REQUEST FOR RECORD. . iSPOSITION AUTHORITY

(See Instructions on reverse)

]

L LEAVE BLANK

TO. GENERAL SERVICES ADMIN:STRATION,

NATIONAL ARCHIVES AND. RECORDS SERVICE, WASHINGTON DG 20408

JOB NO

NC1=16=823-1

1. FROM (AGENCY OR ESTABLISHMENT)

United States Department of Agriculture

DATE RECEIVED

13=1-82

2. MAJOR SUBDIVISION
Office of the Secretary

3. MINOR SUBDIVISION

NOTIRICATION TO AGENCY

In accordance with the provisions of 44 U $.C.3303a the disposal re
quest, including amendments, 1s approved except foritems that,may
be stamped “disposal not approveq" or “withdrawn” 1n columrJ 10

Office of Information Resources Management

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT Y
447-9272 ] 0-11-83
Cherie Cozi n/Joyce' Hooks 447-8799 Dute Ard hivist of the Unfpd States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for thlS agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of _107 _ page(s) are not now needed for the business of
this”agency of will not be needed after the retention periods specified. .

D kA Request for immediate disposal.

kX B Request for disposal after a specified perlod of time or request for permanent

. retention.

C. DATE

D SIG JURE OF AGENCY REPRESENTATIVE" E. TITLE

m,l_af./w-«__. WL o | Recorns OFFICER

7.
ITEM NO.

8. DESCRIPTION OF ITEM
{(With Inclusive Dates or Retention Periods)

9.
SAMPLE"OR

© 10,
JOB NO. ACTION TAKEN

This comprehensive’ records disposition schedule supersedes
all previously approved records schedules for the former
Office Of Operations and Finance (previously referred

to as Office of Operations, NC1-16-77-6). 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 Assistant
Secretary for Administration. Any records series created
subsequent to and/or not disposable by this schedule shall
be covered by supplementary records disposition authority
to be obtained from the National Archives and Records
Service.

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

0%
Ll"g

708

115-107

NNE KRB sent 16-95-88 ko D

717 KJW Lb? F’ﬂ" Ia//.»/ij Ij’c{\\ ‘ \'D'Y)E—)

+s W, ,w/,e WHEC = lofis]537
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STANDARD FORM 115

Revised April, 1975

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-114
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A

JOB NUMBER j&

APPRAISAL RFPZRT ON RECORDS DISPOSITION REQUEST . ;
‘ G ou PR - |

SECTION | — ACTION TAKEN

1. APPROVEEQ FOR DISPOSAL: The records described under all items of the schedule, except those that may be listed in blocks 2, 3, and 4
X of this section, are disposable ause they do not have sufficient value for purposes of historical or other research, functional documenta-
tion, or the protection of individual rights to warrant permanent retention by the Federal Government.
GENERAL ACCOUNTING OFFICE CONCURRENCE E] IS NOT NECESSARY D IS NECESSARY AND HAS BEEN OBTAINED.
2. APPROVED FOR PERMANENT RETENTION: The records described under the following item or items_have been apﬁgraised by the
X National Archives and Records Service {NARST and are designated for permanent retention by the Federal Government. The agency will
otter these records to NARS as specified in the schedule.
Items 1000-2, 1300, 1300-5, 3000-1-1, 3000-1-2
3. DISPOSITION NOT APPROVED: The records described under the following item or items are not approved for dispositior. See Section Il
oF this form Tor explanation. o
x 4. WITHDRAWN : The records described under the following item or items have bean withdrawn at the request of the agency.

eo- >

SECTION Il — RECOMMENDATION/CONCURRENCES

SIGNATURE DATE

ﬂi\ ’)W? APPRAISER /f! ; Z, _/j:g, T, /ﬂ/3,/8\3

APPRAISAL

DIRECTOR, RECORDS DISPOSITION

DIVISION /6/‘{,/’3

CON-

CURRENCES

e A, Lkt 7 Fies” | 10-7-53

SECTION i1l — APPRAISER’'S COMMENTS

This SE }15 covers records held by the Office of the Secretary of Agriculture (Office
of Adm}nlstratlve Services, Financial Management, Information Resources Management
Operations, and Personnel), There are few permanent items; most items are disposabie
under the GRS or are otherwise of little value. Permanent items are limited to the
Sgcretary of Agriculture's incoming/outgoing correspondence file (1300), index to that
file (}300-5), organization records made permanent by GRS 16 (1000-2), certain agency
directives (3000-1-2), and docket files relating to organization (3000-1-1). Regarding
NNF'!'s comment§: I explained the content and function of File 1300 (which was appraise
as per@anent in a previous SF 115) to NNFN today, and he now agrees to permanent
retention., I have changed offer dates to "Offer to NARS in 5-year blocks when 20 yrs.
old" for all permanent items. NNF had no other problems with this schedule. I
recommend approval,

GENERAL SERVICES ADMINISTRATION

GSA FORM 7238 (REV. 4-79)



USDA/OIRM=IMD

September 107 182
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APPENDIX C
ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

ASAR

3040-1

DISPOSITION
ASSl~ . RECORD OFPFICE
.:;lg: i DESCRIPTION AND FILING INSTRUCTIONS © oma b 1o OTHER DISPC
DISPOSITION FARC OFFICES AUTI
W] @ €D @ €]
1000 ORGANIZATION, AUTHORITIES, AND
FUNCTIONS
Use for all common use internal Destroy N/A Destroy
management files, including functions when 3 when 1
performed outside the filing office. yrs. old. yr. old.
May include correspondence or material
on the broad aspects of assigned
functions generally. Excluded are
records of a specific assigned
function, e.g., personnel, budget,
and accounting which are filed as
separate entities under their
appropriate categories.
FILE chronologically by subject.
1000-1 Policy and Procedure BERECTORS—
d., Hse—for-background—materi+at—which— | Submit N/A Destroy,i
d she=impor SF=315. %%%W GRS @lc
develepment—of—Departmental—policy Tku+voj direetive
cedure, . when “s—issued-
Issuamce,s Cnon~recar~o\ Co-P\eS . 51/»1)@(35 eoﬂ/ -or—imme-
(0FE+—See 3000-1-2 for disposition| | obselete dhately Z 1
epartmental - -when—it— 7]
$s—known.
that—no—
_—action
-will—be—
: ) |—Eaken+
. Gles related 4o (a
b. Use for iSsuanees—which. i Destroy  [N/A | Destroy  |GRs-16— [Idf
reut-ine—agerey—admintstrative when-S5/8< when 58+ | -e—-&—d—
fuﬁe%+em&r—#ﬁ1xr4ﬂclEdES’BaéKgrdﬁmf ;55uamcégf iss uance 6
material . above which docwment aspec estroye deS-/‘hsAjeog, 75
cf Hhe a?ezve)op memd of Yhe jssuance Pe ﬂcc
FILE by origin, series number or in ZAU/QB
chronological sequence.
NOTE: Aee Bovo-)-2 %%Wdhf
W
FORM M

c-1



ASAR 3040-1

Appendix C
USDA/OIRM=iMD

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

September 10, 1982

CLASSI~
FICATION
NUMBER

DISPOSITION

RECORD OFFICE

. DESCRIPTION AND FILING INSTRUCTIONS

or1 &
DISPOSITION

F 70
FARC

OTHER
OFFICES

DIsPC
AUT!

(.

2

3

(4)

€]

1000-1-1
”),.,

1000-2
Vv

1000-3

1000-4

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
directive system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

Organization

Use for material relating to
organizational analysis and planning
or changes in organization functions;
documents relating to overall
functions and missions; and copies

of organizational and functional
statements, manuals, and charts. Also
includes material pertaining to the
number of positions and grade
levels/series required to perform
program missions.

FILE alphabetically by major and minor

subdivision§. a ﬁg /QA'-

Delegations of Authority

Use for material on delegations of
authority to identified positions
or persons, and temporary or
limited delegations to positions or
persons.

FILE chronologically by major and minor
subdivisions.

Committees, Conferences, and

Meetings

Use for official material pertaining
to particjpation in, or association
withﬁ%ﬁﬁﬁ%ttees, conferences, and
meetings, including related
activities documenting the accom-
plishment of official boards, task
forces, and work groups.

FILE chronologically bv=syhject s+

Destroy
when S/0.

PERMANENT.

Offer to
NARS in

5 yr.
blocks
when 20
yrs. old.

Destroy
when S/0.

Destroy
-when—3—

yrs—otd-

a .
o g
ﬁ'{jawwmu

N/A

N/A

N/A

N/A

Destroy
when S/0.

Destroy

.when S/0.

Destroy
when S/0,

Destroy
when 1
yr. old.

GRS-16/13a +
& 13t
654~w;)

Cc-2

FORM IM



September 10, 1982 ASAR 3040-1
' Appendix C
USDA/OIRM=IMD ASSISTAN. e!CRETARY FOR ADMINISTRATION FiL..-OISPOSITION PLAN
DISPOSITION
CLASSI~ _ RECORD OFFICE
<ATION . DESCRIPTION AND FILING INSTRUCTIONS oris b To OTHER DISP(
MBER DISPOSITION FARC OFFICES AUT
(N 2 € @ o
1000-4-1} Interagency or International
Committees or Task Forces GRS /é/

v/ | Use for agendas, minutes, final ST 2 >
reports and recommendations from 26/
inter/intra agency committees or
task forces chaired by top
level employees.

NOFE+—0Office or—official
responsible—for the assembling_and
mainterance—of—reports.,—records—- @f
-and—other—papers—ofthe—committee __ 7)21)§
er—task—force——Permanent:-0ffer—to— - 3
NARS—5—yrs——after—termination—of~—
cesmittee—or—task forces—Other—
-officesTDestroy when 5/8-er—upon—
't-ema-naa-en—of -mem —shq-p—wm -chever—
W ’
FILE chrono]og1caHy by committee.
1000-4-2 | Director's/Deputy Director's 4/

v | Use for agendas, minutes, final Destroy N/A | Destroy CRS /e[ |
reports, and supportive records when—2— 3 when 1 /2 é()[/
relating to substantive functions yrs, old, yr. old.
of the agency. (WmMW)f Z‘}WC
FILE chronologically, by—committee.— s '

1000-4-3 Div1'sions/Bravnches/Sections y
Use for internal staff meeting minutes | Destroy N/A | Destroy cRS /¢
and supportive records below the when 2 3 when 1 a4 (Y (L)
Directors level. yrs. old, yr. old.
ot Whew |
. . . o Lo nteded
FILE in chronological sequence. fr .
1000-5 Intradepartmental Relations -BHRECFOR-
o Use for material involving issues of —Sutmrie N/A Destroy
concern between USDA agencies. SFE—3i8 when<ne—
NOTE: For Cooperative Agreements, Lotor. -needed.
see 1300-2. Logn Loeee hta
e do il oo
FILE by agency and locations. fW/W evotred,
FORM IM

C-3



ASAR 3040-1

September 10, 1982

Appendix C
USDA/CIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= . RECORD OF FiCE
F'zga';lloﬂ : DESCRIPTION AND PILING INSTRUCTIONS orl s L 1o OTHER DISPO
R DISPCSITION | FarRc | OFFICES AUTH
() 2 (3 T )
1000-5-1] Colocation Services
\ Use for material pertaining to the Destroy When N/A NC1-14
development of policies and pro- when 6 3 yrs 81-1
cedures and the monitoring and yrs. old. [old. Y
coordinating of programs relating
to the housing together of activities
which serve the same geographical
area.
FILE: Case file by location.
1000-6 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-lé-—7
A records documenting assignments, 1 yr. when no
progress and completion of projects. after longer dv
the yr. _needed.
FILE: Case file alphabetically by in which
title of project. the
project is
closed.

C-4

FORM IMI



September 10 ~ 982 ASAR 3040-1
. i Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
ASSl= _ RECORD OF FICE
ATION ' DESCRIPTION AND PILING INSTRUCTIONS " oma L 10 OTHER DISPO
JMBER DISPOSITION FARC | OFFICES AUTH
) 2 €) @ (5) '
1100 MANAGEMENT IMPROVEMENT
Use for material of a general nature Destroy N/A Destroy
which pertains to the evaluation when 3 when 1
and constant effort to improve yrs. old. yr. old.
the effectiveness of approved
programs and the efficiency of their
operations which are not described
elsewhere in this category.
FILE by program title.
1100-1 Policy and Procedure o% phenp)

J a. #Ysefor-background-materiat-—which—{—Submit— N/A Bestroy— GRS-l?/;ﬁt%
decuments—the—important—aspects—of the | - . -after—the [C
development—of—Departmental—pelicy— % directive
and—procedure— Joesancee, S/ 0 -+s—issued

—or—imme=
NOTE: See 3000-1-2 for disposition ~di-ately-
of record copy of Departmental ‘when—it-
directives. —5—knRown- é%f
that-—no— cC |«
action— 7/w)¥3
wittbe
—taken
Cant nelita
b. Use for 3 _which—pertain— | Destroy N/A | Destroy GRS-16 — lol
to—reutine—agency—administrative— _when S#8< ,when—5/0+— |-e&—d—
Mmrb MM,Q/ o W
W . “
aaﬂu‘,w 6#
FILE by origin, series number or in
chronological sequence.
1100-1-1] External or-Non-Series Instructions
Use for material of a directional Destroy N/A Destroy

J nature which originates outside USDA when S/0. when S/0.
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.
FORM IMI

C-5



ASAR 3040-1

Sentember 10, 1982

Appendix C
USDA/OIRM=iMD ASSISTANT S!C!!TARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= _ RECORD OFFICE
FICATION . DESCRIPTION AND PILING INSTRUCTIONS ort & b To OTHER DISP¢
NUMBER DISPOSITION FARC OFFICES AUT
) @ ) @ -
1100-2 Management Improvement Reports/
v Studies
Use for intra/inter agency management N/A Destroy GRS-16~
improvement reports/studies which when no S
are submitted to the Office of A%ﬁfibfymﬁ Tonger
Management and Budget. Also includes needed.
related analysis and feeder reports. jbvﬂﬁful”wﬁ
FILE by agency and subject.
1100-2-1} Operation Costs
e Use for records of current operating Destroy N/A Destroy GRS-6~5 %
costs and relationship of costs to when 3 when 3
function and performance. Includes yrs. old. yrs. old.
cost reduction and improved effective-
ness in operation,
FILE by FY. in chronological sequence.
1100-3 Project Control
Usa for memoranda, reports and other Destroy N/A Destroy GRS-16
*. | records documenting assignments, 1 yr. when no ~
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project is
closed.
FORM IM

C-6



September 10, 1982 ASAR 3040-1
Appendix C
USDA/OIRM=IMD ASSISTANT SECRETAHY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
LASS|= ) RECORD OF FICE
‘;I!o: . DESCRIPTION AND PILING INSTRUCTIONS ore t TO OTHER DISP:
DISPOSITION PARC OFPICES AUTY
) @ 3 @ [CE
1200 PROGRAM PLANNING AND EVALUATION
Use for material pertaining to Destroy N/A Destroy
projected program planning, when 3 when no
implementation, and monitoring of yrs. old. longer
operating plans and goals. Also needed.
includes performance standards.
FILE alphabetically by major and
minor subdivisions.
1200-1 Po]1cy and Procedure A%gZ?V ke
—Use for background—material—— | -Submit—  |N/A | -Déstroy— | GRS-1&/fEERY
v wh+eh—deeameﬁ%s-%he—4mpertaﬂt‘aspects——~ SE=1157 after—the [e
of—the-development—ofDepartmental-— | Oestrry directive
policy—and—prociure, p when ofor Js—i-ssued
or—imme=
NOTE: See 3000-1-2 for disposition —diately
of record copy of Departmental ~whea—it- YorA
directives. Js—known- cc
—that—no- 2/21]55
_action.
—will—be
' # &) Faken
caee Aelite “
b. Use for 455ﬂ5¢:g:iw hich—pertain to | Destroy N/A Destroy GRS-lé-lc(,
rewtime agency administrative when -$£6+— when—S/6- =
fuae%ﬁong“‘—ﬂﬁ@r“ﬁncludes—background adtiance lo otiance
FILE by or1g1n, series number or in
chronological sequence.
1200-1-11] External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
v | nature which originates outside USDA when S/0. when S/0.

