ij

>

N/R

S/0,~"

e

yrs. old.

”//zm)//
Destroy GRS-16-1d
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken,

1 //300/( /,

Destroy
when S/0.



1300-2

1300-3

1300-3
LAra)
1300 -4

1300-4
o)
1300-5

1300-5

Legislative Proposals
Use for comments and other mater
legislative proposals.

ial-on  (SEE NOTE)—N7R

NOTE: All Offices?™ Office responsible
for preparing“the material will retain

the fil yrs. and‘ggstrby. Other
g;jjeégggill destroy copies when 1 yr.
d. -

FILE -mcany by House and

nate.
Public Relations Correspondence ECR
Use for general correspondence from Des?;gy’ N/A
the public reflecting individual after 5
opinions pertaining to general 'S .
programs of the Department not /////JT -
involving any administrative action.- e
beyond the preparation of a form~" ,f/
reply. //,/’ e

e ral -

NOTE: Records from farm’ -
organizations and other groups are f///
not included in this item since e

such opinions.dre constantly referred
to by the Department in the formu-""

lation of agricultural programs.--and
po11c1es. For these rec:;i;,/zee 1300.
nam

PTLE by control number a

Al phabetical Name File ECR”
Use as a record and crgs€ reference ERMANENT. When
of signed incom1ngA9n outgoing Offer to 5 yrs.

mail addressed to/by Secretary and- NARS in 5 old.
his immediate staff. yr. blocks
when 20
FILE alptiabetically by geographical yrs. old.
logation, addressee, &itle,
ganization or ageficy.
Reports
Use for material pertaining to Destroy N/A
external relations reports. when 3
yrs. old.

FILE by agency and subject.

1 :
(See NOTE) //Bfm/f‘

DesFrog'
after 1

T

N/A

Destroy
when 3

yrs. old.

}4300/“%

”/Catfu/gr



1300-6

1310

1311

1312

1313

Project Control

Use for memoranda, rep and other Destroy . N/A

records documenti ssignments, yr.
progress and pletion of proj . after
‘ the yr.
FILE i ically by in which
itle of projects the project

is closed.

Executive Branch Relations

Use for material pertaining to USDA Destroy N/A

relations with other executive branch when 5

agencies. yrs. old.

FILE by subject in chronological

sequence.

White House and Executive Office

Relations Destroy N/A
Use for material pertaining to USDA when 5 .
relations with the White House yrs. old,
or the Executive Office.

FILE by subject in chronological

sequence.

Interdepartmental Relations
Use for material pertaining to Destroy N/A
relations between USDA agencies when no
and staff offices. longer

needed.
FILE by subject in chronological
sequence.
Temporary Agencies, Commissions,

Task Forces, etc. Destroy N/A
Use for material pertaining to when no
relations with temporary agencies, longer
commissions, task forces, etc. needed.

FILE by subject in chronological
sequence.

1300/ 6

Destroy GRS-16-7
when

no

longer

needed.

N/A

N/A

N/A

N/A



1320

1321

1322

Formal Agreements and Memoranda of
Understanding

Use for material relating to agree-

ments between USDA agencies;
between USDA and other Federal,

USDA and nonfederal organizations or

agencies and foreign countries. Thes

Destroy~  N/A
5 yrs

ion or

1300/ &

Destroy
2 yrs.

aft fter
State and local agencies; and between e ﬁ?ra- expira-
///{X tion or
cancel1- cancell-
agreements relate to providing or ation of ation of

obtaining various types of suppor
services including administrative
facilities, payroll and siﬂj}ér
support on a onetime or cofitinuing
basis; and on a reimbg;gégle or
nonreimbursable basis< Includes
cooperative agreemeﬁ{s, memoranda0f
understanding, anfendments, revi€w
comments, related corresponderice,
and simi%ipxﬂocunents.
FILE alphabetically byagency or
orgariization, geographical location,
addressee name, op/title.

Use for general material pertaining
to USDA relations with the Legislative
Branch.

FILE by subject in chronological
sequence.

Senate Relations

Use for material pertaining to USDA
relations with Senate members and/or
their staff.

FILE by subject in chronological
sequence.

House of Representatives Relations

Use for material pertaining to USDA
relations with House of Representatives
members and/or their staff.

FILE by subject in chronological
sequence.

agreemepnt.

Destroy N/A
when 5

yrs. old,

Destroy N/A
when 5
yrs. old.

Destroy N/A
when 5
yrs. old.

agreement.

N/A

N/A

N/A



1323

1324

1325

1330

1340

1350

Congressional Hearings and Testimony

Use for material pertaining to the
greparation of material to be delivered

efore congressional hearings and/or
testimony.

FILE by subject in chronological
sequence.

GAO/GPO/0Other Legislative Branch

Relations

Use for material pertaining to

relations with GAO, GPO, and other
legislative agencies.

FILE by subject in chronological
sequence.

Reports to Congress

Use for material pertaining to the
preparation and submission of reports
required by Congress.

FILE by title and/or number of report
in chronological sequence.

Judicial Branch Relations

Use for material pertaining to
relations with the Judicial Branch
agencies.

FILE by subject in chronological
sequence.

State and Local Agency Relations

Use for material pertaining to
relations with State and local
agencies.

FILE by subject in chronological
sequence.

International Relations

Use for material pertaining to
international relations.

FILE by subject in chronological
sequence.

Destroy
when 5
yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5
yrs. old.

Destroy
when 5
yrs. old.

Destroy
when 5
yrs. old.

N/A

N/A

N/ A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A




1360

1370

1380

1390

Public and Special Interest
Groups and Organizations

Use for material pertaining to
relations with public and special
groups and/or organizations.

FILE by subject in chronological
sequence.,

Industrial and Commercial

- Organizations

Use for material pertaining to
relations with industrial and
commercial organizations.

FILE by subject in chronological
sequence.,

Professional Societies and
Associations

Use for material pertaining to
relations with professional
societies and associations,

FILE by subject in chronological
sequence.

Educational Institutions (including

Libraries, Museums, etc.)

Use for material pertaining to
relations with educational
institutions, libraries, and
museums.

FILE by subject in chronological
sequence.

Destroy
when 5
yrs. old.

Destroy
when 5
yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

N/A

N/A

N7A

N/A

N/A

N/A

N/A

N/A



1400

1400-1

1400-1-1

PUBLIC AFFAIRS ECR
Use for requests for information from Destrdy N/A Destroy.--
the general public and replies agrer 1 after 1

involving no administrative action,
no policy decisions, and no special
compilations or research for reply
including requests for informati
and inquiries to which replie
made by printed or duplicat

ye

other agencies for replies, request
for impressjen of Department seal
etc.
FILE By control number, name, or subject
if applicable.

Policy and Procedure

Use for background material which sStroy N/A=  Destroy
documents the important aspects of the when no e after the
development of Departmental policy " longer /// directive
and procedure. needed is issued
pd or imme-
NOTE: See 3010-1 foq/dasp051t1on diately
of record copy of Departmental /,f/// when it
directives. -’ is known
that no
action
FILE origin, series er or in will be
onological sequengc€. taken,
External or Non-Series Instructions
Use for material of a directional Destroy _N/A Destroy
nature which originates outSIQA,US when S[O“’ when S/0.

or which originates w1th1np/$
is not part of a formal

directive system.
and other materia
existing inst

FILE by-0rigin, ser1/§ umber or
chronological sequence.

"/ 400

oo/

GRS-16-1d

v ////



1400-2  Reports v

Use for material pertaining to public Destroy  N/A Destroy
affairs reports. when 3 when 3
yrs. old. yrs. old.
FILE by agency and subject.
1400-3  Project Control 70400/3
Use for memoranda, reports—and other Destroy N/A Destroy GRS-16-7
records documentin ignments, yr. W
progress and ¢ etion of projects™ after no longer
the yr. needed.
FILE: se file alphabetically by in which
itTe of projec‘;,./}l the
project
As closed.
1410 Publishing OGPA
Use for general material pertaining Destroy N/A Destroy WA
to the publishing of USDA publications  when no when no
which does not fit elsewhere in this longer ) Tonger
category. needed needed
_ for ref- for ref-
FILE by title of issuance in erence. erence.
chronological sequence.
1420 Composition and Printing MRMD {
Use for general material pertaining DestrBy N/A Destroy ’/’/900/3
to the composition_and printing of hen 3 when 1
/1000—3 material wﬁich/doéanot fit elsewher yrs. old. yrs. old.
thamge 4n ij:fw/scmg/ory- _—
Y " . 1" (
l;d’,c.e‘q-ﬂ)if‘i‘ﬂ?F by agency and job -number.
1420-1  Project Files MRMD "J1600 /5]
dtaa) Use for material pertaining to the _ Destroy GRS-13-3a

en 1
yr. old.

execution of composition, printing,
lboo- 3~] binding, duplication, and distribution
:Lp of jobs. Includes requisitions, bill
LTt samples, manuscript clearances, a
' - related papers. Does not incl
T (1) requisitions on the P
- /l*L11$4?%ﬁ ?r;nter and related rec
2



1420-1-1
Lras/
100 -3-2

1420-1-2

lbop-3-3

1421

1422

1430

[b00-3-4
g um

¢

vy,
- Csf. 3

Project Planning

Use for material pertaining to
planning and other technjjil)wifiers.
NOTE: Control registers~pertaining

tk orders are to
fter close of FY-

to requisitions and
be destroyed 1 yr
in which compiled or 1 yr. after

filling of reqgister, whichever ji$
(GRS-13-4) ////)

applicabl
y subject in chrondlogical
quence.

FIL

JCP Reports
Use for reports to Joint ggmmfflee
on Printing regarding gpefation of
Class A and B Plan
of printing, bjnding, and related
equipment jn~Class A and B Plant

in chronological seguénce.

Copy and Duplication

Use for material pertaining to the
reproduction of printed material
in fast copy centers.

FILE in chronological sequence.

Photocomposition
Use for material pertaining to
photocomposition,

FILE by job number in chronological
sequence.

Publication Distribution

Use for material pertaining to
publication distribution. In
revisions and deletions
lists.

irectives distri

NOTE: For
1ists,

E in chronological sequence.

and inventories

Destroys  N/A
when.3
yrs~. old.

OGPA

Destroy N/A
hén 3

yrs. old.

Destroy N/A
when S/0.

MRMD N/A
Destroy

when no

longer

needed

for ref-
erence.

Destroy

"ipo03)a

N/A GRS-13-3b

Jlbo)3/>

GRS-13-6a
& 6b

Destroy
1 yr.
after
date of
report.

Destroy
when S/0.

MRMD
Destroy
when no
longer
needed
for ref-
erence,

W

I//éoﬁ/\s ’7/
Destroy
when
ghange
is

com-
pleted.



1450

1460

1470

1480

News Releases, Speeches, and

Current Information

Use for copies of formal 1nform/;16na1
releases and publications, press
conference transcripts, 1icial
speeches, and indexes

1iginator.

Radio and Television
Use for agency-sponsored radio or
television news releases.

FILE by subject in chronological
sequence.

Media and Public Liaison

Use for media appearances by agency
representatives and the prepared
material used when acting as

public Tiaison.

FILE by subject.

Graphic and Exhibit Design

Use for viewgraphs, routine artwork
for flyers, posters, letterheads, and
other graphic and exhibit material.

FILE by subject in chronological
sequence.

Photography

Use for black and white and colored
originals and negatives, color
transparencies and slide photo-
graphy and slide sets or filmstrips.

FILE by subject.

OGPA

PERMANENT,
Releases -

NARS

when 10 yrs.

old.

Destroy
when no
longer

needed.

Destroy
when no
longer
needed.

Destroy
1 yr.
after
final
publi-
cation
or

when no
longer
needed.

Destroy
when no
lTonger
needed.

Speeches -
Offer to

p
ﬁ%ﬁi for

V28 Destroy
when no
longer
needed

reference.

N/A N/A
N/A N/A
N/A N/A
N/A N/A

"Iy ool
NC1-16-78-2
Items 384

GRS-21-10

GRS-21-4



1490 Video and Film

Use for material pertaining to agency Destroy - N/A N/A GRS-21-31
sponsored film or video recordings. 1 yr.
after
com-
pletion
FILE by subject in chronological of
sequence. training.

NOTE: IF THE ITEMS IN CATEGORIES ,
1440-1490 DOCUMENT THE MISSION OF THE

AGENCY, CONTACT IMD FOR DISPOSITION.



1500

1500-1

1500-1-1

1500-2

LEGAL AFFAIRS AND PROCEEDINGS —BGC

- Use for material of a general nature™  Destroy
which pertains to hearings and~" when 3 _
other legal proceedings-b€fore the yrs,.otd.
Department of Agriculture which
are not described el sewhere in this
categor
E in chronological seqlience.
Policy and Procedure
Use for background material which //)Mﬂf
documents the important aspects of the” Destroy
development of Departmental polic when no~"
and procedure. Tonger

needed .

NOTE: See 3010-1 for diSposition
of record copy of Departmental
directives.

s number or in

FI y origin, serji

hronological s

External or Non-Series Instructions

Use for material of a directional

nature which originates outside USDA
SDR but

or which originates within
is not part of a formal

udes comments

FILE
onological sequen
Reports
Use for material pertaining to legal Destroy
affairs and proceedings reports. when 3
yrs. old.

FILE by agency and subject.

N/A
/»“’

Destroy ¥y
when 3
yrs. old.

N/A

/A

N/
-
-~

Destroy
when 1
yr. old.

Destroy
after

the

directive .

is issued
or imme-
diately
when it
is known
that no
action
will be

taken.

Destroy
when 1
yr. old.

Destroy
when 3
yrs. old.

"//500

GRS-16-1d

”/ 1500/

fisooli] |



1500-3

1510
1511
1512

1513

1500-2
g iy 630

1520

Project Control

Use for memoranda, reports Egdxother Destroy’,,¢’N7A

records documenting assigaments, //;fl;t/’
progress and completion of projects. ter

the yr.
in which
the
FILE+ Case file alphabetically project
title of projecis is closed.

Coordination and Clearance Services

Use for material pertaining to coord- Destroy N/A
jnation and clearance of material(s). when S/0.

FILE by subject in chronological

sequence.
Legislative Review _
Use for material pertaining to review Destroy N/A
of legislative material. when S/0.

FILE by subject in chronological

sequence.
Regulatory and Program Review OBPA
Use for material pertaining to Destroy N/A
regulatory and program reviews, when S/0.

FILE by subject in chronological
sequence.

Legal Advice and QOpiniops”

Use for adviseme:i},eﬁﬁnions, decisig Destroy N/A

and agency comments on GAO, 0GC when 3
other fijzgl/défisions and gpini yrs. old.
FILE gtphabetically origin and
document number~
Legal Proceedings OALJ/0GC
Use for material pertaining to legal Dispose N/A
proceedings before the Department of of
Agriculture. according
to swn

' ageneys

FILE by subject in chronolagical disposition

sequence. schedul e§

/15003

Destroy GRS-16-7
when no

longer
needed.

N/A

N/A

N/A

/V Ccr- /é\'gz 7"&/

Destroy "/’500/5L

when 1
yr. old.

Destroy
when S/0.



1521

1522

1530

Departmental and Administrative
‘Proceedings

Use for material pertaining to judg-
ments rendered by Departmental and/or
administrative personnel.

FILE by subject in chronological
sequence,

Judicial Proceedings
Use for material pertaining to the
judgments handed down by the courts.

FILE by subject in chronological
sequence.

Employee Involvement in Legal
Proceedings

Use for material pertaining to
employees who are asked or subpoenaed
to testify or are otherwise involved
in legal proceedings.

FILE by subject in chronological
sequence.

0ALJ/0GC
Dispose N/A
of

according

to

agency's
disposition
schedule.

0ALJ/0GC
Dispose N/A
of

according

to

agency's
disposition
schedule.

0GC N/A
Dispose

of

according

to

agency's
disposition
schedule.

Destroy
when S/0.

Destroy
when S/0.

Destroy
when S/0.

N

o



1600-1

1600-1-1

1600-2

FACILITIES AND SPACE MANAGEMENT FMD

Use for material perta12)ng’to the
overall or general rout

facilities and spac® management
act1v1t1es whi are not specifical

Policy and Procedure

Use for background material which f///’/EZStr
which documents the important a ec s when no

of the development of Departmen longer

policy and procedure. ,//fjﬁgded

NOTE: See 3010 1 fof disposition
of record copy Departmental

directives,

J-

FILE'by origin, sez;g;/ﬁzmber or in

ronological sequénce.

External or Non-Series Instructiops” FMD

Use for material of a directigmal Destroy
nature which originates outs de USDA n S/0.
or which originates withth USDA but is

not part of a formal-Departmental

directive system,~ Includes comme

ial on proposed
ructions.

Reports FMD

Use for facilities management reports. Destroy
when 2

FILE by agency and location in yrs. old.

chronological sequence.

N/A

N/A

Destroy 70@01r
when 1

yr. old,

/16001
Destroy GRS-16-1d
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be

taken.

7/0 ov/// /

Destroy
when S/0.

Destroy
when 2
yrs. old.



1600-3

1620-1
Ao

1boo-4-2

Project Control

Use for memoranda, r estroy N/A
records documentji 1 yr.
progress and completion of after

the yr.
FILE.~TCase file al in which

title of project. the

project

is closed.
Space Planning, Classification and-SCuc FMD
Use for material pertaining he Destroy N/A
general management of s planning, en 2
classification and not describe yrs. old.
below.
FILE ¢ ologically by ageficy and

ion.

Space Acquisition and Assignment” FMD
Use for material pertaini 0 Destro N/A
the acquisition, allocatfon, and
release of space, Cludes building
plans used in spa€e planning, termina-
assignments,~dnd adjustments. tion of

assign-
FILE efironologically by ment, or

when lease

is cancel-

led, or

when plans

are S/0.
Reports FMD
Use for material pertginifig to estroy N/A

reporting of occ
Metro Area

J space in
jeld locations,

yrs. old.

GRS-16-7
" lbo0] 3

Destroy
when no
longer

needed.

Destroy
when 2

yrs. old.

//éov/ 4

GRS-11-2a

7/& (IU/‘///

Destroy
2 yrs.
after
termina-
tion of
assign-
ment, or
when
lease is
cancelled
or plans
are S/0.

GRS-11-2b
(1)-(2)

”//god/l//aJ

Destroy
when 1
yr. old.



1630 Space Utilization FMD

Use for material pertaining to the Destroy - N/A N/A - GRS-11-2a
full utilization of available space. nyrs. fsame
after
termi-
nation
of
assign-
ment,
or
when
lease
is
cancelled,
or
when
FILE chronologically by agency plans are
and location. S/0.
1640 Glte¥ations and}Maintenancg FMD
Liao/ se for materia perta;gjﬂﬁ to Destr N/A Dispose GRS-11-5
alterations and mainterfance services, 3 oﬁ%i; of when ” 7 /(5/
lboo-5 excluding fiscal ¢ p{:s. fter work is 09
~A:ﬁ ' work completed.
-z% ) NOTE: For fjs€al copies, see 2240~ is
o 4 performed
JlLQRJZCl : or
“’8*5 requis-
FILE chronologicallyty agency and ition is
ocation. cancelled.
1650 Building Safety/Security FMD & OIG
Use for material pertaining to the Destroy N/A N/A GRS-18-10
safeguarding of facilities against when 3
sabotage and unauthorized entry. yrs. old,
or upon
discontin-
uance
of
facility,
which-
FILE by subject in chronological ever is
sequence. sooner,
1660 Parking Services FMD
~ Use for material pertaining to the Destroy N/A N/A ow”
allocation of parking spaces. when S/0.

Includes standard criteria for
selection.

FILE by agency and name(s).


https://Dest!J.lr

1670

1680

Utility Services

Use for material which pertains to
utility services used by the Depart-

ment.
FILE by subject.

Conference Rooms/Auditoriums/Vendor

Services

a. Use for material pertaining to

assignment of conference rooms and the
auditorium, including set-ups, e.g.,
podiums, microphones, etc.

b. Use for material related to vendor
services,

FILE by agency in chronological
sequence.

FMD
Destroy
when 3
yrs. old.

FMD
Dispose
of
when 3

months
old .

Destroy
when no
longer
needed.

~ N/A

N/A

N/A

Destroy
when 2
yrs. old.

Destroy

after use
of

facilities.

Destroy
when no
longer

needed.



1700-1

1700-1-1

1700-2

INVESTIGATIONS AND AUDITS

Use for material of a general nature De§tpoif’ - N/A Destroy
‘pertaining to internal and external ’/,,,wﬁén 3 }J/”I,x’”ahen 2
investigations or audits not covg;gd' yrs. old, .~ yrs. old.
el sewhere under this category. or =
personnel management audits-dnd 7
investigations of specjific agency ‘
employees, includi esk audits,

150) .

see 4050-2; fo M revi::i:ziggfﬂ
FILE by-organization in gifronological

ence.

