C. Appealed requests to amend.

Includes all files created

in responding to appeals under the
Privacy Act for refusal by any
agency to amend a record.

File in chronological sequence.

Dispose
of in
accord-
ance
with
the
approved
disposi-
tion
instruc-
tions for
related
subject
indivi-
dual's
record
or 3
yrs.
after
final
adjudi-
cation
by
courts,
which-
ever

is
Tater.

N/A

N/A

GRS-14-26¢



3450-2-2

3450-2-3

Privacy Act Accounting of

Disclosure Files

1les maintained under the provisions
of 5 U.S.C. 552a(c) for an accurate
accounting of the date, nature, and
gurpose of each disclosure of record
0 any person or to another agency,
including forms for showing the
subject indivual's name,

requestor's name and address,
purpose and date of disclosure,

and proof of subject individual's
consent when applicable.

File in chronological sequence.

Privacy Act Control Files

Files maintained for control purposes
in responding to requests, including

registers and similar records listing
date, nature of request, and name

and address of requestor.

a. Registers or Tistings.

Dispose - N/A  N/A
of in
accord-
ance
with

the
approved
disposi-
tion
instruc-
tions
for the
related
subject
indivi-
dual's
record's,
or 5 yrs.
after
the dis-
closure
for which
the
account-
ability
was
made,
which-
ever

is

later.

Destroy N/A  N/A
5 yrs.

after

date

of

last

entry.

GRS-14-27

GRS-14-28a



3450-2-4

b.

Other files.

File in chronological sequence.

Privacy Act Reports Files

Recurring reports and one-time infor-

mation requirement relating to
agency implementation, including
annual reports to the Congress of
United States, the Office of
Management and Budget, and the
Report on New Systems.

de.

Annual reports at Departmental
or agency level.

Destroy
5 yrs.
after
final
action
by the
agency
or
final
adjudi-
cation
by
courts,
which-
ever

is
Tater.

0GC
PERMANENT.
Offer to
NARS

with
related
agency
records
approved
for
permanent
retention
in agency
records
control
schedule
or when
15 yrs.
old,
which
ever

is
sooner.

N/A

N/A

N/A

N/A

GRS-14-28b

GRS-14-29a



b. Other reports. Destroy N/A  N/A GRS-14-29b

when 2
File in chronological sequence. yrs. old.



4000

EMPLOYMENT
Use for material pertaining to the
general administration and operati

of personnel functions, including

paid recuitment, etc.
FILE by agency and

Official Personp€l File

a. Documents-placed on the right
side of th
record o

1ing are prescribed by FPM 293-31.

op
Destroy
when 3
yrs. old.

op

30 days
after
separa-
tion from
Gov't.,
transfer
to Nat'l.
Personne]l
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
asceﬁiained,

or 5/yrs.
aftér latest
separation,
whkichever

is later.

N/A

N/A

Destroy
when 1
yr. old.

SEE NOTE

GRS-1-3
”/L/cmv’

GRS-1-1b
(2)




b. Temporary - Documents placed op
on the left hand side of the Destroy N/A
folder constitute the temporary upon
records of an employee. The separa-
documents and their order of tion or
filing are prescribed by FPM transfer
293-31. of
employee
or wh}en
1 yr
old/
which-
ever is
sooner.

c. All letters of reprimand, opP
caution, warning, and/or admonishment. Minimum N/A
of 1 yr.
(unless
decided
unwarrant-
ed), or
until
employee
transfers
or
separates,
whichever
occurs
first.

d. Services Record Card (SF-7) op

Destroy N/A
NOTE: For supertisors' personnel 3 yrs.
files with mat? ial pertaining to after
authorizationy, pending actions, separation
request for gctions and records or trans-
on individudl employees duplicated fer of
in or not dppropriate for the employee.
official personnel folder, review
annually/and destroy superseded
or obsoYete documents, or destroy
all doguments relating to an
individual employee 1 yr. after
sepafation or transfer. (GRS-1-18a)
(FIYE by nature of action and
nog by employee's name.)

SEE NOTE

GRS-1-10

GRS-1-2b



4000-1

4000-1-1

4000-2

Ao/
406013

4000-3

Hopp-14

op
Destroy

Policy and Procedure
a. Record copy of policy and

procedure which is published in t when no
DPM. longer

needed .

r‘/

b. Use for background mgterial which De;f?oy
documents the importan}/ aspects of len no
the development of thé€ DPM or other longer
Departmental direciives. needed.

NOTE: See 301041 for disposition
of record copy of Departmental
directives ot published in gpe DPM.

p:

A

e

y origin, serieggﬁi%ber or in
chronological sequence.

External or Non-Series Instpuéiions

Use for material of a directional Desgrcyf
nature which originates“outside USDA when S/0.
or which originates #ithin USDA but

is not part of a_formal Departmental..

directive systenf. Includes comments

and other matérial on proposed and

existing #istructions. e

-
. . . re .
FILEAy origin, ser1g§~number or in
ronological sequerce.

Reports "
Use for statistical reports relating Destroy
to USDA personnel”programs and when 2

functions a anpower managemept” and yrs. old.

by agency and subj report.

Project Control

Use for memoranda, reports and otﬁggf,ffﬂgi;troy
records documenting assignments,. 1 yr.

progress and goripletion of projects. after
bé,a’/r the yr.

FILE: se file alphabétically by in which

ti of project project

is closed.

N/A

N/A

N/A

N/A

Destroy GRS-16-1c
when S/0. ”/"/0"0‘()//

Destroy GRS-16-1d

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

Destroy
when S/0.

YVgsro)i

Dﬁstroy GRS-1-16
when 2 7"

yrs. old. qovo//3
Destroy GRS-16-7
when no y

lTonger ;/ébvﬂ/77
needed.



4010

Ho00-2

4010-1
Ao/

Y000-2-]

4010-1-1

Recruitment, Selection and op
Placement y
Use for material of a general pature Destroy
which pertains to recruitment”efforts when”3
and job offers to potentigl employees. yrS. old.

s

e

. /f’
ceives corres- -

FILE chronologically.
NOTE: SPISS-CEU

employment ,/
CEU responds by”
acknowl edgement; Files

are purged when 3 yrs. old.
FILE alphabetically b§/iongressiona1

Recruitment op P
Use for material which pefz;ép§/to Dest;oy
recruitment efforts, e.g., ¢6llege when 3
recruitment, USDA's recruitment ¥s. old.
exhibits, job fairs, caréer days,
College Placement Assoc., paid
advertising, and vacdncy announce-
ments outside USDA¢” Additionally
includes letters/of thanks to
universities and other recruitrent
sources for their cooperatiofi or
letters adyfsing universities, etc.,
of selections due to rec{uitment
effort

FILE chronologically by agency and

rganization, gtc.

Recruitment Bulletin op

Use for relevant information on (SPISS-CEU)
weekly Departmental recruitment Destroy
bulletin, such as recommendations when 3

for improvement, or changes in yrs. old.

format or procedure.

FILE in chronological sequence.

N/A

N/A

N/A

Destroy
when 3
yrs. old

N/A

N/A

GRS-1-3

. ;/vbv1n/9-

é/@éﬂm@/; /



4010-1-2

4010-1-3

4010-2

4000-2-2

Agency Recruitment Plans

Use for correspondence and material
pertaining to annual recruitment plans

as required by Departmental Regulations.

FILE in chronological sequence.

Career Literature and Information

Use for material which pertaj

Use for material pertaining to
correspondence, and recommended changes
on recruiting literature. Includes
requests from agencies to review their
literature. Additionally, requests are
received from publishers to review
their literature.

FILE in chronological sequence.

Selection

Declined offers

a. Names received’ from certificate
of eligibles.

b. Temporary or excepted appointments.

A1l others

op
(SPI1SS-CEU)
Destroy
when no
longer
needed for
reference.

N/A

op
(SPISS-CEU)
Destroy
when no
longer
needed for
reference.

N/A

op

N/A

N/A

Destroy N/A
imme-

diately.

N/A

N/A

Destroy
imme-
diately.

Destroy
imme-
diately.

Destroy
imme-
diately.