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.

C-7

FORM IM



ASAR 3040-1 September 10, 1982

Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
p—
CLASSI= . RECORD OFFICE
F,‘.f,:;'.?: . DESCRIPTION AND FILING INSTRUCTIONS orl s b 1o OTHER DISPO
DISPOSITION FARC OFFICES AUTH
0 2 “(3) (4) (5 1
1Z200-2 Project Lontrol
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-
records documenting assignments, 1 yr. when
progress and completion of projects. after no
the yr. longer
FILE: Case file alphabetically by in which needed.
title of project. the project
is closed.

FORM IMC

C-8



USDA/QIRM=IMD

September 10, '982

—

ASAR 3040-1

Appendix C

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
ASSI— , RECORD OF FICE
TION * DESCRIPTION AND FILING INSTRUCTIONS orI & L 10 OTHER DISPO:
BER DISPOSITION FARC OFFICES AUTH
D (2 (3) (4) G {
1300 EXTERNAL RELATIONS Urhene
Use for material involving issues of BERECTORS |5y,
concern to the Department and foreign PERMANENT. MR Destroy NC1-16- 27-
countries, States, and local Offer 0 ol when 3 -6
governments; other Federal ARS "% 3l yrs. old. Item 3l
departments; and both public and S OHFQ‘HAL
private organizations and institutions. 4Q<%y@p, RTB
Also includes relations with the TYEYS
President and members of his staff and
Congressional committees, Members of
Congress and cooperative agreements
which are not located in other subjects
areas of the file plan.
NOTE: Microfilm ofAcorré§pondence — 1> wci- 167
to be destroyed when 3 yrs. old. é e 3
(NC1-16-77-6, Item 31b).
FILE by ordﬁnization.
1300-1 Policy and Procedure AQUVEﬁy‘”*“‘Q
a. HYse—for—background-material—which—| Submit- N/A ) GRS-16
deeumentsthe—impertant—aspects_of the| SF=+i57 & lc
dm-!—o'pmen‘c—o-f-—aemtmenta‘]—poi’i'w*‘ direetive
-apd—procedure, ’ ﬁgﬁzzﬁ?tzé* Ts—% d
or—imme-
NOTE: See 3000-1-2 for disposition fo g
of record copy of Departmental hefl it ce
directives. i5—~kneyn Zﬂb/gj
acts
wiTl=be
t
WW% () atbrune
b. Use for 4ssﬁaﬂees—wh+eh—peF%aq4#-_¢ Destroy N/A Destroy GRS-16- 14
4o—routtre—aggency administrative when -$/0-—— when $/0+— | e4d
f&ﬂetTOHS“——ﬁ&so—ﬂnciudes-ﬁatkground gt¢u4vw¢e/ Z:jb“4vw44/
FILE by origin, series number or in
chronological sequence.
FORM IML

c-9



ASAR

Appendix C
USDA/OIRM=IMD

3040-1

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

September 10, 1982

CLASSI=
FICATION
NUMBER

| DESCRIPTION AND PILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

orté

DIsSPOSITION

F TO
FARC

OTHER
OFFICES

DIsSPO
AUTH

(N

(D

[E]

(4)

)

1300-1-1

1300-2

1300-3

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
directive system. Includes comments
and other material on proposed and
existing instructions. ‘

FILE by origin, series number or in
chronological sequence.

Cooperative Agreements

Use for material relating to agree-
ments 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
agreements, amendments, review comments
related correspondence, and similar
documents.

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

Legislative Proposals

Use for comments and other material on
legislative proposals.

NOTE: A1l Offices:

Office responsible for preparing the
material or the central file location
for the organization will ratain the
file 3 yrs. and destroy. Other
offices will destroy copies when 1
yr. old.

FILE chronologically by House and
Senate.

Destroy
when S/0.

(SEE NOTE)

N/A

N/A

Destroy
when S/0.

Destroy
2 yrs.

- after

expira-
tion or
cancell-
ation of
agreement.

c-10

FORM Ml
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September 10, 1982

ASAR 3040-1
Appendix C

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
ALASSI= _ RECORD OFFICE
ATION . DESCRIPTION AND FILING INSTRUCTIONS " oP1a b TO OTHER DISP:
/MBER DISPOSITION FARC OFFICES AUT
0 (D) (3 @ 5
1300-4 Public Relations Correspondence ECR
Use for general correspondence from Destroy N/A Destroy NCl-lb
the public reflecting individual after 5 after 1 77- b
opinions pertaining to general yrs. yr. [tem ‘#
programs of the Department not Jo
involving any administrative action
beyond the preparation of a form
reply.
NOTE: Records from farm
organizations and other groups are
not included in this item since
such opinions are constantly referred
to by the Department in the formu-
Tation of agricultural programs and
policies. For these records, see 1300.
FILE by control number and name.
1300-5 [Alphabetical Name File ECR soken, obg.
Use as a record and cross reference PERMANENT. r«-?;?- N/A NC1-16
of signed incoming and outgoing Offer. to 77-6 _
mail addressed to/by Secretaty and NARS ‘&l Item 3] #¥
his immediate staff. rge (Lochol s
when A0 W
FILE alphabetically by geographical oL ©78
location, addressee, title, ﬁ; ,
organization or agency. /3 /53
1300-6 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16~'7
Y records documenting assignments, 1 yr. when no
progress and completion of projects. after the longer
. yr. in needed.
FILE: Case file alphabetically by which the
title of project. project
is closed.
) FORM I}

c-11



ASAR 3040-1 September 10, 1982
Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= . RECORD OF FICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS " oma L 10 OTHER DISPO
NUMBER : DISPOSITION FARC OFFICES AUTS
i 2 3 ) 5 !
1400 PUBLIC AFFAIRS
Use for requests for information from Destroy N/A Destroy NCl-16-
the general public and replies after 1 after 1 77-6
involving no administrative action, yr. yr. Item 3%
no policy decisions, and no special ok
compilations or research for reply, -
including requests for information
and inquiries to which replies are
made by printed or duplicated
material, requests for publications,
photographs and autographs, and
acknowledgements and replies; letters
of and concerning referrals to
other agencies for replies, request
for impression of Department seal,
etc.
FILE by control number, name, or subject
if applicable.
1400-1 Poliqy and Procedure
Use-for—backgreund—materialwhich | -Submit— IN/A Destroy {GRS-16-,
~dﬂeumemts=%he=4maep%aa&—aspects-ef—%he- . after the w7 'c
-devetepment—ofDepartmentapoicy — Agtdil*fé directive
ARd—preocedure.— \J&p¢u4bmem¢// /49 is issued
or imme-
NOTE: See 3000-1-2 for disposition diately R1B
of record copy of Departmental when it ;;37%3
directives. is known
that no
action
will be
taken.
e A AL
b. Use for h—pertain—= | Destroy N/A | Destroy GRS-16- 1A
to—routine—agency—adminstrative — —---- when 5746+, when $48- |-e—%—d—
functiens——~Alse—irctudes_background Lgtramte & Lot itance
materiah  abee whicl Arettiyed R deodaosd
FILE by origiﬁv series number or in
chronological sequence.
FORM IM

c-12
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ASAR 3040-1
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
$Sle i RECORD OFPICE
Nu‘;lg: . DESCRIPTION AND PILING INSTRUCTIONS o :&'l*'o“ L 10 OTHER DISPC
PARC OFFICES AUTI
() 2 €] @ ]
- 1400-1-1] External or Non-Series Instructions
/ Use for material of a directionai Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
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
chronological sequence.
1400-2 Informational Releases
Use for copies of formal Destroy N/A Destroy
v" | informational releases and when no when no
publications, press conference longer . longer
transcripts, official speeches, needed. needed.
and indexes thereto. *
FILE alphabetically by author or
originator.
1400-3 Project Control )
Use for memoranda, reports and other Destroy N/A Destroy GRS-16 -~ 1T
v records documenting assignments, 1 yr. when
progress and completion of projects. after no longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the project
is closed.
FORM IM:
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= . RECORD OFFICE
FICATION DESCRIPTION AND PILING INSTRUCTIONS ort s b 10 OTHER DISPC
NUMBER DISPOSITION FARC OFFICES AUT
) @ RED 0 o
1500 LEGAL AFFAIRS AND PROCEEDINGS
Use for material of a general nature Destroy N/A Destroy
which pertains to hearings and when 3 when 1
other legal proceedings before the yrs. old. yr. old.
Department of Agriculture which
are not described elsewhere in this
category.
FILE in chronological sequence.
1500-1 Policy and Procedure b;ﬁ;j,;@?
a. Use—for—backgroand—materiai—which— | Submit N/A Pestroy GRS-l@/*ﬁ'
deeuments—the=impertant—aspects=ef—the | SF—115. —after- /e
devetlopment—of-—Departmentat—pold x92411*7 the—
and=preesdure. \ﬁéAAvkﬂuka,g;+G¥—-‘ Lo s/0 —ddrective—
5 Tssued—
NOTE: See 3000-1-2 for disposition  -or—iTmea
of record copy of Departmental —diataly ﬁyﬁ
directives. when—tt—
_is—knewn 7VAJ&3
that—ne
—action-
. wi—be
Lakens
: Jceﬁ¢%idi'75 (=)
b. Use for 4 ep%a+n———u Destroy N/A | Destroy GRS-16~-1cf
to—routine—agency administrative when 576+ when -$40~ | e—4—d—
fUﬂctTUns-——ﬁﬁfmrﬂﬂe$udes-background_a U¢¢“4441?“V lghrarte 2
W
i%gi%%afr\ﬁk»o&zMu&7wymLMjb‘ﬁ/$%QV
FILE by origin, series number or in
chronological sequence.
1500-1-1 | External or Non-Series Instructions
/  {Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when 3 when 1
or which originates within USDA but yrs. old. yr. old.
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.
FORMlQ

C-14
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DISPOSITION

ASSI= . RECORD OF FICE
ATION . DESCRIPTION AND FILING INSTRUCTIONS " oma 10 OTHER DISP
~JMBER DISPOSITION PARC | OFFICES AUT
i) 2 ) (4) )
1500-2 Legal Decisions
Use for decisions and agency Destroy N/A Destroy
comments on GAO, 0GC, or other when 3 when 1
formal decisions and opinions. yrs. old. yr. old.
FILE alphabetically by origin and
document number.
1500-3 Project Control
/ Use for memoranda, reports and other Destroy N/A Destroy GRS-16*7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.
FORM i

€-15
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USDA/OIRM~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FiLE/DISPOSITION PLAN
DISPOSITION
CLASSI= . RECORD OF FICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS or1 & b TO OTHER DISPO
NUMBER DISPOSITION FARC OFFICES AUTH
4 2 (3 @ (3 (
1600 ADMINISTRATIVE SUPPORT SERVICES
Use for material pertaining to the Destroy N/A Destroy
overall or general routine when 3 when 1
administrative support activities yrs. old. yr. old.
which are not specifically described
in the following categories.
FILE by subject in chronological
sequence. '
1600-1 Policy and Procedure - MRMD, FMD
1 ¢{L42%§Zad$«
J hi-eh=doouments=—5Re—inport a At=asnecs N/A § -DPestroy- GRS-16#%§
af —the-davelopment—ef—fepartmental-. SF=tt5s C
potiey—and—procedure.  odevuances, | Aeptioy %gﬁeetiye
tdeen S/O qfd
NOTE: See 3000-1-2 for disposition © OF
of record copy of Departmental . iately f@g
directives. when 1 ce
i€ Known ~jat[$Z
tha

I .
Caae Al o~

b. Use for 4 —which—pertain—. | Destroy N/A Destroy GRS-16’,C{
to—rotutine—agency—administrative when &/6+- when -$/0+—| -e-&-d____
funetions——~Also—inctudes—background __ %zguavwoz (g eance-

aopacte of the o&u~u&7w¢n2njb He cotudrae,

FILE by origin, series number or in
chronological sequence.

1600-1-1f External or.Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
J nature which originates outside USDA when S/0. when S/0,
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.

FORM IMC
C-16
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DISPOSITION
SSle . RECORD OFFICE
MZIEO: ' DESCRIPTION AND FILING INSTRUCTIONS or s L 10 OTHER DISPO
DISPOSITION FARC OFFICES AUTH
a @ NED @ . «
1600-2 Communication Services FMD
' Use for material which pertains to Destroy N/A Destroy
the control and use of communications when 3 when 2
equipment, which does not fit yrs. old. yrs. old.
elsewhere in this category.
FILE by subject.
1600-2-1] Equipment Service FMD
Use for material pertaining to the Destroy N/A Destroy GRS-17
installation, change, removal, and 1 yr. after 2d (2)
servicing of equipment. after action is
audit or taken.
FILE by major and minor subdivisions. when 3
yrs. old.
whichever
is sooner.
1600-2-2] Operational Files FMD
Use for material pertaining to Destroy N/A | N/A GRS-12- Jau
message registers, logs, when 6
performance reports, daily load months
reports, and related and similar old.
records.
FILE in chronological sequence.
1600-2-3] Communicatien Statements NFC
Use for statements and toll slips. Destroy N/A Destroy GRS-3- /1
3 yrs. when 1
FILE by agency and/or in chronological after yr. old.
sequence, period
covered
by
related
account.
1600-2-4] Directory and Locator Service FMD
Use for correspondence, forms and Destroy N/A N/A GRS-lI-3
other records pertaining to the 2 months
compilation of directory service after
listings. issuance
: of
FILE alphabetically by name and/or listing.
agency.
FORM IMC

c-17
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DISPOSITION
CLASSI= . RECORD OFFICE
F,}ﬁ:T.‘é’.{‘ i DESCRIPTION AND PILING INSTRUCTIONS or1 s k10 OTHER DIsp:
DISPOSITION FARC OFFICES AUT
) @ €] @ i
1600-3 Printing, Reproduction, and Distri- MRMD
bution Services
Use for general material pertaining Destroy N/A Destroy
to the printing, binding, duplica- when 3 when 1
ting, and distribution of printed yrs. old. yr. old.
matter which does not fit elsewhere
in this category.
FILE by agency and job number.
1600-3-1}{ Project Control MRMD
Use for material pertaining to the Destroy N/A Destroy GRS-13—3&,
execution of printing, binding, 1 yr. when 1
duplication, and distribution of after yr. old.
jobs. Includes requisitions, bills, after
sampies, manuscript clearances, and comple-
related papers. Does not include tion of
(1) requisitions on the Public job.
Printer and related records; and
(2) records relating to services
obtained outside the agency.
NOTE: For obligation copy of i
documents, See 5000-2d.
FILE by requisition number.
1600-3-2] Project Planning
Use for material pertaining to Destroy N/A N/A GRS-13-=3'£
planning and other technical matters. when 3
yrs. old.
NOTE: Control registers pertaining
to requisitions and work orders are to
be destroyed 1 yr. after close of FY
in which compiled or 1 yr. after
filling of register, whichever is
applicable. (GRS-13-4)
1600-3-3| JCP Reports 0GPA
Use for reports to Joint Committee Destroy N/A Destroy GRS-13 - b @
on Printing regarding operation of when 3 1 yr. & 6b
Class A and B Plants and inventories yrs. old. after
of printing, binding, and related date of
equipment in Class A and B Plant report.
or in storage.
FILE in chronological sequence.
FORM 1M

C-18
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DISPOSITION
" ASSla . RECORD OFFICE

;;lg: . DESCRIPTION AND PILING INSTRUCTIONS or e b To OTHER DISPC
DISPOSITION PARC OPFICES AUT!

0 ) ) @) 5

1600-3-4| Mailing Lists MRMD
Use for material pertaining to Destroy N/A Destroy
requests for changes in mailing 1ist. after when

appropri- change
ate re- is
vision com-

of mail- pleted.
ing list.

1600-4 Space Management FMD
Use for material pertaining to the Destroy N/A Destroy
general management of space not when 2 when 2
described below. yrs. old. yrs. old.

FILE chronologically by agency and
location.

