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(See Instructions on reverse)
 

so 1	 16 77 02 
TO: GENERAL SERVICES ADMINISTRATION, 

__ N_AT_IO_"_AL_AR_C_H_IV_ES_AN_D_RE_C_OR_D_S_S_E_RV_IC_E_, _W_AS_H_IN_G_TO_N_,_DC_2_O_40_8 __ --t DATE R 

4 FEB 1977 1. FROM OR ESTABLISH 

U.S. rtment of culture 
2.	 MAJOR SUBDIVISION

Off'! f M t d F· In accordance with the provrsions of 44 usc 3303a the disposal re __	 ----l___ ,_c_e_o a_n_a~.....:..--_n~.::...an.....:..--_':.-n:...:.a_n:...:.c...::..equest, Including amendments. IS approved except for Items that may 
3.	 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10. 

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

29 1977
 
Mary E. Mc 44 7-2370
 Dale 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

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 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. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

C.	 DATE E. TITLE 

2-1-77	 Chief, Records Management Section 
7. 8. DESCRIPTION OF ITEM 9. 10. 

ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 
JOB NO. 

Office	 of Management and Finance Schedule 

1.	 A~~nged~bY
 

subjectA- 1 'cu. ft. peryr.)r.:J
 

Files consisting of memoranda and correspondence relating
 

to accounting policies, procedures, standards, systems,
 

instructions, codes and related matters. The Operations
 

and Financial Management Divisions maintain the record
 

copy. 

a. Record Copy: Permanent. Offer to NARS when 25 years 

old. 

b. Reference Copies: Destroy when 2 years old or less. 

2.	 Accounting Files. 

STANDARD	 FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



REQUEST FOR AUTHORITY TO DISPOSE or RECORDS-Continuotion Sheet 

8 P! celli P r IO'l Of !IU,I 10 
IIfM NO (WllH IN(~lll"_lv' :lAlf'')cm HlIl.Ulk'-. rllJl( _~. ACTION TAKEN 'AMI'! FOP 

lOU NO 

Files consisting of memoranda, correspondence, reports,
 

and other records relating to agency cost centers,
 

allowances, disbursements, distribution of costs, imprest
 

fund, indebtedness, obligations, payrolling, and related
 

matters.
 

a. Record Copy: Destroy when 3 years o1d. 

b. Other Copies: Destroy when 2 years old or less. 

3.	 Appropriations Files.
 

Published and unpublished records relating to statutory
 

authority allowing agencies to incur obligations and to
 

make payments out of the Treasury for speci fied
 

purposes. These files consist of appropriation
 

histories, appropriation acts, and continuing resolutionsl
 

The Budget and Legislative and Financial Reporting
 

Divisions maintain the record copy.
 

Record Copy: Transfer to FARC when 10 years old. Destroy
 

when 15 years old.
 

Reference Copies. Destroy when 2 years old or less.
 

4.	 Grants-in-aid Files.
 

Fil es cons is t ing of memoranda, correspondence, and other
 

records relating to grants-in-aid.
 

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

01 d. 

----	._- -- ---. -- ._----- --
FOD.!' f:opir., induding o.riqinuJ ...to be aubJni1tctl 10 the Notional J\rc.hi.vf!a and Jt e coeds Se:tvice ero ,,>,1-0-711-917 



• .Iob No. Pag!' 3 
of 10 pagcs 

REQUEST FOR AUTHOHITY TO DISPOSE OF RECORDS-Continuation Sheet 

7	 9.n DlTlil Pllorl 01 IIlM 10 
IT[M NO (~VlnIINCLUSI\;I-l)AllSOn Hlnt~rlOrt fl~_Fl'-'-~\ SAMPl r Ofl ACTION TAKENJOH 1m 

5.	 Agents and Certifying Officers Authorization Files. 

Files consisting of memoranda and co~respondence 

relating to authorizations. 

Destroy 3 years after revocation of authorization. 

6.	 Delegations of Authority Files. 

Files consisting of memoranda and correspondence showing 

delegations of authority at the office level. 

Destroy when 10 years old. 

7.	 Treasury Department Disbursi ng Offi cers Fi1es. 

Files consisting of memoranda and correspondence re1ating 

to Treasury Department Disbursing Offi ces. 

