
• • 

REQUEST FOR RECORC~ .,.,ISP(l)SITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

HC1=16=83-1 

TO. GENERAL SERVICES ADMIN:STRATION, : 
_~N::.:AT~I.::ON:::.::A.::l..:.A::...R::...C::...HI::...VE:.:S:...-A:..:..:N.::D_ . .::c:!~J::. C..:.O:..::RD:.:S:.-.S:.:E:..::R.:.:VI..:.C·::.:E....:W:..:..:A.:.:S:..:..:fU:..:..:N..:.GT:.:O:..:..:N.:...:...DC~.:...204=--08 --t DATE RECEIVED 

1.	 FROM (AGENCY OR ESTABLISHMENT) 1~1 ...82 .. 
United States De artment of A NOTIF,ICATION TO AGENCY 

2.	 MAJOR SUBDIVISION 
In accordance with the' provrsons 0144 U S.C. -3303a the disposal re__ O_f_f_i__ o_f_t_h_e_S_e:....C~T~e:....t:....a...:.r.>l.y --i	 quest. Including amendments, IS apploved except tor-items thatlmayc_·e

3.	 MINOR SUBDIVISION be stamped "disposal not approved" or "Withdrawn" In column 10 

Office of Information Resour.ces Management
4.	 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

447-'9272
 
Cherie Cozin/Joyc~ Hooks 447-8799 "
 

6.	 CERTIFICATE OF AGENCY R.Ep'RESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of 107 . page(s) are not noVo{needed for the business of 
this' agency or will not be needed after the retention periods specified. 
D"A	 Request for immediate disposal..	 , 

[XJ' a	 Request for disposal after a specified period of time or request for permanent 
retention 

C.	 DATE 'D .._§.!9~E OF AGENCY .. REPRESENTATIVE· , E. TITLE 

(:I>{~ O<A tVJ,R.. ~ RECORDS OFFICER 
I	 9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE~ORITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

This comp~ehensive'records disposition schedule ~upersedes

all previously approved records schedules for the former
 
Office of Operations and Finance (previously referred 

to as Office of Operations, NCI-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 Personne . 
Eventually, this schedule will be expanded to include the 
record's 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 
Servi ce. 

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

115-107	 STANDARD FORM 115 
Revised April, 1975.-/1 t'~/ ~ £113/ I alf.l/.f~ 
Prescnbed by General Services-10 ,NN/~ ~) A/illS..) ~C	 Administration 
FPMR (41 CFR) 101-11 4 

N/Jr;	 ...."-1tJ6~/6''-d5'~ ~1)(Y\~.
 

http:C..:.O:..::RD:.:S:.-.S:.:E:..::R.:.:VI..:.C�::.:E....:W:..:..:A.:.:S:..:..:fU:..:..:N..:.GT:.:O:..:..:N.:...:...DC


-'....,,-------- .....----------""~.:'---- ..-------- .......-.....,I-J""'O~B"":'N-.U-.M~'~·" 
APPRAISAL RFPt5RT ON RECORDS DISPOSITION REQUEST ~ITC' _, 6-8;.'t 

SECTION I ACTION TAKEN 

' APPROVEQ FOR DISPOSAL: The records described under all items of the schedule. ex<;:eptthose that may be Ii~t~d in ~IOC~~2. 3. an~ 4 
X	 . of tfus section are disposable because they do not have sufficient value for purposes of historical or other researc • uncnona ocumen a-

tion, or the protection of individual rights to warrant permanent retention by the Federal Government. 

GENERAL ACCOUNTING OFFICE CONCURRENCE [i] IS NOT NECESSARY D JS NECESSARY AND HAS BEEN OBTAINED. 

APPROVED FOR PERMANENT RETENTION: The records described under the follqwing item or itemsGhave been ap%aised by th~1I 
. National Archives and Recofds Service (NARS) and are designated for permanent retention by the Federal overnment. e agency WIGJ 2 

otter these records to NARS as specified in the schedule. 

Items 1000-2, 1300, 1300-5, 3000~1-1, 3000-1-2 

D3. DISPOSITION NOT APPROVED~ The records described under the following Item or items are not approved for dlsposltior , See Section III 
of this form for explanation. 

~ 4. WITHDRAWN: The records described under the following item or items have been withdrawn at the request of the agency . 

.1'1CfJ- ~ 

SECTION 11- RECOMMENDATION/CONCURRENCES 

TITLE DATE 

'" loA'APPRAISAL 

APPRAISER 

DIRECTOR. RECORDS DISPOSITION 
DIVISION 

CON-
CURRENCES 

SECTION III APPRAISER'S COMMENTS 

This SF 115 covers records held by the Office of the Secretary of Agriculture (OffiCE
of Administrative Services, Financial Management, Information Resources Management,
Operations, and Personnel). There are few permanent items; most items are disposable
under the GRS or are otherwise of little value. Permanent items are limited to the 
Secretary of Agriculture's incoming/outgoing correspondence file (1300), index to thai 
file (1300-5), organization records made permanent by GRS 16 (1000-2), certain agency 
directives (3000-1-2), and docket files relating to organization (3000-1-1). Regardin~ 
NNF's comments: I explained the content and function of File 1300 (which was appraise
as permanent 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. Irecommend approval. 

GENERAL SERVICES ADMINISTRATION	 GSA FORM 7238 (REV. 4-79) 



1000 

1000-1 

September 10 ~ ')82 ASAR 3040-1APPENDIX C 
USDAlOIR"~"D ASSISTAMT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAM 

N 
ER 

(1) 

" DESCRIPTION AND 'ILING INSTRUCTIONS 

(2) 

ORGANIZATION, AUTHORITIES, AND 
FUNCTIONS 

Use for all common use internal 
management files, including functions 
performed outside the filing office. 
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. 

Policy and Procedure 

ca..~e... Ales re.tl\..kot 4-0 (4.)b. Use wl:lich-.-.pc.r-ta.if.1for -i-s-s-u-aflces to 
rOt:Jti admi-n+stra-tive--1ge----agency
ft:Jflctions.Also inctudes bacRgroun~
~. o-.bo-ve which c.to~ aspect
of- <f-Ivi. .A.e-ve lor fr· c>Yl+ of- ~ i55 £.-\.1<. YICe- , 

FILE by origin, series number or in 
chronological sequence. 

/II07s . ~ '3 tJ-(1) - /- ~ ~ dA },~ .:u;I.-~ 

~ c.rt Sf &{~-

RICORO 0 .. "IC! 

0" • TO
DISPOSITION 'ARC 

(3) (4) 

Destroy N/A
when 3 
yrs. old. 

Destroy N/ A 
·when -5fe.-
Is 5 l-f tl/11 Ctl- (5
des~ecL 

-J- /J 

~ 

DISPOSITION 

OTHER DISPC 
OFFICES AUT! 

(S) 

Destroy
when 1 
yr. old. 

~fW1~~I_~RS-l-6 Ja.s tar .~solpt:- GRSf [c 

-eli recti ve 
is i~ue~ 
01 ifffile 
diately


-whefl it
 
+5 knowJ:l-
.:&I:lat 110 

-dctioll 
'lli 11 be., 

~ 

Destroy GRS-16 - I~ 
'tlh e n ......5-/ 0-.- c & d 
iss UC<-l1ce Is 
rJ,es-fr~hr~of, 

FORM IMI 

c-i 



ASAR 3040-1 September 10, 1982 
Appendix C 

USDWOIRM-IMD ASSISTANT SICRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 
_'CORD OPPlelCLASSI-

FICATION , DESCRIPTION AND PILING INSTRUCTIONS 0". TO OTHER DISP(NUMBER DISPOSITION PARC O'''CIS AUTI 

( 1) (2) (~) (51 

1000-1-1 

l' 

1000-2 
v 

1000-3 
v 

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 or1ginates within USDA but is 
not part of a formal Departmental 
directive system. Includes comments 
and other material on proposed and 
existing instructions. 

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~. tla 1/~· 

Delegations 6f 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. 

PERMANENT. 
Offer to 
NARS in 
5 yr.
blocks 
when 20 
yrs. old. 

Destroy
when S/O. 

Destroy
when S/O. 

N/A 

N/A 

N/A 

Destroy
when SlOe 

Destroy
when SlOe 

Destroy
when SlOe 

iGRS-16/13a..+& 131:: 
C~) 

1000-4 

.,.; 

Committees, Conferences, and 
Meetings

Use for official material pertaining
to p~pation in, or association 
wi th~ conmt ttees, conferences, and 
meetings, including related 
activities documenting the accom-
plishment of official boards, task 
forces, and work groups • 

FILE chronol oct call" bv ~~lJhi P('t .,- ...... 

Destroy
-wheR 3 
.yrs. 61 Ei.-

~ 
a.lJ~', 

C-2 

N/A Destroy
when 1 
yr. old. 

FORM 1M 



September 10~ 1982	 ASAR 3040-1 
Appendix C 

USDA/OIRM-'MD ASSlSTAN. "leRITARY FOR ADMINISTRATION FIL ... -OISPOSITION PLAN 

DISPOSITION 

CLASSI-
":ATION , DISCRlltTION AND 'ILING INSTRUCTIONS 0'1' TO OTHER DI5P('MBER DIS'OSITION IIA1C OFFICI!S AUT' 

(1) (2)	 (3) (51 

1000-4-1 Interagency or International 
Committees or Task Forces
 

Use for agendas, minutes, final -~'SEE PliTE).

reports and recommendations from
 
inter/intra agency committees or
 
task forces chaired by top
 
lev~l employees.
 

NB~ce-or-offi-ci-a'+~ -..:....
 
~.e..:l e for the ass.embJin.gand

m.a.:i.nteMnee-ef:-r-e!,>o o,r-d,s·,~-r-t-s-t-r-ec

-a.R~a.pe~f-t-he-G9mm~-ttee -_.

GP-t-a'Sk-force-.+Permanent-r Offer-to- .
 
MRS 5 Jl s. after ~er-m~-flat-i-e'n--0f--
c.Gf1lIt'ittee-or-t-a-s'k-fOl"ce-;--6-t-her-

-ef-f4-ce-s-;Oes when ..lj-/9-af!- b1pO n
t roy
 
.~4-n at ~-eR o-f -memW-s-h-i-Jr,-:wh4-e-he·y.e.r--
~er~~~~ 

FILE	 chronologically by committee. 

1000-4-2 Director's/Deputy Director's 
t/	 Use for agendas, minutes, final Destroy N/A Desfroy

reports, and supportive records when-2-3 when 1 
relating to substantive functions 7) yrs. old, yr. 01d. of the agency. (l!&71-~~/' 0't.~~1?~+=,~FILE ,chronologically.l~ committee. 

1000-4-3 Divisions/Branches/Sections
,/	 Use for internal staff meeting minutes Destroy N/A Destroy

and supportive records below the when.,2'3 when 1 Directors level. yr. 01 d. ~s~d> A., 

i'LCM>r"~~FILE	 inch reno log ica1 sequence. fFv~~' 
.... "..,.."T ....... ....
1000-5 Intradepartmental Relations -.n. \L.v v 

,/ Use for material involving issues of	 N/ A Destroy.JUUIII	 II. 

concern between USDA agencies. 5F Hi:; when-oo-
longer

NOTE: For Cooperative Agreements, needed.~~ see	 1300-2. ~~ 

~FILE	 by agency and locations. ~~r~	 
~ 

FORM	 1M 

C-3 

I 



ASAR 3040-1 September 10, 1982 
Appendix C 

USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CLASSI-
FICATION : DISCRIPTION AND "'LING 'NSTRUCTIONSHUMBIR 

( 1)	 (2) 

1000-5-1	 Colocation Services 
Use for material pertaining to the 

~ development of policies and pro-
cedures and the monitoring and 
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

\ records documenting assignments, 
progress and completion of projects. 

FILE: Case file alphabetically by 
title of project. 

DISPOSITION 

l.CORD O"le! 

0,. .. TO OTHER DISPO
 
DISPOSITION flARC OFFICES AUT.
 

(3) (..) (SJ 

Destroy l~hen N/A NC1-1k 
when 6 3 yrs 81-J yrs. old. old. 

~ 

Destroy N/A Destroy GRS-J ~-7 
1 yr. when no 

~after longer
the yr. needed. 
in which 
the 
project is 
closed. 

FORM 1M! 

C-4 



September 10' 982	 ASAR 3040-1 
Appendix C 

USDA/OIRM-IMD ASSISTANT SICRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

R.CORD	 OPPIC!ASS'-
~TION
 " DESCR"TtON AND 'ILING INSTRUCTIONS Opt.	 TO OTHER DISPO.iMaER DISPOSITION PARC OFFICES AUT. 

(1) (2)	 (4) (~J 

1100	 MANAGEMENT IMPROVEMENT 
Use for material of a general nature Destroy MIA Destroywhich 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 
j	 a. -I::Jsefor baekgroooo-mat-er1-a+-wh+ch Submit N/A ~~IJGRS_16/--tf)-

~ents the im-portcmta"Spects of-rne- - -~ --a-fte~ 7(-c 
.de.v-e.l-Gf3mefl'l:-eT--6ep-a-r-tmeflt-a-l-j9o-l-=i-ey- ~! d-iIecti lie-
~d pr..Q.ceG!:I-re~~,	 :s 0 -fs---i-s-s-tre€l 

-or imm~ 
NOTE: See 3000-1-2 for disposition ~-l-y-
of record copy of Departmental -wh-ef1---4+-
directives. , i5 kFlo~m 

t-ttat-no-
act+en-

-wi 11 be 
-taKen. 

b. Use for ~Whi~: Destroy N/A Destroy GRS-16 - 10{ 
to ratt"t4-Re-a-g.eA<:-1'-adm4-A-'i-s-t-r-a-t-i-v-e-- when c & d-when -Sf&;- 5/0.
ftmctiolls. -,A;lso lnclades ~ '- ~~u,.., 

-, (~\	 ~-I "'L··.1 '_I ;; ~ ....".pA<-:L •~1it~~V~.	 
'~ 

FILE by origin, series number or in
 
chronological sequence.
 

1100-1-1	 External or-Nan-Series Instructions 
Use for material of a directional Destroy MIA Destroy

J	 nature which originates outside USDA when S/O. when S/O.
 
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 September 10, 1982 Appendix C 
USDJJOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CL.ASSI-
FIC.AiION
 
NUMBER
 

(1) 

1100-2 
v' 

1100-2-1 

a"'-' 

1100-3 

Jt'. 

, DISCRlftTION AND "LING INSTRUCTIONS 

(2) 

Management Improvement Reports/

Studies
 

Use for intra/inter agency management

improvement reports/studies which
 
are submitted to the Office of
 
Management and Budget. Also includes
 
related analysis and feeder reports.
 

FILE by agency and subject.
 

Operation Costs
 
Use for records of current operating

costs and relationship of costs to
 
function and performance. Includes
 
cost reduction and improved effective-
ness in operation.
 

FILE by FY. in chronological sequence.
 

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

FILE: Case file alphabetically by
 
title of project.
 

DISPOSITION 
It.CORD OPPIC! 

0". TO OTHER 
DISPOSITION PARC OFFICES 

(3) (04) (5) 

-sntnm t N/A Destroy
-SF..US. when no 

longer
~/)Vf) needed. 

~ 
e, 

Destroy N/A Destroy
when 3 when 3 yrs. old. yrs. old. 

Destroy N/A Destroy
1 yr. when no 
after longer
the yr. needed. 
in whi ch 
the 
project is 
closed. 

DISP(
.AUT 

GRS-1,,-
S 

GRS-6 -.5~ 

GRS-1b
-1
 

FORM 1M 

C-6 



September 10, 1982 ASAR 3040-1 Appendix C 
USDA/OIRM-fMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

IONaiR 
: DISCRIItTION AND 'ILING INSTRUCTIONS 0" &

DISPOSITION 
TO 
!'ARC 

OTHER 
OFFIC!S 

DISP' 
AUT 

( 1) 

1200 
(2) 

PROGRAM PLANNING AND EVALUATION 
Use for material pertaining to 
proj ected program pl anni ng,
implementation, and monitoring of 
operating plans and goals. Also 
includes performance standards. 

(3) 

Destroy
when 3 
yrs. old. 

(4) 

N/A 

(S) 

Destroy
when no 
longer
needed. 

FILE alphabetically
minor subdivisions. 

by major and 

1200-1 

/ 

Policy and Procedure 
a. Use for backgFeuna-mtttertal StJbmit 
wR iCR {':io~liIefltstRe ~.m'F>e'r:t;-a'f1t--a·s·pects-·SF·11:"5 • 
of tAi!lGevel Q~me.A-t-Gf-gepa.r-t-men;j;.a-1~~ I PQl icy ana procedUre. ~, ~ :...c... 0-' 

