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I hereby certify that I am authorized to act for this agency m matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In this Request of ~ page(s) are ... now needed for the business of this 
agency or will not be needed after the retention periods specrfred. and that written concurrence from the General 
Accour tmq Office, If required under the provrsrons of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached 

A GAO	 concurrence D ISattached, or ,gJ ISunnecessary 
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(With InciuslIJe Dates or Retenhon Periods)	 JOB (NARSUSENO CITATION ONLY) 
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U~~Aliib:.liIiD· ASSISTANT S~ AITARV POR ADMiNISTRATION fILIIDI)I"OSITION PLAN 

DISPOSITION------~~----------------------------------~------------~~~~~----------------
Q.ASSI-

'ICATION DISCI"TION AND "LING INSTIUCTIONS Olltl& TO OTHII DIPOSITIONM... I.I DlllltOSITION 'Ale 0'''CI5 AUTHORITY 

(ll (2)	 (3\ (4) (5) 

Recurri ng reports and one-ti me
 
information requirement relating

to agency implementation, including


eports to the Congress of
 
tates, the Office of
 
nt and Budget, and the
 

Report ori ew Systems. Use 
a. Annual rep ts at Departmental OGC	 :;5

or	 agency lev • PERt1ANENT. N/A N/A GRS-14-. 
Offer to 
NARA 
with 
related 
agency
records 
approved 

control 

~~:;:::e ~ 
old,	 I ~ whi ch-
ever is 
sooner. 

b. Other r.eports.	 Destroy N/A N/A GRS-14-2 
when 2 

-' -- F-I-LEin-chronological sequence. -- yrs. olA~~ ~ ~ __ 

FORMIMD-18 (6/'~ 

C-133 
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UIDA!OIIM-IMO ASSISTANT SICIITAIY '01 ADMINISTRATIONfiLl/DISPOSITION PLAN 

DISPOSITION 

.. COlD O"ICICLASSI-
ICATION DISCltlftTION AND "LING INsnUCTIONS 0". TO OTHIR"...1.1 DISPOSITION ..... C O""CIS 

__J(~1)~~~	 ~(~Z~ ~~ __-1~(4~)-i~ (_:~ -t-----.{l~.....(:~~	 ..~--~~--~--------------~~----------------~--~~--~~~~----~----+-----~\
..... 
.~IIt:f'l _? __7 D.; ,:or" IIr+- /""n+-r,,1 FilQC: 

Files maintained for control purposes
in responding to requests, including
registers and similar records listing

e, naturp. of request, and name
 
and dress of requestor.
 

a.	 Regis rs or listings. Destroy N/A N/A GRS-14-28a 
5 yrs.
after 
date 
of 
last 
ent ry. 

b. Other files.	 Destroy N/A N/A GRS-14-28h 
5 yrs.


FILE in chronological sequence.
 

~~or 
final 

~~l~~~- ~ 
by 
courts,
which- ~ ever; s 
1 :o+-~ .. 

-, 

FORM IMD-18 (6/82) 

C-132 
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USDAlOIIIM-IMD ASSISTANT~_ ..IITAIY '01 ADMINISTIATION fILIIDI~POSITION PLAN • 
DISPOSITION 

CLASSI-
'ICATION : DISCII'TION AND "L.ING INSTIUCTIONS OPt.. TO OTHIR DISPOSITION 

DISPOSITION ,uc	 AUTHOIITYO'''CIS 

(1) (Z	 (J) (5) (I' 

3450~1-3 FOIA Reports -·F-iLlf@S"'; -, 
.Recurri ng 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 or
 
a gen cy 1eve 1 •
 

n.h,..	 .... ,.."',..... _.. 

FILE in c logical sequence. 

FORM IMD-18 (6, C-12~ 
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UyA/OIIM-IMD ASSISTANTSICIITAIY '01 ADMINISTRATION'ILIfDISPOSITION PLAN 

DISPOSITION 
I.COIID O"ICIQ.ASSI-

ICATION , DISCRIPTION AND PILING INSTIIUCTIONS TO OTHIR DISPOSITION".1'11	 0" &
DISPOSITION PARC O'''CIS AUTHORITY 

(n (2)	 (3) (~) (5) (6) 

. j"l+h" .. f'~'--	 Dpc;trov N/A N/A GRS-14-18b. v .~ 

5 yrs. 
FILE in onological sequence.	 after
 

final
 
action
 
by the
 
agency
 
or
 

1 

-~ cation 
~by 

courts, 
wl1ich-
ever 
is 

~ r.;1,.+0,. 