Destroy when 3 years old. 

8.	 Accounting Irregularities Files. 

Files consisting of accounting authorization irregulariti s. 

Transfer to FARC when 5 years old. Destroy when 15 

years 01 d. 

9.	 ~R.S 5-JfL1JMl~~t~~ 
~ly Ii)' gl!ll.Jj~ct - 1/2 cu. ft. per yr.)
 

Files consisting of publications relating to
 

Agriculture Department budget estimates, justifications,
 

and Department allowances which have been consolidated
 

at the Department level. Budget and Ope rations Divisions
 

maintain the record copy.
 

a. Record Copy: Permanent. Offer to ilARSwhen 25
 

years old.
 
- ----- .._---- ------

Fo ... copir,,,	 inclnduty ol'iginuJ" to be .ubrniltpd to the National Archives and Record" Sel'vit.-c {.f'O .11».)....- ()- 711-917 



---------------

__ .T"I.No. _ 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 I r',CPtr'T ION 01 II! /~ 10.
 
SAMf'L[ Of<
ITEM NO (WI f H INelU'-,'jI (.t If r. OR HLri NII~N rr Plons'	 ACTION TAKEN

JOU NO 

- -------	 -- - - ---- ------------- -_._--
b. Reference copies: Destroy when 2 years old or less . 

10.	 .t}.gri D~P nt C~rrespondencecu] tu~r [tTn Budqe t	 (arranged ",,-.~4!AA~ 
t/tx;AfI~ i rFC r/. 't",~••Ir	 I« 

€f:.1rQ~Ql ~bjQctf\ - 1/2 cu. ft. per yr.)	 !Q~( 

Files consisting of correspondence and memoranda relating
 

to budget fo nnul ati on, pol icy and program gui dance, and
 

program and financial planning. The Budget and Operation
 

Divisions maintain the record copy.
 

a. Record Copy: Permanent. Offer to NARS when 25
 

years old.
 

b. Reference Copies: Destroy when 2 years old or less. 

11.	 Congressional Publications and other files relating to 

the Agriculture Department Budget. 

Publications include. copies of the President's budget, 

Explanatory Notes, House and Senate Hearings, House and 

Senate Notes, bills, resolutions, acts, Digest of 

Enacted Legislation, pending and proposed legislation, 

legislation program and related records. 

a. Record Copy: Destroy when 25 years old. 

b. Reference Copies: Destroy when 2 years 01 d or less. 

12.	 Ccmn ittaes and Meeti ngs Fil es. 

Files consisting of minutes and reports of committees, 

boards, commissions, councils, associations, and similar 

organized bodies relating to employee activities and 

other non-budgetary matters at the staff level. 

Fop.. cop1J;-.1 intJudlug o ..if.llnul, to be- sul,Un;'th·t! to the Nalionnl ATChivcs and Hccords Sel'vjc.:e GPO.19-.1 ~-o-711-917 



7 10 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO. 

13. 

14. 

15. 

B IlL"CIUPIION Of 11[1.1 
(WItil INCLU'dVi: l'A I L:-,OH HlI HU l()tJ 1'[ nlr)DS) 

. --

Destroy when 3 years 01 d. 

Claims Files. 

Files consisting of memoranda and correspondence 

relating to claims by the Federal government under the 

Federal Claims Collections Act. 

Transfer to FARC 3 years after settlement. Destroy 13 

years after settlement. 

Budget Obligations Files. 

Files consisting of orders, contracts, memoranda and 

correspondence relating to amounts of orders placed. 

contracts awarded, services received and similar 

transactions. The records include memos-assessments, 

obligation register, printing and reproduction, purchase 

orders, recurring obligations, request to bill and 

re1ated f iles whi ch become part of the Budget presentati 0 

and execution files. The Operations Division maintains 

the record copy. 

a. Record Copy: Destroy when 2 years old. 

b. Other Copies: 

Budget Execution Files. 