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

N/A 
~~ 
--Best! oy
~ 
cl+reet4-v-e-
+s+i-sseed 
'or rnme= 

. -eI-i-a-t-e-l-y-
-·wt:I€n-i-t-
+s kno~"R-

-tI:l-a-t--RG-
_acb,olL 
-wi-l-l--Ge-

GRS-1). 
~c 

b. Use for ~~~t;n{i_
r-etJtilie agency admi II is t ra t i ve' ~ 
f.~Ts"'O;ndtrd-es-track qround: 
m~+-:----:- ~ ~ ~ 
~~~otFILE by origin, series number or in 
chronological sequence. 

-

Destroy
when S/O. 

~.W 

N/A 

~ 

Destroy
when--£fB-. 
~ 
~~ 

GRS-16-
c:.dbi, 

u: 

1200-1-1 

if 

External or Non-Series Instructions 
Use for material of a directional 
nature whicn 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. 

Destroy
when S/O. 

N/A Destroy
when 5/0. 

FILE by origin, series number 
chronological sequence. 

or in 

FORM 1M 

C-7
 



ASAR 3040-1 September 10, 1982 
Appendix C 

USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 
.. CORD a"IC! CLASSI-

FICATION , DESCRIPTION ANO "LING INSTRUCT10NS OPI"	 TO OTHER DISPOHUMBER DISPOSITION 'ARC OFFICES AUTH 

( 1) (2)	 (3) (") (5) ( 

lZUU-Z	 prOject lontrol 
Use for memoranda ,.reports and other Destroy N/A Destroy GRSq6-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 IMe 

C-8 



September 10, '982 ASAR 3040-1 Appendix C 
USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

ItICORD 0' 'IC!~SSI-
T!OM
 DESCRIPTION AND "LING INSTRUCTioNS 01',. TO OTHER DISPO:.BER DISPOSITIO" 'ARC OF,ICES AUT" 

(1) (2) (~) (SJ ( 

1300 EXTERNAL RELATIONS 
/).,~Use for material involving issues of BIREef8R3 5~. 

concern to the Department and foreign PERMANENT. ~II Destroy NCl-16- 77-countries, States, and local Offer.~ ~ when 3 -6 governments; other Federal ~I¥\ - ::..alo yrs. old. Item 31~ 
departments; and both public and 3~. ~.t'-~private organizations and institutions. J.j~cf/~, ,Also includes relations with the 
President and members of his ~taff and 
Congressional committees, Members of 
Congress and cooperative agreements 
which are not located in other subjects
areas of the file plan. 

~I ---I- __ I' ----7 A)C/- J(,-7~NOTE: Microfilm ofA~pondence
to be destroyed when 3 yrs. old. 0/~3 
(NC1-16-77-6, Item 31b). 

FILE by organization. 

1300-1 Policy and Procedure 
a. Bs-e for -e-a-ek-g.r-Guna-ma-t-er-i-a-l-whi-e-A- -5ttbmi+- N/ A
 
ooeolile t1 ts the Sf-l1S.
intpt)r-ta-Rt-a.s.pects-of-tl:le-d~:~~~~~~De~O'lCY-aRt!1=" ocedur"!!:" ~/tYI 

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

~ ~ ~-/-D (4) "/HT"V
b • Use for -+s-stI a'ft ces wh ~-efl--j3er-t-a-i-R--. Destroy N/A Destroy GRS-16- 'L. 
-te-rout; fie agency admi nistra t rve when SlOG when SlOe ~& d 
fURcti OITS-:--Ai-su-;l1"Ci udes bacKgrouna- ~ 

w~ 
~ 
w~f-ma-te.r;.:i-a1;/~A,,,jl~~ ~tj<.fh.- =r=r :": ~~ ~. 

FILE by origin, series number or in
 
chronological sequence.
 

FORM IMt 

C-9 



ASAR 3040-1 September 10, 1982 
Appendix C 

USDA/OIRM-IMD ASSISTANT SeCRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-

FICATlON
 
NUMBER 

(1) 

1300-1-1 

1300-2 

j 

1300-3 

: DISCRIPTION AND 'ILING INSTRUCTIONS 

(2) 

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 l6cal 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 corr.espondence, 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: All Offices: 
Office responsible for preparing the 
material or the central file location 
for the organization will retain the 
file 3 yrs. and destroy. Other 
offices will destroy copies when 1 
yr. old. 

FILE chronologically by House and
Senate. 

RICORD O"ICI! 

0". TO OTHER DISPO 
DISPOSITION 'ARC OFfiCES AUT" 

(3) (~) (5) 

Destroy N/A Destroy
when S/O. when S/O. 

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

(SEE NOTE) 

FORM 11041 

C-I0 



1300-4 

September 10, '·982 ASAR 3040-1 Appendix C 
USDAlOIRM-IMD ASSIST~l $ECRETARY FOR ADMINISTRATION FIL~DISPOSITION PLAN 

t:LASSI_ 
'ATION 
IMBER 

(1) 

1300-.5 

1300-6 

DESCRIPTION AND 'ILING INSTRUCTIONS 

(2) 

Public Relations Correspondence

Use for general correspondence from
 
the public reflecting individual
 
opinions pertaining to general

programs of the Department not
 
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-
lation of agricultural programs and
 
policies. For these records, see 1300.
 

FILE by control number and name.
 

Alphabetical Name File
 
Use as a record and cross reference
 
of Signed incoming and outgoing
 
mail addressed to/by Secretary and
 
his immediate staff.
 

FILE alphabetically by geographical

location, addressee, title,

organizatio~ or agency.
 

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

FILE: Case file alphabetically by
 
title of project.
 

DISPOSITION 
RlCORO OP'ICI 

OPI& TO OTHER
DISPOSITION 'ARC OFFICES 

(3) (..) (!r 

ECR 
Destroy N/A Destroyafter 5 after 1 yrs. yr. 

ECR fF.~~~.PERMANENT. ~ N/A

Offer.}.O

NARS':ev~
 

--5-y0f'-57 IJ...,_ ~ 

~~O~
 
~.
 

Destroy N/A Destroy
1 yr. when no 
after the longer
yr. in needed. 
which the 
project
is closed. 

DISP' 
AUT 

NC1- 1o 
77-lP JIItem ,g~ 

~ 

NCl-16 
77-6 Item 37;,,· 

&1--

GRS-16 -1 

FORM U 

C-11
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USCAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAM 

DISPOSITION 

CLASSI-
FICATION 
NUMBER 

DESCRIPTION AND "LING INSTRUCTIONS 

IICORD O"lel 

01'1. TO 
DISPOSITION 'ARC 

OTHER 
OFFICES 

DISPO 
AUT~ 

(1) 

1400 
(2) 

PUBLIC AFFAIRS 
Use for requests for information from 
the general public and replies
involving no administrative action,
no policy decisions, and no special
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. 

(3) 

Destroy
after 1 
yr. 

("') 

N/A 

(5) 

Destroy
after 1 
yr. 

I 

NCl-16-
77-6 

Item 33 
ok 

1400-1 

FILE by control number, name, or subject
if applicable. 

pOlic~and Procedure 
a. -l for43aG-k~ mater.j~bich

~ent~~mpgrtaRt~'spects of tRe 
devel Bl'ment of Dep'ar'bflettta 1 po' Icy 
·a-AEi--pfflC--ed-trre.- ~ 

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

-5ttSm4.:t-
SF",115. 

~/o 

iN / A Destroy
after the 
directive 
is issued 
or imme-
diately
when it 
is known 
that no 
action 
will be 
taken. 

GRS-16-1.c 

Destroy
when~ 

GRS-16- I~ 
e & d 

FORM 1M 

C-12 
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USDA!OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

15SI-
4TION 

N\JMIER 

(1) 

1400-1-1 

.I 

1400-2 

.; 

.L,+00-3 

v 

DISCRIPTION AND ',LING INSTRUCTIONS 

(2) 

External or Non-Series Instructions
 
Use for materi a1 of a directional
 
nature which originates outside USDA
 
or which orig1nates 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
 
chrono 1ogi ca1 sequence.
 

Informational Releases
 
Use for copies of formal
 
informational releases and
 
publications, press conference
 
transcripts, official speeches,

and indexes thereto.
 

FILE alphabetically by author or
 
originator.
 

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

FILE: Case file alphabetically by
 
title of project.
 

DISPOSITION 
_ICORD O"IC! 

TO OTHER0" • DIS'OSITION "ARC OFFICES 

ill (<4) (5) 

Destroy N/A Destroy
when 5/0. when 5/0. 

Destroy N/A Destroy
when no when no 
longer .longer 
needed. needed. . 

-

Destroy N/A Destroy
1 yr. when 
after no longer
the yr. needed. 
in whi ch 
the project
is closed. 

DISPC
 
AUTI
 

GRS-16-- 1
 

FORM 1M· 

C-13 
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DISPOSITION 
R!CORD O"IC! Cl.ASSI-

FICATION DESCRIPTION AND 'ILING INSTRUCTIONS	 TO DISP(HUMBER	 0" • OTHER 
DIS'OSITION flARC OFFlC!S AUT' 

( 1) (2)	 (3) (4) (SI 

1500	 LEGAL AFFAIRS AND PROCEEDINGS 
Use for material of a general nature Destroy N/A Destroywhich pertains to hearings and when 3 when 1 
other legal proceedings before the yrs. old. yr. oldc Department of Agriculture which 
are not described elsewhere in this 
category. 

FILE	 in chronological sequence. 

1500-1	 Policy and Procedure ~ 
a. iJse fer eaekgl"O'1iI,d mater; a=t \1M1cM- "Submit N/A -Bestlo"j GRS-16 LtfT
~~~ SF 115... -after". 0c.. 
-deve161'ft'1ent of-Be [3al"tmen:ta~ :j..:i Gy _ ~po..
anEi=131 eeeaure. ~~. ~S/6 di Iect ive 

Ts issu~-
NOTE: See 3000-1-2 for disposition -or imme-
of record copy of Depqrtmental diately
directives. -Wilen ; t 

-i-s kAO'tvr:l 
t-hat AS 

-action 
-w-l11	 be-
...t-aken.' 

~~~-foC~ b. Use for ~erI:a+R-	 Destroy N/A Destroy JGRS-16 ....c{
to rout; Ae agencyadmtn4-sffat-i-v-e ~ ,when-5f&;-, when .~,. e & a-fune t ;ons. A=t-se-+ne-l-yg,eS-back.g:r-0u.Rd----->~uv 

W (Jma~"if	 ~ 
~~(

FILE~'in, series number or in
 
chronological sequence.
 

1500-1-1	 External or Non-Series Instructions 
Use for material of a directional Destroy N/A Destroy.I	 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. 

, J - ~.,.. -~ • A P')II'I'.'.' 

FORM I~ 

C-14
 

http:A=t-se-+ne-l-yg,eS-back.g:r-0u.Rd
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USDWOIRM-IMO ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 
RICORD OPPIC!ASSI-

ATION
 , DESCRIPTION AND 'ILING INSTRUCTIONS
.• ~MBER	 0,. .. TO OTHER DISP 

DISPOSITION flARC OFFICES AUi 

(1) (2)	 (.() ($)-.t31 
1500-2 Le!;la1Decisions 

/	 Use for decisions and agency Destroy N/A Destroy
comments on GAO, OGC, or other when 3 when 1 
fonna1 decisions and opinions. yrs. old. yr. 01d. 

FILE alphabetically by origin and

do:ument number.
 

1500-3 Proj ect Control 
Use for memoranda, reports and other Destroy N/A Destroy GRS-l/ records documenting assignments, 1 yr. when no 
progress and completion of projects. after longer

the yr. needed • 
FILE: Case file alphabetically by in whi ch 

title of project.	 the
 
project

is closed.
 

FORM	 II 

C-lS 
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DISPOSITION 
RICORD O"ICI C1.ASSI-

FICATION , olSCRIPTloN AND "1.ING INSTRUCTIONS OPI"	 TO OTHER DISPONUMBER DISPOSITION 'ARC OPFICES AUTH 

(1) (2)	 (31 (.() (51 ( 

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 
a. Ubi for baek§l"e~f.1~ materiea-l & O&TD ~ 
,..Ii;! i~ent=s thEbjmp10EtaA~~ec1;,s_ "Scbill i t- N/A GRS-16 .l..as-
of ~e=d~~~@M~f=De~alt~eataJ~ -5F-115. /'(;
pol icy and procedure __ ~" ~/oNOTE: See 3000-1-2 for disposition
 
of record copy of Departmental
 
directives.
 

/ ~"iv 
b. Use for ~h-per~	 Destroy N/A Destroy GRS-16-1c(
1:0 fe ut+A-e-a~m~ n; st r-atj lie when 5-f-9o- when -S/O. c & d_ 

Met iens. "Also in-e+tH:i-es-e·aa.g.ro.uod_ ~ 17 ~ 
,;;p.; .~. It?=i~(~-fk A'O~ M, ~ A~7~	 (f 

FILE by origin, series number or in
 
chronological sequence.
 

1600-1-1	 External or. Non-Series Instructions
 
Use for material of a directional Destroy N/A Destroy


/	 nature which originates outside USDA when S/O. when SlOe
 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 IMt 
C-16 
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USD,vOIRM-IMD ASSISTAMT SICRITARY FOR ADMIMISTRATIOM FILE/DISPOSITION PLAM 

DISPOSITION 
llCORD O"lel 

\ DESCRIPTION AND PILING INSTRUCTIONS 0....	 TO OTHER DISPOIR DIS.. OSITION flARC OPPICES AUTt! 

(1) (2)	 (3) 

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-12)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- 3c:v 
message registers, logs, when 6 
performance reports, daily load months 
reports, and related and similar old. 
records. 

FILE in chronological sequence. 

1600-2-3 Communicatian 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-ll - 3 
other records pertaining to the 2 months 
compilation of directory service after 
1 ist inqs , issuance 

of
 
FILE alphabetically by name and/or listing.


agency.
 

FORM IMe 

C-17 
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USDAI'OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION 

September 

FILE/DISPOSITION PLAN 

10, 1982 

DISPOSITION 

C1.ASSI-
FICATION 
NUMBER 

, DESCRIPTION AND '11.ING INSTRUCTIONS 

IlICORD O"tC! 

01'1. TO 
DISPOSITION 'ARC 

OTHER 
OFFICES 

DISP' 
AUT 

(1) (2) (31 (4) (5) 

1600-3 Printing, Reproduction, 
bution Services 

and Distri- MRMD 

Use for general material pertaining
to the printing, binding, duplica-
ting, and distribution of printed 
matter which does not fit elsewhere 

Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. 01d. 

in this category. 

FILE by agency and job number. 

1600-3-1 Project Control 
Use for material pertaining to the 
execution of printing, binding,
duplication, and distribution of 
jobs. Includes requisitions, bills,
samples, manuscript clearances, and 
related papers. Does not include 
(1) requisitions on the Public 
Printer and related records; and 
(2) records relating to services 
obtained outside the agency. 

MRMD 
Destroy
1 yr.
after 
after 
comp1e~
tion of 
job. 

N/A Destroy
when 1 
yr. old. 

GRS-1:3- 3 u, 

NOTE: For 
documents, 

obligation copy of 
See 5000-2d. 

FILE by requisition number. 

1600-3-2 Project Planning
Use for mate~ial pertaining to 
planning and other technical matters. 

NOTE: Control registers pertaining 
to requisitions and work orders are to 
be destroyeq 1 yr. after close of FY 
in which compiled or 1 yr. after 
filling of register, whichever is 
applicable. (GRS-13-4) 

Destroy
when 3 
yrs. old. 

N/A N/A GRS-13 -3 'i. 

1600-3-3 JCP Reports
Use for reports to Joint Committee 
on Printing regarding operation of 
Class A and B Plants and inventories 
of printing, binding, and related 
equipment in Class A and B Plant 
or in storage. 

OGPA 
Destroy
when 3 
yrs. old. 

N/A Destroy
1 yr.
after 
date of 
report. 

GRS-13 & 6b 
- ~ 0.. 

FILE in chronological sequence. 

FORM '''' 

C-18 
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DISPOSITION 

, ASSI- .. CORD O"lel 
,TION DESCRIPTION	 AND "LING INSTRUCTIONS 0".	 TO OTHER DISPC"'BER DISPOSITION , ARC OfiFICES AUTI 

(1) (2)	 (31 (4) (5) 

1600-3-4	 Mailing Lists 
Use for material per-ta tn inq to 
requests for changes in mailing list. 

1600-4	 Space Management
Use for material pertaining to the 
general management of space not 
described below. 

FILE chronologically by agency and
location. 

1600-4-1	 Space
Use for material pertaining to 
the allocation, utilization, and 
release of space. Includes building 
plans used in space planning,
assignments, and adjustments. 

FILE chronologically by agency and 
location. 

1600-4-2	 Reports
Use for material pertaining to 
reporting o~ occupied space in 
Metro Area and field locations. 

FILE in chronological sequence. 

1600-5	 Maintenance 
Use for material pertaining to 
building and equipment maintenance 
services, excluding fiscal copies. 

NOTE: For fiscal copy, see 2200-2-1. 

FILE by agency and location. 

MRMO 
Destroy N/A
after 
appropri -
ate re-
vision 
of mail-
ing 1ist. 

FMO 
Destroy N/A
when 2 
yrs. old. 

FMD 
Destroy N/A
2 yrs.
after 
termina-
tion of 
assign-
ment, or 
when lease 
is cancel-
1ed, or 
when plans
are S/O. 

FMD 
Destroy N/A
when 2 
yrs. old. 

FMD 
Destroy N/A
3 months 
after 
work per-
formed or 
requisi-
tion can-
cell ed. 

Destroy
when 
change
is 
com-
pleted. 

Destroy
when 2 
yrs. old. 

Destroy GRS-ll- 2 aJ 
2 yrs.
after 
termina-
tion of 
assign-
ment, or 
when 
1 ease is 
cancelled 
or plans
are S/O. 

Destroy GRS-ll - 2 t 
when 1 (1)-(2) 
yr. old. 

Destroy GRS-ll- 5 
3 months 
after 
work 
performed
or 
requis t -
tion 
can-
celled. 

FORM IMI 

C-19 
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DISPOSITION 

CI.ASSI- 'I!CORD OPPICI! 
FICATION 
HUMBER 

; DESCRIPTION AND 'ILING INSTRUCTIONS 0"6 
DIS'OSITION 

TO 
flARC 

OTHER 
OFFICES 

DISPe 
AUTl 

(1) 

1700 

1700-1 

(2) 

INVESTIGATIONS AND AUDITS 
Use for material pertaining to 
internal and external investigations
or audits of Known or alleged
irregularities and violations of laws 
and regulations relating to depart-
mental programs or personnel.
(For personnel management audits and 
investigations of specific agency 
employees, including desk audits,
see .4OOe-~.)

1-/ Irtro - '1- ~ 

NOTE: Offices responsible for 
preparing the material will retain 
the file 3 years and destroy copies 
when no longer needed. E*teFRa+ 
i"1e3ti §at~·i'e/-al:le!i t FQGQPe!S ,wi11 be 
~f'e~-ori-g1 nat; n9 
agency's disposition schedule. 

FILE by organization in chronological 
sequence. 

(3) 

(SEE NOTE) 

(") (5) 

~o a 
~d 
~me-d ia{eD::> 

~ 

GRS-16 -/c.~ 

~ 

~ 
~~~<..fo b. Use for ~MGR ~e-r-t-a4fl- Destroy N/A

tel rOl:JtiAeageAey administ~-i-ve- when ...~ 
fl"l.llcti ons. _A:{l~· .c.l-Y<Je.s-G-a~-r-GHnd A ~~' 

mat-erW. v.- ~ ~ ./AJA -"'" _-tr ~ 1 ~~ o&~~1~'fk'~ -- ~--/-.--
FILE·by origi~, series number or 1n 

chronological sequence. 

Destroy
when~ 

~UL-e ~r 
GRS-IE,-
c & (--

lot 

FORM 11061 

C-20
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DISPOSITION 

r-" 
r 

'''51-
'ON 
Ell 

: DESCRIPTION AND 'ILING INSTRUCTIONS 

ReCORD 

OPII. 
DISPOSITION 

o"lce 

TO 
'ARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

( 1) (2) (3) (.) (5) (6) 

1700-1-
-

/ 
. 

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. 

Destroy
when SlOe 

N/ A Destroy
when SlOe 

J 

1700-2 

FILE: Case file alphabetically
by title of project. 

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

Destroy
1 yr.
after 
the yr.
in wh ich 
the 
project
is closed. 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82) 

C-21 
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CLASSI-
FICATION DESCRIPTION AND "LING INSTRUCTIONS OPI& TO OTHER DISPOSIT!101UMBER DIS'OSITIOH FARe OFFICES AUTHO 

1800-1 

Use fotV,~a.tel"krr.qlfrtJ:i£!:i~e:Jj;~ - -Ie 
the fonn~(fori&limprementat ion"(J
of plans (such as evacuation plans)
for protection of life and property
during emergency conditions. J

[/V~~ OGPIf ~ ~ ~~, 

FILE in chronologic~ sequence. 

Policy and Procedure 

Destroy3~"
when S/O.
aJ~ v.I' ~«AV<I""di t>-... I1.U¢ 

~-

a. Use Fot" back91 cunei ffiate1~~= 
deCUffients the~ortant ebpects of the 
eevel ol'men t 0 f Departtl'lefft-a-:1-jJe+i-e'Y -
ana pr-e€cdure. ~, VAH"-V"l'l... 

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

N/A 

N/A 

#/4DC3troy
"wRen 
~ 

~o

!Eiis iss {j 

GRS-16-1~c.. 

estroy
when- S/O. 

~ 

N/A Destroy
when 3f6o-
~ 
Wt?Uq;;.t:;~1~ 

GRS-15-1oL 
c & eI 

1800-1-1 

j 

External or Non-Series Instructions 
Use for material of a directional 
nature \vhich 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 
chronol og ical sequence. 

Dest roy
when SlOe 

N/A Destroy
wh en S/ O. 