»

Pglicy and Procedure

Use for background material which " Des Y N/A Destroy
documents the important aspects of the en no ter §he
development of Departmenta poliizz,« longer directive

and procedure. needed. is issued
e or imme-
NOTE: See 3010-1 for disposition of diately
record copy of Departmental when it
directives. is known
that no
f{f///////, action
FILE-BY origin, series n will be
<hronological sequence. taken.

External or Non-Series Instructions o

Use for material of a directional $troy N/A Destroy

nature which originates outside’gggA//”/gﬁen S/0. Wwhen S/0.

or which originates within USDA-bTt

is not part of a formal Departmental

directive system. Izgludes comments
1

and other materia proposed and
existing instr

ions.,

. . » ,./‘ 3
rigin, series number.-or in

cheonological sequence.

Reports

Use for material pertaining to invest- Destroy N/A N/A
igative and audit reports. when 3

yrs. old.
FILE by agency in chronological
sequence.

3 ) 700

GRS-16-1-d

797crq//

”/701)///1


https://number,.or

1700-3

["100-2

1710

1720

Project Control

when no

Use for memoranda, reports and g;her” Destroy  N/A stroy
records documenting assignments’, 1 yr.
progress and completion projects. after longer

the-yr.

n which
the

ase file alphabetical project
itle of project. is closed.

FILE:

INVESTIGATIONS (SEE NOTE)

Use for material pertaining to internal
and external investigations of known
or alleged irregularities and
violations of laws and regulations

relating to Departmental programs
or personnel.

NOTE: Offices responsible for
preparing the material will retain
the file for 3 yrs. and destroy
copies when no longer needed.

FILE by organization in chronological
sequence.

Audits (SEE NOTE)

Use for material pertaining to

internal and external audits of
Departmental programs.

NOTE: Offices responsible for
preparing the material will retain

the file for 3 yrs. and destroy copies
when no longer needed.

FILE by organization in chronological
sequence.,

needed.

GRS-16-7

rrou)a



1800
Change

Ay

’DWJL:»

1800-1

1800-1-1

1800-2

EMERGENCY PREPAREDNESS AND

CONTINGENCY PLANNING _~UGPA

Use for copies of plans or directives  Destroy N/A Destroy GRS-18-28b

pertaining to the formulation-and 3 yrs. 7hen p
implementation of plans {such as after $/0. /7&70;
evacuation p]ans)_}brf%rotection of issuanc

of a

1ife and property 'during emergency

conditions . ew plan
or

EIEE’?;/:;ronological sequence directive.

Policy and Procedure

Use for background material which N/A Destroy GRS-16-1d

documents the important aspects of the after
development of Departmental policy the’”,r 7480ﬁ/4
and procedure. needed. _Adirective
is issued
NOTE: See 3010-1 for digpo ition or imme-

of record copy of Departiental diately
directives. ) when it
is known

that no
action
FILE origin, series number or_.i will be
ronological sequence. taken.
External or Non-Series Instructions e -
Use for material of a directional ~Destroy N/A ‘,,Béfiroy j/éfﬁv/é/&

nature which originates outside Usb when S/0. -~~~ when S/0.
or which originates within USBA"but

is not part of a fonna},Deﬁartmenta1
directive system, cTudes comments
and other materjal” on proposed and

existing instfuctions.
FILE by origin, series n
ronological sequence<

Reports
Use for emergency preparedness and Bestroy N/A Destroy VUVV(
contingency planning reports. wher—3 when 3
_ 3 . yrs. old.
FILE by agency in chronological OGPA

sequence. CM@% |3/30>



1800-3

1800-2 |

1810

1820

1830

Project Control

Use for memoranda, reports-and other
records docunenti¥%,3ssfﬁﬁ;:nts, T oyr.

progress and comptétion of projects?

FILE. ~Case file alp ically by
itle of projec

Fmergency Procedures and Planning
(Crisis Management)

Use for material pertaining to

evacuation, relocation, and continuity

of operation, personnel assignments

and related procedures.

FILE in chronological sequence.

Civil Defense Program

Use for material pertaining to civil
defense disasters that would affect
all employees and functions.

FILE in chronological sequence.

Nature and Other Disasters

Use for material pertaining to
disasters produced by nature, e.g.,
flooding, fires, etc.

FILE by subject in chronological
sequence.

Destroy

after

;he yr.

in

which

the
project

is closed.

0GPA
Destroy

when S/0.

Destroy
when S/0.

Destroy
when no
longer
needed

for
reference.

. N/A

N/A

N/A

N/A

Destroy GRS-16-7
when no

longer /500/&»
needed.

N/A

N/A

N/A



2000

2000-1

2000-1-1

2000-2

BUDGET DEVELOPMENT, PRESENTATION
AND EXECUTION

Use for material of a general nature Destroy

which pertains to the preparation 3 yrs.
development, review, adjustmgn f afgen”
submission, and approval of"the _-cTose

budget. Includes rfggpt§f05chedu1es of FY

charts, estimates,~dand related covered
documents which“do not fit by

elsewhere 4 this categotfy. budget.

F by agenc

Policy and Procedure ‘ S

Use for background material which Destroy N/A
documents the important aspects of the when no -~
development of Departmental policy Tonger
and procedure. ’ needed.

NOTE:

FILEASY origin, series“number or in

ronological sequfnce.

External or Non-Series Instructions
Use for material of a directional/y,f”r
nature which originates outside,
USDA or which originates withif” USDA
but is not part of a formal
Departmental directive-System.
Includes comments_and other material
on proposed and-€xisting
instructions<
Féhg,bj’g:::in, series
0

nological seque

Reports
Use for material pertaining to budget
development, presentation and

execution reports.

er or in

FILE by agency and subject.

See 3010-1 for disposition
of record copy of-Departmental
directives. ,

N/A-

Destroy
when S/0. .~

./

Destroy N/A
when
3 yrs.

old.

Pl

Destroy
3 yrs.
after
close
of FY
covered
by
budget.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when

3 yrs.
old.

GRS-16-1d

jézovq//

ol



2000-3

2000

2010

2000-p

2020

2000-2

L 2000-3

4

ALV

2030

Project Control .

Use for memoranda, reports; and gg§;r6' - N/A
other records documenting assignmenti}fﬂf yr.

progress and completion of projects« after the

o yr. in
_ ,¢ff”/( which the
FILE;~Tase file qlphaﬁética]]y by project
itle of projects is closed.
Budget Planning BS

Use for material pertaining t fbﬁaget Destroy N/A
planning. ~ 10-yvs.
~after

NOTE: Working paper$ and backgroqu”, close

material are to-be destroyed 1.yr of FY
after close.of FY covered by the covered
bUdfif}JM(GRS-5-4)' T by budget.
EHLE by agengy4”{iff(
Budget Development V BS
Use for material pertaining to_budget Destroy /A
estimates, justifications, .anc 1 yr.
supplementary material stch as afte
explanatory notes},nﬁF;jtives, and close
program performance. Also includes” of FY
previous sypplementary or amended covered
budget material. by budget.
E by agenc

Budget Presentation BS _
Use for copies of the budget (original Destroy N/A
or revised) submitted to Congress when no
for approval. [ulee awe netr USDA overntl longer

[ byt | bt needed

inostpial e ASA it | for

FILE in chronological sequence. reference.

Destroy GRS-16-7

when no /
longer ;450017/5
needed.

Destroy GRS-5-2A

5 yrs. t

after /CQO‘“V/éD
close

of FY

covered

by budget.

Destroy GRS-5-4

1 yr. o 2¢nﬂ/§/
after

close ”/zm/B
of FY

covered

by budget.

N/A



https://1..J./)11li.rl,i.tr

2040
ALLoo)

20004

2050

2000-5

Budget Execution

Use for material pertaining to
approved budget implementation and
the maintenance of financial
controls over appropriated funds.
Include apportionments, allocations,

BS
Destroy
0 yrs.
after

close
of E

N/

allotments and workplans, ob 4§ations overed
and outlays, ceilings, 29 irements, y budget.
ppr

reimbursements, and ng opriated
funds. /ﬁ///,//n ///////
NOTE: Include-fere financial” data
only if it _¥§ directly gydﬁgt
supportivé. Use 2100 f6r regular
::fgyp ing documentation.

LE by agencys

Budget Reporting

a. Annual reports on tfie status of
appropriation accounts and
apportionment.

b. er reports.

by subject and agen€y.

Destroy”  N/A
eh 5 :

yrs. old.

Destroy
3 yrs.
after
the end
of the
FY
covered
by
budget.

Destroy
10 yrs.
after
close

of FY
covered
by budget.

Destroy
when 5
yrs. old.

Destroy
3 yrs.
after
the end
of the
FY
covered
by
budget.

Yfasoo /4

- wfovn/s”
GRS-5-5a

GRS-5-5b


https://Destr.oy

2100

2100-1

2100-1-1

2100-2

FINANCIAL MANAGEMENT/ACCOLJNT( M
Use for material pertaiming to Destroy

overall financial
accounting acti
described i

n chronological

Policy and Procedure

Use for background material which
documents the important aspects of
development of Departmental pqglicy
and procedure. A~

e
NOTE: See 3010-1 for.disposition
of record copy of Departmental
directives.

e
~

e e

FILE by origin, serégé/nﬂmber or in

chironological sequ

External or Non-Series Instructions~

Use for material of a direction
nature which originates outside USDA
or which originates within USDA but
is not part of a forpal Departmental
directive syste?}//¥%c1udes comments
and other materfal on proposed and

existing ipstructions.

FILEAY origin, series

Use for material pertafning to the
status or activi 65 of qll,ffnancia1

agement and
ities noﬁ/;pef?fica11y
e followinfg categories.

when no

longer

needed,.
-

Dest/y
S/0

when

M
Destroy
when 3
yrs. old.

" N/A
when 3
yrs. old.
L
~FM
Destroy N/A.

N/A

N/A

Destroy ﬁﬁi/av’
when 2

yrs. old.

Destroy GRS-16-1d
after

the ;41/09//

directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

;/Q/UO/CL

Destroy
when 1
yr. old.

Sasoo) )i


https://series/4.or

2100-3
100-2-3
A7)

OP_L

Internal Controls FSD

Use for material which perta1n//jo Destroy - N/A
the plans of organizations //d all when 3 l///u/
the coordinated methods and-“measures yrs. olds

adopted by an agency to/Safeguard
assets, check the acctracy and
reliability of accbunting data,
promote operataona] efficiency, and
encourage adherence to prescribed
managerial policies.

FILE'by agency in chronological

equence.
2100-4 Systems Review and Analysis FSD
o) Use for material which pertajn$ to Destroy” N/A
indirect cost reviews an when-3
2/00_3 2negot1at1ons, Departmental financial €, old.
. management studiess and assessments
n 5  Of Departmental-dnd Agencies' f//////yr
reporting needs. P
OprL . .
FILE agency in chronological
uence.
2100-5 Re orts
lao! Use or financial-management/ estroy N/A
?200 /2 accounting reports. when 3
. E,,/”g yrs. old.
e VH\QJL“- JEHE by agency and subj :
Sl 005%% S project control FM
Use for memoranda, .r€ports, and other stroy N/A
o) records documepting assignments, 1 yr.
2 /00_1_/. progress and-€ompletion of project after
the yr.
in which
the project
is closed.
2110 Accounting Systems FM
uuron)  Use for material perta1nlpg*f3 N/A

2100-3-]

accounting systems approved by GAO;

management advisory,sérvices for

financial systems¢’mon1tor1ng system

development processes and the

coord1nat;9n of accounting system
S.

"/&)/ov/ol/\B

Destroy
when 1
yr. old.

'9/&/00/3/&L

Destroy
when 1
yr. old.

@/Q;zov/Oe;

Destroy
when 3
yrs. old.

GRS-16-7

'7&/0@,/7

Destroy
when no
longer
needed.

Destroy
when 1
yr. old.

g 02/00/3/ /



2110-1

2100-3

2120

2100-2-]

2130

2100~
2-2

2140

2150

Financial Systems e
Use for material whict documents USDA
wide accountiag/aﬂﬁ}ﬁeporting syst

e.g., an Accounting Systems Li
FILE y”gg;;Zy in chronoddbgical

uence.
Cash Management FM

Use for material which pertains to éstroy
the effective managem of the when 3
Government's cash which encompasse yrs. old.
cash advances cash held outsfde
the cash accelint of the Trea

FILE agency in chro

S
Debt Management FM

Use for material which pertaing to roy
the effective management gf“amounts en 3

owed to the Government which include
analyzing the statq;/ﬁ? Government,
receivables in terms of delinquencCies,

age of delinquencies, write-gffs, and
expected future losses.
FILﬁfﬁy agency in chrefiological
séquence.
Liabilities FAD
Use for material pertaining to Destroy
liabilities. when 3
yrs. old.
FILE by agency in chronological
sequence.
Revenues FAD
Use for material pertaining to Destroy
revenues. when 3
yrs. old.

FILE by agency in chronological
sequence.

- N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old

Yoo /3

'%2/@ /o'f/ /



2160 ost Distribution
C Di ibuti /p/ /FAD’
Use for material-pertaining to the Destroy
ALLOe) proration of-Departmental centralizéd 5 yrs.
2200 ~|| expense distributed to the agéncies. after
b////,#ﬂf close of
E by agency and subject. . FY
covered
by budget.
2160-1 Working Capital Fund .- WCF-

L) ~Use for material -of a general naturgf;ﬂfﬁbestroy

which pertaing§ to WCF. e 3 yrs.
L200- 10 )L{/J e after
F. y agency and subject. close of
FY
covered
by budget.
2160-2 Planning, Development, and.Approval
Use for material pertaining to estroy
aa) Working Capital -Fuid budget 5 yrs.
220 O — Preparation,~planning, and fina after
approved-budgets. close of
FTLE by agency and subject. covered
| by budget.
2160-3 Financial Reviews WC
Ao/

Use for material p rfﬁ?hing to WCF _.~Deéstroy 5
fund reviews, sumfary reviews and " yrs. after
22 00 -0~ individual t centers revieys-of close of

a financidl nature. FY
22 E{f///,ﬁﬂ covered
E by agency and-subject. by budget.

Management Council Cost Dis;nébﬁf?;;s

2160-4 FAD .
g o) Use formaterial pertaipimg to the §f;8y 5
distribution of central agency yrs. after
billings (GSA, DOL) to Departmen close of

2200~

agencies; F¥S, SLUC, OWCP, et FY
[ -] t//‘” covered
EHT by agency and supgect. by budget.

~N/A

N/A

N/A

N/A

N/A

Destroy

5 yrs.
after
close of
FY
covered
by budget.

Destroy

3 yrs.
after
close of
FY
covered
by budget.

Destroy

5 yrs.
after
close of
FY

covered
by budget.

Destroy 5
yrs. after
close of
FY

covered

by budget.

Destroy 5
yrs. after
close of
FY

covered
by budget.

cééaxnyo/

'7<&Qo?y//6>

ool

’7b&my47§

s



2180

Working Capital Fund Cost Distribuftions WCF

Use for mater1éT’perta1n1ng'to Working Destroy 5 N/A
Capital Fund cost ce er expense s. after
distribution z//y agencies of close of
Printing Pla nd Copier Servig FY
etc. g covered
‘ by budget.
£ by agency and subject.
Department Centralized Reimbursabie FAD
Program Cost Distributions — Destroy 5 N/A
Use for material pertaini 5. after
Departmenta] centrali close of
~ expenses made thr i FY
reimbursable a covered
rated to the~agencies, e.g., 0 by budget.
of Persomfel training progr
Healt
LE by agency and suybject.
Cost Determination (A-76) FM
Use for material which prov1des a Destro N/A
basis for eff1c1ent1y us1ngegxﬁ able whep
resources in operating co al and /Yas.
industrial-type activitj old.
provides guidance in
least-cost method
or contracting
services of
industri
FI
equence.
Property FAD
Use for material pertaining to Destroy N/A
property accounting. when 3
yrs. old.

FILE in alphabetical sequence.

Destroy 5
yrs. after
close of
FY

covered

by budget.

Destroy 5
yrs. after
close of
FY

covered

by budget.

Destroy
when
1 yr.
old.

Destroy
when 1
yr. old.

942200/47 o)

o

'/&&oﬁ/%/4

WA



2200-1

2200-1-1

FAD~

FISCAL MANAGMENT

Use for material of4d general nature estroy ~ N/A
which pertains fiscal management when 3
which does ngt“fit elsewhere in this yrs. old.
category.
Yy subject in chronological

quence.
Policy and Procedure » FAD, A
Use for background material which & WCF /A

documents the important aspects
of the development of Departm
policy and procedure.

Destroy
when n
long€r
eded.

NOTE: See 3010-1 for~disposition
of record copy of fepartmental
directives.

FILE“Dy origin, seriesAumber or in

ronological sequence.

External or Non-Series Instrug;*ﬁﬁ;’
Use for material of a direciional

nature which originates ettside USDA
or which originates within USDA but
is not part of a al Departmental
directive syst Includes comme
and other ma
existing jnMstructions.

De;;po&f’~ N/A
n S/0.

FIL
ronological sequen

Financial Reports , FM,
%;:fjgg,agéncy financial reports. & NFC N/A
Destroy
F. by agency and subj when 3
yrs. old.

Destroy
when 2
yrs. old.

Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that

no action
will be
taken.

Destroy
when S/0.

Destroy
when 3
yrs. old.

GRS-6-5a
3455101y/

GRS-16-1d

Qézgoq/o

a2/ /1

fraoo il


https://a.d.d.uf

2200-5

220013

2210

Aot
2200-2-3

*)

Payment Control Listing

Use for computer listings, batch Destr “N/A
reports, etc., gener to perform
the housekeeping ctions required onger
for fiscal accountability. needed.
FILE subject in chronologi
quence.
Reports/Studies FAD
Use for reports and studies which Destroy N/A
pertain to fiscal management. 5 yrs.
after
FILE by agency and subject. close
of FY
covered
by budget.
Project Control -
Use for memoranda, repopisi’%nd Destrgy N/A
other records documenting assignments
progress and completion of projects.
the yr.
FILE: se file alphabetically b in
jtte of project. which
the
project
is
closed.
Appropriations, Receipts and Fund
Accounts 1,/’“
Use for material pertaining to avail- N/A
ability, collections custody, and
deposit of fuggs’including appro- yrs. .
priation warrants and certificat
of deposit.
EILE by agency and subj
NFC & FAD
égffoy N/A

6 yrs., 3
months
after
period
covered
by
account.

Destroy
when no
longer
needed
for
refer-
ence.

Destroy
5 yrs.
after
close
of FY
covered

by budget.

Destroy
when no
longer

needed.

Destroy
vwhen 3
yrs. old.

Destroy
when 3
yrs. old.

?49&0t7/7

AN

GRS-16-7

"/Qo? 07)//3

GRS-6-4

/2200 /22

GRS-6-1
a&b

el



2220 Collections
wuao!  Use for material pertat
L billings, collectiofis, fees,

2200-4 collection schedules, and del]
,<Ly A;7 accounts eﬂﬂ’/’f//,,,/n

. period
‘jﬁzafﬂ F by name of verdor. covered by

account.

2230 0b1i%éti6ﬁ$
o Use for material pertaining t

routine accounting record

allotted

2200-P-| fund obligations subsjdiary to the months,
summary allotments status reco after
Include obligatitn estimates pdid and period
unpaid and ctassified expefiditure covered
listing by
,Lrﬁ///§ account.
E by agency.

2240 Disbursements
Use for material pertaining
Auroo) allotted fund disbursemgpt§fj?.e.,
2 200-3-3 copies of SF-1166 1istings of 3 months
Department of Treasury checks i after
' as payment fon/ﬁﬁichased s and period
services, contracts, e

covered
J{’/ o
E by agency. account.
2240-1 Payments FAD & NFe~
Use for material roy

“eae)  amounts disbyrséd to payees. 6 yrs.
and 3

2200‘3 FILE agency, indivi name, or months
Y : after
period
covered
by the
account.

Use for material pertaining to checks
aw issued, stolen,misplaced, mutilated,

220 p—3-or destro

by agency and indi

fdual name.

N/A

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
3 yrs.
after
the
period
of the
account.

Destroy
when 3
yrs. old.