1600-4-1| Space FMD
Use for material pertaining to Destroy N/A Destroy GRS-11— 2V
the allocation, utilization, and 2 yrs. 2 yrs.
release of space. Includes building after after
plans used in space planning, termina- termina-
assignments, and adjustments. tion of tion of

assign- assign-
FILE chronologically by agency and ment, or ment, or
location. when lease when
is cancel- lease is
led, or cancelled
when plans or plans
are S/0. are S/0.

1600-4-2 {1 Reports FMD 75
Use for material pertaining to Destroy N/A Destroy GRS-11 - 2
reporting of occupied space in when 2 when 1 (1)-(2)
Metro Area and field locations. yrs. old. yr. old.

FILE in chronological sequence.

1600-5 Maintenance FMD
Use for material pertaining to Destroy N/A Destroy GRS-11- 5
building and equipment maintenance 3 months 3 months
services, excluding fiscal copies. after after

work per- work
NOTE: For fiscal copy, see 2200-2-1. formed or performed
requisi- or
FILE by agency and location. tion can- requisi-
celled. tion
can-
celled.
FORM IMi

c-19
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION

——
CLASSl» . RECORD OFPFICE

FICATION : '
NUMBER DESCRIPTION AND FILING INSTRUCTIONS ort e

b To OTHER DISPC
DISPOSITION FARC OFFICES AUT

0 @D (3 ) 6]

1700 INVESTIGATIONS AND AUDITS :
Use for material pertaining to (SEE NOTE)
internal and external investigations
or audits of kxnown or alleged
irreqularities and violations of laws
and regqulations relating to depart-
mental programs or personnel.

(For personnel management audits and
investigations of specific agency
employees, including desk audits,
seeij666=+e-£-)

NOTE: Offices responsible for
preparing the material will retain
the file 3 years and destroy copies
when no longer needed. -External
imvestigatdve/audit—records—witi—be—
disposed—of—per—the—originatimg
ageney-s—dispesition—scheduls.——

FILE by organization in chronological
sequence.

1700-1 Policy and Procedure L%\w ,4,/70

a. Yse—for—background—material—which—| Submit- N/A GRS-16- /c§
~doctments—the—important—aspects—ofthe |-SF=T157"
development_of Departmental—peldcy— MW

sfe
NOTE: See 3000-1-2 for disposition of Vel
record copy of Departmental e
directives.
2fa1[ 52
a i
wi
cone Jo Aelited. Lo A
b. Use for 4 h—k;h—pe-r—t—aé—n- Destroy N/A Destroy GRS-1€ ~ |
t trative— when ~$/0.- when -$/0. b —
f unci;-wnsNAJ d-udes—bae%gr-e und (ogenancd. Chgunrcel
m&&aﬂgﬂr—~ 4&%%70444415 ,iéf yaaiﬁ7¢z ﬂg4ZZZ?q£
FILE. by origin, series nhumber or in
chronological sequence.
FORM M

€-20
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DISPOSITION
, tSie . RECORD OFFICE
‘é’: ' DESCRIPTION AND FILING INSTRUCTIONS oPl & L 1o OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
i} @ e @ ©l (I —
1700-1-] External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
/| 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.
1700-2 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
V| records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically in which
by title of project. the
project
is closed.

FORM IMD-18 (6/82)
€-21
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI- . RECORD OFFICE
F;ﬁa;lEON : DESCRIPTION AND PILING INSTRUCTIONS oPI & L 10 OTHER DISPOSIT!
R DISPOSITION FARC | OFFICES AUTHORIT
(0 2 13) @ . [T
1800 EMERGENCY PREPAREDNESS AND
CONTINGENCY PLANNING N/ .
Use fowquww Destroy Juyuw | N/A —Befs*t-{oy GRS
the formuiatjof and mplement t1on“77 wher—SA0+— when—
of plans (such as evacuation plans) aftrn enande St
for protection of life and property Oy
during emergency cond1t1ons ,
Jete : OGPA coper, chnieAiar
FILE in chrono]og1ca1 sequence.
1800-1 Policy and Procedure
a. -Hseforbackgrountd—matersad=which— | Submit- N/A GRS-16-1&c
geeuments—the—imp the | SF=115.«
develepment—of—Bepartmentat—poticy— AQ&aiLPZ
Fad—procedure., , e 5/
NOTE: See 3000-1-2 for disposition
of record copy of Departmental
directives.
JQZZ4/,¢¢£%%&&L &)
b. Use for fﬁ%ﬂeﬁees—wﬁTtﬁ—pertaTn—to—"—Destroy N/A Destroy GRS-15-14_,
regtire—agency—administrative when—5/0+ when Sffh— &4
furettons—alsoTAcudes—background Lt te ay
“material—— abovre which L Wﬁ@w g
%5) of Ehe
LAdreeen?l .
FILE by origin, series number or in
chronological sequence.
1800-1-11 External or Non-Serijes Instructions
Use for mateéerial of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
v/ 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.

C-

22
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
“§§1a , RECORD OF FICE —
Aglg: . DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
() (2) 3 @ G ()
1800-2 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
,// records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in
title of project. which
the
project
is closed.

€-23
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USDA/QIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION -—
CLASSI=- ‘ RECORD OFFICE
FJEATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
MBER DISPOSITION FARC OFFICES AUTHORITY
)] (2) (3 (4) (5 (6)
2000 BUDGET DEVELOPMENT, PRESENTATION,
AND EXECUTION ' BS
Use for material of a general nature Destroy N/A Destroy
JH which pertains to the preparation, 3 yrs. 3 yrs.
development, review, adjustment, after after
submission, and approval of the close close
budget. Includes reports, schedules of FY. of FY.
charts, estimates, and related
documents which do not fit
el sewhere in this category.
FILE by agency.
2000-1 Policy and Procedure BS
a. Use—for—tackgroundmaterial—which—| Submit— N/A GRS-16-14g
deeuments—the Tmportant aspects—of—the—} SF=1+i5-
J é@¥e+0pment of—Bepartmental pi}iuj é%t:f;f;yc
NOTE: See 3000-1-2 for disposition p=
of recqrd copy of Departmental ce
directives. _ﬂ3ﬁ¥3

b. Use for issuances—which—pertain— | Destroy N/A Destroy GRS-16-1AL

to—routine agency. administrative WhQn S,LQ, when '57(‘9-_ e~
4Hﬂ€$4eﬁ%—~4ué%k4JEJHée%—bﬁgngeﬂﬁé—a “bﬂiﬂkjﬁﬂ %g%wmwbz
materiat— Cﬁ) al-cre. Aecomendt a&2¢%7w4

sapects the

FILE by or1g1w, series number or in
chronological sequence.

2000-1-11{ External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside when S/0. when S/0.
/| 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.

FORM IMD~18 (6/82)

C-24
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58t
<TION
NUMBER

» DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

oP! &
DISPOSITION

10
FARC

OTHER
OFFICES

g

DISPOSITION
AUTHORITY

(h

2

NE]

(4)

5

_{8)

2000-2

v

2000-3

2000-3-1
v’

Planning and Development

Use for material pertaining to budget
planning, estimates, justifications,
and supplementary material such as
explanatory notes, narratives, and
program performance. Also includes
supplementary or amended budget
material.

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.

Submissions and Approvals

Use for material concerning
submission of budget estimates to

the Secretary, OMB, and Congress.
Also includes Congressional hearings,
bills, reports, proceedings, debates,
and public laws relating to the
Department's appropriations.

FILE by review organization if
appropriate.

Appropriatiohs and Funds

Use for historical information on
appropriations such as copies of
continuing resolutions, annual
appropriation acts, and special
Timitations.

FILE by agency and subject.

wae. GRS
s/4

BS & FAD
Destroy
when no
longer
needed.

N/A

N/A

N/A

Destroy
when no
longer
needed.

GRS-5-2a -

—

C-25
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DISPOSITION -—
CLASSI=~ . RECORD OF FICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
(0 (2) 3 @ ) N
2000-4 Execution BS
Use for material pertaining to Destroy N/ A Destroy
approved budget implementation and 10 yrs. 10 yrs.
& the maintenance of financial after after
controls over appropriated funds. close close
Include apportionments, allocations, of FY. of FY.
allotments and workplans, obligations
and outlays, ceilings, requirements,
reimbursements, and nonappropriated
funds.
NOTE: Include here financial data
only if it is directly budget
supportive. Use 2200 for regular
accounting documentation.
FILE by agency.
2000-5 Reports
a. Annual reports on the status of Destroy N/ A Destroy GRS-5-ba
e appropriation accounts and when 5 when 5
apportionment. yrs. old. yrs. oid.
b. All other reports. Destroy Destroy GRS-5-5b
3 yrs. 3 yrs,
FILE by subject and agency. after after
the end the end
of the of the
FY. FY.
2000-6 Project Control
Use for memoranda, reports and other Destroy 1 N/A Destroy GRS-16-7
¢ records documenting assignments, yr. after when no
progress and completion of projects. the yr. in longer
' which the needed.
FILE: Case file alphabetically project
by title of project. is closed.

FORM IMD-18 (6/82)
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DISPOSITION
AR
iSle _ RECORD OF FICE
[1ON DESCRIPTION AND FILING INSTRUCTIONS oPt & b TO OTHER DISPOSITION
~vMBER DISPOSITION FARC OFFICES AUTHORITY
(1) @ €] @ o o
2100 FINANCIAL MANAGEMENT FM
i Use for material pertaining to Destroy N/A Destroy
v overall financial management when 3 when 1
activities not specifically described yrs., old. yr. old.
in the following categories.
FILE by subject in chronological
sequence.
2100-1 Policy and Procedure FM
a. Yse—for—backegrovrd—materiat—which—| -Submit— N/A GRS-16-1
d@cumea%s—%he-dnmwx%an%—aspee%&—eﬁ—%he— S5
development—of—Departmentat—policy 4964274°7
and—procedure  crwaceo rken s/t
NOTE: See 3000-1-2 for disposition
of record copy of Departmental
V/ directives. Abﬂﬁ
cC
2/a1] 93
74,2(4) Aelhoateld S
b, Use for +ssaances-wm4eh—9epéa4n—— Destroy N/A Destroy GRS-16-1ed_
te—%eaffne—agenty—admTWHHH%HH#@— when S/0. when S/0. c—&—d—
C_Txrﬁﬂt+ﬂdes—backgnound__~
maier;ai— a
%@/ M
FILE %@ origﬁn, SEFEE fumber or in
chronological sequence.
2100-1-1} External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
J 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.

[ap]

n)
~J

FORM IMD-18 (6/82)
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DISPOSITION —
CLASSI- . RECORD OF FICE
FAEQ;'E: . DESCRIPTION AND FILING INSTRUCTIONS ois ggs,.:m L 10 OTHER DISPOSITI
PARC OFFICES AUTHORIT
&l (3 €] @ LI (T
2100-2 Financial Priorities FM
Use for material pertaining to the Destroy N/A Destroy
status or activities of all financial when 3 when 1
priorities. yrs. old. yr. old.
J FILE by agency and chronological
sequence.
2100-2-11 Cash Management FM
Use for material which pertains to Destroy N/A Destroy
the effective management of the when 3 when 1
Government's cash which encompasses yrs. old. yr. old.
cash advances and cash held outside
j the cash account of the Treasury.
FILE by agency and chronological
sequence.
2100-2-21 Debt Management FM
yse for material which pertains to Destroy N/A Destroy
the effective management of amounts when 3 when 1
owed to the Government which includes yrs. old. yr. old,
analyzing the status of Government
receivables in terms of delinquencies,
‘S age of delinquencies, write-offs, and
expected future losses.
FILE by agedcy and chronological
sequence.
2100-2-3| Internal Controls FM
Use for material wnhich pertains to Destroy N/A Destroy
the plans of organizations and all when 3 when 1
\ the coordindated methods and measures yrs. old. yr. old.
‘ adopted by an agency to safeguard |
assets, check the accuracy and
reliability of accounting data,
promote operational efficiency, and
encourage adherence to prescribed
managerial policies.
FILE by agency and chronological
sequence.

€-28

FORM iMD-18 (4/82)
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Sl
ION
«BER

. DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

OPI &
DISPOSITION

F TO
FARC

——

DISPOSITION
AUTHORITY

—

(1

2

3)

(4)

(6)

- 2100-2-4

2100-3

c:1J0-3-1

2100-3-2

J

Government, Commercial, and Industrial

Activities (A-76)

Use for material which provides a
basis for efficiently using available
resources in operating commercial

and industrial-type activities. A-76
provides guidance in determining the
least-cost method (i.e., in-house or
contracting out) or providing services
of a commercial/industrial nature.

FILE by agency and chronological
sequence.

Financial Systems

Use for material which documents USDA
wide accounting and reporting systems,
e.g., an Accounting Systems Library.

FILE by agency and chronological
sequence.

Systems Development

Use for material pertaining to
accounting systems approved by GAO;
management advisory services for
financial systems; monitoring system
development processes and the
coordination of accounting system
regulations.

FILE by agency and chronological
sequence.

Systems Review and-Analysis

Use for material which pertains to
indirect cost reviews and
negotiations, Departmental financial
management studies, and assessments
of Departmental and Agencies'
reporting needs.

FILE by agency and chronological
sequence.

FM

Destroy
when 3
yrs. old.

FM
Destroy
when 3
yrs. old.

FM
Destroy
when 3
yrs. old.

FM
Destroy
when 3
yrs. old.

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.

C-29
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DISPOSITION
I
CLASSI- . RECORD OF FICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITIC
NUMBER DISPOSITION FARC OFFICES AUTHORITY
() 2 ) (4 (5 (I
2100-4 Project Control - M
Use for memoranda, reports, and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after Tonger
x the yr. needed.
FILE alphabetically by title of in which
project. the project

is closed.
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ASSISTANT SECRETARY FOR ADMINISTRATION FiLE/DISPOSITION PLAN

DISPOSITION - —
51— RECORD OFFICE
1. -ATION - DESCRIPTION AND FILING INSTRUCTIONS oPl & t TO OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
0 @ Q) ) ] ©_____

2200 FISCAL MANAGMENT AND ACCOUNTING FAD
Use for material of a general nature Destroy N/A Destroy GRS-6-5a awdl (
which pertain to fiscal management when 3 when 3o

/ and accounting which does not fit yrs. old. yr$,old.
elsewhere in ths category. /Qz%
: 7 /ar)3
FILE by subject in chronological
sequence.

2200-1 | Policy and Procedure FM, FAD, Regtri),
aé_éﬁfigéggjzaignﬂunﬂ_maténL&PD & WCF N/A | Pestre GRS-16-1i
which—documents—the—Tmportant—aspeets Stbmit a
of-the—development of Departmenta j252j35347 t
policy and—procedtre. Jeduwaesa directile

J When s/o {&_issued

NOTE: See 3000-1-2 for disposition or imm

of record copy of Departmental

directives.
cc
77&//33

455«&#2252;§;h—$eﬁa¥w%2%/

b. Use for Destroy N/A Destroy GRS-16-16{

to—routime—agemcy administeative wben SH= wben-5+9r —-bd—

functionsT—ATso—tnctudes—background c{;eifzii%ﬁéf%/ zzjvuanMUL

material: (o) atwne ¢ e

FILE by origin, series number or in

chronological sequence.