FORM 1/140-18 (6/82) 

C-22 
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DISPOSITION 

II!CORD Ollillce'551-
rlON
 DESCRIPTION AND filLING INSTRUCTIONS OPI& TO OTHER DISPOSITION.an DISPOSITION FARC OFFICES AUTHORITY 

-(6)( 1) (2)	 (3) (4) (5) 

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.
 

FORM IMD-18 (6/82) 

C -?3 
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DISPOSITION 

AlCORD	 Of'lceCL. SSI-
FiC TION DESCRIPTION	 AND !tILING INSTRUCTIONS OPll	 TO OTHERNUMBER DISPOSITION FARC OFFICES 

(1) (2)	 (4) (S) 

2000	 BUDGET DEVELOPMENT, PRESENTATION,
AND EXECUTION BS 

Use for material of a general nature Destroy N/A Destroy
which pertains to the preparation, 3 yrs. 3 yrs.
development, review, adjustment, after after 
subrniss ion, and approval of the close close 
budget. Includes reports, schedules of FY. of FY. 
charts, estimates, and related 
documents i.mich do not fit 
elsewhere in this category. 

FILE by agency. 

2000-1	 Policy and Procedure BS ~ a • lJ..5e fo'l"b ac k g t ound--m-a-i;eri-a-l--wtl-i-efl- S1:lbliri t- N/A

doe ume 11 t s Lhe 1m po rranra-s-p-e-cts-of-tl9-e-SF 115.

G~opll\enL of Depar tme'ntal-po-l-i-ey- ~
J	 f:i:;:;t;o.and proc9dl:W~ ~,	 ~~ 

or imm 
NOTE: See 3000-1-2 for disposition d' ely
of record copy of Departmental wh 
directives. is , 

at no 
actlo 
w.:!	 e 
t~:> 

~~~'-k-b. Use for .t-5S.uaAces 'iJhi ch perta in Destroy N/A Destroy
t-6-f:.e~-a.dmjnj strat~ve wh i> n s,LQ.. when '5f9o 

~ ~~AS. Also ~~4e~ackgro~Ad ~ -./.~ ~ ~ 
ca. 1"<"~ LIA.-)~A ~dA- I,A; ~~ 

F~Eb~~b	 i,~IL Y orlgln, serles num er or In
 
chr-onoloq ical sequence.
 

2000-1-1	 External or Non-Series Instructions 
Use for material of a directional Destroy N/A Dest roy
nature which originates outside when S/O. when S/O.

J	 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.
 

10, 1982 

DISPOSITION 
...UTHORITY 

(6) 

GRS-16-1-Ct 

GRS-16-1ol 
--c & d-

FORM '11'0-18	 (6/82) 

C-24 
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ASSISTANT SECRETARY FOR ADMINISTRATION 

ASAR 3040-1 
Appendix C 

FILE/DISPOSITION PLAN 

5SI-
,TION

HUMBER 
DESCRIPTION AND 'ILING INSTRUCTIONS 

DISPOSITION 

RlCORD OPPIC! 

OPI' TO OTHER 
DIS'OSITION FARC OFFICES 

DISPOSITION 
AUTHORITY 

( 1) (2) (3) (4) (5) (6) 

2000-2 

2000-3 

v 

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

materi al 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.
 

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

1 imitat ions.
 

FILE by agency and subject.
 

=. N/A 

\A4..L- G. RS 
S/1 

BS 
estr y N/ A 

5 y; • 
af er 

0 

of F • 

!;t
rf~ 

~~ 

BS & FAD 
Destroy N/A
when no 
longer
needed. 

iY GRS-5~~ 1-

~ GRS
 
s/Lf
 

1C713 
c(! 

?~/h-3

!fi:J+ 
t=F~£' 
~ b ,~~/A-~ 

Destroy

when no
 
longer

needed.
 

FORM tMD-18 (6/82) 

C-25 
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USDA/OIRW-IWD ASSISTANT SECRETARY FOR ADMINISTRATION 

September 

FILE/DISPOSITION PLAN 

10, 1982 

CI..ASSI-
FICATIOHHUMBER 

DESCRIPTION AND 'ILING INSTRUCTIONS 

IIICORD 

OPI.. 
DISPOSITION 

DISPOSITION 

O,"FICE 

TO 
'ARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

( 1) 

2000-4 
(2) 

Execution 
Use for material pertaining to 
approved budget implementation and 
the maintenance of financial 
controls over appropriated funds. 
Include apportionments, allocations,
allotments and workp1ans, obligations
and outlays, ceilings, requirements,
reimbursements, and nonappropriated
funds. 

(3) 

BS 
Destroy
10 yrs.
after 
close 
of FY. 

N/A 

(4) (5) 

Destroy
10 yrs.
after 
close 
of FY. 

16) 

NOTE: Include here financial data 
~ if it is directly budget
supportive. Use 2200 for regular
accounting documentation. 

FILE by agency. 

2000-5 Reports
a. Annual reports on 
appropriation accounts 
apportionment. 

the status 
and 

of Destroy
when 5 
yrs. old. 

~/A Destroy
when 5 

- rl yrs. 01u. 

GRS-5-5a 

b • All other reports. 

FILE by subject and agency. 

Dest roy
3 yrs.
after 
the end 
of the 
FY. 

Destroy
3 yrs.
after 
the end 
of the 
FY. 

bRS-5-5b 

2000-6 

~ 

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

FILE: Case file alphabetically
by title of project. 

Destroy 1 
yr. after 
the yr. in 
wh ich the 
proj ect
is closed. 

N/A Destroy
when no 
longer
needed. 

bRS-16-7 

FORM IMD-18 (6/82) 

C-26 
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DISPOSITION 

R!CORD	 OfFiceiSI-(ION DESCRIPTION	 AND 'ILING INSTRUCTIONS OPII.	 TO OTHER DISPOSITION"",IIItBER DISPOSITION FARC OFFICES AUTHORITY 

( 1) (2)	 (3) (-4) (5) (6) 

2100	 FINANCIAL MANAGEMENT FM 
Use for material pertaining to Destroy N/A Destroy
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. ·U-se for back g-retrnG-materi al wh-i-ch- - Submit N/A GRS-16-1~ 
-SQ C 61me n t 5 t.l:!~--im.po+-t.a-A-t-a-s-pee-t-s-0f-t-hSF"e- 115.
 
Q e\I '" 1 Q pment of~M-trn€nt-a-l-pe-l--i-c--y-
<Q.lld~ ~ ~
 

NOTE: See 3000-1-2 for disposition

of record copy of Departmental


J directives.
 

~~~'-fzyb. Use for 4SSuantes which perta-i-R- Destroy N/A Dest roy GRS-16-1ol 
te ra uti Iie dg e fI Cy-adm4-n+s+r-at-i-v-e- when S/O. when S/O. G-Jt-4-
F I:J net i0 II S • A+so-"i-nei-tffi.es--!}.a.c-k-g.r:Q.U.f.ld-
mai.e.r:..i-ah (~~ .f'. ,0. h
 
F~n, $'e~·num~o""r'~l.e.l""'·n~-~/I"i"lJ<-?t/I~
 

chronological sequence. 

2100-1-1	 ~xternal or Non-Series Instructions 
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/O. when S/O.
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.
 

FORM IMD-IB (6/82) 

C-27
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USDA!OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITIO~_ 

CLASSI-
FICATIONHUMBER 

DESCRIPTION AND 'ILING INSTRUCTIONS 

R!CORD 

OPI& 
DISPOSITION 

O"ICI! 

TO 
'ARC 

OTHER 
OFFICES 

DISPOSI 
AUTHORIT 

(!) (2) (3) (4) (5) (6) 

2100-2 

J 

Financial Prioriti·es 
Use for material pertaining to the 
status or activities of all financial 
pri orit ies. 

FILE by agency and chronological
sequence. 

Fr~ 
Destroy
when 3 
yrs. 01 d. 

N/A Destroy
when 1 
yr. old. 

-

2100-2-1 Cash Management
Use for material which pertains to 
the effective management of the 
Government's cash wh ich encompasses
cash advances and cash held outside 

F~~ 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

J the cash account of the Treasury. 

FILE by agency 
sequence. 

and chronological 

2100-2-2 

.\ 

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

F~l 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

FILE by agency 
sequence. 

and chronological 

2100-2-3 Internal Controls FM 
Use for material wh ich pertains to 
the plans of organizations and all 
the coordinated methods and measures 
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. 

Destroy
when 3 
yrs. old. 

-i---

N/ A Dest roy
when 1 
yr. old. 

FILE by agency 
sequence. 

and chronological 

______-L ---------------- __--~--------~--~--------~------~ ~ 
FORM IMD-18 (6/82) 

C-28 
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2100-3 

September 10, F ASAR. 3040-1 
Appendix C 

USO,vOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

'SI-
ION 

...8ER 

( 1) 

j 

J 

uuO-3-1 

J 

2100-3-2 

J
 

DESCRIPTION AND FILING INSTRUCTIONS 

(2) 

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 corrmercial/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 aM-!:),nal-ysis

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.
 

OPIIo TO OTHER 
DIS'OSITIOH FARC OFFICES 

~3) 

FM 

Destroy
when 3 
yrs. old. 

(4) 

N/A 

(5) 

Destroy
when 1 
yr. 01 d. 

FM 
Destroy
wnen 3 
yrs. 01 d. 

N/A Destroy
when 1 
yr. old. 

FM 
Destroy
when 3 
yrs , old. 

N/ A Dest roy
when 1 
yr. old. 

FM 
Dest roy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

DISPOSITION
 
AUTHORITY
 

(6) 

FORM IMD-18 (6/82) 

C-29 
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Uso;./OIRM-IMO ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

II!CORD OJlJl'CI!CLASSI-
FICATION DESCRIPTION	 AND filLING INSTRUCTIONS OP'&	 TO OTHER DISPOSITIC.NUMBER DIS,.OSITIOH FARC OFFICES AUTHORITl 

( 1) (2)	 (3) (4) (5) (6) 

2100-4	 Project Control FM
 
Use for memor-anda, reports, and other Destroy N/A Destroy GRS-16-7
 
records documenting assignments, 1 yr. when no
 
progress and camp 1et ion of proj ects. after longer


the yr.	 needed. 
~ FILE al phabetically by title of in wh ich
 

proj ect • the project

is closed.
 

FORM IMD 18 (6/82) 

C-30 
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USDA;'OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

ReCORD	 Ollf'ICE';51-
I._ATION DESCRIPTION AND FILING INSTRUCTIONS OPI'	 TO OTHER DISPOSITIONHUMBER DISPOSITION FARC OFFICES AUTHORITY 

(1) (2)	 (3) (4) (S) (6) 

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

/	 and accounting which does not fit yrs. old. yr.$,old.

elsewhere in ths category.
 ~c

7jOJ.I/UFILE by subject in chronological
 
sequence.
 

2200-1	 Policy and Procedure F~1, FAD, ~J(j

a..U..sef.er baekgr olitla-:matefi ar:::. & WCF N/A t-r-El GRS-16-1'e
 
\,/b-i-~h-~ffiefl"ts-ttTe-imp'ortam-a'$-peG-~s -5tl-Sm..iJ; a
 
o~b.e=cI.e.v..e..::i:O:pmeJ1Lof I t
Departmenta SF-llS-. 
pol~y~F?~ di r . e 

~ 
J ~ ~ts.sued
 

NOTE: See 3000-1-2 for disposition or imm8:l-
of record copy of Departmental
 ~ydirectives.	 

$
vnen. 

1 nown 
t 
no	 ion 
'tIQLbe 

t~~~.J~--Ir 
b. Use for ~ss~a~h pertain Destroy N/A Destroy GRS-16-101. 
te-routine agency adFRinistr~..v.e-- when '5f&; wh e n -5fG.r- c & d h 

ftI-Rctiens. foil so ; liel udes-lraek-g·rfrtl'nd I~ -"- !~p, ~ 
.~ (~~ ~~tR.,<?6t41-d~	 ,;r;::r/ ~ /1v 

oj..:z::c-:. ".11 J
~~%~d:;;i~ v~ I 

FILE by origin, series nu~n
 
chronological sequence.
 

2200-1-1	 External or Non-Series Instructions
 
Use for material of a directional Destroy N/A Destroy

nature which originates outside USDA when S/O. when S/O.
/	 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.
 

FO RM IMD- 18 (6/82) 

C-31
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

AICORD O'IlICICLASSI-
FICATION DESCRIPTION AND FILING INSTRUCTIONS DISPOSITI('OPI' TO OTHERHUMBER DISPOSITION FARe OFFICES AUTHORIT"r 

(1) (2) (3) (4) (S) (6) 

2200-2 

) 

Accounting Operations
Use for material of a general nature 
which pertains to accounting for and 
disbursing of funds, including
obligations. control of expenditures,
availability and transfer, and 
advancement of funds etc. 

FILE by agency and subject if 
applicable. 

Destroy
when 3 
yrs. old. 

N/A Destroy
when 2 
yrs. old. 

GRS-6-5 
a & b 

2200-2-1 

./ 

2200-2-2 

) 

Obligations
Use for material pertaining to 
routine accounting records of allotted 
fund obligations subsidiary to the 
summary allotments status records. 
Include obligation estimates paid and 
unpaid and classified expenditure
listings. 

FILE by agency. 

Reimbursements and Refunds 
Use for material pertaining to su~nary
records of transferred and received 
funds deposited for goods or services 
and claims. 

FILE by agency and subject. 

FAD & NFC 
Destroy
6 yrs.,
3 months 
after 
period
covered by
account. 

FAD & NFC 
Destroy 6 
yrs., 3 
months,
after 
period
covered 
by
account. 

N/A 

N/A Destroy
when 3 
yrs. old • 

Destroy
when 2 
yrs. old. 

GRS-6-1 
a & b 

GRS-6-1 

2200-2-3 

J 
General Funds 
Use for material pertaining to avail-
ability, coJlection, custody, and 
deposit of funds including appro-
priation warrants and certificates 
of deposit. 

FAD & NFC 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 3 
yrs. old. 

GRS-6-4 

FILE by agency and subject. 

FORM IMD-18 (6182) 

C-32 
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U50JJOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

OISPOSITION 

'551-
rlOH
 DESCRIPTION	 AND fiLING INSTRUCTIONS

.BU 

(1)	 (2) 

2200-2-4	 Codes 
Use for material pertaining to code 
numbers used in the accounting system,
such as Cost Responsiblity Center 
(CRC) Codes, Subcenter codes,
applicant codes, establishement codes,
budget object codes, etc. 

FILE by agency. 

2200-2-5	 Financial Reports
Use for agency financial reports. 

FILE by agency and subject. 

2200-3	 Payments
Use for material pertaining to the 
amounts disbursed to payees.

.j FILe: by agency, individual name, or 
firm. 

2200-3-1	 Checks 
Use for material pertaining to checks 
issued, stolen, misplaced, mutilated, 
or destroyed. 

FILE by agency and individual name. 

2200-3-2 Expenditure 'Posting and Control 
Use for posting and control mediavi which supports the general ledger. 

FILE by agency. 

RlCORD OPIIIC! 

OPIIo TO 
DIS'OSITIOH FARC 

(3) (4) 

FAD & NFC 
Destroy N/A
when 3 
yrs. old. 

FM & NFC 
Destroy N/A
when 3 
yrs. old. 

FAD & NFC 
Destroy N/A
6 yrs.
and 3 
months 
after 
period
covered 
by the 
account. 

FAD & NFC 
Destroy N/A
when 3 
yrs. old. 

FAD
 
Dest roy N/A

when~
 
yrs. old.
 

NFC
 
Destroy 6
 
yrs. and 3
 
months
 
after
 
period

covered by

the
 
account.
 

OTHER DISPOSITION 
OFFICES AUTHORITY 

(5)	 (6) 

Destroy GRS-6-5b 
when 3 
yrs. old. 

Destroy
when 3 
yrs. old. 

Destroy GRS-6-1 
3 yrs. a & b 
after 
the 
period
of the 
account. 

Destroy GRS-6-4 
when 3 
yrs. old. 

Destroy GRS-7-4 
when 2 
yrs. old. 

GRS-6-1a 

FORM IMD-18	 (6/82) 

C-33 
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USDAlOI RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CLASSI-
FICATION 
NUMBER 

DESCRIPTION AND 'ILING INSTRUCTIONS 

RlCORD 

OP'I. 
DIS'OSITIOH 

DISPOSITION 

OPPICE 

TO OTHER 
FARC OFFICES 

DISP051TI01'I 
AUTHORITY 

(1) 

2200-3-.; 

J 

2200-3-4 

J 

2200-3-5 

~ 

(2) 

Disbursements 
Use for materi a1 pertaining to 
allotted fund disbursements, i •e • , 
copies of SF-1166 listings of 
Department of Treasury checks issued 
as payment for purchased goods and 
services, contracts, etc. 

FILE by agency. 

Fiscal Irregularities
Use for materi a1 pertaining to 
accounting authorization irregu1ar-
ities. 

FILE by agency. 

GAO Exce2tions 
Use for materi a1 pertaining to General 
Accounting Office notices of excep-
tions, fonnal or infonnal, and 
related correspondence. 

FILE by agency. 

(3) 

FAD & NFC 
Destroy
6 yrs., 
3 months 
after 
period
covered 
by
account. 

FAD & NFC 
Destroy
when 15 
yrs. old. 

FAD & NFC 
Destroy
1 yr. 
after 
exception
has been 
reported as 
cleared by
GAO. 

(4) 

N/A 

When 
5 
yrs.
old. 

N/ A 

(S) 

Destroy
when 3 
yrs. old. 

Destroy
when 1 
yr. old. 

Destroy
It/hen1 
yr. old. 

(6) 

GRS-6-1 
a & b 

NC 1-16-
77-2 
Item 8 

GRS-6-2 

2200-3-6 Certificates of Settlement 
Use for material pertaining to copies
of certificates covering closed 
account settlement, supplemental
settlements, and final balance 
settlements. Certificates covering
periodic settlements are to be 
destroyed \~en subsequent certificates 
of settlements are received. 
(GRS 6-3b) 

FAD & NFC 
Dest roy 
2 yrs.
after 
date of 
settlement. 

tVA N/A GRS-o-3a 

FILE by agency. 

FORM IMD-18 (6/82) 

C-34 
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DISPOSITION 

-. 4SSI-
TION 
,BER 

DESCRIPTION AND filLING INSTRUCTIONS 

RI!CORD 

0'"DISPOSITION 

OPIIICE 

TO 
FARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

2200-4 Billings/Collections
Use for material pertaining to 
billings, collections, fees,
collection schedules, and delinquent
accounts. 

FILE by name of vendor. 

(3) 

FAD & NFC 
Destroy 6 
yrs., 3 
months 
after 
period
covered by
account. 

(4) 

N/A 

(5) 

Destroy
when 3 
yrs. old. 

(6) 

GRS-6-1 
a & b 

2200-4-1 

J 

Depos its
Use for material 
depos its. 

FILE by name of 

pertaining 

vendor. 

to 
NFC 
Destroy
6 yrs.,
months 
after 
period
covered 
by
account. 

3 
N/A Destroy

when 3 
yrs. old. 

GRS-6-1 
a & b 

2200-5 

J 

2200-5-1 

Payro 11 
Use for general correspondence
pertaining to payroll preparation and 
processing and including stop payment, 
requests for back pay, lump sum 
pay~ents, levies and garnishments,
final salary check list, and severence 
pay. 

