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LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY JOB	 NO. 
(See Instructions on reverse) N1-16-87-1 

DATE RECEIVEDTO:	 GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 1986Nev. 2 

1. FROM (Alenc)! or establi&hment) NOTIFICATION TO AGENCY 

;:;-;-.;;":~~~T:-:i~:':;-'"""",,,""""'.lo<--'-'-'~~""'-"'''-'=''''''-'''-'='-''''-=-''''------------I	 In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not 

."...~~,*,~~~:;u-"""""'-""""'"""-""""""""""''''''''''~--------------I	 approved" or "withdrawn" in column 10. If no records 
are proposed for disposal, the signature of the Archivist is 
not required. 

5. TELEPHONE EXT. ARCHIVIST OF THE UNITED STATES \ 

447-9272 ~~~ 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 19' page(s)are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attached; or [i] is unnecessary. 

D. TITLE 

IJJ})A-~ ~~~ 
9. GRSOR 10. ACTION 

ITEM 
NO. 

8. DESCRIPTION OF ITEM 
(With Inclwive Date. or Retention Perio.u) 

SUPERSEDED 
JOB 

CITATION 

TAKEN 
(NARSUSE 

ONLY) 

The ASA File Plan and Disposition Schedule 
manual (ASAR 3040-1) is being revised to include 
records of the Board of Contract Appeals,
Administrative Law Judges/Hearing Clerks' Unit,
Budget Planning and Analysis, General Counsel,
Governmental and Public Affairs, Personnel 
(Office of the Director and Awards Unit), and 
Advocacy and Enterprise. Revised dispositions
and/or retention periods are requested for items 
indicated on the attached pages. 

STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 

115-108 
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1020 

1030 

1041 

FILE by subject. 

Statements of Missions and Functions 
Use for material pertaining to the 
missions and functions statements. 

Delegation of Authority 
Use for material on delegations of 
authority to identified positions or 
persons, and temporary or 1;mi ted 
delegations to positions or persons. 

FILE chronologically by major and 
minor subdivisions. 

Committee Management
Use for material pertaining to the 
continued ~nitor;ng of cOMmittee 
activities. 

FILE by committee title. 

Destroy
when 5/0. 

Destroy
when 3 
yrs. old 
or when 
no longer
needed 
for ref-
erence. 

N/A	 Destroy
when 5/0. 

N/A	 Destroy
when 5/0. 

N/A	 Destroy
when 1 
yr. 01 d. 

N/A	 Destroy
when 3 
yrs. old 
or when 
no longer
needed 
for ref-
erence. 

NCl-16-84-1 

NC 1-16 -84-1 

Nl-16-87-1 
::upI~ f'(/fc!

CiJ.J.Jf,tr rl1 es " 
Ne /- /(;,-?7-). 

#(p 
Net- U,-&y-I

~/o30 

GRS-16-12a 
(2 ) 

NI-16-87-1 

SlJper.se~er:1ci.J.J.1/Il'(' I ,.,eJ 

N CJ-11:r 7?-C 
JI:~ 

NC/-lfo-77-2. 
#',2l. 

Nt/~/ftr g'f- J
 
ItIDW
 

fORM IMD-II (6182) 



'UIDAlOI ..... 

1100-4 

1110 

1120 

1130 

AIIIIT
 

Project Cont 
Use for memoranda, and other 
records documenting a 
progress and completion 

FILE: Case file alphabetically
title of project. 

Management Policies and Procedures 
Use for material pertaini.ng to the 
policies and procedures developed by 
management to carry out the 
requirements of programs. 

Management Slstem Develo~ment 
Use for material pertaining to the 
deve Ioprent of management systems. 

FILE by subject. 

pertaining to the 
project operations are 

Management Studies and Anallses 
Use for intra/i nter agency management 
improvement studies and analyses. 
Also includes related analySiS and 
feeder reports. 

.....,.-.....
 
Destroy
when 3 
yrs. old. 

Destroy
1 yr.
after 
the yr.
in which 

he 

MIS 
Destroy
when no 
longer
needed 
for ref-

MIS,
OB&PA 
Destroy
when no 
longer
needed 
for ref-
erence. 

Destroy
when no 
longer
needed 
for ref-
erence. 

Des 
when no 
longer
needed 
for ref-

N/A	 Destroy
when 3 
yrs. old. 

N/A	 Destroy
when no 
longer
needed. 

N/A 

N/A	 Destroy
when no 
longer
needed. 

N/A	 Destroy
when no 
longer
needed. 

NC1-16-84-1
 

GRS-16-7 

NC 1-16-84-1 

N1-16-87-1 
5l1perserJ er/ 

tI.uJIJ"r/ ~ ; 
/JCJ-II:r'l-1-;' 

*~3 
NC-I-lb-8V- , 

~ 112.0 

NC1-16-84-1 

NCI-16-83-1
 
1100-2
 

'OIM IMD-l1 (6112) 

http:pertaini.ng


,. 

CLa;; .... TO • PIC . 
~~ o""'C..:...... '.HI".. - PAle" O,-'ieIJ 

FILE by subject and in chronological 
sequence. 

analysis of 
continuing acti 

FILE by subject. 

Destroy
when no 
longer
needed 
for ref-
erence. 

N/A 

N/A 

Destroy
when no 
longer
needed. 

Nl-16-87-1 

s~tf/-s~ed'fItvrl ~'.j ~ 

NC/-/lr?'l-;J. 
#O}S-

Net -/h -I 
#1 

NCl-16-84-1 

1140 Management Im~rovement Programs
Use for material pertaining to 
specific management improvement 
programs. 

FILE by subject. 

MIS,OBPAA
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A Destroy
when no 
longer
needed. 

Nl-16-87-1 
5U~rst:elecl
aufllVr/11u : 

Ner-li, -11~ 
tt.:;S-

Net --"-fC/-1
~ 

Destroy
when no 
longer
needed 
for ref-
erence. 

N/A Destroy
when no 
longer
needed. 

NC 1-16-84-1 

1140-2 Federal Field Structure 
Use for material pertaining to the 
deve loprent of governmental policy and 
procedures and the monitoring and 
coordination of programs relating to 
the housing together of activities 
which serve the same geographical 

NCl-16-84-1 

FORM IMD-II (6112) 
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of 

major and 

1200-1 
erial wh ich 

spects of the 
policy and 

NOTE: See 3010-1 for disposition
record copy of Departmental
di rect i ves. 

FILE by origin, series number or in 
chronological sequence. 

1200-1-1 
se or rna er 0 a rect ona 

nature which originates outside USDA 
or which originates within USDA but is 

ot part of a formal Depar tnant al 
di rect ive sy stern. Inc 1udes corme nt s 
and other material on proposed and 
existing instructions. 

FILE by ori gi n, seri es number or in 

1200-2 

subject. 

other 
records docu 
progress t1nd completion 0 
Includes weekly activity reports. 

FILE: Case file alphabetically by 

.....
...•.-
Destroy
when 3 
y rs , I) 1d. 

Destroy
when no 
longer
needed. 

Destroy
when S/O. 

Destroy
when 3 
yrs. old. 

Te.ale 

N/A 

N/A 

N/A 

Destroy
when no 
longer
needed. 

Destroy
after the 
di rect ive 
is issued 
or itmJe-
di ate 1y
when it 
is known 
that no 
acti on 
will be 
taken. 

Destroy
when 3 
yrs. old. 

, .
 