2200-1-11 External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when 5/0, when S/0.

v/ 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.
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DISPOSITION
CLASSI- , RECORD OPFICE
FJS:\;IS: DESCRIPTION AND FILING INSTRUCTIONS oPI & b 1o OTHER DISPOSITIC
DISPOSITION FARC OFFICES AUTHORITY
n @ €] @ G (T
2200-2 Accounting Operations
Use for material of a general nature Destroy N/A Destroy GRS-6-5
which pertains to accounting for and when 3 when 2 a&b
disbursing of funds, including yrs. old. yrs. old.
obligations, control of expenditures,
availability and transfer, and
j advancement of funds etc.
FILE by agency and subject if
applicable.
2200-2-1] Obligations FAD & NFC
Use for material pertaining to Destroy 6 | N/A Destroy GRS-6-1
routine accounting records of allotted| yrs., 3 when 3 ad&b
fund obligations subsidiary to the months, yrs. old.
/ summary allotments status records. after
‘ Include obligation estimates paid and period
unpaid and classified expenditure covered
listings. by
account.
FILE by agency.
2200-2-21 Reimbursements and Refunds FAD & NFC
Use for material pertaining to summary | Destroy N/A Destroy GRS-6-1
records of transferred and received 6 yrs., when 2
funds deposited for goods or services 3 months yrs. old.
/ and claims. after
: period
FILE by agency and subject. covered by
account.
2200-2-3] General Funds FAD & NFC
Use for material pertaining to avail- Destroy N/A Destroy GRS-6-4
\) ability, collection, custody, and when 3 when 3
deposit of funds including appro- yrs. old. yrs. old,
priation warrants and certificates
of deposit.
FILE by agency and subject.
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DISPOSITION
17 RECORD OFFICE -
.;lEoRN . DESCRIPTION AND PFILING INSTRUCTIONS oPt & L To OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
il F] €] @ £ o
. 2200-2-4 } Codes FAD & NFC
Use for material pertaining to code Destroy N/A Destroy GRS-6-5b
numbers used in the accounting system, when 3 when 3
such as Cost Responsiblity Center yrs. old. yrs. old.,
.~ | (CRC) Codes, Subcenter codes,
applicant codes, establishement codes,
budget object codes, etc.
FILE by agency.
2200-2-5| Financial Reports FM & NFC
Use for agency financial reports. Destroy N/A Destroy
J when 3 when 3
FILE by agency and subject. yrs. old. yrs. old.
2200-3 Payments FAD & NFC
Use for material pertaining to the Destroy N/A Destroy GRS-6-1
amounts disbursed to payees. 6 yrs. 3 yrs. aé&b
J and 3 after
FILE by agency, individual name, or months the
firm. after period
period of the
coverad account.
by the
account.
2200-3-1 | Checks ) FAD & NFC
Use for material pertaining to checks Destroy N/A Destroy GRS-6-4
jssued, stolen, misplaced, mutilated, when 3 when 3
or destroyed. yrs. old. yrs. old.
FILE by agency and individual name.
2200-3-2 | Expenditure Posting and Control FAD
Use for posting and control media Destroy N/A Destroy GRS-7-4
V/ which supports the general ledger, when when 2
yrs. old. yrs. old,
FILE by agency.
NFC GRS-6-1a
Destroy 6
yrs. and 3
months
after
period
covered by
the
account,

€-33

FORM IMD-18 (6/82)



ASAR 3040-1 . September 10, 1982

Appendix C
USDA/OIRM—~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
e
CLASSI- . RECORD OF FICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPl & b TO OTHER DISPOSITION
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il @ ] @ E) I T
2200-3-3 Disbursements FAD & NFC
Use for material pertaining to Destroy N/A Destroy GRS-6-1
allotted fund disbursements, i.e., 6 yrs., when 3 ad&o
copies of SF-1166 listings of 3 months yrs. old.
J Department of Treasury checks issued after
as payment for purchased goods and period
services, contracts, etc. covered
by
FILE by agency. account,
2200-3-4f Fiscal Irregularities FAD & NFC
Use for material pertaining to Destroy Whenj Destroy NC 1-16-
accounting authorization irregular- when 15 5 when 1 77-2
ities. yrs. old. | yrs. yr. old. Item 8
J old.
FILE by agency.
2200-3-5} GAOQ Exceptions FAD & NFC
Use for material pertaining to General Destroy N/A Destroy GRS-6-2
Accounting Office notices of excep- 1 yr. when 1
tions, formal or informal, and after yr. old,
related correspondence. axception
has been
N FILE by agency. reported as
cleared by
GAO.
2200-3-6] Certificates of Settlement FAD & NFC
Use for material pertaining to copies Destroy N/A N/A GRS-6-3a
of certificates covering closed 2 yrs.
account settlement, supplemental after
El settlements, and final balance date of
settlements. Certificates covering settlement.
perjodic settlements are to be
destroyed when subsequent certificates
of settlements are received.
(GRS 6-3b)
FILE by agency.
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DISPOSITION
- asSi= , RECORD OFFICE
TION . DESCRIPTION AND FILING INSTRUCTIONS ort s t 10 OTHER DISPOSITION
.BER DISPOSITION FARC OFFICES AUTHORITY
i) 2 RE) @ (5 0]
2200-4 Billings/Collections FAD & NFC
- Use for material pertaining to Destroy 6 N/A Destroy GRS-6-1
e billings, collections, fees, yrs., 3 when 3 ad&b
collection schedules, and delinquent months yrs. old.
accounts. after
period
FILE by name of vendor. covered by
account.
2200-4-1 | Deposits NFC
Use for material pertaining to Destroy N/A Destroy GRS-6-1
deposits. 6 yrs., 3 when 3 a &b
months yrs. old.
\/ FILE by name of vendor. after
period
covered
by
account,
2200-5 Payroll 0P, NFC
Use for general correspondence Destroy N/A Destroy GRS-2-2
pertaining to payroll preparation and when 2 when 2
processing and including stop payment, | yrs. old. yrs. old.
requests for back pay, lump sum
payments, levies and garnishments,
final salary check list, and severence
\/ pay.
FILE by subject in chronological
sequence.
2200-5-1 | Payroll Preparation & Processing NFC & FAD
Use for material pertaining to payroll Destroy N/ A Destroy NC 1-16-
control services, including payroll after GAO when 2 78-1 and
summary control and certification audit or yrs. old. NC 1-16-
control documents which include all when © 79-5
source documents used to authorize yrs. old
or change payments to payees. whichever
J Included is the preparation and is sooner.
orocessing of T&A's and logs which
support time and attendance.
FILE by agency and alphabetically by
employee.
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DISPOSITION
CLASSI- . RECORD OFFICE
FICATION © DESCRIPTION AND FILING INSTRUCTIONS oPl & b 1o OTHER DISPOSITI
NUMBER DISPOSITION FARC OFFICES AUTHORIT .
) 2 ) @ 15 ~16)
2200-5-2{ Levy and Garnishment PER & NFC
Use for official notice of levy or Destroy N/A Destroy GRS-2-23
J/ garnishment (IRS Form 668A or when 2 when 2
equivalent) change slip, workpapers, yrs. old. yrs. old.
correspondence, release and other
forms, and records relating to
charges against retirement funds or
attachment of salary for payment of
other debts of Federal employees.
FILE in OPF.
2200-5-3} Payroll Changes NFC
Use for material pertaining to payroll Destroy Destroy GRS-2-15
changes slips, exclusive of those of when 1 months a&c
the OPF. related after
records end of
v FILE by social security number and are pay
in chronological sequence. audited period.
by GAO or
when 3
yrs, old,
wiichever
is sooner.
2200-5-4 | Reports FAD & NFC
Use for workload and personnel Destroy N/A Destroy GRS-2-17a
management reports or data which when 2 when 3
pertain to payroll operations and yrs. old. yrs. old.
pay administration.
FILE in chronological sequence.
[(AH—sther—reports—are o be destroved
wher—3—yesr—etd-—{GRS=2-17b)
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DISPOSITION
Si=- . RECORD OFFICE —
' (10N . DESCRIPTION AND FILING INSTRUCTIONS oPl & L 1o OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
m @ €] @ ) C—
» 2200-6 Allotment Authorization NFC
Use for material which pertains to
request and authorization for or
» change and revocation of allotments.
a. U.S. Savings Bonds , N/A N/A GRS-2-4
Kooy a-1
T
v cond
A ay
i)
/ﬂbuAS ador
ey
‘f'/uwwfaulp(,
b. All other authorizations including | Destroy N/A N/A GRS-2-4
union dues and savings when b-1
super-
seded or
after
transfer
v or separa-
tion of
employee.
FILE by subject, agency and social
security number.
2200-5-11 Employee Tax Exemptions NFC
Use for withholding tax exemption Destroy 4 | N/A N/A GRS-2-18a
certificates, such as IRS Forms W-4, yrs. after &b
Vv and similar state tax exemption forms. information
is $/0.
FILE by agency and social security
number.
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CLASSI- . RECORD OFFICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPI & L 1o OTHER DISPOSIT!
NUMBER DISPOSITION FARC OFFICES AUTHORIY .
(N @) 3) @ ) (T
2200-6-2 | Reports NFC
Use for reports of withheld Federal Destroy N/A N/A GRS-2-18c )
taxes, such as IRS Form W-3 with when 4
related papers, including reports yrs. old.
‘ relating to income and social security -
j taxes.
FILE by agency and social security
number.
2200-7 Claims FAD & NFC
Use for general material pertaining Dispose N/A Dispose
to claims by or against the Federal of 1 yr. of 1 yr.
Government. after after
\ final final
FILE by agency and claimant. disposition dispo-
of case. sition
of case.
2200-7-1 | For or By the United States
Use for claims filed by debtors or Dispose N/A Dispose
employees under the Federal Claims of 1 yr. of 1 yr.
Collection Act for or by the United after after
\ States. final final
disposition dispo-
FILE by agency, subject, and of case. sition
claimant. of case.
2200-7-2 { Against the United States
Use for claims filed by debtors or Dispose N/A Dispose
employees under the Federal Claims of 1 yr. of 1 yr.
Collection Act against the United after after
States. final final
. disposition dispo-
) FILE by agency, subject, and of case. sition
— claimant. of case.
2200-8 Imprest Fund Management NFC & FAD
Use for material pertaining to gtxec. Serv. {N/A N/A GRS-6-1a
designations and audit of imprest fund.| Staff
Also includes cost verification and Destroy 6
B sub-voucher registers, request for yrs. & 3
changes in imprest fund, and error months
listings. after
period
FILE by subject and chronological covered
sequence., by the
account,

C-38

FORM IMD-18 (6/82)



ASAR 3040-1

September 10, 1983 J
Appendix C
USDA/OIRM=IMD ASSISTANT SECRKETARY FOR ADMINISTRATION FILE/DIS: wSITION PLAN
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CLASSI~ 4 RECORD OF FICE — —
TION DESCRIPTION AND FILING INSTRUCTIONS oP1 & b TO OTHER DISPOSITION
3ER DISPOSITION FARC | OFFICES AUTHORITY
0 Je) 6) @ E R
2200-9 Payment Control Listing NFC & FAD
Use for computer listings, batch Destroy N/A Destroy
reports, etc., generated to perform when no when no
the housekeeping functions required longer longer
for fiscal accountability and needed. needed
v/ payroll administration. for
refer-
FILE by subject in chronological ence.
sequence.
2200-10 |} Working Capital Fund WCF
Use for material of a general nature Destroy N/A Destroy
which pertains to WCF. 3 yrs. 3 yrs.
after after
J FILE by agency and subject. close of close of
FY. FY.
2200-10-3 Planning, Development, and Approval WCF
Use for material pertaining to Destroy N/A Destroy
Working Capital Fund budget 5 yrs. 5 yrs.
preparation, planning, and final after after
J approved budgets. close of close of
Fy. FY.
FILE by agency and subject.
2200-10-4 Financial Reviews WCF
Use for material pertaining to WCF Destroy 5 [N/A Destroy 5
fund reviews:, summary reviews and yrs. after yrs. after
individual cost centers reviews of close of close of
a financial nature. FY. FY.
~ FILE by agency and subject.
2200-11 | Cost Distrihution FAD
Use for material pertaining to the Destroy 5 [N/A Destroy
proration of Departmental centralized yrs. after 5 yrs.
expenses distributed to the agencies. close of after
3 Fy. close of
FILE by agency and subject. FY.
2200-11-14 Management Council Cost Distributions FAD
Use for material pertaining to the Destroy 5 |[N/A Destroy 5
distribution of central agency yrs. after yrs. after
billings (GSA, DOL) to Departmental close of close of
)| agencies; FTS, SLUC, OWCP, etc. FY. FY.
FILE by agency and subject.
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DISPOSITION
—_— X
CLASSI- , RECORD OFFICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS orPI & L 10 OTHER DISPOSITION
NUMBER DISPOSITION FaRc | OFFICES AUTHORITY
0 @ NE) @ B (TR
2200-11-4 Working Capital Fund Cost Distributions| WCF
Use for material pertaining to Working | Destroy 5 |N/A Destroy 5
Capital Fund cost center expense yrs. after yrs. after
distribution to user agencies of close of close of
k Printing Plant, and Copier Services, FY. FY.
etc.
FILE by agency and subject.
2200-11-3| Department Centralized Reimbursable FAD
Program Cost Distributions Destroy 5 [N/A Destroy 5
Use for material pertaining to yrs. after yrs. after
Departmental centralized costs or close of close of
expenses made through special rY. FY.
reimbursable accounts which are pro-
rated to the agencies, e.g., Office
of Personnel training programs and
\ Health Services.
FILE by agency and subject.
2200-12 | Reports/Studies FAD
Use for reports and studies which Destroy 5 |N/A Destroy
pertain to accounting operations. yrs. after 5 yrs.
close of after
FILE by agency and subject. FY. close of
) FY.
2200-13 Project Control
Use for memoranda, reports, and Destroy N/A Destroy GRS-16-7
other records documenting assignments, 1 yr. when no
nprogress and completion of projects. after the longer
yr. in needed.
A FILE: Case file alphabetically by which the
title of project. nroject
is closed.
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-~ asSia , RECORD OFFICE
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BER DISPOSITION | FARC | OFFICES AUTHORITY
0 @ ) @ (5 (TR
2300 TRAVEL AND TRANSPORTATION PPMD, FAD,
Use for material of a general PB&0 and N/A Destroy GRS-9-5a
nature which pertains to travel and NFC when 1 & b
transportation functions, not Destroy yr. old.
covered elsewhere in the following when 2
categories. yrs. old.
/
NOTE: Logs and registers of
accountability are to be destroyed 1
yr. after entries are cleared.
FILE by agency and subject.
2300-1 Travel FAD, PPMD,
Use for material of a general nature & NFC N/A Destroy
which pertains to domestic or foreign Destroy when 1
travel. when 2 yr. old.
J yrs. old.
FILE by agency in chronological
sequence or alphabetically if
applicable.
<oJ0-1-1 { Policy and Procedure FAD
a. Use—fer—backgroumd materiali—whith Submit— N/A GRS-16-1¢g
documents—the—important—aspects—of—the- |-SFH=115.
develepment—ef—Departmental—policy—and e, S/O
procedure——: Judoanceo” . e
NOTE: See 3000-1-2 for disposition i
of record copy of Departmental cC
directives. 7/%‘/’5/3
action
Cone fleg) nelited
b. Use for mee . i rtain—to— %ﬁ;@ N/A | Bestrey GRS-16-1 A
rowtipe—agency administrative —SA-0+— WhEr—S£0.- | c-&—d—
funettonsTATso—ineludes—background— ‘%ﬁfﬁiﬁ:Z
material.. Cg%iz
& / 7
FILE by origin, series number or in L A )
chronological sequence. é%%béf%?“!
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DISPOSITION
CLASSI~ 4 RECORD OFFICE
"Jﬁ:{'&? DESCRIPTION AND FILING INSTRUCTIONS 0PI & L 1o OTHER DISPOSITS
DISPOSITION FARC OFFICES AUTHORIT
i) @ o @ o (T
2300-1-2] External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
j directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
2300-1-31 Request and Authorizations FAD & NFC
Use for copies of vouchers, & FIN N/A Destroy GRS-9-3a
memorandum copies of travel requests, Destroy when & 3b
travel authorizations, and all when 3 funds
supporting papers. yrs. old. are
obli-
NOTE: Destroy unused ticket gated.
, redemption forms, such as SF 1170,
x when no longer needed for
administrative use (GRS 9-3c).
FILE chronologically by agency.
2300-1-4] Reimbursements FIN, FAD &
Use for records pertaining to NFC
reimbursing. individuals (e.g., Destroy N/A Destroy GRS-9-4a
travel orders, per diem vouchers, when 3 when & 4b
hotel reservations, and all yrs. old. funds
supporting papers documenting official are
travel by officers, employees, obli-
\ dependents or others authorized by gated.
law to travel).
FILE by agency and alphabetically by
employee.
2300-1-5] Reports
Use for travel reports. Destroy N/A N/A
tl when 3
FILE by agency and subject in yrs. old.
chronological sequence.