FILE by subject in chronological 
sequence. 

Payroll Preparation & Processing
Use for material pertaining to payroll
control services, including payroll
surrrnary control and certification 
control documents which include all 
source documents used to authorize 
or change payments to payees.
Included is the preparation and 
processing of T&A's and logs which 
support time and attendance. 

FILE by agency and alphabetically by
employee. 

OP, NFC 
Destroy
when 2 
yrs. old. 

NFC & FAD 
Destroy
after GAO 
aud it or 
when 6 
yrs. old 
whichever 
is sooner. 

N/A 

N/A 

Destroy
when 2 
yrs. old. 

Destroy
when 2 
yrs. old. 

GRS-2-2 

NC 1-16-
78-1 and 
NC 1-16-
79-5 

FORM IMD-18 (6/82) 

C-35
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USOWOIRM-IMO ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
FICATION : DESCRIPTION AND 'ILING INSTRUCTIONS 
NUMBER 

(1)	 (2) 

2200-5-2	 Levy and Garnishment 
Use for official rtotice of levy or 
garnishment (IRS Form 668A or 
equivalent) change slip, workpapers, 
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
Use for material pertaining to payroll
changes slips, exclusive of those of 
the OPF. 

v' FILE by social security number and 
in chronological sequence. 

2200-5-4	 Reports
USe for workload and personnel
management reports or data which 
pertain to payroll operations and 
pay administration. 

FILE in chronological sequence. 

(...J\ 11 9the ~"j3B-r--t5--a..re-to-be-d.e.s..t+o-Y-€-d-
Wfte~ 3 yrs. old. (GRS-2=llbY_ 

RI!CORD O"ICE 

OP" TO 
DISPOSITION FARC 

(3) (..) 
PER & NFC
 
Destroy N/A

when ~
 
yrs. old.
 

NFC
 
Destroy

when 
related
 
records
 
are
 
aud ited
 
by GAO or
 
when 3
 
yrs. old,
 
\.;1 ichever
 
is sooner.
 

FAD & NFC 
Destroy N/A
when 2 
yrs. old. 

_ 

OTHER DISPOSITf(, 
OFFICES AUTHORIT. 

(5)	 (6) 

Destroy GRS-2-23 
when 2 
yrs. old. 

Destroy GRS-2-15 
1 months a & c 
after 
end of 
pay
period. 

Destroy GRS-2-17a 
when 3 
yrs. old. 

FORM IMD- 18 (6/82) 

c- 36 
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USD,vOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

>1-
I lIOH 
HUMBER 

DESCRIPTION AND IIILING INSTRUCTIONS OPI' 
DISPOSITION, 

TO 
FARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(I) (2) 3) (4) 6) 

• 2200-6 Allotment Authorization NFC 
Use for material which pertains to 
request and authorization for or 
change and revocation of allotments. 

a. U.S. N/A N/A GRS-2-4 
a-I 

b. All other authorizations 
union dues and savings 

including Destroy
when 
super-
seded or 

N/ A N/A GRS-2-4 
b-I 

after 
transfer 
or separa-
tion of 
employee. 

FILE by subject, 
security number. 

agency and social 

2200-5-1 Employee Tax Exemptions
Use for withholding tax exemption
certificates, such as IRS Forms W-4,
and similar state tax exemption forms. 

NFC 
Dest roy 4 
yrs. after 
informatio 
is SlOe 

N/ A N/A GRS-2-ISa & b 

FILE by agency 
number. 

and social security 

FORM IMD-18 (6/821 

C-37 
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DISPOSITION 

CLASSI- RI!CORD O"'IC! 
FICATION 
MUMBER 

DESCRIPTION AND FILING INSTRUCTIONS OPI&' 
DISPOSITION 

TO 
FARC 

OTHER 
OFFICES 

( 1) (2) (3) (04) (S) 

2200-6-2 Reports
Use for reports of" withheld Federal 
taxes, such as IRS Form \·1-3 \'1ith 
related papers, including reports
relating to income and social security
taxes. 

NFC 
Destroy
when 4 
yrs. old. 

N/ A N/A 

FILE by agency 
number. 

and social security 

2200-7 Claims FAD & NFC 
Use for general
to claims by or 
Government. 

material pertaining
against the Federal 

Dispose
of 1 yr.
after 

N/A Dispose
of 1 yr.
after 

final final 
FILE by agency and claimant. disposition

of case. 
dis po-
sit ion 
of case. 

2200-7-1 For or By the United States 
Use for claims filed by debtors or 
employees under the Federal Claims 
Collection Act for or by the United 
States. 

Di spose 
of 1 yr.
after 
fi na1 

N/ A Di s pose
of 1 yr.
after 
fi na 1 

FILE by agency, 
claimant. 

subject, and 
disposition
of case. 

dispo-
sit ion 
of case. 

2200-7-2 Aaainst the United States 
Use for claims filed by debtors or 
employees under the Federal Claims 
Collection Act against the United 
States. 

Dispose
of 1 yr.
after 
fi na 1 

N/A Dispose
of 1 yr.
after 
fi na 1 

\ FILE by agency,
claimant. 

subject, and 
disposition
of case. 

dispo-
sit ion 
of case. 

2200-8 Imprest Fund Management
Use for material pertaining to 
designations and audit of imprest fund. 
Also includes cost verification and 
sub-voucher registers, request for 
changes in imprest fund, and error 
listings. 

FILE by subject and chronological
sequence. 

NFC & FAD 
Exec. Serv. 
Staff 
Destroy 6 
yrs. & 3 
months 
after 
period
covered 
by the 
account. 

N/ A N/A 

10, 1982 

DISPOSITI 
AUTHOR I") • 

(6) 

•GRS-2-18c 

GRS-6-1a 

FORM IMD-18 (6/82) 

c- 38 
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USOA/OIRM-IMO ASSISTANT SE ETARY FOR ADMINISTRATION FILE/DIS • ..,SITION PLAN 

DISPOSITION 

CLASSI-
, TION DESCRIPTION AND 'ILING INSTRUCTIONS 01"" TO OTHER DISPOSITION3ER D'SI'OSITIOH FARe OFFICES AUTHORITY 

( 1) (2) (3) (4) (5) (6) 

2200-9 

j 

Payment Control Listing
Use for computer listings, batch 
reports, etc., generated to perform
the housekeeping functions required
for fi scal accountabil ity and 
payroll administration. 

NFC & FAD 
Destroy
when no 
longer
needed. 

N/A Destroy
when no 
longer
needed 
for 
refer-

FILE by subject 
sequence. 

in chronological ence. 

2200-10 Working Capital Fund 
Use for material of a general
which pertains to WCF. 

nature 
WCF 
Destroy
3 yrs.
after 

N/ A Destroy
3 yrs.
after 

~ FILE by agency and subject. close 
FY. 

of close 
FY. 

of 

2200-10-' 

j 

Planning, Development, and Approval
Use for material pertaining to 
Working Capital Fund budget
preparation, planning, and final 
approved budgets. 

\·ICF 
Destroy
5 yrs.
after 
close of 
FY. 

N/A Destroy
5 yrs.
after 
close of 
FY. 

FILE by agency and subject. 

2200-10-.::Financial Reviews \~CF 
Use for material pertaining to HCF 
fund rev iews-, summary reviews and 
individual cost centers reviews of 

Dest roy 5 
yrs. after 
close of 

N/ A Destroy 5 
yrs. after 
close of 

a financial nature. FY. FY. 

FILE by agency and subject. 

2200-11 Cost Distribution FAD 
Use for materi al perta i ni ng to the 
proration of Departmental centralized 
expenses distributed to the agencies. 

Dest roy 5 
yrs. after 
close of 
FY. 

N/ A Dest roy
5 yrs.
after 
close of 

FILE by agency and subject. FY. 

2200-11-1 

.J 

Management Council Cost Distributions 
Use for material pertaining to the 
distribution of central agency
billings (GSA, DOL) to Departmental
agencies; FTS, SLUC, OWCP, etc. 

FAD 
Destroy 5 
yr s , after
close of 
FY. 

N/ A Destroy 5 
yrs. after 
close of 
FY. 

FILE by agency and subject. 

FORM IMD-18 (6/82) 
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DISPOSITION 

CL.ASSI-
FICATION DESCRIPTION	 AND 'ILING INSTRUCTIONS
NUMBER 

(1)	 (2) 

2200-11-(	 Working Capital Fund Cost Distributions 
Use for material pertaining to Working
Capital Fund cost center expense
distribution to user agencies of 
Printing Plant, and Copier Services,
etc. 

FILE by agency and subject. 

2200-11-3 Department Centralized Reimbursable 
Program Cost Distributions 

Use for material pertaining to 
Departmental centralized costs or 
expenses made through special
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
Use for reports and studies which 
pertain to accounting operations. 

FILE by agency and subject. 

2200-13	 Proj ect Control 
Use for memoranda, reports, and 
other records documenting assignments,
progress and completion of projects. 

FILE: Case file alphabetically by
title of project. 

RI!CORD OflfllCE 

OPI& 
DISPOSITION 

TO 
flARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(3) 

\~CF 
Destroy 5 
yrs. after 
close of 
FY. 

N/A 

(-4) (S>-

Destroy 5 
yrs. after 
close of 
FY. 

(6) 

FAD 
Destroy 5 
yrs. after 
close of 
FY. 

N/A Destroy 5 
yrs. after 
close of 
FY. 

FAD 
Dest roy 5 
yrs. after 
close of 
FY. 

N/.!\ Destroy
5 yrs.
after 
close of 
FY. 

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

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82) 

C-40
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DISPOSITION 

_. ~SSI- ReCORD Oil IIICI! 
TION DESCRIPTION AND 'ILING INSTRUCTIONS OPt.. TO OTHER DISPOSITIONBER DISPOSITION FARC OFFICES AUTHORITY 

( 1) (2) (3) (4) (S) (6) 

2300 TRAVEL AND TRANSPORTATION ppr~D, FAD,
Use for material of a general P!3&O 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 Dest roy
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.
 

L.!UO-1-1 Policy and Procedure FAD 
a. ~und ,llateTi-ai"-wtTi-ch- Sl:lb~H N/A GRS-16-1tr:
 
dDC~~ents the~e,~nt aspe~~he- ~F-115 •
 
~-9-e-p-a-rBnen'1;-a·l-po·l-i·e-y-a·nd·
 

~op..t:.G-G-ed ure. . ~, 

NOTE: See 3000-1-2 for disposition

of record copy of Departmental

directives.
 

~~~-fty 
b. Use for ~+t.c.-i-T-1-to- GRS-lS-1 cA. 
r~.e.n.q/-J..dm.tni.si.r:.a.t...u.e-- .G- & d 
f-l:J:-Ae-t Al se u~~~t~rOtrnd-~-IiOilS. ~ncl 
ma~~ tt/(c~r ,7-':'::~~1~ 

~· . vlb .FIL E b Y orlgln, serles num er or ln
 
chronological sequence.
 

FORM IMD-18 (6/82) 

C-41 



ASAR 3040-1 September 10, 1982 
Appendix C 

USDA!OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

by officers, employees, 

CL.ASSI- IlICORD O"'~! 
FICATION 
HUMBER 

DESCRIPTION AND ',L,NG INSTRUCTIONS OPI&' 
DISPOSITION 

TO 
F.UC 

OTHER 
OFFICES 

DISPOSITI 
AUTHORIT 

(1) (2) (3) (4) (5) (6) 

2300-1-2 External or Non-Series Instructions 

.J 

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. 

Destroy
when S/O. 

N/A Destroy
when SlOe 

FILE by origin, 
chronological 

series number 
sequence. 

or in 

2300-1-3 Request and Authorizations 
Use for copies of vouchers,
memorandum copies of travel requests,
travel authori zat ions, and all 
supporting papers. 

FAD & NFC 
& FIN 

Destroy
when 3 
yrs. 01 d. 

N/A Destroy
when 
funds 
are 
obli-

GRS-9-3a & 3b 

NOTE: Destroy unused ticket 
redemption forms, such as SF 1170,
when no longer needed for 
administrative use (GRS 9-3c). 

gated. 

FILE chronologically by agency. 

2300-1-4 Reimbursements 
Use for records pertaining to 
reimbursing. individuals (e.g.,
travel orders, per diem vouchers,
hotel reservations, and all 
supporting papers documenting official 
travel 

FIN, FAD & 
NFC 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 
funds 
are 
ob 1 i-

GRS-9-4a 
& 4b 

dependents or others authorized by gated.
law to travel). 

FILE by agency and alphabetically by
employee. 

2300-1-5 Reports
Us e for tra ve 1 report s • Destroy N/A N/A

when 3 
FILE by agency and subject in yrs. old. 

chronological sequence. 

----~----------------------------~----~--------~--~------------~~~~.~
FORM IMD-IS (6/82) 
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CLASSI-
'TIONBER 

(1) 

2300-1-6 

./ 

2300-2-1 

RlCORD 

DESCRIPTION AND FILING INSTRUCTIONS OPI' 
DISPOSITION 

(2)	 (3) 

Project Control 
Use for memoranda,· reports and other Destroy
records documenting assignment, 1 yr. 
progress and completion of projects. after 

the yr.
FILE: Case file al phabetically by in wh ich 

title of project.	 the 
project
is closed. 

Transportation FAD & NFC 
Use for material of a general nature Destroy
which pertains to the transportation when 2 
of goods. yrs. old. 

FILE by agency in chronological
sequence. 

Policy and Procedure FAD 
a • .Y-s e fa r b arlgrcrand-m·a-te+-i-a.l_wh-i-ch- Submit-
GG.c.ume.r.l-t-s--rne-i~tdnt-a·s--pect-s-0f- . SF-a·S. 
t-Re-d..e.v-e-l-opm of-O e1fa-rtmeA-ta-l--e nt 

~(Yp.o.Lic,¥-dn.cLpr-OG-eGl:l·r-e• ~. 

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

~~~~ 
b • Use for .iss u a ncJsw-Aich pe+-t.a-:i-H- Des.Y;°Y _ 
to routine agency aElminis+r-a+-i-v-e wtTen fSfe. 
Functions. Also~~cllTIt12~a~Kgrouna
ffiateria-t~ ~~. ~ 

FI~se~::-~umber or in 
chronological sequence. 

OFFICE 

TOFARe 

(4) 

N/A 

N/A 

N/A 

N/A 

DISPOSITION 

OTHER 
OFFICES 

(5) 

Destroy
when no 
longer
needed. 

Destroy
when 1 
yr. old. 

D~-tToy./'
.4h e n '-3/0 . 

DISPOSITION 
AUTHORITY 

(6) 

GRS-1S-7 

GRS-9-5a 

GRS-1S-11€: 

GRS-1S-1u{
-c & d 

FORM IMD-18 (6/82) 
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DISPOSITION 

ReCORD OfFICECLASSI-
FICATION DESCRIPTION AND IIILING INSTRUCTIONS OPI" TO OTHER DISPOSITltI .. NUMaU DISIIOSITIOH FARC OFFICES AUTHORITY 

( 1) (2) (3) (4) (S) (6) 

2300-2-2 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. 

Destroy
when S/O. 

N/A Destroy
when 5/0. 

FILE by origin, 
chronological 

series number 
sequence. 

or in 

2300-2-3 

\ 

Freight
Use for material pertaining to 
movement of goods by government or 
comnercial carriers. r'layinclude 
commercial or government bills of 
lading and other data which 
documents the transaction. 

NFC, PO, & 
PPMD 
Destroy
when 3 
yrs. old. 

N/A Destroy
\vhen 1 
yr. old. 

GRS-9-1 
a & b 

FILe by subject and control number. 

2300-2-4 

) 

Lost or Damaged Shipments
Use for material pertaining to the 
schedules of valuables shipped,
correspondence, memoranda,
and other records relating to the 
administration of the Government 
Losses in Shi·pment Act, and any
claims that may ensue. 

FILE chronologically by agency. 

PPi'1D 
Destroy
when 3 
yrs. old. 

N/A N/A GRS-9-2 

2300-2-S 

'> 

TransDortation Rates 
Use for material which 
carrier rates. 

FILE by carrier. 

pertains to 
PPt1D & PO 
Destroy
'when 5/0. 

N/A N/A 

Reports
Use for transportation reports,
shortage and demurrage, etc. 

FILE by agency and subject in 
chronological sequence. 

e.g., 
PP~~D, NFC,
FAD 
Destroy
when 3 
yrs. 0 1d. 

N/A Destroy
when 1 
yr. old. 

FORM IMD-IS (6/82) 
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DISPOSITION 

Il!CORD OffiCI!Cl.ASSI-
, 

'TION DESCRIPTION	 AND filLING INSTRUCTIONS OPI&	 TO OTHER DISPOSITIONBER DI5I105ITI0 .. FARC OFFICES AUTHORITY 

( 1) (2)	 (3) ( ..) (5) 16) 

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 al phabetically by which the needed.
 
the title of the project. project is
 

closed.
 

i
 

rFO RM IMD- 18 (6/82) 
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CLASSI-· 
FICATIOH 
HUMBER 

, DESCRIPTION AND FILING INSTRUCTIONS OPl' 
DIS..OSITIOH 

TO 
PARC 

OTHER 
OFFICES 

0lSP051TIAU THO 

2400 

2400-1 

FEDERAL ASSISTANCE 
Use for material of a general nature 
which pertains to the routine 
operations and daily activities in 
the Federal assistance program. 

FILE by agency. 

a. 
de€ttffie.l=t~e-i·m?0rt-a·flt-a·s-pee-t-s-of-
tne-eevsro prnen t CJrD epa rtmel1ta4-p·o-l-lcy 
~~ 

FM 
Destroy
when 2 
yrs. old. 

Fr'1, NFC 
Susmit 
SF 115.-
~~41o 

N/ A 

N/A 

N/A GRS-3-17b 

GRS-16-1tr 

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

2400-1-

b. {i..s@ for j ss-u.efle-es-wfl-i·Gh-j:te·r-t-a-i-fl-
to rO'ltln€l agency administra-t+v-e--
func.t.ions • 1\1 so ine1 udes b ae k gr.o~tm,d-A 

. "Jko.R-.t.-.....~ ~~ 
fRG-ter1!l ~ ~ u...q.-fJ.-"1~-;-OJ~~ ~ -FILE by origin, series~umber~ 

chronological sequence. 

External or Non-Series Instructions 
Use for material of a directional 
nature which originates outside USDA 
or which ofiginates 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. 

Destroy
when S/O. 

N/A 

N/A Destroy
when S/O. 

