September 10, 1982 ASAR 3040-1

Appendix C
USDA/QIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
5S1= RECORD OFFICE
"Abﬁl?&‘ . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 1o OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
(1) @ 3 @ (5 78)
d. 0Obligating copy. Destroy N/A Destroy GRS-3-4b
when when
funds funds
are are
obligated. obli-
gated.
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,
5000-3 Bidders List PD
List or cards of acceptable bidders. Destroy N/A Destroy GRS-3-6d
4 when S/0. when S/0.
FILE alphabetically by bidder.
e.ud=d Tax Exemption Files PD
Use for tax exemption certificates Destroy N/A N/A GRS-3-13
and related papers. 3 yrs.
after
7 FILE by FY. period
covered
by
account,
5000-5 Project Control PD
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
u/// progress and completion of projects. after Tonger
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.

FORM IMD-18 (6/82)
€-93
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usoa/olRMARE "X C AsISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION .
CLASSI— _ RECORD OFFICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPi & L 10 OTHER DISPOSITION.
NUMBER DISPOSITION FARC OFFICES AUTHOR!ITY
i @ NE) @ £ (T
5100 REAL PROPERTY MANAGEMENT FMD ’
Use for material of a general Destroy N/A Destroy
nature which pertains to the when 3 when 3
management and use of buildings yrs. old. yrs. old.
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.
5100-1 Policy and Procedure FMD
a. Mdse—for backgreund-—materiatl—whieh Submit— N/A GRS-16-1

dotumeTts—the—mportant=aspects-of—the| SF33i5-
devetopment—of—Departmental-policy—
ampa%aﬁw%u§&4MAM4ga/ §Eﬁ%73k>

NOTE: See 3000-1-2 for disposition Rrp
of recqrd copy of Departmental Co
directives. 7%9¢5ﬁ5

Wi e
c44ubgfﬁgéfj lata ot (a)
b. Use for < ctain__“ | Destroy N/A Destroy GRS-lG-la{

te—reutinre—agency—admini-strative— when $/9. when S0 | %4
~Fupctions.—Also—includes—background- oAbl Wiptanae
material. Lo cedo “’A““zyﬁﬂl

Toolirosd

FILE by origin, series number or in
chronological sequence.

5100-1-1 External or Non-Series Instructions

Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when §/0. when S/0.
or which originates within USDA but

V/ 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-94
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Appendix C
ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPCSITION
28l - . RECORD OFFPICE
FABQ;'EO: DESCRIPTION AND FILING INSTRUCTIONS oPI & b 1o OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
) £ ) @ 5 (3]
5100-2 Disposition of Real Property FMD
Use for material which is necessary Transfer N/A Destroy GRS-4-7
or convenient for the use of real to new upon
property sold, donated, or traded custodian disposi-
\// to non-Federal ownership, including, upon tion of
if pertinent as determined by the comple- property.
releasing agency, site maps and tion of
surveys, plot plans, architect's sale,
sketches, working diagrams, pre- trade, or
liminary drawings, blue-prints, donation
master tracings, utility outlet pro-
plans, equipment locations plans ceedings,
specifications, construction or ac-
progress photographs, inspection ceptance
reports, building and equipment of
management and maintenance records, purchase
allowance lists as well as duplicate money
copies of title papers. mortgage.
FILE by agency and location.
J0-3 Reports FMD
Excess real property. Submit N/A N/A GRS-4-3
~SE-115+
v FILE by agency and location. égﬁfﬁ*q‘/ /gé?
S/e
5100-4 | Project Control FMD 7R3is2,
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
/ FILE: Case file alphabetically by in which
title of project. the
project
is closed.