Files consisting of memoranda, correspondence and other 

records related to implementation of the approved budget 

plan and the maintenance of financial controls. The 

files consist of allotments, apportionments, rescissions 

I ,,111,1,; I: 01, I ACflotl TAKENJOB no 

I-------,-

~nd_ defe~!'..al_s'... outl ay __plans and5~pey:ati~.g_.buAg~.ts, _ 
FoUl' l:opic." including oliyinoJ, to be lIulnnitied to th~ Notional Archive:-. and Record .. Service '~I'O,1%3-0-711-917 

http:5~pey:ati~.g_.buAg~.ts


--- -- -- --

•	 .1,,1, N 'J. , , Pnge __ 6 _ 
of _lQ_ pngcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Cont.inuotion Sheet 

n lJE."ClW'fIOU or IfI.M 
IfP~ NO, (Willi INCLU:;IVI 1),\11', Of! Hu I N liON P!"RlOi,S) 

-- _. - _. - ~---'-'---- - ---reports, reimbursements, functional fransfer--an'o 

reimbursable agreements, financial statements, fund 

reviews and related records. The Budget and Operations 

Divisions maintain the record copy. 

a. Record Copy: Destroy when 3 years old. 

16. Program Structure Dictionary (arranged chronologically -
1/5 cu. ft. per yr.) 

USDA publication relating to operating goals of the 

Department including multi-year program planning, 

evaluation, budgeting and reporting of these goals. 

Record Copy: Permanent. Transfer to FARC when 3 years 

old. Offer to NARS when 15 years old. 

17. Finance and Credit Fi1es. 

Files consisting of memoranda, correspondence, contracts 

and other records relating to credit, collection, and 

finance including financial investigations, establishing 

credit standards in connection with sales, leases, and 

contracts; extension of credit and prosecution of 

collections; handling of securities received by the 

Department and related financial and credit functions. 

a. Loans--DESTROY when 3 years old. 

b. Taxation and Revenue--(l) for State Tax Cases to be 

settled in U.S. Courts, transfer to FARC 3 years after 

settlement. Destroy when 8 years old. (2) all others: 

Destroy when 3 years old. 

9 10,
:>AMI'I [Of{ Ael fON TAKEN JU!' NO 

.. --,--- ,--	 -. -, --------------
ro",," cop.c., inctudinSI or'qinuJ, to be .uhntilt~d to 'he National Archives and ltecords Service LoNJ 1%j--.-O-7tl-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

,JIlh:'-lo ~ PlIg(,_7 __ 

of __LQ __P!IKCS 

97. R 11(',( Illl'lll)!~ 0, III M	 10 
~AMrl r onITEM NO. Acnot. rAKENJOB tlO 

18.	 Speech Files 

cu. ft. per yr.) I 
Speeches given by the Director of the Office of Management 

and Finance and his principal assistants. Includes 

:~xt~::o::P~o::~ ::::~:::. ifO:::~ to NARSwhen15 years I 
01 d. 

b. Other Copies: Destroy when obsolete or superseded. 

19.	 Information Files. 

General infonnational activities of the office and its 

relations with the public including dissemination of 

infonnation through the use of publications, exhibits, 

gra~hics, film, recordings, press and radio releases. 

The Office of Communication maintains the record copy 

of all of the above. 

Reference Copies: Destroy when 6 years 01 d. 

20.	 Audit Reports (arranged chronologically - 1/8 cu. ft. 

per yr.) 

a. OMF Audits: Pennanen t. Offer to NARS when 3 years 

old. Reference Copies: Destroy when 2 years old. 

b. Other Audits: Destroy when 2 years old or less. 

21.	 Administrative Regulations. 

Office of Operations maintains record copy. 

Reference copies: Destroy when obsolete or superseded. 

rOG.l' C'opi.·." including ot'igincsl, to be suhrnitt~d 10 the Nulionol )\u:hi.vp.:J (:Iud Itecords S~ ...vice r.t"cJ '19Ij)'--(J-71'	 -917 



.I,,;) :\0. _•

-------------_ ..._--._------_._._-----

I 'II ,	 10 
! ~"wr'lrou ACTION TAKEN.I0iJ 1«;~~~~':~-·-I	 ~---- ._------i 

22.	 
I

I Committee r1anagement Fi1 es.
 

! Files consisting of memoranda, correspondence, minutes ,
 

I and other records relating to committee management.
 

Destroy 2 years after expiration of committee. The
 

Hanaqement Division maintains the record copy.
 

23.	 ~1anagement Information Systems.


