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

~Sl-
,. ,'-~ TION 
NUMBER 

In 

5000-3 

~_-,J-4 

5000-5 

/
 

DESCRIPTION AHD fiLING INSTRUCTIONS 

I~ 

d. Obligating copy. 

NOTE: Procurement files which
 
document the initiation and develop-
ment of transactions which deviate
 
from normal procurement transactions
 
must be disposed of on an individual
 
basis by submitting an SF-115.
 

FILE by subject and document number.
 

Bidders List
 
List or cards of acceptable bidders.
 

FILE alphabetically by bidder.
 

Tax Exemption Files
 
Use for tax exemption certificates
 
and related papers.
 

FILE by FY.
 

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. 

RlCORD O"IC! 

OP" 
DISPOSITION 

(3) 

Destroy
when 
funds 
are 
obligated. 

PO 
Destroy
when S/O. 

PO 
Destroy
3 yrs.
after 
period
covered 
by
account. 

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

DISPOSITION 

TO OTHER 
'ARC OFFICES 

(4) (5) 

N/A	 Destroy
when 
funds 
are 
obli-
gated. 

N/A	 Destroy
when S/O. 

N/ A	 N/A 

N/,A,	 Destroy
when no 
longer
needed. 

DISPOSITION 
AUTHORITY 

(6) 

GRS-3-4b 

GRS-3-6d 

GRS-3-l3 

GRS-16-7 

FO RM IMD- 18 (6/82) 

C-93 



ASA~ 3040-1 September 10, )982 

USDAlOIR;_~~ondi x C ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

AICORD OPPIC!CLASSI-
FICATION DESCRIPTION AND FILING INSTRUCTIONS OPII. TO OTHER DISPOSITltI •. HUMBER DISP05ITION flARe OFFICES AUTHORITY 

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

5100 

5100-1 

REAL PROPERTY MANAGEMENT 
Use for material of a general
nature which pertains to the 
management and use of buildings 
and land owned or leased by the 
Government, including its proper
and economical use and which 
does not fit elsewhere in this 
category. 

FILE by agency and location. 

Policy and Procedure 
a. ~~9 for baGk~rOUAB ffi~~-~ft+C~ 
dotalll~rLs t+re illlpoTtdn~asp-eC'ts--0f---the 
doel epfflentef-Q.e.p.a.r-tmef.l.ta-l-po-l-i·c~-
and procedure. ~ 

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

FMD 
Destroy
when 3 
yr s , old. 

FMD 
SUbffiit 
SF 115. 

