
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 
withthe approved
di spost-tion 
instruc-
tions for related 
subject
indivi-dual's 
record 
or 3 
yrs.
after 
final 
adj udi-
cation 
by
courts,
which-
ever 
is 
later. 

N/A N/A GRS-14-26c 



3450-2-2 Privacy Act Accounting of 
Oisclosure Files Flles maintained· under the provisions

of 5 U.S.C. 552a(c) for an accurate accounting of the date, nature, and 
~urpose of each disclosure of record 

o any person or to another afiency,
including forms for showing t e 
subject indivual1s name,
requestor1s name and address, 
purpose and date of disclosure, and proof of subject individual1s 
consent when applicable. 

File in chronological sequence. 

3450-2-3	 Privac~·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 listings. 

Dispose N/A N/A GRS-14-27 of in 
accord-ance 
withthe 
approveddisposi-
tioninstruc-
tionsfor the 
related 
subject
indivi-dual1s 
record IS, 
or 5 yrs.
after 
the di s-
closure for which 
the 
account-abil ity
was 
made,
which-
ever 
is 
later. 

Destroy N/A N/A GRS-14-28a 
5 yrs.
after 
date 
of 
1ast 
entry. 



.: 

b. Other files. Destroy
5 yrs.after 

N/A N/A GRS-14-28b 

final 
action by the
agency
or fina1 
adj ud i-
cation 
by
courts,
which-ever 
is 

File in chronological sequence. later. 

3450-2-4 Privac~ Act Re~orts-F;les
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. 

a. Annual reports at 
or agency level. 

Departmental OGC 
PERMANENT. 
Offer to 

N/A N/A- GRS-14-29a 

NARS 
with 
related 
agency
records 
approved
for 
permanent
retention 
in agency
records 
control 
schedu1 e 
or when 
15 yrs.
01d,
which 
ever 
is 
sooner. 



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 operatO n 
of personnel functions, includi 9 
college programs, selective acement,
special programs, examinatO ns and 
paid recuitment, etc. 

FILE by agency and 

Official perso1T 1 File a. Doc Lments 1> aced on the right side of th older constitute the 
record 0 an employee's status and 
servic and travel with employee 
thro hout his/her career. The 
do ents and their order of 

ling are prescribed by FPM 293-31. 

OP Destroy N/A Destroy GRS-1-3 when 3 when 1 
Itj t-f aotryrs. old. yr. old. 

OP 30 days 
after 

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

separa-
tion from 
Gov't.,
transfer 
to Nat '1 • 
Personnel 
Records 
Center for 
destruc-
tion 75 
yrs. after 
birth date 
or 60 yrs.
after 
date of 
earl iest 
document 
in folder 
if birth 
date 
cannotf.e 

~~~c~r~~!~ed ,
aft r 1atest 
s 
w 

aration,
ichever 

is 1ater. 



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

c. All letters of reprimand, 
caution, warning, and/or admoni7hme 

/ 

d. 

NOTE: For supe isors' personnel 
files with mat? ial pertaining to 
authorization, pending actions, 
request for ctions and records 
on individu employees duplicated 
in or not ppropriate for the 
official ersonnel folder, review 
annually and destroy superseded 
or obso ete documents, or destroy
all do uments relating to an 
indiv dual employee 1 yr. after 
sepa ation or transfer. (GRS-1-18a)
(FI E by nature of action and 
no by employee's name.) 

OP 
SEE NOTE GRS-1-10 

~~~~:i~r/N/~ 

of 
employ~eor when 1 yr I 
Olq(
wt;l'i ch-
ever is 

sooner. 

/
t. 

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

N/A 

occurs 
first. 

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

N/A GRS-1-2b 



4000-1 

b. Use for background m erial which 
documents the importan aspects of 
the development of t DPM or oth~r Departmental direc ves. 

NOTE: See 3010 for disposition 
of record cog, of Departmental ~ 
directives ot published in the DPM.

/

,/
/ 

FIL Y orlgl n, series,Al~ber or in 
c ronological sequence. 

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

OP 
Destroy/when no 
longer
needed,.-

/ 

De~(~OY
~en no 

longerneeded. 

N/A 

Destroy
when S/O. 

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

GRS-16-1c
'jLj(JV()/t 

GRS-16-1d 

4000-1-1 

4000-2 

vUMJ.d 
'1000-/3 

External or Non-Series InstruCtions 
Use for material of a d!J-e'ctional Destr4 
nature which originates' outside USDA ~hen S/O. 
or which Originate~thin USDA but ~ 
is not part o[~fOrmal Departmenta~~
directive SYS~I., Includes comments 
and other m,9t'erial on proposed and 
ex isting :i1'lstructions. ",.,,/

;/' 

FIL y origin, ser tes.riimber or in 
ronological sequence. 