I Files consisting of material relating to the development
 

I and accompl ishment of Management Information Systems,
 

1MBO targets and objectives of the agency. 

,DestrOY when 6 years old. ~~Phj?~ 
24. ~on C/!~rts.(~~~) 

11/12cu.f~
 

!Organization charts and related records.
 

a.	 Charts: (1) Record copy: Permanent. Offer to NARS
 

when 20 years old.
 

(2) Other copies: Destroy when 2 years 

old or when obsolete or superseded.
 

~. Other records: Destroy when 6 years old or sooner if
 

~o longer needed. AA..L~OAJ
 
25. ranagem~~nged	 ~ 

~y subject~- 1/8 cu. ft. -~-;r~~
 

i1es consisting of production studies, work measurement
 

laterial and review of their efFectiveness.
 

estray when 6 years 01 d.
 

(,f·: 1'1 './ll-fll] 



• • HI'\''''' II r,'l\" Ill'" r II i 
l'rl't:;ud1td l.v (J. 11I'la\ ~tr\II\'~ 1\1";llill,tr'~till[l	 }'III((' _~ _ 
{,;~:_\h"I' :, I',' IW. 

1 t:. ~l).!	 lif __ 10_ PIlV,l'~ 

Hr:Qm::ST rOH iiUTr-H m rrv 't'.) [)J~;f'Lr~I'OF' RECOHDS -Con!jrll<l~inn Sheet 

II 1'1 (I p' r ~ '/ I 'I !"'- 1U 
~A~H'l [OHITlM NO. :\'ldlIN~11 ,I !'A~t' ....lffll(r~d 'II! 1"Ii'd	 Ac.nON lAKENJOltr,:) 

_. - - _. ---.. - .- - -- ~-I--- ------
I 
I 
I26. Planning Files. i
! 
I

Files consisting of memoranda correspondence, reports, I
1 

studi es and othe r records relating to comprehens i ve I 
mission-oriented policies and program planning 

st t s for defi2C-(jJ Dgmment miss~~s,' ...29.als,_ ,_I..
:aj~ ~~, ~~-V~7/v7~«/J,V71~ 

J	 lffv~~ca~ of'agency or program where 

I	 necessary. These records may i ncl ude missi ons, non-USDA
 

agency planning, national planning, and research related
 

to various agri cultural programs such as forestry,
 

stamps ../ _ /J' .1 
: ~/;1Q1 ~~1a 

b. DESTROYwork material in.study files 3 years after
 

study has been completed.
 

c. DESTROYbackground material when obsolete. 

d. DESTROYcompleted studies when 10 years old. 

2 7. Pro gram Fi1es .
 

Files consisting of memoranda, correspondence, reports,
 

or agency where necessary. These records include
 

analysis and evaluation, budget cycle, and missions
 

related to fann income, exports, producation and
 

marketing efficiency, and other agricultural programs.
 



Hlti.'ciuf',l f~"nll -,,'. I t:i·A • 
1<1'\ 1"-1·1 ,' .. n\',>"II,; J I j I 
I'p"t'r,:" J l,1, ~);IHI,d '':n.lt't'' -\ In;I", ll'dl":l 
O~A HI~' .' t v HI" 

ll'....'tls! 

7 ,: r: '" 11:';1 (( Iii ',1 10. 
J' :,\!·~!·UOH nr.« NO '\\'1111"1 II ,\.1,\ I, (,I "t .i r.. 0'; j'11111;	 AC nON TAKENJO!l NO. 

b. DESTROY work material in study files 3 years after
 

study has been completed.
 

c. DESTROY background material when obsolete. 

d. DESTROY completed studies when 10 years old. 

28.	 ADP Files. 

Plans for use of ADP in obtaining specific program 

or administrative reports and required information; 

special studies or projects covering proposed 

applications, including the feasibility of systems, 

designing systems requirements, and formation of 

connri t tees , study groups or teams for such projects; 

equipment capabilities and selection. Subject headings 

include: 

a. Procedures: DESTROY 3 years after obsolete or super-


ceded.
 

b. Equi pment: DESTROY 2 yea rs after use of equi pment
 

is dis co ntin ued .
 

t , ) • ,,1- () IlI-tll7 