! / 702)7)/&/;
GRS-1-4b

(1)

GRS-1-4b
(2)

GRS-1-4b
(3)



4010-3
Aion)

H000-2-3

4010-4

Lo/
Ho00-4

4010-5

was’
Hopo-8

4010-6

A0/
dooo-l

Competitive Placemen;/// OB;/*

_Use for SF-171's, résumes, position Destroy N/A
announcements, and applicant ratings .~ upon
and any otheraterial which documents receipt
competitivezébpointment procedures as of OPM
required OPM. P inspec-
s tion
FILEByY agency and announcement report
ber. or when 2
yrs. old
whichever
is earlier,
providing
the re-
quirements
of FPM,
Chapter
333, Sec-
tion A-4,
are
observed.
Interviews oP
Use for materi%l/ﬁértaining Destroy 6 N/A
interviews with employees months
after
transfer
FILE by agency and a)phabetically by or sep-
_employee. aration of
' employee.
cps . o
Certificates of Eligibles P
Use for material Qgpfainfng to Destroy N/A
certificates of eligibles. when 2
Includes the redsons for passing- yrs. old.
over a prefepénce eligible and:
selecting @ nonpreference
eligible
FILEAY agency and afinouncement
position numbef.
Reemployment Agreements op
Use for material”“which per S Destroy N/A
to reemp{gyméﬁ% agreeme between 1 yr.
employees and USDA. after
termination
LE by agencyand employee name. of agree-
ment.

N/A

Destroy
imme-
diately.

N/A

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

GRS-1-15

to/gavﬁ%;/B

I

GRS-1-5

”/L/ o5

?ﬂ7070/z



4010-7

4000-2-4

4020
s/

H4000-§

4030

4030-1

Y000-3-

Reports

P

Use for statistical reports which (SPISS-CEU) N/A

pertain to recruit , selection Destroy
placement, e.g.,”Selected speci when 2
employment prodrams, worker- yrs. old.

trainee, Fed€ral Junior Feldowship,
ool, summer gides, Forest

Stay-in-
S;;:jge/§$ternators.
FHE by subject.

Personnel Actions op
Use for notifigation of personnel Destroy N/A

actions, e.gs, within grade incEg es, when 2
restored ledve, promotions, etc”, yrs. old.
EXCLUSIVE of those in OPF.

a. Pay or fiscal copy NFC
Destroy N/A

FILE by social secyity number and when

in chronological“sequence. related

pay
records
are audited
by GAO or
when 3
yrs. old,
whichever
is sooner.

Selective Placement Programs

Use of material of a general nature Destroy N/A
pertaining to special programs not when 3
listed elsewhere in this category. yrs. old.

FILE by agency and subject.

Priority P]acemeptf/
Use for materjal which pertains to th

Destroy N/A

repromotiopn0f downgraded employees~ after
employee

FILEASY social security numb has been
promoted or
declines a

position.

Destroy
when 2

yrs. old.

Destroy
when 1
yr. old.

N/A

N/A

N/A

GRS-1-16

%/%@vﬂ/b/?

GRS-1-14a

Vioro s

GRS-2-11a

/Y ow/2//



4030-2
Lo/
Ho00-3
_Clg wn

IR aaﬁf

4030-3

4030-3-1

4030-2
4030-3-3
4030-3-4
4030-3-4a

4030-3-5
4030-3-6
4030-3-7

Priority Considecaff;;
Use for mater};l’which pertains to
priority consfderation given to

tue to their beinngpWh-
due to an admini ative

Special Programs

Use for material pertaining to the
included but not Timited to special
employment programs listed. Files
include instructions, plans, and
reports.

FILE by agency and subject.

Cooperative Education Program

Stay in School
Federal Junior Fellowship Program

Intergovernmental Personnel Program

Evaluations (copies of accomplishment

for each assignee under IPA)

Part-time Employment Program

Presidential Management Intern Program

Selective Placement Program for
Handicapped Employees

4030-3-7-1 General

4030-3-7-2 Plans

4030-3-7-3 Reports

P

Destroy N/A

when 2
yrs. old
or when

a depart-
mental
Personnel
Management
Evaluation
review has
been
conducted.

op

(SPISS-CEU) N/A

Destroy
when 5
yrs. old.

Same Same

as as

4030-3 4030-3 4030-3

N/A

N/A

Same

as

(550 /3



4030-3-7-3a

Narrative

4030-3-7-3b Statistical

4030-3-7-4 NETH WEEK (National Employee the
Handicapped Week)

4030-3-8
4030-3-9
4030-3-9a
4030-3-9b

4030-3-10
4030-3-11
4030-3-12
4030-3-13
4040

Faculty Programs
Summer Employment Program
USDA Competitive Programs

Summer Youth Employment Program
(w/D.C. Govt)

Student Volunteer Program

Volunteer Program

Veterans Program

Worker-Trainee Opportunities Program

Special Appointments

Use for material pertaining to
appointments requiring Senatorial
confirmation.

Folders covering periods of employment
terminated after December 31, 1920,
excluding those selected by the
National Archives and Records Service
for permanent retention.

(1) Transferred employees.

Same

as
4030-3

op

See FPM for
instructions
relating to
folders of
employees
transferred
to another
agency.

Same
as

4030-3 4030-3

N/A

Same
as

N/A

GRS-1-1b(1)



4040-1

4040-1-1

(2) Separated employees.

Special Authorities

Use for material pertaining to
correspondence, bulletins, etc.,
received which relate to excepted
service (Schedules A, B, and C).

FILE in chronological sequence.

Schedule B/Pace

Use for material pertaining to the
use of Schedule B in lieu of Pace.

FILE in chronological sequence.

Transfer N/A  N/A
folder to
National
Personnel
Records
Center
(CPR),

St. Louis,
Mo., 30
days after
separation.
NPRC will
destroy 75
yrs. after
birth date
of employee
(60 yrs.
after the
date of the
earliest
document in
the folders
if the
birth date
cannot be
ascertained)
or 5 yrs.
after latest
separation,
whichever is
later.

op

(SPISS-CEU) N/A N/A
Destroy

when S/0.

SPISS-CEU N/A  N/A
Destroy
when S/0.

GRS-1-1b(2)



prepared.

4050 Position Classificatiop; Pay, apd OP & NFC
Ty, AlTowances
Use for material a gener T/:ature Destroy N/A  Destroy ,quvv/cj
SLO 00-? which pertains X0 posit/;y/ when 3 when 1
classificatiefi, pay, and” allowances yrs. old. yr. old.
which does”not fit elsewhere in this
categorys f////s
FILE'by subject An chronological
equence.
4050-1 Position Classifications OP & NFC
luas) Use for materigT’Which substaptfgtes Destroy N/A  Destroy GRS-1-7a
eligibility_and classifying-6f jobs 5 yrs. when (2) (a)
4000_94 by occuB},td‘on, series, class, and after position "
grades position is Voznyé /
){(’ is abolish- abo 1 shed
F, by position number. ed or or
description descrip-
is super- tion is
seded. super-
seded.
4050-2 Audits and Surveys op
Ao/ Use for materjaT pertaining Destroy N/A  Destroy  GRS-1-7c
Lt 0._9_29 surveys, and other ition when S/0. when S/0. (2)
", 000-T-L audits z 4/0777)/7/&
fn m Wt'e
9 Uk n%g, EXLE by agency qu subject.
{
4050-3 Personnel Management Evaluation op
Use for personnel management evalu- Destroy N/A  Destroy V\wbgj
ation reports, supporting documents, when S/0. when S/0.
compl iance responses, etc.
FILE by agency and subject.
4050-4 Position Identjfication Strips op
(SF-70
ey B i 4ov1’des Destroy N/A N/A GRS-1-11
9—&00—9- 3 summary-fata on each position when ///sL/m/ci/
occ d/////c position 3
is
ILE chronologically by agency. cancelled
or new.
strip 1s



4060

o000 - 10

4060-1
Lo’

F000-10-

4060-2
B P.Y

Y4000-10-2

4060-3
NIV, DY,

4000-10-3

Employee Benefits oP
Use for material of a gen€éral Destroy
nature which pertains A0 insurances when 3

annuities and compensation and yrs. old.
other employee benfits.
NOTE: For jsjury compensdtion, see
4430-2.
FILE Ay subject ip”/chronological

sgfjuence.

Insurance P & NFC
Use for material pertajning to Destroy
insurance deductions,” Includes copi when 3

of vouchers and schédules of payment. yrs. old.

NOTE: Executed documents by efiployee,
€.G., SF's/2§O9, 2810 and 7, are

maintalged in the OPF as~a PERMANENT
recorg. d///’$
FME by agency ?9 employee name.

Annuity Estimates op

Use for material perjdining t Destroy
annuity estimatesg/éﬁg’other when 1
records used to g€sist retiring yr. old.
employees or syfvivors cldaim

insurance or,fgtiremen enefits.

(Annuity deduction reebrds are filed

in the OPF. See 4000 for

disposition.)

FILE by agency/and alphabetically

Py employee.

