REQUEST FOR RECORDG ISPOSITION AUTHORITY L LEAVE BLANK

3

(See Instructions on reverse) Lo e JOB NO.
o1=16=83~1
TO: GENERAL SERVICES ADMIN; STRATION - : 3 R e e
NATIONAL ARCHIVES AND. 'RECORDS SERVICE, WASH!N&TUPé nC 20408 .- . {DATE RECENED
1. FROM (AGENCY OR ESTABLISHMENT) . A ol I8=1e82

United :States Department of Aqrzcu1ture -

2. MAJOR SUBDIVISION
Office of the Seeretary '

. NOTlFICATION TO AGENuY

3. MINOR SUBDIVISION
Office of Informat1on Resources Management

4. NAME OF:PERSON WITH-WHOM TO CONFER ; . 541['1E7L EX2T7 . g - A‘ Y
IR -9272° 101183
Cherie Cozin/Joyce’HooksV S 447-8799 Date

ln accordance with the’provisions of 44 U. S.C. 3303a the disposal re.
2] aquest mcludmg amendments, is approved except for:items thai may
be_stamped d|sposa! not approved” or wuhdrawn in ¢pl w(ll

) Am‘umw{ thz'”m c'Smru

6. CERTIFICATE OF AGENCY REPRESENTATNE

I hereby certify that | am authorized to act for th;s agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this- Request of 107 _ page{s; are not now, needed for the business of
ttns agency of will not be- needed after the {etent jon penods specmed ) Coe

[] A Request for smmedaate dtsposal

@ B Request for dlsposal after a specnfled penod of tlme or request for permanent

. retention.

c. DATE\ e f

SIGNATURE OF AGENCY REPRESENTATIVE" - E. TITLE °

mmwﬂ@% RECORDS OFFICER -

B AT
|TEM NQ;"

. 8.. DESCRIPTION OF ITEM
(Wlth Inclusnve Dates or Retentlon Periods)

e
' SAMPLE OR

.10
JOB NO. ~ | ACTION TAKEN

This comprehens1ve records d1spos1t1on schedule. supersedes
all previously approved records schedules for the former
‘Nffice of Operations and Finance (previously referred

to as Office of Operations, NC1-16-77-6). Presently, this
file and disposition schedule covers the records for the
Offices of Administrative Services, Financial Management,

Eventually, this schedule will be expanded to include the
records of all offices which report to the Assistant
Secretary for Administration. Any records series created
subsequent to and/or not disposable by this schedule shall
be covered by supplementary records disposition authority
to be obtained from the National Archives and Records
Service.

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

Information Resources Management, Operations, and Personne}.

08k

115-107

NNES KB et 16-95-88 ko DM

13 Gy 'l by BTB, 13]15/83 ‘Dﬁﬁ M'Dgﬁi«vt

L5 wnIE, Ay, VR, WAL < Jofix (83T
L /e shett net neguid/

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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APPENDIX C
ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

ASAR 3040-1

DISPOSITION
N
ASSl= . RECORD OFFICE
‘;;'EO: . DESCRIPTION AND FILING INSTRUCTIONS " oms b 10 OTHER DISPC
_ DISPOSITION FARC OFFICES AUTI
W] @ €D @ €]
1000 ORGANIZATION, AUTHORITIES AND
FUNCTIONS
Use for all common use internal Destroy N/A Destroy
management files, including functions when 3 when 1
performed outside the filing office. yrs. old. yr. old.
May include correspondence or material
on the broad aspects of assigned
functions generally. Excluded are
records of a specific assigned
function, e.g., personnel, budget,
and accounting which are filed as
separate entities under their
appropriate categories.
FILE chronologically by subject.
1000-1 Policy and Procedure BIRECTORS—
a., Yse—for-background-material—whieh— | Submit N/A Destro .
d she=impor SF~t315. %ﬁﬁﬂ.mcmﬂh
development—of—Departmental—policy Deﬁ.m_j
cedure o . _4s-ﬁ-ssaed-
ISS‘/\.C\V‘C&S noh-reco COP‘QS 5 @(’Se (4 / -Or_i.me-.
(0FE+—See 3000-1-2 for disposition | obfolete drately Z 15
epartmental - -when—it— 7l
$s—known.
that—no—
_—action
-wi-l1—be—
| taken—
Gles LQJL +o (a
b. Use for i-(s/k-}%ea/ e ) Destroy N/A Destroy GRS-16— [
routine—agency—admintstrative when-S£6~ when 56— | e—-&—d—
furettonss—AtTso—in des—WMnd—g O:;Suamco, D(ff iss uance og
material ., above which do as pec estro<e Aestrayed. P35
cfF $he Awe'op memt of Yhe jssuance P ce
FILE by origin, series number or in 7/21/9’5
chronological sequence.
/1/07&6{.4/1;9/ 30—0@ J-2 ¢me
W
FORM M




September 10, 1982

ASAR 3040-1 . \
Appendix C A
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FIL E/DISPOSITION PLAN
DISPOSITION
 CLASSI- « , RECORD OFFICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS " oPla 1O OTHER 0ISPC
NUMBER DISPOSITION FARC OFPICES AUT!
1000-1-1§ External or Non-Series Instructions
e Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but is
not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin,°series number or in
chronological  sequence.
1000-2 Organization ;
v Use for material relating to PERMANENT. {N/A Destroy GRS-1€/13a +
organizational analysis and planning Offer to when S/0. & 13t
or changes in organization functions; NARS in ‘ CSANNJ)
documents relating to overall 5 yr.
functions and missions; and copies blocks
of organizational and functional when 20
statements, manuals, and charts. Also | yrs. old.
includes material pertaining to the
number of positions and grade
levels/series required to perform
program missions.
FILE alphabetically by major and minor
subdivisions. Ya ﬁg we -
1000-3 Delegations of Authority
v | Use for material on delegations of Destroy N/A Destroy
authority to identified positions when S/0. when S/0.
or persons, and temporary or
limited delegations to positions or
persons.
FILE chronologically by major and minor
subdivisions.
1000-4 Committees, Conferences, and
v Meetings
USe for official material pertaining Destroy N/A ] Destroy GRS 16
to particjpation in, or association —whan—3— when 1 jaa(a
withycommittees, conferences, and yre—otds yr. old.
meetings, including related 2 ’qﬁMJ
activities documenting the accom- 4e~%¢€ %
plishment of official boards, task of Comamitlaz,
forces, and work groups. ]
P FILE chronologically by -subiect s ST

c-2



ASAR 3040-1

September 10, 1982
’ Appendix C
USDA/OIRM=IMD ASSISTAN. o!CRETéRY FOR ADMINISTRATION FiL&.-OISPOSITION PLAN
DISPOSITION
CLASSI= _ RECORD OFFICE.
‘SATION . DESCRIPTION AND FILING INSTRUCTIONS " oPia . 10 OTHER DISP(
'MBER DISPOSITION FARC OFFICES AUT
= ) 3 (4) (5
1000-4-11 Interagency or International
Committees or Task Forces GRS /5/
v | Use for agendas, minutes, final SN TE- >
reports and recommendations from 126( 1
inter/intra agency committees or
task forces chaired by top
level employees.
NoFE—Office or—official
Fesponsible for the assembling_and
maintenance—oF—reports.,—records.—- 78
-and_other papers of the—committee __ cc /s
or—task—force=—rPermanent:-0ffer—to— - 7/21/83
NARS—S5—yrs+—after—termination—of—-—
cofmtttee—or task force.—Other—
-officestDestroy when 5/8-er—upon—
%em—ma@-en—of -member—smp—wm -chever—
is—soeners o whew il
FILE chronologically by committee.
1000-4-2 | Director's/Deputy Director's
v | Use for agendas, minutes, final Destroy N/A Destroy GRS /4/
reports, and supportive records when—2— 3 when 1 /2 é()[
relating to substantive functions yrs. old, yr. old.
of the agency. (Zm-rccod. ) Z,EMWC
FILE chronologically, by—committee.— fﬂ%
1000-4-3 D1'v1's1'ons/Bravnches/Sections'
Use for 1nternal staff meeting minutes | Destroy N/A Destroy GRS /¢
and supportive records below the when & 3 when 1 ja b( (5)
Directors level. yrs. old, yr. old.
ot Whew
FILE in chronological sequence. fo .
1000-5 Intradepartmental Relations ~BHRECTFOR~
v Use for material involving issues of —Submit [N/A Destroy
concern between USDA agencies. SFE—3i8 when-ae—
' . ,00,97&,97 IOIIgEI
NOTE: For Cooperative Agreements, (oA, o -needed.,
see 1300-2. Lorgin Cooie fta
FILE by agency and locations. f"’/ / , /u,gd,,(;,cJ@
FORM IM

C-3



ASAR 3040-1

September 10, 1982

Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASS|= . RECORD OFFICE
FICATION : DESCRIPTION AND PILING INSTRUCTIONS " oM L 10 OTHER DISPO
NUMBER oisposiTion | rarc | OFFICES AUTH
() 2 E1) T )
1000-5-11] Colocation Services
\ Use for material pertaining to the Destroy When N/A NC1-14
development of policies and pro- when 6 3 yrs 81-]
cedures and the monitoring and yrs. old. [old. X
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 cther Destroy N/A Destroy GRS-lé-'7
A records documenting assignments, 1 yr. when no
progress and completion of projects. after longer dv
the yr. _needed.
FILE: Case file alphabetically by in which
title of project. the
project is
closed.

C-4

FORM IMI



September 10 ~ 982 ASAR 3040-1
Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/ DISPOSITION PLAN
DISPOSITION
ASSl= . , RECORD OFFICE
ATION ' DESCRIPTION AND FILING INSTRUCTIONS " omla b 10 OTHE OISPO
JMBER DISPOSITION FARC | OFFICES AUTH
Nl @ €D @ (5) '
1100 MANAGEMENT IMPROVEMENT
: Use for material of a general nature Destroy N/A Destroy
which pertains to the evaluation when 3 when 1
and constant effort to improve yrs. old. yr. old.
the effectiveness of approved
programs and the efficiency of their
operations which are not described
elsewhere in this category.
FILE by program title.
1100-1 Policy and Procedure 2 ke
J a. ¥Yse—for-background—materiat-which—|—Submit— N/A GRS-l?/L~h9~
deeuments—the—important—aspects of the | -SF-—1i6- after—the e
development—of—Hepartmental—poeliey— ﬁﬁjj:fy _directive
and—procedurer— Jetuancoe, =/ 0 —is—issued
—or—imme=
NOTE: See 3000-1-2 for disposition -Hatel—
of record copy of Departmental ‘whenr—t-
directives. —is5—known-
that—no- étf: )
actiomr— /;_I ’ X}
wittbe
—takene
Cone neliti
b. Use for § —which—pertain— | Destroy N/A | Destroy GRS-16 — ldd
4ﬁyquaft+ne—ageﬂey—adm+ﬂ+stFatqve«——— when S8+ ,when—5/8+— | —e—4—d—
M.‘Qz/ e %fl
W
aaﬂu‘,w ,9#
FILE by origin, series number or in
chronological sequence.
1100-1-1} External or-Non-Series Instructions
: Use for material of a directional Destroy N/A Destroy
4 nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
FORM IMI

C-5



ASAR 3040-1
Appendix C
USDA/OIRM={MD

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

September 10, 1982

“DISPOSITION
CLASSI= , RECORD OF FICE T
FICATION i DESCRIPTION AND FILING INSTRUCTIONS " ome 10 OTHER DISP(
NUMBER DISPOSITION FARC OFFICES AUT
=0 2 ] 9 )
1100-2 Management Improvement Reports/
v Studies ’
Use for intra/inter agency management “Submit N/A Destroy GRS-16~
improvement reports/studies which . when no S
are submitted to the Office of o longer
Management and Budget. Also includes i A needed.
related analysis and feeder reports. 3722?”‘/ .
FILE by agency and subject.
1100-2-1} Qperation Costs
e Use for records of current operating Destroy N/A Destroy GRS-6~5 P/
costs and relationship of costs to when 3 when 3
function and performance. Includes yrs. old. yrs. old.
cost reduction and improved effective-
ness in operation.
FILE by FY. in chronological sequence.
1100-3 Project Control
Usa for memoranda, reports and other Destroy N/A Destroy GRS-16
® | records documenting assignments, 1 yr. when no ~
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project is
closed.
FORM IM

C-6
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ASAR 3040-1

Appendix C

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

|

DISPOSITION

ASSl=- ) RECORD OF FICE
‘;'g: . DESCRIPTION AND FILING INSTRUCTIONS " oPls L 10 OTHER DISP-
DISPOSITION FARC OFFICES AUT
i) @ 3 ) )
1200 PROGRAM PLANNING AND EVALUATION
Use for material pertaining to Destroy N/A Destroy
projected program planning, when 3 when no
implementation, and monitoring of yrs. old. longer
operating plans and goals. Also needed.
includes performance standards.
FILE alphabetically by major and
minor subdivisions.
1200-1 | Policy and Procedure A%ngV e
a. -Yse—for-background-material—— “Submtt—— N/A | Bestroy— GRS-1 '§ﬁ¥!¥
v which—documents—the—impertant-aspects—f SF1i5= Ffter—the c
of—the-development—ofDepartmental-— | Ocoteeq déreetive
policy—and—prociure, p when o fo” Js—issued
-or—imme=
NOTE: See 3000-1-2 for disposition —diately
of record copy of Departmental ~when—it- Y or
directives. Ss5—known- ce
—that fo 2fa1]52
__action_
—will—be-
) ‘
Aelite e Fo (o |
Use for 455ﬂ5¢:g:iw Destroy N/ A Destroy GRs-16- lol_
reﬁtTﬂE‘3gEHCY"HmeHTStTHtTVE—_'_““ when $£8+— when—S/6- =
fuae%ﬁong““ﬂﬁ@r“ﬁncludes*background (3o vo2 to (ftadt sl
mateeial— abrre civaaAMﬂv#' oﬂwdkv7p12- VP6¢%%?°7%4
FILE by or1g1n, series number or in
chronological sequence.
1200-1-1| External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
v | nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing .instructions.
FILE by origin, series number or in
chronological sequence.
FORM IM

c-7
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Appendix C
USDA/OIRM=IMD

September 10, 1982

ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
CLASS!|= . RECORD OFPFICE
Fp:ﬁ:‘;'&;* i DESCRIPTION AND PILING INSTRUCTIONS " ome L 10 OTHER DISPO
DISPOSITION FARC OFFICES AUTH
) (2 “(3) (4) (5 =
1Z200-2 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-
records documenting assignments, 1 yr. when rf
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.

c-8

FORM IMC



September 10, 982 - ASAR 3040-1
‘ Appendix C
USDA/OIRM~=IMD ASSISTANT SECRET_ARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
- asSla _ RECORD OF FICE
TION . DESCRIPTION AND FILING INSTRUCTIONS " omia L 10 OTHER DISPO:
BER DISPOSITION FARC OFFICES AUTH
N F2 ) @ G ~
1300 EXTERNAL RELATIONS Urkene
Use for material involving issues of ~BERECTORS | Sy,
concern to the Department and foreign PERMANENT. M4 Destroy NC1-16- ?27-
countries, States, and local Offer 0 oed | when 3 -6
governments; other Federal ARS % yrs. old. JItem 3le
departments; and both public and ?“’%.Dﬂ&
private organizations and institutions. »}Q%/c,,o, B
Also includes relations with the RTYEYLY
President and members of his staff and
Congressional committees, Members of
Congress and cooperative agreements
which are not located in other subjects
areas of the file plan.
NOTE: Microfilm of,\corré?pondence — {—> nei- 167,
to be destroyed when 3 yrs. old. b, Jr 3
(NC1-16-77-6, Item 31b).
FILE by org‘am'zation. _
1300-1 Policy and Procedure @«12737 whet?
a. Yse—for—background-material—whiech—| Submit- N/A ) GRS-16
deeumentstie—important—aspects_of the | SF~1157 & |
Wmmﬁwmow AQML«Z direetive
-ahad—procedure, Ts—% d
or—imme-
NOTE: See 3000-1-2 for disposition fog
of record copy of Departmental hen it ce
directives. is—~kneyn ,7/4//55
_ tat no
acts
wiTl=be
t
WW% () atorud]
b. Use for -%‘SS‘dﬁﬂees—Whﬂ-eh—peT—'an-n——_.: Destroy N/A Destroy GRS-16- |
+o—routitre—agency administrative when $/0—— when -S40 | e&d-
f &netﬂm‘ﬁ-so—'md‘udes—tfa’ck ground W et (R lasn -
FILE by origin, series number or in
chronological sequence.
FORM IMC

c-9



ASAR 30a40-1
Appendix C
USDA/OIRM=IMD

September 10,
ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

1982

CLASSI=
FICATION
NUMBER

———
RECORD OPFICE

o —y
DISPOSITION

: DESCRIPTION AND FILING INSTRUCTIONS

orl &
DISPOSITION

+ TO
FARC

OTHER
OFFICES

OISPO
AUTH

(N

(D

[E]

(4)

)

1300-1-1

1300-2

1300-3

External or Non-Series Instructions

Use for material of a directional
nature which originates outside USDA
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

Cooperative Agreements

Use for material relating to agree-
ments between USDA agencies;

between USDA and other Federal,

State and local agencies; and between
USDA and nonfederal organizations or
agencies and foreign countries. These
agreements relate to providing or
obtaining various types of support
services including administrative
facilities, payroll and similar
support on a onetime or continuing
basis; and on a reimbursable or
nonreimbursable basis. Includes
agreements, amendments, review comments
related correspondence, and similar
documents.

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

Legislative Proposals

Use for comments and other material on
legislative proposals.

NOTE: AIll 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 chronolog1ca11y by House and
Senate.