GRS-16-1ol 
-e-& d 

FO RM IMD- 18 (6/82) 

C-46
 



USDAlOIRM-IMD 

September 10, 

ASSISTANT 

- '2 

SECRETARY FOR ADMINISTRATION 

ASAR 3040-1 Appendix C 
FILE/DISPOSITION PLAN 

DISPOSITION 

'\SI-
'ION 

.8ER 
DESCRIPTION AND 'ILING INSTRUCTIONS OPI' 

DIU·OSITION 
TO 
FARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(4) (5 

~e---2---1:-' 
~Y{!rh:Y_ 

Pol icy and Procedure 
a. ~e f:ll=-background-m-a-t-e-r+a·l-wA-i-dl-
d.oc-Ume.Q.t-S--t.h.e--i.mpo.r-ta.f.l.t--e·s·peE: ts 0 f -
t.I:le-de~O_Q.!TIilllLQ.f..xD_e.pa.r:tme.r:I.tal=po 1 tc Y 
a-A-Ei-7r-e-e-eGi:Jre-;~ 

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

FM 
~-i..t 
SF 115.-
~ 

~ S/D 

N/A ~~ .Q.e'5+r-Q~,;>
~~fne d 1 rectj}'ei . ued 

G R S -16 -1~ 

. 2400·-2+ 
CJ. if(/() '0)-/ 

j 

~.J~--fy
b. Use for ~~-s-Wh-i.Gh pertai-n Destroy
-ee i 0 u-t-'i-fl-e-a-g-e.f=l.G-;Y-fi.dm.i·nist rat ive \vhen ~ 
.-f~flS. A-l-se-i.nc-Lud.e--s-Id-aG-k-g.r-o·u·r:ld--~ 
mat~{t0~ ~ d ~ 
~. -lA.fV . b4-
FILE by ori~in, series number or in 

chrono lcc ical sequence. 

External or Non-Series Instruct~ons 
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. 

Destroy
when S/O. 

FILE by origin, series number or in 
chronological sequence. 

N/ A 

N/A Destroy
w~en--£fG-

~ 

Dest roy
when SlOe 

GRS-16-1oL. 
c & d-

FORM IMD-18 (6/82) 
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DISPOSITION 

CL.ASSI-
FICATION 
NUMBER 

( 1) 

24fJU-'"2"=j 

~400-2-"1f
JY(1)/J--().. 

/ 

2400-3 

2400-4 

IIICORD OHICE 

DESCRIPTION AND FILING INSTRUCTIONS OPII. TO OTHER 0lSP051TIOh 
DISPOSITION FARC OFFICES AUTHORITY 

6) 
/J 

agency. 

Grant and 
Controls 

Cooperative Agreements FM 

Use for material pertaining to index-
es, registers, logs or other records 
relating to control of assigning
numbers of identifying projects,
applications and grants. 

Destroy
when S/O. 

N/A N/A GRS-3-16 

FILE by agency. 

Studie 
Use f 

/Re orts 
materi al rel FM~Sub it 

lega e tabl is' ent 
ass sta~e pr gram. 

SF-1 5. 

LE by
study. 

~he 5ubject 

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

FILE: Case file alphabetically by
title of project. 

Destroy
1 yr.
after 
the yr.
in wh ich 
the 
project
is 

N/ f\ Destroy
when no 
longer
needed. 

GRS-16-7 

closed. 

FORM IMD-18 (6182) 

C-48 
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CLASSI-
'TION
 DESCRIPTION	 AND fiLING INSTRUCTIONS 

BER 

( 1)	 (2) 

3000	 RECORDS SYSTEMS AND PROGRAMS 
Use for materi al of a general nature 
which pertains to the overall paper-
work management program.vi 
FILE by subject in chronological 

sequence. 

3000-1	 Directives Management
Use for materi al of a general nature 
which pertains to officially pub-
lished instructions, regulations,

-./	 and procedures which regulate and 
direct operations and performance. 

FILE	 by directive number or subject. 

3000-1-1	 Dockets 
Use for I·Jh has beenmaterial ich 
prepared for publication in the 

.,/	 
Federa 1 Register and which pertains
to the organi zat ional structure and 
basic policies of the Department and 
its agencies. I/J.- ~ I VO'-' 
FILe: by agency and docket number. 

DISPOSITION 

RlCORD OffICE 

OPI& TO OTHER DISPOSITION
 
DISPOSITIOH fARC OFFICes AUTHORITY
 

(3) (4) (S)	 -(6) 

IMD 
Destroy N/A Destroy
when 3 when 1 
yrs. old. yr. old. 

IMD. ECR & NFC 
Destroy N/A Destroy
when 3 Ivhen 1 
yrs. old. yr. old. 

ECR & 
DIRECTORS 

PERMANENT N/A Dispose /'Icl-/~-77- c 
Offer to of when ~ 3(l~ 

I 

NARS in material (~~)5 yr. is pub-
blocks ..wlw.v lished 

in the 
Federal ICrJJ 
Register. Ccrur: 

iO/3/b 

FORM IMD-18	 (6/82) 
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CLASSI-
FICATION DESCRIPTION AND 'ILING INSTRUCTIONS OP'I. TO OTHERHUMBER DISPOSITION !"ARC OFFICES 

3000-1-2 Departmental Directives 
Use for directives originated within 
USDA, e.g., Administrative 
Regulations, Secretary's Memos,
Internal Office Issuances, DR s, OM's, 
and ON's .-ro 8£ t\EV ED 

D~~\7~· G~-£ly\b 

~ 

fl>llbW
'
1'L1 

l'~\e 
For 

, I L =-tV S{ql1 ttvrc: hLfNOTE: IMD as the recor copy of a 
published De artmental evel directives 
with the exce tion of ecretary's
Memos which ained by ECR, 
NFC Manuals e maintained by NFC 
and the DPM is maintained by OPe 
For WORKING PAP S nd BACKGROUND 

cl'is P0'>\ olic and Procedure 
under each 
non-series 

c egory.
nstruction 

ile external 
under the 

or 

appropria
when S/ • 

e subject and ispose of them 

FILE origin and series 

3000-1-3 External or Non-Series Instructions IMD 

J 
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. 

Destroy
when SlOe 

N/A Destroy
when S/O. 

FILE by origin, 
chronological 

series number 
sequence. 

or in 

3000-1-4 

J 

Distribution, Maintenance and 
Printing

Use for ~aterial pertaining to 
printing, delivery and storage
directives. 

the 
of 

IMD 

Destroy
when 1 
yr. old. 
or 

~/A Dest roy
when SlOe 

FILE by issuance number. when no 
longer
needed. 

FORM IMD-18 (6/82) 
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3C'l>o-I-;;t. departmental Directives 
i 

Use for directives originated within 
USDA. 

a.~Departmental Regulations (DR's) 
and Departmental Manuals (DM's) in 
the 1000 and 9000 classification seri es. ~ All others can be destroyed 
when no longer needed. ~ 1"/'t"-' 0 

b. Secretary's Memorandum 
(SM's) and any Departmental directives 
signed by the Secretary. CA- l~/'t'-

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 OPe 
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 SlOe 

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

IMD 
PERMANENT. 

N/A Destroy
when 

GRS-16-1a 

Offer to NARS in 
no longerneeded. 

5 yrs.
blocks 
when 
20 yrs.
old. 

ECR 
PERMANENT. 
Offer to 

N/A Destroy
when no 

NCl-16-77-6 Item 35 NARS O'n ..s-~ 
when~~O 

~ 1anger
needed. 

yrs. 01 d. 

IMD 
Destroy
when no 
longer
needed. 

N/A Destroy
when no 
1anger
needed. 

GRS-16-1c 

.. C-S(}~
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DISPOSITION 

ReCORD OI'I'ICE551-
NUM~~: DESCRIPTION AND 'ILING INSTRUCTIONS	 TO DISPOSITIONOPI' OTHER 

DISPOSITION I'ARC OFFICES AUTHORITY 

(3) (4) (5)	 (6) 

3000-2	 Forms Management . H1D & NFC 
Use for general materi al perta ini ng Destroy N/ A Destroy
to the planning and execution of when 3 when 3 
procedures to standarize, design, yrs. old. yrs. old. 

~	 construct, and control the use,

numbering, and distribution of forms.
 

FILE in chronological sequence. 

3000-2-1	 Forms Master File H~D 
Use for the record copy of each Destroy N/A Destroy GRS-16-4a 
fonn created by an agency with 5 yrs. when 5/0.
related instructions and after 
documentation showing inception, related 
scope, and purpose of the form. form is 

discon-

NOTE: Working papers, background t inued,
 
materials, requisitions, specifica- super-
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 fonns, Destroy N/ A Destroy
arranged by functional classification, when when 5/0.
used to assist in taking forms related 
management actions, such as deter- form is 
mining whether new forms should be discon-
developed and approved and whether tinued,
existing 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. 

FORM IMD-18	 (6/82) 
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DISPOSITION 

CLASSI-
FICATION 
NUMBER 

DESCRIPTION AND 'ILING INSTRUCTIONS OPI& 
DIS'OSITIOH 

TO 
FARe 

OTHER 
OFFICES 

DISPOSITlu" 
AUTHORITY 

( 1) 

3000-3 

j 

(2) 

Reports Management
Use for materials relating to the 
reports management program. Includes 
correspondence and index of current 
recurring or situation reports and 
a control file of all proposed,
currently required, cancelled or 
superseded recurring or situation 
reports. 

(3) 

IMD 
Destroy
2 yrs.
after 
report
is 
discon-
tinued. 

(4) 

N/A 

(5) 

Destroy
when 1 
yr. old. 

(6) 

GRS-16-8 

3000-4 

j 

3000-4-1 

j 

FILE by report number and title. 

Files Management
Use for material of a general nature 
which pertains to the storage, re-
tention, and disposition of records. 

FILE by subject in chronological 
sequence. 

Filing Systems
Use for material pertaining to 
systems and techniques evolved to 
maintain records for retrieval and 
scheduled disposition. Includes 
SF's-115, 135, and 258. 

FILE alphabetically by agency. 

IMD & NFC 
Destroy
when 3 
yrs. old. 

Irv1D 
Destroy
when 
records 
are 
destroyed
or when 
no long-
er needed. 

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
when 
records 
are 
destroy-
ed or 
when no 
longer
needed. 

GRS-16-3 

3000-4-2 

J 

Records Holdings
Use for statistical reports of agency
records holdjngs required by the 
General Services Administration 
including feeder reports from all 
offices and data on the volume 
of records disposed of by destruction 
or transfer. 

IMD 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

~RS-16-6a...."t-b 

FILE by date of report. 

FORM IMD-18 (6/82) 

C-52 
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DISPOSITION 

("I ASSI-
TIOH DESCRIPTION AND 'ILING INSTRUCTIONS OPII. TO OTHER DISPOSITIONUR DISPOSITION !"ARC OFFICES AUTHORITY 

( 1) 

3000-5 

/ 

(2) 

Mail rvlanagement
Use for materi al of a general nature 
which pertains to management of mail 
and which does not fit elsewhere in 
this category. 

(3) 
r·1R['~D
Destroy
when 2 
yrs. old. 

(4) 

N/A 

(S) 

Destroy
when 2 
yrs. old. 

c;es 

(6) 

lo/02a:... 

FILE in chronological sequence. /' -

3000-5-1 

J 

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
service. 

a. Postal Service MR~~D 
Destroy
I'lhen1 
yr. old. 

N/A Destroy
when 1 
yr. old. 

GRS-12-5a 

b. ~~ail and messenger service 

FILE alphabetically by agency 
and receipt number. 

MRMD 
Destroy
when 6 
months 
old. 

N/A Destroy
when 6 
months 
old. 

GRS-12-6f 

3000-5-2 

v 

Postal Irregularities
Use for material pertaining to 
irregularit{~s in the handling of 
ma il, such as loss or shortages of 
postage stamps or money orders, or 
loss or destruction of mail. 

FILe: by subject. 

MRMD 
Destroy 3 
yrs. after 
completion
of investi-
gation. 

N/A Destroy
6 months 
after 
comple-
tion of 
investi-
gation. 

GRS-12-8 

3000-5-3 Postaae and Fees 
Use for material 
offi cia 1 pena lty 
reports. 

Paid 
pertaining to 
ma i1 payment 

MRMD 
Destroy
when 6 
yrs. old. 

N/A, Destroy
when 1 
yr. old. 

GRS-12-7 

FILE alphabetically by agency. 

FORM IMD-18 (6/82) 

C-53 
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DISPOSITION 

CLASSI-
FICATION
 
NUMBER
 

( 1) 

3000-6 

/ 

3000-7 

J 

3000-8 

- .j 

DESCRIPTION AND !lILING INSTRUCTIONS 

(2) 

Word Processing/Microfilm
Use for surveys cdnducted to 
evaluate various technological
systems, their applications in 
improving performance as well as 
feasibility and cost impact. 

FILE in chronological sequence. 

Studies and Surveys

Use for formal reports of
 
paperwork studies and surveys

performed to identify and correct
 
paperwork problems; improve pro-
cedures, operating performance and
 
effectiveness, and aid management.
 

FILE alphabetically by agency
 
and subj ect.
 

Project Control
 
Use fer ~emoranda, reports and other
 
records documenting assignments,

progress and completion of projects.
 

FILE: Case file alphabetically by

title of project.
 

RlCORD 

OPI'
 
DISPOSITION
 

(3) 

IMD 
Destroy
'."hen.;-
yrs. old. 

5~
~-M. 

IMD 
Destroy
when 3 
yrs. old. 

Dest roy
1 yr.
after 
the yr.
in which 
the 
project
is 
closed. 

O.... ICE 

'TO 
"ARC 

(4) 

N/A 

N/A 

N/A 

OTHER 
OFFICES 

Destroy
when 2 
yrs , old. 

Oest roy
when 2 
yrs. old. 

Destroy
when no 
longer
needed. 

DISPOSITIO~ 
AUTHORITY 

16) 

GRS-16-7
 

FORM IMD-IS (6/82) 

C-511 
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DISPOSITION 

RI!CORD OfllllCE551-
ATiON DESCRIPTIOM	 I.MD FILIMG IMSTRUCTIOMS OPI&	 TO OTHER DISPOSITIONNUM8ER DISPOSITION flARC OFFICES AUTHORITY 

(l) (2)	 (4) (5) (6)~3' 
3100	 INFORMATION SYSTEMS, PROCESSING, OIRM 

AND PROGRAt~S 
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. 
of 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

proj ect.
 

3100-1	 Policy and Procedure OIRt~ 
a. .v.s.e- f e i bad 9 fa u rId mater"'i-a1--';1h-:i..c..h. SUbilii t N/A ~~D GRS-16-1~ 
d DC lime at sJ.~e-r-1;-a-A-t-e-5.pe.(:-~s--0.f---- SF-115. a~he 
t be devol a'l-po1 icyo pme.o.t-Q;f-Q.e·\3a·r-t-men·c dire~ 
-~-YR-.- ~- ~ js~ed 

NOTE: See 3000-1-2 for disposition 'o~ 
of record copy of Departmental
directives. ~~n 

no 
ac 1 

wil 
t ~) 

G.MJL- cs.: ~ "it; Ca)
b. Use for +S~5-=\'th+eh-~t-a-i;,-to- Dest roy N/ A Destroy SRS-16-1dl 
r-e~ age ncy aEl-m-i-n-i-s-t-r-a-t-+v-e--- when ~ )'/h en -5f8,- --E-&-d-
fun ctie i 15 • A 1 s-e-i-nc-11:H]'es-b-ack"gro'tmd ~e.. ~w

w~-y-ci. __ 
~m~i~~~	 

. 

FILE by origin, series number or in
 
chronological sequence.
 

3100-1-1	 External or Non-Series Instructions 
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/O. when S/O.
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 , . , 
FORM iMD-18 (6/82) 

C-55
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DISPOSITION 

CL.ASSI-
FlCATIONHUM8ER 

DESCRIPTION AND FILING INSTRUCTIONS OPI. 
DISPOSITION 

TO 
FARe 

OTHER 
OFFICES 

OISPOSITI 
AUTHORI" 

( 1) 

3100-2 
(2) 

Information Management and Systems
Planning

Use for policies, procedures or other 
guidance related to information 
management and systems planning. 

FILE in chronological sequence. 

(3) 

OIRM 

Destroy
\vhen 3 
yrs. old. 

( <4) 

N/A 

(S~ 

Destroy
when no 
longer
needed. 

(6) 

3100-2-1 

3100-2-2 

Long Range Plans 
Use for planning documents provided
by agencies (other than A-II). 

FILE by agency. 

ADP Budgets (A-II)
Use for annual submission of agency
exhibits and narratives for ADP/
telecommunications obligations and 
expenditures. 

FILE in chronological sequence. 

OIR~1 
Destroy
when 5 
yrs. old. 

OIRr~ 
Destroy
when 9-
.j4=s. old.

vL&:t:r 
Pf~ 
IfVlu ~vS 

N/A 

N/A Destroy
when 5 
yrs. old. 

Destroy
-when 5 
yrs. old.~pp 

~~ 
3100-2-3 Agency Projects

Use for material pertaining to special
agency projects, such as information 
requirements studies and system
development projects. 

o IRr~ 
Destroy
\vhen%S 
yrs. old. 

N/A Destroy
when no 
longer
needed. 

FILE by agency and project name. 

3100-2-4 Information Sharing
Use for materi a 1 perta ini ng 
and studies supporting data 
information data bases, and 

FILE by agency and subject. 

to proj ects 
sharing,
systems. 

OIRM 
Destroy
when 5/0. 

N/A Destroy
when no 
longer
needed. 

FORM IMD-18 (6/82) 
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DISPOSITION 

SSI-
iiOH DESCRIPTION	 ANO 'ILING INSTRUCTIONS 

~.o\BER 

(1)	 (2) 

3100-3	 Applications Design and Development
Use for documents,' cards, or magnetic
med ia des ignated as "Master fil es" , 
"Library files", "record copy files" 
which include complete necessary
documentation and instructions for 
operation of ADP systems, programs,
and jobs. Incl uded 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,
block diagrams, flow charts, coding
instructions, test plans, reference 
to or copies applicable software and 
reference materials, job instructions, 
and similar or related files. 

FILE by system name. 

'0-3-1	 ADP Test Files
 
Use for material pertaining to
 
the testing of ADP equipment

and/or data processing methods
 
and procedures and to the trial
 
application of existing or
 
proposed data processing systems.

Included are .requests for tests,

approvals or disapprovals, test
 
reports, and communications
 
relating to the test.
 

FILE by sys~e~ name. 