GRS-6-1
a&b

%;e&oa/ﬁ/

GRS-6-1
a&b

"/&aav/& / /

GRS-6-1
a&b

1/2200 33

GRS-6-1
a&hb

”/&am/\3

GRS-6-4

’74&20131?//



2240-1-2 Expenditure Posting'and>csﬁ§ro1 FAD
Use for posting apd-tontrol media Destroy N/A

Aoo)  yhich suppor e general ledger. when 3
yrs. old.
2200-3— FILE agency.
22 NFC
Destroy 6
yrs. and 3
months

after
peri
covered by
e
account.
2240-1-3 Fiscal lIrregularities B-& NFC
Use for mater1a1fggptﬁTﬁ?hg to Destroy When
A accounting autherization irregular- when 15 5
2200 -3- l,l ities. yrs. old. yrs,
old.
F Yy agenc
2240-1-4 GAO Exceptions FAD..& “NFC
Lirop) Use for material pertatning to General,a*ﬂestroy N/A
Accounting Offi notices of excep<" 1 yr.
220¢ - 3- tions, fo ¥"or informal, and after
= related efrrespondenc exception
Y has been
E by agency reported as
cleared by
GAO.
2240-1-5 Certificates of Settlement FAD & NE€
L) Use for material pertaining to _etpies N/A

of certificates covering closed
account settlement, supplemental
settlements, and final-balance
settlements. Cer vffcates cover1ng
periodic set:%gmé;fs are to pe”
destroyed subsequent certificates
of settleménts are received.

2200-3b

settlement.

FLE by agency:

Destroy
when

yrg. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

N/A

GRS-7-4
”Q&wyé/&

GRS-6-1a

'yﬂngg/g/q

6RS-6-2
'Jasoofs/s

GRS-6-3a

7&%;uﬁ/%/é



2250
o)

2200 -

iy n

prbeg”

2260
ua)

2200-2

i

2270
Lol

?200 -2-2

Imprest Fund

Use for material pertaining te
designations and aud1t ofAAmprest fund.

NFC, FAD, .&~
Exec. .Serv. N/A
Staff

Also includes request r changes in M'Destroy 6

imprest fund. yrs., 3
months
after
period

FILE subject in chrondlogical covered

uence. by the

account.

Withdrawals, Restorations, and Transfers

of Appropriation Balances
Use for material of a genera1/ﬁ5f;:e
in§ for and

which pertains to account
disbursing of funds, i uding
obligations, contrglof expenditures
availability and-€transfer, and

Accountable Officers

‘Use for material pert Jﬂﬁﬁa to state-‘//,De troy
6y

ments of transactjenS and accountabi
ity collectio /schedules and vo

s,

2280
rcal

2200-2-4

-

e,

Fiscal and Accounting Cedes

Use for material pertaining to code
numbers used in he accounting sys
such as Cos‘/Respons1bl1ty Cen
(CRC) Codes Subcenter codess
applicant” “codes, establj
budget-object codes

E by agen

FAD &
Des

n 3
yrs. old.

FAD =C

N/A
rs.,

3 months

after

period

covered by

account.

N/A

Destroy
when 2

yrs. old.

Destroy
when 2
yrs. old.

Destroy
when 3

yrs. old.

GRS-6-1a

jééaacy/é?

GRS-6-5
ad&b

A

GRS-6-1

’y/gclug/%/éb

GRS-6-5b

' f2300/5/4



2300 TRAVEL AND TRANSPORTATION v PPMD, FAD,
Use for material of a generalé,/’// PB&0O, & 7A Destroy GRS-9-5a
nature which pertains to E;a 1 and NFC when 1 &b
transportation functioq;,»not Destroy yr. old. ,
covered elsewhere in _the following /whéh Z]d czadtv/
categories. //// yrs. old.
NOTE: Logs ard registers of ’d//’/j
accountabjtity are to be destrdyed 1

yr. af entries are cleared.

F by agency and subﬁg:i.
2300-1 Policy and Procedure . . FAD

Lir@)  GoC mants the. important aspects-GF the

2300,[—[ development of Departmental pb6licy and
procedure.

N/A Destroy GRS-16-1d

after the P
directive A300/1//

needed . is issued

2 - —l or imme- "
30 NOTE: See 3010-1 fef disposition diately /5150‘)/9//
of record copy Departmental when it
directives. is known
that no
action
FILE Ay origin, serjes number or in will be
ronological segdence. taken.
2300-1-1 External or Non-Series Instructions -
L) Use for material of a directional Destroy N/A Destro . //
_ nature which originates outsi e/UEB;// when /Gi when S%O. ”/4130?/4 ok
2300-1-2 or which originates within 4SDA but ) -
23@0-2_2 is not part of a formal fepartmental /0’2 300/@/9/

ludes comments
on proposed and
ctions.

directive system.
and other materi
existing ins

FILE by origin, series er or in
nological sequepee.
2300-2 Request and Authorizations FAD & N
Use for copies of vouchers, Destrdy N/A Destroy GRS-9-3a

memorandum copies of trav réquests, whén 3 when & 3b

travel authorizations, afid all yrs. old. funds y

supporting papers. are L300/ >
obli- '

NOTE: Destroy-nused ticket gated.

redemption fdrms, such a:/;F“1170,
when no lofger needed fog

i:zigjst}ative us:/£9R5‘9-3c);
F¥LE chronologically by agency.



2300-3 Reimbursements FAD & NE

. Use for records pertainingAo Dest N/A
AL0s) reimbursing individuals 3

2300 3trave1 orders, per dj

\/C/Q} M)

rs. old.

2300-4
Litag) N/A
?300'P S. old.
OPL 'S
2300-5 Project Control
waa/ Use for memoranda, repor other Destroy” N/A
Ca records documentin 1gnments, yr.
3300"/‘ progress and ¢ etion of project after
the yr.
FILE: se file alphabetic in which
titte of project. the
project
is closed.
2310 Temporary Duty Travel - Domestic FAD, .PPMD,
SV, N Use for material of a general nature “NFC
which pertains to temporary duty - Destroy N/A
230[;—/ domestic travel when 2
' yrs. old.
" ‘:ju FILE by agency in chrgggloﬁ?éal
equence or alphabetically if
Wﬂc" ap‘p‘fecable.
2320 Temporary Duty Travel - Foreigp- FAE:/EBMD«”
Use for material of a generdl nature NE|

N/A

Destroy
when
funds
are
obli-
gated.

N/

Destroy
when no
Tonger

needed.

Destroy
when 1
yr. old.

Destroy
when 1

yr. old.

GRS-9-4a
& 4b

@4Q3Oﬂ/0 3



2330

2340

2350
Ao/

2300-2

LP am ttle
.(L(VQFILE

2350-1
Lra )

2300-2-3

2350-2
Lo/

2300-2-5 -

Relocation
Use for material pertaining to employee
travel and relocation allowances.

FILE by subject in chronological
sequence.

Sickness or Death while in Travel
Status

Use for material pertaining to the
necessary arrangements required in the

event an employee becomes il1 or dies
while in travel status. (In case of

death, information is filed in OPF).

FILE by employee social security
number

Transportation of Things

/
agency in chropottgical
sequence.

Freight

Use for material pertagzépg/fgf
movement of goods by rnment or
commercial carr;s;s4’9May include
commercial or government bills of
lading and other data which
dZiztsg;s he transaction.

F by subject and cortrol number.
Transportation Rates

Use for material
carrier rat

NFC
Destroy
6 yrs.
and 3
months
after
period
covered
by
account.

NFC
Destroy
6 yrs.
and 3
months
after
period
covered
by
account.

FAD c

Use for materiaT”@ﬁZa’general nature roy
which pertains to"the transportation when 2
of things. yrs. old.

Destroy
when S/0.

N/A

| N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

N/A

GRS-6-1a

GRS-6-1a

GRS-9-1



2350-3 Reports

~itra.o’ Use for transportation reports, e.g.,

2200 2-é shortag:ydemurﬁge, etc.
FILE by-dgency and subject in
chronological sequence.

2350-4 Project Control
Use for memoranda, reports and other

Destroy
when 3
yrs. old.

PPMD, EAD;
NFC

records documenting-a§signments, _~""Destroy 1

23 00'2‘7 progress and

FILE;~Tase file alphabetically by
e title of the project.

5Tetion of project:”

yr. after

the yr. in
which the

project is
closed.

N/A

N/A

Destroy

when 1

yr. old.

Destroy
when no
longer
needed.

oo

GRS-16-7 _
" &30_0 &//‘7



2400

2400-1

2400-1-1

2400-2

2dpo-4f

FEDERAL ASSISTANCE
Use for material
which pertain

the Fedetral assistance”program.
EXLE by agehcy<//’//;e

Policy and Procedure

Use for background material which
documents the important aspects of

the development of Departmental
and procedure.

a general nat

NOTE: See 3010-1 for
of record copy of D
directives.

y origin, series nynber, or in

ronological sequence/

FIL

External or Non-Series Instructipnﬁ'
Use for material of a directjonal

nature which originatesﬁ9u4side USDA

or which originates witfin USDA but
is not part of a forfial Departmental
i Includes commen

ronological seque

Project Control
Use for memoranda, repgpis’and other
records documenting .assignments,

icy

Destroy
when 2
yrs. old.

when no
longer
needed?

Destroy”

, yr.
progress and completion of projects<”//#g;ter

FILE: se file alphabetiCally by
titTe of project

the yr.
in which
the
project
is
closed.

N/A

N/A

N/A

Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when no
longer

needed.

GRS-3-17b
702’7’00/

GRS-16-1d

;Agbkny/y

Jotoo/

GRS-16-7

a/;5/0v/67



2410

2420

2430

2440

Educational Institutions

Use for material pertaining to the
continuing Federal financial
assistance provided to the
educational institutions based on
the institutions' compliance with
approved mandates.

FILE by subject in chronological
sequence.

State and Local Governments

Use for material pertaining to

approved programs with state and local

Government financial assistance.
Files will also contain statements
that the program(s) will be cond-
ducted in compliance with all
requirements imposed.

FILE by subject in chronological
sequence.

Institutions of Higher Education,
Hospitals and Other Non-Profit
Organizations

Use for material pertaining to the

Federal financial assistance to

these institutions.

FILE by subject in chronological
sequence.

Loans
Use for material pertaining to
loans.

FILE by subject in chronological
sequence.

FM, NFC

Destroy N/A
6 yrs.,

3 months,

after

period

covered

by account.

FM, NFC »
Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

FM, NFC

Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

FM, NFC

Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

GRS-6-1a&b

GRS-6-1a&b

GRS-6-1a&b

GRS-6-1a&b



2450 Grants M

o) Use for material pertaining to the 'G'F’f:en_t,o—//rf/’A
2 transfer of money or property to NARS .~
2400' assist recipients to accomplish~a when 10

including all formula,

g ow public purpose authorized }
o
Lo

2450-1 Grant Control Files FM_.
oo Use for material pertaining”to index- estroy N/A
es, registers, 1091)"' other recr'pds//ghen S/0.
0

2hpp-p -grelatmg to contret of assign
‘ nunbers of i n”c1fy1ng(ppog’éﬁ‘s,
G{’:‘;! wM applicatipnS and grants?

N/A

N/A

GRS-3-172
Y2uoo] >

GRS-3-16

Jareo/



2500-1-1

2500-2

2500-3

CLAIMS
Use for material 2%/a/§enera1 nature
pertaining to claifis for a right to

something, e,g7, a title to a debt,
privilege,-6r other things in the
possessidn of another.

FYE by agency and clai

olicy a
Use for background material which
documents the important aspects of
the development of Departpehtal policy
and procedure.

NOTE: See 3010-1 for disposition
of record copy of Departmental
directives.

FILEAy origin, series nymber or in

ronological sequences

External or Non-Series Instruq;iﬁﬁs
Use for material of a directidnal
nature which originates gutside USDA
or which originates within USDA but

Includes comments~"
ial on proposed and’
tructions.

directive syste
and other ma
existing j

v
FILE ¥y origin, series‘guﬂ;;Tor in
cpfonological sequence’.

Reports

Use for ctraims reports.
F by agency and

" Project Control

Use for memoranda, repgptg’shd other
records documenting.assignments,

progress jff/gpmp etion of pro
FILE: se file al étically by
itTe of proje

position
of case.

Destroy:
when . no
longer

éeded.

Destrpgf'

whenS/0.

P

is not part of a/;prmal Departmental

NFC
Destroy
when 3
yrs. old.

roy
1 yr.
after

the yr.

in which
the
project

is closed.

N/A

: N/A

N/A

N/A

N/A

Dispose
of 1 yr.
after
final
dis-
position
of case.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when _S/0.

Destroy
when 3
yrs. old.

Destroy
when no
longer
needed.

"/ozaov/ 7

GRS-16-1d

7495&ny/;

oo

” QSYWO//Q/

GRS-16-7

’/ozsm)ﬁ



2510

-4

2530

2540

2550

2300-2-4

Y
ol

o

Claims Against the U,S.

Use for mqter'

Use for material-pertaining to claj

, and claimant.

Debt Claims

pertaining to clai
ed States.

by the U

by agency, subj , and claimant

Dual Compensation Debts

Use for material pertaining to dual
compensation.

FILE by subject.

Damage/Loss of Government Property

Use for material pertaining to the
willful destruction of or damage,
theft, etc., to Government property.

FILE by subject.

Damage/Loss of Shipments

Use for material pertainin%/;a’fhe
schedules of valuables shipped,
correspondence, memorafida, and other
records relating t¢ the adminis;;gt on
of the Gove;gmeﬁftLosses in Shipment

Act, and any“claims that may-€nsue.

e U.S.

Dispose
of 1 yr.
after
final
dis-
position
of case.

S”’lgﬁgﬁose

of 1 yr.
after
final
dis-
position
of case.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition
of case.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition.

FAD

Destroy
ien 3

yrs. old.

N/A

N/A

N/A°

N/A

N/A

Dispose
of 1 yr.
after
final
dis-
position
of case.

Dispose
of 1 yr.
after
final
dis-
position
of case.

Dispose
of 1 yr.
after
final
dispos-
ition
of case.

Dispose
of 1 yr.
after
final
dispos-
ition.

N/A

ool

”/Qam/? /

GRS-9-2

’74236n@/57/7



2560

2570

Irregularities/Discrepancies

Use for material pertaining to the
documentation of irregularities/
discrepancies with sufficient
information to enable processing
of claims.

 FILE by subject in chronological

sequence.

Use for material pertaining to the
relinquishing of a known right,
interest, etc.,

FILE by subject.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition
of case.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition
of case.

N/A

N/A

Dispose
of 1 yr.
after
final
dispos-
ition
of case.

Dispose
of 1 yr.
after
final
dispos-
jtion
of case.

M



2600

2600-1

2600-1-1

PAY AND ALLOWANCES

Use for material of a general nature
pertaining to salaries and deductions,
and expenses such as cost of living,
living quarters and education allow-
ance.

FILE by subject in chronological
sequence.

Policy and Procedure

Use for background material which
documents the important aspects of
the development of Departmental policy
and procedure.

NOTE: See 3010-1 for disposition

of record copy of Departmental
directives.

FILE by origin, series number or in
chronological sequence.

External or Non-Series Instructions

Payroll
Use for general cgﬁpesﬁsgaence
pertaining to payroll preparation

Use for material of a directional
nature which originates outside USDA
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

processing.

NFC, FAD
& BS
Destroy
when 3
yrs. old.

NFC, FAD
& BS
Destroy
when no
longer
needed.

Destroy
when S/0.

yrs. old.

N/A Destroy
when 3

yrs. old.

N/A Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

N/A Destroy

when S/0.

N/A Destroy
when 2

yrs. old.

GRS-16-1d

GRS-2-2
" 0?520-0/6/



2600-2-1 Payroll Preparation & Processing
La s/ Use for material pertaining to payth{
control services, including payrol}
2200_5—I summary control and certificatiop
11

o ' control documents which includea
AM  source documents used to authorize
Qizj&ﬂbaa;b or change payments to paye$§{
YTbLm) a. Preparation and procg§%ing of NFC & FAD.~ , //i
C}JQS-. T&A's and Togs which support time Destro N/A Destroy Qé&loglé
and attendance. after”GAO when 2
audit or . yrs. old.
en 6
yrs. old
whichever
is sooner.
b. Flexitime Attendance Recgrds- Destroy N/A Destroy GRS-2-3b
Supplementdl time and attepdance after when 2
records, Auch as sign ip/Sign out GAO audit " yrs. old.
sheets And work repg;;épﬁsed for or when
time g€counting undefr flexitime 3 yrs. old
syst whichever

is sooner.
FILE by agepcy and alphabetically by
mployee
2600-2-2 Levy and Garnishment PER--& NFC
Use for official not129/6? levy or estroy N/A Destroy GRS-2-23
Ar02) garnishment (IRS Form668A or when 3 when 2 “// /(}éb
2200_5_2 equivalent) change~Slip, workpapers, yrs. old. yrs. old. Q200 /5

correspondence,felease and other

forms, and records re]aging to

charges agafnst retiremént funds or
¥fo

attachmerit of salary for payment of
;;2gp/6éb:;/3j/ﬁeﬂgral employees.
LE in OPFC




2600-2-3 Payroll Changes

~Ar00) changes slips,
2200..5-3 the OPF.

2600-2-4 Administrative Payroll_

Tﬁ?;; to payrol]

Use for material perta
cTusive of those.of

social security number and
chronological-Sequence.

port Files

Use for workload and-personnel

o) 5 ‘f management repg;t
2200-5- pertain to payroll operations

lyzz «m  pay admipi€tration.
ELEE/;;/Zhronologic

2600-2-5 Allotment Authorization

or data which

sequence.

Use for material which pertains to—""
request and authorization for-or
22 00-—(0 change and revocati/@/of/ﬁl otments.

¢ -
GJELaJi::] a. U.S. Savings Bonds. If record

is maintained on earning record

%3

card.

N/

Destroy . Destroy
when 1 month
related after
records end of
are pay
audited period.
by GAO or

when 3

yrs. old,

whichever

is sooner.

estroy N/A Destroy
when 2 when 3
yrs. old. yrs. old.

NFC

Destroy N/A
when
super-
seded

or after
separa-
tion of
employee.

employee

must also
be trans-
ferred.

GRS-2-15
a&c

fpare /53

GRS-2-17a -

lgéigoq/%/?



b. All other authorizations includipg Destr N/A N/A GRS-2-4

union dues and savings. b-1
uper-
seded or
after
transfer
or separa-
tion of
employee.
FIL j ency and social
2600-2-6 Employee Tax Exemptions— 2ia
Q) Use for w1thho]d1qg,tax exemption Destroy 4 N/A N/A GRS-2-18a
22 [9 / cegtific?tes, such as IRS Forms - s yr:. after &b
lo-] and similar_state tax exemptien forms. information / //>/
%0 is s/o. /42200 o1
agency and _sotial security
ber.
2600-2-7 Tax Files NFC
oo Use for reports of withheld Federal Destroy N/A N/A - GRS-2-18¢
N taxes, such as IRS Forfi W-3 with when 4
2200-,-C related papers,)‘m:f?xding reports yrs. old. "/920-0/6/3-
relating to ipedme and social secufity
taxes.
FILE by agency and sociat” security
nyfber.
2600-2-8 Payment Control Listing- & FAD
o)  Use for material pertaining to pay Destroy 6 N/A N/A GRS-6-1a
and allowances gesfgnations. yrs. & 3 )
2200-? cost verificatfon and sub- months /J.lm/?
registers,-and error listi after
S{/) period
FILE subj in chronological covered
sequenc by the
account.
2600-3 " Reports NFC, FAD
Use for reports pertaining to pay - & BS
and/or allowances. Destroy N/A Destroy W
when 5 when 5

FILE by subject and agency. yrs. old. yrs. old.



2600-4

£200-)3

2610

2620

2630

Project Control
Use for memoranda,
records documenti

Use for material pertaining to the
effective control over pay and
allowances, including appropriate
internal audit.

FILE by agency in chronological
sequence.

Use for material pertaining to
administering pay and allowances
affairs in conformity with
accepted principles and standards.

FILE by agency in alphabetical
sequence.

Special Allowances to Civilian
Employees
Use for material pertaining to
allowances for expenses incurred
when employees are required to
serve in other capacities in
connection with their official
duties, e.g., notaries public,
requirement to wear uniforms, etc.

FILE by agency in alphabetical
sequence.

estroy N/A

project
is closed.

FSD

Destroy N/A
when no

longer

needed

for ref-
erence.

FAD & NFC
Destroy N/A
when 3

yrs. old.

FAD & NFC
Destroy N/A
when 3

yrs. old.

GRS-16-7

942&01)/03>

Destroy
when no
longer

needed.

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.



3000

3000-2
S, V.Y,
3000-8

3010

3oc00-1

RECORDS 'MANAGEMENT IMD

Use for material of~a general nature troy
which pertains the overall paper- when 3
work managegment program. : yrs. old.
FILE subject in chronologieal

S
Studies and Survey Reports IMD
Use for formal reports of~ Destroy

paperwork studies and <urveys en S/0.
performed to identjfy and correct
paperwork problems; improve pro-ﬁ,/’///
ing performance.afd =~
s, and aid managément.

yd
1phabetically by agency
d subject.