Destroy
when S/0.

(SEE NOTE)

N/A

N/A

Destroy
when S/0.

Destroy
2 yrs.
.-after
expira-
tion or
cancell-
ation of
agreement.

C-10

FORM IMI
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
; DISPOSITION

ALASSI= i RECORD OF FICE ‘

ATION - DESCRIPTION AND FILING INSTRUCTIONS " oma L 10 OTHER DISP

/MBER DISPOSITION FARC OFFICES AUT

i) @ €] @ 1 I —

1300-4 Public Relations Correspondence ECR

Use for general correspondence from Destroy N/A Destroy NCl-‘b

the public reflecting individual after 5 after 1 77- b

opinions pertaining to general yrs. yr. Item ;94/
programs of the Department not Jo
involving any administrative action

beyond the preparation of a form

reply. .

NOTE: Records from farm

organizations and other groups are

not included in this item since

such opinions are constantly referred

to by the Department in the formu-

lation of agricultural programs and

policies. For these records, see 1300.

FILE by control number and name.

1300-5 Alphabetical Name File ECR gﬂ%hﬁgFL

Use as a record and cross reference PERMANENT. ~ﬁ¥§; N/A NC1-16

of signed incoming and outgoing Offer;}p 77-6 _

mail addressed to/by Secretary and NARS' Item 3] 49

his immediate staff. g Mocka S

£ ao l«

FILE alphabetically by geographical 0LA- I8
location, addressee, title, cc
organization_or agency. 0/3[xs

1300-6 Project Control
Use for memoranda, reports and other Destroy N/A Destroy SR5-16"’7
. records documenting assignments, 1 yr. when no
A/ progress and completion of projects. after the longer
. yr. in needed.

FILE: Case file alphabetically by which the

title of project. project
is closed.
FORM 1)

c-11
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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 " oma b 10 OTHER DISPO
. NUMBER ‘ DISPOSITION FARC OFFICES AUT?
() 2 (2 @ 15 =
1400 PUBLIC AFFAIRS
Use for requests for information from Destroy N/ A Destroy NCl-16-
the general public and replies after 1 after 1 77-6
involving no administrative action, yr. yr. Item 3%
no policy decisions, and no special ok
compilations or research for reply, =
including requests for information
and inquiries to which replies are
made by printed or duplicated
material, requests for publications,
photographs and autographs, and
acknowledgements and replies; letters
of and concerning referrals to
other agencies for replies, request
for impression of Department seal,
etc.
FILE by control number, name, or subject
if app]icab]e.
1400-1 Polzcy and Procedure
Usa—for-packgrovnd-materdal which | Stubmit— N/A Destroy ﬂGRS~167
1mmamaents=%%a=4mpe#%aa%—ﬁspetts-ﬂf-%he-*SFv%%§. after the w ©
devetopment—ofDepartmentat—pottcy — 1»fé directive
ard—precedure— “gdaa —<in” /o is issued
or imme-
NOTE: See 3000-1-2 for disposition diately LB
of record copy of Departmental when it cC
directives. is known 7V§ﬁ/g3
that no
action
will be
taken.
.Cax&yéizi:,Azﬁaxzﬁz%é)c%)
b. Use for % h—pertain—- | Destroy N/ A Destroy RS-16- 1
ta routing rgemey—adminstrative — - when S0+, when S48+ PN -
functiens~—Also—inctudes_background Lgdvnmncl & Ladanes
aterial- atvne ﬁé&ﬁét&yﬂﬁa / ]
A {%w ﬁ&ﬁZL&?@{
FILE by cr1gwﬁv series number or in
chronological sequence.

C-12

FORM IM



September 10, .82

ASAR 3040-1

C-13

Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
$Sl= ) RECORD OFFICE
N UD:;'EO: . DESCRIPTION AND FILING INSTRUCTIONS ore b 10 OTHER DISPC
DISPOSITION FARC OFFICES AUTI
) 2 E) (@) (5)
- 1400-1-1]1 External or Non-Series Instructions
/ Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or
chronological sequence.
1400-2 Informational Releases
Use for copies of formal Destroy N/A Destroy
v informational releases and when no when no
publications, press conference longer .longer
transcripts, official speeches, needed. needed.
and indexes thereto. ' :
FILE alphabetically by author or
originator.
1400-3 Project Control )
Use for memoranda, reports and other Destroy N/A Destroy IGRs-16- 17
v records documenting assignments, 1 yr. when
progress and completion of projects. after no longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the project
is closed.
FORM IM



ASAR 3040-1 September 10, 1982
Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASS|= . RECORD OFFICE
_FICATION © DESCRIPTION AND FILING INSTRUCTIONS " oma L 10 OTHER DISPC
NUMBER DISPOSITION rarc | OFFICES AUT
) 2 D @ 5
1500 LEGAL AFFAIRS AND PROCEEDINGS
Use for material of a general nature Destroy N/A Destroy
which pertains to hearings and when 3 when 1
other legal proceedings before the yrs. old. yr. old.
Department of Agriculture which
are not described elsewhere in this
category.
FILE in chronological sequence.
1500-1 | Policy and Procedure m
3. Submi NA | Bestroy  |aRs-16/ 1
deenments—the=importamt—asyores=ri—tie . —after- /e
devetepment—of-—Departmental—policy— o the—
and=proesdure. \Loduanco,, e sf0 —d$rective—
5 Tssued—
NOTE: See 3000-1-2 for disposition -Or—iHmea
of record copy of Departmental —diataly Yo
directives. when—Ht— cC
_is—knrewn 7VAJ&3
that—ne
—action-
. wili—be
, Aakens
Cae welie o Fo (a)
b. Use for 4 i ep%a+n—-_~ Destroy N/A | Destroy GRS-16-) L.
to—reutine—agency administrative when 576+ when -$40~ | 4~
fUﬂctTuns-——ﬁﬁ1§r—+ﬁe¥udes-background_ﬁ Llusnce v LgAprante
FILE by orwg1n series number or in
chronological sequence.
1500-1-1 | External or Non-Series Instructions
/| Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when 3 when 1
or which originates within USDA but yrs. old. yr. old.
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
— — ' FORM In

C-14
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September 10 782
- Appendix C
USDA/QIRM=IMD ASSISTANT S!CR!TQRY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
ASSI= . RECORD OF FICE -
..uﬂlg: " DESCRIPTION AND PILING INSTRUCTIONS Iou ::s.#mu . T0 OTHER DISP
FARC OFFICES AU"
) 2 3 @ &)
1500-2 Legal Decisions
Use for decisions and agency Destroy IN/A Destroy
comments on GAQ, 0GC, or other when 3 when 1
formal decisions and opinions. yrs. old. yr. old.
FILE alphabetically by origin and
document number.
1500-3 Project Control
/ Use for memoranda, reports and other Destroy IN/A Destroy GRS-16*7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.
FORM 1/

C-15
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USDA/OIRM=IMD ASSISTANT S!CR!TQRY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= ‘ . RECORD OFFICE
FICATION . DESCRIPTION AND PILING INSTRUCTIONS " oPia L 10 OTHER 0ISPO
NUMBER DISPOSITION PARC OFFICES AUTH
) @ - N S N AN IS
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 chrono]og1ca1
sequence.
1600-1 Policy and Procedure - MRMD, FMD -
) : & 0&TD ’Qa‘ﬁzs“/‘é’;"{“

pieh=documentothe—important—specis—| ~Submit | VA | -Bestroy- GRMEV%
v | .afthe—development—ef-—Departmental . =tt5s le
policy—and—procedure, ;52;%31% ] j

trben %ﬁ?

NOTE: See 3000-1-2 for disposition © OF

of record copy of Departmental . iately fﬁg
directives. when ce
g Known |/ fE>

i 0
tha
-tisn

. W P:]
Caqgl &-/MMW
b. Use for + —wﬁﬁch—per%aia-; Destroy N/A Destroy GRS-16flC{
} i when ~ when~§¢e~ﬂ- ~—&-d____
aekground

ﬁune%4fnﬁr——*ﬁ%ﬁe~4ﬂe%aées—b
FILE by or1g1n, series number or in
chronological sequence.

e

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/0. when S/0.
or which originates within USDA but is
not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

FORM. IMC
C-16
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USDA/OIRM=IMD ASSISTANT S!CRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
$S$i=m . RECORD OFFICE
’ncn ' DESCRIPTION AND PILING INSTRUCTIONS or s b 10 OTHER DISPO
MBER DISPOSITION FARC OFFICES AUTH
i) @ @ ] <
~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.
FILEC by subject.
1600-2-1 Equipment Service FMD
T%E“%E?’ﬁEfEFTET“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.
1600-2-3 Operational Files FMD
T%E‘Tor materia] pertaining to Destroy N/A N/A GRS-lZ-‘3cu
message registers, logs, when 6
performance reports, daily load months
reports, and related and similar old.
records.
FILE in chronological sequence.
1600-2-3] Communicatien Statements NFC
USe Tor 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 i and Locator Service FMD
g%gg$%gr%ﬁrrégvbﬁﬂéﬁtﬁT'TﬁFm§ and Destroy N/A N/A GRS-11 - 3
other records pertaining to the 2 months
compilation of directory service after
listings. issuance
: of
FILE alphabetically by name and/or listing.
agency.
FORM IMC

c-17
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

C-18

DISPOSITION
CLASSI= . RECORD OFFICE |
R A i DESCRIPTION AND FILING INSTRUCTIONS " oma L 10 OTHER DISP!
DISPOSITION FARC OFFICES AUT
) @ €] @ iR
1600-3 Printing, Reproduction, and Distri- MRMD
bution Services -
Use for general material pertaining Destroy N/A Destroy
to the printing, binding, duplica- when 3 when 1
ting, and distribution of printed yrs. old. yr. old.
matter which does not fit elsewhere
in this category.
FILE by agency and job number.
1600-3-1} Project Control MRMD
Use for material pertaining to the Destroy N/A Destroy GRS-13—3¢
execution of printing, binding, 1l yr. when 1
duplication, and distribution of after yr. old.
jobs. Includes requisitions, bills, after
samples, manuscript clearances, and comple-
related papers. Does not include tion of
(1) requisitions on the Public’ job.
Printer and related records; and
(2) records relating to services
obtained outside the agency.
NOTE: For obligation copy of )
documents, See 5000-2d.
FILE by requisition number.
1600-3-2} Project Planning ‘f
Use for material pertaining to Destroy N/A N/A GRS-13 -3
planning and other technical matters. when 3
yrs. old.
NOTE: Control registers pertaining
to requisitions and work orders are to
be destroyed 1 yr. after close of FY
in which compiled or 1 yr. after
filling of register, whichever is
applicable. (GRS-13-4)
1600-3-3} JCP Reports O0GPA
Use for reports to Joint Committee . Destroy N/A Destroy GRS~13-&7“
on Printing regarding operation of when 3 1 yr. & 6b
Class A and B Plants and inventories yrs. old. after
of printing, binding, and related date of
equipment in Class A and B Plant report.
or in storage.
FILE in chronological sequence.
FORM I
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Appendix C
USDA/OIRM=~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
5 DISPOSITION
" ASSle . RECORD OFFICE
,};'.?: . DESCRIP TION AND FILING INSTRUCTIONS orl s L 10 OTHER DISPC
DISPOSITION FARC OFFICES AUT!
4] 2 ) @ 5
1600-3-4| Mailing Lists MRMD
Use for material pertaining to Destroy N/A Destroy
requests for changes in mailing list. after when
appropri- change
ate re- is
vision com-
of mail- pleted.
ing list.
1600-4 Space Management FMD
Use for material pertaining to the Destroy N/A Destroy
general management of space not when 2 when 2
described below. yrs. old. yrs. old.
FILE chronologically by agency and
location.
1600-4-1] Space FMD
Use for material pertaining to Destroy N/A Destroy GRS-ll—-f?OJ
the allocation, utilization, and 2 yrs. 2 yrs.
release of space. Includes building after after
plans used in space planning, termina- termina-
assignments, and adjustments. tion of tion of
assign- assign-
FILE chronologically by agency and ment, or ment, or
location. when lease when
is cancel- lease is
led, or cancelled
when plans or plans
are S/0. are S/0.
1600-4-21} Reports FMD
'UE%‘TBF material pertaining to Destroy N/A Destroy GRS-11 - 2 72
reporting of occupied space in when 2 when 1 (1)-(2)
Metro Area and field locations. yrs. old. yr. old.
FILE in chronological sequence.
1600-5 Maintenance FMD
Use for material pertaining to Destroy N/A Destroy GRS-11- 5
building and equipment maintenance 3 months 3 months
services, excluding fiscal copies. after after
, work per- work
NOTE: For fiscal copy, see 2200-2-1. formed or performed
requisi- or
FILE by agency and location. tion can- requisi-
celled. tion
can-
celled.
FORM IMi

C-19
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USDA/OIRM=IMD ASSISTANT SECRET’RY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION

T ————
CLASSI= . RECORD OFFICE

FICATION ; -
NUMBER i DESCRIPTION AND FPILING INSTRUCTIONS orls

l T0 OTHER L DISPC
DISPOSITION FARC OFFICES AUT;

n @ E) @ 5

1700 INVESTIGATIONS AND AUDITS )
Use for material pertaining to (SEE NOTE)
internal and external investigations
or audits of xnown 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 4660=210-2.)

Hovo - 9-2
NOTE: Offices responsible for
preparing the material will retain
the file 3 years and destroy copies
when no longer needed. £xternal
imvestigatdve/audit—rocords—witi—be—
disposed—ef—per—the—originating
ageney—s—dispesttion—schedute.

FILE by organization in chronological
sequence.

1700-1 Policy and Procedure 52@4,4}5

a. ‘Yse—for—background—material—which—| Submit- N/A GRS-16“L§%%
~doctuments—the—important—aspects—ofthe. | —SF=T157"
development_of Departmental—pel-iecy— KQeaiaf7

s/
NOTE: See 3000-1-2 for disposition of Rt
record copy of Departmental e
directives.
1751/525
a n
wi
Cane Aelarted. Lo A
b. Use for < h4ch—9en%a+ﬁ—- Destroy N/A Destroy GRS-1€ ~ |
t : trative— when ~S/0+ when $/0.- ~e—t—d—
funct4ensv~_AJ Gludei;22i§3f3;230¢n,izﬁ Lagenncy. (£3¢L4Ao¢e
7 4
el of, %”‘”W”M o e TR btk
FILE by or1g1n, series humber or 1n
chronological sequence.
FORM IMi

C-20
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USDA/OIRM-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION -
~ o <Sl- o RECORD OFFICE
' 'ON ' DESCRIPTION AND FILING INSTRUCTIONS Y ITY L 10 OTHER DISPOSITION
: ER oisPosITIoN | Parc | OFFICES AUTHORITY
ey - - -
) @ Q) @ (8 ®
1700-1-3 External or Non-Series Instructions
- Use for material of a directional Destroy N/ A Destroy
nature which originates outside USDA when S/0. when S/0.
v/ | or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
1700-2 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
V| records documenting assignments, 1 yr. when no
progress and completion of projects. after lTonger
' the yr. needed.
FILE: Case file alphabetically in which
by title of project. the
project
is closed.

FORM IMD-18 (6/82)
c-21
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASS|= ) RECORD OFFICE
F;CAT‘ON : DESCRIPTION AND FILING INSTRUCTIONS " oPI& L 10 OTHER DISPOSIT!
Nt DISPOSITION FARC | OFFICES AUTHORIT
(0 2 13) @ . [N,
1800 EMERGENCY PREPAREDNESS AND
CONTINGENCY PLANNING N/ :
Use fowm&evqwtﬁ%m Destroy Jyw{N/A —Bes*t-{oy CRS
the formiiatioh and mplementation Wi when—S/0+ wher—
of plans (such as evacuation plans) aftr Lpenande S£64
for protection of life and property o x ”f:j
during emergency cond1t1ons. -
St OGPA hao ‘fhe Aceom Cofuftz b T

FILE in chronological sequence.

1800-1 Policy and Procedure
a. -gsefor background—materdat=whichz | Submit- N/A

GRS-16-1&c

devel Cymclll, of Ucpcl tmentat po1iCy M""Z
j
FRé—procedure, Jeomn — L her S/

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

L4uL£—AQZuy,A4ZQA&JL )
b. Use for +ssuanees—wirith—pertain—to—|—Destroy N/A Destroy GRS-15-160_
rettire—agency—admintstrative — when—$/6+ when Sffh— ———d—
funettons—also Inciudes™background Lodesa wee %
\ma%e¥+a4 a aﬁvma which dotuned] ”Vaasaﬁyuﬂ ’?4
LAdr el R -

FILE by o ‘]291n, series number or in
chronological sequence.

1300-1-1] External or Non-Series Instructions
Use for mateérial of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
/| or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.

FILE by origin, series number or in
chronological sequence.

FORM IMD-18 (6/82)

C-22
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DISPOSITION

- —
“SSl= . RECORD OFFICE
‘g'é’: . DESCRIPTION AND FILING INSTRUCTIONS oPl & b 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
i @ €1 @) I [
1800-2 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
V// records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in
title of project. which
the
project
is closed.

