
 
 

   
 

 

SOME ITEMS SUPERSEDED OR OBSOLETE      NC1-463-82-03  Accurate as of 05/10/2026 

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 These items, unless subsequently superseded, may be used by 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. 

INACTIVE ITEMS. These items may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, describe non-records, or were 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 may be annotated on the 
schedule. 

(P) Permanent 
(T) Temporary 

ITEM STATUS WHY INACTIVE 
215 / a T (Active) 
215 / b T (Active) 
216 / a T (Active) 
216 / b T (Active) 
217 / a T (Inactive)  superseded by DAA-0463-2024-0005-0002 
217 / b T (Inactive) superseded by DAA-0463-2024-0005-0002 
217 / c P (Active)  superseded by DAA-0463-2024-0005-0002 
218 / a T (Inactive)  superseded by DAA-0463-2024-0005-0003 
218 / b T (Inactive)  superseded by DAA-0463-2024-0005-0003 
219 / a T (Inactive) superseded by DAA-0463-2024-0005-0001 
219 / b T (Inactive) superseded by DAA-0463-2024-0005-0001 
221 / a T (Active) 
221 / b T (Active) 
221 / c P (Active) 
222 / a T (Active) 
222 / b T (Active) 
223 / a T (Active) 
223 / b T (Active) 
247 / a T (Active) 
247 / b T (Active) 
248 / a P (Active) 
248 / b T (Active) 
248 / c T (Active) 



" -; REQUEST FOR RECORDS DISPOSITION AUTHORITY •LEAVE BUNK 
.. i. • ·(See· Instructions on reverse) JOB NO 

-------------------------1 NCl-463-82-3 
TO GENERAL SERVICES ADMINISTRATION, 
__N_AT_IO_N_A_L_A_RC_H_IV_E_S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E_,_W_AS_H_IN_G_TO_N_,_D_C_2_04_0_8__---t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) July 20, 1982 
USDA NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In ;;ccordance with the provisions o/ 44 US.C 3303a the disposal re 

__A_PH_I_S_______________________-1 quest. including amendments. is approved eiceot for it.ems that 1may 
3. MINOR SUBDIVISION be stamped "d1sposa! not approved" or "withdrawn" m column lO 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

436-8520Audrey Cheadle, Records Officer 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

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

D A Request for immediate disposal. 

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

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 9• 10. 
SAMPLE OR ACTION TAKEN(With Inclusive Dates or Retention Periods) 

JOB NO. 

Directives Management (PDM 4): 
These files are being microfilmed. The retention periods 
reflect disposition of paper copy after satisfactory 
microfilming. Also attached is a copy of the current 
category for comparison. 

Forms Management (PDM 9): 
These files are being microfilmed. The retention periods 
reflect disposition of paper copy after satisfactory 
microfilming. Also attached is a copy of the current 
category for comparison. 

Certification: 
This certifies that the records described on this form 
will be microfilmed in accordance with the standards set 
forth in 41 CFR 101-11. 506. ,. 1 . '--ll. ~ 
~ ~~ t'~ ·le,-- TM:- ,. -

.J -I/Cr/!. IOI- I/. $()7 v-- lo/-//, sor, 71..e_ ~ t-w -

~ ~~ /i.e ~ ~ 
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- --~~-~--·---~-------~-- ------~---1- - --

i RETE;--;TION-'----------~---
SL'BJFCT TYPE OF }~TERIAL TO BE f!LED 0 F FI CE OF PRIM.ARY ALL OTHER OFFICES 

RESPONSIBILITY 
i

' DIRECTIVE MANAGEMENT (General material other than historical ; (It em 21 Sa) (Item 215b)
;data relating to the development, main­ ' (SAME) (SAME)
I tenance and control of agency directive 
; system. 
j 

ioepartmental issuances. (Secretary's (!tern 216a) (I tern 216b) 
!memos and issuances released by other (SAME) (SAME) 
!Agencies of the Department.) File in 
I 3-ring binders in numerical sequence.
I 