NC1-16-84-1
 

GRS-16-1d 

NC1-16-84-1 

N1-16-87-~ 
SLlJJe rse« cd au 'li!fly/l1es. :

N(/-'6-'1'1- 5" 
t:H/J,I"~ #'
-It- - '11-.2 

GRS-16-7 

FORM IMD-II (6112) 
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1220 

pe ng o the 
program goals and objectives set 
forth to accomplish a particular goa 1. 

FILE by position number. 

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

FILE by subject. 

Destroy
when no 
longer
needed 
for ref-
erence. 

Destroy
when no 
1onger
needed 
for ref-
erence. 

N/A 

N/A 

N/A 

N/A 

Nl-16-87-1~Ws: 
NCf·I(p-114~

Jr4=.L{
UCI-lftJ-7? -:2 

~/~n7
tJcl4/fD -1'1'/

'+- 1'l.10 

Nl-16-87-1 

~~~" 

IJCI-/~-71· ~ 
;;t I to;Jc, 

I1JCJ-lh-~ -, 
#:t:/).zC 

1240 

sequence. 

Program Impact Analtsis 
Use for material pertaining
impact of certain programs. 

FILE by subject in chronological 
sequence. 

and 
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A 

N/A 

N/A 

N/A 

NCl-16-84-1 

NCl-16-84-1 

1250 Program Decision Ststems 
Use for material pertaining to systems
developed to support decisions 
necessary to continue an effective 
program. 

Destroy
when no 
longer
needed 
for ref-

N/A NCl-16-84-1 

FORMIMD-l' (6182) 
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a... 
'ICAT ... D.... ,.. ...... _ ... ~ 
H ...... 

Of	 lJI" 
1260	 Legislative Proarams 'and Reports 

Use for materi al pertai ning to 
approved legislative programs. 
Includes comments and reports. 

NOTE: For proposed legislation, 
see 1300-2. 

FILE by subject in chronological 
sequence. 

"-~ 
.. I ....... T.,... :-. ~ 

c. I. ell rAJ 

Destroy N/A N/A N1-16-87-1 
when no S~longer oJjjJ,urlJt!J :needed 
for ref- IJCf~/Io~??'" 2 
erence. #=/1 

NGI ~IfD -pcj-t 
4=-1 ZlDO 

'ORM''''D-1' (6112) 



usow., .....	 ....• '" 
DISP.IITIOII 

a.... 
PICA'''' I•...,,.. .. , ...... ,..1TIUCTIIIet T• ........	 ......".".
 PAM 

", -&trp,~	 .-
1300-2	 Legislative-Proposals

Use for comments and other material on 
legislative proposals. 

NOTE: All Offices: Office 
responsible for preparing the material 
will retain the file 3 yrs. and 
destroy.	 Other offices wi 11 destroy
copies when 1 yr. old. 

FILE chronologically by House and 
Senate 

NOTE: Records m farm organizations 
and other	 groups a not included in 
this item since such 1n10ns are 
constantly referred to b the 
Oepart~nt in the formulati of 
agricultural prograJ11sand po li tes . 
For these	 records, see 1300. 

FILE by control number and name. 

1300-4	 Alphabetical Name File 
Use as a record and cross reference 
of signed incoJ11;n9and outgoing J11ail 
addressed to/by Secretary and his 
immediate staff. 

FILE alphabetically by geographical
location, addressee, title,
organization or agency. 

1300-5	 Reports
Use for material pertaining to 
external relations reports. 

(SEE N/A (SEE

NOTE) NOTE)
 

Destroy
after 5 
yrs. 

EeR 
PERMAN 
Offer to 
NARA in 5 
yr.
blocks 
when 20 
yrs. 010. 

Destroy
when 3 
yrs. old. 

N/A	 Destroy NC 1-16-84-1 
after 
1 yr. 

N/A NCl-16-84-1 

N/A	 Destroy
when 3 
yrs. old. 

FORM IMD-l' (61'2) 



USOAlOI ...,. 

se or mater al relating to agree-
~nts between USDA agencies; between 
USDA and other Federal, State and 
local agencies; and between USDA and 
nonfederal organizations or agencies
and foreign countries. These 
agreements relate to providing or 
obtaining various types of support 
services including administrative
facilities, payroll and similar
support on a onetime or continuing
basis; and on a reimbursable or 
nonreimbursable basis. Includes 
cooperative agreements, meMOranda of 
understanding, amendments, review 
comments, related correspondence, and 
s int lar docu III!nts, 
FILE alphabetically by agency or 

organization, geographical location,
addressee name, or title. 

chronological 

1321	 Senate Relations 
Use for nateri~l pertain 0 
relations with Senate I'1embers 
their staff. 

FILE by subject in chronological 
sequence. 

1322	 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 

Destroy
5 yrs.
after 
expi ra-
tion or 
cancell-
ation of 
agreement. 

Destroy
when 5 
y rs. old. 

Destroy
when 5 
yrs. old. 

Destroy
when 5 
yrs. old. 

N/A	 Destroy
2 yrs •..
after 
expi ra-
tion or 
cancell-
ation of 
agreement. 

N/A	 N/A 

N/A	 N/A 

NCl-16-87-1 
OGPA 

f.'lCl-16-78-2 

\#2-=~ 

J.JU-Ib-{L/--/ 
~/~14 

NC1-16-84-1 

NC1-16-84-1 

FORM IMD-18 (6182) 
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CL.... 
PICA' ........... ,.

'AIC 
01'llH 

O"ICII 
DlSPOSlnoM 
~.ITY 

number in chronological 

Destroy
when no 
longer
needed 
for ref-
erence. 

N/A MRMD 
Destroy
when no 
longer
needed 
for ref-
erence. 

NCl-16-84-1 

1430 

NOTE: For directives 
lists, see 3010-2. 

Includes 
nail ing 

MRMD 
Destroy
when S/O. 

N/A Destroy
when 
change
is com-
pleted. 

NCl-16-84-1 

1430-1 

FILE in chronological 

Congressional Inguiries and Orders
Use for Congressional inquiries and 
thei r acknowledgements regardi ng
publications of the Department. 
Includes requests SubMitted to GPO 
for congressional requests of a 
large quantity of publications. 

N/A N/A GRS-14-3 

1430-1-1 

FILE alphabetically, and by
requiSition number in chronological 
sequence. 

Individual Congressional Account Card 
Unnumbered 8x5 cards used to record 
quota of Farmers Bulletins and other 
publications allotted to each 
Congressman, the number distributed 
and charge against their quota and the 
balance. 

OGPA 
Destroy
4 yrs. 
after 
each 
Congress
adjourns. 

N/A N/A NCl-16-78-2 
20 

FILE alphabetically in chronological 

1440 News Releases and Seeeches 
Use for copies of forMal informational 
releases and publications, press
conference transcripts, official 
speeches, and indexes thereto. 

OGPA 

'ORM IMD-l' (6112) 



USDA/O......	 '.DlSPOSITION 'LAN ,	 .. . AIIIIT.ClITAlY '01 ADMIMiSTIATION

Q.AIII-
, 

'ICATIOII....... DIICIIPTIM AMO'IL'. '''ITIUCTIOMI 

(Q (II 

1440-1	 Press Releases 
a.- Master set of all releases issued 
by the Department. The press releases 
also contain biographies of important 
individuals and all of the Secret~ry's 
speeches. 

FILE nuner+cal ly by press release 
number. 

Index to Press Releases 
b. 3x5 index cards. 

FILE alphabetically by subject, 
person, geographic location 
(country and state), or originating
bureau. 

1440-2	 S~eeches of Secretarl of Agriculture 