FORM IMD-18 (6/82)C-124 
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USDA/OIIM..,. ASSISTANT SICIITAI' fOI ADMINISTRATION fiLl/DISPOSITION PLAN 

DISPOSITION 
~--~••~C~~~D~O'~'~IC~.~~----------"------""CLASSI-

PlCATION . DISCRI'TION AND 'IL.ING INSTRUCTIONS 0'" TO OTHII DI5II0SITtON...... DISPOSITION'UC OPPICIS AUTHORITY 

(1) (2) (3) (4) ('1 

3010-1 Departmental Directives 
Use for directives originated
USDA. 

within 

a. Departmental Regulations (ORis)
and Departmental Manuals (OM IS) in the 
1000 and 9000 classification series. 

IMD 
PERMANENT. 
Offer to 

When 
5 

Destroy
when no 

GRS-16-1a 

All others can 
longer needed. 

be destroyed when no NARA in 
5 yr.
blocks 

yrs.
old. 

longer
needed. 

when 20 
yrs. old. 

~-

~ 
"'. ......... ,J 

any Departmental 
he Secretary. 

'" e ....,. ......+"' ..~ I e 

directives 
~mnr;:!nrtlJm 

signed by 
(SMls) and ECR 

PERMANENT. 
Offer to 
NARA in 
5 yr.
blocks ,
when 20 

NIA uestroy
when no 
longer
needed. 

NC1-lb-O'lo-1 

yrs. 01 d. 

NOTE: IMD has the record copy of a1 
published Departmental level directives with the exception of 
Secretary's Memos which are maintained 
by ECR, NFC Manuals which are 
maintained by NFC, and the DPM which 
is maintained by OPe For WORKING 
PAPERS and BACKGROUND ~terial, see 
Policy and'Procedure under each 
category. Fi le external or non-seri es 
instructions under the appropriatesubject and dispose of them when S/O. 

c. Departmental Uotice (DN's),
Administrative Regulations, and 
Internal Office Notices. 

IMD 
Destroy
when no 
longer
needed. 

~ 

~ 

NIA Destroy
when no 
longer
needed. 

~ 

' 

GRS-16-1c 

~ 

FILE by series designator, and classi-
~~--+-~~~~~~.atton~od~~~~~~~·~l.~~.'---------~~---------r----+-------__~ 

<, 

FORM IMD-18 (6/8C-93 
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USDAlOIIM-IMD ASSISTANTSICIITARY '01 ADMINISTRATIONfiLl/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
PlCATION...... , DISC."TlON AND PILING INSTIUCTIONS 

•• COtlD 0' PIC. 

0" • TO
DISPOSITION 'ARC 

OTHII 
OPPICIS 

DISPOSITION 
AUTHORITY 

~ 
(Q (2) 