Project Control

Use for memoranda,

ports and other estroy
records documenting assigmnments, . 1 yr.
progress andompletion of prpjects. after
/,,/”p the yr.

ase file alphabétically by in which

FILE;
e of project= the

project

is

closed.
o -
Directives Management, MDT ECR
Use for material a general nature & NFC
which pertains officially pub- Destroy
lished instru€tions, regulatigns, when 3
and proced{res which regulaté and yrs. old.

direct.perations and formance.
E by directiye’ﬁ:;EZi or subject.

N/A

N/A

N/A

N/A

Destroy
when 1

yr. old.

Destroy

when S/0.

Destroy
when no

longer
needed.

Destroy

when 1
yr. old.

5{éovzr’

”/govﬂ/’7

GRS-16-7

305

3000



3010-1

3000-1-2

Departmental Directives

Use for directives originated within
USDA.

a?§ Departmental Regulations (DR's)

IMD
and Departmental Manuals (DM's) in PERMANENT.  When
the 1000 and 9000 classification Offer tg/' 5 yrs.
series.]) A11 others can be destroyed NARS 1n' old.
when no ‘longer needed. 5 yrs.
blocks
whén
0 yrs.
old.
b. Secretary's Memorandum , ECR
(SM's) and any Departmental directiyes  PERMANENT. N/A
signed by the Secretary. ,//y Offer to
NARS v Sy
/7 when-8 0
£ yrs. old.
c. Departmental Notices (DN's), IMD N/A
Administrative Regulations} and Destroy '
Internal Office Notices. when n
1onge
NOTE: IMD has the record copy of all needed.

published Departmentdl level directives
with the exception .6f Secretary's

Memos which are maintained by ECR,

NFC Manuals which are maintained by s
and the DPM which is maintained by 0P.
For WORKING PAPERS and BACKGROUNg/QP
material, seefPo1icy and Procedyre

under each};ﬁtegory. File extefnal or
non-series”instructions undep/the

appropri-fe subject and disgose of them
when S/

FILE/by series designapbr, and classi-
fi¥cation code, and tAtle.

Destroy
when no
longer
needed.

Destroy
when no
longer

needed.

Destroy
when no
longer
needed.

Jowofaac)
a/ 3crv-ﬂ/l da(x
GRS-16-1a

300/ )fa b

GRS-16-1c

”/(Bva/éz;c_



3010-1-1 External or Non-Series Instrugtf’;s

o/

30004-3

3010-1-2
Ao/

3000-)-%

3010-2

3000-1-1

3020

3000- 2

IMD..~
Use for material of a diregtional estroy
nature which originates gutside USDA when S/0.
or which originates within USDA bu
is not part of a formal Departmenta
directive syst Inc]udesagmﬁnents
and other}ﬁ;ter1a1 on propoSed
and existing 1nstruc/;gps.
FILE By origin, seriés number or in
chronological sgqunce.
Distribution, Maintengncézgnd
Printin Destroy
Use for materigh pertaining to th when 1
printing, detivery and storage. yr. old.
directiyes. or
when no
FULE by issuance nymbér. longer
needed.
Dockets ECR

Use for material whic ECTORS

Federal Reg1ster nd which pertain Offer to
to the organi i NARS in
basic poli 5 yr.
its age blocks
when

F by agency and-docket number. 20 yrs. old.
Forms Management IMD & NEG-
Use for general material. perta1n1ng Destroy

to the planning and.execution of
procedures to staﬁdar1ze design, yrs. old.
construct, and “control the use,
nwnberingf and distribution

EHE in chrono]ogica]

PERMANENT.

N/A

N/A

When
5 yrs.
old.

N/A

Destroy

when S/0.

Destroy
when S/0.

Dispose
of when
material
is pub-
lished

in the
Federal
Register.

Destroy
when 3
yrs. old.

"/BW/ /3

aoco/ )

ol

'V(BvaAQ,



3020-1-1
Aan)
3oco - 2-

3030

3c00-3

Forms Master File

Use for the record copy

e
of edch

form created by an agency #ith

related instructions 129
documentation showing,
scope, and purpose of th

NOTE: Working pdpers, b
materials, requisitions,
tions, proce$sing data,
records a
related Aorm is disconti
supergséded, or cancell

-~

nception,

e form.

ackground
specifdca-
and ¢dntrol

to be destroyed-when

ded,
. (GRS-16-4b)

FMXE by agency and form number.

Functional Files

Use for a collection of
arranged by functional ¢
used to assist in taki

management actions, stch
mining whether new/forms
developed and apgroved a

fo

ssification,
forms
as deter-
should be
nd wheth

existing forms” should be consolidated

or replaced Ay other forms.

Included afe copies of each”form
used within the area serwved by

the fgms management
FXLE by functional /class

Reports Management

Use tor materials relati
reports management prodr
correspondence and Andex
recurring or si
a control fil
currently pe€quired, canc
recurring or

tion reports and
of all proposed,

ice.

ification.

to the
am. Includes
of current

elled

situgfion

IMD//‘
Dgstroy
5'yrs.

///after
/" related

form is
discon-
tinued,
super-
seded,

or
cancelled.

related
form is
discon-
tinued,
super-
seded or
cancelled.

IMD
stroy
yrs.
after
report
is
discon-
tinued.

N/A Destroy
: when S/0.

N/A Destroy

when S/0.

N/A Destroy
when 1
yr. old.

GRS-16-4a

”/éavv/gy/l

’Q/éovv/ﬁyé>

GRS-16-8

O/Bovifg



3031 Public Paperwork Burden Control DCO, OIRM
Use for material pertaining to Destroy
minimizing the Federal paperwork when S/0.
burden for individuals, small
businesses, and State and local
governments.
FILE by subject in chronological
sequence.
3040 Files Management, D & NFC
—uaan) Use for material of a general,natﬂFE””‘“g§stroy
;3 which pertajns to the storage, re- when 3
000*‘{‘ tention, afd disposition of records. yrs. old.
FILEASy subj in chronological
3040-1 Filing Systems IMD
Liras) Use for material pertaining to filing Destroy
systems and techniques evolved to when
30 Qs J-}_/ maintain records for retrieval and records
' scheduled disposition. are
A destroyed
) or when
no longer
q- Jlﬁ/)‘)‘ﬁjtfuv needed
‘ ot for ref-
TRS FILE alphabetically by agency. erence.

3040-2
Ao/

Booo-4-2

Records Holdings

Use for statistical repOrts of agency Destroy

records ho]dings/&;qﬁ%ﬁ;: by the when 3
yrs. old.

General Services~Administration

including fee é?'reports from at

offices agﬁ/ﬂgta on the volyné
disposed of by destruction

FALE by date of repetrt.

Mail Management

Destroy
when 2
yrs. old.

N/A

N/A

N/A

N/A

N/A

Destroy
when S/0.

@/zavﬁ//y

Destroy
when 1
yr. old.

Destroy Lyebrm /]
when

records

are

destroyed

or when

no longer

needed

for ref-

erence.

GRS-16-6a&b

3000t >

Destroy
when 1
yr. old.

GRS-2-2a

e

Destroy
when 2
yrs. old.



3050-1

Lad

000 -5-1

Receipted and Routed Mail

Use for material pertaining to thﬁ;
receipt and routing of incoming and

outgoing mail handled by the USPA
mail and messenger service.

a. Records relating to inéﬁming or MRMD
outgoing registered mail-"pouches, Destroy
registered, certified, insured, and when 1
special delivery mai)”including yr. old.
receipts and ref:;pfreceipts.

b. Application £o register and stroy

certify mail.

Destroy
when 1
yr. old.

c. Report of loss, rifling, delay,
wrong delivery, or other improper
treatpent of mail.

FILE alphabetically by agency/and
eceipt number.

Postal Irregularities” RMD

loss op~destruction
EILE by subjec

Use for material pertaining to Destroy 3
irregularities _in the handling o yrs. after
mail, such as“loss or shorta completion
postage stamps or money ers, or of investi-
ail. gation.

yrs. old.

Mailing Lists MRMD
Use for material pertaining to addi- Destroy
tions, deletions, and changes to the when S/0.

automated mailing lists.

FILE in chronological sequence.

N/A

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
6 months
after
comple-
tion of
investi-
gation.

Destroy
when 1
yr. old.

Destroy
when S/0.

30/

GRS-12-5a

GRS-12-5b

GRS-12-5¢

GRS-12-8

«/ 2000/5/ .

GRS-12-7

faovofs/s



3052

3060

3070
Ui/

zfoo;é
by

Messenger Services

Use for material pertaining to the
receipt and routing of incoming and
outgoing mail handled by USDA
messenger service.

FILE alphabetically by agency and
receipt number.

Correspondence Management

Use for material pertaining to
standards for written communications,
e.g., letters, telTegrams, endorsements,
sunmary sheets, postal cards, memo-
randums, and routing slips.

Micrographics Management

Use for surveys conducted to evaluate
various technological systems, their
applications in improving performance,
as well as feasibility and cost

A}Lbﬁﬁ?gjmpact.

I
oo 3,5,(" FILE in chronological sequence.

3080

Records Disposition

Use for correspondence and

material pertaining to descriptive
inventories, disposal authorizations,
schedules, and reports.

a. Basic documentation of records
description and disposition programs,
including SF-115, Request for Records
Disposition Authority; SF 135, Records
Transmittal and Receipt, and related
documentation.

MRMD
Destroy
when 1
yr. old.

OIRM
Destroy
when S/0.

OIRM
Destroy
when
completed
study is

5 yrs. old.

OIRM
Destroy
when

3 yrs.
old.

Destroy
when
related
records are
destroyed,
or when no
longer
needed for
admini-
strative or
reference
purposes.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when S/0.

Destroy
when

2 yrs.
old.

Destroy
when 1
yr. old

Destroy
when
related
records are
destroyed,
or when no
longer
needed for
admini-
strative or
reference
purposes.

GRS-12-5a

o~

GRS-16-14

7/30vfyﬁz

GRS-16-3a



3090

b. Working papers and background
material.

FILE SF's by agency and accession
number in chronological sequence.
Others are filed by agency in
chronological sequence.

Vital Records

Use for material pertaining to records
essential for maintaining the
continuity of Government activities
during a national emergency.

FILE by subject.

Destroy 6 N/A
months

after final .
action on
project
reports

or 3 yrs.
after
completion
of report

if no

final

action is
taken.

Destroy N/A
when S/0.

Destroy 6
months
after final
action on
project
reports
or 3 yrs.
after
completion
of report
if no
final
action is
taken.

Destroy
when S/0.

GRS-16-3c

v



3100

3100-1

3100-1-1

3100-2

l0o-9

MANAGEMENT OF INFORMATION RESOURCES

Use for material pertaining to the
management and control of all
types of information resources.

FILE in chronological sequence by
project.

Policy and Procedure

Use for background material whic
documents the important aspec
the development of Depar
and procedure.

of

NOTE: See 3010-1 fof disposition Vs
of record copy ofDepartmental /s
directives. A
;J
d
/

by origin, series number or in
ronological sequefice.

External or Non-Series Instru;tfg::

FI

Use for material of a directional
nature which originates
or which originates within USDA but
is not part of a
directive syst
and other ma

* Includes comme

y origin, series
onological sequ

Studies/Reports

-

FILE’Ey agency and subjscf.
-~

tside USDA
al Departmental

OIRM
Destroy
when 3
yrs. old.

OIRM
DQ§troy
when no

al policy onger
needed.

Dest
W, S/0.

IRM
Destroy
when
3 yrs.
old.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

GRS-16-1d

’%é/ov///

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy

when /0. : ”/3/07%/ /

Destroy 3/ //
when 3/00 7
3 yrs.

old.

CREEARIA N T v e e am e



3100-3
Luac!

3100-10

3100-4

Project Control ..

Use for memocgﬁda, reports and ot

‘t]e or project.

Feasibility Study Files.

Use for material peptaining to the
study of specifig-functional areas
within 3100 cl
system and

sification. Inclt
a requirements,
alternatiyés, benefits, cost data,

and other related diiﬂggnﬁs.

by system name?

es

Planning

Use for material not diragtiy’:elated
to either 1ong-range,p}ﬁﬁn1ng nor
capacity p1ann1ng 4nc1ud1ng PD
annual work plaris; ad hoc requésts;
correspondente with external agencies,

etc. aﬂ’/”,/”
Yy agency affd in chronological

quence.

FIL

Long-Range Planning
£94/$DA

Use for material pertaining
long-range IRM planning gu}d’ﬁce
agency LR IRM plans; ,§DA LR IRM
plans; correspondangce”with senior
IRM officials (ageficies and US

LR IRM plans £rom external g’hc1es,
FILE agency and ih chronological

uence.

OIRM
Destroy
1 yr.
after
the yr.
in which
the
project

is closed.

yrs. old.

PD-O0IRM-~
estroy

“when no

longer
needed

for
reference.

PD- OIBM
Destroy
en no
longer
needed
for
reference.

N/A

N/A

N/A

N/A

Destroy
when no
lTonger
needed.

Destroy
when 2
yrs. old.

N/A

N/A

GRS-16-7

ﬁ/{z/aiy/gl

“ /3/07)/@/ |



3120

3120-1

ADP Budgets (A-11)

mission of agency~
arratives for A
and expenditur

Use for annual
exhibits and

obligati

in chronologi sequence.

Capacity Planning

Use for material pertaining to
projected future workload and service

‘requirements, estimated needed

capacity changes and plans for timely
delivery of additional capacity when
required.

FILE by agency and in chronological
sequence. '

Standards

Use for general information on

standards, procedures, guidelines,
DIPS Program management requirements,
and waiver requirements.

FILE by subject in chronological
sequence.

Specifications

Use for material which pertains to
information processing standards,
procedures, guidelines and information
which describe performance require-
ments, practices, designs, sizes, or
other factors or characteristics for
hardware, software, or services.
Includes announcements of proposed
standards, requests for review and
comment, ordering and implementation
instructions, and qualifications to
specificaions such as exclusion and
verification lists. Also includes
responses to external agencies
proposing the standards as well as
subsequent agency communication.

FILE by subject.

-0IRM
Destroy N/A
1 yr. »
after
the
close
of FY
covered
by the
budget.

PD-0OIRM

Destroy N/A
when no

Tonger

needed

for

reference.

RED

Destroy N/A
after 3

yrs.

Destroy N/A
when S/0.

Destroy
1 yr.
after
the
close
of FY
covered
by the
budget.

N/A

Destroy
after 1

yr.

Destroy
when S/0.

GRS-5-2a

’f/zlm/oz/ o

\/M



3120-2

3130

3i00-4-3

3140
Liao/
31008
1 4},{z£&
e ‘et b

3150

Request for Waivers

Use for material which pertains to Destroy
requests for waivers to DIPS Standards. when S/0.
FILE by type of waiver.
Technical Approval Files ATSD
Use for agency regdests for techpical Destroy
DP 5 yrs.
ncludes correspondence after
ed to the receipt.

Security

Use for material whij pertains to Destroy
security adminj;tfﬁ%?g;. Include when 2
reviews, studies, and plans. yrs. old.
Review and Evaluation RED

Use for material pertaining to reviews Destroy
and evaluations of USDA IRM programs when S/0.

conducted by internal or external
agencies.

FILE by agency in chronological
sequence.

N/A

N/A

N/A

N/A

Destroy —
when $/0. Wi

¢
Destroy //‘/3/00/4"/éa
when 2
yrs. old.
Destroy GRS-18-2
when 1 u
yr. old. 3/01)/5/
Destroy
when S/0. vﬂAﬂ/



3200-1

3100-1

3200-1-1
Luaya’

Sloo-I-|

ADP_MANAGEMENT OIRM

Use for material of a general natlre Destroy
which pertains to the study, when 3
selection, use, and managepent control ~yrs. old.
of ADP and word processjngmequipnent,»’
operations, software arid systems.//Also

includes files relating to machijne

room operations afid to information

and data produced through ADP

operations which are nog/déscribed

in this category.

Policy and Procedure

Use for background material whic Destroy /
documents the important aspects of when né
the development of Departmental lopgder

eeded.

policy and procedure.

NOTE: See 3010-1 for“disposition
of record copy of Bepartmental
directives.

FILE by origin, series number or in

hronological seg(ence.

External or Non-Series Instruc;idﬁ;

Destpay/ﬁ

when S/0.

Use for material of a directifnal
nature which originates side USDA
or which originates wij

is not part of a f
directive system<

fhin USDA but
al Departmenta
Includes comments

y origin, series number or in
ronological sequénce.

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

@Aﬁ/op*

GRS-16-1d

”/(3/09//

”//S/kac/o



3200-2

3200-3

3200-5

3210

3210-1
Ao/

3100-3

ﬁ |
Lok
)

Reports

Use for printed final reports
containing the statistical, tabul-
ation and an analysis of the findings
of a study or survey including a
narrative description of methodology
employed.

FILE by subject in chronological
sequence.

Project Control

Design and Development

Use for material of a general nature
related to applications design and
development.

FILE by system name.

Information Requirements Studies

" Use for material pertaining to

information requirements studies

and system development projects.
Included are user requests, analytical
reports, design requirements,
feasibility studies, and cost/benefit
analyses.

QAQaILGZIex)FILE by agency and project name.

f&35
ddedf esf (,

Destroy
when no
longer
needed
for
reference.

Destroy
1 yr.
after
the yr.
in which
the
project
is
closed.

OIRM
Destroy
when 3
yrs. old

OIRM
Dispose
of when
no longer
needed.

N/A

N/A

N/A

N/A

N/A GRS-20-
Part III,
Item 10
Destroy GRS-16-7
when no
Tonger ”/3‘2”/‘(
needed.
Destroy vy’
when
S/0.
Dispose GRS-20, Part
of when II, 3
no longer
needed. " .B/ov/AB



3210-3
Ao/

3100-3-

3220

3loo-

equipment; a

System Implementation Files OIRM

Use for material pertaining Dispose
to design, development, and of when
operation of an application no
system including system Tonger
instructions, user guides and needed.
manuals, input, output, and

report specifications, standard

operating procedures, block

diagrams, flow charts, coding

instructions, test plans, reference

to or copies applicable software

and reference materials, job

instructions, and simialr or related

files.

N/A

FILE by agency and project name.

ADP Test Files OIRM

Use for material pertaining to
the testing of ADP equipment
and/or data processing methods
and procedures and to the trial
application of existing or
proposed data processing systems.
Included are requests for tests,
approvals or disapprovals, test
reports, and communications
relating to the test.

Dispose
of when
no longer
needed.

N/A

FILE by system name.

Resource Acquisition

Use for material pertaining to
planning and preparing for inj
acquisition (including sele

uxiliary equi
and attachmentsfor existing
ADP software a
ncludes app]i;;pfgn
system specifications and
of their revigyggmanufac-

r's proposals ang-evaluation
thereof, documents relating to

studies

GRS-20,
Part II, 3

O/B/Uv/CS

Dispose
when
no

longer
needed.

GRS-20
Part II, 2

/300l

Dispose
of when
no longer
needed.

Destroy
after

5 yrs.
or
discon-
tinuance,
which-
ever is
first.

/7/3/0q/%



installation of equipment or

ark accounting
outputs, and related

3220-1 5enc¥mark DemgnStfat1Q¥//// OIRM VA
Lo’ se for computation-Thformation estro Destro 4
outputs frog gépnf%éq;endors ggg,w’”/’///? yr. y 1 yr. y /(3/0“/9/0
2100 - L}-_/ vendors declgréd nonresponsive due to after 4 after
benchmark_pérformance. completion com-
of per- pletion
FILE-Dy vendor., formance of per-
evaluation. formance
evalua-
tion.
3220-1-1 Benchmark Computation™ ~"OIRM / /
Uia o Use for info:ga£¢6h outputs from~ Destroy N/A  Destroy "/3’0ﬂ 7/
12)63 Y losing vendors. //f/f” 1 yr. 1 yr.
- ‘22 e after after
F1 Yy vendgpf’“/ accept- accept-
ance of ance of
system. system.
3230 Resource Utilization OIRM
Documents containing manageaént Destro When Destro /
Alao/ data on costs, equipments staff- when lg 5 when 2y “//3/ov.5'
3/00_5 ing, workload capacitjes, and yrs. old. yrs. yrs. old.
overall effectivenes$ of ADP and old.

word processing gperations. Includes
documents useg/tg evaluate rigﬁa1,
purchase, opefation and maintenance
costs. Invfﬁdes reports,.briefs,

and simikar or related documents.