C-95

FORM IMD-18 {6/82)
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Appendix C
USDA/OIRM~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI- RECORD OFFICE
F}:C:"TION DESCRIP TION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
UMBER DISPOSITION FARC OFFICES AUTHORITY
i @ €] @ E] (I
5200 PERSONAL PROPERTY MANAGEMENT PPMD "
Use for material of a general nature Destroy N/A Destroy
which pertains to nonexpendable when 3 when 3
equipment, acquisition, maintenance yrs. old, yrs. old.
and disposal. Personal property
includes such items as furniture and
office equipment.
FILE by subject and agency if
applicable.
5200-1 Policy and Procedure £k4¢&“1ﬁjgw
a. Use—for—background—material—which—| Submit~ N/A y GRS-16-1&
documents—thedmportant aspects—ef—thed -SF=ti5- T
. rtmentat—poiicy
and—procedure.— A£%2£i%igzy lefgm; e
(ii_l;;ued
NOTE: See 3000-1-2 for disposition or T
of record copy of Departmental diat
directives.
will b
_ aken,
cose fileo) nbatod o ()
b, Use for Assugnces WhitH pertain Destroy N/A Destroy GRS-16-1J
to—rotutine—agency—administrative—-—— when $/8- when S/~ —c-&-d_
furettens—Alse—neludes—background—| irewaned dpnre
materials Afboue whoedy detusects w dhﬂh*?hﬂ a«¢44zz:5A!
aepacty) of the p&«zﬁquuhub ' tho
FILE by origin, series number or in
chronological sequence.
5200-1-1 External or'Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
V/ and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.

C-96

FORM IMD-18 (6/82)
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Appendix C
USDA/OIRM~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
§1a RECORD OFFICE
ION DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
~-mBER DISPOSITION FARC OFFICES AUTHORITY
n 2 ) @ RE) o)
5200-2 Personal Property Accountability PPMD
List/Index
Use for listings which provide a Dispose N/A Dispose NC1-16-
means for accounting for personal of when of when 77-6
v property. Includes master property updated. updated. Item 15
print-outs, station listings, working C—
capital and appropriated funds Sar é)
listings, etc,
FILE in chronological sequence.
5200-3 Reports PPMD
Use for material pertaining to Destroy N/A Destroy GRS 57@7
v inter/intra agency reports relating when 3 when 1
to excess and surplus personal yrs. old. yr. old.
property.
FILE by subject, agency, and state.
FonG-4 Project Control PPMD
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
v records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
. project is
closed.

FORM IMD-18 (6/82)
C-97
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Appendix C
USDA/QIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI— _ RECORD OFFICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPi & b 10 OTHER DISPOSITION
HUMBER DISPOSITION FARC OFFICES AUTHORITY
) 2 €] @ N 03
5300 SUPPLY MANAGEMENT - PPMD
Use for material of a general nature Destroy N/A Destroy
pertaining to the requisitioning and when 2 when 1
procuring of expendable supplies and yrs. old. yr. old.
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 Policy and Procedure PPMD Aluﬂzﬁﬂﬁifhv
a. Bse—for-background—materia—which—| Submit- N/A -ﬁest%gy GRS-16-1Q
documents—the—important—aspects—of—the—| SF=135.
development—of Departmental” policy
.and procedure %ﬁ¢44&4/mﬂﬂa/ s 5/6
NOTE: See 3000-1-2 for disposition D/@o
of record copy of Departmental C’vz
directives. \
ola
b. Use for +%5aaﬁeﬁs—thch-pertaﬂﬁ—to= Destroy N/A Destroy GRS-16-15{
Pﬁﬂ%TﬁE‘ﬁQEﬁCy’Hﬁm?ﬁ+%%?ﬁfTve-——“ w@en S when 50+ | w44
fypetionsT A0 1nC|udeS“background-~ lLagtanclds (Agrance
material, » - Lo
aayzocm664iwj 0{4%&/04¢MAMAZ» ;ZZLL*ﬁ%y o&aiIZiyﬁ
FILE by origin, series number or in
chronological sequence.
5300-1-1 | External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but is
not part of a formal Departmental
v/ directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.

C-98

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

Sl-
FiwATION
NUMBER

DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

OP1 &
DISPOSITION

TO
PARC

OTHER
OFFICES

DISPOSITION
AUTHORITY

(.