RlCORD o"lce 

OPI& TO OTHER DISPOSITION 
DISIIOSITION PARC OFFICES AUTHORITY 

J3)1 (4) (S) (6) 

~~~~ ENTfe to 
N/A N/A 

upon
co,letion
of MP 
s s ems, 
p og ams 

d/ r 
ob. 

O'RM 
De 
3 

t oy
s. 

N/ A ' Destroy
when 

aft r 
di c n-

2 yrs.
old. 

t i ua ce or on 
o sys em. discon-

tinuance,
which-
ever is 
first. 

FORM IMD-18	 (6/82) 

C-57 
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DISPOSITION 

CL.ASSI-
FIC~TION
 
NUMBER
 

( 1) 

3100-4-1 

3100-4-2 

DESCRIPTION AND FILING INSTRUCTIONS 

(2) 

Resource Acguisiton
Use for material per te tn inq to 
planning and preparing for initial 
acquisition (including selection,
evaluation, procurement, and in-
stallation) of ADPE, office automation 
equipment, telecommunication 
equipment, multiple equipment when 
part of a system, auxiliary equipment,
and attachments for existing
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 related 
papers. 

FILE by system or product name. 

Benchmark Demonstration 
Use for computation information 
outputs from "winning vendors and 
vendors declared nonresponsive due to 
benchmark performance. 

FILE by vendor. 

Benchmark Computation
Use for information outputs from 
losing vendors. 

FILE by vendor. 

RICORD O"ICI'! 

OPI& TO 
DISPOSITION FARC 

(3) (4) 

OIRr~ 
Destroy N/A
after 10 
yrs. 

01 R~~ 
Destroy N/A
1 yr.
after 
completion
of per-
formance 
evaluation. 

OIRM 
Destroy N/A
1 yr.
after 
accept-
ance of 
system. 

OTHER
 
OFFICES
 

(5) 

Destroy
after 
5 yrs.
or 
discon-
tinuance,
wh ich-
ever is 
fi rst. 

Destroy
1 yr.
after 
com-
pletion
of per-
formance 
evalua-
tion. 

Destroy
1 yr.
after 
accept-
ance of 
system. 

DISPOSITI 
AUTHORII • 

(6) 

FORM IMD-IS (6/82) 
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UsoAlO IRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

)51-
.TIOH 

HOMBER 
DESCRIPTION AND FILING INSTRUCTIONS OPI' 

DISPOSITION 
TO 
PARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

( 1) (2) (3) (4) (5) (6) 

3100-4-3 

3100-4-4 

Technical Approval' Files 
Use for agency requests for technical 
approval to acquire or utilize ADP 
resources. Includes correspondence
and other documents related to the 
request. 

FILE by agency. 

Feasibility Study Files 
Use for material pertaining to the 
study of specific functional areas 
within 3100 classification. Includes 
system and data requirements,
alternatives, benefits, cost data,
and other related documents. 

ATSD 
Destroy
5 yrs.
after 
receipt. 

OIRM 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

Destroy
when 2 
yrs. old. 

Destroy
when 2 
yrs. old. 

""80-5 

FILE by system name. 

Resource Utilization 
Documents containing management
data on c8sts, equipment, staff-
ing, workload capacities, and 
overall effectiveness of ADP and 
telecommunications operations and 
documents used to evaluate rental,
purchase, operation and maintenance 
costs. Includes reports, briefs,
and similar or related documents. 

OIRM 
Destroy
when 15 
yrs. old. 

\~hen 
5 
yrs.
old. 

Destroy
when 2 
yrs. old. 

3100-5-1 

FILE by category (equipment, staff,
etc. ) . 

Resource InVentory Files 
Use for documents related to 
information resource inventories 
including AOPE, office automation 
equipment, telecommunications 
equipment, computer software and 
related forms and supplies. 

FILE by category (equipment,
software, forms, etc.) 

OIRr~ 
Destroy
when 5 
yr s , old 
or when 
no longer
needed 
whichever 
is sooner. 

N/A Destroy
when 3 
yrs. old 
or when 
no longer
needed 
whichever 
is 
sooner. 

FORM IMD-18 (6/82) 
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DISPOSITION 

CLASSI-
FICATION DESCRIPTION	 AND 'ILING INSTRUCTIONS
HUMBER 

( 1)	 (2) 

3100-5-2	 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. 

3100-6	 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, refonned data 
tapes, security tapes, removable media 
random 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. 

II!CORD OJIJlICE 

OPll TO OTHER DISPOSITIO." 
DISPOSITION JlARC OFFICES AUTHORITY 

(3) (4) (5) 

OIRM 
Destroy Dest roy 
1 yr. 1 yr.
after after 
discon- discon-
tinuance. tinuance. 

o RM & 
N N/A N/,l\ 
PE A NT 
Off to 
NAR 
upo
co pl -
t·on 0 

rfor
 
nce.
 

J.iAP. c" '.S I~O 
FORM IMD-18	 (6182) 

C-60 
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DISPOSITION 
RI!CORD O"ICE51-

r._ ...iIOH DESCRIPTION AND JlILING INSTRUCTIONS OP" TO OTHER DISPOSITIONHUMBER DISPOSITION FARC OFFICES AUTHORITY 

(1) 

b. ~~agnetic
which become 
of updating,
ferred data. 

(2) 

media and cards 
obstilete as a result 
dumping, and trans-

I 
( 

(3) 

o Rt~ & Nfc 
De troy
or 1an~ 
on m-
plet on 
of up
datin " dumpi~~,
or tr s-
ferri g 

(4) 

N/ A N/A 

(6) 

c. Transaction cards and listings. o IRI & N 
Des roy
af r 6 
mo ths 

C 
N/A N/A 

or when 
SID. 

3100-6-

d. Remaining files 

FILE by agency/area serviced and 
subject if applicable. 

Data Processing Register and 
Schedule Files 

Use for material pertaining to 
records of approved jobs reflecting
job numbers·, request ing offi ce, 
job description, data received, and 
date due. Also, documents re-
flecting available machine and 
personnel time, job requi rements, 
priorities, and time-phasing
tnf'ormat ion on individual approved
jobs. Included are registers,
schedules, and directly related 
documents. 

FILE by system and/or job name. 

Destroy
1 yr.
after 
com-
pletion
of 
related 
job or 
on 
discon-
tinuance,
which-
ever is 
fi rst. 

RM &estray NFCI\ 
vhen SlOe 

OIRM & NFC 

N/A 

N/A 

N/A 

N/A 

FO RM IMD-18 (&/82) 

C-61
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DISPOSITION 

CLASSI- III!CORD 0" ICE 

FICATION 
NUMBER 

DESCRIPTION AND fiLING INSTRUCTIONS OPI&' 
DISPOSITION 

TO 
FARC 

OTHER 
OFFICES 

0ISP05ITI(",
AUTHORITY 

( 1) 

3100-6-2 
(2) 

Machine-Readable Housekeeping Records 
Use for routine administrative records 
which are not required for GAO audit 
and do not serve as record copy of 
information. (Dispose of record copy
in accordance with instructions 
applicable to hard copy. GRS-20, part
1, item 28). 

( 3) 

NFC & OIRM 
Dispose
of as 
reference 
material. 

(4) 

N/A 

(5) 

Despose
of as 
reference 
material. 

(6) 

GRS-20 
part 1 
Item 29 

FILE in chronological sequence. 

3100-7 Telecommunications 
Use for material of a general nature 
wh tch pertains to telecorrmunication 
equipment requests. 

O&TO 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. 01 d. 

GRS-12 
2b 

-

NOTE: For 
1600-2-1. 

telephone services, see 

FILE by agency and subject. 

3100-7-1 Request
Use for records which pertain
installation, change, removal 
servicing of equipment. 

FILE by agency and subject. 

to 
and 

O&TD 
Destroy
1 yr.
after 
audit or 
when 3 
yrs. old,
whichever 
is sooner. 

N/A' Destroy
wnen 1 
yr. old. 

3100-7-2 Agreements
Use for records of 
background dat a of 

FILE by agency and 

agreements with 
GSA's approval. 

subject. 

O&TO 
Destroy 2 
yrs. after 
expiration
or can-
cellation 
of 
agreement. 

N/A Destroy
2 yrs.
after 
expir-
ation 
or can-
cellation 
of 
agree-
ment. 

GRS-12 
2e 

FORM IMD-18 (&/82) 
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RlCORD OJlJlICE 
DISPOSITION 

DESCRIPTION AND filLING INSTRUCTIONS OPI& 
DISPOSITION 

TO 
FARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(1) 

3100-8 

(2) 

ADP Security
Use for material which pertains to 
security administration. Includes 
reviews, studies, and plans. 

(3) 

Destroy
when 2 
yrs. old. 

(4) 

N/A 

(5) 

Destroy
when 1 
yr. old. 

(6) 

GRS-18-2 

FILE by subject, agency and 
chronological sequence. 

in 

3100-9 Studies/Reports 

FILE by agency and subject. 

OIRM 
Destroy
3 yrs. 
after 
comple-
tion or 
when 
amended 
whichever 
is sooner. 

N/A Destroy
3 yrs. 
after 
compl e-
tion or 
when 
amended 
whichever 
is 
sooner. 

<lnO-lO Project Control 
Use for memoranda, reports and other 
records docu~enting assignments,
progress and completion of projects. 

FILE: Case file al phabetically by
title or project. 

Destroy
l yr.
after 
the yr.
in wh ich 
the 
project
is closed. 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82) 

C-63 
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CI.ASSI-
FICATION 
NUMBER 

3200-1-1
 

DESCRIPTION AND JlILING INSTRUCTIONS OPI& 
DISPOSITION 

ACCESS TO INFORMATION OIRM 
Use for material of a general Destroy
nature which pertains to the when 2 
dissemination of information and yrs. old. 
is not described below. or 

sooner 
FILE by subject and in if no 

chronological sequence. longer
needed. 

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

~ «e:: ~io (a-')
b. Use for ~.es-wh+eh-pert-atn~o
~Jm4i'l+stratiVe 
f-t:.tfTC-t;-:i-e-n-s-;--A-1-so-ilrc4LTd-e-s\j""'a-""ctrkg"""r""'Qund-

"ah ~~m~-1~~~1~ 
FILE by origin, serles number or in 

chronological sequence. 

External or Non-Series Instructions 
Use for material of a directional Destroy
nature which originates outside USDA when S/O.
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. 

TO OTHER 
IIARe OFFICES 

N/A	 Destroy

when 1
 
yr. old.
 
or
 
sooner
 
if no
 
longer

needed.
 

~~ 
N/A sic)=:


~~ 
~~ 

N/A Destroy
,when • 
t:~~f

W'"-~	 -~v T'" 

N/A	 Destroy
when S/O. 

DISPOSI
 
AUTHO
 

S-16-1ct 

RS-16-1o{
c & d 

FORM IMD-18 (6/82) 
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DISPOSITION 

RICORD OffiCI 

DESCRIPTION AND IIILING INSTRUCTIONS OPI' 
DISPOSITION 

TO 
fARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

( 1) (2) (3) ("') (Sf (6) 

-3200-2 

I 

Privacy Act Granted Reguests
Use for material pertaining to 
granted requests from individuals to 
gain access to their records or to 
any information in the records 
pertaining to them, as provided for 
under 5 U.S.C. 552a (d) (1). 

OIRM 
Destroy
2 yrs.
after 
date of 
reply. 

N/ A Destroy
1 yr.
after 
date of 
repl y. 

GRS-14-
25a (1) 

3200-2-1 

/ 

FILE in chronological sequence. 

Privacy Act Denials 
Use for material pertaining to denied 
access and action not appealed. 

NOTE: The official file copies
of requested P.A. records are to be 
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 OGe. 

OIRM 
Dest roy
5 yrs.
after 
date of 
reply. 

N/ A Destroy
1 yr.
after 
date of 
reply. 

GRS-14-
25 (3) (a) 

FILE in chronological sequence. 

3200-3 

/ 

Freedom of Information Act (FOIA)
Granted Reguests

Use for materi al perta ini ng to 
granted requests for information under 
the Freedom of Information Act. 

FIL~ in chronological sequence. 

OIRM 

Destroy
2 yrs.
after 
date 
of 
reply. 

N/,ll Destroy
1 yr.
after 
date 
of 
reply. 

GRS-14-
16a (1) 

FORM IMD-18 (6/82) 
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USDA!OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
FICATION DESCRIPTION AND filLING INSTRUCTIONS OPIIo TO OTHER DISPOSITINUMBER DISPOSITION fI.UC OFFICES AUTHO 

( 1) (2) ( 3) ( ..) (S) (6) 

3200-3-1 

J 

Freedom of Information Act (FOIA)
Denials 

Use for material pertaining to denied 
access and action not appealed. 

NOTE: The official file copies
of requested FOIA records are to 
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 OGC. 

Destroy
5 yrs.
after 
date of 
reply. 

N/A Destroy
1 yr.
after 
date of 
reply. 

GRS-14-
I~) 

/(Pet. 
{J.)t~ 

FILE in chronological sequence. 

3200-4 

.J 

Access to Classified Documents 
Use for material pertaining to 
requests and authorization for 
individuals to have access to 
classified files. 

FILE by subject. 

Destroy
2 yrs.
after 
author-
ization 
expires. 

Destroy
1 yr.
after 
date of 
reply. 

GRS-18-7 

3200-5 Project Control 
Use for memoranda, reports and other 
records documenting assignments,
progress and completion of projects. 

FILE: Case file alphabetically by
title of project. 

Destroy
1 yr.
after 
the yr.
in wh ich 
the 
project
is closed. 

N/ A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82) 
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USDAiOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

r 'S~I-
"ION DESCRIPTION AND ',LING INSTRUCTIONSUR 

( 1)	 (2) 

4000 EMPLOYMENT 
Use for material ·pertaining to the 
general administration and operation

r/ of personnel funct ions, inc 1ud ing 
college programs, selective placement,
and special programs, examinations and 
and paid recuitment, etc. 

FILE by agency and name. 

Official Personnel File 
a .... FA IU:lleli~- Documents placed
on the right side of the folder 
const itute the ~@' ItlOlI<!I'¥t record 
of an employee's status and 

/	 service and travel with an 
employee throughout his Federal 
career. The documents and their 
order of filing are prescribed by
FP~1 293-31. 

AICORD OP'IC! 

OP" 
DI5P051TIOH 

TO 
FARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(3) ( ") (5) (6) 

OP 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

GRS-1-3 

OP 
30 days
after 
separa-
tion from 
Gov't,
transfer 
to Nat'l 
Personnel 
Records 
Center for 
destruc-
tion 75 
yrs. after 
birth date 
or 60 yrs.
after 
date of 
earliest 
document 
in folder 
if bi rth 
date 
cannot be 
ascert 3. inee, 
or 5 yrs.
after late~t 
separation
\'Ihichever 
is later. 

N/ A SEE NOTE GRS-1-1b 
(2 ) 

FORM IMD-18 (6/82) 
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USDWOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
FICATION 
HUMBER 

DESCRIPTION AND filLING INSTRUCTIONS 

AlCORD 

OPIa. 
DISPOSITION 

O"ICI 

TO 
'ARC 

OTHER 
OFFices 

DISPOSITIOt-. 
AUTHORITY 

( 1) 

v' 

(2) 

b. Temporary - Documents placed
on the left hand 'side of the 
folder constitute the temporary
records of an employee. The 
documents and their order of 
filing are prescribed by FPM 
293-31. 

(3) 

Destroy
upon
separa-
tion or 
transfer 
of 
employee
or when 
1 yr.
old,
which-
ever is 

(4) 

N/A 
l~ 

SEE NOTE 
(6) 

GRS-I-I0 

sooner. 

J 

c. All letters of reprimand,
caution, warning, and/or
admonishment. 

OP 
Minimum 
of 1 yr.
(unless
decided 
unwarrant-
ed), or 
until 
employee
transfers 

N/ A P Z 

or 
separates,
whichever 
occurs 
fi rst • 

.J 

d. Services Record Card (SF-7) 

NOTE: For supervisors' personnel
files wi th material pertaining to 
authorizatfons, pending actions,
request for actions and records 
on ind iv id ua1 em ploy ees d up 1icat ed 
in or not appropriate for the 
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-l-lSa)
(FILE by nature of action and 
not by employee's name.) 

OP 
Destroy
3 yrs.
after 
separation
or trans-
fer of 
employee. 

N/A GRS-I-2b 

FO RM IMD- 18 (6/82) 

C-68 



4000-1 

September 10, 1982 ASAR 3040-1 
Appendix C 

USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

.SSI-
FICATION 
HUM8ER 

( 1) 

4000-1-1 

J 

DESCRIPTION AND 'ILING INSTRUCTIONS 

(2) 

Policy and Procedure 
a. \:J.s-e f:er==QQ~iH:tment al f-l91; sjLafld 
prOG9QbI~@ wRi GR is=ptlbl ;j..s.1+@@ iii th@-

-tJffi"; ~ 

~ 
~~~-b-

b. Use for ba~grotJAEI mater~ e~_ 
decumewl;s tAe ifAportaAt a~pect3 ef 
t.fte de'i''elopiiien~H-h'C--B'PH=e~.he-l'' 
_[le~--tmen~a\ ~1 ~~. _ ~i5<-L 

C(/..)~~ ~i-' 
NOTE: See 3000-1-2 for"idispoSition
of record copy of Departmental
directives not published in the DPM. 

C-.- Use for iSSUdiices whi di pertai-n-
to roat1ne agency administrative 
f u r.l G-t+ef1-s-.-A-l-s"OlocllTdes-lJa-c"R-grou nd 

-ma1:en a I • 

FILE by origin, series number or in 
chronol ogi cal 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, series number or in 
chronological sequence. 

OPI6 
DISII05ITIO.. 

13) 

OP 
fCftMMIDI! 
~fQ
 
=~
 

~ 

:;~JJ§S II 
~.~iO 

Sabiill-t-
.sf=liS. 
~ 
/' A JIAAAQ. 

W -~.r-y1 

.....Destrey
wh@n S/O 

Destroy
when S/O. 

DISPOSITION 

TO OTHER DISPOSITION 
'ARC OFFICES AUTHORITY 

(") (5) (6) 

When Destroy GRS-16-1(:,

5 when S/O.
 
yrs.

old.
 

0,,~-r.J. • J 

~MA.';" A1L1JW 
NI Al ~~V GRS-16-~ 

e 
• ve 1S issuett::> 

~"V'_~~ 
y
t 

~n 

-N-I-A - 8estre:)" -GR-S-16 1 
wOOR--£fG.-- _LLd_ 

N/A Destroy
when S/O. 

FORM IMD-18 (6/82) 
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI- ReCORD 0,.,.IC2 

FICATION 
HUMBER 

DESCRIPTION AND FILING INSTRUCTIONS OPI& 
DISPOSITION 

TO 
"ARC 

OTHER 
OFFICES 

( 1) (2) (3) (4) (St 

4000-2 Recruitment,
Placement 

Selection and OP 

J 
Use for material of a general nature 
which pertains to recruitment efforts 
and job offers to potential employees. 

Destroy
when 3 
yrs. old. 

N/A Destroy
when 3 
yrs. old. 

FILE chronologically. 

4000-2-1 Recruitment OP 
Use for material which pertains to 
recruitment efforts. Includes letters 

Destroy
when 3 

N/ A N/A 

J 

of thanks to universities and other 
recruitment sources for their 
cooperation or letters advising
universities, etc., of selections due 
to recruitment efforts. 

yrs. old. 

FILE chronologically
organization, etc. 

by agency and 

4000-2-2 Selection OP 
Use for material which pertains to 
employment offers and acceptance or 
rejection of those offers. (Destroy
accepted offers immediately GRS-1-4a) 

Dec 1 ined offers 

a. Names received 
of eligibles. 

from certificate Return 
to OPr'1 
wi th reply
and 

N/A Destroy
imme-
diately. 

appli-
cation. 

b. Temporary or excepted appointments File 
per
FPt~ 
333, A-4. 

N/A Destroy
imme-
diately. 

c. A 11 others Destroy
imme-

N/A Destroy
imme-

diately. diately. 

10, 1982 

DISPOSITION 
AUTHORITY 

(6) 

GRS-1-3 

GRS-1-4b 
(1) 

GRS-1-4b 
(2) 

GRS-1-4b 
(3 ) 

FORM IMD-18 (6/821 
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USO.\/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN --~--~~----------------------------------~--------------~~~~~------------------OISPOSITION 

..51- R!CORD O"ICE 

FICATION 
.,.UMBER 

DESCRIPTION AND FILING INSTRUCTIONS OPI&' 
DISPOSITION 

TO 
FARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(1) (2)	 (3) (4) (5) J6). ~	 __-- ----------------------+_---M----~--~--------~----------4000-2-3	 Competitive Placement OP
 
Use for SF-Ill's,' resumes, position Destroy N/A N/A GRS-I-IS
 
announcements, and applicant ratings upon

and any other material which documents receipt

competitive appointment procedures as of OPM
I required 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 OP
 
Use for statistical reports which Destroy N/A Destroy GRS-I-l6
 
pertain to recruitment, selection and when 2 when 2
 

v placement.	 yrs. old. yrs. old. 