Reports op

Use for reports which pertain-to Destroy
insurance,-dnnuities, ggnpéﬁsation, when 3
and other employee benéfits. yrs. old.

FILE by agency-and subject.

N/A

N/A

N/A

N/A

Destro '
when ly '/vav//é
yr. old.

Destroy GRS-2-22

;t?no%d. ?/ybyq/ce/y

Destroy GRS-2-21b

when 1
yr. old. Oéaywéo/l

Destroy GRS-2-17b
when 3 p
yrs. old. 7bm?00v3



4070

4000-1}

Chq n
oy

4070-1
MO/

Hooo-11-|

4080

4000-"7

Attendance and Leave

Use for general material relating
to duty hours, authorized ab
and use of leave. Includes
annual, sick, military leafe,

leave without pay, holida¥s, absence
for jury duty, etc. Ingludes requests
for and approval of taking leave.

a. If timecard has/been initialed by

the employee.

b. If timecayd has not been ini
by the employee.

NOTE: See 2600-2-1 foy’ T&A files.

FILE by agency and slibject.

Leave History

Use for material whic /ﬁé;tains to ///
leave balances, e.g«, leave balance
upon separation, ves

leave without
annual leav
audits, e

Fj;ésby agency and social security
nurber.

Reduction-in-Force

Use for correspondence which eftains
to notice f/reductioni;g;iﬁﬁge and

nondisciplinary remoxgl .
FU:C/i:/:)’PF.

opP & NFQ/
Destroy/
when 1~/
yr. old.

Destroy at
end of

applicable
pay period.

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

NFC
Destroy
when 3
yrs. old.

oP
Destroy
when
action
is

com-
pleted.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Jiosf

Destroy at GRS-2-8a
end of
applicable
pay period.
Destroy GRS-2-8b
when 1

yr. old.

GRS-2-9

' fiovo

Destroy
3 months
after
end of
the
period
covered.

GRS-1-17a

fivea7

Destroy
when 1
yr. old.



4080-1

4080-2

4080-3

4090

4oo0-12

Reemployment Consideration

For USDA employees separated by RIF;
Bulletins, information on automated
lists, and requests for passover, are

included in this category.

FILE by subject in chronological
sequence

Reduction-in-Force Inquiries

Use for general, correspondence and
congressional inquiries generated as
a result of RIF's.

FILE by subject in chronological
sequence.

Reports

Use for USDA and other agencies'

informational outplacement assistance
efforts for employees separated by
reduction-in-force.

FILE by subject in chronological
sequence.

Employee Responsipifities and Conduct~

Use for mater pertaining to

(SPISS-CEU)
Destroy
when 5

yrs. old.

(SPISS-CEU)
Destroy
when

action is
completed.

(SPISS-CEU)
Destroy

when 5 yrs.
old.

op
Destroy
when S/0.

N/A

N/A

N/A

N/A

N/A WO

Destroy GRS-1-17a

when 1
yr. old.

N/A VWA

6RS-1-28
y 7ovzy02~

Destroy
when S/0.



4100

4100-1

4100-1-1

4100-2

Atrao
H)sp-5

EMPLOYEE DEVELOPMENT, PERFOBMKﬁEE
AND UTILTZATION

Use for material of a gé€neral natur Destroy
which pertains to thé developmen when 3
of employees tzpe gh training, Job yrs. old.
enrichment, Upward Mobilitys and
Executiveﬁpefglonnent Programs.
Also incliudes performgncCe evaluation

ds.
FXLE by agency,anhd subject.
Policy and Procedure /// op
a. Record copy of policy an Destroy
procedure which is published in the wh; no
DPM. lgnger

eeded.

b. Use for backgrgy d material whic Destroy
documents the important aspects of when no
development of ghé'DPM or other longer

needed.

Departmental djfectives.
NOTE: Segé}ﬁié-l for disposj

of record €opy of Departmeptal
n the DPM.

s not published

chronological sgquence.

External or Non-Series In;t?;;tions

estroy

when S/0.
Reports OP & NFC
Use for materjal which pertai Destroy
reports on.employee devel when 3
training;  evaluation, yrs. old.

FILE by agency subject.’

N/A

N/A

N/A

N/A

N/A

Destroy IVWUU/

when 3
yrs. old.

GRS-16-1c

7/4/Mv /

GRS-16-1d

Destroy
when S/0.

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

Destroy
when S/0.

J/ )

Destroy
when 1
yr. old.

// 4 0'0/ s



4100-3

t4700-b

4110

4120

Hipo-P

Project Control _ opP

Use for memoranda, reports apd“other Destroy N/A
records documefiting assigpaénts, 1 yr.
progress completiopOf projects. after
the yr.
FILE; Case file alphabetically by in which
tjtle of proj . the
project
is closed.
Orientation op
Use for material pertaining to the Destroy N/A
introduction of employees to new when S/0.
surroundings and/or new groups of
persons to enable the employee to
adjust to unfamiliar surroundings,
employment, or the like.
FILE by subject in chronological
sequence.
Training OE/,
Correspondence, memorafida, agreements, estroy N/A
authorizations, repdrts, requirements ~~ when 5
reviews, plans, afnd objectives relating yrs. old
to the establ}sﬁ:ent and operat}pﬁ/of or 5 yrs.
training coyrses and conferences. after
(Destroy bdckground and working completion
papers when 3 yrs. old (GRS-1-30b (2)). of a
P specific
FILE'by subject in chronological training
quence. program.

Training Records -~
a. Training Aifs

(1) _@ne copy of each manuals Bffer—to N/A
sylla sf textgook, and ot;gr training  NARS-—when-
aid-developed by the agency. S0+

1

Destroy
when no
longer
needed.

N/A

Destroy
when 1
yr. old.

Destroy
when S/0.

GRS-16-7

Z/7A¢v/@§

GRS-1-30b
(1)

! / V/w/oz

GRS-1-30a(1)

Jieofa)



4120-2

Ao

q‘{ 00 _2_2part1‘cipat1‘on.

b. General file of agency-sponsored
training.

(1) Correspondence, memoranda,
agreements, authorizations, reports,
requirement reviews, plans, and
objectives relating to the establish-
ment and operation of training, courses
and conferences.

(2) Background and workpapers.

c. Employee training

Correspondence, memoranda, rgports
and other records relating fo the
availability of training ghd employee
participation in training programs
sponsored by other govefnment agencies
or non-government insjAtutions.

NOTE:
course completio

The record Af satisfactory
is kept in the QFF.
d. Course Anpbuncement Files.

Reference fAle of pamph]ets,//
notices, ¢atalogs and other records
which prgvide information-on courses

FILE by agency, course subject, or
phabetically as’%pp]icab]e.

Availability and Participation ~

Use for material which pert
availability of training

Background and workx
Destroy when 3 yps. old (GRS 1-30b

(2)).

NOTE:
course

FIL

Th ecord of satisfac

Yy
pletion is kept ip/the OPF.

Yy agency, course ject, or
phabetically as applicable.

Destroy N/A
when 5 yrs.

raining
program.

Destroy N/A
when 3
yrs. old.

Destroy” N/A
whenffy

en S$/0,
whichever
is sooner.

Destroy N/A
when S/0.

oP

Destr N/A
whep”5

ypS. or

hen S/0
whichever

is sooner.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old

GRS-1-30b(1)

GRS-1-30b(2)

GRS-1-30c

GRS-1-30d

GRS-1-30c

) 100fa >



Incentives and Awards

Destroy
2 yrs.

Use for material in€luding recommend-
ations, approved nominations,

memoranda, coryéspondence, reports”and after
related handb6oks pertaining t approval
agency-sponsored cash and ngrfcash or dis-
awards s ca as incentive ag#ards, within approval.
grade me€rit increases, guggestions, approval.

and standing perf

FUE: Case fil

length of service retirement and when 2

Letter of Commendation/Appreciation 1))
Use for copies of letiefs recognizi:g////ﬁégtroy
ation and commen yrs. old.

Service and Sick Leave/i;ards, op

Use for material/éﬁcluding,eorre- Destroy
spondence, memoranda, reports, comput- when 1
ations of_s€rvice and-Sick leave, and yr. old.
list of-dwardees.

F in OPF.

Departmental Awards

Department level awards higher
(Secretary's Awards, Prgsidential,
etc.)

a. Paper copies Destroy
after
micro-

filming.

Destroy
when no
longer
needed.

b. Microfilmed copies

FILE by subject ¥n chronological

quence.

N/A

N/A

N/A

N/A

N/A

N/A

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

Destroy
when 2
yrs. old.

Destroy
when 1
yr. old.