(2)

NE)

{4)

3

(6)

®5300-2

5300-3

Requisitions

Use for requisitions of supplies
and 2quipment.

FILE by requisition number and/or
agency.

Inventory Files

a. Inventory Lists

b. Inventory Cards

FILE by federal stock number or
classification assigned to each
supply item.

PPMD
STOCKROOM
COoPY
Destroy

2 yrs.
after
completion
or cancel-
lation of
requisi-
tion.

PPMD
Destroy

2 yrs.
from date
of Tlist.

PPID
Destroy

2 yrs.
after
discon-
tinuance
of item

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.

L

N/A

N/ A

Destroy
when
6 months
old.

N/A

N/A

GRS-3-9a
& b

GRS-3-10a

GRS-3-10b

C-99

FORM IMD-18 (6/82)
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Appendix C
USDA/OIRM~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI~ RECORD OFFICE
Fpllﬁa‘;lg: . DESCRIPTION AND FILING INSTRUCTIONS oPI & b 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
. @ 6] @ E (TR
[ J
5300-4 Reports - PPMD
Use for reports of survey files Destroy N/AE N/A GRS-3-10c¢c
and other papers used as 2 yrs.
evidence for adjustment of after
inventory records, not otherwise date of
covered in above categories. survey
action or
FILE in chronological sequence. date of
posting
medium.
5300-5 Stores Invoices PPMD
Jse for invoices or equivalent Destroy N/AL  N/A GRS-8-3
papers used for stores accounting when 3
purnoses. yrs. old.
FILE by invoice number and/or
| chronological segquence.
5300-9% Stores Accounting PPMD
Use for stores accounting returns Destroy N/AY  N/A GRS-8-4
and reports. when 3
yrs. old,
) FILE in chronological sequence.
5300-7 Working Papers PPMD
Use for work papers used in Destroy N/AY N/A GRS-8-5
accumulating stores accounting data. when 2
A\ yrs. old.
FILE in chronological sequence.
5300-3 Project Control PPMD
Jse fTor memoranda, reports and other Destroy N/AF Destroy GRS-16-7
records doc¢umenting assignments, 1 yr. when no
progress and completion of projects. after longer
the vr. needed.
FILE: Case file alphabeticaiiy by in which
title of project. the
project
is closed.

FORM IMD-18 (6/82)
C-100
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
Sl RECORD OFFICE
FioaTION DESCRIPTION-AND FILING INSTRUCTIONS oPI & L 1o OTHER DISPOSITION
NUMBER DISPOSITION FARC | OFFICES AUYHORITY
0 @ ) @ N %
5400 FLEET MANAGEMENT PPMD
Use for material of a general nature Destroy N/A] Destroy
v 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 PPMD égﬁgfggﬂ
d. H‘S‘E‘%‘r‘-"*ba\.%\@!uuud‘mq’ﬁtl -2t ~SabtE— N/A S oy GRS-16-1¢_
which documents—the Jimportant—aspects SE115-,
of—the—development—of -Denartmental {}uqaﬁyy
poliey—and—procedure~—- Lot Se
NOTE: See 3000-1-2 for disposition
of record copy of Departmental K?ﬂ
directives. Ct
5 JJ, §2
DY) 1 Aﬂ/g—a/tﬂ/ 4?)
b. Use for-#ssaalges—whéeh—ﬁeF%ain———_ Destroy N/A'l Destroy GRS-16-10d
~o—routine—agency—administrative—— when =576 when $/0+ |-
#ﬁﬂe%+0n&r——A+so-+nc1ud§3453228233nd . bfﬁfwwab ;jwkw44¢
. ial— (o) atrne LA
FILE by origin, series number or in
chronological sequence.
5400-1-1 External or Non-Series Instructicns
Use for material of a directional Destroy M/A § Destroy
nature which originates outside USDA when S/0. when 5/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
FORM IMD-18 (6/82)
C-101
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Appendix C
USDA/OIRM-ESD ASSISTANT SECKeTARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= . RECORD OF FICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSIT!
NUMBER DISPOSITION FARC OFFICES AUTHOR!
(N 2 ) (4) (5 >0
5400-2 Leasing . PPMD
Use for material which pertains to Destroy N/A} Destroy
obtaining authority to lease GSA when 3 when 3
vehicles or authority to lease yrs. old. yrs. old.
commercially for agencies serviced
. by 00. Also includes GSA approvals
J or disapprovals.
FILE by agency, subject and vendor.
5400-3 Surveys, Inspections and Reports PPMD & NFC
Use for material pertaining to
results of intra/inter-governmental Destroy N/A | Destroy
inspections, surveys, and reports. 3 yrs. 3 yrs.
(Does not include accident reports-- after after
see 5400-5). date of date of
./ report. report.
FILE by subject.
5400-4 Motor Vehicle Operations 0P '
Use for material pertaining to Destroy 3 N/A L N/A 5RS-10-7
individual employees' operation of yrs. after
government-ownad vehicles. including separation
drivers' tests, authorizations to of employee
use, safe driving awards, and other or 3 yrs.
related correspondence. after re-
cision of
NOTE: See 4600-3 for filing of authoriza-
operators permits. tion to
J operate
FILE by agency and alphabetically government-
by employee. owned
vehicle,
whichever
is sooner.
5400-5 Accident Reports opP
Use for material pertaining to motor Destroy N/A § Destroy bRS-10-5
J vehicle accidents. 6 yrs. 6 yrs.
after after
FILE by agency and alphabetically by case is case is
employee. closed. closed.