FORM IMD-18 (6/82)
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2300-1-6| Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignment, 1 yr. when no
v progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.
2300-2 Transportation FAD & NFC
Use for material of a general nature Destroy N/A Destroy GRS-9-5a
which pertains to the transportation when 2 when 1
V4 of goods. yrs. old. yr. old.
FILE by agency in chronological
sequence.
Retom i
2300-2-1 | Policy and Procedure FAD s/a
a. Hse—for—background—material_which—| Submit N/A Bes§i8%> GRS-16-1§T
documents the important—aspects—of-- — i3523§§;~7 <€§§__‘)
the—devetopment of Departmental-—
nolicy—and_procedure. Jidomawncen. when 5o di fve
NOTE: See 3000-1-2 for disposition or immes K
of record copy of Departmental ately cC
directives. hen 1t /y(gz
Is_known &
Ehat no
<§Ef¥9p
widTl be
_ takem.~
W iy
b. Use for i A ertain— 3;§;xgze N/A Destyoy GRS-16-19(
1o0—routine—agency—administrative ffren N 1 eﬁ[87fﬁ e——d—
fupettonsTAIS0ITC]ITdES_background Azbwéawv poyesy
sateeiat. (&) 4 2
Pk g | ol || X
FILE by drigin, serfies number or in Ky ottt
chronological sequence. 0éqpéc+7zﬁb &éi:;t¢¢ﬁf¢ﬂ
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() 2 3 0 (5 (T
2300-2-2 } External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
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.
2300-2-3 | Freight NFC, PD, &
Use for material pertaining to PPMD
movement of goods by government or Destroy N/A Destroy GRS-9-1
comnercial carriers. May include when 3 when 1 a&b
commercial or government bills of yrs. old. yr. old.
lading and other data which
\x documents the transaction.
FILE by subject and control number.
2300-2-4 | Lost or Damaged Shipments PPMD
Use for material pertaining to the Destroy N/A N/A GRS-9-2
schedules of valuables shipped, when 3
correspondence, memoranda, yrs. old.
and other records relating to the
administration of the Government
Losses in Shipment Act, and any
j} claims that may ensue.
FILE chronologically by agency.
2300-2-5 | Transportation Rates PPMD & PD
Use for material which pertains to Destroy N/A N/A
carrier rates. when S/0.
\> FILE by carrier.
2300-2-6 | Reports PPMD, NFC,
Use for transportation reports, e.g., FAD
shortage and demurrage, etc. Destroy N/A Destroy
when 3 when 1
FILE by agency and subject in yrs. old. yr. old.
chronological sequence.
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2300-2-7 | Project Control PPMD, FAD,
Use for memoranda, reports and other NFC
records documenting assignments, Destroy 1 N/A Destroy GRS-16-7
// progress and completion of project. yr. after when no
the yr. in longer
FILE: Case file alphabetically by which the needed.
the title of the project. project is
closed.
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: DISPOSITION FARC OFFICES AUTHORIT
) @ (3 @ Ca (TR
2400 FEDERAL ASSISTANCE FM
Use for material of a general nature Destroy N/A N/A GRS-3-17b
which pertains to the routine when 2
operations and daily activities in yrs. old.
the Federal assistance program.
FILE by agency.
2400-1 Policy and Procedure FM, NFC &iL%¢ Sﬁg
a. Hseforbackground—material—which—| -Submit— N/A Destry GRS-16-1&r
decuments—the—important—aspects—of- SE-t5— er
the—devetopment—of Departmental—policy | Alesliry the
and—procedures Lognanceo ke~ 4o tive
is i d
NOTE: See 3000-1-2 for disposition imme - fg?g
of record copy of Departmental diate 7A” 53
directives. whegn it
is_knaw
gha;_ﬂg
Wi
ZaKeN .
b. 4se_for issuaneces—which—pertain— N/A Bestro GRS-16-1d
to—routine-agencyadministrative 2§§§§%f5i wHéEZS%ﬁz_T ——&—d—
ﬁuncijnmsﬂ_—4¥tzz;;i?+ﬁée&—aaekgronnd- 42a¢$6r7 5 »
materjal. ) é”‘a’/“&?’“£W6%é, LWohen 7
wﬂ{&%ﬁ@% ‘% WM?M,‘
FILE’ by origin/ series ‘fhumber, or 1in e i
chronological sesquence.
2400-1-1] External or Non-Series instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
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.

C-46
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DISPOSITION

RECORD OFFICE

. DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

oPi & YO

FARC

OTHER
OFFICES

g

DISPOSITION
AUTHORITY

7]

(4)

I

o -

2466-2-1
oD~

Gr&ﬁf?\and Cooperative Agreemeuﬁg
Use for maserial pertaining the
transfer of y to
assist recipiends _to acgdmplish a
public purpose authQriZed by statute,
including all form project or
other grants and tive
agreements, an i
arrangements/hot specifica
described An the following catsegories.

FILE agency.

Policy and Procedure /!

a. UYse for-background—materi-al—which —
documents—the important—aspects- of -

the—devalopment of Departmental—policy
aﬂé—gﬁeeeé%?gr__:ZL44V~m<n¢,

NOTE: See 3000-1-2 for disposition
of record copy of Departmental
directives.

b. Use for dssuances—whieh pertain

‘to—routinre—agency—administrative

FuynettonsT—Also_includes—background—-
material——C4) atbr2 ’

W-f}ﬁ_&(b ; Eto
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
directive system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, serias number or in
chronological sequence.

% \ (3)
F

Subm
SF-115.

Destroy
when
g ranCd

Destroy
when S/0.

N/A

N/A

N/A
Ay

N/A

N/A

a

Destroy
when—S$46~

e

Destroy
when S/0.

.

GRSZ3-15

N\

GRS-16-1¢

Aoz

e

75 5

GRS-16-1f__

R
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DISPOSITION
CLASSI = RECORD OFFICE
FAE:‘T!SN DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
BER DISPOSITION FARC OFFICES AUTHORITY
m 2 Q) @ 1 o (T
2400-2=37] Grant and Coopé?ative Agreemepts Cases/' M ///7 y 7
Use for proppéa1s or applicath Submj N/ N/A GRS<3-15
contracts,éproject reports/ i SF-Y15. 4 //Lﬁubé?wm
certifica} , agreements,/mem h;Z”/’ {
correspopdence, {and othet rec 5
relati to receipt, réview,
ion, status apd monitopi
; allocatjon ¢f funds,
ect budgets/|.
[LE: Case filg/by agency. 5
2#400=2=% | Grant and Cooperative Agreements FM
2Yop-d-d-| _Controls
Use for material pertaining to index- Destroy N/A N/A GRS-3-16
V/ es, registers, logs or other records when S/0.
relating to control of assigning
numbers of identifying projects,
applications and grants.
FILE by agency.
2400-3 FM
Submit N/\ N/\Y\ (it
SF-115. 2/21)53.
i erids pmi
. Lrealzl_ i
2400-4 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
recards documenting assignments, 1 yr. when no
, progress and completion of projects. after longer
v/ the yr. needed.
\ FILE: Case file alphabetically by in which
title of project. the
project
is
closed.

FORM IMD-18 (6/82)
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DISPOSITION
CLASSI~ . RECORD OF FICE
“TION . DESCRIPTION AND FILING INSTRUCTIONS oPI & = OTHER DISPOSITION
BER DISPOSITION FARC | OFFICES AUTHORITY
) @ (3) T . (T
3000 RECORDS SYSTEMS AND PROGRAMS IMD
Use for material of a general nature Destroy N/A Destroy
which pertains to the overall paper- when 3 when 1
v/ work management program, yrs. old, yr. old.
FILE by subject in chronological
sequence.
3000-1 Directives Management IMD, ECR
Use for material of a general nature & NFC
which pertains to officially pub- Destroy N/A Destroy
lished instructions, regulations, when 3 when 1
~~ |and procedures which regulate and yrs. old. yr. old.
direct operations and performance.
FILE by directive number or subject.
3000-1-1 |Dockets ECR &
Use for material which has been DIRECTORS
prepared for publication in the
Federal Register and which pertains PERMANENT | N/A | Dispose Nel-16-27-6
v {to the organizational structure and Offer to of when Jere 32z
basic policies of the Department and NARS in material Cs
its agencies. e . 5 yr. is pub-
o cufe [ b10cks wrrkas 1ished
FILC by agency and docket number. 20 in the
523?MXL Federal oy
Register. Cc
0/3/53
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FORM IMD-18 (6/82)



ASAR 3040-1
Appendix C

USDA/OIRM=~IMD

September 10, 1982

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

CLASSI=
FICATION
NUMBER

© DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

oPI &
DISPOSITION

* TO

FARC

OTHER
OFFICES

- ——

DISPOSITI‘
AUTHORIT

(N

(2)

(4)

(5)

(8)

3000-1-2

e

following

e
for
AE P o\ R

3000-1-3

v

3000-1-4

Departmental Directives

Use for directives originated within
USDA, e.g., Administrative
Regulations, Secretary's Memos,
Internal Office Issuances, DR/s, DM's,

ecretary's

NFC Manuals whic
and the DPM whic

material, see
under each ¢ ile external or

under the

FILE Py origin and series nuiber.

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
directive system. Includes comments
and other material on proposed

and existing instructions.

FILE by origin, series number or in
chronological sequence.

Distribution, Maintenance and
Printing

Use for material pertaining to the
printing, delivery and storage of

directives.

FILE by issuance number.

evel directives

ispose of them

IMD

Destroy
when S/0.

IMD

Destroy
when 1
yr. old,
or

when no
longer
needed.

N/A

N/A

Des

whe 0.

Destroy
when S/0.

Destroy
when S/0.

C-50
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3cvo- - Dlemrtmentﬂ Directives

Use for directives originated within
USDA.

a.?)Departmenta] Regulations (DR's)
and Departmental Manuals (DM's) in
the 1000 and 9000 classification
series. ) A1l others can be destroyed

when no longer needed. ca l"/%@.

b. Secretary's Memorandum
(SM's) and any Departmental directives
signed by the Secretary. ca t*[vy~

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

NOTE: IMD has the record copy of all
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 OP.
For WORKING PAPERS and BACKGROUND
material, see Policy and Procedure
under each category. File external or
non-series instructions under the
appropriate subject and dispose of them
when S/0.

FILE by series designator, and classi-
fication code, and title.

=

IMD
PERMANENT.
Offer to
NARS in

5 yrs.
blocks
when

20 yrs.
old.

N/A

ECR
PERMANENT.
Offer to
NARS n S-un
when B a0
yrs. old.

N/A

IMD

Destroy
when no
longer
needed.

N/A

C-Spa

Destroy
when

no longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

GRS-16-1a

NC1-16-77-6
Item 35

GRS-16-1c

b
£ Olc; 3’3’5
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DISPOSITION
591 RECORD OFFICE
NUQ;'&:‘ . DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
n (2 3 @ ©) R
- 3000-2 Forms Management IMD & NFC
Use for general material pertaining Destroy N/A Destroy
to the planning and execution of when 3 when 3
procedures to standarize, design, yrs. old. yrs. old.
L construct, and control the use,
numbering, and distribution of forms.
FILE in chronological sequence.
3000-2-1 | Forms Master File IMD
Use for the record copy of each Destroy N/A Destroy GRS-16-42a
form created by an agency with 5 yrs. when S/0.
related instructions and after
documentation showing inception, related
scope, and purpose of the form. form is
discon-
NOTE: Working papers, background tinued,
materials, requisitions, specifica- super-
L//, tions, processing data, and control seded,
records are to be destroyed when or
related form is discontinued, cancelled.
superseded, or cancelled. (GRS-16-4b)
FILE by agency and form number.
3000-2-2 | Functional Files IMD
Use for a collection of forms, Destroy N/A Destroy
arranged by functional classification, when when S/0.
used to assist in taking forms related
management actions, such as deter- form is
V/’ mining whether new forms should be discon-
developed and approved and whether tinued,
axisting forms should be consolidated super-
or replaced by other forms. seded or
Included are copies of each form cancelled.
used within the area served by
the forms management office.
FILE by functional classification.

C-51
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DISPOSITION R
CLASS!~ . RECORD OFFICE
FICATION DESCRIPTION AND FiLING INSTRUCTIONS oPI & L 10 OTHER DISPOSITIO
NUMBER DISPOSITION FARC OFFICES AUTHORITY
i @ ) @ G RO
3000-3 Reports Management IMD
Use for materials relating to the Destroy N/A Destroy GRS-16-8
reports management program. Includes 2 yrs. when 1
correspondence and index of current after yr. old.
J/ recurring or situation reports and report
a control file of all proposed, is
currently required, cancelled or discon-
superseded recurring or situation tinued,
reports.
FILE by report number and title.
3000-4 Files Management IMD & NFC
Use for material of a general nature Destroy N/A Destroy
which pertains to the storage, re- when 3 when 1
/ tention, and disposition of records. yrs. old. yr. old.
FILE by subject in chronological
sequence.
3000-4-1 | Filing Systems IMD
Use for material pertaining to Destroy N/A Destroy GRS-16-3
systems and techniques evolved to when when
maintain records for retrieval and records records
scheduled disposition. Includes are are
J SF's-115, 135, and 258. destroyed destroy-
or when ed or
FILE alphabetically by agency. no long- when no
er needed. longer
needed.
3000-4-2 JRecords Holdings IMD
Use for statistical reports of agency Destroy N/A Destroy GRS-16-6a+ b
records holdings required by the when 3 when 1
General Services Administration yrs. old. yr. old.
J including feeder reports from all
offices and data on the volume
of records disposed of by destruction
or transfer.
FILE by date of report.

C-52
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DISPOSITION
1 ASSI- . RECORD OFPICE
1;'3: . DESCRIPTION AND FILING INSTRUCTIONS oPi & L 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
0 2 3 @ EN [
3000-5 Mail Management VRMD
Use for material of a general nature Destroy N/A Destroy GRS /%/£24:
which pertains to management of mail when 2 when 2
Y and which does not fit elsewhere in yrs. old. yrs. old.
this category.
FILE in chronological sequence. o
3000-5-1} Receipted and Routed Mail
Use for material pertaining to the
receipt and routing of incoming and
outgoing mail handled by the Postal
Service or the USDA mail and messenger
V4 service.
a. Postal Service MRMD
Destroy N/A Destroy GRS-12-5a
when 1 when 1
yr. old. yr. old.
b. Mail and messenger service MRMD
Destroy N/A Destroy GRS-12-6°f
FILE alphabetically by agency when 6 when 6
and receipt number, months months
old. old.
3000-5-2| Postal Irregularities MRMD
Use for material pertaining to Destroy 3 N/A Destroy GRS-12-8 -
irregularities in the handling of yrs. after 6 months
mail, such as loss or shortages of completion after
v postage stamps or money orders, or of investi- comple-
loss or destruction of mail. gation. tion of
investi-
FILE by subject. gation.
3000-5-3| Postage and Fees Paid MRMD
Use for material pertaining to Destroy N/A Destroy GRS-12-7
official penalty mail payment when 6 when 1
reports. yrs. old. yr. old.
v
FILE alphabetically by agency.
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NUMBER DISPOSITION FARC OFFICES AUTHORITY
0 @ ] @ [EN s
3000-6 | Word Processing/Microfilm IMD GRS ,é/
Use for surveys conducted to Destroy N/A Destroy 7Y
evaluate various technological when 3~ when 2
v/ systems, their applications in : — yrs. old. K13
improving performance as well as < cc
feasibility and cost impact. %EE%;?EZ;Q ‘7%473
FILE in chronological sequence.
3000-7 Studies and Surveys IMD
Use for formal reports of Destroy N/A Destroy
naperwork studies and surveys when 3 when 2
performed to identify and correct yrs. old. yrs. old.
paperwork problems; improve pro-
cedures, operating performance and
J effectiveness, and aid management,
FILE alphabetically by agency
and subject.
3000-3 Project Control
Use fcr memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
J FILE: Case file alphabetically by in which
title of project. the
. project
is
closed.