C-23
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION —
CLASS!~ . RECORD OFPICE
F;CAT'ON . DESCRIPTION AND FILING INSTRUCTIONS " oPI& L 10 OTHER _ DISPOSITION
UMBER DISPOSITION FARC OFFICES AUTHORITY
{1 (2) (3 (4) (5 (6)
2000 BUDGET DEVELOPMENT, PRESENTATION,
AND EXECUTION ' BS
Use for material of a general nature Destroy N/A Destroy
JH which pertains to the preparation, 3 yrs. 3 yrs.
development, review, adjustment, after after
submission, and approval of the close close
budget. Includes reports, schedules of FY. of FY.
charts, estimates, and related
documents which do not fit
el sewhere in this category.
FILE by agency.
2000-1 Policy and Procedure BS
a. Use—fer—tackgroundmaterial—which— Submit— N/A GRS-16-14&g
deeﬂments—thé‘ﬂﬁﬂiﬁﬁiﬂTr‘a§vécts-of-%he-~jg?ﬂﬂé&
d ot Departmental ey >
J ‘e¥e+0pme peruand::ryluy Uwzfif;7o
NOTE: See 3000-1-2 for disposition p=
of record copy of Departmental cC
directives. >
1)@l

b. Use for j es—which—pertain— | Destroy N/A | Destroy GRS-16-1cAL

te—routine agency administrative when S48 when S0+ e~
functions—Also—includes—background— et Hlnnete
material— (&) abore oo, & Lt ‘“?w»fl

FILE b rigin, series numper or in

chronological sequence.

2000-1-1{ External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside when S/0. when S/0.
/| USDA or which originates within USDA
but is not part of a formal
Departmental directive system.
Includes comments and other material
on proposed and existing
instructions.

FILE by origin, series number or in
chronological sequence.

FORM IMD-18 (6/82)

C-24
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

$Sl=
TION
~ NUMBER

. DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

" OPI&
DISPOSITION

10
FARC

OTHER
OFFICES

g

DISPOSITION
AUTHORITY

(h

2

(4)

5

_{8)

- 2000-2

v

2000-3

2000-3-1
v/

Planning and Development

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

NOTE: Working papers and background
material are to be destroyed 1 yr.
after close of FY covered by the
budget. (GRS-5-4).

FILE by agency.

Submissions and Approvals

Use for material concerning
submission of budget estimates to

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

FILE by review organization if
appropriate.

Appropriatiohs and Funds

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

FILE by agency and subject.

BS & FAD
Destroy
when no
longer
needed.

N/A

N/ A

N/ A

Destroy
when no
longer
needed.

GRS-5-2a ‘#

—

C-25
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION —
CLASSI- ~ ____RECORD OFFICE | -
. FICATION © DESCRIPTION AND FILING INSTRUCTIONS " oPI& k10 OTHER DISPOSITION
. NUMBER DISPOSITION FARC OFFICES AUTHORITY
(0 (2) 3 @ ) N
2000-4 Execution BS
Use for material pertaining to Destroy N/A Destroy
approved budget implementation and 10 yrs. 10 yrs.
& the maintenance of financial after after
controls over appropriated funds. close close
Include apportionments, allocations, of FY. of FY.
allotments and workplans, obligations
and outlays, ceilings, requirements,
reimbursements, and nonappropriated
funds.
NOTE: Include here financial data
only if it is directly budget
supportive. Use 2200 for regular
accounting documentation.
FILE by agency.
2000-5 Reports
a. Annual reports on the status of Destroy N/ A Destroy GRS-5-5a
e appropriation accounts and when 5 when 5
apportionment. yrs. old. yrs. oid.
b. All other reports. Destroy Destroy GRS-5-5b
3 yrs. 3 yrs.
FILE by subject and agency. after after
the end the end
of the of the
FY. FY.
2000-6 Project Control
Use for memoranda, reports and other Destroy 1  N/A Destroy GRS-16-7
¢ records documenting assignments, yr. after when no
progress and completion of projects. the yr. in longer
’ which the needed.
FILE: Case file alphabetically project
by title of project. is closed.

C-26
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DISPOSITION
i$1= _ RECORD OFFICE
(10N . DESCRIPTION AND FILING INSTRUCTIONS oPI & T0 OTHER DISPOSITION
rwMBER DISPOSITION FARC OFFICES AUTHORITY
0 @ € @ o o
2100 - FINANCIAL MANAGEMENT FM
Use for material pertaining to Destroy N/A Destroy
v/ | overall financial management when 3 when 1
activities not specifically described yrs. old. yr. old.
in the following categories.
FILE by subject in chronological
sequence.
2100-1 Policy and Procedure FM
a. Use—for—background—materiat—which—| -Submit— N/A GRS-16-1g
d@sumeﬂ%s—%he-iuuxnﬁaan&—aspee%&—eﬁ—%he— S5
demvlagnene—eﬁ—gepan%menf— ol-ie 4964274°7
and precedure— W Y toten 5/0/
NOTE: See 3000-1-2 for disposition
V/ of recqrd copy of Departmental
directives. szg
cC
7/&// 5
1%LZ¢Q),41uL&éaéb ras
b. Use for +€§H@ﬂ£&&4m¥H§%ﬁ%¥%&4ﬂ—— Destroy N/A Destroy GRS-16-1cA_
to—routinme—agencyadmini-strative- when S/0. when S/0. o
F&ﬁ&%+0ﬂ$“7?ﬂTEFﬁﬂC4ﬂdeS—ba€kgt@und—_~
material— @
%@/ M
FILE %@ origﬁn, 7S¢ fumber or in
chronological sequence.
2100-1-1} External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
J is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.

(e}

nY
~

FORM IMD-18 (6/82)



ASAR 3040-1 September 10, 1982
Appendix C
USDA/OIRM=IMD ASSISTANT SECRET_ARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI=- . RECORD OFFICE
FRBER. © DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSIT!
DISPOSITION FARC OFFICES AUTHORIT
i) @ €] @ 3 (T
2100-2 Financial Priorities M
Use for material pertaining to the Destroy N/A Destroy
status or activities of all financial when 3 when 1
priorities. yrs. old. yr. old.
J FILE by agency and chronological
sequence.
2100-2-1} Cash Management FM
: Use for material which pertains to Destroy N/A Destroy
the effective management of the when 3 when 1
Government's cash which encompasses yrs. old. yr. old.
cash advances and cash held outside
j the cash account of the Treasury.
FILE by agency and chronological
sequence. :
2100-2-21 Debt Management FM
Use for material which pertains to Destroy N/A Destroy
the effective management of amounts when 3 when 1
owed to the Government which includes yrs. old. yr. old.
analyzing the status of Government
receivables in terms of delinquencies,
‘l age of delinquencies, write-offs, and
expected future losses.
FILE by agency and chronological
sequence.
2100-2-3] Internal Controls FM
Use for material which pertains to Destroy N/A Destroy
the plans of organizations and all when 3 when 1
\ the coordindted methods and measures yrs. old. yr. old.
‘ adopted by an agency to safeguard i
assets, check the accuracy and
reliability of accounting data,
promote operational efficiency, and
encourage adherence to prescribed
managerial policies.
FILE by agency and chronological
sequence.

C-28
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‘St
ION
. ..«BER

. DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OF FICE

" oPl&
DISPOSITION

- TO
| FARC

DISPOSITION
AUTHORITY

—

(1

2

3)

(4)

(6)

-2100-2-4

2100-3

c1J0-3-1

2100-3-2

J

Government, Commercial, and Industrial

Activities (A-76)

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

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

FILE by agency and chronological
sequence.

Financial Systems

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

FILE by agency and chronological
sequence.

Systems Development

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

FILE by agency and chronological
sequence.

Systems Review and-Analvsis

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

FILE by agency and chronological
sequence.

FM

Destroy
when 3

yrs. old.

M
Destroy
when 3

yrs. old.

FM
Destroy
when 3

yrs. old.

FM
Destroy
when 3

yrs. old.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

C-29
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USDA/OIRM=IMD ASSISTANT SECRET_ARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI— _ RECORD OF FICE T
FICATION . DESCRIPTION AND FILING INSTRUCTIONS " oPI& L 10 OTHER DISPOSITIC
. NUMBER DISPOSITION FARC | OFFICES AUTHORITY
il ] €] @ €] o
2100-4 Project Control - FM
Use for mermoranda, reports, and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
x the yr. needed.
FILE alphabetically by title of in which
project. the project

is closed.

FORM IMD-18 (6/82)
C-30
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DISPOSITION

. ]
351= , RECORD OFFICE
1 .-ATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
) @ Q) @) ] I
2200 FISCAL MANAGMENT AND ACCOUNTING FAD
Use for material of a general nature Destroy N/A Destroy GRS-6-5a ondL L
, which pertain to fiscal management when 3 when a_
/ and accounting which does not fit yrs. old. yr$g,0ld.
elsewhere in ths category. f@ﬁ; )
: SVEYLE]
FILE by subject in chronological
sequence.
2200-1 Policy and Procedure FM, FAD, é%ﬁiﬁi?‘hy%
a. Jdsefor—bac atera & WCF N/A Bestreo GRS-16-1i
w&iguzﬁﬁéaiégggiﬁigfg;Egrtant—aspeegs Stbait a
of-the—development of Departmental ~SF=1+5- t
policy and—precedure. Jedwarcear A§h4154*7 directie
J Whi— s/o i&_issued
NOTE: See 3000-1-2 for disposition '
of record copy of Departmental -
directives.
cC
77&//33
caae U weliHte l H-
b. Use for j ] i Destroy N/A Destroy GRS—16-IC{
to—routime—dgency admini-strative wben SH= when=548+ | ¢ & 4
funetieﬁ51-—f§H§T—+nc+udes~%ﬁﬁﬂ¢gr und u{;e%jt2::€£§%447 i:jh*‘/ndjbﬁéz
aaterial: (a) atfwne < L I
FILE by origin, series number or in
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/0. when S/0.
/| or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
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DISPOSITION
CLASSI= ' [ RECORD OFFICE
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DISPOSITION FARC OFFICES AUTHORITY
- —— — e
0 2) ) (4) (5 5]
2200-2 Accounting Operations
Use for material of a general nature Destroy N/A Destroy GRS-6-5
which pertains to accounting for and when 3 when 2 aé&b
disbursing of funds, including yrs. old. yrs. old.
obligations, control of expenditures,
availability and transfer, and
/ advancement of funds etc.
FILE by agency and subject if
applicable.
2200-2-1| 0Obligations FAD & NFC
Use %or material pertaining to Destroy 6 | N/A Destroy GRS-6-1
routine accounting records of allotted| yrs., 3 when 3 a&b
fund obligations subsidiary to the months, yrs. old.
/ summary allotments status records. after
' Include obligation estimates paid and period
unpaid and classified expenditure covered
listings. by
account.
FILE by agency.
2200-2-2| Reimbursements and Refunds FAD & NFC
Use for material pertaining to sumnary | Destroy N/A Destroy GRS-6-1
records of transferred and received 6 yrs., when 2
funds deposited for goods or services 3 months yrs. old.
/ and claims. after
. period
FILE by agency and subject. covered by
account.
2200-2-3| General Funds FAD & NFC
Use for material pertaining to avail- Destroy N/A Destroy IGRS-6-4
\) ability, collection, custody, and when 3 when 3
deposit of funds including appro- yrs. old. yrs. old.
priation warrants and certificates
of deposit.
FILE by agency and subject.
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i} D ] @ ©) (IR
. 2200-2-4} Codes : FAD & NFC
Use for material pertaining to code Destroy N/A Destroy GRS-6-5b
numbers used in the accounting system, | when 3 when 3
such as Cost Responsiblity Center yrs. old. yrs. old.
N4 (CRC) Codes, Subcenter codes,
applicant codes, establishement codes,
budget object codes, etc.
FILE by agency.
2200-2-5] Financial Reports FM & NFC
Usé tor agency financial reports. Destroy N/A Destroy
o when 3 when 3
FILE by agency and subject. yrs. old. yrs. old.
2200-3 Payments FAD & NFC
Use for material pertaining to the Destroy N/A Destroy GRS-6-1
amounts disbursed to payees. A yrs. 3 yrs. aé&b
J and 3 after
FILE by agency, individual name, or months the
firm. after period
period of the
covered account.
by the
account.
2200-3-11] Checks ) FAD & NFC
Tseé for material pertaining to checks Destroy N/A Destroy GRS-6-4
issued, stolen, misplaced, mutilated, when 3 when 3
or destroyed. yrs. old. yrs. old.
FILE by agency and individual nrame.
2200-3-2 | £xpenditure Posting and Control FAD
tE%;17ﬁ*Tﬁﬁ?fTﬁ§”Eﬁ§“66ﬁfFﬁT7ﬁ§i1a Destroy N/A Destroy IGRS-7-4
V/ which supports the general ledger. when when 2
yrs. old. yrs. old.
FILE by agency.
NFC GRS-6-1a
Destroy 6
yrs. and 3
months
after
period
covered by
the
account.
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2200-3-3 Disbursements ‘ FAD & NFC
Use for material pertaining to Destroy N/A Destroy GRS-6-1
allotted fund disbursements, i.e., 6 yrs., when 3 a&b
copies of SF-1166 listings of 3 months yrs. old.
J Department of Treasury checks issued after
' as payment for purchased goods and period
services, contracts, etc. covered
by
FILE by agency. account.
2200-3-4f Fiscal Irregularities FAD & NFC
Use for material pertaining to Destroy When{ Destroy NC 1-16-
accounting authorization irregular- when 15 5 when 1 77-2
ities. yrs. old. {yrs. yr. old. Item 8
J old.
FILE by agency.
2200-3-5f GAO Exceptions FAD & NFC
Use for material pertaining to General Destroy N/A Destroy GRS-6-2
Accounting Office notices of excep- 1 yr. when 1
tions, formal or informal, and after yr. old.
related correspondence. exception
has been
N| FILE by agency. reported as
cleared by
GAQ.
2200-3-6] Certificates of Settlement FAD & NFC
Use for material pertaining to copies Destroy N/A N/A GRS-6-3a
of certificates covering closed 2 yrs.
account settlement, supplemental after
ES settlements, and final balance date of
settlements. Certificates covering settlement.
periodic settlements are to be
destroyed when subsequent certificates
of settlements are received.
(GRS 6-3b)
FILE by agency.
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2200-4 Billings/Collections FAD & NFC
Use for material pertaining to Destroy 6 |N/A Destroy GRS-6-1
e billings, collections, fees, yrs., 3 when 3 aé&b
collection schedules, and delinquent months yrs. old.
accounts. after
period
FILE by name of vendor. covered by
account.
2200-4-1 | Deposits NFC
Use for material pertaining to Destroy N/A Destroy GRS-6-1
deposits. 6 yrs., 3 when 3 a&b
months yrs. old.
\/ FILE by name of vendor. after
period
covered
by
account.
2200-5 Payrol] 0P, NFC
Use for general correspondence Destroy N/A Destroy GRS-2-2
pertaining to payroll preparation and when 2 when 2
processing and including stop payment, | yrs. old. yrs. old.
requests for back pay, Tump sum
payments, levies and garnishments,
final salary check list, and severence
v/ pay.
FILE by subject in chronological
sequence.
2200-5-1 | Payroll Preparation & Processing NFC & FAD
Use for material pertaining to payroll Destroy N/A Destroy NC 1-16-
control services, including payroll after GAO when 2 73-1 and
surmary control and certification audit or yrs. old. NC 1-16-
control documents which include all when 6 79-5
source documents used to authorize yrs. old
or change payments to payees. whichever
Included is the preparation and is sooner.
v orocessing of T&A's and logs which
support time and attendance.
FILE by agency and alphabetically by
employee.
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2200-5-2] Levy and Garnishment PER & NFC
Use for official notice of levy or Destroy N/A Destroy GRS-2-23
v garnishment (IRS Form 668A or wheng when 2
equivalent) change slip, workpapers, yrs. old. yrs. old.
correspondence, release and other
forms, and records relating to
charges against retirement funds or
attachment of salary for payment of
other debts of Federal employees.
FILE in OPF.
2200-5-3} Payroll Changas NFC
Use for material pertaining to payroll Destroy Destroy GRS-2-15
changes slips, exclusive of those of when 1 months a&c
the OPF. related after
records end of
"d FILE by social security number and are pay
in chronological sequence. audited period.
by GAO or
when 3
yrs. old,
wihichever
is sooner.
2200-5-4 | Reports FAD & NFC
Use for workload and personnel Destroy N/A Destroy GRS-2-17a
management reports or data which when 2 when 3
pertain to payroll operations and yrs. old. yrs. old.
pay administration.
FILE in chronological sequence.
QA%%—e%heP—fﬂﬁeF%s—are_Is_be_desﬁxowed__—
wReA—3—yrs—otd——{GRS=2=17b)