Reports 0'"Use for statistical ports relating Destroy
to USDA personn programs and when 2 
functions a anpower management and yrs. old. 
evaluati • ~ 

N/A 

N/A 

Destroy
whe~ S/O. I / Ir.;(J7f7) /1/ / 

Destroy GR~- -16 
when 2 fII L/ (J7Jt) 13yrs. old. 

4000-3 

~ 

4()~/) -Ii/-

by agency and sub~report. 

Project Control 0:"Use for memoranda, ~rts and other Destroy
records document~g'" assignmentsy 1 yr. 
progress and omPletiozof R oj-ects. after the yr. 
FILE: se file alp~a tically by in which 

t i of project/ project
is closed. 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

Ij Lj(J07} /;t 



.' 

4010 

<Cu-ao/ 

L/-ooD-2 

Recruitment, Selection and OP 
Placement /Use for material of a general ture Destroy

/which pertains to recruitmen efforts wh?n 3 and job offers to potenti employees. yr·s. 01d. 

FILE chronologically. -:
"," 

/1' 

NOTE: SPISS-CEU ceives corres- ",/
pondence from C gressiona1 Memb{rs 
inqui ring abo employment /t'
procedures. CEU responds bl/ 
controll acknow1 edqement ; Fil es 
are pur.ed when 3 Yr~la. 

FI alphabetically Congressional
uthor. 

N/A Destroy
when 3 
yrs. old. 

GRS-1-3
I¥tf1/rJ / s-

4010-1 
~~ 

Jfooo~2-1 

Recruitment 
Use for material which per~to recruitment efforts, e.g., 11ege
recruitment, USDA's recr~ ment 
exhibits, job fairs, car er days,
College Placement AS~., paid
advertising, and vac ncy announce-
ments outside US~( Additionally
includes 1etter~ of thanks to 
universities aFB other recrui ent 
sources for <!neir cooperatipn or 
letters a?a sing universit·1es, etc., 
of se1 e,;;·ons due to r~cfuitment 

OP /'Dest~y
wh~n 3 ,,'s.old. 

N/A N/A fJL(n;7J/J-/ / 

e~. /
FI chronologica11y

rganization, ~tc. 
by agency and 

4010-1-1 Recruitment Bulletin 
Use for relevant information on 
weekly Departmental recruitment 
bulletin, such as recommendations 
for improvement, or changes in format or procedure. 

OP 
(SPISS-CEU)
Destroy
when 3 
yrs. old. 

N/A N/A 

FILE in chronological sequence. 



4010-1-2
 

4010-1-3 

4010-2 

~ 

If 0 O()- 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 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 
Use for material which pertaO s to 
employment offers and acce ance or 
rejection of those offers (Destroy
accepted offers immedia ly GRS-1-4a) 

Decl ined offers 

a. Names receive from certificate 
of el igibles. 

b. Tem orary or excepted appointments. 

All others 

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

N/A N/A 

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

N/A N/A 

OP 

Return 
to OP 
with reply
and 
app i-
ca ion. 

N/A 

N/A 

Destroy
imme-
diately. 

Destroy
imme-diately. 

Destroy
imme-
diately. 

N/A Destroy
imme-
diately. 

GRS-1-4b 
(1) 

GRS-1-4b 
(2) 

GRS-1-4b 
(3 ) 



4010-3 Competitive Placement~~ 
. Use for SF-Ill's ,...resumes,posit ion ~~ announcements, ~n~ applicant ratings~ 

4-0o()-E ..3 and any otherAOaterial which documents 
comp~?pPointment procedures as requlred OPM. 

~/ 
~r 

/'F~y agency and announcement ber. 

4010-4	 Interviews
 
Use for materi~ertaining
 ~ interviews w· employees

JfO()v-1 
FILE, y agency and a) habetically by 
.~ployee. 

4010-5 Certificates of Elf i ~ ~ Use for material p~ ainlng to~ certificates of 19ibles.
 
JfO{)O-S Includes the r sons for passi~/
 over a prefe nce el igible an . 

selecting nonpreference
eligible 

FIL y agency a~ nouncement 
position numb • 

4010-6 .	 Reem2loyment Agreeffients 
Use for mate~l/whiCh per . s 

~ to reempl3J'TInt agreeme between 
~es and USDA. l/-OOD-lP 

LE y agency. and employee name. 