N/A

N/A

N/A

GRS-1-12a(1)

VLIE

GRS-1-12¢c

”/ Y100 /3 !

GRS-1-12b
Bt

”//9707/%/3



4130-4

H100-3-Y4

4140

Hl1o0- 4

External Awards op

External award$ and nominations from Destroy
encies or when 2
yrs. old.
Performance Evaluations 0P & NFC
a. Non-SES appointees (as defined in
5 USC 4301(2).)
(1) Appraisals of unacceptable Destroy

performance, where a notice o after
issued but not effected, a
related documents.

performance
from the
date of
written
advance
notice of
proposed
removal or
reduction
in grade
notice.

Destroy
upon
super-
session.

(2) Pérformance records superseded
through an administrati¥e, judicial,
or quasi-judicial progedure.

Destroy
when 3 yrs.
old or when
no longer
needed,
whichever
is sooner.

(3) Performancelrelated records
rtaining to a former employee.

Destroy

3 yrs.
after
date of
appraisal.

(4) A1l other summary performance
appraisals records, including per-
formance appraisals and job elements

d standards upon which they are

based.

N/A

N/A

N/A

N/A

N/A

Destroy
when 2
yrs. old.

Super-
visor's
File copy
only.

Destroy
after the
employee
completes
1 yr. of
accept
able
perform-
ance.

Destroy
upon
super-
session.

Destroy
when
employee
Teave
empl oy-
ment.

Destroy
3 yrs.
after
date of

appraisal.

GRS-1-12a

(2)

’/ ‘//00/3/7

“Viroo 1

GRS-1-23a

GRS-1-23a(2)

GRS-1-23a(3)

GRS-1-23a(4)



b

USC 3132a(2).)

(5
FILE

. S

) Supporting documents.

in Employee's Performance File.

ES appointees (as defined

(1) Performance records superseded

through an administrative/, judicial, or
quasi-judicial proceduré.

FILE in OPF.

(2) Performante-related records

pertaining to a former SES appointee.

FILE in Employé€e's Performance File.

w:;gp
FIE

11 other performance

s, along with job elements
ndards (job expectations) upon
they are based.

in Employee's Performance File.

Destroy N/A

no longer
needed,

whichever
is sooner.

OP & NFC

Destroy N/A
when S/0.

Disposition N/A
pending.

Destroy N/A
5 yrs.

after

date of
appraisal,
exclusive
of any
interim
service

as a
Presidential
appointee.

Destroy
when 3
yrs. old.

Destroy
when S/0.

Destroy
when
employee
leaves
empl oy-
ment.

Destroy
5 yrs.
after
date of
apprai-
sal.

GRS-1-23a(5)

GRS-1-23b(1)

GRS-1-23b(2)

GRS-1-23b(3)



(4) Supporting documents

FILE in Employee's Performance Fil

c. sidential appointees.

LE in Employee's Performance File.

date of
appraisal
or when

no longer
needed,
whichever
is sooner.

Disposition N/A
pending.

Destroy
5 yrs.
after
date of
apprai-
sal

or when
no
longer
needed,
whichT
ever is
needed.

Destroy
when
employee
leaves
employ-
ment.

GRS-1-23-b(4

GRS-1-23c¢



4200

4200-1

4200-1-1

4200-2

PERSONNEL RELATIONS AND“SERVICES”

Use for general matgrial which
pertains to grieyafices, complaints,
and appeals, ojtfer thaqﬁﬁEb. Also

litationfrograms
, for

FAE by subject.

Policy and Procedure
a. Record copy of policy 9né
procedure which is published in the
DPM.

b. Use for backgr nd material which
rtant aspects of the

documents the im

development of Xhe DPM or ther
Departmental rect1vi;;//?
NOTE: See/3010-1 for disposition

of recorg’copy of Departmenta]
directi¥es not pub11shed in the DPM.

FILE by sugjéct.

External or Non-Series Instpfctiony”

nature which originat
or which originates
is not part of a
directive syst
and other m
existing j

structions”

FILE origin, sgries number or in
chronological s€quence.

Reports
Use for material pertains to

grievances and complaints
and appeals other than EO.

FILE by subject.

op
Destroy
when 5

yrs. old.'

P
Destroy

when no
longer
needed.

Destroy
when no
longer
needed.

Destroy

when S/0.

0P & NFC
Destroy
when 3

yrs. old

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

”/%Zozr

GRS-16-1c
Vit

Destroy
when S/0.

Destroy GRS-16-1b
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

]

Destroy
when S/0.

£25=5s01n
hew

Destroy
when 1
yr. old



4200-3

H200-5

4210

4210-1

4200-2

4210-2
A0

F200-2-1

Project Control opP

Use for memoran Destroy
records doc S, 1 yr.
progress projects. after
the yr.
FILE; abetically by in which
itle of proj the
project is
closed.
Grievance Procedures (SPISS-CEU)
Use for material which Destroy
pertains to the necessary when
procedures to take when an S/0.
employee has grounds for complaint.
FILE in chronological sequence.
Grievances and Complaints op

Use for material originatifig in the
review of grievance ang/appeals

raised by agency empldyees, except
EEO complaints. se case files
include stateme
reports of in
examiner's
tions, a

and records relating
ati request.

LE by employeg” name.

after case
is closed.

a reconsider-

Adverse Actions and Appeals”

Use for case files and related estroy
records created in reviewing an

adverse action (disciplinary or non-
disciplinary removal, suspension,
leave without pay, reduction-in-force)
against an empldyee. the filg”in-

cludes a coey'of the proposed adverse
action with/supporting pa

after case
is closed.

statement s’ of witnesses;/employee's
rep]y;’pééring noticess reports and
decision; reversal of action; and
appeal records, EXGLUDING letters of
repfimand.

ILE by employee name.

N/A

N/A

N/A

N/A

Destroy GRS-16-7

when no u 2
longer /730 L(

needed

Destroy wo~
when
S/0.

Destroy GRS-1-31a

1 yr. after
case is ”/éﬁwgéL
closed.

Destroy GRS-1-31b
1 yr. after
case is ”/%%m/%4

closed.



H200-3-1

4230

4230-1

aa!
4200-4

4230-2
Lo/

H200-4-(

Labor-Management Reldtions

Use for materiagl-pertainin
the relation g5
negotiatipg office and”employee unions

or othep“groups.

FXLE by employee name.

Labor Arbitration”
Use for cor;e§bondence, fo and

background-papers relating to
labor itratiiz;;uxﬁi
FILE by agency-and employee name.

Special Activities and Programs

Use for material of a general nature
which pertains to the unique
activities and programs instituted
which do not fit in any other
category.

FILE by subject in chronological
sequence.

Employees Services
Use for material p
creating, plannj
and directin
and organi

aining t
, coordi af?;;

op
Destroy

Z yrs.

after
final

N/A

resolu- {®

tion of
case.

op
Destroy
5 yrs.
after
final
resol u-
tion of
case.

N/A

(SPISS-CEU)

Destroy
when no
longer
needed
for
reference.

op
Destroy
when 3
yrs. old.

op
Destroy
when 1
yr. old.

N/A

N/A

N/A

Destroy
when S/0.

N/A

N/A

N/A

Destroy
when 1
yr. old.

GR.SI{ A a

e

&=
’Q/V&vm//B

GRS-1-29b

Vs 41

”/Vaw /4

GRS-1-26e

e /4/)



4230-3 Counseling Recofds
Y, Use for ﬁgpﬁ?ts of int

4200 4 2 analysess and rela
E by agen

1ews,
records.

op
Destroy
3 yrs.
after
termina-
tion of
counsel-
ing.

N/A

Destroy GRS-1-27a

e 4ol

termina-
tion of
counsel-
ing.



EQUAL OPPORTUNITY

__ Use for material of
~ which pertains to
Regulations of
1972, pertin

general nature

future 1eg1:f;t1on,
Cin/LlAﬁl and agency, EO Comm1ttee meetings
OP.L and rec

ial which

C‘E o L repor
EXLE in chronolonga1 sequence.
4300-1 Policy and Procedure
a. Record copy of policy and
procedure which is published
in the DPM.
b. Use for background mat
4300-1-1

External or Non-Ser1e;/fnstructions

Use for material of
nature which ori
or which origi
is not part
directive

P, OEO
Destroy
when 3
yrs. old
or when
S/0
which-
ever is
appli-
cable.

0p, OEO
Destroy
when no
longer

needed.

Destroy
when no
longer
needed.

Destroy
when S/0.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old
or when
S/0
which-
ever is
appli-
cable.

Destroy
when S/0.

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

Destroy
when S/0.