~5/0 

N/ A 

N/A 

Destroy
when 3 
yrs. old. 

~~~ 
~ 

~d·e~~
1 eet i ve 

issued 
or 1 I -

Y 
it 

is kno n 
a no 

a . 

GRS-16-1~ 

~e 

Destroy
wh en -&;LG-. 
~ 
w~ 

N/A Destroy
when -5,LQ... 

~ 

GRS-16-1~ 
c & d 

~ 

5100-1-1 

j 

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 corrments 
and other material on proposed
and existing instructions. 

FILE by origin, series number or in 
chronological sequence. 

Destroy
when S/O. 

N/A Destroy
when S/O. 

FORM IMD-18 (6/82) 

C-94 



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

DISPOSITION
 

Il!CORD OIlFIC!.si-
FI~ATION DESCRIPTION AND prlLING INSTRUCTIONS DISPOSITIONOPI" TO OTHERNUMBER DISPOSITION FARC OFFICES AUTHORITY 

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

5100-2 

~O-3 

5100-4 

Disposition of Real Property

Use for material which is necessary

or convenient for the use of real
 
property sold, donated, or traded
 
to non-Federal ownership, including,

if pertinent as determined by the
 
releasing agency, site maps and
 
surveys, plot plans, architect's
 
sketches, working diagrams, pre-
liminary drawings, blue-prints,

master tracings, utility outlet
 
plans, equipment locations plans

specifications, construction
 
progress photographs, inspection

reports, building and equipment

management and maintenance records,

allowance lists as well as duplicate

copies of title papers.
 

FILE by agency and location.
 

Reports

Excess real property.
 

FILE by agency and location.
 

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

progress and completion of projects.
 

FILE: Case file alphabetically by

title of project.
 

Fr~D 
Transfer N/A
to new 
custodian 
upon
comple-
tion of 
sale,
trade, or 
donation 
pro-
ceedings,
or ac-
ceptance
of 
purchase
money
mortgage. 

n~D 
SI::IQ[.l:1i t N/A~:io 
FMD 
Destroy N/A
1 yr.
after 
the yr.
in wh ich 
the 
project
is closed. 

Destroy GRS-4-7 
upon
disposi-
tion of 
property. 

N/A GRS-4-3 
;em

C'c 

7/;:).1/63 

Destroy GRS-16-7 
when no 
longer
needed. 

FORti IMO-18 (6/82) 

C- 95 



ASAR 3040-1 September 10, 1982 
Appendix C 

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

CLASSI-
FICA.TION 
NUIHBER 

( 1) 

5200 

5200-1 

5200-1-1 

j 

ItICORD O"ICE 

DESCRIPTION AND FILING INSTRUCTIONS OPI& 
DISPOSITION 

(2)	 (3) 

PERSONAL PROPERTY MANAGEMENT PPMD 
Use for material of a general nature Destroy
which pertains to nonexpendable when 3 
equipment, acquisition, maintenance yrs. old. 
and disposal. Personal property
includes such items as furniture and 
office equipment. 

FILE by subject and agency if 
applicable. 

Policy	 and Procedure 
a. I:Ise for- 8ack~ufH:I fflateria~-wl:1-i-c-t:l-
~€---im.po.ct.a.nLa.s.p.e.c.t-s-G-f--t-i:\.e- -SF-liS. 
Elev-elopdielltof Depa-rtment-a-1-pol-i-c-y--
and prQCedi.u;p~ ~~ ~ 

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

~ ~ ~ '-irJ (0..)b. Use for ,issuances which perta,-fj-- Destroy
tB rout ino B'Son-G;Y--a-8mi-A-i-s-t-r-a't+v-e---- when ~ 
'hmct iens. 'Al-s-e-i-A-€-l-I:J-ci-es-b-a'ckgro·und-
~~ti:::~~	 

~
w~ 

FILE by origin, series number or in 
chronological sequence. 

External or Non-Series Instructions 
Use for material of a directional Dest roy
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. 

DISPOSITION 

TO OTHER DISPOSITIO .... 
FARC OFFICES AUTHORITY 

(4) (st	 (6) 

N/ A	 Destroy
when 3 
yrs. old. 

~~ N/A ~y' GRS-16-1~ 

~ecs issued 
ortmm	 -
diat
 
\ en it
 
is kno
 

~ 

N/A	 Destroy GRS-16-1~ 
,. !l. rfwh en --&f9-.. 

~
 
0~
 

N/A	 Dest roy
when S/O. 

FORM IMO-IS (6/82) 

C-96
 



Se ptembe r Il _982	 ASAR 3040-1Appendix C 
USOAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

'SI-
.ION 

...wrilBER 

( 1) 

• 
5200-2 

5200-3
 

DESCRIPTION AND fiLING INSTRUCTIONS 

(2) 

Personal Property Accountability
List/Index

Use for listings which provide a 
means for accounting for personal
property. Incl udes master property
print-outs, station listings, working
capital and appropriated funds 
1 ist ing s , etc. 

FILE in chronological sequence. 

Reports

Use for material pertaining to
 
inter/intra agency reports relating

to excess and surplus personal
 
property.
 

FILE by subject, agency, and state.
 

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.
 

RlCORD O"ICI! 

OPli 
DISPOSITION 

(3) 

PPMD 

Dispose
of when 
updated. 

PP~1D 
Destroy
when 3 
yrs. old. 

PPMD 
Destroy
1 yr.
after 
the yr.
in wh t ch 
the 
project is 
closed. 

DISPOSITION 

TO OTHER 
JlARC OFFICES 

(-4) (5) 

N/A	 Dispose
of when 
updated. 

N/A	 Destroy
when 1 
yr. old. 

N/A	 Destroy
when no 
longer
needed. 

DISPOSITION 
AUTHORITY 

(6) 

NCI-16-
77-6 
Item 15 

(:;~) 

GRS-16-7 

FORM IMD-18 (6/82) 

c- 97 



ASAR 3040-1 September 10, 1982 
Appendix C 

USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

CL.ASSI-
FIC~TION DESCRIPTIOM AMD fllLIMG IMSTRUCTIONS
 
HUMBER
 

(l)	 (2) 

5300	 SUPPLY MANAGEMENT 
Use for material of a general nature 
pertaining to the requisitioning and 
procuring of expendable supplies and 
equipment including storage, inspec-
tion, control, and disposition of 
stock which does not fit elsewhere in 
this category. 

FILE by subject in chronological 
sequence. 

5300-1	 Po 1 icy and Procedure 
a. ~ for background FAa~eri a1 \'In; eh--
dOeUFACAts tAC iFA~Qrtant aspeets--of~R~-
~efl"t-uTDepartmentarpor;cy

.GOd prOCed6lre. ~, 

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