O~ 
/-Destroy N/Aupon
receipt


of OPM
 
inspec-
tion
 
report

or when 2
 
yrs. old
 
whichever
 
is earlier,

providing

the re-
quirements

of FPM,

Chapter

333, Sec-
tion A-4,

are
 
observed.
 

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

Destroy N/A
when 2 
yrs. old. 

OP 
Destroy N/A
1 yr. 
after 
termination 
of agree-
mente 

N/A	 GRS-1-15 

!.II~ooo /~J3 

Destroy
inme- ~/;~hdiately. 

N/A	 GRS-1-5 

I!tf~/j 

Destroy
1 yr. 
after itlo?JV/~
termi-
nation 
of 
agree-ment. 



4010-7	 Reports
Use for statistical re orts which 

~ pertain to recruit ,selection
placement, e.g. elected speciLf t2tJo ..2-1- employment pr rams, worker-
trainee, Fe ra1 Junior Fe owship,
Stay-in- 001, summer aes, Forest 
Servi alternators. 

4020	 Personnel Actions ~OP Use for notifi tion of personnel ~ actions, e.g , within grade inc~ es,
restor~5ve, promotions,et~., 'tOOIJ-g EXCLUSIV of those in OPF. ,; 

~y or fiscal copy 

F E by social sec ity number and 
in chronological sequence. 

4030	 Selective Placement Programs
Use of material of a general nature 
pertaining to special programs not 
listed elsewhere in this category. 

FILE by agency and subject. 

4030-1	 Priority Placeme 
Use for mater which pertains to th ~ repromotio of downgraded employee. J./.~~(; -3-/ 

P 
(SPISS-CEU)
Destroy
when 2 
yrs , 01d. 

N/A Destroy
when 2 
yrs. old. 

GRS-1-16 

It) iou-rJ /:J- / i 

Destroy
when 2 
yrs. old. 

N/A Destroy
when 1 yr. old. 

GRS-1-14a 

&r)~iT01J/ ff 

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

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

Destroy
when 3 
yrs. 01d. 

N/A N/A 

Destroy
after 
employeehas been 
promoted or 
declines a 
position. 

N/A N/A 11/¥07JVp/! 



Priority Consider~ y1
Use for material' which pertains to Destroy

priority con 1deration given to when 2
 
employees ue to their being gpwn- yrs. old
 
graded due to an admini ~ative or when
 
over . ht. a depart-

mental 
Personnel 
Management
Evaluation 
review has 
been 
conducted. 

4030-3	 Special Programs OP
 
Use for material pertaining to the (SPISS-CEU)

included but not limited to special Destroy

employment programs listed. Files when 5
 include instructions, plans, and yrs. old.
 
reports.
 

FILE by agency and subject. 

4030-3-1 Cooperative Education Program	 Same
 
as
 
4030-3
 

II
4030-2	 Stay in School 

II
4030-3-3	 Federal Junior Fellowship Program 

II
4030-3-4	 Intergovernmental Personnel Program 

II
4030-3-4a Evaluations (copies of accomplishment
for each assignee under IPA) 

II
4030-3-5	 Part-time Employment Program 

II
4030-3-6	 Presidential Management Intern Program 

II
4030-3-7	 Selective Placement Program for
Handicapped Employees 

II
4030-3-7-1	 General 

II
4030-3-7-2	 Plans 

II
4030-3-7-3	 Reports 

N/A N/A
 

N/A N/A 

Same Same
 
as as
 
4030-3 4030-3
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 



4030-3-7-3a Narrative 

4030-3-7-3b Statistical 

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

4030-3-8	 Faculty Programs 

4030-3-9	 Summer Employment Program 

4030-3-9a	 USDA Competitive Programs 

4030-3-9b	 Summer Youth Employment Program 
(w/D. C. Govt) 

4030-3-10	 Student Volunteer Program 

4030-3-11	 Volunteer Program 

4030-3-12	 Veterans Program 

4030-3-13	 Worker-Trainee Opportunities Program 

4040	 S~ecial Ap~ointments
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 Same 
as as 
4030-3 4030-3 

II " 

"" 

"	 " 

"	 " 

" " 
II " 

"" 
."	 " 

" " 
II" 

OP 

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

Same 
as 
4030-3 

" 

" 

II 

II 

" 

II .~ 

" 
II 

" 
II 

N/A GRS-1-1b(1) 



(2) Separated employees. 

4040-1	 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. 

4040-1-1	 Schedul e B/Pace
Use for material pertaining to the 
use of Schedule B in lieu of Pace. 

FILE in chronological sequence. 