r1aster set of the Secretary 's 
speeches. 

NOTE: A duplicate set is given to 
each departing Secretary. 

FILE in chronological sequence. 

1 ...l::n	 o .A~ ~ ~RA T""l"",,; ~;I'\n~ 
Use r ur esnonsor-ec radi 0 orQ", , ... 

television news releases. 

FILE by subject in chronological 
"" <;'1 y<;	 ,'-.,.. 

.c.t"'1C1 
""........
 

e. 
UGJlA 
PERMANENT. 
Transfer 
to NARA 
in 5 yr.
blocks 
when the 
most 
recent 
records 
are 10 
yrs. 01 d. 

OGPA 
PERMANENT. 
Transfer 
to NARA 
in 5 yr.
blocks 
when the 
most 
recent 
records 
are 10 
yrs. 01 d. 

~kr to 
NARA when 
Secret ary 
leaves. 

Destroy
when no 
, Ut'!:I"" 

needed. 

DIIPOIITION 

TO 0,...1,'AIC O"IC • ~~rn 
-ur ,. (I) 

, 

When	 Destroy N1-16-87-1 
3	 when no :yrs. longer ~~fJi:flef
old. needed NCJ -I f,-7?-;1

for ref- #/4erence. NCI-lfo'7J- .z 
#3 

When	 N/A N1-16-87-1 
3	 5~se(Udyrs.	 diitJlVri "1old. N C)-I 1tJ-1e- .). 

rrs-

N/A	 Destroy N1-16-87-1 
when no 'bl¥Jf!!.s~dRr/longer
needed ciJaJJIY11t/ 
for ref- AJU ..../b-11- 2 
erence. I¢+ 

N/A	 N/A NCl-16-84-1 

'J 

-==--

'ORM IMD-II (6112) 



UI!)A/O .......
 

CLa..
'ICA'...........
 

, 
se a appearances by agency 

representatives and the prepared
material used when acting as public
liaison. 

FILE by subject. 

FILE by subject in chronological 
sequence. 

1480	 Photography
Use for black ~nd white and colored 
originals and negatives, color 
transparencies and slide photo-
graphy and slide sets or filmstrips. 

a. One copy of a slide set and a 
filmstrip, with the audio track and 
script for each, for those productions
released in both formats. Two copies
of a slide set or filMstrip, with the 
audio track and script for each copy,
for those released in only one format. 

FILE by ;nventory number. 

...a	 TO..NIIT_ 'Ale 

Destroy N/A N/A N1-16-87-1 
when no ~.!:RJildlonger
needed. olL1Jl«/~

Nt-I Alb -'17-
~/~ 

N/A N/A GRS-21-10 

OGPA 
PERMANENT. N/A N/A NCl-16-80-2 
Offer the la 
appropri -
ate cys.
of those 
released 
before 
1980 to 
NARA ifTITl-

ediately.
Offer the 
appropri -
ate cys.
of those 
released 
after 
1979 to 
NARA 
after 
release. 

FORM IMD-l' (6112) 
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, DI IPOIl1'. 
lie.. ......_..,,- TO 

'Ale 

f 

:nrll• MINIfTIOM 
AUTMOIITY 

(Q	 (JI 

1450-1	 Sound Record1ngs
Used to document, carryon, or promote
substantive agency activities, 
procedures, and programs consisting of 
the Master tape, matrix or stamper,
and one disc pressing for each MaSS-
produced multiple copy disc recording
and the original tape for each
magnetic audio tape recording. 

a. Historical progra~s in USDA radio 
series; remarks, interviews, and press 
conferences of USDA and government
officials; programs prepared for 
individual radio stations; and other 
miscellaneous programs which are more 
than 5 years old. 

FILE by subject, production or series 
title and thereunder chronologically. 

b. Programs in weekly series such as 
"Agriculture USDA" and "Consure r Ti me" 
frOM which a selection of 5 install-
ments from each series will be made 
annually by the Department. 

FILE by subject production or 
series title and thereunder 
chronologically. 

c. Other recorded items not included 
in a or h. 

FILE by subject, production or 
series title and thereunder 
chronologically. 

(a (41 (.
UGPA 

OGPA/£'f-rJ
PERMANENT. N/A N/A
Trans fer 
te tiARA	 . 
iR 5 y ... y~ I~ ct c ,",CJmulLJltnz,l~ 
~leeks oP- prod U t.J-ift1s "Oil= the an QI}IJLl. a1 hQsts. f. 
te'@At
~!colds 
ale 5 
yr!. a1&. 

OGPA/t,.rt
PERMANENT. N/A N/A 

.sHel ~ Tn. /)s~r 'fJ1r1y 
:. QC.~mu. ~ oP 
AlJ 1at ieftS ()I h) dll1 b~.s Iz> 

~ NARA	 N.'9-/lJ1- (fIJ an 
;:; §.-	 Q nnu« ~ 1o(J.l/~. >r 
OGPA 
Destroy N/A N/A
or erase 
and reuse 
when no 
longer
needed 
for 
admin-
istrati ve 
use. 

(6) 

NI-16-87-1 

s.~etl~ 
ciu.J:/lfY1 ht· 

Nr../~//p-1?- .!l 
#;J.la 

Nl-16-87-1 
~1~ei12d 
o.iL1it trt1 

NCI -Ib "1r-~ 
02 Fe.· 

FORM IMD- II (6112) 

http:OGPA/t,.rt


",~ . USDAI.oIIUI-l. 

DISPOIiTiON 

a.M.· 
"CATIONNUM". D.lCllftTlOll AMD'ILl'" INITIUCTIO ... 0'"

D.PaIITI. 
TO
PAiC 

OT"'.
O"ICII 

DIPOIITIOM
AUTHORITY 

(1) (2) (J) (~) (JJ 

b. Other copies Destroy
when 

N/A N/A NCI-16-80-2 
Ib 

FILE by inventory number. with-
drawn 
frOM 
distri-
bution. 

1480-1 Still Color Picture Files OGPA 
a. Color photography consisting of 
negatives, captioned prints, and 
captioned slides or other 
transparencies Maintained in the 
photographic library which are used 
document, carryon, or pronote
substantive ~gency activities, 
procedures, and programs. Record 
elements for color slides are an 

to 

PERMANENT. 
Break 
file 
every 5 
yrs. and 
offer to 
NARA 5 
yrs.
t.here-

N/A N/A GRS-21-7a 

s~:tl:tf%!s 
I\JC/-IIo-?9 -4 

lll)..b 

original
elements 
negative 

and 
for 
and 

one duplicate; record 
color photography are 
captioned print. 

the 
after, 
e.g.,
transfer 
1976 -

FILE numeri ca lly by subject 
photographic index guide). 

(USDA 1980 
records 
in 1990. 
All 
ea 1ier 
photo-
graphy
should be 
trans fer-
red to 
NARA il11!1-
ediately. 

b. Caption cards to color 
photography. 3x5 index cards 
containing control number and caption. 

OGPA 
PERMANENT. 
Break 
file 

N/A N/A GRS-21-7 

FILE alphabetically
photographic index 

by subject 
guide. 

(USDA every 5 
yrs. and 
offer to 
NARA 5 
yrs.
there-
after. 

FORM IMD-18 (6/82) 



DISPOSITION' 
CLAS .. 

,tCATIOM
NUM.llt 

DISC .... TIOIf ... PILI'" IMSTIIUCTIOMI' OTH ••. 
O'''CD 

DISPOSITIONAUTHO.," 
(1) UJ 

c. Color photography having limited 
administrative use or interest or not 
related to or needed to document 
substant ive agency act ivities, 
operations, or responsibilities. 

FILE by subject and thereunder 
numeri cally. 

OGPA 
Destroy
when no 
longer
needed 
for 
admi n-
istrat he 
use. 

N/A N/A 

(A) 

GRS-21-1 

1480-2 Still Picture Files 
a. Still photographs maintained to 
document, carryon, or promote
substantive agency activities, 
procedures, and programs consisting of 
the original negative and a captioned
print for each black and white image
includi ng photography beari ng the
following identifying designation: N,
BN, ON, PN, CEN, ST, ARS, (C&F), BAI,
A, C, BPI (G), ARS (M&A ), (TC), (r. I),
and State file (SCS). 

FILE alphabetically in nu~rical 
sequence. 

OGPA 
PERMANENT. 
Break 