O;~"~:;:~:;~:~M:fa general nature 
which pertains to the overall paper-
work management program. 

~~~r!~bject in chronological 

(I) 

TMn 
Destroy
when 3 
yrs. 01 d. 

(A) 

N/A 

(5) 

Destroy
when 1 
yr. old. 

(6) 

NCl-16-84-1 

3000-1 

3000-2 

S:::~d Survey ReQorts 
Use for for:~rep:orts of paperworkstudies and s veys performed to 
identify and cor .ct paperwork
prob 1ems; improve Pr-Qcedures,
oper'ating perforMance'''and
effectiveness, and aid lnanagement. 

FILE alphabetically by agenc nd 
subject. 

Project Control 
Use for memoranda, reports and other 
records documenting assignments, 
progress and completion of projects. 

FILE: Case file alphabetically by
title of project. 

IMD 
Destroy
when SlOe 

~estroy
l'Yjr.
after 
the y~.~in which 
the 
~roject
1S 

N/A 

N/A 

r~ 
I -. 

Destroy
when SlOe 

Destroy
when no 
longer
needed. 

NCl-16-84-1 

GRS-16-7 

3010 Directives Management
Use for material of a general nature 
which pertains to officially published 
instructions. regulations, and 
procedures which regulate and direct 
operations and performance. 

closed. 
H1D, ECR,
NFC/OFM
Destroy
when 3y rs • old. 

N/A 

~ 

Destroy
when 1 yr. old. 

NCl-16-84-1 
~ 

;'" 

FORM IMD-18 (61C-92 
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USDWOII ... IMD ASSISTANT sica ITAlY 'OR ADMINISTRATION 'ILl/DISPOSITION PLAN 

DI1'01lTIO .. 
'.C.,.D O"ICICLAIM. 

"CATION DISCIIPTION AND "I.INO INSTIUCTIONS 0" & TO OTHIII DISPOSITIONNUM.. I III'OIITION AUTHORITY'AIC O"ICIS 

rn (2) TJ) (4) (5) 

~.,n "' ..... ~~ .... 1'1 n+'"'~ .. n~ .. e e e- ... ~,, 

= Tor mat er-t aT pertai rnng to Oestroy N/A N/A NC1-16-84-1 
disaste rs prootrcee '::,natu re, e.g., when no 
flooding, fires, etc. longer

needed 
FILE by s~bject in chronological for -

\ -~"'1 
,....~... ,."'... ,.'" 

,
 
- _. - -

.
 

'ORM IMD-18 (6/8C-59 
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USD.t!OIItM-IMD ASSISTANT SICRITARY 'OR ADMINISTRATION PILI/DISPOSITION PLAN 

DISPOSITION 

C1.aSII-
'ICATION DISC."TION AND 'I~I"GINST.UCTIONS 0111&	 TO DIWOSITIONOTM"NUM".	 11I1I001TIo.. 'Ale OlllllCIS AUTHORITY 

(1)	 (4) (~ (t) 

1800-2	 Reports OGPA 
Use for emergency preparedness and PERMANENT. N/A Destroy GRS-18-30 
contingency planning reports. Cut off when 3 

when yrs. old. 
File by agency in chronological re 1ated 

sequence.	 plan or
 
directi ve
 
becomes
 
5/0.

Offer to 
NARA when 
15 yrs.
old in 10 
yrs.
blocks. 

, 10nn_':I 

Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7 
records documenting assignments, 1 yr. when no 

rogress and completion of projects. after· the longer
yr. in needed. 

FILE: se file alphabetically by which the 
title of oject.	 project


is
 
closed.
 

1810	 EMergency Procedures and nning
(Crisis ~anagement) ~ OGPA N/A N/A NCl-16-84-

Use for material pertaining to Destroy
evacuation, relocation, and continui ~when 5/0.
of operation, personnel assignments
and related procedures. 

FILE in chronological sequence.	 ~ 

1820	 Civil Defense Program ~ Use for material pertaining to civil Destroy N/A N/A NC1-1n-84-~
 
defense disasters that would affect when 5/0.

~11 employees and functions. ~
 

CTlC ;~ .... ,AA .1 ,' .. ,.,.	 I ~ 
':J -

'ORM IMD-18	 (6/EC-58 
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USOWOlIlM-llAD A~STANT SICIITAIY '01 ADMiNISTRATION PILI/DISPOSITION PLAN 

CLASSI-
'ICATION 
NUMI.1t 

(1) 

r' 1"7 CC 

1700-1 

1700-1-1 

DISCltl'TION AND "LING INSTltUCTIONS 

(2) 

-I-NlI-€-S+I GAT IONS AND Alln Tn 
use for material of a general nature 
pertaining to internal and external 
investigations or audits not covered 
elsewhere under this category. (For

rsonnel management audits and 
in stigations of specific agency 
emplo es, including desk audits, see 
4050-2; or IRM reviews, see 3150). 

FILE by orga zation in chronological 
sequence. 

Policy and Procedur 
Use for background mat ial which 
documents the important ects of the 
development of Departmental olicyand
procedure. 

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

FILE by origin, series number or in 
chronological sequence. 

External or Non-Series Instructions 
Use for Material of a directional 
nature which originates outside USDA 
or which originates within USDA but is 
not part of a formal Departmental 
di rect ive system. Includes corrments 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or in 

'.COIID 

0,. • 
D.. 'GlITION 

(~ 

Destroy
when 3 
yrs. old. 

Destroy

when no
 
longer

needed. 

~ 

Destroy
when 5/0. 

OIS'OSITIOIoi 
O"IC. 

TO OTHII DISPOSITION 
'AIC O"ICIS AUTHORITY 

(A) l'l (6) 

~/A	 Destroy NCl-16-84-1 