FILE‘Dy category (eduipment, staff,



3230-1  Information System Capabiljtfes
Ao Use for material pertaining to

_ specific informatiop-System
3100-5 2capab1‘h't1'e5, in l{é‘ing graphics

after
disp]ay,/iig%/mﬁﬁ;gement systems, and discon-
other specidlized software-or tinuance.
hardware<
Jiitf/;;esystem op-product name.
3230-2 Resource Inventory Files Rﬁ///
Ty ) Use for documents relat 0 Destroy N/A
information resource ifiventories when 5
3[00_5_.l including ADPE, office automatig yrs. old
equipment, col er software or when
and related-forms and suppli no longer
needed
FILE by category (equjsfent, whichever
tware, forms, ett.) is sooner.

3240 Operations

Documents, magnetic media, and
i s
E;LLL{L;b’ punched cards, maintained by ADP
[ 0O — activities in providing services to
3 ' other elements within the area sep
Y9 4N viced. These files are used prifarily

. Q@ in preparing and controlling récurring
and one-time tabulations, reports
Eé}egv .3 f; machine runs, briefs, prin outs, and
/ similar documents required by other
v Cp elements in performing their functions
and missions. Included in the ADP
activity files are soratch tapes, test
tapes, raw data inpyt tapes, analog
magnetic tapes, working tapes, (input
and output), trapsaction tapes, con-
tinuous update tapes, summary data
tapes, print {apes, reformed data
tapes, securitty tapes, removable media
random acce$s devices; master tapes;
disks, digk packs, drums, and data
cells containing similar data; master,

machife listings thereof; and copies
bulations, machine runs, and

Destroy
1l yr.
after

discon-
tinuance.

" f3100 5] o

“/3;/00/_(//

Destroy
when 3
yrs. old
or when
no longer
needed
whichever

is sooner.



3240-1

3100-b-1

Magnetic media, cards, reports

and print-outs, designated as
record copy material.

Magnetic media and cards
which become obsolete as a result

f updating, dumping, and trans-
errgd datg. Ping

Transaction cards and 1istjifgs.

Remaining files

FILE/by agency/area serviced and
iyﬁject if applicable.

Data Processing Register and
Schedule Files

Use for material pertainin
records of approved jobs #eflecting

job numbers, requestingZoffice,

Job description, datg’received, an

Also, detuments re-

date due.

informatign on individ
luded are pégisters,
schedyYes, and dire¢tly related

FALE by systed and/or job name.

OIRM &
NFC
Dispose
of when

no lTonger
needed for

for
reference.

OIRM & NFC
Dispose of
when no
longer
needed

for
reference.

OIRM & NFC
Dispose of
when no
longer
needed

for
reference.

pletion

of
related

job or
on

discon-

tinuance,

ever is
first.

_N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

‘/3/(}0/écu
GRS-20,
Part I, 23

”/gyoq/éé

GRS-20,
Part I, 23

”/é/ag/éc

GRS-20,
Part I, 23

”/g/aq/zaL

GRS-20,
Part I, 23

310/



3240-2  Machine-Readable HousekeepingRecords  NFC & .OTRM

“Lan/ Use for routine administrative records Djspose N/A Dispose GRS-20,
which are not required”for GAO audit f as : of as Part 1,
9100"20'2 and do not serve a record copy of reference reference 29
information. (Bispose of record e6py material. material. u/
in accordange”with instructions 31&3/2/5_
applicabbl¢ to hard copy. GRS-20, part

EHE in chronologi sequence.



3300-1

3300-1-1

TELECOMMUNICATIONS MANAGEMENT 0TD

Use for material of a general nature Destroy
pertaining to the transmission, when 3
emission, or reception of signals, yrs. old.
signs, writing, images, sounds, or

intelligence of any nature by wire,

cable, satellite, fiber optics,

laser, radio, visual, or other

electronic, electric, electro-

magnetic, or accoustically

coupled means.

FILE in chronological sequence
by project.

Policy and Procedure

gse for background material whi
ocuments the important as

the development of Departmental policy
and procedure.

longer
needed.

NOTE: See 3010-1}"for dispositio
of record copyof Departmental
directive.

FILE-Dy origin, series”number or in
ronological sequgfice.

External or Non-Series Instructi6ns

Use for material of a dire
nature which originates
or which originates wi
is not part of a
directive syst
and other m
existing i

FIL

Telcommunications Equipment and 0TD, FMD
Services €stroy
Use for material o general nature when 3

which pertains requests for tete- yrs. old.

commqniceﬁjo equipment and_ telephone

service«

_E{ff/by agency subject.

N/A

N/A

N/A

N/A

Destroy

when 1
yrs. old.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be

taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

'/éov/ol

GRS-16-1d

o

GRS-12-

2b
”/3(05/7



3300-2-1 Request

Loy Use f?T records whiefi pertain to
53 installation, nge, removal a 1 yr.
O/JO'LOC; 7‘] servicing equipment. after
audit or
' Yy agency an j when 3
ZDOO"’Z“/ yrs. old,
. whichever
is sooner.
3300-2-2 Agreements Tﬁ/A
Use for records of afreements with Destroy 2
A aa background datg-dnd other records yrs. after
3/00,7_2 relating to_agreements for tele- expiration

communications serv1ces;////f’ or can-
_ cellation
FILE'by agency and/;ubject. of agree-
ment.

3300-2-3 Jelephone Statistical Reports 0TD
Use for telecommunications statisical Destroy
reports including cost and volume data. when

1 yr. old.
FILE by agency in chronological
sequence.

3300-2-4 Telecommunication Vouchers 0TD
Use for telecommunications reference Destroy
voucher files. Includes reference when
copies of vouchers, bills, invoices, 1 fiscal
and related records. yr. old.

FILE by agency and control number.

3300-2-5 Operational Files o EMp.—"
Iy, Use for material pertdining to estroy
/ message registeprs; logs, when 6
_ performance r€ports, daily logad months
Zbéko 2?’22 reports, ated similar old.

" recor

EALE in chronglegical sequence.

N/A

N/A

N/A

N/A

Destroy GRS-12-
when 1 2d(2)

yr. old. VBWUWA

"//Mv/oz//

Destroy GRS-12
2 yrs. 2e

1N v 3007/

ation
or can-

cellation
of

agree-
ment.

N/A GRS-12-2c

N/A GRS-12-2d(1)

N/A GRS-12-3a

't/ﬁg,ozy/aycl



3300-2-6 Telephone Statements

o)
%00—2-3 FILE

Use for stat s and toll slips;

agency and/or in ¢
uence.

3300-3 Reports
se tor telecommunication reports,

3300-4

3310

3310-1

e.g., transmission, emission, etc.

file by agency and subject in
chronological sequence.

Project Control »

Use for material pertaining to voice
telecommunication policy, management,

and operations. This would include
DIPS Circulars, requests for

technical approval, general
information letters, and inventory
data sent for verification purposes.

FILE by subject.

Telecommunication Technical Approvals

Use for requests and all follow-up
information gathered in consideration
for approval.

FILE by agency.

Destroy
3 yrs.
after
period
covered
by
related
account.

01D
Destroy
when 3
yrs. old.

Destroy 1
yr. after
the yr. in
which the
project is
closed.

0TD
Dispose of
when 3
yrs. old.

0TD
Dispose
when

no _
longer
needed

for
reference.

N/A

N/A

N/A

N/A

N/A

Destroy

when 1
yr. old.

Destroy
when 1

yr. old.

Destroy
when no

longer
needed.

N/A

N/A

GRS-3-11

”//& oz)/ol/ 3

waw”

GRS-16-7

/33004



3310-2

3320

3320-1

3330

3340

'(ooo‘?-lf

Telephone Orders

Information copies of telephone
orders submitted.

FILE by agency and requisistion
number.

Use for material pertaining to
policy, management and operation of
data communications facilities and
services. This includes requests
for technical approval for circuits
and equipment.

FILE by subject.

Data Telecommunications Technical
Approvals

Use for requests and all follow-up
information gathered in consideration
for approval.

FILE by agency.

Radio Telecommunications

Use for material pertaining to
radio transmissions, assignment of
radio frequencies, and microwave
transmissions.

FILE by subject.

Employee Locator Service€

Use for correspondene€,
forms and other records
pertaining to idfe
compilation directory
service Li

FMD

Dispose N/A
of when .

1 yr.

old.

01D

Dispose N/A
of when

3 yrs.

old.

0TD

Dispose N/A
when no

longer

needed

for

reference.

Dispose N/A
of when
3 yrs. old.

issuqncg
of listing.

N/A

N/A

N/A

N/A

N/A

GRS-11-3

Peofft



3400

3200

3400-1

3200-1

3400-1-1
o)
3200- -1

3400-2

INFORMATION MANAGEMENT

Use for material of_4€ general
nature which pertains to the
dissemination information and

when 2
yrs. old.
is not described below. or
sooner
FILE iy subject and in if no
chrfonological sequen longer
needed.
Policy and Pkoéeduré’/ﬂ ﬁi’
Use for background material which Destroy
documents the jmiportant aspects of the when no
deve]opment{pf Departmental polic longer
and procedure. T////,/’lc needed.
1/ See 3010-1 for/d‘sposition
f cqrd cosi/jjfggpartmenta1
/3
FILE-By origin, series number or in
chfonological sequence.
External or Non-Series Instructiops
Use for material of a directiopal Destro

nature which originates out
or which originates withi
is not part of a format Departmental
directive system. -nhcludes comments
and other materp#dl on proposed an
existing instfuctions.

FILE origin, series n
chronological sequen

Reports

Use for access to information reports. Destroy
when 3

FILE by agency in chronological yrs. old.

sequence.

N/A

N/A

N/A

Destroy

when 1
yr. old.

or
sooner
if no
Tonger
needed.

") 2 200

GRS-16-1d

H/394’rz) %

Destroy
after the

directive
is issued

or imme-
diately
when

it is
known
that no
action
will be
taken.

Destroy
when S/0.

@/334ny4/q

Destroy
when 1

yr. old.



3400-3 Project Control
Aay!  Use for memorarda, reports and o

- records dogtmenting assignme
3200 5 nd completion o

3400-4 Agency PrOJects

o) Use fo; material peTtaining ©
special agencyAroj >
3’00"2‘3 as informatjen requirements studi

and system”development projects

3410 Information Collection
Use for material pertaining to
information collection activities of
the Department.

FILE by agency in chronological
sequence.

3420 Information Dissemination
Use for material pertaining to

dissemination activities of the
Department.

FILE by agency in chronological
sequence.

3430 Information Shar}ng/
“Luaa/

3lop-2-4

Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

OIRM
Destroy
when

no longer
needed
for

reference.

RED
Destroy

when no
longer

for
reference.

IRM
Destroy

when S/0.

N/A

N/A

N/A

N/A

N/A

Destroy
when no

longer
needed.

Destroy
when no

no
needed.

Destroy
when no

longer
needed.

Destroy

when no
longer

needed.

Destroy

when no
lTonger

needed.

GRS-16-7
@ﬁzauvyg/

”/é/aq/;lﬁ'

6/3/06/;/7



3440

3440-1

3200-4

3450

3450-1
3200-3
3200-3-|

Classified and Sensitive Information

Use for material pertaining to the
administration of security classifi-
cation of documents.

FILE by agency and subject.

Use for material pertaining to
requests and autherization for
individuals ave access to

classifi files.

by subject.

FOIA and Privacy

Use for material of a general nature
which applies to FOIA or Privacy Act
matters which does not fit in the
following categories.

FILE in chronological sequence.

Freedom of Information Act (FOIA)

Requests FiTes.

Files created in respons
for information under tHe Freedom of
Information Act consigting of the
original request, a€opy of the reply
thereto, and all pélated supporting
files which may #hclude official

file copy of reQuested record or

copy thereof

to requests

a. Corregpondence and supporting

docyfients (EXCLUDING the
official file copy of the
récords requested if filed
erein).

opP ‘
Destroy

when 2
yrs. old.

N/A

Destroy
2 yrs.
afte
autphor-

ization
/éfgires.
OGPA/0OGC
Destroy
when 2
yrs. old
or sooner
if no
longer
needed
for
admini-
strative
use.

N/A

Destroy

when 2
yrs. old.

Destroy
1 yr.

after
date of

reply.

Destroy
when S/0.

GRS-18-2

GRS-18-7

"f3300/

GRS-14-20
GRS-14-30



- (3)

(1) Granting access to all the

(2)

Denying access
of the records

(

(

a)

b)

/

requested records.

Responding to requests for

nonexistent records; to
requestors who provide
inadequate descriptions;
and to those who fail to
pay agency reproduction
fees.

(a) Request NOT appealed.

/

(b) Request appealed.

equested.

/NOT appealed.

Request appealed.

all or part

Destroy N/A
2 yrs.
after
date of
reply.

Destroy N/A
2 yrs.

after

date

of

reply.

Destroy N/A
as

authori zed

under

3450-1-1.

Destroy N/A
5 yrs.

after

date

of

reply.

Destroy N/A
as

authorized

under

3450-1-1.

N/A

N/A

N/A

N/A

N/A

GRS-14-16
a(1)
/1/3%0 /3

GRS-14-16
(2)(a)

GRS-14-16
(2)(b)

GRS-14-16
(3)(a)

”/éaﬁv/%o

GRS-14-16
(3)(b)



3450-1-1

b. Official file copy of requested

records.

FILE in chronological sequence.

FOIA Appeals Files

Files created in responding to
administrative appeals under the
FOIA for release of information
denied by the agency, consisting
of the appellant's letter, a
co?y of the reply thereto, and
related supporting documents,
which may include the official
file copy of records under
appeal or copy thereof.

Dispose
of in
accor
ance
with
approved
agency
djs-
sition
nstruct-
jon for
the
related
records,
or
with
the
related
FOIA
request,
which-
ever
is
later.

N/A

N/A

GRS-14-16b



a. Correspondence and supporting Destroy N/A  N/A GRS-14-17a
documents (EXCLUDING the 4 yrs.
file copy of the records after
under appeal if filed herein). final

determi-
nation
by
agency
or

3 yrs.
after
final
adjudi-
cation
by
courts, -
which-
ever

is
later.

b. O0fficial file copy of records Dispose N/A  N/A GRS-14-17b

under appeal. of in
accord-

ance
with
approved
agency
dis~
position
instruct-
ion for
the
related
record,
or
with
the
related
FOIA
request,
which-
ever
is

FILE in chronological sequence. later.



3450-1-2

FOIA Control Files

Files maintained for control
pur?oses in responding to requests,
including registers and similar
records listing date, nature, and
purpose of request and name and
address of requestor.

a. Register or listing.

b. Other files.

File in chronological sequence.

Destroy
5 yrs.
after
date

of

last
entry.

Destroy
5 yrs.
after
final
action
by the
agency
or
agency
final
adjudi-
cation
by
courts,
which-
ever
is
later.

N/A

N/A

N/A

N/A

GRS-14-18a

GRS-14-18b



3450-1-3

FOIA Reports Files

Recurring reports and one-time
information requirements relating

to the agency implementation of
the Freedom of Information Act,
including annual reports to the
Congress.

a. Annual reports at Departmental
agency level.

b. Other reports.

File in chronological sequence.

OGPA
PERMANENT.

Offer to
NARS

with
related
agency
records
approved
for
permanent
retention
in agency
records
control
schedule
or when
15 years
old, which-
ever is
sooner.

Destroy
when

2 yrs.
old or
sooner
if no
Tonger
needed
for
admini-
strative
use.

_N/A

N/A

N/A

N/A

GRS-14-19a

GRS-14-19b



3450-2
Ao

3200-72
3200-7-]

pundep?
tp GRS

Privacy Act Requests Files

Files created in response to requgsts
from individuals to gain access to
their records or to any information
in the records pertaining to them,

as provided for under 5 U.S,C.
552a(d) (1). Files contain/original

request, copy of reply théreto, and
all related support?ng documents,

which may include the gfficial file
copy of records requested or copy

thereof. é//
a. Correspondencé and supporting

documents (EXCLUDING the official
file copy of the records
reques:jg’if filed herein).

(1) /2 anting access to all the Destroy
equested records. 2 yrs.
after
date

(2) Responding to requests f
nonexistent records; t
requestors who provid
inadequate descripti
and to those who f

to pay agency repfoduction
fees.
(a) NOT appealed. Destroy

2 yrs.
after

date of
reply.

Requests appealed. Destroy
as

authorized

under

3450-2-1.

N/A

N/A

N/A

Destroy
1 yr.
after
date

of
reply.

Destroy
when 1
yr. old.

N/A

GRS-14-25
a(l)
///39,0.0/02.\

GRS-14-25
2(a)

GRS-14-25a
(2)(b)



(3) Denying access to all or part
of the records requested.

(a) Request NOT appealed. Destroy N/A  Destroy:

5 yrs. when 3
after yrs. old.

date
of
repty.

(b) Requests appealed. estroy N/A  N/A
as
authori zed
under
3450-2-1.

b. Official file copy of requested Dispose N/A  N/A
records. of in
accord-

ance
with
approved
agency
disposi-
tion
instruc-
tions
for the
related
records,
or with
the
related
Privacy
Act
request,
which-
ever is
File in chronological sequence. later.

« [3500/2])
GRS-14-25a
(3)(a)

GRS-14-25a
(3)(b)

GRS-14-25b



3450-2-1

Privacy Act Amendment Case Files

Files relating to an individual's
request to amend a record pertaining
to that individual as provided for
under 5 U.S.C. 552a(d)(2); to the
individual's request for a review
of an agency's refusal of the

individual's reguest to amend a
record as provided for under
552a(d)(3); and to any civil
action brought by the individual
against the refusing agency as
provided under 5 U.S.C. 552a(g).

a. Requests to amend agreed to by Dispose N/A
agency. Includes individual's of in
requests to amend and/or review accord-
refusal to amend, copies of ance
agency's replies thereto, with
and related materials. the

approved
disposi-
tion
instruc-
tions

for the
related
subject
indivi-
dual's
record

or 4

yrs.
after
agency's
agree-
ment

to amend,
whichever
is later.

N/A

GRS-14-26a



c. Appealed requests to amend.

Includes all files created

in responding to appeals under the
Privacy Act for refusal by any
agency to amend a record.

File in chronological sequence.

Dispose
of in
accord-
ance
with
the
approved
disposi-
tion
instruc-
tions for
related
subject
indivi-
dual's
record
or 3
yrs.
after
final
adjudi-
cation
by
courts,
which-
ever

is
Tater.

N/A

N/A

GRS-14-26¢



3450-2-2

3450-2-3

Privacy Act Accounting of

_Disclosure Files

Files maintained under the provisions

of 5 U.S.C. 552a(c) for an accurate
accounting of the date, nature, and
gurpose of each disclosure of record
0 any person or to another agency,
including forms for showing the
subject indivual's name,

requestor's name and address,
purpose and date of disclosure,

and proof of subject individual's

consent when applicable.

File in chronological sequence.

Privacy Act Control Files

Files maintained for control purposes
in responding to requests, including
registers and similar records listing
date, nature of request, and name

and address of requestor.

a. Registers or listings.

Dispose
of in
accord-
ance
with

the
approved
disposi-
tion
instruc-
tions
for the
related
subject
indivi-
dual's
record's,
or 5 yrs.
after
the dis-
closure
for which
the
account-
ability
was
made,
which-
ever

is
later.

Destroy
5 yrs.
after
date

of

last
entry.

N/A

N/A

N/A

N/A

GRS-14-27

GRS-14-28a



b. Other files. Destroy N/A  N/A GRS-14-28b
5 yrs.
after
final
action
by the
agency
or
final
adjudi-
cation
by
courts,
which-
ever

: is

File in chronological sequence. later.

3450-2-4 Privacy Act Reports Files

Recurring reports and one-time infor-

mation requirement relating to

agency implementation, including

annual reports to the Congress of

United States, the Office of

Management and Budget, and the

Report on New Systems.

a. Annual reports at Departmental 0GC
or agency level. PERMANENT. N/A N/A GRS-14-29a

Offer to
NARS.
with
related
agency
records
approved
for
permanent
retention
in agency
records
control
schedule
or when
15 yrs.
old,
which
ever
is
sooner.



b. Other reports. Destroy N/A  N/A GRS-14-29b

when 2
File in chronological sequence. yrs. old.



4000

EMPLOYMENT
Use for material pertaining to the
general administration and operatj

of personnel functions, including
college programs, selective

paid recuitment, etc.
FILE by agency and

Official Personp€l File
Documents placed on the right

1ing are prescribed by FPM 293-31.

op

Destroy N/A
when 3 ,

yrs. old.