GRS-1-26g

'7730@

GRS-16-~1c

"J300f)

GRS-16-1d

'Q/VBOv/QA



4300-2

4300-3

4310

4-300-2

4320

Reports

Use for material which pertains to
reports on equal opportunity.

FILE by agency and subject.

Project Contrgk’

Use for memofanda, repq
records ddcumenting
progres$ and comp

Affirmative Actidn

Use for material which pertains to

ogical

Complaint Investigations

a. Use for official discrimination
complaint file with related corre-
spondence, reports, exhibits, with-
drawal notices, copies of decisions,
records of hearings and meetings, and
other records as described in 29 CFR
1613.222. Cases resolved within the
agency by EEOC, or by a U.S. Court.

FILE by employee name.

OP,NFC,0EQ
Destroy N/A
when 3

yrs. old.

Destroy N/A
1 yr.

after

the yr.

in which

the

project

is

closed.

Destroy N/A
5 yrs.

from date

of plan.

OP & OEO
Destroy N/A
4 yrs.

after
resolution

of case.

Destroy
when 1
yr. old.

Destroy
when no
longer

needed.

Destroy

5 yrs.
from date
of plan
or when
admini-
strative
purposes
have been
served,
which-
ever is
sooner.

Destroy
1 yr.
after
resol u-
tion of
case.

GRS-1-26d(2)

GRS-16-7

6/7:36n>/t3

GRS-1-26h
300/

GRS-1-26a & t



4330

4340

4350

4360

b. Use for background material not
not filed in official complaint case
files.

FILE by subject in chronological
sequence.

Compl iance

Use for material pertaining to reviews,
background papers and correspondence
which relate to contractor employment
practices.

NOTES: For EEO Compliance reports,
see 4300-2.

FILE by origin in chronological
sequence.

Civil Rights Impact Statements

Use for material pertaining to OEO
responses to agency proposals (reorgan-
jzations, office relocations, budgets,
legislation, administrative regulations
and environmental impact statements)
that may have civil rights implications.

FILE by agency.
Equal Opportunity in Housing

Use for material related to the
implementation of a Department of
Housing and Urban Development/Depart-
ment of Agriculture Memorandum of
Understanding relating to the imple-
mentation of Title VIII of the Civil
Rights Act of 1968.

FILE in chronological sequence.

OQutreach - Public Notification

Use for correspondence with USDA
agencies related to administrative
requirements for public notification
and outreach activities to ensure
nondiscriminatory participation in
USDA programs.

FILE in chronological sequence.

Destroy N/A
2 yrs.

after

final

resolu-

tion

of case.

OEO
Destroy When

when 7 3 yrs.

yrs. old. old.

OEO

Destroy N/A
when 2

yrs. old.

OEO

Destroy N/A
when 2

yrs. old.

OEOQ

Destroy N/A
when 2

yrs. old.

N/A

N/A

Destroy
when 1
yr. old.

N/A

Destroy
when 1
yr. old.

GRS-1-26¢

GRS-1-26d(1)



4370

Data Collection and Evaluation

Use for material pertaining to data,
evaluation reports, and correspondence
related to administrative requirements
for the collection and evaluation of
minority group participation in USDA
programs.

FILE by agency and program.

0EO
Destroy
when 5

yrs. old.

N/A

Destroy
when 3
yrs. old.

hew”



4400

4400-1

4400-1-1

4400-2

SAFETY AND HEALTH SHMD
Use for material re Destroy N/A
which pertains ation, when S/0

or when

olicy on no longer
health of needed

for ref-

erence.
Policy and Procedure oP /§LMD
a. Record copy of policy a Destroy N/A
procedure which is publishgd in the en no

DPM. onger

needed.

b. Use for backgroynd material whjch Destroy N/A
documents the important aspects of the when no
development of thé DPM or other longer
Departmental directives. needed.

NOTE: See 3010-1 for dispgSition

of record gopy of Depart@ehtal

directivgs not published”in the DPM.
#

/

by origin, series number or in

FI
hronological séquence.

y
External or Non-Serigs’&nstructions

Use for material of~a directiongt Destroy N/A
nature which origfnates outside” USDA when S/0.

or which origipates within USDA but

is not part a formal Departmental

directive g¥stem. Includes comments

and othep/material on proposed and

existi instructigg;f

FILE by origin, series number or in

ronological gequence.

Reports SHMD
- Use for material which pertains to Destroy N/A
safety and health. when 3
yrs. old.

FILE by agency and subject.

Destroy
after

1 yr.
or on
dis-
contin-
uance,
which-
ever is
first.

Destroy
when S/0.

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

Destroy
when S/0.

Destroy
when 1
yr. old.

4o

GRS-16-1c
”/Wov//

GRS-16-1d

40

View™



4400-3
M)

Y- Hoo-4

4410

4420

4430

Project Control

Program Management

Use for material pertaining to over-
all plans for safety and occupational
health, compliance with standards and
regulations; and the identification
and implementation of needed adjust-
ments in purchasing, storage, repair
and salvage operations to assure
inclusion of countermeasures for
accident related losses.

FILE by subject in chronological
sequence.

Education/Training

Use for material pertaining to the
determination of the training and
education resources needed to com-
pensate for accident related loss
potential and the establishment of
the various structures and procedures
for communicating information.
Included are programs for supervisory
and collateral duty safety and health
personnel .

FILE by subject in chronological

sequence.

Employee Services

Use for material pertaining to com-
pensation for human factors that
are known or suspected to have un-
desirable influcences upon safety
and occupational health efforts,
including the criteria for the
Employee Assistance Program and
Medical/Health Services Programs.

SHMD
Destroy

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

SHMD
Destroy
when S/0
or when

no longer
needed for
reference.

SHMD
Destroy
when S/0
or when

no longer
needed for
reference.

SHMD
Destroy
when S/0
or when

no longer
needed for

reference.

N/A Destroy GRS-16-7
when no
longer ”/7709/7
needed.

N/A Destroy
when no
Tonger
needed.

N/A Destroy
when no
lTonger
needed.

N/A N/A



4430-1

Huop-3

4430-2

dyop-2

4440

Also included are safety and
occupational health promotional
activities and the development and
periodic practice of facility
self-protection plans.

FILE by subject in chronological
sequence.

Employee Health
Use for material pertaining to an

Destroy

employee's medical story, 6 yrs.
occupational injuries or diseases, after
physical examinations, and all latest
treatment receifed in the healt entry.
unit. Exclude” pre-employment

physical examinations and djsability

retirement /and fitness fop/duty

examinatigns which are filed in the

OPF.

FILE by agency and” alphabetically

by/employee.
Accidents 0P & SHMD
Use for material taining to Destroy
injury compensation (relating to when 5

on-the-job ipjliries); exclading yrs. old.
copies fil in the OPF4nd copies

submitted” to the Labor” Department.
FILEDy agency/gnﬁ/zfphabetica11y

employee.

Supervision SHMD

Use for material pertaining to the Destroy
establ ishment, assessment, regulation when S/0
and preservation of envirommental or when
conditions that minimize adverse longer no
effects upon the safety and health needed for
of employees. Included are reference.

inspections, surveillance and
monitoring, guarding/isolation,
protective equipment programs, job
safety analysis, task analysis,
operational design, and
bio-mechanics.

FILE by subject in chronological
sequence. '

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when no
longer
needed.

GRS-1-21

;/74bv/<3

GRS-1-32

'Y o) 2.



4450

Evaluation

Use for material pertaining to the

development and utilization of tech-
niques for measuring, reporting,
evaluating; and researching safety
and occupational health data. Also
procedures for determining the effect-
iveness of safety and occupational
health efforts on a continuing basis
utilizing accepted review and
revision techniques. Also includes
the Incident Reporting System,
Health Surveillance System, Annual
Program Evaluation System and other
data collection activities.

FILE by subject in chronological
sequence.

SHMD

Destroy N/A
when S/0

or when

no longer
needed for
reference.

Destroy
when no
longer

needed.

ya'”



4600

4600-1

4600-1-1

4600-2

PERSONNEL SECURITY

a general nat
o the administ

LE in chronological sequence.

Policy and Procedure

a. Record copy of policy ang////
procedure which is published”in the
DPM.

b. Use for backgroyfd material whic

documents the important aspects ofthe

development of the DPM or other
Departmental djfectives.

NOTE: See 2010-1 for dispO§{%ion
of record £opy of Departmental
directiyés not pub]isheq in the DPM.

.,/ .
FILE by origin, series number or in

ronological seglence.