FORM IMD-18 (6/82)
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» 2200-6 Allotment Authorization NFC
Use for material which pertains to
request and authorization for or
N change and revocation of allotments.
a. U.S. Savings_Bonds ), N/A N/A GRS-2-4
%W a-1
i
v cond
o Moiles
ﬁ;ﬁﬁjﬁzi/V%J“b
Wﬂ)
hmu4f5 ade
ey
%MVM .
transter.
b. A1l other authorizations including | Destroy N/A N/A GRS-2-4
union dues and savings when b-1 =
super-
seded or
after
transfer
v or separa-
tion of
employee.
FILE by subject, agency and social
security number.
2200-5-11 Employee Tax Exemptions NFC
Use for withholding tax examption Destroy 4 | N/A N/A GRS-2-18a
certificates, such as IRS Forms W-4, yrs. after &b
\Y4 and similar state tax exemption forms. information
is S/0.
FILE by agency and social security
number.
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2200-6-2 | Reports NFC
Use for reports of withheld Federal Destroy NA | N/A GRS-2-18c )
taxes, such as IRS Form W-3 with when 4
related papers, including reports yrs. old.
‘ relating to income and social security “
} taxes. '
FILE by agency and social security
number.
2200-7 Claims FAD & NFC
Use for general material pertaining Dispose N/A Dispose
to claims by or against the Federal of 1 yr. of 1 yr.
Government. after after
final final
\ FILE by agency and claimant. disposition dispo-
of case. sition
of case.
2200-7-1 1 For or By the United States
Use for cTaims filed by debtors or Dispose N/A Dispose
employees under the Federal Claims of 1 yr. of 1 yr.
Collection Act for or by the United after after
\ States. final final
disposition dispo-
FILE by agency, subject, and of case. sition
claimant. of case.
2200-7-2  Against the United States
Use for claims filed by debtors or Dispose N/A Dispose
employees under the Federal Claims of 1 yr. of 1 yr.
Collection Act against the United after after
States. final final
. disposition dispo-
) FILE by agency, subject, and of case. sition
. claimant. of case.
2200-8 Imprest Fund Management NFC & FAD
Use for material pertaining to Exec. Serv. {N/A N/A GRS-6-1a
designations and audit of imprest fund.| Staff
Also includes cost verification and Destroy 6
B sub-voucher registers, request for yrs. & 3
changes in imprest fund, and error months
listings. after
period
FILE by subject and chronological covered
sequence. by the
account.
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DISPOSITION FARC OFFICES AUTHORITY
(2 — —
&) (2) (3) (4) (5) (8) —
2200-9 Payment Control Listing NFC & FAD
Use for computer 1istings, batch Destroy N/A Destroy
reports, etc., generated to perform when no when no
the housekeeping functions required longer longer
for fiscal accountability and needed. needed
J/ payroll administration. for
refer-
FILE by subject in chronological ence.
sequence.
2200-10 | Working Capital Fund WCF
Use for material of a general nature Destroy N/A Destroy
which pertains to WCF. 3 yrs. 3 yrs.
after after
J FILE by agency and subject. close of close of
FY. FY.
2200-10-3 Planning, Development, and Approval WCF
Use for material pertaining to Destroy N/A Destroy
Working Capital Fund budget 5 yrs. 5 yrs.
preparation, planning, and final after after
J approved budgets. close of close of
FY. FY.
FILE by agency and subject.
2200-10-24 Financial Reviews WCF
Use for material pertaining to WCF Destroy 5 [N/A Destroy 5
fund reviews, summary reviews and yrs. after yrs. after
individual cost centers reviews of close of close of
a financial nature. FY. FY.
~ FILE by agency and subject.
2200-11 Cost Distribhution FAD
Use for material pertaining to the Destroy 5 [N/A Destroy
proration of Departmental centralized yrs. after 5 yrs.
expenses distributed to the agencies. close of after
3 FY. close of
FILE by agency and subject. FY.
2200-11-1 Management Council Cost Distributions FAD
Use for material pertaining to the Destroy 5 [N/A Destroy 5
distribution of central agency yrs. after yrs. after
billings (GSA, DOL) to Departmental close of close of
| agencies; FTS, SLUC, OWCP, etc. FY. FY.
FILE by agency and subject.
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2200-11-2 Working Capital Fund Cost Distributions | WCF -
Use for material pertaining to Working | Destroy 5 |N/A Destroy 5
Capital Fund cost center expense yrs. after yrs. after
distribution to user agencies of close of close of
Printing Plant, and Copier Services, FY. FY.
& etc.
FILE by agency and subject.
2200-11-3| Department Centralized Reimbursable FAD
Program Cost Distributions Destroy 5 N/A Destroy 5
Use for material pertaining to yrs. after yrs. after
Departmental centralized costs or close of close of
expenses made through special rY. FY.
reimbursable accounts which are pro-
rated to the agencies, e.g., Office
of Personnel training programs an
\ Health Services. :
FILE by agency and subject.
2200-12 {Reports/Studies FAD
Use for reports and studies which Destroy 5 |N/A Destroy
pertain to accounting operations. yrs. after 5 yrs.
close of after
FILE by agency and subject. FY. close of
\ FY.
2200-13 Project Control
Use for memoranda, reports, and Destroy N/A Destroy GRS-16-7
other records documenting assignments, 1 yr. when no
progress and completion of projects. after the longer
. yr. in needed.
IA FILE: Case file alphabetically by which the
title of project. project
is closed.
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2300 TRAVEL AND TRANSPORTATION PPMD, FAD,
Use for material of a general PB&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 M/A Destroy
which pertains to domestic or foreign Destroy when 1
travel. when 2 yr. old.
J yrs. old.
FILE by agency in chronological
sequence or alphabetically if
applicable.
<oJ0-1-1 | Policy and Procedure FAD '
a. Use—fer—backyround materiat—which Submit— N/A GRS-16-1&
documents—the—important—aspects—of—the- |-SH=115.
devedopent—of—Departmental—poticy—and- | et~
procedure—' Jedin, —~2 . ko 50
NOTE: See 3000-1-2 for disposition /Q‘if
of record copy of Departmental when it C
directives. Ts—known, 7/,;:/53
th 0
action
will be
cone Aley) nelited
b. Use for isstar Feh—pertainto— %ﬁ;@ N/A | Bestrey GRS-16-1 A
rowtipe—agency administrative . —SA-0+— WhEr—S£0.- | c-&—d—
funettonmsTATso—ineludes—background— A%%fii::Z
material.. (:/:L)\L
oaajﬁimx‘. . . Latvanes|, (SAanc
FILE by origin, series number or in Lo A , L
chronological sequence. é%%béf%?“!
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2300-1-2] External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
] directive system. Includes comments
: and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
2300-1-31 Request and Authorizations FAD & NFC
Use for copies of vouchers, & FIN N/A Destroy GRS-9-3a
memorandum copies of travel requests, Destroy when & 3b
travel authorizations, and all when 3 funds
supporting papers. yrs. old. are
obli-
NOTE: Destroy unused ticket gated.
redemption forms, such as SF 1170,
when no longer needed for
administrative use (GRS 9-3c).
rILE chronologically by agency.
2300-1-4] Reimbursements FIN, FAD &
Use for records pertaining to NFC
reimbursing . individuals (e.g., Destroy N/A Destroy GRS-9-44
travel orders, per diem vouchers, when 3 when & 4b
hotel reservations, and all yrs. old. funds
supporting papers documenting official are
travel by officers, employees, obli-
\ dependents or others authorized by gated.
law to travel).
FILE by agency and alphabetically by
employee.
2300-1-5] Reports
Use for travel reports. Destroy N/A N/A
when 3
‘>l FILE by agency and subject in yrs. old.
chronological sequence.
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2300-1-6] Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignment, 1 yr. when no
/ progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.
2300-2 Transportation FAD & NFC
Use for material of a general nature Destroy N/A Destroy GRS-9-5a
which pertains to the transportation when 2 when 1
/ of goods. yrs. old. yr. old.
FILE by agency in chronological
sequence.
,(9{ s‘kﬁ’ el
2300-2-1} Policy and Procedure FAD s/a
a. Wse—for—background—material_which—| Submit N/A Bes§t5§> GRS-16-1§T
documents—the important—aspects—of--— iESijS.
thadavelopment of Departmental-— Ty ﬁ;\)
policy-and_procedure,  Laasrenes when sio dj fve
NOTE: See 3000-1-2 for disposition or imme> /2'
of record copy of Departmental Fately cC
directives. ‘mﬂLj} /7/N(33
1S _known
that no
<56t;9p
widT be
' , taken.—
W iy
b. Use for i oL ertain— | Desiroy N/A Destyoy GRS-16-14{
to—routine—ageney—administrative whé%xk%@f o eﬁ[876i e—d—d—
ﬁm%ﬁ?ﬂmﬁ?——ﬁaaso THCIUdES Dackground Awaéva /&ZLﬁfzn
C4
metepiat. fu,&q/ Vmwd m et
FILE by r1g1n, ser1es number or in Ky otsink
chronological sequence. &&42%77?%£, &zigsbnﬂf%ﬂ
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2300-2-2 ] External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
2300-2-3 Frei%ht NFC, PD, &
Use for material pertaining to PPMD
movement of goods by government or Destroy N/A Destroy GRS-9-1
comnercial carriers. May include when 3 when 1 aadb
commercial or government bills of yrs. old. yr. old.
lading and other data which ‘
\S documents the transaction.
FILc by subject and control number.
2300-2-4 | Lost or Damaged Shipments PPMD
Use for material pertaining to the Destroy N/A N/A GRS-9-2
schedules of valuables shipped, when 3
correspondence, memoranda, yrs. old.
and other records relating to the
administration of the Government
Losses in Shipment Act, and any
-> claims that may ensue.
FILE chronologically by agency.
2300-2-5 | Transcortation Rates PPMD & PD
Use Tor material which pertains to Destroy N/A N/A
carrier rates. when S/0.
~> FILE by carrier.
2300-2-6 | Reports PPMD, NFC,
Use for transportation reports, e.g., FAD
shortage and demurrage, etc. Destroy N/A Destroy
when 3 when 1
FILE by agency and subject in yrs. old. yr. old.
chronological sequence.
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2300-2-7 } Project Control PPMD, FAD,
Use for memoranda, reports and other NFC
records documenting assignments, Destroy 1 N/A Destroy GRS-16-7
// progress and completion of project. yr. after when no
the yr. in longer
FILE: Case file alphabetically by which the needed.
the title of the project. project is
closed.
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2400 FEDERAL ASSISTANCE FM
Use for material of a general nature Destroy N/A N/A GRS-3-17b
which pertains to the routine when 2
operations and daily activities in yrs. old.
the Federal assistance program.
FILE by agency.
2400-1 Policy and Procedure FM, NFC ‘é ZD
a. Hse—for-background-material—which—| -Submit— N/A y GRS-16-1¢¢
doeuments—the—important—aspects—of- SE-t5—
the—deveTopment—of Departmental—policy | Alestiny
Andproceduret Lagurs ncs0 /M"’” 4o 1ve
d
NOTE: See 3000-1-2 for disposition fg?g
of record copy of Departmental d1ate 7183
directives. n it
1§”Jn
tRat _Q)
a
W1
ZaKEeN.
b. 4se for issuanees—whi-ch—pertain— N/ A Bestro GRS-16-1d_
to—routine-agency administrative agégggfﬁi whéﬁis%ﬁz_j ——&—d—
funcijcmsw——494ﬁ+4hﬁﬂwﬁk5—%aekgrﬂund- Ag&wz;r7 %
neterial T o S e ] o
o M é;/
e - o
FILE{gy 5¢?3fﬁfm§g;$gsﬁﬁumbeﬁdﬁﬁrgﬁfa et Ak4$zﬁf&
chronological ssquence.
2400-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
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DISPOSITION

RECORD OFFICE

. DESCRIPTION AND FILING INSTRUCTIONS

" oPI &
DISPOSITION

b TO
FARC

DISPOSITION
AUTHORITY

K

(3)

(4)

o -

2400=2=1
My -

(2)
Gréﬁ??\and Cooperative Agreemeuﬁg
Use for m i ' ini

public purpose aut
including all form
other grants and

ed by statute,
prOJect or

arrangement
described A

/|

Policy and Procedure
a.
documents—the_important—aspects- of -

the—development of Departmental—policy
and—orocedures

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

b. Use for Jdssuances—which pertain
to—routine—agency—administrative
funettons—Also_includes—back-ground—}

Rateriale——Ca) atmar Wil
M&) WW

FILE by or1g1n, series number or in
chronological sequence.

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

FILE by origin, serias number or in
chronological sequence.

Yse for-baekground-material—which —|

Subm
SF-115.

FM
Submit

S/o

Destroy
when S/ 0+

W

a‘,mﬁ

Destroy
when S/0.

N/A

N/A

N/A

N/A

@w«u

Qes%ﬁgy
i e
d1rectﬂ

Destroy
when—$46-

e

Destroy
when S/0.

.

GRSZ3-15

N\

GRS-16-1@

Koz

Sc

7ys 5

GRS-16-1of__

C-

47

FORM IMD-18 (6/82)
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USDA/OIRM=IMD ASSISTANT SECRET_ARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI=- . RECORD OF FICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & ' T0 OTHER DISPOSITION
NUMBER DISPOSITION FaRc | OFFICES AUTHORITY
[k @ @ 2 (T
400-7-31 Grant and Cooperative Agreements Cases/' s 7
Use for progpsa1s or applicatfions, N/ N/ A GRS 3-15
contracts, pgrojdct reports/’s udies 7 /y
cert1f1ca} , agreements,/memprand h&ém 7
correspopdence, |and other recprds 5
relati to receipt, réview, Bwa
evalugtion, status apd monitorigg of
grangs; allocatjon ¢gf funds, jand
ect budgets/|.
LE: Case file/by agency. ﬂ
24606=2=4 | Grant and Cooperative Agreements FM
246v-d-| _ControTs
Use for material pertaining to index- Destroy N/A N/A GRS-3-16
v/ es, registers, logs or other records when S/0.
relating to control of assigning
numbers of identifying projects,
applications and grants.
FILE by agency.
2400-3 Studies/Reports FM
i material/relkting to /the Submit NAQ N/
tablispfient §f the Feddral SF-1\5. 7/&0/33,
ce prg/gram. _
the /subject of tffe repoft pr J%:;szﬁ; bre
2400-4 Project Control
Use tor 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
v/ the yr. needed.
\ FILE: Case file alphabetically by in which
title of project. the
project
is
closed.
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USDA/OIRM=IMD ASSISTANT SECRETQRY FOR ADMINISTRATION FILE/DiSPOSITION PLAN
DISPOSITION
CLASS|=- ) RECORD OFPFICE
"TION . DESCRIPTION AND FILING INSTRUCTIONS " oPI& L 10 OTHER DISPOSITION
BER DISPOSITION FARC | OFFICES AUTHORITY
() (2 ) @) (5) KO
3000 RECORDS SYSTEMS AND PROGRAMS IMD
Use for material of a general nature Destroy N/A Destroy
which pertains to the overall paper- when 3 when 1
V/ work management program. yrs. old. yr. old.
FILE by subject in chronological
sequence.
3000-1 Directives Management IMD, ECR
Use for material of a general nature & NFC
which pertains to officially pub- Destroy N/A Destroy
lished instructions, regulations, when 3 when 1
«~ land procedures which regulate and yrs. old. yr. old.
direct operations and performance.
FILE by directive number or subject.
3000-1-1 |Dockets ECR &
Use for material which has been DIRECTORS
prepared for publication in the
Federal Register and which pertains PERMANENT | N/A | Dispose Nel-16-27-C
v 1to the organizational structure and Offer to of when J&ZF/ 224
basic policies of the Department and NARS in material Cs
its agencies. Iy . 5 yr. is pub- e
o caft [y b10cks wwhkew 1ished
FILE by agency and docket number. 20 a in the
aéﬁfv Federal a7
Register. Cc
‘o/3 /53
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

CLASSI=
FICATION
NUMBER

DISPOSITION

RECORD OFFICE

. DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

oP! &  TO

FARC

OTHER
OFFICES

- ——

Dlsposw;
AUTHORI

(N

(2)

(4)

(5)

3000-1-2

20
following

pae
For

Ass p o Ho

3000-1-3

v

3000-1-4

Departmental Directives

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

evel d1rect1ves
ecretary's

NFC Manuals whic
and the DPM whic

and Procedure
ile external or
under the

material, see
under each ¢

FILE y origin and series nuxber.

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
directive system. Includes comments
and other material on proposed

and existing instructions.

FILE by origin, series number or in
chronological sequence.

Distribution, Maintenance and

Printing
se for material pertaining to the

printing, delivery and storage of
directives.

FILE by issuance number.

IMD
Des
whe

IMD

Des
whe
yr.
or

whe
lon
nee

troy
n S/0.

troy
nl
old.

n no
ger
ded.

N/A

N/A

A Des

whe 0.

Destroy
when S/0.

Destroy
when S/0.
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3cvo-{ - DleLartmental Directives

Use for directives originated within
USDA.

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

when no longer needed. co l”/%~.

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

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

Internal Office Notices.

NOTE: IMD has the record copy of all
published Departmental level directives
with the exception of Secretary's

Memos which are maintained by ECR,

NFC Manuals which are maintained by NFC,
and the DPM which is maintained by OP.
For WORKING PAPERS and BACKGROUND
material, see Policy and Procedure
under each category. File external or
non-series instructions under the
appropriate subject and dispose of them
when S/0.

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

=

IMD
PERMANENT.
Offer to
NARS in

5 yrs.
blocks
when

20 yrs.
old.

ECR
PERMANENT.
Offer to

NARS w S-un ko

when 8 30
yrs. old.

IMD

Destroy
when no
longer
needed.

C-80a

N/A

N/A

N/A

Destroy
when

no jonger

needed.

Destroy
when no
lomger
needed.

Destroy
when no
longer
needed.