FORM iMD<-18 (v s

C-102
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ASSISTA’SECRETARY FOR ADMINISTRATION FILc/DISPOSITION PLAN

DISPOSITION ——
CLASSI- . RECORD OPFICE
\TION DESCRIPTION AND FILING INSTRUCTION s
BER LING RUCTIONS DISIESSII:ION ;rfnc ool-'TFﬂtggs °,{3",‘.’.§;;}$$
il @ Q) @ ) e ( —
5400-6 Gasoline Sales ) NFC
Use for material filed in support of Destroy N/Al Destroy GRS-6-7
paid invoices for credit card after when 3
purchases. GAO yrs. old.
FILE by agency in chronological audit or
v sequence. when 3
yrs. old
whichever
is sooner.,
5400-7 Project Control
Use for memoranda, reports and other Destroy N/AY Destroy GRS-16-7
v/ records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.

C-103

FORM iMD~18 (4/82)
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

CLASSI=
FICATION
NUMBER

DISPOSITION

RECORD OFPFICE

DESCRIPTION AND FILING INSTRUCTIONS

OPl &
DISPOSITION

F TO
FARC

DISPOSITION
AUTHORITY

{1

(2)

(3) (4)

T

5500

5500-1

5500-1-1

ENERGY MANAGEMENT

Use for material 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 projects.

(Wote: 6BPA_ hag copy

FILE Tn chronological sequence.

Policy and Procedure

-docunents—the—important—aspects—of—the-

a. MJse for background material—which—

development—ef—DBepartmentat—poticy ——
and—precedure. \Jgouanceo

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

. 1kt ()
b. Use for i hieh—pertatn—to-
retthRe—sgency administrative
fuﬂ€fﬁfﬂ%&r——AlSQ—ﬁﬂ€4Ude%—bﬂekgTUUﬂU—-

' aAf&a%fZﬂZL 0fv%€
FILE by origin, series number or in
chronological sequence.

External or Non-Serijes 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
directives system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

—SF=1T5.

OBPA
Submit

unhhv.qQ

Destroy
when S/0.

Destroy
when S/0.

N/A

N/A

N/A

N/A

Destroy
when 2

yrs.