~~~+U(a.)b • Use for ~·A'eeS-, ....hi-ch-p'e:rt~a4-rl-to·-Des t roy NI A Destroy GRS-16-1cl 
iie adliti Ai stfati ve+-r- when -SlOe 'tlh en-5f9-0 -e & 4t?Quti agency 

ftJ~'s. ATS"Q-;ncnrd"es-b-a'Ckground--
;~~~~~lAI-'L1A'~.tv<I~~ 

FILE by origin, series number or in 
chrono 

5300-1-1	 External 
Use for 
nature 
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 
chronological sequence. 

loc tc'al sequence. 

or Non-Series Instructions 
material of a directional 

which originates outside USDA 

DISPOSITION 

RlCORD OHICI! 

OP" TO OTHER DISPOSITION 
DI51105ITI0" IIARC OFFICES AUTHORITY 

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

PP~~D
 
Destroy N/A Destroy

when 2 when 1
 
yrs. old. yr. old.
 

PP~~D 
5ubFAi t NIA 

'~'.
~S/6 

~ ~ 

~ ~ 

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

FORM IMD-18 (6/82) 

C-98
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Appendix C 

USDA/OI RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAM 

DISPOSITION 

RlCORD OPPIC! ,51-
~1 ....... TlON
 DESCRIPTION AND filLING INSTRUCTIONS OPll TO OTHER DISPOSITIONHUMBER DI5P05ITIO" JI.UC OFFICES AUTHORITY 

• 
(1) 

5300-2 

J 

(2) 

Reguisitions
Use for requisiti·ons of supplies
and equi pment. 

FILE by requisition number and/or
agency. 

(3) 

PP~~D 
STOCKROOM 
COPY 
Destroy
2 yrs. 
after 
completion
or cancel-

(4) 

N/A 

(5) 

Destroy
when 
6 months 
old. 

(6) 

GRS-3-9a & b 

lation of 
requisi-
tion. 

5300-3 Inventory Fil es 

a. Inventory Lists 
PP;~D
Destroy
2 yrs.
from date 

N/ A N/A GRS-3-10a 

of 1 ist. 

j 
b. Inventory Cards 

ppr'1D
Destroy
2 yrs. 
after 
discon-
tinuance 
of item 

N/A N/i\ GRS-3-l0b 

or 2 yrs.
after 
stock 
balance 
is trans-
ferred to 
new card 
or record-
ed under 
a new 
classifica 
tion, or 
2 yrs.
after 
equipment
is removed 
from 
agency
control. 

FILE by federal 
classification 
sup ply item. 

stock number or 
assigned to each 

FORM IMD-18 (6/82) 

C-99 
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USD,vOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

CI.ASSI- RlCORD OIlI'IC! 
FICATION 
NUMBER 

DESCRIPTION AND .. ILING INSTRUCTIONS OPI&' 
DIS'OSITIOH 

TO 
flARC 

OTHER 
OFFICES 

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

5300-4 

.1 

Reports
Use for reports of survey files 
and other papers used as 
evidence for adjustment of 
inventory records, not otherwise 
covered in above categories • 

PPMD 
Destroy
2 yrs.
after 
date of 
survey
action or 

N/A N/A 

FILE in chronological sequence. date of 
posting
medium. 

5300-5 Stores Invoices 
Use for invoices or equivalent
papers used for stores accounting
purposes. 

PPMD 
Destroy
when 3 
yrs. old. 

N/A N/A 

\ 
FILE by invoice number and/or

chronological sequence. 

5300-6 Stores Accounting
Use for stores accounting returns 
and reports. 

FILE in chronological sequence. 