C-54
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ATION DESCRIPTION AND FILING INSTRUCTIONS oPI & L 1o OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
M D 3 ) Em T
- 3100 INFORMATION SYSTEMS, PROCESSING, OIRM
AND PROGRAMS '
Use for material of a general nature Destroy N/A Destroy
which pertains to the study, when 3 when 1
selection, use, and management control yrs. old. yr. old.
&~ Jof ADP and telecommunications equipment,
operations, and systems. Also includes
files relating to machine room
operations and to information and data
produced through ADP and
telecommunications operations which
are not described elsewhere in this
category.
FILE in chronological sequence by
project.
3100-1 Policy and Procedure OIRM Xgiﬁgiy7§/
3. Use—fer—background-material—which— |-Sobmit N/A | Destrey ”” [GRS-16-1ke
documents_the impertant—aspects—of-—— | SE=115, after the
the_development—of Departmental—policy A§ML¢2>mﬂL/ d%figzjyﬁ /272?
and procedure-- \£4XU&AAVLL4’ u*AIWLS/ %ﬁ : Sued
NOTE: See 3000-1-2 for disposition i '7/5‘”/53
of record copy of Departmental
directives.
Al la l o So 6@)
b, Use for +s hs—wh+eh—pertarn—to— Destroy N/A Destroy GRS-16-14,
rogii-re—ageney—adninistrative when £40, when—S5/6+ |-e—3—d-
raﬁe%+@ﬂST——ﬁ+se—%ﬂzijgii;backgr0und LI G nCe. Adunnce (&
materiaty  aAfrne v o deilie L. éﬁap4v¢j7%5
Mr% 7 ey et 7 ‘3/«4—(“”‘
FILE by origin, series number or in
chronological sequence.
3100-1-1 ]External or Non-Serijes Instructions
Use for material of a directional Destroy N/A Destroy
b/ nature which originates outside USDA when S/0. when S/0.
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 orwgwn, series number or in

LIH\J[T\JIUSIL‘UI )W\JCH\“_
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DISPOSITION -
CLASSI- . RECORD OF PICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS OPi & b 1o OTHER DISPOSIT!
NUMBER DISPOSITION FARC | OFFICES AUTHORI"
n_ 2 E) @ (5 @
3100-2 Information Management and Systems 0IRM
Planning ~ )
Use for policies, procedures or other Destroy N/A Destroy
guidance retated to information when 3 when no
management and systems planning. yrs. old. longer
needed.
FILE in chronological sequence.
3100-2-1] Long Range Plans QIRM
Use for planning documents provided Destroy N/A Destroy
by agencies (other than A-11). when 5 when 5
yrs. old. yrs. old.
FILE by agency.
3100-2-2{ ADP Budgets (A-11) OIRM
Use for annual submission of agency Destroy N/A Destroy GRS S;AQOL_
exhibits and narratives for ADP/ when—5- when—b—
teleconmunications obligations and yrs-—old, yrs—oald,
expenditures. / Jrpe -
p W;ag’%? 1 ‘?‘;},
FILE in chronological sequence. 7 f;?éULJazia Coyensil Loy
3100-2-3 | Agency Projects OIRM
Use for material pertaining to special Destroy N/A Destroy
agency projects, such as information when 875 when no
requirements studies and system yrs. old. longer
development projects. needed.

FILE by agenby and project name.

3100-2-4 | Information Sharing 0IRM
Use for material pertaining to projects| Destroy N/A Destroy
and studies supporting data sharing, when S/0. when no
information data bases, and systems. longer

needed.
FILE by agency and subject.

FORM IMD-18 (6, 82)
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DISPOSITION
SSi- . RECORD OFFICE
TiON DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITION
-ABER DISPOSITION PARC OFFICES AUTHORITY
0 2 L0 ] (I
3100-3 Applications Design and Development
Use for documents, cards, or magnetic N/A N/A
media designated as "Master files",
"Library files", "record copy files"
which include complete necessary
documentation and instructions for
operation of ADP systems, programs,
and jobs. Included are user requests,
analytical reports, design require-
ments, feasibility studies, system
instructions, user guides and manuals,
input, output, and report specifi-
cations, standard operating procedures,| 4.o. GRS
block diagrams, flow charts, coding a0
instructions, test plans, reference " t.;'
to or copies applicable software and
reference materials, job instructions,
and similar or related files.
FILE by system name.
N0-3-11| ADP Test Files
Use for material pertaining to N/A Destroy
the testing of ADP equipment when
and/or data processing methods 2 yrs.
and procedures and to the trial old.
application of existing or or on
proposed data processing systems. discon-
Included are .requests for tests, tinuance,
approvals or disapprovals, test which-
reports, and communications ever is
relating to the test. first.
FILE by system name.

C-57
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(D @ D @ I (R
3100-4 Resource Acguisiton OIRM
Use for material pertaining to Destroy N/A Destroy )
planning and preparing for initial after 10 after
acquisition (including selection, yrs. 5 yrs.
evaluation, procurement, and in- or
stallation) of ADPE, office automation discon-
equipment, telecommunication tinuance,
equipment, multiple equipment when which-
part of a system, auxiliary equipment, ever is
and attachments for existing first.
equipment; and ADP software and
services. Includes application
studies, system specifications and
reports of their review, manufac-
turer's proposals and evaluation
thereof, documents relating to
installation of equipment or
systems, reports of readiness
reviews and performance evaluations,
benchmark computation information
outputs, benchmark accounting
information outputs, and relatead
papers,
FILE by system or product name.
3100-4-1 | Benchmark Demonstration OIRM
Use for computation information Destroy N/A Destroy
}) outputs from winning vendors and 1 yr. 1 yr,
vendors declared nonrasponsive due to after after
benchmark performance. completion com-
of per- pletion
FILE by vendor. formance of per-
evaluation, formance
evalua-
tion.
3100-4-2 | Benchmark Computation 0IRM
Use for information outputs from Destroy N/A Destroy
losing vendors. 1 yr. 1 yr.
Y after after
FILE by vendor. accept- accept-
ance of ance of
system. system.

C-58
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TION DESCRIPTION AND FILING INSTRUCTIONS oPI & 10 OTHER DISPOSITION
. MUMBER DISPOSITION FARC OFFICES AUTHORITY
(0 @) ) @ 5 )
3100-4-3] Technical Approval Files ATSD
Use for agency requests for technical Destroy N/A Destroy
approval to acquire or utilize ADP 5 yrs. when 2
- resources. Includes correspondence after yrs. old.
QW and other documents related to the receipt.
request,
FILE by agency.
3100-4-41 Feasibility Study Files OIRM
Use for material pertaining to the Destroy N/A Destroy
study of specific functional areas when 3 when 2
within 3100 classification. Includes yrs. old. yrs. old.
system and data requirements,
alternatives, benefits, cost data,
and other related documents.
FILE by system name.
2100-5 Resource Utilization 0OIRM
Documents containing management Destroy wWhen Destroy
data on cests, equipment, staff- when 15 5 when 2
ing, workload capacities, and yrs. old. [|yrs. yrs. old.
overall effectiveness of ADP and old.
telecommunications operations and
documents used to evaluate rental,
purchase, operation and maintenance
costs. Includes reports, briefs,
and similar or related documents.
FILE by category (equipment, staff,
etc.).
3100-5-1 | Resource Inventory Files 0IRM
Use for documents related to Destroy N/A Destroy
information resource inventories when 5 when 3
including ADPE, office automation yrs. old yrs. old
equipment, telecommunications or when or when
3” equipment, computer software and no longer no longer
related forms and supplies. needed needed
whichever whichever
FILE by category (equipment, is sooner. is
software, forms, etc.) sooner.,
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CLASSI=
FICATION
NUMBER

- DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

oPl &
DISPOSITION

F TO
PARC

OTHER
OFFICES

DISPOSITION
AUTHORITY

{h

(2)

NE]

(4)

(5)

{6)

3100-5-2

3100-6

Information System Capabilities

Use for material pertaining to
specific information system
capabilities, including graphics
display, data management systems and
other specialized software or
hardware.

FILE by system or product name.

ADP Operations

Documents, magnetic media, and

punched cards, maintained by ADP
activities in providing services to
other elements within the area ser-
viced. These files are used primarily
in preparing and controlling recurring
and one-time tabulations, reports,
machine runs, briefs, print-outs, and
similar documents required by other
elements in performing their functions
and missions. Included in the ADP
activity files are scratch tapes, test
tapes, raw data input tapes, analog
magnetic tapes, working tapes, (input
and output), transaction tapes, con-
tinuous update tapes, summary data
tapes, print tapes, reformed data
tapes, security tapes, removable media
randem access devices; master tapes;
disks, disk packs, drums, and data
cells containing similar data; master,
detail, and summary punched cards;
machine listings thereof; and copies
of tabulations, machine runs, and
print-outs used for verification
purposes.

a. Magnetic media, cards, reports
and print-outs, designated as
record copy material.

OIRM
Destroy

1 yr.
after
discon-
tinuance.

N/A

20

Destroy

1 yr.
after
discon-
tinuance.

N/A

FORM IMD-18 (6/82)
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DISPOSITION
Sle . RECORD OF FICE
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T @ @ [CI CT I
b. Magnetic media and cards
which become obsolete as a result N/A N/A
of updating, dumping, and trans-
ferred data.
W
A
2.0
c. Transaction cards and listings.
N/A N/A
d. Remaining files
N/A N/A
FILE by agency/area serviced and
subject if applicable.
3100-6-% Data Processing Register and OIRM & NFC
Schedule Files
Use for material pertaining to Destroy N/A N/A
records of approved jobs reflecting 1 yr.
job numbers:, requesting office, after
job description, data received, and com-
date due. Also, documents re- pletion
flecting available machine and of
personnel time, job requirements, related
priorities, and time-phasing job or
information on individual approved on
Jjobs. Included are registers, discon-
schedules, and directly related tinuance,
documents. which-
ever is
FILE by system and/or job name. first.
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(0 (2) “(3) @) —(5) T
3100-6-4 Machine-Readable Housekeeping Records NFC & OIRM
Use for routine administrative records| Dispose N/A Despose GRS-20
which are not required for GAO audit of as of as part 1
?9 and do not serve as record copy of reference reference] Item 29
information. (Dispose of record copy material. material.,
in accordance with instructions
applicable to hard copy. GRS-20, part
1, item 28).
FILE in chronological sequence.
3100-7 Telecommunications 0&TD
Use for material of a general nature Destroy N/A Destroy GRS-12 -
which pertains to telecommunication when 3 when 1 2b
o equipment requests. yrs. old. yr. old.
NOTE: For telephone services, see
1600-2-1.
FILE by agency and subject.
3100-7-1f Request 0&TD
Use for records which pertain to Destroy N/A Destroy (QKS/%/
installation, change, removal and 1 yr. when 1 QA(2)
servicing of equipment. after yr. old. (s=red
N audit or
FILE by agency and subject. when 3
. yrs. old,
whichever
is sooner.
3100-7-2] Agreements 0&TD
Use for records of agreements with Destroy 2 N/A Destroy GRS-12
background data of GSA's approval. yrs. after 2 yrs. 2e
) expiration after
R FILE by agency and subject. or can- expir-
cellation ation
of or can-
agreement., cellation
of
agree-
ment.
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e _ RECORD OFFICE
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DISPOSITION FARC OFFICES AUTHORITY
] 2 (). (4 ~(5) 18)
.3100-8 ADP Security
Use for material which pertains to Destroy N/A Destroy GRS-18-2
security administration. Includes when 2 when 1
reviews, studies, and plans. yrs. old. yr. old,
FILE by subject, agency and in
chronological sequence.
3100-9 Studies/Reports 0OIRM
Destroy N/A Destroy
FILE by agency and subject. 3 yrs. 3 yrs,
after after
g comple- comple-
tion or tion or
when when
amended amended
whichever whichever
is sooner. is
sooner.,
21N0-10 | Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
& the yr. needed.
FILE: Case file alphabetically by in which
title or project. the
. project
is closed.
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(0 @ [N @ EN T
3200 ACCESS TO INFORMATION OIRM
Use for material of a general Destroy N/A] Destroy )
s nature which pertains to the when 2 when 1
dissemination of information and yrs. old. yr. old.
is not described below. or or .
sooner sooner
FILE by subject and in if no if no
chronological sequence. longer longer
needed. needed.
3200-1 Policy and Procedure 0GPA
‘a. Use—fer-background-material which | -Submit N/A GRS-16-1&
decuments—the—impertant—aspects—of—the- -
devetopment—of-Departmentat—poticy- é%;é%:i%/
and—procedure. . Jeguarttes e
NOTE: See 3000-1-2 for disposition
of record copy of Departmental Kjﬁ
directives. ﬁc
/7bJ%#
a
i be
) takens
Cogl el d 70 (a
. Use for -esawnﬂch—perta1n o | Destroy N/A | Destroy  BRS-16-1
naullﬂg_ﬁgﬂncy;adHﬁﬁﬂstratTVé gﬁiﬂ;fiﬁ;; when SAHO—-e—&—d—
— g nCe
ﬁﬁﬁe%+ﬁ?s~——ﬁﬁso—1TmﬂnmeS'ﬁafkg’UUﬁd e é/ »@,azzz;?hz
e s e e
ety of o
FILE by origin, series number or in
chronological sequence.
3200-1-1 External or Non-Series Instructions
Use for matérial of a directional Destroy N/A{ Destroy
nature which originates outside USDA when S/0. when S/0,
or which originates within USDA but
By, 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.
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3200-2 Privacy Act Granted Requests 0IRM
Use for material pertaining to Destroy N/AA Destroy GRS-14-
granted requests from individuals to 2 yrs. 1 yr. 25a (1)
/ gain access to their records or to after after
any information in the records date of date of
pertaining to them, as provided for reply. reply.
under 5 U.S.C. 552a (d) (1).
FILE in chronological sequence.
3200-2-1f Privacy Act Denials 0IRM
Use for material pertaining to denied Destroy N/A  Destroy GRS-14-
access and action not appealed. 5 yrs. 1 yr. 25 (3) (a)
after after
J/ NOTE: The official file copies date of date of
of requested P.,A. records are to be reply. reply.
disposed of in accordance with
approved agency disposition
instructions for the related
records or with the related
requests, whichever is later
(GRS 14-25b). Appealed cases
become the record of 0GC.
FILE in chronological sequence.
3200-3 Freedom of Information Act (FOIA) OIRM
Granted Requests
V/ Use for material pertaining to Destroy N/N Destroy GRS-14-
granted requests for information underf 2 yrs. 1 yr. 16a (1)
the Freedom of Information Act. after after
date date
FILE in chronological sequence. of of
: reply. reply.
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3200-3-1] Freedom of Information Act (FOIA)
Denials '
Use for material pertaining to denied Destroy N/A] Destroy GRS-l4-A§ﬂ_
access and action not appealed. 5 yrs. 1 yr. =) QQ&%
after after
NOTE: The official file copies date of date of
j of requested FOIA records are to reply. reply.
be disposed of in accordance with
approved agency disposition
instructions for the related
records or with the related
request, whichever is later.
(GRS 14-16b). Appealed cases
become the record of 0GC.
FILE in chronological sequence.
3200-4 Access to Classified Documents
Use for material pertaining to Destroy Destroy GRS-18-7
reguests and authorization for 2 yrs. 1 yr.
individuals to have access to after after
J classified files. author- date of
jzation reply.
FILE by subject. expires.
3200-5 Project Control
Use for memoranda, reports and other Destroy N/Ay Destroy GRS-16-7
records documenting assignments, 1 yr. when no
J progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
nroject
is closed.
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DISPOSITION -
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re — —— .
(1) (2) (3) (4) (5) (8) —
4000 EMPLOYMENT opP
Use for material pertaining to the Destroy N/A}  Destroy GRS-1-3
general administration and operation when 3 when 1
4 of personnel functions, including yrs. old. yr. old.
college programs, selective placement,
and special programs, examinations and
and paid recuitment, etc.
FILE by agency and name.
Official Personnel File 0P
a. -Peemegent- - Documents placed 30 days N/A] SEE NOTE {GRS-1-1b
on the right side of the folder after (2)
constitute the pesmewent rocord separa-
of an employee's status and tion from
v service and travel with an Gov't,
employee throughout his Federal transfer
career. The documents and their to Nat'l
order of filing are prescribed by Personnel
FPM 293-31. 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
ascertained
or 5 yrs.
after latedt
separation|
whichever
is later.