Destroy

old.

when S/0,

GRS-16-1E=

cC
7/@{/ 37

GRS-16-14
&

C-104

FORM iMD-18 (6/82)
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Appendix C
USDA/CIRM=~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
KT ' RECORD OF FICE
25:\;?: DESCRIPTION AND FILING INSTRUCTIONS oPl & k To OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
o @ €D @ ) N
5500-2 Energy Conservation Reports OBRA .
Use for material pertaining to energy /9e4iz+q N/A | Destroy Ve
consumption, projected fuel (wAe) when 2 e
requirements, fuel availability and ::i:z:;?bu yrs. old. Z/goﬂﬁ3
storage capacity, boiler plant
equipment data, and similar reports. fvv
Included are energy information /u7&uuuug
reports, Department of Energy data
requirements, and information
collected for higher level agencies,
and related documents.
FILE by agency.
5590-3 Project Control
Use for memoranda, reports and other Destroy N/A § Destroy §RS-16-7
Y records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.

C-105

FORM IMD-18 (§/82)
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Appendix C
USDA/OIRM<IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI- RECORD OFFICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPi & b TO OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
() 2 (3) 4 5 e
5600 ENVIRONMENTAL PROTECTION £ VA+E
Use for general material pertaining '&Mﬁ” N/A ] Destroy ce
to action taken within USDA to 3%, when 1 7/51//53
reduce environmental pollution., yr. old.
FILE chronologically by agency and
lTocation.
5600-1 Policy and Procedure NR&E
a. Yee—Ffor—background—materiatl—which | Semmitiea~| N/A GRS-16-1&
documents—the important—aspects—of—the 4@,9751.47
develepment—ef—Departmental—policy—and—{- 2
-precedurer— \Iiwwanlog s/ KA
NOTE: See 3000-1-2 for disposition ce
of record ccpy of Departmental
directives. 7/‘2//5\3
cone ! /(,Q/ZﬂM/ 5‘0 [a,)
b. Use for -ch—pertata—to- W N/A} Destroy  GRS-16-1¢f
rout-tme—agency admimistrative o when $78+  j-e—f—e-
funetions—Atso—ineludes—-background—_ doccanco duance
material-—- Asod oletimente L G 5":7/’/
5600-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A 1 Destroy
nature which originates outside USDA when S/0. when §/0,
or which originates within USDA but
is not part of a formal Departmental
Y4 directive system. Includes comments
and other material on proposed and ——
axisting instructions.
FILE by origin, series number or in
chronological sequence.

C-

106

FORM IMD-18B (6/82)
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
§$im ‘ RECORD OFFICE
TION DESCRIPTION AND FILING INSTRUCTIONS oPI & b TO OTHER DISPOSITION
-wMBER DISPOSITION FARC OFFICES AUTHORITY
-— s
il ) NE] @ NE) ¢
~5600-2 Environmental Pollution Reduction NR&E
Use for material pertaining to A N/A{ Destroy
the criteria, practice, and 4242547cu%§»u when
. application of measures to prevent sle ov S/0 or
water, air, noise, or ground e 1w when no K75
pollution or to reduce such pollu- szbgbu Tonger
tion as may exist. Included are lo / needed. cc
inventories of sources of pollution, 7/21/%3
annual reports describing progress ;7%1/
in accomplishing objectives of Aﬁfb“”“%L
environmental pollution reduction
pians, and related or similar
documents.
L’A/aﬂb/f EFPH hosecrd oof/«/_l
FILE chronologically by agency and
Tocation.,
5600-3 Environmental Pollution Complaints NR&E
Use for material pertaining to ~ERPA— N/A § Destroy
complaints regarding alleged A§Q¢£;;7 when 1 R
environmental pollution by A ) yr. old. <c
agricultural activities. Included 4¢éZii 2/&;/33
are letters of complaint, investi- Cob "
gations, or studies; replies to
complaints; and similar or related }uxﬂ’ﬁzv“/
documents.
FILE chronologically by agency and
Tocation.
5600-4 Project Control
Use for memoranda, reports and other Destroy N/A { Destroy ERS-16-7
/ records documenting assignments, 1 yr. when no
progress and completion of projects. after Tonger
the yr. needed.
FILE: Case file alphabetically in"Which
by title of project. the
project
is closed.

FORM IMD-18 {6/82)