GRS-16-1a

NC1-16-77-6
Item 35

GRS-16-1c

b
ﬁizppﬁ
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION

. : RECORD OF FICE -
,.u,;E'é’;‘ . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
i) 3 ) @ (5 RO R
- 3000-2 Forms Management IMD & NFC
Use for general material pertaining Destroy N/ A Destroy
to the planning and execution of when 3 when 3
procedures to standarize, design, yrs. old. yrs. old.
Y% construct, and control the use,
numbering, and distribution of forms.
FILE in chronological sequence.
3000-2-1 | Forms Master File IMD
Use for the record copy of each Destroy N/A Destroy GRS-16-4a
form created by an agency with 5 yrs. when S/0.
related instructions and after
documentation showing inception, related
scope, and purpose of the form. form is
discon-
NOTE: Working papers, background tinued,
materials, requisitions, specifica- super-
L/f’ tions, processing data, and control seded,
records are to be destroyed when or
related form is discontinued, cancelled.
superseded, or cancelled. (GRS-16-4b)
FILE by agency and form number.
3000-2-2 { Functional Files IMD
USE for a collection of forms, Destroy N/A Destroy
arranged by functional classification, when when S/0.
used to assist in taking forms related
management actions, such as deter- form is
V/, mining whether new forms should be discon-
developed and approved and whether tinued,
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.
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION <
CLASSI- : |_____RECORD OFFICE |
FICATION - DESCRIPTION AND FILING INSTRUCTIONS oPI & b 1o OTHER DISPOSITION-
NUMBER DISPOSITION FARC | OFFICES AUTHORITY
) @ €] o) 6 RO
3000-3 Reports Management IMD
Use for materials relating to the Destroy N/A Destroy GRS-16-8
reports management program. Includes 2 yrs. when 1
, correspondence and index of current after yr. old.
v/ recurring or situation reports and report
a control file of all proposed, is
currently required, cancelled or discon-
superseded recurring or situation tinued.
reports.
FILE by report number and title.
3000-4 Files Management IMD & NFC
Use for material of a general nature Destroy N/A Destroy
which pertains to the storage, re- vhen 3 when 1
/ tention, and disposition of records. yrs. old. yr. old.
FILE by subject in chrono]bgical
sequence.
3000-4-1 | Filing Systems IMD
Use for material pertaining to Destroy N/A Destroy GRS-16-3
systems and techniques evolved to when when
maintain records for retrieval and records records
scheduled disposition. Includes are are
J SF's-115, 135, and 258. destroyed destroy-
or when ed or
FILE alphabetically by agency. no long- when no
: er needed. longer
needed.
3000-4-2 | Records Holdings IMD
JSe for statistical reports of agency Destroy N/A Destroy RS-16-6a+ b
records holdings required by the when 3 when 1
General Services Administration yrs. old. yr. old.
J including feeder reports from all

offices and data on the volume
of records disposed of by destruction
or transfer.

FILE by date of report.
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
' ASS| - . RECORD OFPFICE
‘;lg; : DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
— e —
0) 7] [E] ) EN )
“3000-5 | Mail Management R0
Use for material of a general nature Destroy N/A Destroy Cres /%/124:
which pertains to management of mail when 2 when 2
J and which does not fit elsewhere in yrs. old. yrs. old.
this category.
FILE in chronological sequence. s
3000-5-1} Receipted and Routed Mail
Use for material pertaining to the
receipt and routing of incoming and
outgoing mail handled by the Postal
Service or the USDA mail and messenger
v service.
a. Postal Service MRMD
Destroy N/A Destroy GRS-12-5a
when 1 when 1
yr. old. yr. old.
b. Mail and messenger service MRMD
Destroy N/A Destroy GRS-12-6f
FILE alphabetically by agency when 6 when 5
and receipt number. months months
old. old.
3000-5-2f Postal Irregularities MRMD
Use for material pertaining to Destroy 3 N/A Destroy GRS-12-8 -
irregularities in the handling of yrs. after 6 months
mail, such as loss or shortages of completion after
postage stamps or money orders, or of investi- comple-
v loss or destruction of mail. gation. tion of
investi-
FILE by subject. gation.
3000-5-3f Postage and Fees Paid MRMD
USe for material pertaining to Destroy N/A§ Destroy GRS-12-7
official penalty mail payment when 6 when 1
reports. yrs. old. yr. old.
v
FILE alphabetically by agency.
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION ]
CLASSI- . RECORD OFFICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L +o OTHER DISPOSITIOR
NUMBER DISPOSITION PARC | OFFICES AUTHORITY
- ) )] @ [EN LI
3000-6 | Word Processing/Microfilm IMD GRS ,é/
Use for surveys conducted to Destroy N/A Destroy Y
evaluate various technological when 3~ when 2
systems, their applications in Yrs—otd— yrs. old. -
V/ improving performance as well as ;2'?£€f§§ Zi
feasibility and cost impact. :;;f?ﬂ@(. 7%493
FILE in chronological sequence.
3000-7 Studies and Surveys , IMD
Use for formal reports of Destroy N/A Destroy
paperwork studies and surveys when 3 when 2
performed to identify and correct yrs. old. yrs. old.
paperwork problems; improve pro-
cedures, operating performance and
J effectiveness, and aid management.
FILE alphabetically by agency
and subject.
3000-8 Project Control
Use fcr memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
J FILE: Case file alphabetically by in which
title of project. the
. project
is
closed.
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
| DISPOSITION
$Sl= _ RECORD OF #ICE
,ATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
(n @ ) @ G T
- 3100 INFORMATION SYSTEMS, PROCESSING, OIRM
AND PROGRAMS '
Use for material of a general nature Destroy N/A Destroy
which pertains to the study, when 3 when 1
) selection, use, and management control yrs. old. yr. old.
7 |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
project.
3100-1  [Policy and Procedure - OIRM %’74
3. Yse—t terdat—which |-Submrit N/A | Destrey”” [GRS-16-1ke
documents_the impertant—-aspects-of— - | SE=115. agter the
the_development—of-Departmentat—policy A§ML¢2>mﬂll direc
and aracadyre-- P BPY I when 5/ %s/\’s’suﬁ KJCZ?
e -
NOTE: See 3000-1-2 for disposition diate ,\§> 7/20/33
of record copy of Departmental en it
directives. iS5 Krgwn
Cadz 2 lalid o o (a
-|b. Use for %ssua%égéfah+eh—perfaﬁn—tni) Destroy N/ A Destroy GRS-16-1d,
roytiRe—agercy—administrative - when /455 when—5/0+ |<e-&d-
furettonsT—Aso—inctudes—background - Logwtrnce Rdun nce &
materiats  aAfrne (% B d el f. =%,
ey et 7 ‘3/«4—(“"‘
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/0. when S/0.

v

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

FILE by origin, series number or in

| o 1 - 2
LHTUVTIVT U TOWAd )W\JCH\H_Q
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI— _ . RECORD OFFICE
FICATION © DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITI
NUMBER DISPOSITION FARC OFFICES AUTHORI"
n_ 2 E) @ (5 @
3100-2 Information Management and Systems OIRM
Planning :
Use for policies, procedures or other Destroy N/A Destroy
guidance related to information when 3 when no
management and systems planning. yrs. old. longer
needed.
FILE in chronological sequence.
3100-2-1] Long Range Plans O0IRM
Use for planning documents provided Destroy N/A Destroy
by agencies (other than A-11). when 5 when 5
yrs. old. yrs. old.
FILE by agency.
3100-2-2{ ADP Budgets (A-11) 0IRM
Use for annual submission of agency Destroy N/ A Destroy CAS Saégagﬂ
exhibits and narratives for ADP/ whea—5- wher—b—
telecommunications obligations and yrs—old. yxsT—gfd.
expenditures. /:ZZﬁf%h, Sy -odae
FILE in chronological sequence. k Crwe
r g q Whe %z/u Mo é—u%
3100-2-3 | Agency Projects OIRM
Use for material pertaining to special Destroy N/A Destroy
agency projects, such as information when 875 when no
requirements studies and system yrs. old. longer
development projects. needed.
FILE by agency and project name.
3100-2-4] Information Sharing OIRM
Use for material pertaining to projects| Destroy N/A Destroy
and studies supporting data sharing, when S/0. when no
information data bases, and systems. longer
: needed.
FILE by agency and subject.
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DISPOSITION
$Si- . RECORD OFFICE
TiON . DESCRIPTION AND FILING INSTRUCTIONS oPI & . 10 OTHER DISPOSITION
-ABER DISPOSITION FARC OFFICES AUTHORITY
i @ @ ) (I
3100-3 Applications Design and Development
Use for documents, cards, or magnetic N/A N/A
media designated as "Master files",
"Library files", "record copy files"
which include complete necessary
documentation and instructions for
operation of ADP systems, programs,
and jobs. Included are user requests,
analytical reports, design require-
ments, feasibility studies, system
instructions, user guides and manuals,
input, output, and report specifi-
cations, standard operating procedures,| 4., GRS
block diagrams, flow charts, coding 20
instructions, test plans, reference » t,i'
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 N/A Destroy
the testing of ADP equipment when
and/or data processing methods 2 yrs.
and procedures and to the trial old.
application of existing or or on
proposed data processing systems. discon-
Included are .requests for tests, tinuance,
approvals or disapprovals, test which-
reports, and communications ever is
relating to the test. first.
FILE by system name.
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
v DISPOSITION
CLASSI— , RECORD OFFICE -
F':ﬁ:'glg: * DESCRIPTION AND FILING INSTRUCTIONS " oPI& L T0 OTHER DISPOSIT!
DISPOSITION FARC OFFICES AUTHORIY .
(D @ D @ I (R
3100-4 Resource Acquisiton OIRM
Use for material pertaining to Destroy N/A Destroy )
planning and preparing for initial after 10 after
acquisition (including selection, yrs. 5 yrs.
evaluation, procurement, and in- or
stallation) of ADPE, office automation discon-
equipment, telecommunication tinuance,
equipment, multiple equipment when which-
part of a system, auxiliary equipment, ever is
and attachments for existing first.
equipment; and ADP software and
services. Includes application
studies, system specifications and
reports of their review, manufac-
turer's proposals and evaluation
thereof, documents relating to
installation of equipment or
systems, reports of readiness
reviews and performance evaluations,
benchmark computation information
outputs, benchmark accounting
information outputs, and related
papers.
FILE by systam or product name.
3100-4-1 | Benchmark Demonstration OIRM
Use for computation information Destroy N/A Destroy
}) outputs from winning vendors and 1 yr. 1 yr.
vendors declared nonresponsive due to after after
benchmark performance. completion com-
of per- pletion
FILE by vendor. formance of per-
evaluation. formance
evalua-
tion.
3100-4-2 | Benchmark Computation OIRM
Use for information outputs from Destroy N/A Destroy
losing vendors. 1 yr. 1 yr.
b after after
FILE by vendor. accept- accept-
: ance of ance of
system. system.

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

| DISPOSITION
$Si- ‘ RECORD OFFICE
. .TION . DESCRIPTION AND FILING INSTRUCTIONS OoPI & L TO OTHER DISPOSITION
. NUMBER DISPOSITION FARC OFFICES AUTHORITY
m 2 3 @ 5 3]
3100-4-3| Technical Approval Files ATSD
Use for agency requests for technical Destroy N/A Destroy
approval to acquire or utilize ADP 5 yrs. when 2
- resources. Includes correspondence after yrs. old.
QW and other documents related to the - receipt.
request.
FILE by agency.
3100-4-4 | Feasibility Study Files OIRM
Use for material pertaining to the Destroy N/A Destroy
study of specific functional areas when 3 when 2
within 3100 classification. Includes yrs. old. yrs. old.
system and data requirements,
alternatives, benefits, cost data,
and other related documents.
FILE by system name.
2100-5 Resource Utilization OIRM
Documents containing management Destroy wWhen Destroy
data on cests, equipment, staff- when 15 5 when 2
ing, workload capacities, and yrs. old. lyrs. yrs. old.
overall effectiveness of ADP and old.
telecommunications operations and
documents used to evaluate rental,
purchase, operation and maintenance
costs. Includes reports, briefs,
and similar or related documents.
FILE by category (equipment, staff,
etc.).
3100-5-1 | Resource Inventory Files O0IRM
Use for documents related to Destroy N/A Destroy
information resource inventories when 5 when 3
including ADPE, office automation yrs. old yrs. old
equipment, telecommunications or when or when
}” equipment, computer software and no longer no longer
related forms and supplies. needed needed
whichever whichever
FILE by category (equipment, is sooner. is
software, forms, etc.) sooner.
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CLASSI=
FICATION
NUMBER

- DESCRIPTION AND FILING INSTRUCTIONS

DISPOSITION

RECORD OFFICE

OoPI &

DISPOSITION

* TO

FARC

DISPOSITION
AUTHORITY

{h

(2)

-

6]

(4)

{6)

3100-5-2

3100-6

Information System Capabilities

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

FILE by system or product name.

ADP QOperations

Documents, magnetic media, and

punched cards, maintained by ADP
activities in providing services to
other elements within the area ser-
viced. These files are used primarily
in preparing and controlling recurring
and one-time tabulations, reports,
machine runs, briefs, print-outs, and
similar documents required by other
elements in performing their functions
and missions. Included in the ADP
activity files are scratch tapes, test
tapes, raw data input tapes, analog
magnetic tapes, working tapes, (input
and output), transaction tapes, con-
tinuous update tapes, summary data
tapes, print. tapes, reformed data
tapes, security tapes, removable media
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.

OIRM
Destroy
1 yr.
after
discon-
tinuance.

N/A

20

Destroy
1 yr.
after
discon-

N/A

tinuance.
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DISPOSITION
1 , RECORD OFFICE
F. s TION DESCRIPTION AND FILING INSTRUCTIONS " oPl& . To OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
0 @ o) (E R
b. Magnetic media and cards
which become obsolete as a result N/A N/A
of updating, dumping, and trans-
ferred data.
Vp%
QS
G 20
c. Transaction cards and listings.
N/A N/A
d. Remaining files
N/A N/A
FILE by agency/area serviced and
subject if applicable.
3100-6-4 Data Processing Register and OIRM & NFC
ScheduTe FiTes
Use for material pertaining to Destroy N/A N/A
records of approved jobs reflecting 1 yr.
job numbers:, requesting office, after
job description, data received, and com-
date due. Also, documents re- pletion
flecting available machine and of
personnel time, job requirements, related
priorities, and time-phasing job or
information on individual approved on
jobs. Included are registers, discon-
schedules, and directly related tinuance,
documents. which-
ever is
FILE by system and/or job name. first.
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DISPOSITION -
CLASSI= _ RECORD OFFICE
FICATION © DESCRIPTION AND FILING INSTRUCTIONS oPl & . T0 OTHER DISPOSITIL.
NUKBER DISPOSITION FARC OFFICES AUTHORITY
(0 2 (3 (@) —(5) I
3100-6-9 Machine-Readable Housekeeping Records NFC & OIRM
Use for routine administrative records} Dispose N/A Despose GRS-20
which are not required for GAO audit of as of as part 1
?9 and do not serve as record copy of reference reference] Item 29
information. (Dispose of record copy material. material.
in accordance with instructions
applicable to hard copy. GRS-20, part
1, item 28).
FILE in chronological sequence.
3100-7 Telecommunications 0&TD
Use for material of a general nature Destroy N/A Destroy GRS-12 -
which pertains to telecommunication when 3 when 1 2b
o equipment requests. yrs. old. yr. old.
NOTE: For telephone services, see
1600-2-1. '
FILE by agency and subject.
3100-7-1§ Request 0&TD
Use for records which pertain to Destroy N/A Destroy (;KS}%/
installation, change, removal and 1 yr. when 1 QD)
servicing of equipment. after yr. old. )
¥ audit or
FILE by agency and subject. when 3
) yrs. old,
whichever
is sooner.
3100-7-2} Agreements 0&4TD
se for records of agreements with Destroy 2 | N/A Destroy GRS-12
background data of GSA's approval. yrs. after 2 yrs. 2e
expiration after
Q¢ FILE by agency and subject. or can- expir-
cellation ation
of or can-
agreement. cellation
of
agree-
ment.

C-62

FORM IMD-18 (4/82)



-

September 1 1982 ASAR 3040-1
Appendix C
USDA/OIRM=-IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
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_3100-8 ADP Security
Use for material which pertains to Destroy N/A Destroy GRS-18-2
security administration. Includes when 2 when 1
reviews, studies, and plans. yrs. old. yr. old.
FILE by subject, agency and in
chronological sequence.
3100-9 | Studies/Reports OIRM
Destroy N/A Destroy
FILE by agency and subject. 3 yrs. 3 yrs.
after after
b comple- comple-
tion or tion or
when when
amended amended
whichever whichever
is sooner. is
sooner.
21N0-10 { Project Control
UJse for -memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
& the yr. needed.
FILE: Case file alphabetically by in which
title or project. the
. project
is closed.
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and other material on proposed and
existing instructions.
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Appendix C
USDA/OIRM=IMD ASSISTANT SECRET__ARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= ‘ RECORD OFFICE
FICATION i .DESCRIPTION AND FILING INSTRUCTIONS oPl & b 10 OTHE DISPOSIT!
NUMBER DISPOSITION FARC OFFICES AUTHORIT.
(0 @ [N @ EN T
3200 ACCESS TO INFORMATION OIRM
Use for material of a general Destroy N/A1 Destroy .
e nature which pertains to the when 2 when 1
dissemination of information and yrs. old. yr. old.
is not described below. or or -
sooner sooner
FILE by subject and in if no if no
chronological sequence. longer longer
needed. needed.
3200-1 Policy and Procedure 0GPA
' "a. Use—fer—background-material which Submit— N/A GRS-16-1&
decuments—the—important—aspects—of—the- -~
deve+epmeﬂf—e#—8epartmentaﬁ—po¥Tty~ folls),
and—procedure. §¢44uAa,¢44Q// ¢
NOTE: See 3000-1-2 for disposition
of record copy of Departmental Kjﬁ
directives. c
/7bJ%#
a
i be
] takenas
plated 70 (a ‘
Use for Tseu -esawnﬂch—pertawn 0 | Destroy N/A | Destroy GRS-16-1A
ﬁQuIlﬁg_ﬁgﬂncyLﬁdHHfﬁﬁfTﬁﬁTVé when -S40+ when 59— -e—&—d—

. B round— | (Ao Lot ra ol
ﬁﬁﬁﬁ%ﬁﬁﬂﬁ“jﬁjjﬁ;ﬂﬂt'Udes—ﬁﬁfkg—bun ISy éz LWJQﬁzz;?hK
natenhﬂﬂ-ﬁ{ ﬁf /