External or Non-Series Ihstructions
Use for material of g“directional
nature which origipdtes outside A
or which origingtés within USDA”“but

is not part of/a formal Departmental
directive system. Includes’comments

S .
by origin, series number or in
ronological séquence.

Reports
Use for material which pertains to
reports on personnel security.

FILE by agency and subject.

opP
Destroy
when 2

yrs. o]d.-

Destroy
when no
longer

needed.

Destroy
when S/0.

opP
Destroy
when 3
yrs. old.

N/A Destroy
when 1
yr. old.

GRS-18-22
“I' Yoo

N/A Destroy
when S/0.

GRS-16-1c¢c
”/% M//

N/A Destroy GRS-16-1d
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

N/A Destroy
when S/0.

N/A Destroy
when 1
yr. old.

Y\



4600-3

H-loo-4

4610

dboo-2

4620

HGoo-3

Project Control

Use for memoran

tle of prqjééi.

Security Clearance
Use for material pergdining to
investigations of pérsonnel employe

by or seeking employment from the
Government and fersons performi
work for the 4&gency under coptract.
Excludes cgopies of investigdtive

reports amd related papers furnished
to agengcies by OPﬁ;////g

FILEZ/by agency apd al phabetically by
ployee.

Identification Cards, PasSes, Badges”

Use for material per
identification ca

by agency and alphabetically by
employee.

GRS-16-7
") 4400/

N/A Destroy
when no
Tonger

needed.

Destroy

1 yr.

after

the yr.

in which
the project
is closed.

ol
Destroy
upon
notifi-
cation of
death or
not later
than 5

yrs. after
separation
or transfer
of employee
or not
Tater than
5 yrs.
after
contract
relation-
ship
expires,
whichever
is
applicable.

N/A N/A

”/ ‘/ém/ &

0P, PPMD,
& 0IG
Destroy

3 months
after
return to
issuing
office.

N/A N/A GRS-11-4a

/Q/Véogéé

GRS-18-23a



LN

4620-1

Hoo-3-1

Records of Identification Cardé//

Use for receiptsy~indices
and accountable records

FILE byidentific

gbrono]ogica]

istings

7on number and/or
quence.

op

Destroy N/A
after

all

listed

cre-

dentials

are

accounted

for.

N/A

GRS-11-4b

'V 600/3))



5000

5000-1

5000-1-1

5000-2

PROCUREMENT MANAGEMENT PD-00

Use for material a general Destroy
nature which perfains to purc when 2 )
and maintenance/of equipmenis pub- yrs. old.

services an
needs. Ingludes contpdcts, bidders,

PD-OQ////

Policy and Procedure

Destroy
7
whén no

onger
needed.

Use for background materi 1/;hich
documents the important aspects of the
development of Departmefital policy

and procedure.

NOTE: See 3010-1Aor disposition
of record copy Departmental
directives.

by origin, series number or in
chronological sequence

Use for material of @ directional
nature which origipates outside USD
or which originatés within USDA b

is not part ofa formal Departmental
directive system. Includes comments
and other,mater1a1 on propgsed and
existing~instructions.

Destroy
when S/0.

External or Non-SerieS/fﬁ:/;uct1onsA/////

FILEAY or1g1n, serlg number or in

Routine P,6/urement F1Le§
Use for Ccontract, regdisition,
, lease,

respondence 4nd related papers

N/A

N/A

N/A

Destroy
when 1
yr. old.

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

Destroy
when S/0.

GRS-3-3

ﬂ/@;cnnjz

GRS-16-1d

“/sm//

5o}y

" /S000)3-



pertaining to bids, awards,
administration, receipt, inspection
and payment. (Cancelled or deleted
transactions are to be destroyed
when 1 yr. 0ld.)

a. Transactions of more than

$10,000 and all construction
contracts exceeding $2,000.

b. Transactions of $10,000 or less

and construction contracts under
$2,000.

c. Copies of records descyibed above
used for administrative pdrposes.

d. Obligating Lopy.

Procurement files which
nt the initiation and develop-
of transactions whigh deviate
normal procurement /transactions
mySt be disposed of on/an individual
sis by submitting SF-115.

LE by subject ang/document number.

PD-00 &
NFC
Destroy
3 yrs.
after
final

payment.

PD-00
Destroy
when

funds

are
obligated.

When

yrs.
old.

When

2 yrs.

old.

N/A

obligated.

Destroy
when

funds

are
obligated.

Destroy
upon
receipt
of
goods
or
service.

Destroy
when
funds
are
obli-
gated.

GRS-3-4a
(1) &b

GRS-3-4a
(2) &b

GRS-3-4c

GRS-3-4b



5000-3

Solicited and Unsolicited Bids and

Proposal s

de.

b.

Successful bids and proposals.

Solicited and unsolicited

unsuccessful bids and proposals.

(1)

(2)

C.

(1)

When filed separately from
contract case files.

When filed with contract
case files.

Cancelled Solicitations

Formal solicitations of offers

to provide products or services
(e.g., Invitations for Bids,
Requests for Quotations) which
were cancelled prior to award of
a contract. The files include
presolicitation documentation on
the requirement, any offers which
were opened prior to the cancell-
ation, documentation on any govern-
ment action up to the time of
cancellation, and evidence of the
cancellation.

PP-00 &
NFC

Destroy N/A
with

related
contract

case files

(see 5000-2

of this
schedule).

Destroy N/A
when

related
contract

is com-

pleted.

Destroy N/A
with

related
contract

case files

(see 5000-2

of this
schedule).

Destroy 5 N/A
yrs. after

date of
cancellation.

Destroy
1 yr.
after
award of

contract.

Destroy
1 yr.
after
award of
contract.

N/A

Destroy
1 yr.
after
date of
cancel-
lation.

GRS-3-6a

GRS-3-6b(1)

GRS-3-6b(2)

GRS-3-6¢(1)



5000-4
Lo/

5000-3

5000-5
Lo/

5000-4

5000-6

5000-7

5000-5

5010

(2) Unopened bids

FILE by subject and document number.

Bidders List
List or card

f acceptable pidders.

Tists.
alphabeticaWly by bidder.

Tax Exemption Files
Use for %gx’exempt1on certificates
ed

and rel papers.
g;zf/;;aFv.

Reports
Use for material pertaining to bids,

awards, inspections and payments.

FILE by bid number in chronological
sequence.

Project Contro;///
Use for memorgrda, reports an

records doc

USDA Procurement Reporting System
Use for material pertaining to the
automated payment system within the
Department which dictates the use of
a standard Department wide procure-
ment identification system for the
purposes of reporting and control.

FILE by subject.

e 5020 for Depdrred, Suspended,

Return to
bidder.

PD-00
Destroy
when S/0.

Destroy
when 3
yrs. old.

PD-00
Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

PD-00
Destroy
when S/0.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Destroy
when S/0.

N/A

Destroy
when 1
yrs. old.

Destroy
when no
longer
needed.

N/A

GRS-3-6¢(2)

GRS-3-6d

" fsovn 3

GRS-3-13

”/Gznwy(%

GRS-16-7

jl?vvv/G’



5020

5030

5040

5050

Debarred, Suspended, and Ineligible

Bidders PD-00 N/A
Use for 1lists of firms and individuals Destroy
debarred or suspended, or declared when S/0.

ineligible for any cause.

FILE by contractor's name.

Sureties PD-00 N/A
Use for material pertaining to the Destroy
necessary requirements stipulated when S/0.

when a bid performance, payment bond,
or individual surety is required.

FILE in chronological sequence.

ADP PD-00 N/A
Use for material pertaining to the Destroy
actual procurement of all automatic when S/0.

data processing equipment commercially
available sotfware, maintenance services,
and related supplies by Federal agencies
and Government contractors as directed.

NOTE: See 3220 - for non-procurement
material related to acquisition of
ADP equipment and services.

FILE by assigned number in
chronological sequence.

Labor Standards PD-00 N/A
Use for material pertaining to the Destroy
procedures for the maintenance of when S/0.

records retained by contractors
pursuant to specified contractural
clauses included in contracts and
subcontracts to satisfy certain
statutory and administrative
records review requirements of the
Government.

FILE in chronological sequence.

N/A

N/A

N/A

N/A



5060

5070

5080

5090

Departmental Blanket Purchase

Arrangements PD-00 N/A

Use for documentation of blanket Destroy
purchase arrangements, e.g., letters, when S/0.
purchase orders, or other documents

stating to vendor the person(s)

authorized to make individual

purchases, how purchases will be

placed, i.e., by telephone or

designated persons ordering and

pick up supplies from the vendor.

FILE by vendor's names.