PP~IO 
Destroy
when 3 
yrs. old. 

riiA N/A 

5300-7 Working Papers
Use for wo~k papers used in 
accumulating stores accounting data. 

rILE in chronological sequence. 

PPt~D 
Destroy
when 2 
yrs. old. 

N/A N/A 

5300-3 P roj ect Cont ro 1 
Use for memoranda, reports and other 
records doCumenting assignments,
progress and completion of projects. 

FILE: Case file alphabetically by
title of project. 

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

i 

N/A Destroy
when no 
longer
needed. 

10, 1982 

DISPOSITIO~ 
AUTHORITY 

16) 

• 
GRS-3-l0c 

GRS-8-3 

GRS-8-4 

GRS-8-5 

GRS-16-7 

FORM IMD-18 (6/82) 

C-lOO 



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

DISPOSITION 

A!CORD Ol"I"ICE51-
r._ .. TION DESCRIPTION·AND fiLING INSTRUCTIONS OP" TO OTHER DISPOSITIONNUMBER DISPOSITION FARC OFFICES AUTHORITY 

(1) (2)	 (3) (~) (51 

5400	 FLEET MANAGD1ENT PPMD 
Use for material of a general nature Destroy N/A Destroy
which pertains to the authority to when 2 when 2 
lease, purchase or dispose of motor yrs. old. yrs. old. 
vehicles. 

FILE by subject, organization and
 
chronologically.
 

5400-1	 Policy and Procedure PPr~D ~ a. !:I-s1: fer sackg\ ound mater; al . Submit N/A GRS-16-1Ct. 
wh j c.h d o..cwment.s t he ~.mt>Q.r:.ta.r.l.t-a-5.pec-'ts SF 115·. 
of--ttte--d-e''rCl-e-pment-Bf--Q	 ?efi>a·r-t-me·n.t.a-l--
FJG+-i-c-y-a·fl~e·eeEitJ·r-e-.-- ~	 ~i6 ~ye

is ed 
NOTE: See 3000-1-2 for disposition
of record copy of Departmental ~-
directives. ~ CC~n 7/dl} 3"'7 t~~~ 