ILE by or1g1n; &% 2s number or in
chrono]og1ca1 sequence.
3200-1-1 External or Non-Series Instructions
Use Tor matérial of a directional Destroy N/A § Destroy
nature which originates outside USDA vihen S/0. when S/0.
or which originates within USDA but
By, is not part of a formal Departmental
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DISPOSITION -
e , RECORD OFFICE
:hwﬁa‘g; DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
— — p——
i) @ €] @ €] (T
3200-2 Privacy Act Granted Requests OIRM
Use for material pertaining to Destroy N/Al Destroy GRS-14-
granted requests from individuals to 2 yrs. 1 yr. 25a (1)
/ gain access to their records or to after after
any information in the records date of date of
pertaining to them, as provided for reply. reply.
under 5 U.S.C. 552a (d) (1).
FILE in chronological sequence.
3200-2-1f Privacy Act Denials OIRM
Use for material pertaining to denied Destroy N/M Destroy GRS-14-
access and action not appealed. 5 yrs. 1 yr. 25 (3) (a)
after after
V/ NOTE: The official file copies date of date of
of requested P.A. records are to be reply. reply.
disposed of in accordance with:
approved agency disposition
instructions for the related
records or with the related
requests, whichever is later
(GRS 14-25b). Appealed cases
become the record of 0GC.
FILE in chronological sequence.
3200-3 Freedom of Information Act (FQIA) OIRM
Granted Requests
V/ USe tor material pertaining to Destroy N/H Destroy GRS-14-
granted requests for information under| 2 yrs. 1 yr. 16a (1)
the Freedom of Information Act. after after
date date
FILE in chronological sequence. of of
. reply. reply.
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3200-3-1} Freedom of Information Act (FOIA)
peniars ‘
USe for material pertaining to denied Destroy N/A}] Destroy GRS-14—ﬂ9ﬂ‘
access and action not appealed. 5 yrs. ‘ 1 yr. ==) gg&é
after after
NOTE: The official file copies date of date of
j of requested FOIA records are to reply. reply.
be disposed of in accordance with
approved agency disposition
instructions for the related
records or with the related
request, whichever is later.
(GRS 14-16b). Appealed cases
become the record of 0GC.
FILE in chronological sequence.
3200-4 Access to Classified Documents
Use Tor material pertaining to Destroy Destroy GRS-18-7
requests and authorization for 2 yrs. 1 yr.
individuals to have access to after after
J classified files. author- date of
jzation reply.
FILE by subject. expires.
3200-5 Project Control
Use for memoranda, reports and other Destroy N/A} Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
3 the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.
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4000 EMPLOYMENT oP
Use for material pertaining to the Destroy N/AY Destroy GRS-1-3
general administration and operation when 3 when 1
s of personnel functions, including yrs. old. yr. old.
college programs, selective placement,
and special programs, examinations and
and paid recuitment, etc.
FILE by agency and name.
Qfficial Personnel File oP
a. -Pesmessmt- - Documents placed 30 days N/A} SEE NOTE §GRS-1-1b
on the right side of the folder after (2)
constitute the pewmement record separa-
of an employee's status and tion from
v service and travel with an Gov't,
employee throughout his Federal transfer
career. The documents and their to Nat'l
order of filing are prescribed by Personnel
FPM 293-31. Records
Center for
destruc-
tion 75
yrs. after
birth date
or 60 yrs.
after
date of
earliest
document
in folder
if birth
date
cannot be
ascertiined,
or 5 yrs.
after lateqt
separation|
whichever
is later.
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CLASSI- , RECORD OFFICE
_FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
. NUMBER DISPOSITION | PARc | OFFICES AUTHORITY
. @ Q) @ — 5 I
b. Temporary - Documents placed Destroy N/Al SEE NOTE JGRS-1-10
on tne left hand side of the upon
V4 folder constitute the temporary separa-
records of an employee. The tion or
documents and their order of transfer
filing are prescribed by FPM of
293-31. employee
or when
1 yr.
old,
which-
ever is
sooner.,
opP
c. A1l letters of reprimand, Minimum N/ A §§§§§§§§Z
caution, warning, and/or of 1 yr.
admonishment . (unless
\/ decided
unwarrant-
ed), or
until
employee
transfers
or
separates,
whichever
occurs
first.
d. Services Record Card (SF-7) op
Destroy N/A GRS-1-2b
NOTE: For supervisors' personnel 3 yrs.
files with material pertaining to after
authorizations, pending actions, separation
request for actions and records or trans-
on individual employees duplicated fer of
J in or not appropriate for the employee.
| official personnel folder, review
annually and destroy superseded
or obsolete documents, or destroy
all documents relating to an
individual employee 1 yr. after
separation or transfer. (GRS-1-18a)
(FILE by nature of action and
not by employee's name.)
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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.

Appendix C
USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
$Si— , RECORD OFFICE
_FICATION DESCRIPTION AND FILING INSTRUCTIONS oPi & L 10 OTHER DISPOSITION
. NUMBER DISPOSITION FARC | OFFICES AUTHORITY
a Q Q) @ NE ®__
4000-1 Policy and Procedure 0P
- When] Destroy GRS-16-1@
( 5 when S/0.
NARS=Fn yrs.
Eg;%;%%ii old.
Case flio) celicts gt |ty whonsfo -
b. Use for backg*eﬁﬁd=ma%@¢¢ak=wh$sh- Submit- N/A GRS-lG-Mi
S+t
B T T S gt aapectagl s Rzs
o
NOTE See 3000-1-2 foﬁja1sposwtlon aa4z;:?nﬂ
of record copy of Departmental ce
directives not published in the DPM. ?%é/dif
C—Hse—for—tssuances Which pertain ~Pestroy— ~NAA “GRS=16-1—
to—routine agency administrative when-S/0. | -c & d
functienss—ATso—includes background
material. .
FILE by.origin, series number or in
chronological sequence.
4000-1-1 External or Non-Series Instructions
JSE Tor material Of a directional Destroy N/A]l Destroy
nature which originates outside USDA vhen S/0. when S/0.
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0 Q@ E) ) Em T
4000-2 Recruitment, Selection and 0P
Placement
Use for material of a general nature Destroy N/Al Destroy GRS-1-3
J which pertains to recruitment efforts when 3 when 3
and job offers to potential employees.| yrs. old. yrs. old.
FILE chronologically.
4000-2-1 Recruitment 0P
Use for material which pertains to Destroy N/Al N/A
recruitment efforts. Includes letters| when 3
of thanks to universities and other yrs. old.
recruitment sources for their
N cooperation or letters advising
universities, etc., of selections due
to recruitment efforts.
FILE chronologically by agency and
organization, etc.
4000-2-2 Selection 0P
Use for material which pertains to
employment offers and acceptance or
rejection of those offers. (Destroy
1 accepted offers immediately GRS-1-4a)
Declined offers
a. Names received from certificate Return N/A| Destroy GRS-1-4b
of eligibles. to OPM imme- (1)
with reply diately.
and
appli-
cation.
b. Temporary or excepted appointments] File N/Al Destroy GRS-1-4b
per imme- (2)
FPM diately.
333, A-4.
c. All others Destroy N/A] Destroy GRS-1-4b
imme- imme- (3)
diately. diately.
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. NUMBER DISPOSITION FARC OFFICES AUTHORITY
i @ NED @ € (I
4000-2-3f Competitive Placement 0P
Use for SF-171"s, resumes, position Destroy N/A}  N/A GRS-1-15
announcements, and applicant ratings upon
and any other material which documentsj receipt
/ competitive appointment procedures as of OPM
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
UEg“TGF statistical reports which Destroy N/A} Destroy GRS-1-16
pertain to recruitment, selection and when 2 when 2
v placement. yrs. old. yrs. old.
FILE by subject.
4000-3 Priority Consideration oP
USE for mateérial which pertains to Destroy N/A} Destroy Ageryrmerit
priority consideration duye.to—dowa— when 2 when 2 pRometian
grading—er—an—administrative—oversight| yrs. old yrs. old. |p+es=
7| e el o L or uben
FILE b ition and name. cvwaw%yk%o a depart- -
= Dy positio mental
Personnel
Management
Evaluation
review has
been
conducted.
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) 2 3 @ 05 () .
4000-3-1] Priority Placements 0P
Use for material which pertains to the} Destroy N/A| Destroy Addn j?
repromotion of downgraded employees. after after gygg;%zgﬁgﬁ
. . employee employee 1an, V¥
J FILE $a—the OPE bﬂ Sov'el Secaidy has been has been
7, promoted promoted
or or
declines declines
a position. a
position.
4000-4 Interviews 0P
Use for material pertaining to Destroy 6 N/A]l Destroy GRS-1-8
interviews with employees. months imme-
after diately.
J transfer
FILE by agency and alphabetically by or sep-
employee. aration of
employee.
4000-5 Certificates of Eligibles opP
Use for material pertaining to Destroy N/AT N/A GRS-1-5
certificates of eligibles. when 2
Includes tnhe reasons for passing yrs. old.
over a preference eligible and
v selecting a nonpreference
eligible.
FILE by agency and announcement
or position number.
4000-6 Reemployment Agreements opP
Use for material which pertains Destroy N/A| Destroy
to reemployment agreements between 1 yr. 1 yr.
employees and USDA. after after
termination termi-
v FILE by agency and employee name. of agree- nation
ment. of
agree-
ment.
4000-7 Reduction-in-Force 0P
Use for correspondence which pertains Destroy N/A ] Destroy GRS 4/9701/
J to notice of reduction-in-force and when-5— when 1
nondisciplinary removals. - > yr. old.
ot 1u
FILE in OPF. 6«w7&b&lb
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NUMBER DISPOSITION FARC OFFICES AUTHORITY
0) @) NE) @ ) ()
4000-8 Personnel Actions’ . oP
Use for notification of personnel
actions, e.g., within<grade increases,
v restored leave, promotions, etc.,
o . bO»DL oo e OPF.
a——BPF—copy— Destroy N/Al Destroy GRS-1-14a
tattother—eopiesmaimtaimed—im when 2 when 1
Personnet—are—to—be—destroyed— yrs. old. yr. old.
—whea—t—yr—etd+)
dk Pay or fiscal copy NFC
Destroy N/AL N/A GRS-2-11a
FILE by social security number and when
in chronological sequence. related
v pay
records
are auditeq
by GAO or
when 3
yrs. old,
whichever
is sooner.
4000-9 Position Classification, Pay, and OP & NFC
Allowance
Use for material of a general nature Destroy N/A| Destroy
v which pertains to position when 3 when 1
classification, pay, and allowances yrs. old. yr. old.
which doas not fit elsewhere in this
category.
FILE by subject in chronological
sequence.
4000-9-1 Position Classifications OP & NFC
Use for material which substantiatas Destroy N/A] Destroy GRS-1-7a
eligibility and classifying of jobs 5 yrs. when (2) (a)
o by occupation, series, class, and after position
grades. position is
is abolishd abolished
FILE by position number. ed or or
description descrip-
is super- tion
seded. super-
seded.
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4000-9-2 1 Inspections, Audits, and Surveys op .
Use for material pertaining to Destroy N/AR Destroy GRS-1-7c¢
personnel management inspections when S/0. when S/0. (2)
j and surveys, desk and other
position audits, and evaluations.
FILE by agency and subject.
4000-9-3 } Position Identification Strips opP
(SF-70)
se for material which provides Destroy N/AE N/A GRS-1-11
sumnary data on each position when
occupied. position
is
| FILE chronologically by agency. cancelled
or new
strip is
prepared.
4000-10 Employee Benefits oP
Use for material of a general estroy N/A} Destroy
nature which pertains to insurance, when 3 when 1
annuities and compensation and yrs. old. yr. old.
other employee benfits.
| NOTE: For injury compensation, see
4400-2.
FILE by subject in chronological
sequence.
4000-10-1} Insurance OP & NFC
Use for material pertaining to Destroy N/A% Destroy JGRS-2-22
insurance deductions. Includes copies| when 3 when 1
of vouchers and schedules of payment. yrs. old. yr. old.
\
FILE by agency, subject, and social
security number.
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DISPOSITION FARC OFFICES AUTHORITY
X @ Q) @ 5 © .
A000-10-2} Annuity Estimates op
Use for material pertaining to Destroy N/A ] Destroy hRS-2-21b
annuity estimates, and other when 1 when 1
records used to assist retiring yr. old. yr. old.
employees or survivors claim
v insurance or retirement benefits.
(Annuity deduction records are filed
in the OPF. See 4000 for
disposition.)
FILE by agency and alphabetically
by employee.
4000-10-3} Repaorts opP
Use for reports which pertains to Destroy N/A | Destroy HRS-2-17b
insurance, annuities, compensation, when 3 when 3
N and other employee benefits. yrs. old. yrs. old.
FILE by agency and subject.
arnnayl Attendance and Leave 0P & NFC
USe for general material relating Destroy N/A | Destroy 1%&?#&ﬂ3**
to duty hours, authorized absence, when 1 when 1
and use of leave. Includes yr. old. yr. old.
annual, sick, military leave,
V// leave without pay, holidays, absence
for jury duty, etc.
NOTE: See 2200-5-1 for T&A files.
FILE by agency and subject.
4000-11-11 Leave Histor NFC
Use for material which pertains to Destroy N/A | Destroy ERS-2-0
leave balances, e.g. leave balance when 3 3 months
upon separation, restored leave, yrs. old. after
leave without pay, military leave, end of
annual leave ceiling, and leave the
v audits, etc. period
covered.
FILE by agency and social security
number.
4000-12 tmployee Responsibilities and Conduct op
USe TOr materidl pertaining to Destroy N/A | Destroy bRS-1-28
codes of ethics and standards of when S/0. when S/0.
e conduct.
FILE in chronological sequence.
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DISPOSITION FARC OFFICES AUTHORIY .
- " - —
i) @ 3 () EN ©
4000-13 Reports op
WUé%'Tﬁ? statistical reports relating Destroy N/Al Destroy GRS-1-16
to USDA personnel programs and when 2 when 2
\ functions and manpower management and yrs. old. yrs. old.
evaluation. -
FILE by agency and subject report.
4000-14 Project Control 0P
Jse for memoranda, reports and other Destroy N/A§} Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
\ FILE: Case file alphabetically by in which
title of project. project
is closed.
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4100 EMPLOYEE DEVELOPMENT, PERFORMANCE 0P
- 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. UYse-for Departmental—peliecy—and—— PERMANENT. |~W Destroy LRS-16-1@
procedure—whith—is pubtished—in—the - %E@ when S/0.
P - Al La” } Vs
7 S
]
when 21
b. Use for backegreu feriat—which Submit— N/A | Bestroy - 3RS-16-1¢{
deeuments—the—important—aspects—ofthe-| SF=TT5T er Shepk
development—of—the—DRPM—or-other . _ the
.Depaﬁmea—ta—l—d—i—tcee—tﬁﬂveﬂsz f P Lo hen dJ Tve
—&Az, +tha W ” e i
NOTE: See 3000-1-2 fg{' disposition o orgme/é' /876
of record copy of Departmental d Ly
directives not published in the DPM. W W en__u;) cC
s known 7&1/83
t
aet—i'o'n)
} e
1 .
er——Hse—for—issuances—which—pertain—to | 3 NAAL DESTF 2 1
rogtine—agency—administrative Y . 0.
fu‘is.t_mns. Also includes background
material=
FieEdp—<arigin_saories number—or—in_
chronologieat—sEquence.
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(N @ NE) @ 61 O
4100-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A] Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
J is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
4100-2 Training op
Correspondence, memoranda, agreements,| Destroy N/A| Destroy GRS-1-30b
authorizations, reports, requirements when 5 when 1 (1)
reviews, plans, and objectives relatingd yrs. old yr. old.
to the establishment and operation of or 5 yrs.
training courses and conferences. after
J (Destroy background and working completion
papers when 3 yrs. old (GRS-1-30b (2))J of a
specific
FILE by subject in chronological training
sequence. ' program.
41900-2-1 | Training Aids 0P
Training aids developed by USDA. Stbmi-t N/A] N/A IGRS-1-30a
SE~115. (1)
S FILE by subject in chronological 4kﬁ&:32;“@“&9
sequence. izmﬁrZPMLJQI,
4100-2-2 | Availability and Participation OopP
Use for material which pertains to Destroy N/A| Destroy GRS-1-30c
availability of training and employee when 5 when 1
participation. yrs. or yr. old.
when S/0
Background and working papers. whichever
Destroy when 3 yrs. old (GRS 1-30b is sooner.
v (2)).
NOTE: The record of satisfactory
course completion is kept in the OPF.
FILE by agency, course subject, or
alphabetically as applicable.
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4100-3 Suggestions and Awards 0P
Use for material relating to USDA Destroy N/A} Destroy GRS-1-12
. v suggestions and other award 2 yrs. 2 yrs. a (1)
recommendations. after after
approval approval
FILE: Case file by subject. or dis- or dis-
approval. approval.
4100-3-1 | Letter of Commendation/Apprec1ation , OP
. mﬁ,, z WW Destroy N/A] Destroy  |GRS-1-12¢
when 2 when 2
%ﬁ:%:’;:ﬁi%”ﬁ yrs. old. yrs. old.
AijrdmA£>
4100-3-2 Serv1ce and S1ck Leave Awards 0P
Ut forr matecial, - 7 Cot- Destroy N/A| Destroy GRS-1-12b
£4&%—4n_a%i;7%fuxxﬁzﬂkﬂbo/%%fnﬁﬁw41ﬁuv‘/when 1 when 1
- ALl r. old. yr. old.
A WMJ ¥ /@1@;(; ﬂ/aw-wp/,eu Y
4100-3-3 | Departmental Awards opP
Department level awards or higher N/AY N/A
(Secretary's Awards, Presidential,
etc.)
a. Paper copies Destroy N/AY N/A NC1-16-82- 3
after NS ,
micro-
filming.
b. Microfilmed copies Destroy N/AY N/A NC1-16-82- 3
when no N e ;1
longer
needed.
FILE #r—bPF= Ly 3 A
4100-3-4 { External Awards opP
External awards and nominations from Destroy N/A]l Destroy GRS-1-12a
v/ or to other government agencies or when 2 when 2 (2)
private organizations. yrs. old. yrs. old.
FILE in OPF.
v/kﬂﬂ}l( Perfobmance Evaluations 09 N
Jertigrcates 6F pegfgyﬁank~lfgz/1&4//) Destr //ﬂZ%/ DeSyro _Eﬁwézfégg,/’
en |
PR/ e /i‘ s w/ r . A1d.