Transfer 
folder to 

N/A N/A GRS-1-1b(2} 

Nati onal 
Personnel 
Records 
Center 
(CPR) ,
St. Loui s, 
Mo., 30 
days after 
separation.
NPRC wi 11 
destroy 75 
yrs . after 
birth date 
of employee
(60 yrs.
after the 
date of the 
earliest 
docunent in 
the folders 
if the 
birth date 
cannot be 
ascertained)
or 5 yrs.
after 1atest 
separation,whichever is 
1ater. 

OP 
(SPISS-CEU)
Destroy
when SlOe 

N/A N/A 

SPISS-CEU 
Destroy
when SlOe 

N/A N/A 



4050 OP & NFC 
~ Destroy N/A Destroy /l/~()1)1) II when 3 when 1¥() 00 - 9 yr s , old. yr. old. 

4050-1 

~ 

4-000-9-1 

4050-2 
~ 

4000-9-£ 
U-~ti:t& 
q.. ~~.'J.~. 

U 4050-3 

Position Classifica(fons
Use for mater~l' which substaj)trates
eligibility~nd classifyi~~nf jobs
by occu~on, Z-a:ss, andgrades 

;~ positio number. 

pertaining
and other tt ton 

E E by agency ~ subject. 

Personnel Management Evaluation 
Use for personnel management evalu-
ation reports, supporting documents, 
compliance responses, etc. 

OP & NFC 
Destroy
5 yrs. 
after 
position
is abol ish-ed or 
desc ri ption 
is super-
seded. 

OP 
Destroy
when SlOe 

OP 
Destroy
when SlOe 

N/A 

N/A 

N/A 

Destroy
when position
is 
abolished 
or 
descri p-
tion is 
super-
seded. 

Destroy
when SlOe 

Destroy
when SlOe 

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

1!~~/1/1 

GRS-1-7c 

(2) I!
I I L( rJ7J7) 1 J.. 

FILE by agency and subject. 

4050-4 OP 
~ 

~O~o-9- 3 
Destroy
when 
positionis 
cancell ed 

N/A N/A Gj.-1-11
1/ '[aoo /1b 

or new strip is 
prepared. 



4060 
~ 

L/-{)OD - 10 

Employee Benefits 
Use for material of a 9 
nature which pertains 0 insuranc (
annuities and comp~ sation and 
other employee b fif t t s , 

NOTE: For jury compen tion, see 
4430-2. 

OP 
Destroy
when 3 yrs. old. 

N/A Destroy
when 1 yr. old. 

i 

4060-1 
~) 

¥(}()() - jIJ-/ 

Insurance ~P Use for material pert a] ·ng to insurance deductions Includes copi 
of vouchers and sc· dules of paym n. 

NOTE: Execut~ documents by ployee,
e.g., SF's/Z809, 2810 and 7, are 
maintai~d in theZPF a a PERMANENT 
rec0;,9'f' 

& NFC Destroywhen 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

GRS-2-22
I!Ljm/ltJ// 

4060-2 
~ 

Lf 0co -/ ()-2 

F)HCIEby agency~· employee name. 

Annuity Estimates 
Use for material ~er ining t annuity estimates, nd other. 
records used to J sist ret·ring 
employees or syfvivors c im 
insurance or~etiremen enefits. 
(Annuity d~uction re rds are filed 
in the O~. See 40 for dis position. ) 

FI~ agenc~ and alphabetically ;y employee. 

4060-3 Reports
~ Use for report s' which pertairvt'O 

4 
o 3 

insuranc~ ..---annuities,~pt(rlsation, 
000-1 - and other emPlo?,efits. 

p1~y agenc~and subject. 

OP 
Destroywhen 1 
yr. 01d. 

OP 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

Destroywhen 1 
yr..•01d. 

Destroy
when 3 
yrs. old. 

GRS-2-21b
if O]-u/o/ ~ 

GRS-2-17b 

7'1000/10/3 



4070 Attendance and Leave OP & NFC 
~ 

'ftJt)O-!/ 

~~1b,t;r
 

4070-1 
~ 

4afJo-J/-/ 

4080 

u
~ 

oco-'] 

Use for general material re1at ng 
to duty hours, authorized ab nce,
and use of leave. Includes 
annual, sick, mil itary 1e e,
1eave without pay, ho1 idl s, absence 
for jury duty, etc. In!.1udes requests 
for and approval of t ing leave. 

a. If timecard 
the employee. 

b. If timeca d has not been 
by the emplo ee. 