individual 
fil es 
every 10 
yrs. and 
offer to 
NARA 10 
yrs.
there-
after,
e.g.
Transfer. 
1970-1979 
in 1989. 

N/A N/A NC1-16-78-2 
6ia..:l1a.sm 

b. Still photographs having limited 
administrative use or interest such as 
line copy negatives ~ade for 
publications, or not related to or 
necessary to docuMent substantive 
agency acti vities, operations, or 
responsibilities including photo-
graphy bearing the following
identifying designations: ARS-Home 
Economics; TX; ARS-VIS; OFAR-Charts 
and maps; and PMA (Numerical) and 
similar photography that lacks 
significance or longterm value. 

FILE alphabetically in numerical 
sequence. 

OGPA 
Destroy
when no 
1anger
needed 
for 
admin-
istrative 
use. 

N/A N/A 
NC1-16-78-22" 

FORM IMD-18 (6182) 



1480-3 

1480-4 

• USDA!OIIUll-lMD ASSISTANT".T .. ' '0. ADMIMlST.ATIOM'ILvi.OSlTIOM 'LAN 

CLAIII-
"CATION 
NUMIII 

(1) 

,II""
 

DISPOSITION 

TO OT"II DISPOSITION 

.----~------------------------,---------~~~~-----------
'A.C O'''CII AUTHOIITY 

(4) (IJ (I) 

N/A N/A Nl-16-87-1 

fIW CJJ1:1I,rJr/ hf 

N/A N/A Nl-16-87-1 

ruw OJ.Jlj,rr/~ 

N/A N/A Nl-16-87-1 

nWJ au.JiJ or;fy 

N IIIN III ~DC'Jl,)' 

-

DISCII'T1OM AND 'ILl" INITIUCTIONS 

(2) 

Slide Sets and Film Strips
a. Use for ~ slide sets and 
filmstrips issued to teach better farm 
and home practices and to disseMinate 
information about the programs of 
USDA. 

NOTE: Transfer to NARA one copy of a 
slide set and a filmstrip, with the 
audio track and script for productions
released in both formats; or two 
copies of a slide set or filmstrip,
with audio track and script for each 
copy, for those productions released 
in only one format. 

FILE alphabetically in nurer ice l 
sequence. 

h. Other copies. 

Photography Conversion and Storage
Use for material pertaining to the 
technologies used in converting and 
storing color images and photos to 
SOMe other medium. 

FILE by subject in chronological 
sequence. 

~., 
_~""_v "'-'-"-luse Ii-arial pertaining to agencyIv 

sponsored film or Vl u.... ,rnrdi ngs. v 

FILE by subject in chronological 
sequence. 

oPla 
O..... ITION 

OGPA 
PERMANENT. 
(See
Note)
Trans fer 
to NARA 
upon
release. 

Destroy
when 
with-
drawn 
from 
distri-
bution. 

OGPA 
Destroy
when no 
longer
needed 
for 
admi n-
istrat ive 
use. 

n ~ 
.... 'J 

1 yr.
after 
~l'Im-

pletion
of 
... u ';;I. 

fORM IMD-18 (6182) 
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(1)	 (21 

1490-1	 Motion Picture Production Files 
Files contain material pertaining to 
the production of films, video tapes,
including clearance signed by 
individuals for use of their 
narration, acting, and music rights;
scripts; and a copy of each release 
giving full exhibition rights of the 
film to the television industry. 

FILE by production number. 

1490-2	 Motion Picture Film or Video Ta~e 
Use to document, carryon, or promote
substantive agency activities, 
procedures, and programs. In the case 
of Motion Picture Film: caner-a 
original, optical sound track,
preprint elements, and a sound 
prOjection print. In case of video 
tape: Master, edit master, and dub 
for: 

a. Productions Made for distribution. 

FILE by production numoe r , 

b. Special subject productions for 
use within the Department. 

FILE by production nunbe r , 

IT..,..
-,"'. 
TO	 DISPOSITION0'"	 OT"III.HlfTl. 'ARC 0'" • AUTHOIITY 

(II (4) (51 (6'
OGPA/V&FD
PERMANENT. N/A N/A NCl-16-78-2 
Offer to 24 
NARA 
along
with the 
rot ion 
picture
product-
ions to 
which 
they
relate. 

OGPA/V&FD 

OGPA/V&FD
PERMANENT. N/A N/A NC 1-16-712 
Offer to 26a 
NARA when 
withdrawn 
from 
distri-
bution or 
when 5 
yrs. old. 

OGPA/VSoFD
PERMANENT. N/A N/A NC1-16-78-2 
Offer to 26b 
NARA when 
no longer
needed 
for 
admini-
strative 
use or 
when 5 
y rs. old. 

FORM IMD-18	 (6182) 



. USDA/OIU .. MD.
 
DI SPOltTtOIli 

CLASa. 
PICATION. DISClI'T_:", .'ILINGIN.TIUCTIONS oPia TO OTHIA.. DISPOSlT.ONNUMIII •• ,GIIT .. 'Aac O".C .... AUTHOI.TY 

(1) 

c. TV Film Newsfeatures 
Sound on film newsclips sent to 
commercial television stations from 
which a representative selection of 5 
newsfeatures will be made annually by
the Oepartrrent. 

FILE by production number. 

d. TV Public Service Announcements 
10 to 60 second spot announcements on 
agricultural subjects which have a 
general public interest focus from 
which a representative selection of 5 
announcements wi 11 be nade annually by
the Oepa rtrrent• 

FILE by production number. 

e. Additional duplicate prints or 
video dubs identified in 1490-2a, b,
and those ite~s not selected under 
1490-2c and d. 

FILE by production number , 

f. Other films or video tapes having
limited administrative use or interest 
such as productions whose subject
matter is transitory or not related to 
or needed to document substantive 
agency activities, operations, or 
responsibilities. 

FILE by production numbe r , 

JjJI'". a c cu-
f!l.J 1at ions 
of 
selected 
items to 
NARA 

-e-Ye I") 5 em 
~ ba 

OGPA/V&FO
PERMANENT. 
Offer 5 
yr. accu-
mulations 
of 
se lected 
items to 
NARA 
every 5 
yrs. 

OGPA 
Destroy
or erase 
when no 
longer
needed 
for 
adP1in-
ist rat ive 
use. 

OGPA/V&FD
Destroy
or erase 
when no 
longer
needed 
for 
adnin-
ist rat ive 
use. 

OGPA/R&TV NCl-16-78-2 
PERMANENT. N/A N/A 26c 
Offe!" 5 Trq ?sFer Yf!l4rly 

oJ tan q mu. 
IJ. 

N/A N/A NCl-16-78-2 . 
26d 

N/A N/A NCl-16-78-2
 
26e
 

N/A N/A NC 1-16 -78 -2 
26f 

FORM IMD-18 (6182) 

http:AUTHOI.TY
http:DISPOSlT.ON


. . 
CLAIII-

,tCATIOMMUM.,. TO 
'AIe 

OTK1LOPPIC 
DtlPOJlTtOM. 
AU'fttOItt1'Y 

-'1) (21 

g. Stock Motion Picture Film or Video 
Tapes
Unedited footage productions produced
for use in USDA consisting of original
negatives, work prints, and video 
masters. 

FILE by can and roll nuober , 

(II 

OGPA/V&FD
Offer to 
NARA 
Stock 
Film 
Library
(NNVS)
for 
evaluat-
ion. 
Accepted
footage
is main-
tained 
pending
archival 
appraisal;
rejected
footage
is 
destroyed
or 
erased. 

(4) 

N/A N/A 

('1 

GRS-21-27 

1490-3 Video Recordings
a. IJsed to document, carryon, or 
promote substantive agency activities,
procedures, and programs consisting of 
the original recording or the earliest 
generation of the recording. Included 
are productions in the following
seri es "A Better Way "; "Across the 
Fence"; and "Down to Earth" as well as 