-
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DISPOSITION
CLASS! = . RECORD OFFiICE
FASQ‘!;'EO: DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
DISPOSITION PARC OFFICES AUTHORITY
i 2 Q) @ (5 N
b. Temporary - Documents placed Destroy N/} SEE NOTE JGRS-1-10
on the left hand side of the upon
4 folder constitute the temporary separa-
records of an employee. The tion or
documents and their order of transfer
filing are prescribed by FPM of
293-31. employee
or when
1 yr.
old,
which-
ever is
sooner,
0P
c. A1l letters of reprimand, Minimum N/A §§§§§§§§Z
caution, warning, and/or } of 1 yr.
admonishment. (unless
\/ decided
unwarrant-
ed), or
until
employee
transfers
or
separates,
whichever
occurs
first.,
d. Services Record Card {SF-7) 0P
Destroy N/A GRS-1-2b
NOTE: For supervisors' personnel 3 yrs.
files with material pertaining to after
authorizations, pending actions, separation
request for actions and records or trans-
on individual employees duplicated fer of
J in or not appropriate for the employee.
' official personnel folder, review
annually and destroy superseded
or obsolete documents, or destroy
all documents relating to an
individual employee 1 yr. after
separation or transfer. (GRS-1-18a)
(FILE by nature of action and
not by employee's name.)
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DISPOSITION
§Siw RECORD OF FICE
F':CATlON DESCRIPTION AND FILING INSTRUCTIONS oPl & b 10 OTHER DISPOSITION
UMBER DISPOSITION FARC | OFFICES AUTHORITY
i) @ Q) @ NEE e
4000-1 Policy and Procedure 0P
3. Yoe=tpr=Reparimentat=—poltcy—and— PERMANEMNT. | When] Destroy GRS-16-1@
Procedure—which—s—pubi-ished=—ir=the Gffar 1o 5 when S/Q.
BPM~ s gmantoa ,zm yrs.
% old.
= i
Cﬁﬂibﬁ%hﬁla)/ubzﬂfaLﬂF ékﬁa”y WL%%§O
b. Use for backeroubdemetenisi=rhich.| Submit- N/A GRS-16-1d\
decuments—the—importapt—aspects—ef SH=t5+
the A e—PM=gr=ether ona;ﬁwaj
D_e _tmeﬂ{-aJ—dﬂf Ves. Lt
NOTE See 300 T for latssosttion W Co
of record copy of Departmental
directives not published in the DPM. 7/,),/5,5
Cr—Hse—For—tssuances Which pertain ~Destroy LAY -GRS=36~1——
to—routine agency administrative whenS/0. | & d
functiens—Atsoincludes background
material.
FILE by origin, series number or in
chronological sequence.
4000-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A] Destroy
nature which originates outside USDA when S/0. when S/0.
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.
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F?:CAHON . DESCRIPTION AND FILING INSTRUCTIONS orI & t To OTHER DISPOSITION
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0 @ E) o) G 0
4000-2 Recruitment, Selection and oP
Placement
Use for material of a general nature Destroy N/A] Destroy GRS-1-3
/ which pertains to recruitment efforts when 3 when 3
and job offers to potential employees.| yrs. old. yrs. old.
FILE chronologically.
4000-2-1 Recruitment 0P
Use for material which pertains to Destroy N/A} N/A
recruitment efforts. Includes letters| when 3
of thanks to universities and other yrs. old.
recruitment sources for their
NG cooperation or letters advising
universities, etc., of selections due
to recruitment efforts.
FILE chronologically by agency and
organization, etc.
4000-2-2 Selection 0p
Use for material which pertains to
employment offers and acceptance or
rejection of those offers. (Destroy
1 accepted offers immediately GRS-1-4a)
Declined offers
a. Names réceived from certificate Return N/AY Destroy GRS-1-4b
of eligibles. to OPM imme- (1)
with reply diately.
and
appli-
cation.
b. Temporary or excepted appointments{ File N/A} Destroy GRS-1-4b
per imme- (2)
FPM diately.
333, A-4,
c. A1l others Destroy N/A§ Destroy GRS-1-4b
imme- imme- (3)
diately. diately.

FORM IMD-18 {6/82)
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) Fl] (3) (4) (3 03)
4000-2-3| Competitive Placement 0P
Use for SF-171's, resumes, position Destroy N/A N/A GRS-1-15
announcements, and applicant ratings upon
and any other material which documents|] receipt
/ competitive appointment procedures as of OPM
requirad by OPM. inspec-
tion
FILE by agency and announcement report
number. or when 2
yrs. old
whichever
is earlier
providing
the re-
quirements
of FPM,
Chapter
333, Sec-
tion A-4
are
observed.
4000-2-4| Reports 0P
Jse for statistical reports which Destroy N/At  Destroy GRS-1-16
pertain to recruitment, selection and when 2 when 2
v placement, yrs. old. yrs. old.
FILE by subject.
4000-3 Priority Consideration QP
Use for material which pertains to Destroy N/AY Destroy Ageryrmerit-
priority consideration due—to—dewn— when 2 when 2 premetien
gradipg—er—an—administrative—oversight} yrs. old yrs. old. {pters
d Weon o i S B e, el e o], or vhen
FILEL by position and name. y , a depart- —
vmbuuﬁ}db mental
Personnel
Management
Evaluation
review has
been
conducted.
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4000-3-1] Priority Placements opP
Use for material which pertains to the| Destroy" N/A§ Destroy Abdn j?
repromotion of downgraded employees. after after gyggz%ggﬁgﬂ
. N employee employee 1an.
J FILE $A—tha0REr by Soclil Secuioly has been has been
# promoted promoted
or or
declines declines
a position| a
position.
4000-4 Interviews op
Use for material pertaining to Destroy 6 N/A| Destroy GRS-1-8
interviews with employees. months imme-
after diately.
J transfer
FILE by agency and alphabetically by or sep-
employee. aration of
employee.
4000-5 Certificates of Eligibles oP
Use for material pertaining to Destroy N/AL N/A GRS-1-5
certificates of eligibles. when 2
Includes the reasons for passing yrs. old.
over a preference eligible and
v selecting a nonpreference
eligible.
FILE by agency and announcement
or position number.
4000-6 Reemployment Agreements 0P
Use for material which pertains Destroy N/A{ Destroy
to reemployment agreements between 1 yr, 1 yr.
employees and USDA. after after
termination termi-
v FILE by agency and employee name. of agree- nation
ment. of
agree-
ment.
4000-7 Reduction-in-Force 0P
Use for correspondence which pertains Destroy N/A 1 Destroy GRS 4/97&1,
J to notice of reduction-in-force and when—-5— when 1
nondisciplinary removals. o1 yr. old.
ot 1y .
FILE in OPF. Crmpleteds
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381 4 RECORD OFFICE
TION . DESCRIPTION AND FILING INSTRUCTIONS oPI & b TO OTHER DISPOSITION
RUMBER DISPOSITION FARC OFFICES AUTHORITY
0 @) NE) @ (3 ]
4000-8 Personnel Actions 0P
Use for notification of personne]
actions, e.g., within<grade increases,
Ve restored leave, promotions, etc.,
2clusive of- Hasre e OPF,
a4——DBPF—copy— Destroy N/A] Destroy GRS-1-14a
tattother—eopiesmaimtaimed—im when 2 when 1
Pe%seﬂﬂe+—ﬁfe—%e—be—ées%reyed———— yrs. old. yr. old.
—~whep——yr—oald)
d& Pay or fiscal copy NFC
Destroy N/Al N/A GRS-2-11a
FILE by social security number and when
in chronological sequence, related
v/ pay
records
are auditeq
by GAQ or
when 3
yrs. old,
whichever
is sooner.
4000-9 Position Classification, Pay, and 0P & NFC
Allowance
Use for material of a general nature Destroy N/Al Destroy
9% which pertains to position when 3 when 1
classification, pay, and allowances yrs. old. yr. old.
which does not fit elsewhere in this
category.
FILE by subject in chronological
sequence,
4000-¢-1 Position Classifications 0P & NFC
Use for material which substantiatas Destroy N/AY} Destroy GRS-1-7a
eligibility and classifying of jobs 5 yrs. when (2) (a)
o by occupation, series, class, and after position
grades. position is
is abolish4 abolished
FILE by position number. ed or or
description descrip-
is super- tion
seded. super-
seded.
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4000-9-2 Inspections, Audits, and Surveys 0P .
Use for material pertaining to Destroy N/AR Destroy GRS-1-7¢
personnel management inspections when S/0. when S/0. (2)
j and surveys, desk and other
position audits, and evaluations.
FILE by agency and subject.
4000-9-3} Position Identification Strips op
(SF-70)
Use for material which provides Destroy N/AY N/A GRS-1-11
summary data on each position when
occupied. position
is
| FILE chronologically by agency. cancelled
or new
strip is
prepared.
4000-10 Employee Benefits oP
Use for material of a general Destroy N/AY Destroy
nature which pertains to insurance, when 3 when 1
annuities and compensation and yrs. old. yr. old.
other employee benfits.
| NOTE: For injury compensation, see
4400-2.
FILE by subject in chronological
sequence.
14000-10-1} Insurance 0P & NFC
Jse for material pertaining to Destroy N/A1 Destroy GRS-2-22
insurance deductions. Includes copies | when 3 when 1
of vouchers and schedules of payment. yrs. old. yr. old.
\
FILE by agency, subject, and social
security number.
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DISPOSITION FARC OFFICES AUTHORITY
0 2 (3) (4) (5 03]
A000-10-2} Annuity Estimates opP
Use for material pertaining to Destroy N/A | Destroy hRS-2-21b
annuity estimates, and other when 1 when 1
records used to assist retiring yr. old. yr. old.
employees or survivors claim
v insurance or retirement benefits.
(Annuity deduction records are filed
in the OPF. See 4000 for
disposition.)
FILE by agency and alphabetically
by employee.
4000-10-3 | Reports opP
Use for reports which pertains to Destroy N/A § Destroy bRS-2-17Db
insurance, annuities, compensation, when 3 when 3
v and other employee benefits. yrs. old. yrs. old,
FILE by agency and subject.
Annna1l Attendance and Leave 0P & NFC
Use for general material relating Destroy N/A { Destroy ERS= =0
to duty hours, authorized absence, when 1 when 1
and use of leave. Includes yr. old. yr. old.
annual, sick, military leave,
V// leave without pay, holidays, absence
for jury duty, etc.
NOTE: See 2200-5-1 for T&A files.
FILE by agency and subject.
4000-11-11| Leave History NFC
Use for material which pertains to Destroy N/A | Destroy bRS-2-9
leave balances, e.g. leave balance when 3 3 months
upon separation, restored leave, yrs. old. after
leave without pay, military leave, end of
annual leave ceiling, and leave the
v audits, etc. period
covered.
FILE by agency and social security
number.,
4000-12 Employee Responsibilities and Conduct 0P
Use for material pertaining to Destroy N/A | Destroy bRS-1-28
codes of ethics and standards of when S/0. when S/0.
v conduct.
FILE in chronological sequence.

C-75

FORM IMD-18 (6/82;



ASAR 13040-1
Appendix C
USDA/OIRM=IMD

September 10, 1982
ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
CLASSI- : RECORD OFFICE
F;%:‘;!EO; DESCRIP TION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSIT!
DISPOSITION FARC OFFICES AUTHORIY .
3 @) 3) @ 6N )
4000-13 Reports opP
Use for statistical reports relating Destroy N/AJ Destroy GRS-1-16
to USDA personnel programs and when 2 when 2
\ functions and manpower management and yrs. old. yrs. old.
evaluation.
FILE by agency and subject report.
4000-14 Project Control QP
Use for memoranda, reports and other Destroy N/A} Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
) FILE: Case file alphabetically by in which
title of project. project
is closed.
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4100 EMPLOYEE DEVELOPMENT, PERFORMANCE op
- AND UTILIZATION
Use for material of a general nature Destroy N/A| Destroy
which pertains to the development when 3 when 3
of employees through training, job yrs. old. yrs. old.
enrichment, Upward Mobility, and
Executive Development Programs.
Also includes performance evaluation
and awards.
FILE by agency and subject.
4100-1 Policy and Procedure 0P
a. Use_for Departmental—peliecy—and—— PERMANENT, |~U Destroy GRS-16-1g
procedure—whith—is pubtished " in—the—— %E@ when S/0.
P Sudumaneca } Vs
7 St
]
when
(A QL y ; 5/() m
b. Use for backeroumdthaterial—which | Submit— N/A | Pestroy e [irs-16-14
doeuments—the—impertant—aspects—of—the-| SF=1T57 er Shepk
development—of—the—DPM-—or-other . _ the
Depaﬁmea%a—]—d—i—tcee—tﬁﬂveﬂsz f P LoAh di Tve
—&:)Wg/#w W Lol Ny
NOTE: See 3000-1-2 for disposition o or /875
of record copy of Departmental d Y.
directives not published in the DPM. W W en__u;) cC 3
s known 7/&’ g
t
aet—i'o'n)
} e
1 .
Hs—e—f—eki-s—smﬁees—wh%:vw 3 NA-| DEstr z%]:
rogtine—agency—administrative v . 0.
fu&xe.t.i.ons. Also includes background
materiats
FHtE—by—origin, series—number—er—in_
chronolegieat—sEqUENce.
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4100-1-1] External or Non-Series Instructions
Use for material of a directional Destroy N/Af§ Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
J 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.
4100-2 Training 0P
Correspondence, memoranda, agreements, Destroy N/Al Destroy GRS-1-30b
authorizations, reports, requirements when 5 when 1 (1)
reviews, plans, and objectives relatind yrs. old yr. old.
to the establishment and operation of or 5 yrs.
training courses and conferences. after
/ (Destroy background and working completion
papers when 3 yrs. old (GRS-1-30b (2))4 of a
specific
FILE by subject in chronological training
sequence. program.
4100-2-1{ Training Aids opP
Training aids developed by USDA. Submi-t N/AT N/A GRS-1-30a
SE-115. (1)
V4 FILE by subject in chronological ékﬁﬁ;gjgaﬁu&%
sequence. iQM@rx»MLJLI,
4100-2-2 | Availability and Participation 0p
Use for material which pertains to Destroy N/AY1 Destroy GRS-1-30c¢
availability of training and employee when 5 when 1
participation. yrs. or yr. old.
when S/0
Background and working papers. whichever
Destroy when 3 yrs. old (GRS 1-30b is sooner.
v (2))-
NOTE: The record of satisfactory
course completion is kept in the OPF.
FILE by agency, course subject, or
alphabetically as applicable.
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
ssl - RECORD OFFICE
r.<ATIQN DESCRIPTION AND FILING INSTRUCTIONS orl s L TO OTHER DISPOSITION
HUMBER DISPOSITION FARC OFFICES AUTHORITY
) @ 3 @ &) (I
4100-3 Suggestions and Awards 0P
Use for material relating to USDA Destroy N/A} Destroy GRS-1-12
- v suggestions and other award 2 yrs, 2 yrs. a (1)
recommendations. after after
approval approval
FILE: Case file by subject. or dis- or dis-
approval. approval,
4100-3-1 | Letter of Commendat1on/Apprec1at1on op
) umzfa,c q/ ﬂ’Destroy N/A1 Destroy GRS-1-12¢
when 2 when 2
: fz yrs, old. yrs. old.
OPF % MMQ,
4100-3-2 | Service and S1ck Leave Awards 0P
wwx,jru ”“”ﬁiaﬁ§41t2iiz:2fz7 70 Cot- 5 Destroy N/A§ Destroy GRS-1-12b
fé;f;jg;g%§;7ﬁfuxxﬁzﬂkﬂbo/%%/”Aﬁwdiﬁ“ﬁ‘/when 1 when 1
- ALl r. old. r. old.
& fueth //&wj ¥ /@'@C 9/0‘44’114/&22,4 Y Y
14100-3-3 | Departmental Awards op
Department level awards or higher N/AY N/A
(Secretary's Awards, Presidential,
etc.)
a. Paper copies Destroy N/AT N/A NC1-16-82- 3
after NI ,
micro-
filming.
b. Microfilmed copies Destroy N/AY N/A NC1-16-82- 3
when no N ;1
longer
needed.
FILE #A—0PF= Ly Y3 A
4100-3-4 | External Awards op
External awards and nominations from Destroy N/A1 Destroy GRS-1-12a
V/ or to other government agencies or when 2 when 2 (2)
private organizations. yrs. old. yrs. old.
FILE in OPF.
v/kﬂ%}l( Perfobmance Evaluations 073 N
Jertificates of pegfgyﬁan\‘_gayrina//) Destr //XZ%/ Debiro E§%€Z/é39///
en '
PR/ e /i‘ s w/ r . Ad.
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI - _ RECORD OFFICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS ort s L 10 OTHER DISPOSITION
NUMBER DISPOSITION FARC | OFFICES AUTHORITY
i) @ (€N @ 5 0N
4100-5 Reports 0P & NFC
Use for material which pertains to Destroy N/A| Destroy
j reports on employee development, when 3 when 1
training, evaluation, awards, etc. yrs. old. yr. old.
FILE by agency and subject.
4100-6 Project Control 0P
Use for memoranda, reports and other Destroy N/A ] Destroy GRS-16-7
records documenting assignments, 1 yr. when no
i progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.