See 2600-2-1 

Leave History ~ 
Use for material wh~~tains to~ 
leave balances, e. ,leave ba1~ce 
upon separation, estored 1ea~,
leave without y, military. ave,
annual 1eav ceiling, and ave audits, e 

F~y agency and ~ cia1 security
n ere 

Reduction-in-Force 
Use for corre~p6ndence~alns 
to notice fo.f/reduction-in- rce and 
n~linarY remo~l . 

F in OPF. 

DestrOY/ N/A

when 1/
 
yr. old.
 

Destroy at N/A
end of 
app1 icablepay period. 

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

NFC 
Destroy N/A
when 3 
yr s, 01d. 

OP 
Destroy N/A
when 
action 
is 
com-
pleted. 

Destroy
when 1 
yr. old. 

Destroy at 
end of 
appl icab1epay period. 

Destroy
when 1 
yr. old. 

Destroy
3 months 
after 
end of 
the period
covered. 

Destroy
when 1 
yr. old. 

GRS-2-8a 

GRS-2-8b 

GRS-2-9 

11/V07J7) 1/1 

GRS-1-17a 

Iiio-u?J!7 



4080-1 

4080-2 

4080-3 

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 Inguiries
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 
red uct ion- in-force. 

(SPISS-CEU)
Destroy
when 5 yrs. old. 

(SPISS-CEU)
Destroy
when 
action is 
compl eted. 

(SPISS-CEU)
Destroy
when 5 yrs. 
old. 

N/A 

N/A 

N/A 
-

N/A 

Destroy
when 1 
yr. old. 

N/A 

GRS-1-17a 

.~ 

FILE by subject in chronological 
sequence. 

4090 

~ 

4000-/2 
F 

OP 
Destroy
when SID. 

N/A Destroy
when S/O. 

GRS-1-28 

IjioiroIIJ-



4100 

Use for material of a neral natur 
which	 pertains to e developmen 
of employees th~ gh training Job 
enriChmenrtU ward Mobilit1 and 
Executive elopment Pr rams.
 
Also inc des perform ce evaluation
 
and ads.
 

F E by agency nd subject. 

4100-1 Policy and Procedure /
a. Record copy of policy an 
procedure which is publish in the 
DPM. 

b. Use for backgroy d material whic 
documents the imp~~tant aspects of 
development of ~e DPM or other 
Department~l d·~ectives. 

NOTE: See 10-1 for d ispos) ion 
of record opy of Departme al 
directi s not published n the DPM. 

E LE by origin, s ies number or in 
chronological s quence. 

4100-1-1	 External or Non-Series In ructions 
Use for material of a d· ectional 
nature which origina s outside USDA 
or which originate within USDA bu 
is not part of formal Departm al 
directive sys m, Includes cents 
and other erial on prop ed and 
existing nstructions. 

FIL y origin, ser· s number or in 
ronological s uence. 

4100-2	 Reports ~ Use for mater· which pertai to 
~ reports o~ ployee devel ent,

training-,'" ards, etc. evaluation,if J~tJ-5 /'SJl~by agency subject.-

Destroy
when 3 
yr s , old. 

OP 
DestrASY wh7(( no 
1 nger

eeded. 

Destroy
when no longer
needed. 

OP & NFC 
Destroy
when 3 
yrs. old. 

N/A	 Destroy
when 3 
yrs. old. 

N/A Destroy
when S/O. 

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

GRS-16-1d 

N/A Destroy
when S/O. 

N/A	 Destroy
when 1 '/ YIO'v (-S 
yr. 01 d. 





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,
and other records relating
availability of training d employee 
participation in trainin programs
sponsored by other gov nment agencies 
or non-government ins tutions. 

NOTE: f sat isfactory
course is kept in the 0 F. 

d.	 uncement Fi1es •/
.f 

Reference f 1e of pamphlets,;! 
notices, ta10gs and other~records 
which pr vide tnformat tonon courses 
or pro ams offered by government 
or no -government organizations./-

by agency, course subject, or 
phabetica11y as tapp1icab1e. 

4120-2	 Avai1abi1it and Partici ation 
Use for material which pert . s to 
availability of training ~ employee

~( 00 _2..2.ParticiPation. 

Background and wor ng papers. 
Destroy when 3 y • old (GRS I-30b 
(2) ) • 

NOTE:	 of satisfac ry
is kept i the OPF. 

y agency, course or 
phabetica11y as app 

Destroy
when 5 s. 
old or yrs. fter 
com etion of 
s ecific 

N/A N/A 

Destroy
when 3 
yrs. 01d. 

N/A N/A 

Destrol/'
when/
5 y s , 
01 or 

en S/O,whichever 
is sooner. 

N/A N/A 

Destroy
when S/O. 