GRS-1-3
"/“/UUD’

Destroy
when 1
yr. old.

op
30 days
after
separa-
tion from
Gov't.,
transfer
to Nat'l.
Personnel
Records
Center for
destruc-
tion 75
yrs. after
birth date
or 60 yrs.
after
date of
earliest
document
in folder
if birth
date
cannot be
ascer;ained,
rs.

or5

a%géi latest
separation,
whichever

is later.

N/A  SEE NOTE G%S?l-lb




b. Temporary - Documents placed oP
on the left hand side of the Destroy N/A
folder constitute the temporary upon
records of an employee. The separa-
documents and their order of tion or
filing are prescribed by FPM transfer
293-31. of
employee
or wh}en
1 yr
014/
which-
ever is
sooner.

c. All letters of reprimand, opP
caution, warning, and/or admonishment. Minimum N/A
of 1 yr.
(unless
decided
unwarrant-
ed), or
until
employee
transfers
or
separates,
whichever
occurs
first.

d. Services Record Card (SF-7) oP

Destroy N/A
NOTE: For supertisors' personnel 3 yrs.
files with mat? ial pertaining to after
authorizationy, pending actions, separation
request for gctions and records or trans-
on individudl employees duplicated fer of
in or not gppropriate for the employee.
official personnel folder, review
annually/and destroy superseded
or obsoYete documents, or destroy
all doguments relating to an
individual employee 1 yr. after
sepafation or transfer. (GRS-1-18a)
(FIKE by nature of action and
nof by employee's name.)

SEE NOTE

GRS-1-10

GRS-1-2b



4000-1

4000-1-1

4000-2

Ao/
400013

4000-3

Hopp-14

Policy and Procedure

a. Record copy of policy and
procedure which is published in t

DPM.

b. Use for background material which

documents the importan
the development of t
Departmental direc

aspects of
DPM or other
ves.

NOTE: See 30101 for disposition
of record copy of Departmental
directives not published in qpe DPM.

S

A

FILE/by origin, serieSgﬁﬁ%ber or in

ronological sequence.

External or Non-Series Instpuctions

Reports

Use for material of a dipectional

nature which originates“outside USDA

or which originates Mithin USDA but

directive systemf. Includes comments
and other material on proposed and
existing istructions. e

-
. . . v .
FILEAY origin, ser1g§~number or in
ronological sequerice.

Use for statistical

by agency and subj report.

Project Control

opP
Destroy
when no
longer
needed
r‘{
De;f?oy N/A
)en no

longer

needed.

Destro§  N/A
when S/0.

f/

is not part of a _fbormal DepartmentaL/”

ports relating Destroy N/A
programs and when 2

anpower management”and

yrs. old.

Use for memoranda, reports and oEDE;,,f"gi;troy N/A
records document;pg assignments,_. 1 yr.

progress and omp]etiozégj/grojbcts.
FILE: se file alphabétically by

ti of project

after

the yr.

in which
project

is closed.

GRS-16-1c

Jdovo/l

Destroy
when S/0.

Destroy GRS-16-1d

after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Voo i1

Dﬁstroy GRS-1-16
when 2 P

yrs. old. 1/61”3425
Destroy GRS-16-7
when no y

longer ;/ébwﬂ/97
needed.


https://Destr.ef

4010 Recruitment, Selection and opP
(o) Placement

Use for material of a general pature Destroy - N/A  Destroy GRS-1-3
L7L00 __2 which pertains to recruitment“efforts when”3 when 3 . /
0 and job offers to potentigl employees. yrS. old. yrs. old. //Vb”ﬂ -

FILE chronologically.

employment
CEU responds by”
acknowl edgement. Files

are purged when 3 yrs. old.
FILE alphabetically b§/iongressiona1
4010-1 Recruitment op PA
Licos) Use for material which pertaip to Destroy N/A  N/A ’y/ ////

recruitment efforts, e.g.,{96?f:;e when/g Yoov/2/ |

4000.2-/ recruitment, USDA's recrujfment ¥s. old.
exhibits, job fairs, caréer days,
College Placement Assoc., paid
advertising, and vacdncy announce-
ments outside USDA<” Additionally
includes letters/of thanks to
universities and other recruitment
sources for{t eir cooperatiof or
letters ad sing universities, etc.,

of selec ns due to recfu1tment
effort

FILE chronologically by agency and

rganization, gtc.

4010-1-1 Recruitment Bulletin op
Use for relevant information on (SPISS-CEU)
weekly Departmental recruitment Destroy N/A  N/A
bulletin, such as recommendations when 3
for improvement, or changes in yrs. old.

format or procedure.

FILE in chronological sequence.



4010-1-2

4010-1-3

4010-2

4000-2-2

Agency Recruitment Plans

Use for correspondence and material
pertaining to annual recruitment plans

as required by Departmental Regulations.

FILE in chronological sequence.

Career Literature and Information

Use for material which pertajr

Use for material pertaining to
correspondence, and recommended changes
on recruiting literature. Includes
requests from agencies to review their
literature. Additionally, requests are
received from publishers to review
their literature.

FILE in chronological sequence.

Selection

Declined offers

a. Names received’ from certificate
of eligibles.

b. Temporary or excepted appointments.

All others

op
(SPISS-CEU)

Destroy N/A  N/A
when no
longer
needed for
reference.
opP
(SPISS-CEU)
Destroy N/A  N/A
when no
longer
needed for
reference.
op
N/A  Destroy
imme-
with/reply diately.
N/A  Destroy
er imme-
diately.
333, A-4.
Destroy N/A  Destroy
imme- imme-
diately. diately.

! / 7 W/&/(,L
GRS-1-4b

(1)

GRS-1-4b
(2)

GRS-1-4b
(3)



4010-3
Ao

H000-2-3

4010-4

Lo/
Ho00-4

4010-5

wae’
Hopo-8

4010-6

A0/
dooo-b

~Use for SF-171's,/r

/

Competitive Placement-~
esumes, position

~Destroy

0P~
Bs N/A

announcements, and applicant ratings .~ upon

and any othermaterial which documents
competitive/ébpointment procedures as

required OPM. el

FILE By agency and announéément
ber.

Interviews

Use for materi%l/ﬁértaining 0

interviews with employees

FILE by agency and a)phabetically by
_employee.

Certificates of Eligibtés

Use for material ggpfainfng to
certificates of eligibles.
Includes the redsons for passing-

selecting
eligible

FILEAY agency and

position numbef.

Reemployment Agreements
Use for material“which per
to reemp[gyméﬁ% agreeme

employees and USDA.

between

LE by agency~and employee name.

receipt
of OPM
inspec-
tion
report

or when 2
yrs. old
whichever
is earlier,
providing
the re-
quirements
of FPM,
Chapter
333, Sec-
tion A-4,
are
observed.

opP
Destroy 6
months
after
transfer
or sep-
aration of
employee.

N/A

P
Destroy
when 2
yrs. old.

N/A

op

Destroy

1 yr.

after
termination
of agree-
ment.

N/A

N/A

Destroy
imme-
diately.

N/A

Destroy
1 yr.
after
termi-
nation
of
agree-
ment.

GRS-1-15

" / Y o /;/3

i

GRS-1-5

Vyoufs

?ﬂ7avv/z



4010-7
Ao’

4000-2-4

4020
s/

H4000-§

4030

4030-1

U4poo-3-1

Reports

P

Use for statistical reports which (SPISS-CEU)

pertain to recruit , selection Destroy
placement, e.g.,~Selected speci when 2
employment prodrams, worker- yrs. old.

trainee, Fed€ral Junior Feltowship,
Stay-in-school, summer gides, Forest

Si;:jge/i?ternators.
FHE by subject.

Personnel Actions op
Use for notifigation of personnel Destroy
actions, e.g/, within grade incEg es, when 2

restored ledve, promotions, ete?, yrs. old.
EXCLUSIVE“of those in OPF.

a. Pay or fiscal copy NFC
Destroy

FILE by social secyity number and when

in chronological”sequence. related

pay
records
are audited
by GAQ or
when 3
yrs. old,
whichever
is sooner.

Selective Placement Programs

Use of material of a general nature Destroy
pertaining to special programs not when 3
listed elsewhere in this category. yrs. old.

FILE by agency and subject.

Priority P]acemeptf/
Use for materjal which pertains to th

Destroy

repromotiopn 0f downgraded employees~ after
' employee
y social security numb has been
: promoted or
declines a

position.

N/A  Destroy
when 2

yrs. old.

N/A  Destroy

when 1
yr. old.
N/A  N/A
N/A  N/A
N/A N/A

GRS-1-16

%/%@vﬂ/b/7

GRS-1-14a

Yiowa s

GRS-2-11a



4030-2
ool

#ow 3
/Mﬁkaa

4030-3

4030-3-1

4030-2
4030-3-3
4030-3-4
4030-3-4a

4030-3-5
4030-3-6
4030-3-7

Priority Considecaff;;

Use for mater};l’which pertains to
priority consfderation given to
employees due to their being down-
due to an administrative

Special Programs

Use for material pertaining to the
included but not limited to special
employment programs listed. Files
include instructions, plans, and
reports.

FILE by agency and subject.

Cooperative Education Program

Stay in School
Federal Junior Fellowship Prégram

Intergovernmental Personnel Program

Evaluations (copies of accomplishment

for each assignee under IPA)

Part-time Employment Program

Presidential Management Intern Program

Selective Placement Program for
Handicapped Employees

4030-3-7-1 General

4030-3-7-2 Plans
4030-3-7-3 Reports

P

Destroy

when 2
yrs. old
or when

a depart-
mental
Personnel
Management
Evaluation
review has
been
conducted.

opP

N/A

(SPISS-CEU) N/A

Destroy

when 5
yrs. old.

Same
as

4030-3 4030-3

N/A

N/A

Same
as

(se0 /3

oW



4030-3-7-3a

Narrative

4030-3-7-3b Statistical

4030-3-7-4 NETH WEEK (National Employee the
Handicapped Week)

4030-3-8
4030-3-9
4030-3-9a
4030-3-9b

4030-3-10
4030-3-11
4030-3-12
4030-3-13
4040

Faculty Programs
Summer Employment Program
USDA Competitive Programs

Summer Youth Employment Program
(w/D.C. Govt)

Student Volunteer Program

Volunteer Program

Veterans Program

Worker-Trainee Opportunities Program

Special Appointments

Use for material pertaining to
appointments requiring Senatorial
confirmation.

Folders covering periods of employment
terminated after December 31, 1920,
excluding those selected by the
National Archives and Records Service
for permanent retention.

(1) Transferred employees.

op

See FPM for
instructions
relating to
folders of
employees
transferred
to another
agency.

Same
as

4030-3 4030-3

N/A

Same
as

N/A

GRS-1-1b(1)



4040-1

4040-1-1

(2) Separated employees.

Special Authorities

Use for material pertaining to

correspondence, bulletins, etc.,

received which relate to excepted
service (Schedules A, B, and C).

FILE in chronological sequence.

Schedule B/Pace

Use for material pertaining to the
use of Schedule B in lieu of Pace.

FILE in chronological sequence.

Transfer N/JA  N/A
folder to
National
Personnel
Records
Center
(CPR),

St. Louis,
Mo., 30
days after
separation.
NPRC will
destroy 75
yrs. after
birth date
of employee
(60 yrs.
after the
date of the
earliest
document in
the folders
if the
birth date
cannot be
ascertained)
or 5 yrs.
after latest
separation,
whichever is
later.

opP

(SPISS-CEU) N/A N/A
Destroy

when S/0.

SPISS-CEU N/A  N/A
Destroy
when S/0.

GRS-1-1b(2)



Position Classificatiop; Pay, apd

AlTowances T//
Use for material nature
allowances

a gener
which pertains Xo positigp/ﬁ
classificatief, pay, an

which does”not fit elséwhere in this
categorys ’r//S

FILE'by subject An chronological
equence.

Position Classifications

Use for material”which substqptf’tes
e11g1b111ty,and classifying 0f jobs
by occup

i fon, series, class, and
grades n////ffs
E}{f/;; position’number.

Audits and Surveys

Use for materjaT pertaining
surveys, and other ition
audits

EHE by agency qu

Personnel Management Evaluation

Use for personnel management evalu-
ation reports, supporting documents,
compliance responses, etc.

subject.

FILE by agency and subject.
Position Identjfication Strips

(SF-70)
se torm té:;a1 whigh” provides

ata on each position
occ d///9
ILE chronologically by agency.

0P & NFC

Destroy . N/A
when 3
yrs. old.

0P & NFC

Destroy N/A
5 yrs.

after

position

is abolish-

ed or
description

is super-

seded.

op
Destroy N/A
when S/0.

op
Destroy N/A
when S/0.

oP

Destroy N/A
when

position

is

cancelled

or new

strip is
prepared.

Destroy
when 1
yr. old.

Destroy
when
position

is
abolished

or
descrip-
tion is
super-
seded.

Destroy

when S/0.

Destroy

when S/0.

N/A

oo/ 9

GRS-1-7a

(2) (a)
’/L/wv/ﬁ//

GRS-1-7c¢

(Z)L/z)w/7/9~

W

RS-1-11
/27000 7[3


https://J_LJ..CJ

4060

4000 -10

 4060-1
Lrao!

F000-1b-

4060-2
B P.Y

4000-10-72

4060-3
NIV, DY,

4000-10-3

'NOTE:

Employee Benefits

Use for material of a geneéral
nature which pertains A0 insurancey
annuities and comperfsation and

other employee befifits.

NOTE: For jfjury compensdtion, see

4430-2.

FILE By subject in“chronological
sgfuence.

Insurance

Use for material pertajming to
insurance deductions,” Includes copi
of vouchers and schédules of payment.

Executed documents by efiployee,
e.g., SF's/2§O9, 2810 and 7, are

maintaiged in the OPF as-a PERMANENT
recorg- d///’$

FHE by agency ep employee name.
Annuity Estimates

Use for material pertdining t
annuity estimates, fnd other,
records used to g€sist retiring

employees or syfvivors ¢
insurance or,fgtiremen

(Annuity deduction re
in the OPF. See 40
disposition.)

rds are filed
for

FILE by agency/and alphabetically
Py employee.

Reports

Use for reports which pertain~to
insurance,-dnnuities, ¢ pensation,
and other employee benéfits.

FILE by agency-and subject.

op

Destroy
when 3 )
yrs. old.

N/A

P & NFC
Destroy
when 3
yrs. old.

N/A

oP

Destroy
when 1

yr. old.

N/A

opP
Destroy
when 3
yrs. old.

N/A

Destroy '

when 1 ‘/vav//é
yr. old.

Destroy GRS-2-22
when 1 "

yr. old. //yyyq/ﬁe/y
Destroy GRS-2-21b
when 1 7

yr. old. Oéquﬂv/;‘
Destroy GRS-2-17b
when 3 P

yrs. old. 7bm?00v3



4070

4000.- /]

Cha Ln
oy

4070-1
O PN V.Y

Hooo-11-

4080

4000-"7

Attendance and Leave

Use for general material relating

to duty hours, authorized absénce,

and use of leave. Includes

annual, sick, military leafe,

leave without pay, holida¥s, absence
for jury duty, etc. Ingludes requests
for and approval of takKing leave.

a. If timecard has/been initialed by

the employee.

b. If timecayd has not been ini
by the employee.

NOTE: See 2600-2-1 foy’ T&A files.

FILE by agency and s$libject.

Leave History

Use for material whic /ﬁé;tains to ///
leave balances, e.g«, leave balance
upon separation, ves

leave without
annual leav
audits, e

Fj;ésby agency and social security
nunber. '

Reduction-in-Force
Use for correspondence which eftains
to notice f/reductioni;g;iﬁﬁge and

nondisciplinary remoxgl .
FUJ/i:/ZPF.

0P & NFQ/
Destroy/
when 1/
yr. old.

Destroy at
end of

applicable
pay period.

Destroy
after GAO
audit or
when 3
yrs. old,
whichever
is sooner.

NFC
Destroy
when 3
yrs. old.

opP
Destroy
when
action
is

com-
pleted.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

i/

Destroy at GRS-2-8a
end of
applicable
pay period.
Destroy GRS-2-8b
when 1

yr. old.

GRS-2-9

i

Destroy
3 months
after
end of
the
period
covered.

GRS-1-17a

fiowa 7

Destroy
when 1
yr. old.



4080-1

4080-2

4080-3

4090
oo/

4ooo-12

Reemployment Consideration

For USDA employees separated by RIF;
Bulletins, information on automated
lists, and requests for passover, are
included in this category.

FILE by subject in chronological
sequence

Reduction-in-Force Inquiries

Use for general correspondence and
congressional inquiries generated as
a result of RIF's.

FILE by subject in chronological
sequence.

Reports

Use for USDA and other agencies'
informational outplacement assistance
efforts for employees separated by
reduction-in-force.

FILE by subject in chronological
sequence.

Employee Responsipifities and Conduct~

Use for mater pertaining to

(SPISS-CEU)
Destroy

when 5
yrs. old.

(SPISS-CEU)
Destroy
when
action is
completed.

(SPISS-CEU)
Destroy

when 5 yrs.
old.

op
Destroy
when S/0.

N/A

N/A

N/A

N/A

N/A WO

Destroy GRS-1-17a

when 1
yr. old.

N/A WA

6RS-1-28
y 7ovzy02~

Destroy
when S/0.



4100

4100-1

4100-1-1

4100-2

Atrao
H)sp-5

EMPLOYEE DEVELOPMENT, PERFOBMAﬁEE
AND UTILTZATION

Use for material of a
which pertains to
of employees t:;e gh training,”job

enrichment, Upward Mobilitys and
Executiveﬁpefglonnent Prodrams.

neral natur

FXLE by agency_ and subject.

Policy and Procedure ///
a. Record copy of policy an

procedure which is publish
DPM.

d material whic
documents the important aspects of
development of ghé' PM or other

Departmental djfectives.

NOTE : Seeﬁ-l for disposj
of record €opy of Departmeptal
directi n the DPM.

b. Use for backgrﬁy
t
D

s not published

chronological sgquence.

External or Non-Series In;tfz;tions

Reports
Use for materij

reports on.employee devel
training; evaluation,

FILE by agency subject.’

Destroy
when 3
yrs. old.

opP

Destroy
wh; no
1longer
eeded.

Destroy
when no
longer
needed.

estroy
when S/0.

OP & NFC
Destroy
when 3
yrs. old.

N/A  Destroy VWUU’

when 3
yrs. old.

GRS-16-1c
///['//07) /

GRS-16-1d

N/A  Destroy
when S/0.

N/A  Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

N/A  Destroy
when S/0.

’ 7%ﬁ3/2/;

N/A  Destroy
when 1
yr. old.

// Yy 0'0/ s



4100-3

4100-b

4110

4120

Ao/
dipo-P

Project Control opP

Use for memoranda, reports a ’6iher Destroy N/A
records doc:meﬁ%ing assigpménts, 1 yr.
progress completiop6f projects. after
the yr.
FILE;~Case file afphabetically by in which
title of project. the
project
is closed.
Orientation op
Use for material pertaining to the Destroy N/A
introduction of employees to new when S/0.
surroundings and/or new groups of
persons to enable the employee to
adjust to unfamiliar surroundings,
employment, or the like.
FILE by subject in chronological
sequence.
Training 0P
Correspondence, memorafida, agreements, estroy N/A
authorizations, rzpdfig, requirements ~~ when 5
reviews, plans, afnd objectives relating yrs. old
to the establ}sﬁ:ent and operat}pﬁxof or 5 yrs.
training coyrses and conferences. after
(Destroy bdckground and working completion
papers when 3 yrs. old (GRS-1-30b (2)). of a
P specific
FILE'by subject in chronological training
quence. program.

Training Records -~
a. Training Aids

(1) @he copy of each manual4 Bffer—to N/A
syllabus, textgook, and ot;gr training  NARS-—when-
aid-developed by the agency. S0+

1

Destroy
when no
longer
needed.

N/A

Destroy
when 1
yr. old.

Destroy
when S/0.

GRS-16-7

Z/7h¢v/@§

GRS-1-30b

(1)

! / V/av/oz

GRS-1-30a(1)

Jirofa)



b. General file of agency-sponsored
training.

(1) Correspondence, memoranda,
agreements, authorizations, reports,
requirement reviews, plans, and
objectives relating to the establish-
ment and operation of training, courses
and conferences.

(2) Background and workpapers.

c. Employee training

Correspondence, memoranda, rgports
and other records relating fo the
availability of training gHid employee
participation in training programs
sponsored by other govefnment agencies
or non-government insjitutions.

NOTE:
course completio

The record Of satisfactory
is kept in the QFF.

d. Course Anpbuncement F11es.

Reference fAle of pamphlets, //

notices, talogs and other records
which prgvide information-on courses
or progfams offered by government

or nop-government orgéﬂizations.

FILE by agency, coupse subject, or
phabetically as’ﬁpp]icab]e.