C-79
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DISPOSITION )
m

. CLASSI=~ . RECORD OFFICE

f.:&;'g.ﬂ | DESCRIPTION AND FILING INSTRUCTIONS ' oma . 10 OTHER DISPOSITION |
P » /DISPOSITION FARC OFFICES AUTHORITY
i} @ : Q) @ (L B (/—

L/L/ﬁﬂ'"lf WWW Mbwjﬁt@ow OP ¢ NFC SUPERVISOR'S
: /) e FILE GOPY
‘ a. Non-SES appointees (as defined in ,fpestroy after ONL
5 USC 4301(2)) /.~ bmployee com-—
‘ - bletes 1 yr.

(1) Appraisals of unacceptable bf acceptable|N/A pestroy -after] GRS- ’“"E3Q_<l‘
performance, where a notice of proposed performance bmployee
demotion or removal is issued but not From the date rompletes 1 yfr.
effected, and all related documents. bf written b { acceptab/]fe

ndvance noticp berformance.
bf proposed
removal or /
reduction in s

brade notice. i

(2) Performance records superseded |Destroy upon|N/A Destroy upo GRS-(- 23@.6
through an administrative, judicial, or | supersession supersessioﬂ
quasi-judicial procedure.

(3) Performance-related records Destroy when|N/A Destroy whemGRS"l' 230 (:
pertaining to a former employee. 3 yrs. old of employee

when no long| leaves

er needed, employment.
whichever is '
sooner.

(4) All other summary performance {Destroy 3 yrg.N/A | Destroy 3 yrE. GRS~ - 237'
appraisals records, including performancfl after date after date CI/-)
appraisals and job elements and standard of appraisal. of appraisal}
upon which they are hased.

(5) Supporting documents. Destroy 3 yrk. N/A]Destroy 3 yrf. @RS-—I' 23

after date after date (5)
. of appraisal of appraisall '
FILE in OPF. or when no or when no
longer needef, longer needef,
whichever is whichever isf -
sooner. sooner. (
b. SES Appointees (as defined in 5 USC

3132a(2)y.

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

0~ Yon

FORM IMD-18 (6/82)
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-USDA/OIRM~IMD

'ASSISTANT SECRET’RY FOR ADMINISTRATION FILE/DISPOSITION PLAN

e T~ e
DISPOSITION )
T —— .
CLASSI- , RECORD OF FICE j ‘
;',}Sﬂ'g,:‘ | DESCRIPTION AND FILING INSTRUCTIONS ' oPI& . 10 OTHER DISPOSITION
i ‘DISPOSITION FARC OFFICES AUTHORITY
) {3 Q) @ é‘, ) - (=
M«Q .
b. continued 0P¢NF@’ 7@,1_7
(2) Performance-related records Disposition N/A GRS—[ 2;?2& (2
pertaining to a former SES appointee. pending.
. ’ : Qatrﬁxgﬁbjj‘
(3) All other performance appraisald, Destroy 5 N/A GRS-[ 23 ‘£: (3
along with job elements and standards yrs. after
(job expectations) upon which they are [|date of
based. appraisal,
exclusive of
any interim
service as a
Presidential
appointee.
(4) Supporting documents. Destroy 5 yrgd.N/A GRS—[:‘%% (‘t
after date
of appraisal
or when no 9 UPﬁﬁq)/nﬂ
longer neede(, igd. RS TRV
whichever is /.
sooner.
c. Presidential Appointees. Disposition |N/A GRS~ 2E9'ii(3
pending.
ke
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DISPOSITION
CLASSI - ) RECORD OFFICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS orl & L 10 OTHER DISPOSITION
NUMBER DISPOSITION PARC | OFFICES AUTHORITY
) 2 [ER T 5 N
4100-5 Reports , OP & NFC
Use for material which pertains to Destroy N/A ] Destroy
j reports on employee development, when 3 when 1
training, evaluation, awards, etc. yrs. old. yr. old.
FILE by agency and subject.
4100-6 Project Control 0P
Use for memoranda, reports and other Destroy N/A} Destroy GRS-16-7
records documenting assignments, 1 yr. when no
| 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-80¢
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Appendix C
USDA/OIRM=~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
Sia . RECORD OPFICE
F}:wT'ON . DESCRIPTION AND FILING INSTRUCTIONS " oPla L 10 OTHER DISPOSITION
UMBER DISPOSITION | FaRc | OFFICES AUTHORITY
&) D ) @ I 7
4200 PERSONNEL RELATIONS AND SERVICES op
Use for general materiai which Destroy N/A} Destroy
pertains to grievances, complaints, when 5 when 1
and appeals, other than EEQ. Also yrs. old. yr. old.
use for rehabilitation programs
(e.g., for alcoholism), for
employee organizations, and for
such special services as day care.
FILE by agency and subject.
4200-1 Do1icy and Procedure op aégﬁsi? ~ /A
. Hep {nr. nC“&, nu.ilbu‘r i.:uiﬂ..j CIHU ALY T+ W‘Eﬂ DeStY‘O_y GRS-16'].Q
9sa@éde22;:3iiizii;f§biash@d_4n~4#u;uw gffer—to— | 5 when S/0.
~NARS—+A— | YT S .|
Sy tdt
btocks—
whren 20"
AL p = M
m%«ﬂyﬂﬁ‘dﬁg@?{a
b. Use for bsackardupnd m£~a&%&£=ﬁﬁ&@h ~Sgbnrie N/A
detuments—the—tportant—aspects—of-the} ~3F-TI5.

davelepmenrt—of—the—BPi-orother ?%35277

Departmentdt %ﬂﬁziszgz%?;g ,
M M of ““",""‘1‘
NOTES " Sed 000-1-3 For disposition wazjzl

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

FORM IMD-18 (6/82)
C-81
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USDA/OIRM-FIDSD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI - _ RECORD OFFICE ,
FICATION DESCRIPTION AND FILING INSTRUCTIONS " oPik b 10 OTHER DISPOSITI
NUMBER DISPOSITION FARC OFFICES AUTHORI'
0 2 3) (4) 5 (8)
4200-1-11 External or Non-Series Instructions
Use for material of a directional Destroy N/A] Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
J is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
4200-2 Grievances and Complaints opP
Use for materiai pertaining to Destroy N/A] Destroy GRS-1-31a
grievances and complaints which have 3 yrs. 1 yr.
been submitted above the supervisory after after
J level for adjudication and decision. case is case is
closed. closed.
FILE by agency and case number.
4200-2-1{ Adverse Actions and Appeals 0P
Jse for Adverse Action and Appeal Destroy N/A] Destroy GRS-1-31b
case files. Includes background 4 yrs. 1 yr.
materials and related records such as after after
investigative reports, correspondence, case is case is
and reports from operating officials, closed. closed.
supervisors, and other employees, and
] material collected through the final
adjudication or withdrawal notice,
excluding letters of reprimand filed
in the OPF.
FILE by agency and case number.
4200-3 Labor-Management Relations 0P
Use for material pertaining to Destroy N/Al Cestroy GRS-1-29a
the relationship between manage- when 5 when S/0.
Q ment and employee unions or other yrs. old.
groups.
FILE by group or organization and
date.

FORM IMD-18 (6/52)
C-82
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
P . RECORD OFFICE
FivnaTION . DESCRIPTION AND FILING INSTRUCTIONS " omia L to OTHER DISPOSITION
HUMBER " DISPOSITION FARC OFFICES AUTHORITY
m 2 ) @ (£ ®
4200-3-1 Labor Arbitration. 0P
Use for correspondence, forms and Destroy N/AY N/A GRS-1-29b
background papers relating to 5 yrs.
labor arbitration cases. after
final
J FILE by agency. resolu-
tion of
case.
4200-4 Employee Services 0P
Use for material pertaining to Destroy N/AT N/A
creating, planning, coordinating when 3
and directing of social programs yrs. old.
and organizations, (e.g., day
care centers and programs for
Y alcoholism and drug abuse.)
FILE by subject.
a7nn-4-1 | Housing Requests opP
Use for material pertaining to Destroy N/A{ OCestroy ., |GRS-1-25e
agency assistance in housing when 1 when 1
matters. yr. old. yr. old.
S FILE by agency and alphabetically
by employee.
4200-4-2 | Counseling Records opP
Use tor reports of interviews, Destroy N/A}l Destroy GRS-1-27a
analyses, and related records. 3 yrs. 1 yr.
after after
FILE by agency. termina- termina-
tion of tion of
e counsel - counsel-
ing. ing.
4200-5 Project Control 0P
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.
V/ FILE: Case file alphabetically by in which
title of project. the
project is
closed.

C-83
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
CLASSI= ' RECORD OFFICE
F;f’;;lg: DESCRIPTION AND FILING INSTRUCTIONS oPld L 10 OTHER DISPOSITIC
DISPOSITION FARC OFFICES AUTHORITY
(0 @) €D @ (5) 6)
4300 EEQ 0P
Use for material of a general nature Destroy N/ A Destroy GURS-1-26G
which pertains to the Civil Rights Act| when 3 when 1
Regulations of 1964, the EEQ Act of yrs. old yr. old
1972, pertinent future legislation, or when or when
and agency EEO Committee meetings S/0 S/0
and records including minutes and which- which-
reports. ever is ever is
appli- appli-
FILE in chronological sequence. cable. cable.
4300-1 | Policy and Procedure op fXEp | MM |
a. HYse—for—Departmental—policy—and— —PERMANENT-] Whén] Destroy GRS-16-1lex
procediree—which—s—published—-n-Lhe- ~JfEfer—te~ | 5 when S/0.
_ Loomanaed. NARS—- yré.
—5—yrs .
—btocks
—when—20—
yrs . —old.
cone e pelatod — M%W&
b. Use for m@vm%efﬁwm Submit- N/ A % GRS-16-18,
deeuments the important aspects—ef—the | SF=135-. e

devetopment—of—the—bBPH—or—other

i i —'Fi-V‘e’S'C_'
a M’M%W 7%
NOTE: Zee ;é;o- -2 for disposition

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

NG

C-84
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
Sl , RECORD OFFICE
ﬁ;r,;};'é’,:‘ . DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITION
. DISPOSITION FARC OFFICES AUTHORITY
() F] 3 @ N 7o)

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

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

FILE by origin, series number or in
chronological sequence.

4300-2 Affirmative Action op , /
Use for material which pertains to Destroy N/A | Destroy GRs Oﬂﬁb L
agency actions or plans to correct 5 yrs. 5 yrs.
inequities. from date from date

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

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

vV 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-85
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

DISPOSITION
CLASSI= ' RECORD OFFICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS " oPIb L 10 OTHER DISPOSITION
NUMBER , DISPOSITION FARC OFFICES AUTHORITY
&0 (2) 0 @ (8 ®
4400 SAFETY AND HEALTH 0FM
Use for material of a general nature Destroy N/A Destroy
which pertains to the implementation, 3 yrs. after
J development, coordination and after 1 yr.
monitoring of departmental policy on S/0. or on
occupational safety and health of dis-
Federal employees. Also includes contin-
reports of accidents and disease. uance,
which-
FILE by agency and subject. ever is
first.
4400-1 Policy and Procedure 0P wéﬁf%%ﬂ e
a. Hee—Fer—Pepartmentael—policy—and—— PERS —When | Destroy GR3-16-1&
procedure—which s publdshed—in—the—|—0ffFer—te— |5 when S/0.
S—yre ot
—biocks
whea—20
_ YrS-—otHes
cone AKled) barte Lo (o
b. Use for mgpgma%eﬂa—)—w i vh+»h>—p L Submit— | N/A GRS-16-14,
decuments—the _important_aspects—of—the | S5
devetopment—oftheDPM—or—other— p A .
Departmentai—directiyess efug whaeds | (o
Dol saprte of e Lerchegoniit | Juien
NOTEY See 3000-1-2 for disposition &Vdéﬁépr?uﬁ
of record cepy of Departmental
directives not published in the DPM.
c. U issugricas which Destroy N/A Destroy GRS-16-1cC
ency Adminisfratj when S/0. when S/0.
s0 include
FILE by origin, series number or in
chronological sequence.

(9]
[}
(we)
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
Sie . RECORD OFFICE
v 0N DESCRIP TION AND FILING INSTRUCTIONS oPI & - 10 OTHER DISPOSITION
- NUMBER _ DISPOSITION FARC OFFICES AUTHORITY
0 ¥ ) @ K& I
4400-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
- or which originates within USDA but
is not part of a formal Departmental
V/ directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
4400-2 Accidents 0P & OFM
Use for material pertaining to Destroy N/A Destroy GRS-1-32
injury compensation (relating to when 5 when 1
on-the-job injuries); excluding yrs. old. yr. old.
v copies filed in the OPF and copies
submitted to the Labor Department.
FILE by agency and alphabetically
by employee.
4400-3 Employee Health OP & OFM
Use Tor material pertaining to an Destroy N/A N/A GRS-1-21
employee's medical history, 6 yrs.
occupational injuries or diseases, after
physical examinations, and all latest
treatment received in the health entry.
unit. Exclude pre-employment physical
examinations and disability retirement
v/ and fitness for duty examinations
which are filed in the OPF.
FILE by agency and alphabetically by
employee.
4400-4 Project Control
Use for memoranda, reports and other Destroy N/A Destroy GRS-16-7
records documenting assignments, 1 yr. when no
Y progress and complation of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.

c-87
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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

FILE by origin, series number or in
chronological sequence.

DISPOSITION
CLASSI= , RECORD OF PICE ;
FICATION " DESCRIPTION AND FILING INSTRUCTIONS oPI & T0 OTHER DISPOSITION
. NUMBER DISPOSITION FARC § OFFICES AUTHORITY
i) @ Q) ) G ¢
4600 PERSONNEL SECURITY opP
Use for material of a general nature Destroy N/A Destroy GRS-18-22
which pertains to the administration when 2 when 1
v and operation of the personnel yrs. old. yr. old.
security clearance program and not
listed below.
FILE in chronological sequence.
4600-1 Policy and Procedure 0P;¥£%§§;7 W
a. Yse—for-Bepartmentalpoticy—and MAMENT= Destroy GRS-16-1g
proeedure—which—is--published ~in- the - | -Gffer—te- when S/0.
DPMe  Jpdam nce, /) ~MARS—Am
Sy, T
-btoeks
when 200
ldedrd yrs.old.
code A : (a
b. Use for éa%}é:%d—)ma-teml_wh_m)— Submit N/A GRS-16-18
documents—the—important—aspects of—the| -SF=ti5%
devetopment—of—the—BPM—or—other Alu%247
ikmmxihewaﬂ—di;ayﬁweev—~ Alrre pruilh Whow
% appectos %/%/ Heveloprmord g uantls
NOTE:/ See 3000-1-2 *or disposition A;¢zf;”24
of record copy of Departmental
directives not published in the DPM.
N/ Destrpy GR&<1p-1
- en c &

C-88
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
sl , RECORD OF FICE
T1ION DESCRIPTION AND FILING INSTRUCTIONS oPl &  To OTHER DISPOSITION
- 4BER DISPOSITION FARC OFFICES AUTHORITY
i) Q) Q) @ RE] R
.4600-1-1 External or Non-Series Instructions
Use for material of a directional Destroy N/A Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
u/ directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence. -
4600-2 Security Clearance 0P
Use for material pertaining to Destroy N/A N/A GRS-18-23a
investigations of personnel employed upon
by or seeking employment from the notifi-
\/ Government and persons performing cation of
work for the agency under contract. death or
Excludes copies of investigative not later
reports and related papers furnished than 5
to agencies by 0PM. yrs. after
separation
FILE by agency and alphabetically by or transfer
employee. of employee
or not
later than
5 yrs.
after
contract
relation-
ship
expires,
whichever
is
applicable.
4600-3 Identification Cards, Passes, Badges 0P & PPMD
Use for material pertaining to Destroy N/A N/A GRS-11-4a
identification cards, credentials, 3 months
J badges, parking permits, photographs, after
USDA motor vehicles operating permits, return to
visitors and dining room passes, issuing
xerox and supply cards, etc. office.
FILE by agency and alphabetically by
employee.

C-89

FORM IMD-18 (6/82)
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DISPOSITION
CLASSI— ‘ RECORD OFFICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
i) @ €D @ (E] o
4600-3-1 Records of Identification Cards 0P ’
Use for receipts, indices, listings Destroy N/A N/A GRS-11-4b
and accountable records. after
all
\} FILE by identification number and/or listed
chronological sequence. cre-
dentials
are
accounted
for.
4600-4 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.
J FILE: Case file alphabetically by in which
title of project. the projec
is closed.

C-90

FORM IMD-18 (6/82)
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
v DISPOSITION
$Si- . | RECORD OFFICE
. ATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
(0 2 ~(3) 0 5 1)
-5000 PROCUREMENT MANAGEMENT PD
Use for material of a general Destroy N/A Destroy Gres 5763
nature which pertains to purchase when 2 when 1
and maintenance of equipment, pub- yrs. old. yr. old.
J 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.