PDN 4-1 Administrative l Record copy of case files relating to the: (Item 2 ]a) I> (Item 217b) ~J13I: 

Issuances i development and control of Agency adrninis~ ~ n Destroy when superseded 
: trative directives, other written policy,:, or obsolete. 
; and background material having preceden- ·G+~~~,:.;f~ts=--w!Tl'!'rr-H-
tial significance concerned with formal 
policy for Agency's formulation, organi- ; 
zation functior., procedure and operation., (Item 217c) 

i Includes revision to instruction or :~1icrofilm copy - PERMANENT:. 
'.historical material relating to clearancei Transfer to FARC when 10 
; interpretations, and clarification of • years old. Offer to NAR~ 
, instructions. when 15 years old. 

l::reS"ttO)l ot iginal IH¼f3et : • 

: C'OPY after ~iergfilffi ha&l 
bees revi~,0~ aAd fettHcl 

i-e,tHisfactory. I 

I 

• Agency instructional administrative (Item 218a) (Item 218b) 
• issuances having short-term effect and (SAHE) (SAME) 
, value. 

'i Checklists, announcements, indexes, (Item 219a) , ( I t em 21 9b) 
: bulletins, and notices not made part of a, (S~1E) (SAME) 
1 directive case file. 
) 
I 
; NOTE: File issuances in a 3-ring binder 
( or as otherwise directed by Agency 
I ins true tions. 

__J_____ 



-·------------------~--
SL1BJECT 

PDM 4-2 Program Issuances 

Res/ f'I>.11 'f/,)./ ~). IH 

1:ET::.i\TIO:-i---- -,---'-------------
TYPE OF ~L\TERIAL TO BE FILED ! OFFICE OF PRHI.AR.Y ALL OTHER OFFICES

I RESPONSIBILITY 

Record copy of case file relating to the 
development and control of program 
issuances and background material having 
precedential significance which shows 

! basic procedures for Agency regulatory
Iprograms. 

(Item 221b) 
Destroy when superseded 
or obsolete. 

(Item 221c) 
Microfilm copy -

I PERMANENT. Transfer to 
FARC when 10 years old. 

IProgram instructional issuances having 
lshort-term effect and value. 

Program notices, indexes, table of 
contents, and similar materials not part 
of an issuance case file. 

NOTE: File all issuances in a 3-ring 
binder or as otherwise directed by 
Agency instruction. 
i 
i 

Offer to NARS when 15 
years old. Be5troy 
originu1 p::tpcr copy ofte~ 

"fflierofilm lta:s bel!n 
re~iewed ard found 
satisfactory. 

(I tern 222a) 
(SAJ1E) 

(Item 222b) 
(SAME) 

(Item 223a) 
(SANE) 

(I tern 223b) 
(SANE) 

i
_[_____________ 



--------t·· ---~---------------
' SEIE~TlON 
t-------------- --------------

SUBJFCT rYPE OF MATERIAL TO BE FILED ' OFFICE OF PRIMARY ALL OTHER OFFICESI IRESPONSIBILITY 
,I I 

PDM 9 FOR}·tS MANAGEMENT ;Forms analysis, design, standardization ; (Item 247a) 
! control of use, number, and distribution.'. 
; In·cludes proposed forms, revisions, clear-: 
: ances, and related correspondence. l 
i 
I 

!Case files of forms, which should be 
J filed by appropriate program and/or form 
• number. Includes one copy of forms and 
material relating to its development and 
revision. 

f.• 

(SAi.'1E) 

Microfilm copy - Des troy 
5 years after declared 
obsolete. '1:f mie:rof;i,lmeel., 
cl-es troy original papet •

I 

copy after miQrgfilm has 
btiHlR :re,d:ewed and fom,d 
satisfactoty:-

j (Item 247b) 
: (SAME) : 

2 years old. 

i 
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