4120-2 Availability and Part1c1pat1on,/’
Use for material which pert

o availability of training
q‘{ 00 _2_2part1‘cipation.

Background and workx
Destroy when 3 y

(2)).

NOTE: Th
course

ecord of satisfac

Yy
pletion is kept ip/the OPF.

raining
program.
Destroy N/A
when 3
yrs. old.

Destroy” N/A
whenjfy

 is sooner.

Destroy
when S/0.

N/A

op

Destr
whep”5
ypS. or
hen S/0
whichever
is sooner.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old

GRS-1-30b(1)

GRS-1-30b(2)

GRS-1-30c

GRS-1-30d

GRS-1-30c

st/



Incentives and Awards

Use for material ip€luding recommend- Destroy
ations, approved - fominations, 2 yrs.
memoranda, coryéspondence, reports”and after

related handb oks pertaining t approval
agency—spcasbred cash and ngr<cash or dis-
awards s as incentive ag#ards, within approval.
grade me€rit increases, suggestions, approval.
and standing perfofmance.

FAAE: Case fileby subject.

length of service retirement and when 2

Letter of Commendation/Appreciation 1))
Use for copies of letlefs recognizizf////ﬁg;troy
letters of appreefation and commen yrs. old.

copies fil in OPF.

FILE

S
Service and Sick Leavé’i;ards op

Use for mater1a1 ﬁc]ud1ng eorre- Destroy
spondence m oranda reports, comput- when 1
ations of _sérvice and -§ick leave, and yr. old.
list of-dwardees.
F in OPF.

Departmental Awards

Department level awards higher
(Secretary's Awards, Pregsidential,
etc.)

a. Paper copies Destroy
after
micro-

filming.

Destroy
when no
longer
needed.

b. Microfilmed copies

FILE by subject ¥n chronological

quence.

N/A

N/A

N/A

N/A

N/A

N/A

Destroy
2 yrs.
after
approval
or dis-
approval.
approval.

GRS-1-12a(1)

VLIE

GRS-1-12¢

”/ ¥/ov /3 /

Destroy
when 2
yrs. old.

GRS-1-12b

’ 7/@/3/)

Destroy
when 1
yr. old.

N/A

G / Yoo /3

N/A

N/A



4130-4

H100-3-Y4

4140

H100- 4

External Awards op

External award$ and nominations from Destroy
when 2
yrs. old.

Performance Evaluations 0P & NFC

a. Non-SES appointees (as defined in

5 USC 4301(2).)

(1) Appraisé]s of unacceptable Destroy

performance, where a notice o

issued but not effected, a
related documents.

performance
from the
date of
written
advance
notice of
proposed
removal or
reduction
in grade
notice.

Destroy
upon
super-
session.

(2) Performance records superseded
through an administrati¥e, judicial,
or qugsi-judicial progedure.

(3) Performancelrelated records
rtaining to a former employee.

Destroy
when 3 yrs.
old or when
no longer
needed,
whichever
is sooner.

Destroy

3 yrs.
after
date of
appraisal.

(4) A1l other summary performance
appraisals records, including per-
formance appraisals and job elements
arid standards upon which they are
based.

N/A

N/A

N/A

N/A

N/A

Destroy
when 2
yrs. old.

Super-
visor's
File copy
only.

Destroy
after the
employee
completes
1 yr. of
accept
able
perform-
ance.

Destroy
upon
super-
session.

Destroy
when
employee
Teave
employ-
ment.

Destroy
3 yrs.
after
date of

appraisal.

G?SSI—IZa
2 .
11/4/0,0/3/1/

V100 /4

GRS-1-23a

GRS-1-23a(2)

GRS-1-23a(3)

GRS-1-23a(4)



b

USC 3132a(2).)

through an administrative), judicial, or

(5
FILE

. S

) Supporting documents.

in Employee's Performance File.

ES appointees (as defined

(1) Performance records superseded

quasi-judicial proceduré.

FILE in OPF.

(2) PerformapCe-related records

pertaining to a former SES appointee.

FILE in Employée's Performance File.

w:;gp
FYLE

11 other performance

s, along with job elements
ndards (job expectations) upon
they are based. '

in Employee's Performance File.

no longer
needed,

whichever
is sooner.

OP & NFC

Destroy
when S/0.

N/A

N/A

Disposition N/A

pending.

Destroy

5 yrs.
after
date of
appraisal,
exclusive
of any
interim
service
as a

Presidential

appointee.

N/A

Destroy
when 3
yrs. old.

Destroy
when S/0.

Destroy
when
employee
leaves
employ-
ment.

Destroy
5 yrs.
after
date of
apprai-
sal.

GRS-1-23a(5)

GRS-1-23b(1)

GRS-1-23b(2)

GRS-1-23b(3)



(4) Supporting documents

FILE in Employee's Performance Fil

c. sidential appointees.

LE in Employee's Performance File.

appraisal
or when

no longer
needed,
whichever
is sooner.

Disposition N/A
pending.

Destroy
5 yrs.
after
date of
apprai-
sal

or when
no
longer
needed,
whichT
ever is
needed.

Destroy
when
employee
leaves
employ-
ment.

GRS-1-23-b(4

GRS-1-23c



4200

4200-1

4200-1-1

4200-2

PERSONNEL RELATIONS AND“SERVICES”

Use for general matgrial which
pertains to grieyafices, complaints,
and appeals, ojifer thaqﬁﬁEb. Also
use for rehghkilitationfprograms
(e.g., for , for

FAE by subject.

Policy and Procedure
a. Record copy of policy 9ng
procedure which is published in the
DPM.

b. Use for backgr nd material which
documents the im rtant aspects of the

development of the DPM or ther
Departmental rect1vi;;//?
NOTE: See/3010-1 for disposition

of recorg’copy of Departmenta1
directix¥es not pub11shed in the DPM.

/
v
FILE by suggéct.

External or Non-Series Instptdctions”

or which originates
is not part of a
directive syst
and other m

existing jfstructions’

FILE origin, sgries number or in
chronological séquence.

Reports
Use for material pertains to

grievances and complaints
and appeals other than EO.

FILE by subject.

0P
Destroy
when 5

yrs. o1d.'

p
Destroy
when no
Tonger
needed.

Destroy
when no
longer
needed.

Destroy
when S/0.

OP & NFC
Destroy
when 3

yrs. old

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

" Aaos

GRS-16-1c
ey

Destroy
when S/0.

Destroy GRS-16-1b
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Jiali]

£25=5s01n
hew

Destroy
when 1
yr. old



4200-3

4r200-5

4210

4210-1

4200-2

4210-2
A0

F200-2-1

Project Control op

Use for memorandd, reports and Destroy N/A
records doc S, 1 yr. :
progress i projects. after
the yr.
FILE; i abetically by in which
i j the
project is
closed.
Grievance Procedures (SPISS-CEU)
Use for material which Destroy N/A
pertains to the necessary when
procedures to take when an S/0.

employee has grounds for complaint.
FILE in chronological sequence.

Grievances and Comp1a1nts

Use for material originatihg in the estroy N/A
review of grievance ang~/appeals

raised by agency empldyees, except
EEO complaints. Thése case files
include statements of witnesses
reports of in rviews and hearings,
examiner's

tions, a

and records relating
ation request.

LE by employeg” name.

after case
is closed.

a reconsider-

Adverse Actions and Appeals’

Use for case files and related estroy N/A
records created in reviéwing an
adverse action (disciplinary or non-
disciplinary removal, suspension,
leave without pay, reduction-in-force)
against an employee. the filg”in-
cludes a copy’of the proposed adverse
action with/supporting pa
statements” of witnesses;
reply; péér1ng noticesq reports and
decision; reversal of action; and
appeaf records, ExcCUDING letters of
repfimand.

after case
is closed.

ILE by employee name.

Destroy
when no
longer
needed

Destroy

‘when

S/0.

Destroy
1 yr. after
case is
closed.

Destroy
1 yr. after
case is
closed.

GRS-16-7
”/7&oﬁ/5/

GRS-1-31a

”/%'Zm)/,)\

GRS-1-31b
U/é@%ﬂ/%/?



Y200-3-1

4230

Labor-Management Reldtions

Use for material-pertaining Ao
the relationship between-the g
negotiatipg office and”employee unions

or othep”“groups.

FXLE by employee name.

Labor Arbitration”
Use for corpespondence, fo and

background-papers relating to
labor itratiiz;;uxﬁi
FE by agency-and employee name.

Special Activities and Programs

Use for material of a general nature
which pertains to the unique
activities and programs instituted
which do not fit in any other
category.

FILE by subject in chronological
sequence.

Employees Services
Use for material p
creating, plannj
and directin
and organi

aining %9/’
» coordipating

FYLE by subfect.
Housing Requests,///

Destroy
Z yrs.

opP
N/A

after

final

resolu- {®
tion of (C ¢\
case. %3{

op
Destroy
5 yrs.
after
final
resol u-
tion of
case.

(SPISS-CEU)
Destroy
when no
Tonger
needed

for
reference.

N/A

N/A

op
Destroy
when 3
yrs. old.

N/A

op
Destroy
when 1
yr. old.

N/A

Destroy
when S/0.

N/A

N/A

N/A

Destroy
when 1
yr. old.

CRSI/Qqaf
b/

&=
”/%97;1/3

GRS-1-29b

i//m/Z//

”/Vaw /4

GRS-1-26e

. /4/)



4230-3 Counseling Recofds
o) Use for reports of int

4200 4 2 analysess and rela
E by agen

iews,
records.

opP
Destroy
3 yrs.
after
termina-
tion of
counsel-
ing.

N/A

Destroy
1 yr.
after
termina-
tion of
counsel-
ing.

GRS-1-27a

WEELYIA



4300 EQUAL OPPORTUNITY

__ Use for material of
~ which pertains to

Regulations of

g 1972, pertin future 1eg1:fat1on,
Cinzil”ﬁl and agency £EQ0 Committee ings
— OPI« and recgqr

S s including mi tes and
CE b, repor /
EXLE in chrono]ogf€a1 sequence.
4300-1 Policy and Procedure
. ~ Record copy of policy and
procedure which is published
in the DPM.
4300-1-1

genera]ynature

nature which ori
or which origi
is not part
directive

P, OEO
Destroy
when 3
yrs. old
or when
S/0
which-
ever 1is
appli-
cable.

0P, OEO
Destroy
when no
longer
needed.

Destroy
when S/0.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old
or when
S/0
which-
ever is
appli-
cable.

Destroy
when S/0.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

GRS-1-26¢

"/ Y300

GRS-16-1c

”/ Y30/

GRS-16-1d

"/L/BOv/f/)


https://Yl..Q..L4

4300-2

4300-3

4310

4-300-2

4320

Reports

Use for material which pertains to

reports on equal opportunity.

FILE by agency and subject.

Project Contrgk’

Use for memofanda, repq
records ddcumenting
progres$ and comp

FIME: Case file a]pha§9t1ca11y by
itle of project.

Affirmative Actidn

Use for material which pertains to

Complaint Investigations

a. Use for official discrimination
complaint file with related corre-
spondence, reports, exhibits, with-
drawal notices, copies of decisions,
records of hearings and meetings, and
other records as described in 29 CFR
1613.222. Cases resolved within the
agency by EEOC, or by a U.S. Court.

FILE by employee name.

OP,NFC,OEQ
Destroy N/A
when 3

yrs. old.

Destroy N/A
1 yr.

after

the yr.

in which

the

project

is

closed.

Destroy N/A
5 yrs.

from date

of plan.

0P & OEO
Destroy N/A
4 yrs.

after
resolution

of case.

Destroy
when 1
yr. old.

Destroy
when no
longer
needed.

Destroy

5 yrs.
from date
of plan
or when
admini-
strative
purposes
have been
served,
which-
ever is
sooner.

Destroy
1 yr.
after
resolu-
tion of
case.

GRS-1-26d(2)

GRS-16-7

6/723cn9/t3

GRS-1-26h
300/

GRS-1-26a & t



4330

4340

4350

4360

b. Use for background material not
not filed in official complaint case
files. :

FILE by subject in chronological
sequence.

Compliance
Use for material pertaining to reviews,

background papers and correspondence
which relate to contractor employment
practices.

NOTES: For EEO Compliance reports,

see 4300-2.

FILE by origin in chronological
sequence.

Civil Rights Impact Statements

Use for material pertaining to OEO
responses to agency proposals (reorgan-
jzations, office relocations, budgets,
legislation, administrative regulations
and environmental impact statements)
that may have civil rights implications.

FILE by agency.

Equal Opportunity in Housing

Use for material related to the
implementation of a Department of
Housing and Urban Development/Depart-
ment of Agriculture Memorandum of
Understanding relating to the imple-
mentation of Title VIII of the Civil
Rights Act of 1968.

FILE in chronological sequence.

Qutreach - Public Notification

Use for correspondence with USDA
agencies related to administrative
requirements for public notification
and outreach activities to ensure
nondiscriminatory participation in
USDA programs.

FILE in chronological sequence.

Destroy
2 yrs.
after
final
resolu-
tion

of case.

OEO
Destroy
when 7
yrs. old.

0EO
Destroy
when 2
yrs. old.

OEO
Destroy
when 2
yrs. old.

OEO
Destroy
when 2
yrs. old.

N/A N/A GRS-1-26¢
When N/A GRS-1-26d(1)
3 yrs.

old.

N/A Destroy

when 1
yr. old.
N/A N/A VLQUIJ

N/A Destroy
when 1
yr. old.



4370

Data Collection and Evaluation

Use for material pertaining to data,
evaluation reports, and correspondence
related to administrative requirements
for the collection and evaluation of
minority group participation in USDA
programs.

FILE by agency and program.

OEO
Destroy
when 5

yrs. o]d..

N/A

Destroy
when 3
yrs. old.

hew”



4400

4400-1

4400-1-1

4400-2

SAFETY AND HEALTH

Use for matgria]

Policy and Procedure

a. Record copy of policy a

health of

olicy on

procedure which is publishgd in the

DPM,

b. Use for backgroynd material whjch
documents the important aspects of the

development of thé DPM o
Departmental directives.

NOTE: See 3010-1 for di

r other

sposition

of record gopy of Depart@eﬁtal
directivgS not published”in the DPM.

4
/

FI

hronological gequence.

y
External or Non-Serjgs’instructions

by origin, series number or in

Use for material of~a di

nature which origifnates outside” USDA
tes within USDA but
a formal Departmental
Includes comments
and othep/Mmaterial on proposed and

or which origi
is not part

directive s¥stem.

existi instructigg;f

FI
ronological gequence.

Reports
- Use for material which pertains to

safety and health.

rectiongt

FILE by agency and subject.

by origin, §ekies number or in

SHMD
Destroy
when S/0
or when
no longer
needed
for ref-
erence.

Destroy
when no
longer
needed.

Destroy
when S/0.

SHMD

Destroy
when 3
yrs. old.

N/A

N/A

N/A

N/A

Destroy
after

1 yr.
or on
dis-
contin-
uance,
which-
ever is
first.

Destroy
when S/0.

Destroy
after

the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

o0

GRS-16-1c¢
'7/790%y0

GRS-16-1d

0



4400-3
IV,

4 Hoo-¥

4410

4420

4430

Project Control

Program Management

Use for material pertaining to over-
all plans for safety and occupational
health, compliance with standards and
regulations; and the identification
and implementation of needed adjust-

ments in purchas1ng, storage, repair
and salvage operations to assure

inclusion of countermeasures for
accident related losses.

FILE by subject in chronological
sequence.

Education/Training

Use for material pertaining to the
determination of the training and
education resources needed to com-
pensate for accident related loss
potential and the establishment of
the various structures and procedures
for communicating information.
Included are programs for supervisory
and collateral duty safety and health
personnel .

FILE by subject in chronological

sequence.

Employee Services

Use for material pertaining to com-
pensation for human factors that
are known or suspected to have un-
desirable influcences upon safety
and occupational health efforts,
including the criteria for the
Employee Assistance Program and
Medical/Health Services Programs.

SHMD
Destroy

1 yr.
after the
yr. in
which the
project
is
closed.

SHMD
Destroy
when S/0
or when

no longer
needed for
reference.

SHMD
Destroy
when S/0
or when

no longer
needed for
reference.

SHMD
Destroy
when S/0
or. when

no longer
needed for

reference.

N/A Destroy GRS-16-7
when no
longer ”/7700/7
needed.

N/A Destroy
when no
Tonger
needed.

N/A Destroy
when no
lTonger
needed.

N/A N/A



4430-1

Huop-3

4430-2

dyop-2

4440

Also included are safety and
occupational health promotional
activities and the development and
periodic practice of facility

sel f-protection plans.

FILE by subject in chronological
sequence. »

Employee Health
Use for material pertgining to an
employee's medical story,
occupational injuries or diseases,
physical examinafions, and all
treatment recei¥ed in the healt
unit. Excludg’ pre-employment
physical examinations and djsability
retirement /and fitness fop/duty
examinatigns which are ffled in the

alphabetically
by/employee.

Accidents
Use for material taining to
injury compensation (relating to
on-the-job ipjlries); excluding
copies fil in the OPF.4nd copies
submitted”to the Labor” Department.
FILEDy agency/gnﬁ/gfphabetica1ly

employee. ~

Supervision

Use for material pertaining to the
establishment, assessment, regulation
and preservation of envirommental
conditions that minimize adverse
effects upon the safety and health
of employees. Included are
inspections, surveillance and
monitoring, guarding/isolation,
protective equipment programs, job
safety analysis, task analysis,
operational design, and
bio-mechanics.

FILE by subject in chronological
sequence. '

Destroy
6 yrs.
after
latest
entry.

0P & SHMD
Destroy
when 5
yrs. old.

SHMD
Destroy
when S/0
or when
longer no
needed for
reference.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when no
longer
needed.

GRS-1-21

;/79bv/<3

GRS-1-32

Yot



4450

Evaluation

Use for material pertaining to the

development and utilization of tech-
niques for measuring, reporting,
evaluating; and researching safety
and occupational health data. Also
procedures for determining the effect-
iveness of safety and occupational
health efforts on a continuing basis
utilizing accepted review and
revision techniques. Also includes
the Incident Reporting System,
Health Surveillance System, Annual
Program Evaluation System and other
data collection activities.

FILE by subject in chronological
sequence.

SHMD

Destroy N/A
when S/0

or when

no longer
needed for
reference.

Destroy
when no
longer

needed.



4600

4600-1

4600-1-1

4600-2

PERSONNEL SECURITY

Use for material a general nat
which pertains”to the administ
jon of the person

LE in chronological sequence.

Policy and Procedure

a. Record copy of policy ang////
procedure which is published”in the
DPM.,

b. Use for backgroyfd material whic

documents the important aspects ofthe

development of thé DPM or other
Departmental djfectives.

NOTE: See 3610-1 for disposftion
of record £opy of Departmental
directiyés not pub]isheg'in the DPM.

.»l/ .
FILE by origin, series number or in

ronological seqience.

External or Non-Series Ihstructions
Use for material of /airectfonalsﬁ//'
nature which origipdtes outside A
or which origingtés within USDA“but

is not part of/a formal Departmental
directive syStem. Includes’comments

. S .
by origin, sefies number or in
ronological séquence.

Reports
Use for material which pertains to
reports on personnel security.

FILE by agency and subject.

opP
Destroy
when 2

yrs. o]d._

Destroy
when no
longer

needed.

Destroy
when S/0.

op
Destroy
when 3
yrs. old.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when S/0.

Destroy
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

Destroy
when 1
yr. old.

GRS-18-22
“I Yoo

GRS-16-1c¢
"/’/ém// |

GRS-16-1d



4600-3

H-loo-H4

4610

dboo-2

4620

HGoo-3

Project Control

Use for memoranda, reports and eather
records documefiting assign S,

progress apd completion projects.

FILE; Case file.aTphabetically by
tle of project.

Security Clearance
Use for material pergdining to
investigations of pérsonnel employe

by or seeking employment from the
Government and gersons performi
work for the 4&gency under coptract.
Excludes copies of investigdtive

reports apd related papers furnished
to agengies by OPﬁ;////g

FILEZby agency apd alphabetically by
ployee.

Identification Cards, PasSes, Badges”

Use for material per
identification ca

Destroy N/A
1 yr.

after

the yr.

in which

the project

is closed.

ol
Destroy N/A
upon
notifi-
cation of
death or
not later
than 5

yrs. after
separation
or transfer
of employee
or not
later than
5 yrs.
after
contract
relation-
ship
expires,
whichever
is
applicable.

0P, PPMD,

& 0IG N/A
Destroy

3 months

after

return to
issuing

office.