FILE by sub-ject. 

4000-3	 Priority Consideration OP 
Use for material which pertains to Destroy N/ A Destroy ,.\:gel!! y IIlpr it 
priority consideration G\:l€ltg dO';lA . when 2 when 2 p"l"OFAot i8 n 
gcading e.- ali ad,lIillistl at~A~1:.,~·ht· yrs. old yrs. old. ~ 
~~~vorwhen 
FILE by position and name. ~, a depart-

mental 
Personnel 
Management
Evaluation 
review has 
been 
conducted. 

FO RM IMD-18 (6/82) 
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USDWOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

AICORD OprprlCICLASSI-
FICATION DESCRIPTION	 AND !llLING INSTRUCTIONS OPI'	 TO OTHER DISPOSITIOt.~UMBER DISPOSITION FARC OFFICES AUTHORITY 

( 1) (2)	 (3) (4) (5t(6) 

4000-3-1	 Priority Placements 
Use for material which pertains to the 
repromotion of downgraded employees. 

..j FILE il'l tR8 GP-~. ~ ~~ 
'=IF , 

4000-4	 Intervi e\vs 
Use for material pertaining to 
interviews with employees. 

J 
FILE by agency and alphabetically by

employee. 

4000-5	 Certificates of Eligibles

Use for mat er ia 1 perta in ing to
 
certificates of eligibles.

Includes the reasons for passing

over a preference eligible and
 
selecting a nonpreference

eligible.
 

FILE by agency and announcement 
or position number. 

4000-6	 Reempioyment Agreements
Use for material which pertains
to reemployment agreements between 
employees and USDA. 

,j FILE by agency and employee name. 

4000-7 Reduction-in-Force 
Use for correspondence which pertains

j to notice of reduction-in-force and 
nondisciplinary removals. 

FILE in OPF. 

OP 
Destroy
after 
employee
has been 
promoted
or 
declines 
a position 

OP 
Destroy 6 
months 
after 
transfer 
or sep-
aration of 
employee. 

OP 
Destroy
when 2 
yrs. old. 

OP 
Destroy
1 yr.
after 
termination 
of agree-
ment. 

OP 
Destroy
\'1hen-5-
)'f3. old! 
~~ 
(lA~ 

N/ A 

N/A 

N/A 

N/ A 

N/A 

~~~~~Oy	 ~ft1l~n~.;?n~)'1} 
emp 1oyee f, '{{!(fry
has been 
promoted
or 
declines 
a 
pos ition. 

Destroy GRS-1-8 
imme-
diately. 

N/A	 GRS-1-5 

Destroy
1 yr.
after 
termi-
nation 
of 
agree-
ment. 

Destroy
when 1 
yr. old. 

FORM IMD-18	 (6/82) 
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USOAt'OIRM-IMO ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

ReCORD O"ICI ;51-
nON DESCRIPTION AND 'ILING INSTRUCTIONS 01'1& TO OTHER DISPOSITION",uJMBER DIS'OSITIOH 'ARC OFFICES AUTHORITY 

(1) (2) J3) (") (S) (6) 

4000-8 Personnel Actions 
Use for notification of personnel
actions, e.g., within·grade increases,
restored leave, promotions, etc.,,~~o+ ~ vW OpF, 
a. -a-PF-eo-py-

-(-all \)ther cO[J-i-es-mai Ii La i lied ill 

f1ersoo-n-ei are to be des-tfey-e-cl--
~¥h9n 1 yr. ole.) 

OP 

Destroy
when 2 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

GRS-1-14a 

.) 

~ Payor fi sca 1 copy 

FILE by social security number 
in chronological sequence. 

and 

NFC 
Destroy
when 
related 
pay
records 
are aud it e: 
by GAO or 
when 3 
yrs. old,
wh ichever 
is sooner. 

N/A N/A GRS-2-11a 

4000-9 Position Classification, Pay, and 
Allowance 

Use for material of a general nature 
which perta~ns to position
classificati~n, pay, and allowances 
which does not fit elsewhere in this 
category. 

OP & NFC 

Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

4000-9-1 

FILE by subject in chronological 
sequence. , 

Position Classifications 
Use for material which substantiates 
eligibility and classifying of jobs
by occupation, series, class, and 
grades. 

FILE by position number. 

OP & NFC 
Destroy
5 yrs.
after 
pos it ion
is abolish 
ed or 
descri pt ior
is super-
seded. 

N/A Destroy
when 
position
is 
abolished 
or 
descrip-
tion 
super-
seded. 

GRS-1-7a 
(2) (a) 

FORM IMD-18 (6/82) 
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

RICORD ~~!ICICL.ASSI-
FICATIOH DESCRIPTION AND filLING INSTRUCTIONS OPIIo TO OTHER DISPOSITIHUMBER DISPOSITION FARC OFFICES AUTHORIT 

( 1) (2) ( 3) (4) (6) 

4000-9-2 Inspections, Audits, and Surveys
Use for material pertaining to 
personnel management inspections
and surveys, desk and other 
position audits, and evaluations. 

OP 
Destroy
when S/O. 

N/ A Destroy
when S/O. 

GRS-1-7c 
(2 ) 

FILE by agency and subject. 

4000-9-3 Position Identification Strips
(SF-70)

Use for material which provides
summary data on each position
occupied. 

FILE chronologically by agency. 

OP 

Destroy
when 
position
is 
cancelled 
or new 
strip is 
prepared. 

N/A N/A GRS-l-ll 

1 

4000-10 Employee Benefits 
Use for material of a general
nature which pertains to insurance,
annuities and compensation and 
other employee benfits. 

NOTE: For inj ury compensation, see 
4400-2. 

OP 
Oest roy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

4000-10-1 

FILE by subject in chronological 
sequence. 

Insurance 
Use for material pertaining to 
insurance deductions. Includes copies
of vouchers and schedules of payment. 

OP & NFC 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

iGRS-2-22 

FILE by agency, subject,
security number. 

and social 

FORM IMD-18 (6/82) . 

C-74 



September 10 1982	 ASAR 3040-1 ,	 Appendix C 
USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

R!CORD	 Oil IIIC! iSI-
nON
 DESCRIPTION AND 'ILING INSTRUCTIONS OPI' TO OTHER DISPOSITION.....,1loI8ER DIS'OSITIOH FARC OFFices AUTHORITY 

(1) (2)	 ( 3) (4) (Sf (6) 

AOOO-10-2	 Annuity Estimates OP 
Use for material pertaining to Destroy N/ A Destroy ~RS-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
 
dis po sit ion. )
 

FILE by agency and alphabetically

by employee.
 

4000-10-3	 Reports OP 
Use for reports which pertains to Destroy N/ A Destroy pRS-2-17b
insurance, annuities, compensation, when 3 when 3 
and other employee benefits. yrs. old. yrs. old.v 
FILE	 by agency and subject. 

Attendance and Leave OP & NFC 
Use for general material relating Destroy N/A Destroy
to duty hours, authorized absence, when 1 when 1 
and use of leave. Includes yr. old. yr. old. 
annual, sick, military leave,
leave without pay, holidays, absence./ for	 jury duty, etc. 

NOTE: See	 2200-5-1 for T&A files. 

FILE by agency and subject. 

4000-11-1	 Leave History NFC 
Use for material which pertains to Destroy N/ A Destroy ~RS-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 
audits, etc. period

covered. 
FILE by agency and social security

number. 

4000-12	 Employee Responsibilities and Conduct OP 
Use for material pertaining to Destroy N/A Destroy RS-1-28 
codes of ethics and standards of when SlOe when ,S/O.
conduct. 

FILE	 in chronological sequence. 
FORM IMD-18 (6/82) 
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USDA!OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
FICATION 
HUMBER 

DESCRIPTION AND FILING INSTRUCTIONS 

ReCORD OfFice 

OPII. TO 
DISPOSITION FARC 

OTHER 
OFFICES 

DISPOSITI 
AUTHORI) . 

( 1) 

4000-13 

\ 

(2) 

ReQorts
Use for statistical reports relating 
to USDA personnel programs and 
functions and manpower management and 
evaluation. 

(3) 

OP 
Destroy
when 2 
yrs. old. 

(..;) 

N/A 

(ST 

Destroy
when 2 
yr s . old. 

(6) 

GRS-1-16 
. 

~ 

4000-14 

~ 

FILE by agency and subject report. 

Proj ect Control 
-Use for memoranda, reports and other 
records docu~enting assignments,
progress and completion of projects. 

FILE: Case file alphabetically by
t itl e of proj ect. 

OP 
Destroy
1 yr. 
after 
the yr.
in wh ich 
project
is closed. 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82) 
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USDAI'OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

_. ~SSI-
TIOH
 DESCRIPTION AND filLING INSTRUCTIONS OPI" TO OTHER DISPOSITIONBER DISPOSITION FARe OFFICES AUTHORITY 

(1) (2)	 (3) (5) (6) 

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	 OP 
a. \:lSI;; for gepartfReAtal policy-and 'PERr~ANEHT • Destroy pRS-16-1ct
[3-1"0 ced U i e whichi 5 pU bTtsire""<.lill--me-~· when 5/0.

~~ -8P#-;- ~ 

~ 

~ 
. II n.Y~~J-fi 

~ ~ ~ sJo b • Use blTlQ-ec*"k 9-19 +el+wh+eh S u bFH itfor r""01+li:j

oocUI'1'1entthe -sf -115:-5 iFRpor-t-a-A-t-a's17ee-t-s-0-f-t~e--
{i-e-vel of.-..t..A€-Q~M-e,r--o-t.be_L_ ~
opment _
 
Departmental j.we€4:j-v~ ,,,,,It.,,.,. ~
 
--!j.£tj ~-~ ",-6'~ ... 11)'. ~ ,
'AU!. 

NOTE: vsee-3000:r:Zfor disposition ~
 
of record copy of Departmental -1:_~_~_,~

directives not published in the DPM.
 V~~~ 

e.	 Use for =i-s-s-tta-rtee5-rth-i-eh-pert-a-i-~ .rv r- ,r 1 
I~ro~ ne-a-g-e-n-cy-admi-rrtrtrat-;-ve---

fui ons. Al so incl udes backgrou@

ma t er+e-l •
 

FORM IMD-18 (6/82) 
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usoA/oIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CL.ASSI-
FICATIOH
 
HUMBER
 

(1) 

4100-1-1 

4100-2 

) 

4l00-2-1 

~ 

4100-2-2 

DESCRIPTION AND !lILING INSTRUCTIONS 

(2) 

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.
 

Training

Correspondence, memoranda, agreements,

authorizations, reports, requirements

reviews, plans, and objectives relatinc
 
to the establishment and operation of
 
training courses and conferences.
 
(Destroy background and working

papers when 3 yrs. old (GRS-I-30b (2))
 

FILE by subject in chronological
 
sequence.
 

Training Aids
 
Training aids developed by USDA.
 

FILE by subject in chronological
 
sequence.
 

Availability and Participation

Use for material which pertains to
 
availability of training and employee

participation.
 

Background and working papers.

Destroy when 3 yrs. old (GRS 1-30b
 
( 2 ) ) • 

NOTE: The record of satisfactory
course completion is kept in the OPF. 

FILE by agency, course subject, or 
alphabetically as applicable. 

OP"
 
DIS'OSITIOH
 

~3) 

Destroy
when S/O. 

OP
 
Destroy

when 5 
yrs. old 
or 5 yrs.
after 
completion
of a 
specific
training
program. 

OP 
·5-t:tBffl+t 
SF" U5. 

~}~~
M.~ 

OP
 
Destroy

when 5 
yrs. or 
when S/O
whichever 
is sooner. 

DISPOSITION 

RICORD OllillCI 

TOFARe 
OTHER 

OFFICES 

(4) (5) 

N/A Destroy
when S/O. 

N/ A Destroy
when 1 
yr. old. 

N/A N/A 

Cj 

ii/A Destroy
when 1 
yr. old. 

10, 1982 

DISPOSITll 
AUTHORI1. 

-<6) 

GRS-I-30b 
(1) 

GRS-I-30a 
(1) 

GRS-I-30c 

FORM IMD-18 (6/82) 
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

SSI-
r- ._ATION
HUMBER 

DESCRIPTION AND FILING INSTRUCTIOMS 

DISPOSITION 

IIICORO OHIC! 

0'110 TO OTHER 
DISPOSITION fARe OFFICES 

DISPOSITION 
AUTHORITY 

( 1) (2) 3) (.() 6) 

../ 

4100-3 

4100-3-1 

Suggestions and Awards 
Use for material relating to USDA 
suggestions and other award 
recommendations. 

FILE: Case file by subject. 

OP 
Destroy
2 yrs. 
after 
approval
or dis-
approval. 

OP 
Destroy
when 2 
yrs. old. 

N/A 

N/A 

Destroy
2 yrs • 
after 
approval
or dis-
approval. 

Destroy
when 2 
yrs. old. 

GRS-1-12 
a (1) 

GRS-I-12c 

4100-3-2 

4100-3-3 

N/A 

N/A 

Destroy
when 1 
yr. old. 

N/A 

GRS-1-12b 

a. 

b. 

Paper copi es 

~icrofilmed copies 

Destroy
after 
micro-
filming. 

Destroy
when no 
longer
needed. 

N/A 

N/A 

N/A 

PI/A 

NCl-16-82-3 ~ ,J 

NCl-16-82-3 
J 

~.2. 

FIL~~I 

·HOO-3-4 External AVlards 
External a\lards and nominations 
or to other government agencies
private organizations. 

from 
or 

OP 
Destroy
when 2 
yrs. old. 

PI/A Destroy
when 2 
yrs. old. 

GRS-1-12a 
( 2) 

FILE in OPF. 

FORM IMD-18 (6/82) 

C-79 
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ASAR 3040-1 
Append; x C 

USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION 

September 

FILE/DISPOSITION PLAN 

10, 1982 

DISPOSITION 

CL.ASSI-
FICATION 
HUMBER 

DESCRIPTION AND fiLING INSTRUCTIONS 

RlCORD 

0'1& 
DI5'OSITIOH 

OPPICE 

TO 
PARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(1) 

4100-5 

J 

(2) 

Reeorts 
Use for material which pertains to 
reports on employee development, 
training, evaluation, awards, etc. 

Hl 

OP & NFC 
Destroy
when 3 
yrs. old. 

M 

N/A 

(5) 

Destroy
when 1 
yr. old. 

(6) 
, 

-

FILE by agency and subject. 

4100-6 

.1 

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

FILE: Case file alphabetically by
title of project. 

OP 
Destroy
1 yr • 
after 
the yr.
in wh ich 
the 
project
is closed. 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82)
, 

C-80 c 



USDA/OIRM-IMD ' 'ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CLASSI-
FICATION 
MUMalR 

\ DESCRIPTION AND 'ILING INSTRUCTIONS 

RICORD 
, 

OPI& 
DISPOSITION 

DISPOSITION 

O"ICI 

TO OTHER 
'ARC OFFICES 

DISPOSITION 
AUTHORITY 

(1) (2) (3) (~) (5) (6) 

LL/IJIJ-t-( :~~	 ~ ~.p~N(e 
I a. {/ appointees (as defined in 11----:- afterNon-SES /pestroy

5 ,USC 4301(2».1/\ / employee com-
- pletes 1 yr. 

(1) Appraisals of unacceptable' bf acceptable N/A 
performance, where a notice of proposed performance
demotion or removal is issued but not rom the date 
effected, and all related documents. pf written

~dvance notice 
pf proposed
emoval or 
eduction in 

~rade notice. 

(2) Performance records superseded Destroy upon N/A 
through an administrative, judicial, or supersession
quasi-judicial procedure. 

(3) Performance-related records	 Destroy when N/A
pertaining	 to a former employee. 3 yrs. old 0 

when no long 
er needed,
whichever is 
sooner. 

(4) All other summary performance Destroy 3 yr~.N/A 
appraisals records, including performanc after date 
appraisals and job elements and standard of appraisa . 
upon which they are hased. 

(5)	 Supporting documents. Destroy' 3 yr~. N/A
after date 
of appraisal

FILE	 in OPF. or when no 
longer neede~,
whichever is 
sooner. 

b.	 SES Appointees (as defined in 5 USC 
3l32a(2H. 

'(l~ Performance records superseded Destroy upon N/A
through an administrative, judicial, or supersession
quasi-judicial procedure. 

~UPERVISOR'S 
~ILE COpy

ONLY 

Destroy after GRS- 1-2.Ea..(/ .. 
employee
ompletes 1 ,Yr , 

bf accep tabLe 
)erformanc~. 

(
 
(
 

Des troy UpOl1GRS- 1- 23a:. C 
aupe r se as Lon 

Destroy wher G-RS-I- 2.3a..(~
 
employee

leaves
 
employment.
 

Destroy 3 yr:;.G-R.s - J - 2JI
 
after date (~)

pf appraisa
 

Destroy 3 yrp .
 
after date
 
of appraisal
 
or when no
 
longer needE:t,

whichever if:
 
sooner.
 

Destroy upor GRS-I- 23 t 
supersessior c.. I) 

FORM IMD-18 (6/82) 

http:G-RS-I-2.3a
http:GRS-1-2.Ea


USDA/OIRM-IMD 'ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CLASSI-
PlCATION \ DESCRIPTION AND FILING INSTRUCTIONS
NUMIER 

(1) (2) 

b. continued 

(2) Performance-related records 
pertaining to a former SES appointee. 

(3) All other performance appraisal
along with job elements and standards 
(job expectations) upon which they are 
based. 

(4) Supporting documents. 

c. Presidential Appointees. 

DISPOSITION 
ReCORD o"lce 

TO OTHER DISPOSITION
, 0""DISPOSITION 'ARC OFFICES AUTHORITY 

(3) (..) (5) (6) 
IS{)PctNfC!- f~~w" 1diAl. 

~ 
Disposition N/A GRS-/"~2J 't ( 2WA 'D~pending. ~..i./n ~ j",'

~I i"I\; ~,.tt;tt"'f'l<-eFfl.< 

, Destroy 5 N/A ~' ( GRS-I-23 t l 
yrs. after 
date of 
appraisal, ttl::
exclusive of 
any interim ~~o service as a 
Presidential 
appointee. 

Destroy 5 yr .N/A l<t!r },~ GRS-J~2B "t 
after date ~.a.P~ of appraisal 
or when no S1 uJ&--n 1M 
longer neede , ~I LLt--{L~~{.tL~ ,1/~ ~~ whichever is JO (9..6h'\9.. d .. sooner. 