N/A N/A 

OP 

is sooner. 

N/A Destroy
when 1 
yr. old 

GRS-I-30b(I) 

GRS-I-30b(2) 

GRS-I-30c 

GRS-I-30d 

GRS-I-30c 

IJ L/ /o»/ J-jd--



4130 
~Lt..a.a.' 
L/ /oa-3

1/]t~ 
~ 

Incentives and Awards 
Use for material i luding recommend-
ations, approved ominations,
memoranda, cor spondence, report and 
related handb oks pertaining t 
agency-sporysored cash and no -cash 
awards s Ch as incentive ards, within 
grade rit increases, uggestions,
and standing perf ance. 

Case fil 

Destroy
2 yrs.
after 
approval
or di s-
approval.
approval. 

N/A Destroy
2 yrs.
after 
approval
or di s-
approval.
approval. 

GRS-1-12a (1)

(!~/rJ7)/3 

4130-1 
~ 

Y- (O{)-3-1 

Letter of Commendation/A reciation0.p-
Use for copies of let s recognizing length of service retirement and 
letters of appr ation and commend 
ation for per rmance,ZXCLUDIN /'.copies fil in OPF. 

FILE subject in chr ogical
s ence. 

estroywhen 2 
yrs. old. 

N/A Destroy
when 2 
yrs. old. 

GRS-1-12c 

,/flfJ7)/~// 

4130-2 
~ 

410D-3-2 

Service and Sick Leav~ards;
Use for materia~·ficl udin~.-,Go"rre-
spondence, m~oranda, reports, comput-
ations o(...s€rviceand~ick leave, and 
list~~wardees. ~ 

OP 
Destroy
when 1 
yr. old. 

N/A Destroy
when 1 
yr. old. 

GRS-7-12b 

IY/01Jp/:J-
FRf in OPF. 

4130-3 
~-~ 

Lfloo-3-3 

Departmental Awards 
Department level awards 
(Secretary's Awards, Pr 
etc.) 

a. Paper copies 

b. 

.n chronological 

Destroy
after 
micro-filming. 

Destroy
when no 
longer
needed • 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 



4130-4 

t+ 
~ 

100-.3- Lf 

4140 
JJJ-cM:) 

'fIO{)- '-f 

External Awards~ 
External awar ~ and nomina from 
or to othe government or 
private rganization 

OPF. 

Performance Evaluations 
a. Non-SES appointees (as defined in 
5 USC 4301 (2).) 

(1) Appraisals of unaccept le 
performance, where a notice 0 

proposed demotion or removal is 
issued but not effected, a all 
related documents. 

(2) A rformance recor s superseded
throug an administrati e, judicial, 
or qu si-judicial pro ~dure. 

(3) Performanc related records 
rtaining to a ormer employee. 

(4) All other summary performance 
appre'isal s records, including per-
fo;,mance appraisals and job elements 
and standards upon which they are 
based. 

OP 
Destroy N/A
when 2 
yrs. old. 

OP & NFC 

Destroy N/A
after empl ee 
com etes 
1 r. of 

ceptable
performance
from the 
date of 
written 
advance 
notice of 
proposed
removal or reduction 
in grade
not ice. 

Destroy N/A
upon
super-
session. 

Destroy N/A
when 3 yrs. 
01 d or when no longer
needed,
whichever 
is sooner. 

Destroy N/A
3 yrs.
after 
date of 
apprai sal. 

Destroy GRS-1-12a 
when 2 
yrs. old. (2)j '-(10-0 I'3/~It 

Super-

vi sor' s
 
File copy

only.
 

Destroy GRS-1-23a
 
after the
 employee

compl etes

1 yr. of
 
accept

able
 
perform-
ance.
 

Destroy GRS-1-23a(2)

upon

super-
session.
 

Destroy GRS-1-23a(3)

when
 
employee

leave
 
employ-
ment.
 

Destroy GRS-1-23a(4)

3 yrs.

after
 
date of
 
apprai sal.
 



(5) Supporting documents. 

FILE in Employee's Performance File. 

b. SES appointees (as defined n 5 
USC 3132a(2).) 

(1) Performance recor s superseded 
through an administrativ , judicial, or 
quasi-judicial procedu~ • 

FILE in OPF. 

(2) Performa e-related records 
pertaining to a ormer SES appointee. 

FILE in Emplo eels Performance File. 

(3) 11 other performance
apprais s, along with job elements 
and s ndards (job expectations) upon
whi;p they are based. 

FreE in Employee's Performance File. 

Destr y N/A
3 yr • 
af r 
d e of 

pprai sal
or when 
no longer
needed,
whichever 
is sooner. 