5000-1 Policy and Procedure PD Lony who
a. Use—Feorbackground material-which—|- Submit— N/A GRS-16-h¢z
AoLomerts—tire—mportant—aspects—of_ _the. 5.
de»el-eaneﬁhvf—eeﬁa%tmeﬂ-t—a%-pohc Y= @ﬁ]/;{ .
and—preeedureT  Jedts nie whew S/0 Frective

15 15s5ued

NOTE: See 3000-1-2 for disposition Tmme- Ry
of record copy of Departmental diate] Ce
directives. 1 whep it

l%st 7@/53

thaf no
action
Wi be

) taken.
aaaz/¢&£k¢) / Yo
b. Use for 1%5Hﬂﬁ€€ﬁ—wh;éﬁf%g§%§2ﬂ———- Destroy N/A Destroy GRS-16-lolJ
%e—rev%+ﬁe—ﬂgeﬁey-ﬁﬁm+ﬂ+s%Fa%+ve when 546~ Ahen SHo— }e—t—d—

furetfonsT A I)SWUUES‘“baCng‘GUHd" 78 ‘f‘f’l'(/"’"% %A/ﬂ((x
material— (=« “*A“fﬁkjﬁﬁzgfﬂﬁ"
VAo o ‘ﬁ‘”tz;ZZJL o
sepeei ] L T eolizy &
FILE by origin, lseries number or in
chronological sequence.

5000-1-1 External or Non-Series Instructions
Use for material of a directicnal 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.

FORM IMD-18 (6/82)
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USDA/QIRM=IMD ASSISTANT SECK£TARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI- . RECORD OF 7ICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPI & . T0 OTHER DISPOSIT
. NUMBER DISPOSITION FARC | OFFICES AUTHOR.
m @ ) & s O
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.)
PD & NFC
a. Transactions of more than Destroy Whenj . Destroy whs GRS-3-4a
$10,000 and all construction 6 yrs., 2 ol (1) and b
contracts exceeding $2,000. 3 months yrs. 1pt'a
after old.
final
payment. ﬁ?% '
52
s Py
I
) PD & NFC
b. Transactions of $10,000 or less Destroy N/A Destroy ieded GRS-3-4a
and construction contracts under 3 yrs. upon e (2) avd b
$2,000. after Tecetpt
final of—goods
payment. +w-*“*$*4'
—Seryiear
PD & NFC
c. Copies of records described above Destroy When] Dest QX;59~'5R5-3-454M«Q C.
used for administrative purposes. upon 2 yryg. ﬁ@gﬁéﬁa%&&
termina- old.] -reToit
tion or ot
completion, guuaus
-ar—
—Service,
FORM IMD-18,

C-92
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
551 ‘ RECORD OFFICE
EicATION . DESCRIPTION AND FILING INSTRUCTIONS oPI & F TO OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
n 2 3 @ (5) )
d. Obligating 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
N when S/0. when S/0.
FILE alphabetically by bidder.
..u0-4 Tax Exemption Files PD
Use for tax exemption certificates Destroy N/A N/A GRS-3-13
and related papers. 3 yrs.
after
v 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 longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.

FORM IMD-18 (6/82)
C-93
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DISPOSITION -
CLASSI- . RECORD OFFICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPi & L 10 OTHER DISPOSI TIO..
. NUMBER DISPOSITION FARC OFFICES AUTHORITY
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—forbackgreund—matecial—which | Submit— N/A GRS-16-1¢

documeTts—the—important—aspects-of—the| SFH5.
devetopment—of—Departmental- policy— §%2§ﬁf7
and—procedure, Jagua-<os/ /o

NOTE: See 3000-1-2 for disposition Rrs
of record copy of Departmental Ce
di ti .

irectives 7¢Q¢525

wi e
) ;
CAlO ahatal b (a
b. Use for ﬂfﬁyfgfg%ggih+eh—pentaluf;z Destroy N/A Destroy GRS-16-1o]

to—routine—ageney—administrative— when /0. qhen SAL | e—g—d—
“fupctions. Adso—includes_background- EA3V4A~“” Watauag
matertal. Lecedo b ”“E*ﬁfJ ;

FILE by origin, serias 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 S/0. when S/0.
or which originates within USDA but

»/ is not part of a formal Departmental

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

FILE by origin, series number or in
chronological sequence.

FORM IMD-18 (6/82)
C-94
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION i
S ) RECORD OFFICE "
Fg;;;'g: DESCRIPTION AND FILING INSTRUCTIONS oPI& L To OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
) 2 €] (4) ) 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-
u/ 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
Timinary 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.
,0-3 Reports F1MD
EXCess real property. ~Submif N/A N/A GRS-4-3
S35, L
v FILE by agency and location. u%s/s co
5100-4 | Project Control FMD R[5,
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.
Y, 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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ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN

| ( DISPOSITION
CLASSI- ' RECORD OF FICE
F}:ﬁ:;‘g; DESCRIPTION AND FILING INSTRUCTIONS orl s L 10 OTHER DISPOSITION
; DISPOSITION FARC OFFICES AUTHORITY
) 2 ) (4) (5) )
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 Reglios b
a. Yse—for—backgrotwnd—material—which—| Submit- N/A y GRS-16-1&
documents—thedmportant aspects—ef—thel -SF=ti5. T
éeve+epment—0€—8epartmenﬁitlzzij?y A&hAﬂiiqjﬁ
and—procedure.  Josun when sle directive
' T§’T§§Led
NOTE: See 3000-1-2 for disposition i
of record copy of Departmental
directives.
Cose fileo) roldated Fo (=)
b. Use for Assugnces whith pertain Destroy N/A GRS-16-1¢]
to—rotutine—agency—administrative—-—— when $46+ L o &-d
furetionss—Alse—neldes—backgroundg—| izeaned
eapicty a-f Ha Av ﬂ%w/ﬁm
FILE by origin, series number or in
chronolagical 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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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
: - DISPOSITION
§1a A RECORD OPFICE
- ION DESCRIP TION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
n-mBER DISPOSITION FARC | OFFICES AUTHORITY
n 2 Q) @ RE) o)
5200-2 Personal Property Accountability PPMD
List/Index
Use for l1istings which provide a Dispose N/A Dispose NCl-16-
means for accounting for personal of when of when 77-6
v property. Includes master property updated. updated. [tem 15
print-outs, station listings, working C!
capital and appropriated funds Same)
listings, etc.
FILE in chronological sequence.
5200-3 Reports PPMD
Use for material pertaining to Destroy N/A Destroy GRS 67@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.
ENn0-4 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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USDA/OIRM=IMD ASSISTANT SECRET_ARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION -
CLASSI- _ RECORD OFFICE
FICATION DESCRIPTION AND FILING INSTRUCTIONS oPiI & X1 OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
) 2 (3) (4 O 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 Po11cy and Procedure PPMD 43055@ﬂ122?“)

- Submit- N/A GRS-16-1@

Hse—for—backgroundmateria—which—
éeeumeﬁ%ﬁ—%he—+m$9x:an%—&&pee%s—ﬁﬁ—%he—- SH=135.
development—of Departmental policy
.&le nrocedure P W (o 5/6

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

e

directives. A\,
/,\a\
<o [Hea olotrd o (=)
b. Use for vseaaﬁece—whfch—pertaﬁn-to= Destroy N/A | Destroy  [GRS-16-1¢{
regtime—agency admintsErative—— when $/8.— when-%bﬁ}— i
FyretionsT ATso—iAc ITdes background—- Laotancl (Bguarcz

SR U TN b T e, St || e

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

l// 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-38
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION

,Si= RECORD OFFICE

F’-‘DAT'&‘ . DESCRIPTION AND FILING INSTRUCTIONS "~ oPI& L 10 OTHER DISPOSITION
M8 DISPOSITION Farc | OFFICES AUTHORITY

Q. @ Q) @ o ©

®5300-2 Requisitions PPMD
Use for requisitions of supplies STOCKROOM
and aquipment. COPY
Destroy N/Al Destroy GRS-3-9a
FILE by requisition number and/or 2 yrs. when &b
agency. after 6 months
V/ completion old.
or cancel-
lation of
requisi-
tion.

5300-3 Inventory Files

PPMD
a. Inventory Lists Destroy N/A}  N/A GRS-3-10a
2 yrs.
from date
of Tist.

PPMD
b. Inventory Cards Destroy N/AL  N/A GRS-3-10b
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
classifical
tion, or

2 yrs.
after
equipment
is removed
from
agency
control.

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

FORM IMD-18 (6/82)
C-99
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASS!= . RECORD OF FE___
NG ER . DESCRIPTION AND FILING INSTRUCTIONS " oPla L 10 OTHER DISPOSITION
DISPOSITION PARC OFFICES AUTHORITY
) @ 6 @ ) (TR
[ J
5300-4 Reports » PPMD
Use for reports of survey files Destroy N/Al  N/A GRS-3-10c
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
Use for invoices or equivalent Destroy N/Al  N/A GRS-8-3
papers used for stores accounting when 3
purposes. yrs. old.
FILE by invoice number and/or
| chronological sequence.
5300-6 Stores Accounting PPMD
USe for stores accounting returns Destroy N/AL  N/A GRS-8-4
ana reports. when 3
yrs. old.
) FILE in chronological sequence.
5300-7 Working Papers PPMD
Use for work papers used in Destroy N/A} N/A GRS-8-5
accumulating stores accounting data. when 2
A yrs. old.
FILE in chronological sequence.
5300-3 Project Control PPMD
Usefor memoranda, reports and other Destroy N/Al Destroy GRS-16-7
records documenting 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.

Cc-100
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USDA/OIRM=~IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
<i- . RECORD OFFICE
Fi-aTION DESCRIP TION-AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
NUMBER OISPOSITION | FARC | OFFICES AUTHORITY
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 %
d. H‘S‘E‘%‘;‘-’Lbabkgruuxld‘fvlthI -3} StbmiE— N/A e oy GRS-16-1¢_
which documents—the important-aspects SE115-,
of—the—development—of -Denartmental (}umbﬂy7
peliey—and—procedure—- Loo when Slp
NOTE: See 3000-1-2 for disposition
of record copy of Departmental K?ﬂ
directives. Ct
5 N, §7
C e dR y Aﬂ/g—a/tﬂ/ 4?)
b. Use for-;ssaalge&—wh#fm—fe%%ain__—- Destroy N/A | Destroy GRS-16-1c
—to—routine—agency—admninistrative—- when <576- when S48+ &4
'ﬁﬂﬂe%+0ﬂ87——¢dso-iﬂc1ud55453§£€round__ 4 loguance ;:a¢4444
; ial— (o) adne ‘e ologinngon L
LIS 7 %&)MW of Ve Hsatrged desderpd
FILE by origin, series number or in
chronological sequence.
5400-1-1 txternal or Non-Series Instructions
Use for material of a directional Destroy N/A ] Destroy
nature which originates outside USDA when S/0. when S/0.
or which originates within USDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
chronological sequence.
FORM IMD-18 (6/82)
C-101
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Appendix C _
USDA/OIRM-IIDBD ASSISTANT SECkeTARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI— _ RECORD OFFICE
FICATION : DESCRIPTION AND FILING INSTRUCTIONS " oPl& . 1o OTHER DISPOSITI
NUMBER DISPOSITION FARC OFFICES AUTHORI
(1) (2) (3) (4) (5 ’r)____ =
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 Qperations oP '
Use for material pertaining to Destroy 3 N/A ] N/A 5RS-10-7
individual employees' operation of yrs. after
government-owned 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 1is
employee. closed. closed.

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

DISPOSITION —
CLASSI= _ RECORD OF FICE
\TION . DESCRIPTION AND FILING INSTRUCTIONS oPI & L 10 OTHER DISPOSITION
BER DISPOSITION FARC | OFFICES AUTHORITY
i @ Q) ) £ e ( —
5400-6 Gasoline Sales ) NFC
Use for material filed in support of Destroy N/A} Destroy GRS-6-7
paid invoices for credit card after when 3
purchases. GAO yrs. old.
FILE by agency in chronological audit or
Vv sequence. when 3
yrs. old
whichever
is sooner,
. 5400-7 Project Control
Use for memoranda, reports and other Destroy N/A§ Destroy GRS-16-7
v/ records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the
project
is closed.

C-103

FORM iMD-18 (6/82)
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI= ' RECORD OFFICE
FICATION . DESCRIPTION AND FILING INSTRUCTIONS oPl & L T0 OTHER DISPOSITION
NUMBER DISPOSITION FARC OFFICES AUTHORITY
Tn ) 3 @ o ’?L___

5500 ENERGY MANAGEMENT OBPA )

Use for material of a general nature 4}2411&7 N/A| Destroy 4B

which pertains to actions taken to when. 3N when 2 ccC

conserve energy and manage fuel yﬂ' yrs. old. 7%%}53

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.
(Wore: 6BPA_ hag

FILE in chronological sequence.

5500-1 Policy and Procedure OBPA

a. lse for background material-which—| Submit N/A GRS-16-1k=

~deeumeﬁ%§—%he—+mportan%—ﬁspee%s—eﬁ—the_-jiZngS.

development—ef—Bepartmentat—poticy—— Fury

and—procedure, \Jggus s rCea when 5o

MOTE: See 3000-1-2 for disposition

of record copy of Departmental Vi

directives. ce
7/@!/ %

e Leteg Mt (<)
b. Use for i hieh—pertatn—to-| Destroy N/A] Destroy 3RS-16-Ld
nav%%ae;4;yaagx_gdpinisxxaijJ&L_____ﬁ when S/0. when S/0. &

funef%fﬂﬂ;r;;ﬁiig—tiiiﬁizf—baekgrounﬁ—”

! Lal. aﬁgﬁgiﬂgg%,M%ééggﬁﬁz%ﬁ%%ML-
FILE by origin, series number or in
chronological sequence.

5500-1-1 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

v 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.

FORM IMD-18 (6/82)
C-104
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| DISPOSITION
S5l . RECORD OF FICE
FAS:‘;'EO: DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITION
DISPOSITION FARC OFFICES AUTHORITY
o @ €D (@ ) N
5500-2 Energy Conservation Reports OEPA_
Use for material pertaining to energy AlaﬂbAuy N/A ] Destroy L
consumption, projected fuel Wwher) when 2 ce
requirements, fuel availability and M Lrnegy yrs. old. Z/§0K53
storage capacity, boiler plant poede A
equipment data, and similar reports. f”V
Included are energy information /u7&4e444;
reports, Department of Energy data
requirements, and information
collected for higher level agencies,
and related documents.
FILE by agency.
5500-3 Project Control
. Use for memoranda, reports and other Destroy N/A 1 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 (6/82)
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
CLASSI— , RECORD OF FICE
FICATION - DESCRIPTION AND FILING INSTRUCTIONS oPl & L 10 OTHER DISPOSITION
NUMBER DISPOSITION FARC | OFFICES AUTHORITY
() ¥ (3) 4 5 e
5600 ENVIRONMENTAL PROTECTION £ VR+E
Use for general material pertaining ‘9@’;“3'%{” N/A 1 Destroy ce
to action taken within USDA to 3%, when 1 7/&//53
reduce environmental pollution. yr. old.
FILE chronologically by agency and
location.
5600-1 Policy and Procedure NR&E
3. Yse—Ffeor—backgrowndmaterial—waich- committee~ | N/A GRS-16-1&
documents—the—important—aspects—of—the A@M
develepment—of—LDepartmental—policy—and-|{- 2
-precedures—  dawa nley ‘5/9 ﬁig
NOTE: See 3000-1-2 for disposition ce
of record copy of Departmental
directives. 7/&//6\3
care flle) wlpte o Fo (=) .
b. Use for ch—pertati-£0- é&A2247 N/A} Destroy  FRS-16-1¢]
routime—agency admimistrative o when 79~ |-e——¢-
funetions~—Atso—nreludes—background——|  dewawrcg, g nle
MmaLerial-— il Aolairrorl L I
aepecty L [ ppomente of Bt tirypd deaten
5600-1-1 | 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 Cepartmental
/ directive system. Includes comments
and other material on proposed and L
existing instructions.
FILE by origin, series number or in
chronological sequence.

C-106

FORM IMD-18 (6/82)
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USDA/OIRM=IMD ASSISTANT SECRETARY FOR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION
$sim . [ RECORD OFFICE
TiON DESCRIPTION AND FILING INSTRUCTIONS OPI & L T0 OTHER DISPOSITION
,-»MBER DISPOSITION FARC OFFICES AUTHORITY
n F) (3) ) 5 o
«~5600-2 Environmental Pollution Reduction NR&E
Use for material pertaining to PR M/A { Destroy
the criteria, practice, and chend when
. application of measures to prevent sle ov S/0 or
water, air, noise, or ground ; Py when no P
pollution or to reduce such pollu- longer {jﬁg
tion as may exist. Included are / needed. c
inventories of sources of pollution, £ :y&xﬁﬁs
annual reports describing progress u?ﬁl}
in accomplishing objectives of Aﬁjhﬂbﬁaa
environmental pollution reduction
plans, and related or similar
documents.
[Nt EPR Joazeid copy |
FILE chronologically by agency and
location.
5600-3 Environmental Pollution Complaints NR&E
Use for material pertaining to P, M/A § Destroy
complaints regarding alleged when 1 L
environmental pollution by b o yr. old. <c
agricultural activities. Included Afjgi; 7V&f/33
are letters of complaint, investi- cywmfye&b;f;
gations, or studies; replies to
complaints; and similar or related hag loen
documents. nssolued-
FILE chronologically by agency and
location.
5600-4 Project Control
4 Use for memoranda, reports and other Destroy N/A § Destroy kns-156-7
/ records documenting assignments, 1 yr. when no
progress and completion of projects. after longer
the yr. needed.
FILE: Case file alphabetically in"which
by title of project. the
project
is closed.

FORM IMD =18 {6/82)