FORM IMD-18 {6/82)
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"ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
CLASS|~ . RECORD OFFICE PE——
"':S:I'IORN | DESCRIPTION AND FILING INSTRUCTIONS " oPI& k TO OTHER DISPOSITION
. DISPOSITION FARC OFFICES AUTHORITY
— @ : €] 2] L (S —
L/L/ﬁﬂ“LIl WWW ErnaLuodona| OP ¢ NFL SUPERVISOR'S
1/ = FILE COPY
a. Non-SES appointees (as defined in ,Pestroy after ONL
5 USC 4301(2))./.~ bmployee com-
‘ . l)letes 1 yr.

(1) Appraisals of unacceptable bf acceptable{N/A Péstroy aften GRS-]‘»EE?@_(L
performance, where a notice of proposed performance bmployee
demotion or removal is issued but not from the date bompletes 1 yr.
effected, and all related documents. bf written bf acceptabIe

hdvance noticp ber formance.
bf proposed e
Femoval or /
Feduction in 7

prade notice. y

(2) Performance records superseded |Destroy upon|N/A | Destroy upon] GAS-/- Etax-c
through an administrative, judicial, or | supersession supersessioj
quasi-judicial procedure.

(3) Performance-related records Destroy when| N/A Destroy WhemG‘RS"/" 23a (:
pertaining to a former employee. 3 yrs. old o employee

when no longL leaves

er needed, employment.
whichever is

sooner.

(4) All other summary performance {Destroy 3 yrk.N/A |Destroy 3 yik. GRS~ - 27
appraisals records, including performancf after date after date CQL
appraisals and job elements and standardf of appraisal. pf appraisall
upon which they are bhased.

(5) Supporting documents. Destroy 3 yrpk. N/A| Destroy 3 yrf. G—RS-—I' 23

after date after date (ii)
. of appraisal of appraisall
FILE in OPF. or when no or when no
longer needefl, longer needefl,
whichever is whichever is}
sooner. sooner.
b. SES Appointees (as defined in 5 USC

3132a(2)y. e

(1) Performance records superseded |Destroy upon| N/A | Destroy upo GES»—/- 23 %
through an administrative, judicial, or | supersession} supersessiozl (-L)
quasi-judicial procedure.

¢ - SYou
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'ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
]
CLASSI~ . RECORD OFFICE
IF':&II:RN | DESCRIPTION AND FILING INSTRUCTIONS " oPta  TO OTHER DISPOSITION
; DISPOSITION FARC OFFICES AUTHORITY
n_ @ 3 @ - 15‘ — - ®)
e 3.3,
b. continued 0P¢NF@’ 4’%&/@1.%
(2) Performance-related records Disposition | N/A [N/A GRS—,;mZ_?'f, (2
pertaining to a former SES appointee. pending. Mﬁ.fﬂM Py ‘
~ BEYIVIIN “,K,é,,g e
(3) All other performance appraisalg, Destroy 5 | N/A |Néde CGRS-I-23 ‘£: (3
along with job elements and standards yrs. after kﬁﬁ,&ba&
(job expectations) upon which they are |date of ]
based. appraisal,
exclusive of
any interim
service as a
Presidential
appointee.
(4) Supporting documents. Destroy 5 yrg.N/A GRS—I.:-'Z‘,;% (’i
after date
of appraisal )
or when no 9 w-fi,w) Mo
longer needed, /\M.Q.@d“/ Lg_&—fi'u:,gﬁum/
whichever is : 0.8
sooner. wo Y &
c. Presidential Appointees. Disposition |N/A N/A L'if“gz;;vf GRS—]." 23% (J
pending. wh e g '
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
- . RECORD OFFICE
F&‘(,QE'&? DESCRIPTION AND FILING INSTRUCTIONS oPl & T0 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
— (1) 2 (3) @ G I
4200 PERSONNEL RELATIONS AND SERVICES opP
Use for general material which Destroy N/A] Destroy
pertains to grievances, complaints, when 5 when 1
and appeals, other than EEQ. Also yrs. old. yr. old.
use for rehabilitation programs
(e.g., for alcoholism), for
employee organizations, and for
such special services as day care.
FILE by agency and subject.
4200-1 Policy and Procedure opP uﬁb¢52¥ ~/A
a. bse—for Bepartmentai—poticy—and— | “PERMANENTS| When| Destroy GRS-16-le
p&eceduizzjiiiiziizey;kuyugLin—;he__. gffer—to— | 5 when S/0.
DM ~NARS—A— | YTS.
Sy N ans ) |
btocks—
when—29-
VS8 ] ,
cos fiie el s
b. Use for : ch—| ~Submie N/ “EEstro GRS-16-1
Hre—important—aspects—of—the| -—SF=II5. fter the

de¥sieﬁmeﬁ%—ﬁ%—%he—994—nr other

ximenzaéggﬁﬁe u%ﬁﬁZ:ﬁf? %¢
NOTE 3000-1- 2 for disposition
of record copy of Departmental
directives not published in the DPM.

rat1 e

i 6/Packgr und
r1es nimbe

A8
ce
7/&//5:3
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
CLASSI~ ) RECORD OFFICE
F’:fja;lg;l DESCRIPTION AND FILING INSTRUCTIONS oPi & b 1o OTHER DISPOSITI
DISPOSITION FARC OFFICES AUTHOR!,
0 2 3) (4) 5 (8)
4200-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A] Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
J 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.
4200-2 Grievances and Complaints 0P
Use for material pertaining to Destroy N/A} Destroy GRS-1-31a
grievances and complaints which have 3 yrs. 1 yr.
been submitted above the supervisory after after
J Tevel for adjudication and decision. case is case 1is
closed. closed.
FILE by agency and case number.
4200-2-11 Adverse Actions and Appeals op
Use for Adverse Action and Appeal Destroy N/A§ Destroy GRS-1-31b
case files. Includes background 4 yrs. 1 yr.
materials and related records such as after after
investigative reports, correspondence, case is case is
and reports from operating officials, closed. closed.
supervisors. and other employees, and
J material collected through the final
adjudication or withdrawal notice,
excluding letters of reprimand filed
in the QOPF.
FILE by agency and case number.
420G0-3 Labor-Management Relations op
Use for material pertaining to Destroy N/Al Cestroy GRS-1-29a
the relationship between manage- when 5 when S/0.
§ ment and employee unions or other yrs. old.
groups.
FILE by group or organization and
date.

C-82
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
i- . RECORD OF FICE
FieaTION DESCRIPTION AND FILING INSTRUCTIONS oPI & L To OTHER DISPOSITION
“UMBER DISPOSITION FARC OFFICES AUTHORITY
) 2 ) @ (£ (6)
4200-3-1 Labor Arbitration 0P
Use for correspondence, forms and Destroy N/AL N/A GRS-1-29b
background papers relating to 5 yrs.
labor arbitration cases. after
final
J FILE by agency. resolu-
tion of
case.
4200-4 Employee Services opP
Use for material pertaining to Destroy N/AL N/A
creating, planning, coordinating when 3
and directing of social programs yrs. old,
and organizations, (e.g., day
care centers and programs for
V4 alcoholism and drug abuse.)
FILE by subject.
4~nn-4-11 Housing Reguests oP
Use for material pertaining to Destroy N/Al Destroy GRS-1-256e
agency assistance in housing when 1 when 1
matters. yr. old. yr. old.
S FILE by agency and alphabetically
by employee.
4200-4-2 | Counseling Records op
Use for reports of interviews, Destroyv N/Al Destroy GRS-1-27a
analyses, and related records. 3 yrs. 1 yr.
after after
FILE by agency. termina- termina-
tion of tion of
o counsel - counsel -
ing. ing.
4200-5 Project Control oP
Use for memoranda, reports and other Destroy N/A] Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completicn of projects. after Tonger
v/ the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project is
closed.
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
CLASSI- . RECORD OFFICE
FA?):\;?RN DESCRIPTION AND FILING INSTRUCTIONS oPl & b TO OTHER DISPOSITIC
DISPOSITION FARC OFFICES AUTHORITY
n @ Q) @ 5 6)
4300 £EQ opP
Use for material of a general nature Destroy N/A Destroy LR>-1-26G
which pertains to the Civil Rights Act| when 3 when 1
Regulations of 1964, the EEQ Act of yrs. old yr. old
1972, pertinent future legislation, or when or when
and agency EEOQ Committee meetings S/0 S/0
and records including minutes and which- which-
reports. ever is ever is
appli- appli-
FILE in chronological sequence. cable. cable.
4300-1 PoHcy and Procedure OP&%Z';7 s ,
Yse—for—Departmental—policy—and— —PERMANENT-- When] Destroy GRS-16-1ex
—p%eeeéwe—wh:.-eh—q-s—pubh—shed—A-n—the_ ~Bffer—te~ | 5 when S/0.
Loormanaes. NARS—A~ yrs.
—5—yrs
—btocks
—when—20—
yrs . —old.
cage welate o So2— Ak&%ab
b. Use for teriai—whieh | Submit— N/ A G s 16-18,
doeuments the importani aspects—ef—the| SF=1i5.
devetopment—of—the—BPH—or—other /Qaq/t-,w,
@), edove At 75"‘@ NAtance

NOTE:  See OOO-%-Z for disposition

of record copy of Departmental
directives not published in the DPM.

e

SRNG-I
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
iSle . RECORD OFPICE
FioATION DESCRIPTION AND FILING INSTRUCTIONS oPt & L 1o OTHER DISPOSITION
. NUMBER DISPOSITION FARC OFFICES AUTHORITY
() F] 3 @ N 7o)

4300-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.

v/ 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.

4300-2 Affirmative Action op /
Use for material which pertains to Destroy N/A Destroy GRS Oﬂﬁé t
agency actions or plans to correct 5 yrs. 5 yrs.
inequities. from date from date

V/ of plan. of plan
FILE by agency and in chronological or when
sequence. admini-
strative
purposes
have been
served,
which-
ever is
sooner.

4300-3 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no

v progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is
closed.
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USDA/OIRMBIE(D ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION h
CLASSI- RECORD OFFICE
FICATION DESCRIP TION AND FILING INSTRUCTIONS oPt & L to OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
() (2) 0 @ (5 )
4400 SAFETY AND HEALTH OFM
Use for material of a general nature Destroy N/A Destroy
which pertains to the implementation, 3 yrs. after
v development, coordination and after 1 yr.
monitoring of departmental policy on S/0. or on
occupational safety and health of dis-
Federal employees. Also includes contin-
reports of accidents and disease. uance,
which-
FILE by agency and subject. ever is
first.
4400-1 Policy and Procedure opP wéﬁf%%ﬂ M
a. pse—Ffer—DPepartmental—policy—and— - PER: —|When | Destroy GRS-16-1&
precedure_which is published—in—the—|—Offer—to— |5 when S/0.
i Jesuancoos O I T
S—yro -t
—btocks
when—20
s —otd

b. Use for } } ¢ - Submib— N/A

gocuwments—the important aspects—of—the | S5
devetopment—ot theDPM—or—other— . A f
D%’g}t%{—a-kd-i—reet—i-v es— afoul whwedo | (yhons

GRS-16-18

MOTE? See 3000-1-2 for disposition &,¢Q¢4EW7MQ
of record copy of Departmental
directives not published in the DPM.

Destroy N/A Destroy GRS-16-1c¢

issuarices wiich
j when S/0. when S/0.

ency Adminisfrat

FILE by origin, series number or in
chronological sequence.
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION

RECORD OFFICE

Si= :
b JION DESCRIPTION AND FILING INSTRUCTIONS oPI & b 1o OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
m 2) E) @ 5) O —
4400-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
- or which originates within USDA but
is not part of a formal Departmental
v/ directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
4400-2 Accidents 0P & OFM
Use for material pertaining to Destroy N/A Destroy GRS~1-32
injury compensation (relating to when 5 when 1
on-the-job injuries); excluding yrs. old. yr. old.
/ copies filed in the OPF and copies
submitted to the Labor Department.
FILE by agency and alphabetically
by employee.
4400-3 tmployee Health 0P & OFM
Use for material pertaining to an Destroy N/A N/A GRS-1-21
employee's medical history, 6 yrs.
occupational injuries or diseases, after
physical examinations, and all latest
treatment received in the health entry.
unit. Exclude pre-employment physical
J examinations and disability retirement
and fitness for duty examinations
which are filed in the OPF.
FILE by agency and alphabetically by
employee.
4400-4 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
Vi progress and completion of projects. after longer
the yr. needed,
FILE: Case file alphabetically by in which
title of project. the
project
is closed.
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION ’
CLASSI= , RECORD OF FICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPI & T0 OTHER DISPOSITION
NUMBER DISPOSITION FARC | OFFICES AUTHORITY
i) @ Q) ) G ¢

4600 PERSONNEL SECURITY op

Use for material of a general nature Destroy N/A Destroy GRS-18-22

which pertains to the administration when 2 when 1
v and operation of the personnel yrs. old. yr. old.

security clearance program and not

lTisted below.

FILE in chronological sequence,
4600-1 Policy and Procedure OP;;é%gﬁ;V v

a. HYee—for-Bepartmentat—policy—and— | ~PERMANERT Destroy GRS-16-1g

precedure—which—is--publ-ished ~in- the -~ | -Bffer—te- when S/0.

0P \Jhenarcey / ~MARS—HA—

-btoeks
when. 20
) . yrs.—old. B
cade .Aﬁlﬁa%XLﬁé.(%) .

b. Use for éae%g-»é;nd—ma-temal_wh.m— Submit N/A GRS-16-14

documents—the—mportant—aspects—of—the| SF=ti5%

devetopment—of—the—bPM—or—other Akwt&py

Departmentat—directivess— &fdme rhailfs Whew

m?i% bppect %/ He Aeyeloprmant MW

NOTE: ¢ See 3000-1-2 *for disposition Ailoraed.

of record copy of Departmental

directives not published in the DPM.

AN/ Destroy GRS<TH-1
- when c &
FILE by origin, series number or in
chronological sequence.
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USDA/OIRM~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
$Si- . RECORD OFFICE
T1ION DESCRIPTION AND FILING INSTRUCTIONS oPI & b 1o OTHER DISPOSITION
. _4BER DISPOSITION FARC OFFICES AUTHORITY
i) @ €] @ e (R
4600-1-1 | External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.

or which originates within USDA but
is not part of a formal Departmental
V/ directive system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

4600-2 Secur