other video programs. The Department
annually will make a representative
selection of 5 video productions. 

OGPA/R&TV
PERMANENT. 
Offer 
yearly
accumu la-
tions of 
product-
ions to 
NARA on 
an annual 
basis. 

N/A N/A NCl-16-78-2 
29a 

FILE chronologically by title. 

FORM IMD-l' (6182) 
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(1) (21 

b. Video recordings not selected 
under a. and other recording having 
limited administrative use or interest 
or recordings not related to 
substantive agency activities, 
operations, or responsibilities. 

FILE chronologically by title. 

(II 

OGPA 
Destroy
or erase 
and reuse 
when no 
longer
needed 
for 
admin-
istrat ive 
use. 

(4) 

N/A N/A 

1'1 (6) 

NC1-16-78-2 
29b 

NOTE: IF THE IT ,MS IN CATEGOI IES 
1440-1490 DOCUMEr TS THE MISSI( IN OF 
AGENCY, CONTACT IMD FOR DISPO~ ITION 

HE 

FORM IMD-18 (6/82) 



• • 

......,..... 
N/A N/A' GRS-25-5 

invest 
related corres 
show case numbers, names, and 
pertinent information helpful in 
identifying and locating records. 

1710	 Investigations OIG NCI-16-84-1 
Use for material pertaining to 
internal and external investigations
of known or alleged irregularities and 
violations of laws and regulations
relating to Departmental program or 
personnel. Files consist of the 
official record copy of the
investigation report, correspondence,
notes and attachments (signed
statements, copies of invoices, etc.) 
and work papers (including computer
printouts). 

NOTE: ALL OFFICES: 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.
 

a. Headquarters significant case PERMANENT. 6 See Note NI-16-87-1 
files which 1) gain national attention Offer to mos. ~seJl.QJJ..because of considerable Secretarial, NARA 10 afte CLU1:JJ ,yo, 11 : Congressional or public interest, and yrs. the NtI-/~-7q-12) are deemed to be significant for after case 
investigative or litigation case is is If/Q 
procedures. closed. clos 

ed. 

FILE alphabetically by headquarters---.l.~a

and regional designations

case numbers.
 

'ORMIMD-l' (6112) 



1720 

" 

(1) 

1 ~1 '" •• 

DISCII'T'IG;I!~ __ •• --. AND 'IL'''' .NSTIVCTIONSI.. • ._~ 

DlWOIiTIOM.e......1Ca-

OPt a TO OTHI"..... IT. PMe O'~. 1 .• 

~- (4[ '8 ,.. 
..... . - ;."':0' ,. _' ..I I'" , , 

""'...... '''' Use for correspondence, memoranda and 
elated material which are of an 

in igat he nature but not 
pertain to specific investigation 
case files. example of such 
material would be letter from an 

nT~ 

Head-
quarters
and 
Regi ons.
Destroy
when 5 

N/A N/A . 
lIt"' ., C _70."" 

2 
GRS-25-3a 

_1. 

individual that would so vague in 
nature that an investigati s not 
warranted; material received fr 
other offices for information purpos
only in which there are no 
investigations case files; and 
requests for investigation from~ 
agencies that would be handled 
administratively by the requesting
agency. 

yrs. 01 d. 

FILE alphabetically by headquarters
and regional designations and then 
... ,..,. .......... "d,....... 

Audits 
Files consisting of the official 
record copy of the audit report and 
related work papers (including
computer printouts), correspondence,
memoranda and exhibits. These records 

OIG ,OB&PA 

pertain to the review and appraisal 
the Department's programs and 
management operating procedures,
plans and policies, and also to 
Department-related activities with 
external enterprises such as 
associations, corporations, etc. 

of 

NOTE: ALL OFFICES: 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. 

fORM IMD-II (6112) 
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AIIIST 

a....
'ICA'"......." DIICII'TIOM AND , - '.. . 

,a 

:. ':J' 

'..... ~.,~:.. _..... 
r 

....... 

~ 

... 

lTauCTlONS 

II .: .~ 

.... 
..... 1T1OII .~." :.. 

fa 

nr'ft~ a ~1"1U" 
n~Il__ ..._.... 

~I.n. 0 '''' 

.,..~ 
-.r.Il~ ... 10._ 

: ..;: h 

.. 1,......... 

-TO'AIC." 

(.. 
II! 
'" 
~ ... 

,~ ... ,. 
+h,. 

-",..,. 
4 .. 

,.1",~ ..... 

r,_0_0' , 
(. 

ro ~ 
- .....'" ..,,,. 

I·" 

--
fa 

.. 

. 

~ I_ Headqua rters and Reg; ons - all 
IDE- files. 

FILE alphabetically by headquarters 
and regional designations and then 
case numbers. 

by 

Destroy
when 8 
yrs. old. 

N/A See Note GRS-25-4 

sU/'f!)~d
aidAfN1i1 

MC.I-t,,-14--1 
# 3a 

'ORM IMD-lI ("'12) 
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DISPOSlTIOIt 
CLAS_. 

'ICATION 
MUMI.I 

\ D.SCIIPTIOM A'" PILING INITIUCTIONI 

••e••• 
0,.,

DII ... mOlt 

PIC.·· 

TO 
'ARC 

OTH •• 
O"ICII 

DISPOSITION 
AUTHOIITY 

(I) 

2000 
(21 

BUDGET DEVELOPMENT, PRESENTATION 
AND EXECUTIoN 

Use for ~aterial of a general nature 
which pertains to the preparation,
development, review, adjustment, 
submission, and approval of the 
budget. Includes reports, schedules 
charts, estimates, and related 
documents which do not fit elsewhere 
in this category. 

(I 

OB~PA 
Destroy
3 yrs. 
after 
close of 
FY 
covered 
by
budget. 

(~) 

N/A 

(5) 

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

(6) 

Nl-16-87-1 

~~s: 
NC/-IfJ,- ?1-J. 

tJ; 3,/0, I£/-

FILE by agency. 
,,,,,..,.. 1 

L.VVV - ... 

... ,. n 

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

NOTE: 3010-1 for disposition of 
record cop f Departmental 
di rect ives. 

FILE by origin, seri number or in 
chronological sequence. 

Destroy
when no 
longer
needed. 

N/A Destroy
after the 
di recti ve 
is issued 
or imme-
di ate ly
when it 
is known 
that no 
acti on 
wi 11 be 
taken. 

GRS-16-1d 

2000-1-1 Externa 1 or Non-Seri es I nst ructi~ 
lise for material of a directional """ 
nature whi ch ori ginates outs ide USDA 
or which originates within USDA but is 
not part of a formal Departmental
di rective system. Includes comrent s 
and other material on proposed and 

Destroy
~en s/o. 

~ 

N/A Destroy
when SlOe 

NCl-16-84-1 

:;~:t::go:~:::~c:::;:: number or in 
chronological sequence. 

~ 
i ~ 

2000-2 Reports
Use for material pertaining to budget
development, presentation and 
execution reports. 

Destroy
when 
3 yrs. 
old. 

N/A Destroy
when 
3 yrs. 
old. 

-" "r -.I " -

FORM IMD-18 (6/82) 



.~ , . 
CLAIse-

"CATION : D.SCItIPTIOII AlII PIL.... INSTlUCTIOII. 
, ........ 

(1)	 (2) 

vfnr memoranda,. reports, and other 
records assignments,aOI.UlT 

progress and completlo "Pr-n lect s , 