when 2 
yrs . old. 

--
N/A Destroy

after the 
di rective 
is issued 
or immed-
iately
when it 
is known 
that no 
act ion 
will be 
taken. 

GRS-16-1d 

~ 
I N/~ Destroy

~en 5/0. 
Ncl-16-84-1 

~ 

~----------------~-8·~~~r~o~R~oKl~oGg'~·G~a~l~seque'~-~~-----------1-----------t----t---------~r-----~ __
" 

FORM IMD-18 (6/1C-52 
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USDWQ.I.M.IMD ASSISTANT SICIITAIY POI ADMJNISTIATION PILI/DISPOSITION PLAN 

CLASII. 
"CATION 
NUM ... DISC."TION AND " .. INO INST.UCTIONS 

(ll (2) 

1100:..1-2'- ' Manua 1 of Protedures 

1700-2-1 

1:1nn.':t 

A published manual of the policies,
procedures, and instructions, . 
including governing computer matching 
projects of the Office of the 
Inspector General. 

a.	 Record copy of basic Manual and 
each revision. 

b.	 All other copies. 

Reports
Use for material pertaining to invest-
igative and audit reports. 

FILE by agency in chronological 
sequence. 

Inve stigat ive Rep o·rts 
Microfifmed reports (microfilmed 6 
mos. after case is closed) maintained 
to enable OIG to respond to Freedom of 
Information and Privacy Act requests. 

FILE by agency in chronological 
sequence. 

D,.n ;A"~ t"nnt.rn 1 

----~moranda, reports, and other 
records aO(;;UITri'·' assignments,

, progress and completion .Jf-~cts. 
. .-------~n 

FILE: Case file alphabetically I 
by title of project. 

0,.. 
DII'OIITION 

(3) 

OIr. 

PERMANENT. 
Cut off 
when 5/0.
Offer to 
NARA in 
10 yr.
block s 
when 10 
yrs. old. 

Destroy
when 5/0. 

Destroy
when 3 
yrs. old. 

OIG 
Destroy
when no 
longer
needed. 

/ 
Destroy
1 yr.
after the 

DISPOSITION 

TO 
'ARC 

OTHI/Il 
O'''CIS 

DIPOSITION 
AUTHORITY 

(6) 

N/A N/A GRS-2S-1a 

N/A 

N/A 

N/A 

N/A GRS-25-2c 

N/A N/A 
GRS-25-2b 

N/A Destroy
when no 
longer
needed. 

liRS-16-1 

which--vre-r---
project. ~~~ 
is
,.1,.. .. "",4	 

- r---------

C-53	 FORM ''''D-II (618: 

http:t"nnt.rn
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USDA/OI	 RM-IMO Ass.STANT seCIITARY '01 ADMINISTRATION "LIIDISPOSITION PLAN 

DISPCSITION 

CLasll- "COIID O"'CI 
'ICATIOH 
HUMIIR 

DISCRII'TION AND PILING INSTRUCTIONS 01'1 & 
DIlI'OIITION 

TO 
'AIC 

OTHII 
O"'CI5 

DISPOSITION 
AUTHORITY 

in chronological 

1010 'n'1zat1on 
Jse for material relating to 
organizational analysis and planning 
or changes in organization functions;
docu~nts relating to overall 
functions and miSSions; and copies of 
organizational and functional 
state~nts, manuals, ~nd charts. Also 
includes material pertaining to the 
number of positions and grade
levels/series required to perform
program ~issions. 

ILE alphabetically by major and minor 
subdi visions. 

FILE by subject. 

1012	 Or anization Plannin 
Use for material pertaining to the 
planning, analysis and development of 
approved organizational units. 

PERMANENT When Destroy GRS -16-13 
Offer	 to 5 when s/o. a&b 
NARA in yrs.
5 yrs. old. 
blocks 
when 20 
yrs. old. 

N/A	 Destroy NC1-16-84-1 
when SlOe 

FORM IMD-18	 (6/8C-3 
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USOAlOIRM-IMD ASSISTANT SICIITAIY '01 ADMINISTIATION "Ll/DISPOSITION PLAN 

(LAS ••
 
'ICATION
 DISC."TION AND IllLoING INSTRUCTIONS NUM ... 

(J)	 (2) 

~	 ~;;n;'~;,. to the ~~;~~:~npertaining
~ manpower needed to accomplish taSKS. 

~LE by subject. 

1020 ISt~~nts of Missions and Functions 
Use f material pertainlng to the 
mission and functions statements. 

FILE by subj t , 

1030	 Delegation of Au ori~ 
Use for material on delegations of 
authority to identifl positions or 
persons, and temporary 1imited 
delegations to positions persons. 

FILE chronologically by major d 
minor subdivisions. 

1040	 Committees and Boards 
Use for official material documenting
the accomplishment of official 
internal committees, boards, task 
forces, and work groups. 

FILE chronologically by subject. 

1041	 Committee Management
Use for material pertaining to the 
continued monitoring of committee 
act iviti es. 

FILE by committee title. 

'.COIII"ICI 

I,. .. TO
DII,.lTlo.. '''IC 

(J) (4) 

OP 
Destroy N/A
when 20 
yrs. o'l d, 

OP 
Destroy N/A
when 20 
yrs. 01 d. 

Destroy N/A
when 5/0. 

Destroy N/A
yrs.

af r 
term -
at;on 0 

cOfT1lT1ittee. 

Destroy ~ 
when 3 
yrs. old 
or when 
no longer
needed 
for ref-
er:'ence. 

DISPOSITION 

OTHII DISPOSITION
 
OPPICIS AUTHORITY
 

(5)	 (6) 

Destroy NL1-l0-1j~-1
when 5/0. 

NC1-16 -84-1 
Destroy
when 5/0. 

Destroy, ~1-16-87-1 
when 5/0. 

Destroy GRS-16-12a 
when 1 (2 ) 
yr. old. 

Destroy Nl-16-87-1 

~~~d 

I~~~~;K

erence. 

C-4	 FORM IMO-18 (6/82. 

http:n;'~;,.to