Consulting Services PD-00 N/A
Use for material pertaining to the Destroy
lists and costs of persons who are when S/0.

members of a particular profession
or possess a special skill and who
are not officers or employees of
the contractor.

FILE in chronological sequence.

Disputes PD-00 N/A
Use for material pertaining to Destroy
disputes arising relating to the when S/0.

contractor. Included is a copy
of contractors claims to the
Procurement Contracting Officer
and a copy of the Contracting
Officer's decision.

FILE in chronological sequence.

Socioeconomic Procurement PD-00 & N/A
Use for material pertaining to 0SDBU

lists of individual(s) and or Destroy

firms that are both socially and when S/0.

economically disadvantaged.

FILE by program title.

N/A

N/A

N/A

N/A



5100

5100-1

5100-1-1

5100-2

REAL PROPERTY MANAGEMENT

Use for material a general stroy
nature which pepfains to the

management apd use of buildings yrs. old.
and land owrfed or leased by the
, including its prope
homical use and which
not fit elsewhere in
v
FILE by agency and }dcation.
Policy and Procedure FMD

Use for background material whic

documents the important aspec
development of Departmental

and procedure.

NOTE: See 3010-1 for,
of record copy of
directives.

y origin, serigs number or in
cronological sequénce.

External or Non-Series Insifuctions
Use for material of a djrectional roy

nature which origina outside USDA en S/0.
or which originates”within USDA but
is not part of ormal Departmenta
directive sysi€m. Includes comme
and other erial on proposed
and exisgAng instructions.

FILEAYy origin, series nysber or in

ronological sequen

Real Property Reports
Use for intepMntra agency reports o

Destroy
when S/0.

seQuence.

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old. WAY iia

Destroy GRS-16-1d

e “/s759/ )

directive
is issued
or imme-
diately
when it
is known
that no

action
will be
taken.

Destroy

when S/0. ’74952/90

N/A GRS-4-3



5100-3
vy,
5106-4

5110

5111

Project Control

, reports an /ther
enting assignpenits,
d completion projects.

Case fi]ef;?phabetica]]y by
itle of prqgec .

Acquisitions

Use for material of a general nature
pertaining to the operational

responsibility for acquiring only such

interests in real property as needed
to carry out programs in accordance
with applicable laws, policies and
procedures.

FILE by series number or alphabetically

by subject.

Purchase, Donations, Exchanges,

Transfers

Use for case files documenting

acquisition of land and related
improvements, including Departmental
approvals and inter/intra Department
transfers of real property. Inter-
Department transfers include formal
requests to GSA for transfer of
excess Federal real property.

FILE by location and property
identification/agency.

FMD
Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

FMD
Destroy
when S/0.

FMD
Retain
for 1 yr.
after
transfer
is com-
plete
and
official
title
records
are
trans-
ferred
to
holding
agency;
or until
property
is dis-
posed of.

N/A Destroy

when no

longer

needed.
N/A N/A
N/A N/A

GRS-16-7

VAS /oz)/ Y



5112

5112-1

5120

5130

S100-2

Leasing

Use for material supporting the
Department's authority to lease
real property.

FILE by series or alphabetically
by subject.

Direct Leasing

Use for case files documenting direct
leasing under GSA's delegated leasing
authority. Includes formal lease and
supporting documents.

FILE by Tocation, property identi-
fication and agency.

Utilization

Use for material pertaining to the
utilization of government-owned land
(including excess land). Includes
utilization survey reports made by
USDA and GSA.

FILE by Tocation, property identi-
fication and agency.

Disposition
Use for material which is

property sold, donated,
including, if pertine

plans, equipsent locations pla

specificatjons, construction
progress pghotographs, inspegfion
reports /building and equjpment

FMD
Destroy
when S/0.

FMD
Retain
until
lease

has been
cancelled

or expires.

FMD
Retain
until
land is
disposed
of.

FMD
Transfgr
to n
custodian

tion of
sale,
trade, or
donation
pro-
ceedings,
or ac-
ceptance
of
purchase
money
mortgage.

N/A

N/A

N/A

N/A

Destroy
when S/0.

N/A

N/A

Destroy
upon
disposi-
tion of
property.

GRS-4-7

j/giwv/éL,



5130-1

5loo-3

5140

5150

5160

Excess Real Property Reports

Use for excess property reports and

Historical Significance/Preservation

Use for material pertaining to the
criteria set forth in the National
Historic Preservation Act of 1966,
Executive Order 11593, and the
Advisory Council on Historic
Preservation Guideline (39 FR 3366,
1-25-74). Additionally, Departmental
policy on management, enhancement and
protection of cultural resources.

NOTE: Office of Environmental Quality
shall be consulted on questions
regarding historical significance of
property.

FILE alphabetically by subject.

Relocation Assistance

Use for supporting material used in
the implementation/management of the
uniform relocation assistance and
Real Property Acquisition Policies
Act of 1970 applicable to the dis-
placement and relocation of
individuals, families, businesses,
farms, etc., because of direct
federal and federally assisted
programs.

FILE by subject.

Use of Official Agency Symbols

Use for material pertaining to
posted official signs of a

prohibitory, regulatory, or
directory nature and such subjects
as use of Department seal; the

MD
Retain
until
property
is dis-
posed of.

FMD
Dispose
of when
S/0.

FMD
Dispose
of when
S/0.

FMD
dispose
of when
S/0.

N/A

N/A

N/A

N/A

N/A GRS-4-3

" S10/3

N/A

N/A

Destroy
of when
S/0.



Secretary's and Department's flag;
naming of Department facilities;
memorials, plaques, corner stones,
etc.

FILE by subject.



5200

5200-1

5200-1-1

5200-2

PERSONAL PROPERTY MANAGEMENT
Use for material of a géneral nature estroy

which pertains to ngaexpendable when 3
equipment, acquisifion, maintenan yrs. old.
and disposal. Personal proper

includes such”items as furnifdre and

Policy and Procedure P
Use for background materia;/nﬁich Destroy
documents the important agpects of the  when” no
development of Departmental policy onger
and procedure. “needed.

NOTE: See 3010-1 for disposition S
of record copy Departmental ‘
directives.

. . e .
{E by origin, series number or in
chronological sefquence.

External or Non-Series In§€;uctions

Use for material of a.directional ,/’f Destroy
nature which origipates outside USDA’ when S/0.
or which oriz;:g;é% within USDA but

is not part of-4 formal Departmental
directive system. Includes g6mments
and othe;;ﬁzterial on proposed and
existing”instructions.

FILE'by origin, sepies number or in
ronological qgﬁﬁence.

Personal PropertyAAdgguntability,ﬁ

List/Index

Use for Tlistjrgs which provide a ispose
means for a€counting for pé€rsonal of when
property< Includes mastér property updated.

prinj<Outs, station 1jS§tings, wor
ftal and approprjiated funds
stings, etc.

File in chronotogical sequefice.

N/A  Destroy ! /5300

when 3
yrs. old.

N/A Destroy GRS-~-16-1d
after
the "/5907)/}
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

WA Destroy sl

”/5 300/
N/A Dispose

of when
updated.



5200-3

5200-4
A0

5200-3

5200-5
g

S200-4

Excess Personal Propergg’ﬁecords

Files contain records“documenting

purchases and intrgfagency transfer«
Printouts are gepérated from the
records.

NOTE: This/s a one time approval.
PPMD is setting up a managément
informagion system and fhe 7 yr.

periog’will allow theabove

by subject, agenc€y, and state.

Project Contqu//

Use for memgranda, reports az%/dfher
records gpcunenting assigﬁT; S,

progress”and comp]eti:g/gf projects.
FILE: Case file algh' etically by

itle of project.

Destroy
when 7
yrs. old.

PPMD
Destroy
when 3
yrs. old.

PPMD
Destroy

1 yr.
after

the yr.

in which
the
project is
closed.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when no
longer

needed.

GRS-4-5

;/GTSamv/é?

GRS-16-7

! /Sow /J



5300

5300-1

5300-1-1

SUPPLY MANAGEMENT PPMD

Use for material of a géneral nature Destroy
pertaining to the redquisitioning and when 2
procuring of expendable supp]iegfaﬁa yrs. old.

equipment inclyding storage, inspec-
tion, contro}4 and disposit /pn of
stock whick’does not fit e¥sewhere in

ronological

Policy and Procedure PPMD
Use for background matep fll which Destroy

documents the importa aspects of th when no
development of Depargfental policy Tonger
and procedure. needed.
NOTE: See 3010
of record copy/of Departmenta
directives.
FIVE by origin, §éries number or in

ronological gequence.
External or Non-Series In;truct1ons
Use for material of a Destroy
nature which origina j when S/0.

ronological sequence.