FILE: Case file alphabetically by
title of project. 

2010	 Budget Plann; ng
Use for material pertaining to budget
planning. 

NOTE: Working papers and background
material are to be destroyed 1 yr. 
after close of FY covered by the 
budget. (GRS-5-4) 

FILE by agency. 

2020	 Budget Development
Use for material pertaining to budget
estimates, justifications, and 
supplementary material such as 
explanatory notes, narratives, and 
program performance. Also includes 
previ ous supplementary or amended 
budget material. 

FILE by agency. 

DISPOSITfOII 
•• COIIO apPle. 

0'"	 TO OTHIR DISPOSITION 
DII'OImON PAle OP"CII AUTHORITY 

~	 l51 (.) 

Destroy N/A Destroy GRS-16-7 
1 yr.	 when no 
after the longer

_L-~.vr. in needed. 
whicr I..mrr~"""'~ 
project r--- r-----
; s	 t::::::::----
OB&PA 
Destroy N/A Destroy
10 yrs. 5 yrs.
after after 
close close of 
of FY FY 
covered covered 
by by
budget. budget. 

OB&PA 
PERMANENT. 
Break 
files 
annua 11y.
Transfer 
to NARA 
in 5 yr.
blocks 
when most 

When 
3 
yrs.
old. 

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

NI-16-87-1 

S~ 

(l/t..J-/b-11-l 
P'~ 

recent 
records 
are 20 
yrs. old. 

FORM IMD-18 (6182) 



USOWOI ........
 

eLas_. 
"CATIONMUM •• I 

I DISClIPTION AND PlLIMO IMlTauCTIONS 0"1 
DIIPOIITIOM 

DISPOSITION: 

TO 
'.IC 

OTHII.
OPPICII 

DISPOSITIOM 
AUTHOIITY 

(1) (2) (It (4) (5) (6) 

2030 Budget Present~tion 
Use for copies of the 
or revised) submitted 
approval. 

budget (original 
to Congress for 

NC1-16-84-1 

FILE in chronological sequence. 

a. One record copy of the budget
submitted to Congress for approval. 

PERMANENT. 
Transfer 
to NARA 
in 5 yr. 
blocks 
when most 
recent 
records 
are 20 
yrs. old. 

When 
3 
yrs.
old. 

N/A N1-16-87-1 

~5ed1Jl
duJilflri'f6 . 

NC./-/~-1?-;).
Ft-Cf 

tiLl ~/h-8<1-/ 
If 2-tJ:l() 

2040 

b. All other copies. 

Budget Execution 
Use for material pertaining to 
approved bud~et implementation and 
maintenance of financial controls over 
appropriated funds. Include 
apportionments, allocations,
allotments and workp1ans, obligations
and outlays, ceilings, requirelTP.nts,
reimbursements, and nonappropriated
funds. 

Destroy
when no 
longer
needed 
for 
reference. 

OB&PA 
Destroy
10 yrs. 
after 
close of 
FY 
covered 
by
budget. 

N/A 

N/A 

Destroy
when no 
longer
needed 
for 
reference. 

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

Nl-16-87-1 

~ 
aiJ1/)or I I-tu', 

NCI'/f>-11-)..
#9 

fl/u;I"-f </-/020-30 
NI-16-87-1 

() Cj)f)5UJp cL 
CiJJ:J:jJ(;Y / f7tJ 

NU-{(;- 77-.). 
}d:./J 

Nc.t -/6-Plf-/ 
'Q.- ;2(J Sf 0 

NOTE: Include here financial data 
~ if it is directly budget 
supportive. Use 2100 for regular
accounting documentation. 

FI LE by agency. 

FORM IMD-18 (6/82) 



ASIIST.aICiITAlY '01 ,."DlSPOSITIONADMINISTIATION PLAM 

DISPOSITION 
•• COID.'ICI· a.as_. 

'ICATION D.scatPTIOM AND 'ILl'" INITIUCTIOMI OTH,. DISPOSITIONMUM ••I 
I 

O"ICIS AUTHOIITY 

,
Destroy
when 3 
Y rs. old. 

N/A Destroy
when 2 
y rs. old. 

NCl-16-84-1 
NC1-16-77-2 

2 & 17 

FILE by subject in chronological 

2100-1 Policl and Procedure 
Use fnr background material which 
documents the important aspects of the 
development of Depart~ntal policy and 
procedure. 

NOTE: See 3010-1 for disposition of 
record copy of Departmental
di rect i ves. 

FILE by origin, series number or in 
chronological sequence. 

OFM,OB&PA 
Destroy
when no 
longer
needed. 

N/A Destroy
after the 
di recti ve 
is issued 
or i mme---
di ately 
when it 
is known 
that no 
acti on 
wi 11 be 
taken. 

GRS-16-1d 
sup8?1l?f.l.Q d 
~P;/'Y:

N CI-/~-?7-;1. 
Ft-I 

2100-2 

FILE by ori gi n, seri es number 
chronological sequence. 

Financial Priorities 
Use for material pertaining to the 
status or activities of all financial 
priorities. 

FILE by agency in chronological 

OFM 
Destroy
when 3 
yrs. old. 

NC1-16-84-1 

FORM IMD-18 (6/82) 
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DI.OIITI_ 

Q.&III. 
'ICATIONMUM •• I 

\ DISClIPTIOII AND PlLIMO INSTRUCTIONS 

IICOIID apPIC.· 

OT"II
O,.. ICI. 

DISPOSITION
AUTHOIITY 

pertains to the Destroy
when 3 
yrs. 01 d. 

N/A Destroy
when 1 
yr. old. 

NC1-16-84-1 

2100-4 

2100-5 

FILE by agency
sequence. 

Systems Review and Analysis 
Use for material which pertains to 
indirect cost reviews and 
negotiations, Departmental financial 
nanagement studies, and assessments of 
Departmental and Agencies I reporting
needs. 

FILE by agency inch rono 1ogi ca 1 

Reports
Use for financial 
management/a~counting reports. 

FILE by agency and subject. 

FILE alphabetically by title of 
project. 

OFM 
Destroy
when 3 
yrs. 01 d. 

OB&PA 
Destroy
when 3 
yrs. old. 

Destroy
1 yr.
after 
the yr.

. h 

N/A 

N/A 

Destroy
when 3 
yrs. old. 

Destroy
when no 
longer
needed. 

NC1-16-84-1 

GRS-16-7 

FORM IMD-18 (6/82) 
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ASIIIT&ClITAlY '0. ADMIMiSTlAn_"IDlSPOSlTION PLAM 

CLAIII-
'ICATION \ DISCI.'TIOM AND 'IL.MO INSTauCTlONS
MUM••• 

(1) 
,. 

"..'-.....UUI I. 'Y JJ ~ .. "'" .... 
Use for ~teria1 pertaining to 
accounting systems approved by GAO; 

nagement advisory services for 
fin ial systems; monitoring system
deve10 nt processes and the 
coordinatl of accounting system
regulations. 

FILE by agency in ch ological
sequence. 

2110-1	 Financial Systems
Use for material which documents U 
wide accounting and reporting systems,
e.g., an Accounting Systems Library. 

FILE by agency in chronological 
sequence. 

2120	 Cash Management
Use for ~terial which pertains to the 
effect ive management of the 
Government's cash which encompasses
cash advances and cash helrl outside 
the cash account of the Treasury. 

FILE by agency in chronological 

2130	 Debt Management
Use for material which pertains to the 
effective management of ~mounts owed 
to the Government which includes 
analyzing the status of Government 
receivables in terMS of delinquencies,
age of delinquencies, write-offs, and 
expected future losses. 

FILE by agency in chronological 
sequence. 

DISPOSITION
 
.IC.D .'ICI"
 

OPIA	 TO OTHIR DISPOSITION 
DIIPGlITIOM 'Ale O,,.CII AUTHORIT·Y 

(" (4, (5J. (6) 

n...... 
OJ' 

Destroy N/A Destroy NCl-16-84-1
 
when 3 when 1
 
yrs. 01 d. yr. old.
 

OFM 
Destroy N/A	 Destroy NCl-16-84-1
 

when 1
 
yr. old.
 

~ r-. 
~~~troy N/A ~nv NCl-16-84-1
 