OP & NFC 

Destroy N/A
when SlOe 

. Disposition N/A
pending. 

Destroy N/A
5 yrs.
after 
date of 
appraisal,
exclusive 
of any
interim 
service 
as a 
Presidential 
appointee. 

Destroy GRS-1-23a(5)

when 3
 
yrs. old.
 

Destroy GRS-1-23b(1)
when SlOe 

Destroy GRS-1-23b(2)
when 
employee
leaves 
employ-
ment. 

Destroy GRS-1-23b(3)
5 yrs.
after 
date of 
apprai-
sal. 



FILE 

(4) Supporting documents 

in 8nployee's Performance 

estroy
5 yrs. 
after 
date of 
apprai sal 
or when 
no longer
needed,
whichever 
is sooner. 

N/A Destroy
5 yrs. 
after 
date of 
appra i-
sal 
or when 
no 
longer
needed,
which-ever is 
needed. 

GRS-1-23-b{4 

c. 

LE in 8nployee's Performance Fi1e. 

Disposit ion 
pending. 

N/A Destroy
when 
employee
1eaves 
employ-
ment. 

GRS-1-23c 



4200	 OP 
Destroy N/A Destroy
when 5 when 1 yrs. old. yr. old. 

4200-1 

4200-1-1 

Policy and Procedure 
a. Record copy of policy ~ 
procedure which is ~ed inDPM. 

b. Use for back~ nd nater ial'which 
documents the im rtant aspects of the 
development of~he DP~therDepartmental rectives. 

NOTE: se~O-l for ispositionof recor copy of Departmental 
directi es not publlshed in the DPM. 

/
/
/F LE by sub/ect. 

P 
Destroy
when no 
longer
needed. 

Destroy
when no 
longer
needed. 

Destroy
when 5/0. 

N/A 

N/A 

N/A 

Destroy
when 5/0. 

Destroy
after the 
directive 
is issued 
or irrvne-
diate1y
when it 
is known 
that no action 
will be 
taken. 

Destroy
when 5/0. 

GRS-16-1ctJvcUo / / 

GRS-16-1b 

II /f~J4v;:// 

4200-2 

FILE origin, s ries number 
c onol oqtcal quence. 

Reports
Use for material pertains to 
grievances and complaints 
and appeals other than EO. 

FILE by subject. 

or in 

OP & NFC 
Destroy
when 3 
yrs. old 

N/A Destroy
when 1 
yr. old 



4200-3 
~ 

4'2oo-~
 

4210 

4210-1 

'-f 
~ 

2(){)-c. 

4210-2 

~ 

Lf 260 -2-/ 

Project Control
 
Use for memoran , reports and
 
records doc ting assignm s,
 
progress completion projects.
 

FILE" Case file
 
. 1e of proj 

Grievance Procedures 
Use for material which 
pertains to the necessary 
procedures to take when an employee has grounds for complaint. 

FILE in chronological sequence. 

Grievances and Complaints
Use for material origina . g in the 
review of grievance an appeals
raised by agency emp yees, except 
EEO complaints. 1 se case files 
include stateme s of witnesses 
reports of in rviews and hear.·ngs, 
examiner's ndings and rec enda-
tions, a py of the orig· al decision, 
related orrespondence d exhibits, 
and r ords relatin~ a reconsider-
ati request. / __ 

LE by employe, name. 

Adverse Actions and A eal 
Use for case files and r. ated records created in rev ·ewing an 
adverse action (disc·plinary or non-
di sci pl inary remov , suspensi on, 
leave without pa , reduction-in- orce)
against an em~ yee. the fil in-
cl udes a co~ of the propos adverse 
action witty supporting pa rs , 
statement~of witnesses· employee's
reply; p6aring notice reports and 
decisjon; reversal o: action; and 
appeal record;':'E ·{UDING letters of reYimand. 

~LE by emplo ee name. . 

OP 
Destroy N/A
1 yr.
after 
the yr.
in which 
the 
project is 
closed. 

(SPISS-CEU)
Destroy N/A
when 
S/O. 

estroy N/A3 yrs.
after case 
is closed. 

estroy N/A4 yrs.
after case 
is closed. 

Destroy GRS-16-7
when no I(/¥ao-v)rlonger
needed 

Destroy
when 
S/O. 

Destroy GRS-1-31a 
1 yr. after ~/ j case is II/~~/J-.
closed. 

Destroy GRS-1-31b 
1 yr •.after II/U I.!. case 1s I~ 1'71 
closed. 