.~n be 

.taKen. 
~~~-+zJ 

b. Use for ~-es-wft-i-c-At7ff-H-i+l-- Des troy NI A Destroy pRS-16-1d
--t-e-r-outi ne a~Elm-i-A-i-s-t-r-a-t-i-y.e- wh~n ~ wh e n .£f.G,- G & d 
-f-tmet-i-ens-.--A-l-s·0 udes - ~ ~·-i-ncl back qround w~~~1~~~	 ~-
FILE by origin, series number or in
 

chronological sequence.
 

5400-1-1	 External or Non-Series Instructions 
Use for material of a directional Dest roy N/A Destroy
nature which originates outside USDA when SID. 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 IMD-18 (6/82) 

C-I01 
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Appendix C 

USOAlOIRM-IMO ASSISTANT SECkc:TARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

ReCORD O"IC!CLASSI-
FICATION DESCRIPTION AND 'ILING INSTRUCTIONS OPI&' TO OTHER 015POSITINUMBER DISPOSITION FARe OFFices AUTHORI 

( 1) (2) (3) ( ..) (5) J') 

5400-2 

.j 

5400-3 

J
 

5400-4 

j 

5400-5 

J 

Leasing
Use for material which pertains to 
obtaining authority to lease GSA 
vehicles or authority to lease 
commercially for agencies serviced 
by 00. Also includes GSA approvals
or disapprovals. 

FILE by agency, subject and vendor. 

Surveys, Inspections and Reports
Use for material pertaining to 
results of intra/inter-governmental
inspections, surveys, and reports.
(Does not include accident reports--
see 5400-5). 

FILE by subject. 

Motor Vehicle Operations
Use for material pertaining to 
individual employees' operation of 
government-owned vehicles. including
drivers' tests, authorizations to 
use, safe driving awards, and other 
related correspondence. 

NOTE: See ~600-3 for fi 1ing of 
operators permits. 

FILE by agency and alphabetically
by employee. 

Accident Reports
Use for material pertaining to motor 
vehicle accidents. 

FILE by agency and alphabetically by
employee. 

PPMD 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 3 
yrs. old. 

PPMD & NFC 

Destroy
3 yrs.
after 
date of 
report. 

N/A Destroy
3 yrs.
after 
date of 
report. 

OP 
Destroy 3 
yrs. after 
separation
of employee
or 3 yrs.
after re-
cision of 
authoriza-
tion to 
operate
government-
owned 
vehicle,
whichever 
is sooner. 

N/A N/A .JI\S-10-7 

OP 
Destroy
6 yrs.
after 
case is 
closed. 

r~/A Destroy
6 yrs.
after 
case is 
closed. 

~RS-10-5 

FORM IMO-HI (.. _I 

C-102 
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... Appendix C 

USOA/OIRM-IMD ASSISTAJrSECRETARY FOR ADMINISTRATION FIL/i;/OISPOSITION PLAN 

DISPOSITION 

CI.ASSI-
'TION 

8ER 
DESCRIPTION AND 'ILING INSTRUCTIONS 

ReCORD O"ICE 

OPI" TO
DISPOSITION FARC 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

(1) 

5400-6 

/ 

(2) 

Gasoline Sales 
Use for material fil ed in support 
paid invoices for credit card 
purchases.
FI LE by agency in chronological

sequence. 

of 

(3) 

NFC 
Destroy
after 
GAO 
audit or 
when 3 
yrs. old 
whichever 
is sooner. 

(4) 

N/A 

(5) 

Destroy
when 3 
yrs. old. 

e.) 

GRS-6-7 

5400-7 

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

FILE: Case file alphabetically by
titl e 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 IMO-18 (6182) 

C-103 



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

DISPOSITION 

RlCORD	 O'flICECI.ASSI-
F1C~T10N DESCRIPTION AND FILING INSTRUCTIONS OPI& TO OTHER OISPOSITIO~NUMBER DISPOSITION FARC OFFICES AUTHORITY 

( 1) (2)	 (3) (~) (S) 

5500 

5500-1 

5500-1-1 

ENERGY MANAGEMENT 
Use for materi al of a general nature 
which pertains to actions taken to 
conserve energy and manage fuel 
resources which does not fit else-
where in this category. Included 
is the relationship of energy to 
the operation and maintenance of 
agriculture facilities, utilities and 
equipment, and associated projec)ts.

@o>le;6.8PfJ ~~~ FILE ln chronological sequence. 

Policy and Procedure 
a • !J~0 for b.a.ck.g r:.o u n d ma..t.@.r....:i-a-l-wJ:l-i-clI-

OBPA.&:~
 
~3lt'. 

OBPA 
~iJbmi1:"' 

--a.ecuffients the	 --5f'=t1"5.-imp-o-rt-allt-a-s-pee-t-s-ef-t.l:ie-
de..v..e..l-G.pm€+lt-e-f-Be-pa-rtme-nt-a-l-po-n-cy- ;_~
 
aAEI-~reee~. ~ ~.so
 

NOTE: See 3000-1-2 for disposition

of record copy of Departmental

directives.
 

Destroy
when SlOe 

External or Non-Series Instructions 
Use for material of a directional Destroy
nature which originates outside USDA when SlOe 
or which originates within USDA but 
is not part of a formal Departmental
directives system. Includes comments 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or in 
chronological sequence. 

N/A	 Destroy