N/A

N/A

Destroy “I<200”
when 1

yr. old.

Destroy GRS-16-1d

e “ 5300/

directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy ’7§goﬂ/&o

when S/0.



5300-2

5300-3

Requisitions

Use for requiSitions of supplies

and equi

FILE requisition number and/or
agency.

Inventory Files

a. Inventory Lists

b. Inventory Cards

FILE by Federal stock number or
classification assigned to each
syﬁp]y item.

PPMD

STOCKROOM

copy

Destrpgy N/A  Destroy
2 yrg. when
aftér 6 months
completion old.

# cancel-
ation of
requisi-
tion.

PPMD /
Destroy N/A  N/A
2 yrs.
rom date
/xof list.

PPMD .
Destroy N/A N/A
2 yrs.
after
discon-
tinuance
of item

or 2 yrs.
after

stock
balance

is trans-
ferred to
new card

or record-
ed under

a new
classifica-
tion, or

2 yrs.
after
equipment
is removed
from

agency
control.

GRS-3-9a

§/§3 av/ 2

GRS-3-10a

”/5’ 300 7[3

GRS-3-10b



5300-4
ALos/
5300-

5300-5

~ua )
5300-b

5300-6
Aot

53¢0-7

5300-7
o)

5300-4#

5300-8

Stores Invoices
Use for invoices’or equivalent
papers used fof stores acco

purposes.

ing

FILE invoice numbeyr”and/or
chronological sequence.

Stores Accpuﬁf}ng

Use for
and reports.

E in chronologi€al sequence.

Working Papeps
Use for wgrk papers used 4
accumul 3ing stores acgdunting data.

FI in chronolo

Reports

Use for reportsOf survey fi
and other papers used as
evidence forf adjustment
inventory records, not_ dtherwise

ital sequence.

PPMD
Destroy
when 3
yrs. old.

PPMD
Destroy

when 3
yrs. old.

PPMD
Destroy

when 2
yrs. old.

PPMD
Destroy

2 yrs.
after
date of
survey
action or
date of
posting
medium.

PPMD
Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Destroy

when no

longer
needed.

GRS-8-3

”/5300 /5

GRS-8-4
Z/éfBOv/,é

GRS-8-5
“/éi?ov/e7

GRS-3-10c¢

fsson

GRS-16-7

)30



5400

5400-1

5400-1-1

5400-2

FLEET MANAGEMENT

Policy and Procedure

Use for background mat

NOTE:
of record co
directives.

of Departmental

FILYE by or1g1n, seyies number or in

Use for material of
nature which origi

Leasing

Use for mater1a1

FIXE by agency, sy¥ject and vendor.

PPMD
Destroy
when 2

yrs. o]d.»

Destroy
when S/0.

PPMD
Destroy
when 3
yrs. old.

N/A

N/A

N/A

N/A

GRS-10-1
VS Yorr

Destroy
when 2
yrs. old.

Destroy GRS-16-1d
after
e " fsvoofi

directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy
when S/0.

/'/5707)///

Destroy
when 3
yrs. old.

;Z;?bq/éb



5400-3

SHpo-H

5400-4

51400-5

5400-5

5400-(

5400-6

5400-3

Motor Vehicle Operations

Use for material pertaiping to
individual employees' Aperation of

government-owned vekicles, includin
horizations to

drivers' tests,
use, safe drivifg awards, and other

related corregpondence.

NOTE: See”4620 for filing of
operato Permits.///,/’n
FIL alphabetically

Yy agency a
employee.

Accident Reporks

Use for material pertaining tofiotor

etically by

Gasoline Sales

Use for materjel filed in subport of

fi:/i:fgipxﬁard

y agéfix,dn chronological

quence.

Surveys, Inspgc;}ﬁns and Repfrts

Use for mater pertaining to
results of j i

, surveys
include

FAUE by subject.

stroy 3
yrs. after
separation

opP
N/A

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

opP
Destroy
6 yrs.
after
case is
closed.

N/A

NFC
Destroy
after

GAO

audit or
when 3
yrs. old
whichever
is - sooner.

N/A

PPMD & NFC

Destroy
3 yrs.
after
date of
report.

N/A

N/A

Destroy
6 yrs.
after
case is
closed.

Destroy
when 3
yrs. old.

Destroy
3 yrs.
after
date of
report.

GRS-10-7

[S4o0

GRS-10-5

"[Syoo s

GRS-6-7
’Qéﬁwq/é

"[$400[3



5400-7

Project Control

Use for memoran
records doc
progress a

Destroy N/A
1 yr.

after

the yr.

in which

the

project

is closed.

Destroy
when no
Tonger
needed.

GRS-16-7

st/ 7



5500

5500-1

5500-1-1

ENERGY MANAGEMENT / 0BRA”
Use for material of a general nature stroy N/A  Destroy
which pertains to act%gnﬁgtaken to when 3 : when 2
conserve energy and mdnage fuel yrs. old. yrs. old.
resources which do€s not fit else
where in this cafegory. Included
is the relatjdnship of energ to
the operatitn and maintenqpég of
agricul e facilities, utilities and
equi t, and associated projects.
FILE in chronologigal sequence.
Policy and Procedure 0BPA
Use for background material which Deétroy N/A  Destroy
documents the important aSpects of the //ﬁhen no after
development of Departmgfital policy longer the
procedure. needed. directive
/////j is issued
NOTE: See 3010-1/for disposition.’ or imme-
of record copy Departmental diately
directives. when it
is known
that no
action
will be
taken.
FIYE by origin, series number or in
hronological séquence.
External or Non-Series Jistructions.
Use for material of g/directional Destroy N/A  Destroy
nature which origipdtes outsidi/dggA when S/0. when S/0.
es within USPA but

or which origin
is not part of

formal Departmental
Includés comments

"JsSo0”

GRS-16-1d

”/Sfav//

”/wa/ﬁ



5500-2

5500-3

Energy Conservation Repqpfg

Use for material pertaifiing to enepgy

Included are

and similap’reports.

nergy infopmation
reports, Department og/Eﬁzrgy data
requiremefits, and information

collectéd for higggr level agencies,

and y€lated docyments.
LE by agencffym

Project Contro}”

Use for memgranda, reporgéféﬁd other
records do€umenting as;j ments,

FI

and comp{;ﬁip of projects.
Case file 4dlphabetically by

tle of project.

OBPA
Destroy
when no
longer
needed
for
ref-
erence.

Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

N/A  Destroy
when 2
yrs. old.

N/A  Destroy
when no
longer
needed.

"[s500/

GRS-16-7

YAerle



5600

5600-1

5600-1-1

ENVIRONMENTAL PROTECTION m/ NR&E
Use for general fmaterial pertaining Destroy
to action takeén within USDA to when
reduce enyiAronmental lution. 3 yrs.
old.

y by agency and

NR&E/»

documents the importapt aspects of the _, Destroy
development of Depapfmental policy a when no
procedure. longer

needed.
NOTE:

of record
directiy,

3 ~‘/\ -
External or Non-Series Instructions

Use for material of a directional ﬁfr Destroy
nature which originates’butside us when S/0.
or which originates within USDAépﬂ%

is not part of a formal Departméntal

directive system< Includes gOmments
and other matgfial on proppéed and
existing instructions.

NOTE: A has the refdord copy.

FILE/Dy origin, sdries number or in

ronological sequence.

MITTEE

N/A

N/A

N/A

Destroy
when 1
yr. old.

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

Destroy
when S/0.

VASY /8

GRS-16-1d

“/s’@(m /1

”/GTZUU/4/7



5600-2

5600-3

5600-4

5600-5

5600-%#

Environmental Pollution Reducfion

Use for material pertaining/to
the criteria, practice, a
application of measures Lo prevent
water, air, noise, or ground
pollution or to redugé such pollu-
tion as may exist. /Included are
inventories of soufces of pollutiop),
annual reports dgscribing progre
in accomplishipg objectives of

plans, and
documents

investi-
ies to
or related

complaint
documen

Reports

Use for material pertaining to the
progess in accomplishing objectives
to reduce environmental pollution.

FILE by subject in chronological
sequence.

Project Control/

by title of profect.

longer
needed

for
reference.

NR&E
Destroy

6 yrs.
after
complaint
has been
resolved.

Destroy
when 3
yrs. old.

Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

N/A

N/A

N/A

N/A

Destroy
when
S/0 or
when no
longer
needed.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when no
longer

needed.

”/ﬂ&'ﬁ/a\

//szb

GRS-16-7

"Isbov fY