when 3
 I ~~;~~ 

yrs. old.	 yr. old. ~ 

OFM,OB&PA
Destroy N/A Destroy Nl-16-87-1 
when 3 when 1 5U(Jf(J,SR.d.Qd.y rs. old.	 yr. old. a:u.tII /)"J -lie~~ 

/JC/-IIJ -11-)..
r-t-;;l. 

Aia-I ~-fC/-/ 
#1/10 

FORM IMD-18 (6182) 

http:5U(Jf(J,SR.d.Qd


. USN{0I ...... 

DISPOSITION 
•• COID OPPIC (Las••

'ICATION I DISCIIPTIOM AND ,.I.INO INITIUCTION. 0,. a TO OTHII DISPOSITION. MUM •• I DIS"ITION p.le OPPICI. AUTHOIITY 

pertaining to	 Destroy N/A Destroy NCI-16-84-1 
when 3 when 1 
yrs. old. yr. old. 

FILE by agency

sequence.
 

p2150	 Revenues , 
Use for Material pertaining to Destroy NCI-16-84-1 
revenues. when 3 

y rs. old.
 
FILE by agency in chronological
 

2160	 Cost Distribution OFM,PDS,
Use for material pertaining to the OB&PA 
proration of DepartMental centralized Destroy N/A Destroy Nl-16-87-1 
expenses distributed to the agencies. 5 yrs. 5 yrs. 

after	 after ~~~ 
FILE by agency and subject.	 close of close of Nt I-/~ - '71- J-FY FY #;1

covered covered Nc..I-/~-'PlI-Iby by r:t c!)./ feD 
budget. budget. 

nature	 Destroy N/A Oestroy NCl-16-84-1 
3 yrs. 3 yrs. 
after after 
close of close of 
FY FY 
covered covered 
by by
budget. budget. 

2160-2	 Planning, Develoenent2 and Ae~roval 
Use for material pertaining to Working Destr Destroy NCl-16-84-1 
Capital Fund budget preparation, 5 yrs. 5 yrs. 
planning, and final approved budgets. after fter 

close of clo 
FILE by agency and suhject.	 FY FY 

covered covered 
by by 

FORM IMD-18 (6182) 



ASSlST&c..'AlY 'H ADMIMI"ItATIOM ,.IDls.osaTIOM PLAM 

DISPOSl' .... 
Q.ASSI. 

PlCATIO.. I DISCIIPTIOII AND'11.1'" l.. nRUCT .... 
, ........ OPII TO OTM,. DISPOSlTIO..
 

DDPGlITION 'Ale O,PlC •• AUTHOI.TY 

(Q 

2160-3 Financial Reviews 
Use for material pertaining to WCF 
fund reviews, sunmary reviews and 
individual cost centers reviews of a 
financial nature. 

FILE by agency and subject. 

OFM,OB.\PA
Destroy 5 
yrs.
after 
close of 
FY 
covered 
by
budget. 

1") 

N/A 

(5J 

Destroy 5 
yrs.
after 
close of 
FY 
covered 
by
budget. 

(I' 

N1-16-87-1 
~sedP)L0ltl:Jl o:I f1e.S 

N(J-~-?f~~a r-IS' 
fl/cl-lb-fll-1 

J:f:. ~ '~O-3 

Use for mater+al pertai ning to the 
distribution of central agency
billings (GSA, DOL) to Departmental

encies; FTS, SLUC, OWCP, etc. 

o. .,,.. n' ,~....,,,"-~,,,....~I'"'... '....' .. ~_"'-"'-'_.... ~v .._.._ 

FILE agency and subject. 

Dn~ 

Destr-oy 5 
yrs.
after 
close of 
FY 
covered 
by
budget. 

N/A Destroy 5 
yrs.
after 
close of 
FY 
covered 
by
budget. 

NC1-16-84-1 

2160-5 

2160-6 

Working Capital Fun ost 
Distributions ~ Use for materi al pertai nin to Worki ng 
Capital Fund cost center expe
distribution to user agencies of 
Printing Plant, and Copier Services, 
etc. . 

FILE by agency and subject. 

Department Centralized ReiMbursable 
Program Cost Distributions 

Use for material pertaining to Departmental centralized costs or 
expenses made through special 
reimbursable accounts which are 
prorated to the agencies, e.g., Office of Personnel training programs and 
Health Services. 

OFr~ 
Destroy 5 yrs.
after 
close of 
FY 

~eed d 

I ~~~g~ 

PDS 
Destroy 5 
yrs.after 
close of 
FY 
covered by
budget. 

~ 
I N~ Destroy 5 

~ 

Y e 

covered by
budget • 

N/A ' Destroy 5 
yrs.
after 
close of 
FY 
covered 
by
budget. 

~ 

NC1-16-84-1 

NC1-16-84-1 

... T I" 

FORM IMD-18 (6182) 

http:AUTHOI.TY


".~ ...~, 

, , 
DISPOSITION 

CLASSI- '.COU.PICI· 
,.CATION 

. 11... 1 
\ DISCI.'T ... AND PILI'" INITIUCTIONI 0'"DII'.ITION 

TO 
' •• C 

OT"II
O"ICII 

DISPaTiOMAU IITY 

Tlf (2) (J) (~ (JJ -r.-r 
2450 Grants OB&PA 

Use for material pertaining to the 
transfer of money or property to 
assist recipients to accomplish a 
public purpose authorized by statute, 
including all formula, project or 
other grants and cooperative
agreements, and cost sharing arrange·
ments not specifically described in 
the following categories. 

Destroy
5 yrs. 
after 
case file 
is 
closed. 

N/A N/A Nl-16-87-1r:t/J)SRf1 Q. d 
rrlfi~: 

NCI-(6.,,1·;1. 
#4 

FILE by agency. 

- ,., ,. , .. ~, nl:M 

~ ~ateria1 pertaining to 
indexes, It::~·~""c logs or other 
records relating to cent l.i1 ~ 

assigning numbers of identifying
projects, applications and grants. 