Disposition N/A N/A IJ.,,~ GRS-I-- 23 't (s.pending. (.L 'f\.uvV I 

~~~ 
• f) 

.~ 

FORM IMD-18 (6/82) 

17 
',,-- "-

http:LLt--{L~~{.tL


September 10, 1982	 ASAR 3040-1 
Appendix C 

USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

;1-
FI~ .. flOH DESCRIPTION AND .. ILING INSTRUCTIOMS OP'& TO OTHER DISPOSITIONNUMBER DI5P05ITI0" 'ARC OFFICES AUTHORITY 

( 1) (2)	 3) (~) 6) 

4200	 PERSONNEL RELATIONS AND SERVICES OP 
Use for general material which Destroy N/A Destroy
pertains to grievances, complaints, when 5 when 1 
and appeals, other than EEO. Also yrs. 01 d. 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 
a. ijse for Departme~al ~o1ieJ alld--	 Destroy GRS-16-1e: 
prOGeQ6I~~ the when S/O. 

.Qm4.... 

b. Use for &~~~"7Gf-l- Sablil i 1:
 
de-c6li;l8AtS He ifflpoTtallt aspects-of-t-he sr=rrs:
 
d e.¥-21 0pm e At of t he--DP(4 or:......o-t.-.the~r"'----

~ 
~.r.:~me.A-t-a '" +r~~ ~ "j~~ ~~~vr	 ~ , 

WNOTE: Se	 3000-1-2 for disposition 
~,of record copy of Departmental


directives not published in the DPM.
 

Demol	 G~c -6 6:0--yt<erUio.	 /c ~ 

FORM IMD-18 (6/82) 

C-81 



ASAR 3040-1 September 10, 1982 Appendix C 
USoAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
FICATION
 
HUM8ER
 

(1) 

4200-1-1 

J 

4200-2 

J 

4200-2-1 

J 

4200-3 

DESCRIPTION AND FILING INSTRUCTIONS 

(2) 

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. 

Grievances and Complaints
Use for material pertaining to 
grievances and complaints which have 
been submitted above the supervisory
level for adjudication and decision. 

FILE by agency and case number. 

Adverse Actions and Appeals
Use for Adverse Action and Appeal
case files. Includes background
materials and related records such as 
investigative reports, correspondence,
and reports from operating officials,
supervi sors. and other employees, and 
material collected through the final 
adjudication or withdrawal notice,
excluding letters of reprimand filed 
in the OPF. 

FILE by agency and case number. 

Labor-Management Relations 
Use for material pertaining to 
the relationship between manage-
ment and employee unions or other 
groups. 

FILE by group or organization and 
date. 

RICOID o",ce 

OP'& 
DI5P05ITI0" 

(3) 

Destroy

when S/O.
 

OP 
Destroy
3 yrs.
after 
case is 
closed. 

OP 
Destroy
4 yrs.
after 
case is 
closed. 

OP 
Destroy
when 5 
yrs. old. 

TO 
'ARC 

(~) 

NI A 

N/A 

N/A 

N/A 

OTHER 
OFFICES 

(5) 

Destroy
when S/O. 

Destroy
1 yr.
after 
case is 
closed. 

Destroy
1 yr.
after 
case is 
closed. 

Destroy
when S/O. 

DISPOSITI
 
AUTHOR'"
 

(6) 

GRS-1-31a 

GRS-1-31b 

GRS-1-29a 

FORM IMD-18 (6/02) 

C-82 



September 10, 1982	 ASAR 3040-1Appendix C 
USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

II!CORD O'''CI! .al-
FI ......rlON DESCRIPTION AND FILING INSTRUCTIONS OPI& TO OTHER DISPOSITIONi4UMeER DISPOSITION 'ARC OFFICES AUTHORITY 

(1) (2)	 (3) (4) (5) (6) 

4200-3-1	 Labor Arbitration OP 
Use for correspondence, forms and Destroy N/ A N/A GRS-1-29b 
background papers relating to 5 yrs.
labor arbitration cases. after 

final
 
FILE by agency. resolu-
J tion of
 

case.
 

4200-4	 Employee Services OP 
Use for material pertaining to Destroy N/A N/A
creating, planning, coordinating when 3 
and directing of social programs yrs. 01 d. 
and organizations, (e.g., day 
care centers and programs for 
alcoholism and drug abuse.) 

FILE by subject. 

LJ"'''rJ-4-1 Housing Reguests OP 
Use for materi al pertai ni ng to Destroy N/A Destroy GRS-1-26e 
agency assistance in housing when 1 when 1 
matters. yr. old. yr. old. 

FILE by agency and alphabetically
../ by emp 1oyee.
 

4200-4-2	 Counseling Records OP 
Use for reports of interviews, Destroy N/ A Destroy GRS-1-27a 
analyses, and related records. 3 yrs. 1 yr. 

after	 after 
FILE by agency.	 termi na- termi na-

tion of tion of 
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 completion of projects. after longer

the yr. needed. 
FILE: Case file al phabetically by in wh ich 

title of project.	 the
 
project is
 
closed.
 

FORM IMD-18 (6/82) 

C-83
 



ASAR 3040-1 September 10, 1982Appendix C 
USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CL.ASSI-
FIC~TION 
NUMBER 

DESCRIPTION AND FILING INSTRUCTIONS OPIIo 
DISPOSITION 

DISPOSITION 

TO 
IIARC 

OTHER 
OFFICES 

DISPOSITH. 
AUTHORITl 

( 1) 

4300 

4300-1 

(2) 

EEO 
Use for material of a general nature 
which pertains to the Civil Rights Act 
Regulations of 1964, the EEO Act of 
1972, pertinent future legislation,
and agency EEO Committee meetings
and records including minutes and 
reports. 

FILE in chronological sequence. 

Policy and Procedure 
a • Use for 0e pa-f'=I;ffteA t a ~ ~G~-i-c--:y-a'A d-
procedure 'ifh ich i5 !;l~-1-i-&hetl-i-R-t.l:le-

-&P1+.- ~, 

CA«-~ ~ <-h-
b. Use for b~ek~1i ~~1;-eri a~ \~M€f1 
do c\:lment 5 the import .a-r:U:-a.s.p€·G-t-sof th.e 
d~l 0PffiCAt of the-BflM-er--ot-h'er 

'Oi~-~~~i 
NOTE: ee 000.1-2 for disposition
of record copy of Departmental
directives not published in the DPM. 

OP 
Destroy
when 3 
yrs. old 
or when 
5/0
II/hich-
ever is 
appli-
cable. 

OP~ 

-Offer to ~ 
NARS iA 
5 yr.
blocks-
Ivhen 20 
yrs. old." 

(4) 

N/ A Destroy
when 1 
yr. old 
or when 
5/0
which-
ever is 
appli-
cable. 

Destroy
when 5/0. 

6) 

I..:lK:::l-1-26g 

GR5-16-1~ 

c. D.~-noy f7t=JI/y. 

or in 

~ 
FORM IMO-18 (6/82) 

C-84
 



September 10, 1982	 ASAR 3040-1 
Appendix C 

USOA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

;Sl- RECORD OllI'IC! 
h ... ,loTiOH 
HUMBER 

DESCRIPTION AND FILING INSTRUCTIONS OP'& 
DISPOSITION 

TO 
IIARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

( 1) (2) (3) (.c) (5) (6) 

4300-1-1 External or Non-Series Instructions 

J 
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. 

Destroy
when 5/0. 

N/A Destroy
when 5/0. 

FILE by origin, 
ch rono log ica 1 

series number 
sequence. 

or in 

4300-2 Affirmative Action OP 

J 

Use for material which pertains to 
agency actions or plans to correct 
inequities. 

FILE by agency and in chronological 
sequence. 

Destroy
5 yrs.
from date 
of plan. 

N/A Destroy
5 yrs.
from date 
of plan
or when 
admini-
strative 
purposes
have been 
served,
\vhich-
ever is 
sooner. 

4300-3 Project Con"trol 
Use for memoranda, reports and other 
records documenting assignments,
progress and completion of projects. 

FILE: Case file alphabetically by
title of project. 

Destroy
1 yr.
after 
the yr.
in wh ich 
the 
project
is 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

closed. 

FORM IMD-18 (6/82) 

C-85 



ASAR 3040-1 September 10, 1982 Appendix C 
U SD,vOI RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

RlCORD OffiCECLASSI-
FICATION DESCRIPTION AND filLING INSTRUCTIONS OPI~ TO OTHER DISPOSITIONNUMBER DISPOSITION FARC OFFICES AUTHORITY 

( 1) (2) 3) (.4) (6) 

4400 SAFETY AND HEALTH OFM 
Use for material of a general nature Destroy N/A Destroy
which pertains to the implementation, 3 yrs. after 

/ development, coordination and after 1 yr.
monitoring of departmental policy on S/O. 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 

fi rst. 

4400-1 Policy and Procedure 
a . tts-e~e p a rtme AW-j;JG-Li-cy-a-r-tEi Destroy GRS-16-1¢ 
pre-cedblr@ Ivh;ch is pu.G-.l-i-sfl-eG-i-n-1;he----Offerto- --s-- when S/O.

~ ~ MARSi,i. 
5- y," .' -e+tr; 

-b-1-m::t-s 
\'J-~.efl~{) 

-yrs. 01 d. 
~~~--!V{I'A.-

b. Use for 8-acK§r4>unci-rRateri-al\ -'- -SU9f!.lit N/ A
 
do C I:Hn8 nt s the j m.p.o..r..:t.a+lt-a-s-j:}€ SF" 115.
 &t-s--e-f-H-e
 
cl-e-llelOplllent-or-ttTe-t)f>MurlYtiTe-r- /~
I 

DB~:~-a-l-d-i-r-eet-i-ves-. ~ ~ 
~:r:'Ol~~~~ ~ 

NOTE_ See 3000-1-2 for disposition &~yi
of record cepy of Departmental

directives not published in the DPM.
 

Destroy N/A Destroy RS-16-1c 
when S/O. when S/O. 

FILE by orlgln, series number or in
 
chronological sequence.
 

FORM IMD-l8 (6/82) 

C-36
 



USOWOIRM-IMD 

51-
I .ION 
NUM6ER 

(1) 

4400-1-1 

J
 

4400-2 

/ 

4400-3 

./ 

4400-4 

J 

ASAR 3040-1September 10, 1982 Appendix C 
ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

DESCRIPTION AND FILING INSTRUCTIONS OPI& TO OTHER DISPOSITION 
DISPOSITION flARe OFFICES AUTHORITY 

(2) 

External or Non-Series Instructions
 
Use for material of a directional
 
nature which originates outside USDA
 
or which originates within USDA but
 
is not part of a formal Departmental

di recti 'Ie system. Incl udes comments
 
and other material on proposed and
 
existing instructions.
 

FILE by origin, series number or in
 
chronological sequence.
 

Accidents
 
Use for material pertaining to
 
injury compensation (relating to
 
on-the-job injuries); excluding

copies filed in the OPF and copies

submitted to the Labor Department.
 

FILE by agency and alphabetically

by employee.
 

Employee Health
 
Use for mat e ria 1 pert ainin9 to an
 
employee's medical history,

occupational injuries or diseases,

physical e~aminations, and all
 
treatment received in the health
 
unit. Exclude pre-employment physical

examinations and disability retirement
 
and fitness for duty examinations
 
which are filed in the OPF.
 

FILE by agency and alphabetically by

employee.
 

Project Control
 
Use for memoranda, reports and other
 
records documenting assignments,

progress and completion of projects.
 

FILE: Case file alphabetically by

title of project.
 

(3) 

Destroy
when 5/0. 

(") 

N/A 

(Sl 

Destroy
when 5/0. 

(6) 

OP & OFM 
Destroy
when 5 
yrs. old. 

N/ A Destroy
when 1 
yr. old. 

GRS-1-32 

OP & OFr~ 
Destroy
6 yrs.
after 
latest 
entry. 

N/A N/A GRS-1-21 

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

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82) 

C-87 



ASAR 3040-1 September 10, 1982 Appendix C 
USDAlOIRM-IMO ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
FIC~T10HHUMBER 

DESCRIPTION AND FILING INSTRUCTIONS 

RICORD 

OPI" 
DISPOSITION 

O,!W ICI! 

TO 
truC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

( 1) 

4600 

(2) 

PERSONNEL SECURITY 
Use for material of a general nature 
which pertains to the administration 
and operation of the personnel
security clearance program and not 
1 isted below. 

3) 

OP 
Destroy
when 2 
yrs. old. 

(<4) 

N/A Destroy
when 1 
yr. old. 

6) 

GRS-18-22 

4600-1 

FILE in chronological sequence. 

Policy and Procedure 
a. tJse for 4)epartmen'Eal pob-cj'o:nd-
p1"oceelure wA-i-ch-i-s--ptJ'b-l-ished-in- -the --. 

-Of!*:- ~ 

b. Use for ~Hl~& 
aocuffients the iffiportant aspects Qf--t~~
d~1J21 oprnef1:e of l..he-BPM-or-o-1;-her ,/. 

~ directive-s.-' ~ W?U<! 

.~. 
blods 
~ 
srs. old... 

N/A 

Destroy
when S/O. 

GRS-16-1~ 

GRS-16-1c!\ 

N~ 
of record 
directives 

3~O~iSPosition 
copy of Departmental

not published in the DPM. 

G~-l 
LC&~ 

I 

FILE by orlgln, 
chronological 

series number 
sequence. 

or in 

FORM IMD-18 (6/82) 

C-88 



USD)./OIRM-IMD 

September Ie 

ASSISTANT 

.982 

SECRETARY FOR ADMINISTRATION 

ASAR 3040-1 
Appendix C 

FILE/DISPOSITION PLAN 

DISPOSITION 

IIICORO O"ICE 

DESCRIPTION AND 'ILING INSTRUCTIONS 

(1)	 (2) 

4600-1-1	 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 DepartmentalJ	 directive system. Includes comments 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or in 
ch rono log ica 1 sequence. 

4600-2 Security Clearance 
Use for material pertaining to 
investigations of personnel employed
by or seeking employment from the 
Government and persons performingJ work for the agency under contract. 
Excludes copies of investigative
reports and related papers furnished 
to agencies by OPM. 

FILE by agency and alphabetically by
employee. 

4600-3 Identification Cards, Passes, Badges
Use for materi a1 perta ini ng to 
identification cards, credentials,
badges, parking permits, photographs,J USDA motor vehicles operating permits,
visitors and dining room passes,
xerox and supply cards, etc. 

FILE by agency and alphabetically by
employee. 

OPll TO OTHER DISPOSITION 
015P05ITI0" ,,uc OFFICES AUTHORITY 

(3) (") (5)	 (6) 

Destroy N/A Destroy
when SlOe when SlOe 

OP 
Destroy
upon
not ifi-

N/ A N/A GRS-18-23a 

cation of 
death or 
not later 
than 5 
yrs. after 
separation
or transfer 
of 
or 

employee
not 

later than 
5 yrs.
after 
contract 
relation-
ship
expires,
whichever 
is 
applicable. 

OP & PPMD 
Destroy
3 months 

N/A N/A GRS-1l-4a 

after 
return to 
issuing
offi ce. 

FORM IMD-18 (6/82) 

C-89 



ASAR 3040-1 September 10, 1982 
Appendix C 

USDA!OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CLASSI-
FICATION 
NUMBER 

DESCRIPTION AND FILING INSTRUCTIONS 

IlICORD o"lce 

OPIl TO 
DISPOSITION 'ARC 

OTHER 
OFFICES 

DISPOSITIO",
AUTHORITY 

( 1) (2) (3) (") (5) (6) 

4600-3-1 

J 

Records of Identification Cards 
Use for receipts, indices, listings
and accountable records. 

FILE by identification number and/or
chronological sequence. 

OP 
Destroy
after 
all 
listed 
cre-
dentials 
are 
accounted 
for. 

N/ A N/A GRS-1l-4b 

4600-4 

J 

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

FILE: Case file alphabetically by
title of project. 

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

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

FORM IMD-18 (6/82) 

C-90 



USDA/OIRM-IMD 

SSI-
~TlON 

NUMBER 

( 1) 

5000 

J 

5000-1 

5000-1-1 

ASAR 3040-1September 10, 1982 
Appendix C 

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 
Il!CORD O"ICI 

DESCRIPTION AND FILING INSTRUCTIONS OPI& TO OTHER DISPOSITION 
DISPOSITION FARC OFFICES AUTHORITY 

(2) (3) (.() (5) (6) 

PROCUREMENT MANAGEMENT PO 
Use for material of a general Destroy N/A Destroy
nature which pertains to purchase when 2 when 1 
and maintenance of equipment, pub- yrs. old. yr. old. 
lications, printing, reproduction,
services and supplies for internal 
needs. Includes contracts, bidders,
purchase orders, FEDSTRIPS, and 
requisitions and other material not 
described elsewhere in this category. 

FILE by subject. 

Pol icy and Procedure PO ~~ 
a. LJ.&e fot=-bElckgroliod -&t1~bl""'"Hit-mater..iaLJ.'J.f:d.ch-- N/A 

~e GRS-16~~pe-rt-am-a-&p€--ct.s-o.f_tbe. ~'. 
~-B-ep-a1'"t-ment-a-l-po'l-i"cJ-' ~ 
a~-eee:dare. ~ ~.::,/o 

~s~~dNOTE: See 3000-1-2 for disposition @:I~me" B:rrJ of record copy of Departmental di atel~ Cc 
directives. \~ .1 

l~+n 71<:21/83 
t<A.a..t no 
action 
\ be 
taKen. 

"~' ~'"ir 
b. Use for i ssuan~i-€fl-j7e~-n- Destroy Nf,I\ Destroy GRS-16-1~ 
to rout; fie Il:§encyadff1;fl4-s-i;-l"-a-t4-'1"e-- when Sf&;- wh e n .~ I-f:...'-~",o-fl-u_ 

ftlnet; OTI"S-;--Jl:4-s-o-rn"C4-1J"d-es-b-ae-k:-§"Y"<Tl:tnd- ~~ ~A 

v.v~ateri a-l....-/"i;2-<1~"j l U A' ';1:'1. >f£W-r~ ~.,£ 1,
--7-;";-~ '0 ./J. ~ ~ rf't'J'\J(.... ,D ~'" "I, "~b "!FILE by orlgln, ~erles num er or ln 

chronological sequence. 

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

FORaoi IMD-IS (6/82) 
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USDA/OIRM-IMD ASSISTANT SECMcTARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CLASSI-
FIC.lTION DESCRIPTION AND FILING INSTRUCTIONS 
NUMBER 

(1)	 (2) 

5000-2	 Routine Procurement Files 
Use for contract, requisition,
FEDSTRIPS, purchase order, lease,
and bond and surety records, including
correspondence and related papers
pertaining to bids, awards, 
administration, receipt, inspection
and payment. (Cancelled or deleted 
transactions are to be destroyed
when 1 yr. old.) 

a. Transactions of more than 
$10,000 and all construction 
contracts exceeding $2,000. 

b. Transactions of $10,000 or less 
and construction contracts under 
$2,000. 

c. Copies of records described above 
used for administrative purposes. 

DISPOSITION 

RlCORD O"ICE 

OP'& TO OTHER DISPOSIT' 
015P05ITI0" 'ARC OFFICES AUTHOR. 

(3) (4) (51 (6) 

PO & NFC 
Destroy Hhen GRS-3-4a 
6 yrs., 2 t~gs?t~t: (1) ~b 
3 months yrs. ~ _ 1~ 
after old. 
final 9 s 
payment. o 

sa I"'_i" 

~-r '.~~' 
p nt 
i ap ,-
~c • 

PO & NFC 
Destroy N/ A Dest roy ~i--' GRS-3-4a 
3 yrs. ~ ~ (2) ~ b 
after recei pt
fi na 1	 of g33~l.Jpayment. -e1"-' .-- -o-~" 

_ser'il ce. 

PO & NFC
 
Dest roy \·Jhen ~~?y~". GRS-3-4b o.-J. c.
 
upon 2 yr .~~
termi na- old. -reef! i pt

tion or 'or-

completion ~
 

send ce. 

FORM IMD-18 \ .j 
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