Destroy

GRS-16-7
when no
Tonger ”/7000/9
needed.
N/A GRS-18-23a
///Z/ém/&
N/A GRS-11-4a

”/ %or)/j



LN

4620-1

4 oo-3-

Records of Identification Cardé//

Use for receipts,~indices, Aistings
and accountable records

FILE by~identific
gprono]ogical

ion number and/or
quence.

opP

Destroy N/A N/A
after

all

listed

cre-

dentials

are

accounted

for.

GRS-11-4b

[ 600/3))



5000

5000-1

5000-1-1

5000-2

PROCUREMENT MANAGEMENT PD-00

Use for material a general Destroy
nature which perfains to purchdse when 2 )
and maintenance/of equipmenis pub- yrs. old.

l1cat1ons, printing, reproduction,
services and/supplies fof internal
needs. Ingludes contpédcts, bidders,
purchase grders, FEDSTRIPS, and
requisitions and er material not

described elsewhere in this category.
ﬁ}kf/iy subjgft

PD-OQ////

Policy and Procedure

1/;hich Destroy
spects of the whén no

onger
, needed.

Use for background materi
documents the important
development of Departmefital policy
and procedure.

NOTE: See 3010-1for disposition
of record copy Departmental
directives.

by origin, series number or in
chronological sequence.

- Use for Contract, re

Destroy
when S/0.

External or Non-Seriengﬁ::;uctions
Use for material of a”directional A/////
nature which or;g}néigs outside USDA
or which originatés within USDA b

is not part of/a formal Departmental
directive system. Includes comments

and other{mﬁter1al on proposéd and
existing~“instructions.

FILEAY origin, serig number or in
chfonological sequence.

Routine P,6/urement F1Le§

respondence 4nd related papers

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

GRS-3-3

‘ /501)0’

GRS-16-1d

»“/sm//

fsomafy]

" [S000) 3



pertaining to bids, awards,
administration, receipt, inspection
and payment. (Cancelled or deleted
transactions are to be destroyed
when 1 yr. old.)

a. Transactions of more than

$10,000 and all construction
contracts exceeding $2,000.

b. Transactions of $10,000 or less

and construction contracts under
$2,000.

c. Copies of records descyibed above
used for administrative pdrposes.

d. Obligating Lopy.

NOTE: /Procurement files which
documént the initiation and develop-
ment/of transactions whigh deviate
frgm normal procurement /transactions

mySt be disposed of on/an individual
sis by submitting SF-115.

LE by subject ang/document number.

PD-00 &
NFC
Destroy
3 yrs.
after
final

payment.

Destroy
when

funds

are
obligated.

When

yrs.
old.
obligated.

Destroy
when

funds

are
obligated.

When Destroy

2 yrs. upon

old. receipt
of
goods
or
service.

N/A Destroy
when
funds
are
obli-

gated.

GRS-3-4a
(1) &b

GRS-3-4a
(2) &b

GRS-3-4c

GRS-3-4b



5000-3

Solicited and Unsolicited Bids and

Proposals

de.

b.

Successful bids and proposals.

Solicited and unsolicited

unsuccessful bids and proposals.

(1)

(2)

c.

(1)

When filed separately from
contract case files.

When filed with contract
case files.

Cancelled Solicitations

Formal solicitations of offers

to provide products or services
(e.g., Invitations for Bids,
Requests for Quotations) which
were cancelled prior to award of
a contract. The files include
presolicitation documentation on
the requirement, any offers which
were opened prior to the cancell-
ation, documentation on any govern-
ment action up to the time of
cancellation, and evidence of the
cancellation.

PP-00 &
NFC
Destroy N/A
with

related
contract

case files

(see 5000-2

of this
schedule).

Destroy N/A
when

related
contract

is com-

pleted.

Destroy N/A
with

related
contract

case files

(see 5000-2

of this
schedule).

Destroy 5 N/A
yrs. after

date of
cancellation.

Destroy

1 yr.
after
award of
contract.

Destroy
1 yr.
after
award of
contract.

N/A

Destroy
1 yr.
after
date of
cancel-
lation.

GRS-3-6a

GRS-3-6b(1)

GRS-3-6b(2)

GRS-3-6¢(1)



5000-4
Lo/

5000-3

5000-5
Lo/

5000-4

5000-6

5000-7

5000-5

5010

(2) Unopened bids

FILE by subject and document number.

Bidders List
Llist or card

f acceptable pidders.

lists.
alphabeticaly by bidder.

Tax Exemption Files
Use for %gx‘exempt1on certificates
ed

and rel papers.
E;zf/;;aFv.

Reports
Use for material pertaining to bids,

awards, inspections and payments.

FILE by bid number in chronological
sequence.

Project ControL///
Use for memorgrda, reports an

USDA Procurement Reporting System
Use for material pertaining to the
automated payment system within the
Department which dictates the use of
a standard Department wide procure-
ment identification system for the
purposes of reporting and control.

FILE by subject.

e 5020 for Depdrred, Suspended,

Return to
bidder.

PD-00
Destroy
when S/0.

Destroy
when 3
yrs. old.

PD-00
Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

PD-00
Destroy
when S/0.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Destroy

when S/0.

N/A

Destroy
when 1
yrs. old.

Destroy
when no
longer

needed.

N/A

GRS-3-6¢(2)

GRS-3-6d

“ fsovn 3

GRS-3-13

’Q[§vvzye/

GRS-16-7

349”7?/3/



5020

5030

5040

5050

Debarred, Suspended, and Ineligible

.Bidders PD-00 N/A
Use for lists of firms and individuals Destroy .
debarred or suspended, or declared when S/0.
ineligible for any cause.

FILE by contractor's name.

Sureties PD-00 N/A
Use for material pertaining to the Destroy
necessary requirements stipulated when S/0.

when a bid performance, payment bond,

or individual surety is required.

FILE in chronological sequence.

ADP PD-00 N/A
Use for material pertaining to the Destroy

actual procurement of all automatic when S/0.

data processing equipment commercially

available sotfware, maintenance services,
and related supplies by Federal agencies
and Government contractors as directed.

NOTE: See 3220 - for non-procurement

material related to acquisition of
ADP equipment and services.

FILE by assigned number in
chronological sequence.

Labor Standards PD-00 ‘N/A
Use for material pertaining to the Destroy
procedures for the maintenance of when S/0.

records retained by contractors
pursuant to specified contractural
clauses included in contracts and
subcontracts to satisfy certain
statutory and administrative
records review requirements of the
Government.

FILE in chronological sequence.

N/A

N/A

N/A

N/A



5060

5070

5080

5090

Departmental Blanket Purchase

Arrangements PD-00 N/A

Use for documentation of blanket Destroy
purchase arrangements, e.g., letters, when S/0.
purchase orders, or other documents

stating to vendor the person(s)

authorized to make individual

purchases, how purchases will be

placed, i.e., by telephone or

designated persons ordering and

pick up supplies from the vendor.

FILEAby vendor's names.

Consulting Services PD-00 N/A

Use for material pertaining to the Destroy
lists and costs of persons who are when S/0.
members of a particular profession

or possess a special skill and who

are not officers or employees of
the contractor.

FILE in chronological sequence.

Disputes
Use for material pertaining to

disputes arising relating to the
contractor. Included is a copy
of contractors claims to the
Procurement Contracting Officer
and a copy of the Contracting
Officer's decision.

FILE in chronological sequence.

Socioeconomic Procurement

Use for material pertaining to
lists of individual(s) and or
firms that are both socially and
economically disadvantaged.

FILE by program title.

PD-00 N/A
Destroy
when S/0.

PD-00 & N/A
0SDBY

Destroy
when S/0.

N/A

N/A

N/A

N/A



5100

5100-1

5100-1-1

5100-2

REAL PROPERTY MANAGEMENT FM
Use for material a general
nature which pepfains to the

stroy
when 3

management and use of buildings yrs. old.
and land owrfed or leased by the
, including its prope
hiomical use and which
not fit elsewhere in
e
FILE by agency and }dcation.
Policy and Procedure FMD

Use for background material whic

documents the important aspec
development of Departmental

and procedure.

NOTE: See 3010-1 for,
of record copy of
directives.

y origin, serigs number or in
cronological sequéence.

External or Non-Series Insifuctions

Use for material of a djrectional roy

nature which origina outside USDA en S/0.
or which originates”within USDA but
is not part of ormal Departmenta
directive sysjg€m. Includes comme
and other erial on proposed
and exisgAng instructions.

FILEAy origin, series nysber or in

ronological sequen

Real Property Reports
Use for integ#ntra agency reports o

Destroy
when S/0.

seQuence.

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old. WAY iia

Destroy GRS-16-1d

after
the [//\(/W//
directive

is issued
or imme-
diately
when it
is known
that no

action
will be
taken,

Destroy

when S/0. "/S150/1/)

N/A GRS-4-3

;/;70q/}



5100-3
vy,
5106-4

5110

5111

Project Control

, reports an /dfher
enting assignpefits,
d completion projects.

Case fi]ef§¥phabetica11y by
itle of prqgec .

Acquisitions

Use for material of a general nature
pertaining to the operational

responsibility for acquiring only such

interests in real property as needed
to carry out programs in accordance
with applicable laws, policies and
procedures.

FILE by series number or alphabetically

by subject.

Purchase, Donations, Exchanges,

Transfers

Use for case files documenting

acquisition of land and related
improvements, including Departmental
approvals and inter/intra Department
transfers of real property. Inter-
Department transfers include formal
requests to GSA for transfer of
excess Federal real property.

FILE by location and property
identification/agency.

FMD

Destroy N/A
1 yr, :
after

the yr.

in which

the

project

is closed.

Destroy
when no
longer
needed.

FMD N/A N/A
Destroy
when S/0.

FMD N/A N/A
Retain
for 1 yr.
after
transfer
is com-
plete
and
official
title
records
are
trans-
ferred
to
holding
agency;
or until
property
is dis-
posed of.

GRS-16-7

VAS 19/ Y



5112

5112-1

5120

5130

5100-2

Leasing

Use for material supporting the
Department's authority to lease
real property.

FILE by series or alphabetically
by subject.

Direct Leasing

Use for case files documenting direct
leasing under GSA's delegated leasing
authority. Includes formal lease and
supporting documents.

FILE by location, property identi-
fication and agency.

Utilization

Use for material pertaining to the
utilization of government-owned land
(including excess land). Includes
utilization survey reports made by
USDA and GSA.

FILE by location, property identi-
fication and agency.

Disposition
Use for material which is

property sold, donated,
including, if pertine

plans, equi
specificatj

ent locations pla
ns, construction
otographs, inspe
building and equj

FMD
Destroy

when S/0.

FMD
Retain
until
lease

has been
cancelled

or expires.

FMD
Retain
until
land is
disposed
of.

FMD
Transfér
to ng
odian

compl e-
tion of
sale,
trade, or
donation
pro-
ceedings,
or ac-
ceptance
of
purchase
money
mortgage.

N/A

N/A

N/A

N/A

Destroy
when S/0.

N/A

N/A

Destroy
upon
disposi-
tion of
property.

GRS-4-7

j/gianyélz



5130-1

5loo-3

5140

5150

5160

Excess Real Property Reports

Use for excess property reports and

Historical Significance/Preservation

Use for material pertaining to the
criteria set forth in the National
Historic Preservation Act of 1966,
Executive Order 11593, and the
Advisory Council on Historic
Preservation Guideline (39 FR 3366,
1-25-74). Additionally, Departmental
policy on management, enhancement and
protection of cultural resources.

NOTE: Office of Environmental Quality
shall be consulted on questions
regarding historical significance of
property.

FILE alphabetically by subject.

Relocation Assistance

Use for supporting material used in
the implementation/management of the
uniform relocation assistance and
Real Property Acquisition Policies
Act of 1970 applicable to the dis-
placement and relocation of
individuals, families, businesses,
farms, etc., because of direct
federal and federally assisted
programs.

FILE by subject.

Use of Official Agency Symbols

Use for material pertaining to
posted official signs of a
prohibitory, regulatory, or
directory nature and such subjects
as use of Department seal; the

property
is dis-
posed of.

FMD
Dispose
of when
S/0.

FMD
Dispose
of when
S/0.

FMD
dispose
of when
S/0.

N/A

N/A

N/A

N/A

N/A GRS-4-3

'S0 /5

N/A

N/A

Destroy
of when
S/0.



Secretary's and Department's flag;
naming of Department facilities;

memorials, plaques, corner stones,
etc.

FILE by subject.



5200

5200-1

5200-1-1

5200-2

PERSONAL PROPERTY MANAGEMENT
Use for material of a geéneral nature estroy
which pertains to ngaéxpendable when 3
equipment, acquisifion, maintenan yrs. old.
and disposal. Personal propeg;
includes such”items as furnifdre and
office equipment.

FILE by subject and agency if

icable.
Policy and Procedure ,
Use for background materiaL/nﬁich Destroy
documents the important agpects of the  when” no
development of Departmental policy onger

and procedure. “needed.

NOTE: See 3010-1 for disposition //,
of record copy Departmental ‘
directives.

FJLE by origin, se ﬁgs number or in
chronological sequence.

External or Non-Series Iﬂ?i;uctions
Use for material of a.directional yz’, Destroy
nature which originates outside USDA’ when S/0.
or which originat€s within USDA but
is not part 2{7€;forma1 Departmental
directive system. Includes g6mments

/;ﬁgterial on proposed and

instructions.

and other
existin

FILE'by origin, sepies number or in
ronological ggﬁﬁence.

Personal PropertyAAdfguntability,ﬁ

Use for 1listings which provide a
means for

List/Index

ispose
of when
property< Includes master property updated.
print0uts, station 1j8tings, worki

ftal and appropridted funds

stings, etc.

File in chronotogical sequefice.

N/A Destroy
when 3
yrs. old.

N/A Destroy
after
the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

N/A Destroy
when S/0.

N/A Dispose
of when
updated.

[ 5200

GRS-16-1d

[ sa00/]

Jsseol|

”/5 300/



5200-3

5200-4
A0

5200-3

5200-5
g

S200-4

Excess Personal Propergg’ﬁecords
Files contain records“documenting
purchases and intrg/agency transfer
Printouts are gepérated from the
records.

NOTE: This/s a one time apfroval.
PPMD is setting up a managément
informagion system and the 7 yr.
period’will allow theabove

Reports

by subject, agency, and state.

Project ContrQJ//
Use for memgranda, reports az%/6€her
records documenting assighgg S,

progres “and comp]eti:g/gf projects.
FILE: Case file algh' etically by

itle of project.

Destroy N/A
when 7 :
yrs. old.

PPMD

Destroy N/A
when 3

yrs. old.

PPMD

Destroy N/A
1 yr.

after

the yr.

in which

the

project is
closed.

N/A

Destroy GRS-4-5

when 1 "/ - /
yr. old. //g(>fv/é?
Destroy GRS-16-7
when no )

longer /(§9ﬂ17{¢
needed.



5300

5300-1

5300-1-1

SUPPLY MANAGEMENT

neral nature Destroy N/A
pertaining to the requisitioning and when 2 i
procuring of expendable supp]ie;zaﬁa yrs. old.
equipment inclyding storage, ipspec-

tion, contro}4 and disposition of

stock which“does not fit e¥sewhere in

this category.

Use for material of a

FILE/Dby subject in ghronological

Policy and Procedure PPMD

Use for background matgpfgl which Destroy N/A
documents the important aspects of th when no
development of Deparffental policy longer

and procedure. needed.

NOTE: See 3010-,1 for dispositidn
of record copy/of Departmenta
directives.

FIVE by origin, séries number or in
ronological gequence.

External or Non-Series Instructions
Use for material of a difectional

nature which origina
or which originat ithi ut is
not part of a f

Destroy N/A
when S/0.

and other
existin

nstructions.

FILE“Dy origin, seri#s number or in
ronological seguence.

Destroy

when 1
yr. old.

Destroy
after
the

directive
is issued

or imme-
diately
when it
is known
that no
action

will be
taken.

Destroy
when S/0.

1$2007

GRS-16-1d

’C/liBov//]

sz



5300-2 Requisitions

Use for req
and equi

¥§itions of supplies

5300-3 Inventory Files

a. Inventory Lists

b. Inventory Cards

FILE by Federal stock number or
classification assigned to each

sy-()pl_y item.

PPMD |

STOCKROOM

copy :

Destrpy N/A  Destroy
2 yrp. when
aftér 6 months
completion old.

# cancel-
ation of
requisi-
tion.

PPMD
Destroy N/A  N/A
2 yrs.
rom date
//oflist.

PPMD .
Destroy N/A  N/A
2 yrs.
after
discon-
tinuance
of item

or 2 yrs.
after

stock
balance

is trans-
ferred to
new card
or record-
ed under

a new
classifica-
tion, or

2 yrs.
after
equipment
is removed
from
agency
control.

GRS-3-9a

§/§3w/ 2

GRS-3-10a

”/5’ 300 7[3

GRS-3-10b



5300-4

Ao/

5300-

5300-5

5300-b

5300-6

43¢0-7

5300-7

5300-4

5300-8

Stores Invoices

Use for invoices”Or equivalent
papers used fof stores acco

purposes.

ing

FILE invoice numbey”and/or
chronological sequence.

Stores Accpuﬁf}ng

Use for stores accountin
and reforts.

E in chronologi€al sequence.

Working Papeps

Reports

Use for wgrk papers used A4
accumul ating stores acgdunting data.

FILE in chronologifal sequence.

Use for reportsOf survey fi
and other papers used as
evidence for adjustment
inventory records, not dtherwise
covered in above catggories.

in chronologfcal sequence.

titie of proj

PPMD
Destroy
when 3

yrs. o]d.'

PPMD
Destroy
when 3
yrs. old.

PPMD
Destroy

when 2
yrs. old.

PPMD
Destroy

2 yrs.
after
date of
survey
action or
date of
posting
medium.

PPMD
Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Destroy

when no

longer
needed.

GRS-8-5
”/QC?OD/€7

GRS-3-10c

fsso

GRS-16-7

) s300/Y



5400

5400-1

5400-1-1

5400-2

FLEET MANAGEMENT

Use for materials/of a general ture
which pertains”to the authgority to

lease, purchdse or dispos€ of motor
vehicles

FILE Sy subject,
chfonological

ganization and

Policy and Procedure

Use for background mat
which documents the i

NOTE: See 301p-1 for disposition
of record copf¥ of Departmental
directives.

FIYE by origin, sepies number or in

Use for material of
nature which origi

FIE by agency, sysject and vendor.

PPMD
Destroy
when 2

yrs. old.»

" longer

needed.

Destroy
when S/0.

PPMD
Destroy
when 3
yrs. old.

N/A

N/A

N/A

N/A

GRS-10-1
1S Yo

Destroy
when 2
yrs. old.

Destroy GRS-16-1d
after
the ”/(§¥av/9

directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

”/5 707)///

Destroy
when 3

%%v 2
yrs. old.



5400-3

SHpo-H

5400-4

51400-5

5400-5

5400-(

5400-6

5400-3

Motor Vehicle Operations

Use for material pertaiping to
individual employees' Aperation of

government-owned veHicles, includin

drivers' tests, horizations tg//9
use, safe drivifg awards, and other

related corregpondence.

See”4620 for filing of
Permits.///,//n
alphabetically

y agency a
employee.

NOTE:
operato

Gasoline Sales

Use for materjel filed in subport of

fi:/i:fgipféard

y agency An chronological
quence. ,////

- Surveys, Inspgc;}ﬁns and Repbrts

Use for matgr

pertainipg to
results of i

, surveys
include

FILE by subject.

op

stroy 3 N/A
yrs. after
separation

of employee
or 3 yrs.
after re-
cision of
authoriza-
tion to
operate
government-
owned
vehicle,
whichever
is sooner.

opP

Destroy N/A
6 yrs.

after

case is

closed.

NFC

Destroy N/A
after

GAO

audit or

when 3

yrs. old
whichever

is - sooner.

PPMD & NFC

Destroy N/A

3 yrs.
after
date of

report.

N/A GRS-10-7

”/5“/00/1/

GRS-10-5

v

Destroy
6 yrs.
after
case is
closed.

GRS-6-~7

Destroy
”/5 w3/ 6

when 3
yrs. old.

Destroy
3 yrs.
after
date of
report.

”/5//01)/3



5400-7

Project Control

progress a

Destroy N/A
1 yr.

after

the yr.

in which

the

project

is closed.

Destroy
when no
longer
needed.

GRS-16-7

Isio)7



5500

5500-1

5500-1-1

ENERGY MANAGEMENT

0BP
Use for material of a gen fﬁT/gature §¢:;y
which pertains to act%pnﬁgtaken to when 3 :
conserve energy and mdnage fuel yrs. old.

resources which do€s not fit else-
where in this cafegory. Included
j6nship of energ o

¥on and maintenapce of

e facilities, jlities and
t, and associated projects.

agricul
equi
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