I:'TII:' I- ~~~"',."
~J .J -~ 

Destroy N/A N/A
when S/O. 
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... - ,
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 "V'''' V I Use for memoranda,' reports and other
 
rds documenting assignments,


progr nd completion of projects.
 

FILE: Case file abetically by 
title of project. 

Claims Against the U.S. 
Use for material pertaining to claims 
submitted by claimants against the 
U.S. 

FILE by agency, subject, and claimant. 

Debt Clai ms 
Use for material pertaining to claims 
by the United States. 

FILE by agency, subject, and claimant. 

LlUQ I;)Q" " ..,.." .. ;) "VIII..," use nat er'ial pertaining to dual 
cOlTlpensatio~. -FILE by subject. 

DIS,..,. .. ""
 
(J) 

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

~ Di spose 
of1yr.after 
finaldispos-
ition of ..........
 
PDS,
OB&PA 
Destroy
6 yrs.
and 3 
mos. 
after 
peri od
covered 
by
account. 

nne-

~
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'Aac 

(4) 

N/A 

N/A 

N/A 

OTMUoptt,cn 

Destroy
when no 
longer
needed. 
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~ e
 

flnal
dispos-
ition of 

Destroy
6 yrs.
and 3 
mos. 
after 
peri od
covered 
by
account. 

Dispose
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after 
final 
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ition or 
-...~ 
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"_1"." "_~Use for printed final reports 

containing the statistical, tabulation 
d an analysis of the findings of a 

st or survey including a narrati ve 
deser-t . on of methodology emp 1oyed. 

Destroy
when no 
longer
needed 
for 
reference. 

N/A N/A NC1-16-84-1 

3200-3 

FILE by subject 1 chronological
sequence. 

Project Control
Use for memoranda, reports and er 
records documenting aSSignments,
progress and completion of projects. 

FILE: Case file alphabetically by 
title or project. ~ 

Destroy
1 yr. 

~roject
1 S 

ctcsed; 

~ 
I........... 

N/A 

. 
~ 

. 

Destroy
when no 
longer
needed. 

GRS-16-7 

3210 Design and Development
IJse for material of a general nature 
related to applications design and 
deve 1opment • 

OIRM 
Destroywhen 3 
yrs. old 

N/A 
. ~ .~ 

Destroywhen SlOe 
~ 
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2 

....... UJ ~J~"CJII 1<1 .~. 

3210-1 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. 

FILE by agency and project name. 

OIRM 
Dispose
of when 
no longer
needed. 

N/A Dispose
of when 
no longer
needed. 

N1-16-87-1 
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Use for materlal pertatntnq to design, Di spose N/A Di spose NCl-16-84-4 
develop~nt, and operation of an of when when 

lication system including system no longer no 
ins uctions, user guides and manuals, needed. longer
input, tput, and report needed. 
specifica s, standard operating
procedures, b k diagrams, flow 
charts, coding in uctions, test 
plans, reference to copies
applicable software and erence 
materials, job instructions, nd 
similar or related files. 

FILE by agency and project name. 

ADP Test Files 
Use for material pertaining to the ~ N/A Df spose GRS-20, Part 
testing of ADP equipment and/or data of when ~ of when II, 2 
processing methods and procedures and no 1anger I· <, ~~~erto the trial application of existing needed. ~ or proposed data processing systems. 
Included are requests for tests, 
approvals or disapprovals, test 
reports, and communic~tions relating
to the test • 
.... .. 
r ~ .... IJ~ ;:'~;:'':'''' ' ... " .... ~ 

Resource Acquisition OIRM 
Use for material pertaining to Destroy N/A Destroy Nl-16-87-1 
planning and preparing for initial after 10 after sLtPrJ,sedPlLacquisition (including selection, yrs. 5 yrs. cu1.;tA r,,!ttJ : evaluation, procurement, and in- nr 
stallation)'of ADPE, office automation discon- NC1-llp-77-;l equipment, multiple equipment when tinuance,
part of a system, auxi lt ary equipment, whi ch- /:t ;;).I 
and attachments for existing ever is NG/-/~-?Cf-/equipment; and ADP software and first. 
services. Includes application ~ 7iClO 
studies, system specifications and 
reports of their review, manufac-
turer's proposals and evaluation 
thereof, documents relating to 

FORM IMD-l1 (6112) 



0. • ,., . ,
a.AI~ 

FlCAt'" 
H...... ~~JlTIOH~""y 

the 
Destroy
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r background m~terial which 
important aspects of 

of the DPM or other 

b. Us 
dccunent s 
the developme
Departmental di 

NOTE: See 3010-1 for 
record copy of Departmenta
not published in the DPM. 

FILE by ori gi n, seri es number or 
in chronological sequence. 

Destroy
when no 
longer
needed. 

N/A Destroy
after 
the 
di rect ive 
is issued 
or iMme-
diately
when it 
is known 
that no 
action 
wi 11 be 
taken. 

GRS-16-1d 

4000-1-1 
se or rna er 0 a ona 

nature which originates outside USDA 
or which originates within IISDA but 
is not part of a formal DepartMental
directive system. Includes coments 
and other material on proposed and 
existing instructions. 

FILE by ori gi n , seri es number or 

Destroy
when S/O. 

NC1-16-84-1 

4000-2 
or statistical reports relating

to USDA personnel programs and 
functions and manpower management and 
evaluation. 

FILE by agency and subject report. 

OP 
Destroy
when 2 
y rs , old. 

N/A Destroy
when 2 
y rs , old. 

GRS-1-1f;
5U.IJ/(/J.~ r.L~rrl+r 
fIlCl-lb-IJ7-S-

I~ "" /.,..2 

FILE: 
title 

Case file alphahptically
of project. 

by 

N/A Destroy
when no 
longer
needed. 
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when 1 
yr. old. 
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Paper copies 

Microfilmed copies 

Destroy
after 
micro-
filmi ng. 

Destroy
when no 
longer
needed. 

N/A 

N/A 

N/A 

N/A 

N/A 

Destroy
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yrs. old. 
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5060 Departmental Blanket Purchase 
Arrangements

Use for documentation of blanket 
purchase arrangements, e.g., letters,
purchase orders, or other documents 
stating to vendor the person(s)
authorized to make individual 

PO-DO 
Destroy
when S/O. 

N/A N/A 

purchases, how purchases will be 
placed, i.e., by telephone or 
deSignated persons ordering and pick
up supplies from the vendor. 

FILE by vendor's names. 

- .. ... . 
"U/l~U I I. Iy -''C', Y . I.e;, 

Use for material pertaining to the 
lists and costs of persons who are 

mbers of a particular profession or 
po ss a special skill and who are 
not 0 . ers or employees of the 
contractor. 

nn nn .. '"'' Oestroy
when S/O. 

., '.vt 
• I. .'1"1._- 1t:.- 0s, 1- -

FILE in chronolog 1 sequence. 

5080 Disputes
Use for Material pertaining t 
disputes arising relating to the 
contractor •. Included t s a copy of 
contractors claims to the Procurement 

PO-DO 
Destroy
when S/O. 

N/A N/A NCl-16-84-1 

Contracting
Contracting 

Officer and a copy
Officer's decision. 

of the 

~~ FILE in chronological sequence. 

5090 Socioeconomic Procurel'lent 
Use for materi a 1 pertai ni ng to 1ists 
of individual (s) and or firMS that 
are both socially and economically
di sadvantaged. 

PO-DO,
OAE 
Destroy
when SlOe 

N/A ~ NCl-16-84-1 
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