when 2 
yrs. old. 

N/A	 GRS-16-1~~/O 

i~'rec-,:--:ei -	 ued 
o imme-
diate
 

\,I~'i known 
that 

~e ~. 
N/A	 Destroy

wh en S/O. 

N/A	 Destroy
when 5/0. 

FORM IMD-18 (6/82) 

C-104 

mailto:ma..t.@.r


,	 ASAR 304.0-1September 10, 1982 Appendix C 
U SDAlOI RM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

IlI!CORD 011"ICE ,,$$1-
!'ICATION DESCRIPTION AND 'ILING INSTRUCTIONS OPI& TO OTHER DISPOSITIONNUMBER DISPOSITION "ARC OFFICES AUTHORITY 

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

5500-2	 Energy Conservation Reports --e&P-A--
Use for material pertaining to energy N/A Destroy ./013
consumption, projected fuel ~ when 2 C-C 
requirements, fuel availability and yrs. old. 7/aJ/J'3storage capacity, boiler plant ~ equipment data, and similar reports.

Included are energy information !r::J,",,," .o 0
! '-'-' reports, Department of Energy data
 
requirements, and information
 
collected for higher level agencies,

and related documents.
 

FILE by agency. 

5500-3	 Project Control 
US2 for memoranda, reports and other Destroy N/A Destroy RS-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 wh ich 

title of project.	 the
 
project

is closed.
 

FORM IMD-IS (6/82) 

C-105 
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Appendix C 

USDAlOIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/OISPOSITION PLAN 

DISPOSITION 

CLASSI-
FICATION 

NUMBER 
DESCRIPTIO" A"D JlII.I"G INSTRUCTIONS 

RECORD 

OPII. 
DISPOSITION 

OlllllC! 

TO 
FARe 

OTHER 
OFFICES 

DISPOSITION 
AUTHORITY 

( 1) 

5600 

(2) 

ENVIRONMENTAL PROTECTION 
Use for general material pertaining
to action taken within USDA to 
reduce environmental pollution. 

FILE chronologically by agency and 
location. 

(3) 

~ IV/(,'f-E 

JJM'it·3r' 

(.4) 

N/A 

Cst 

Destroy
when 1 
yr. old. 

(0) 

h8 
C(l 

7/<11/63 

5600-1 Policy and Procedure 
a. Idse for bac~round mate¥'-'hl-l-I'Ih-i-G-h-
dOG Uttle n t 5 t h €l im.p.o-r-t.a-A~·s-pe Gt-s-0·f-t,.he
developmeAt of De~e.r+t.~j3e-l-i-G-y-a·A-Ei--

-p=eeed ar e • ~e-V 

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

NR&E 
Goml+l~ttee 

~ 
~/I1J

S)b 

N/A 

~_wl-.h. -. - .:sy (Y 

~ 

~-Bes-±Y'OYEaf 
he 

dire ~. e 
is is C! 

mme-
iate 1s 

\·,he
is known 
th 
a on 
wi 11 b 
ta~ 

I---

~RS-16-1~ 

~ 

5600-1-1 

b. Use for ~~~t~~- [J/~'L __s , 

loatille agency edm+rr+str-at+va ~( 
f 1:J-R€-t-i-G-!+S-.-A+s-e--i-fl.e-l-lf€J.es-BdG-k.g.r-e\:l·nd- . ~ 

~1-{j~~ a. 
Externa 1 or Non-Seri es I nstructi ons ~,~
USe for material of a directional Destroy
nature which originates outside USDA when S/O.
or whish originates within USDA but 
is not part of a formal Departmental
directive system. Includes comments 
and other material on proposed and 
existing instructions. 

ii/A 

N/ A 

Destroy
\',hen~ 
~ 

~ 

Destroy
when SlOe 

~RS-16-1 0{ 
e 8. e 

FILE by origin, series number or in 
chronological sequence. 
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USDA!OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN 

DISPOSITION 

IU!CORD O"IC!S51-
TiON
 DESCRIPTION AND FILING INSTRUCTIONS OPI&. TO OTHER DISPOSITION.... IABER DISPOSITION	 IIARC OFFICES AUTHORITY 

(1) (2)	 (3) (~) (S) (0) 

....5600-2	 Environmental Pollution Reduction NR&E 
Use for material pertaining to Efl.i\ N/A Destroy
the criteria, practice, and ~,J, when application of measures to prevent slo ao S/O or water, air, noise, or ground ~/1A; when no pollution or to reduce such pollu- longertion as may exist. Included are needed. ~inventories of sources of pollution,

annual reports describing progress

in accomplishing objectives of
 ~ environmental pollution reduction
 
plans, and related or similar
 
documents. J
 

L,/I/~;EPIt ~~"'1 
FILE chronologically by agency and
 

location.
 

5600-3	 Environmental Pollution Complaints

Use for material pertaining to Destroy
complaints regarding alleged when 1
 
environmental poll ution by yr. old.
 
agricultural activities. Included
 
are letters of complaint, investi-
gations, or studies; replies to
 
complaints; and similar or related
 
documents.
 

FILE chronolugically by agency and
 
location.
 

5600-4	 Project Control
 
Use for memoranda, reports and other Destroy N/A Destroy RS-1S-7
 records documenting assignments, 1 yr. when no
/ progress and completion of projects. after longer


the yr. needed.
 
FILE: Case file alphabetically in-wf'-ich
 

by title of project.	 the
 
project

is closed.
 

FORM IMD-18 (6/82) 

C- '.07 