4230-2 OP
 
~:y Destroy N/A Destroy GRS-1-26e
 

when 1 when 1

Lf20{)-tf-./ yr. old. yr. old. II/rcktJ/I/J 



4230-3 Counseling Re£~ds OP 
~ Use for ~?rts of int PV1ews, Destroy N/A Destroy GRS-1-27a

Jf2oo-L/-2 anal~, and rela records. 3 yrs. 1 yr.
after	 after Ii~{)OO/I/;;-

ffiEbY agen	 tennina- tennina-
tion of tion of 
counsel- counsel-
ing. ing. 



4300 
.. 0 i 'II! _'-<:Jut-txo». 

/Yl.Q ..uj-:-' I 

~'tS-,~ 
- __ • J D..J-, 

..- ~~f[,
0&0 

EQUAL OPPORTUNITY ~' 
Us~ for mater ial of g~n~ral ° natureWhlCh pert atns to e C1Vll Ri qht s 
Regulations of 64, the EEO Ac.7. f 
1972, pertin future legisl~ion, and aqency EO Committee m~et ings 
and rec s incl uding ~utes and 
repor • /~ 
F. E in chronologlcal sequence. 

t 

OEO 
Destroywhen 3 
yrs. old 
or when 
SIO 
which: 
ever ° 1S appll-
cable. 

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

GRS-1-26g 

'/i30-0 

4300-1 Policy and Procedure 
a. Record copy of policy and 
procedure which is published 
in the DPM. 

OP, OEO
Destroy
when no longer
needed. 

N/A Destroy
when S/O. 

GRS-16-1c 

'/L/3ocJ/1 

b. Use for background mat ial which 
documents the important spects of the 
developnent of the DP or other 
Departmental directi 

Destroy
when no 
longer
needed. 

N/A Destroy
after the 
directive 
is issued 
or imme-

GRS-16-1d 

NOTE: See 3010- for dispositO 

of record copy f Department 
directives no published i 

n 

DPM. 

diately
when it 
is known 
that no action 
will be 
taken, 

by origin, eries number 
ronological sequence. 

or in 

4300-1-1 
Destroy
when S/O. 

N/A Destroy
when S/O. 

ries nimber or in 



4300-2
 

4300-3
 

4310 
~ 

+300-2-

4320
 

Reeorts 
Use for material which pertains to 
reports on equal opportunity. 

FILE by agency and subject. 

Case f" e alpha~lCally by
of oject. 

Affirmative Actj~n
Use for mater."~l which pertains to agency act" ns or plans to correct 
inequiti 

by agency and
 
equence
 

Com~laint 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,OEO
Destroy N/A
when 3 
yrs , 01 d. 

Destroy N/A
1 yr. 
after the yr. in which 
the project
is 
closed. 

Destroy N/A5 yrs. 
from date 
of plan. 

OP & OEO 
Destroy N/A4 yrs. 
after 
resolution 
of case. 

Destroy
when 1 
yr. old. 

Destroy
when no 
longerneeded. 

Destroy5 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
'I'f 30-0 P 

GRS-1-26h
IJLf30v/~ 

GRS-1-26a & t 



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

FILE by subject in chronological 
sequence. 

4330	 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. 

4340	 Civil Rights Impact Statements
Use for material pertaining to OEO 
responses to agency proposals (reorgan-
izations, office relocations, budgets, 
legislation, administrative regulations
and environmental impact statements) 
that may have civil rights implications. 

FILE by agency. 

4350	 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. 

4360	 Outreach - 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
2 yrs.
after 

N/A N/A GRS-1-26c 

final 
resol u-tion 
of case. 

OEO 
Destroy
when 7 
yrs , 01d. 

When 
3 yrs.
old. 

N/A GRS-1-26d(1) 

OEO 
Destroy
when 2 

N/A Destroy
when 1 

yrs , old. yr. old. 

OEO 
Destroy
when 2 

N/A N/A 

yrs. old. 

OEO 
Destroy
when 2 

N/A Destroy
when 1 yrs. old. yr. 01d. 



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. 

OEO 
Destroy N/A Destroy
when 5 when 3 
yrs. 01d. yrs. old. 



.: 

4400 
Use for material a general which pertains 0 the implem
development coordination a 
monitorin of Department policyoccupat' nal safety a health of 
Feder employees. 

subject. 

on 

SHMD 
Destroy
when SIO 
or when 
no longerneeded 
for ref-
erence. 

N/A Destroy
after 
1 yr.
or on di s-
contin-uance,
which-
ever is 
first. 

4400-1 Policy and Procedure 
a. Record copy of policy a 
procedure which is publish a 
DPM. 

in the 
N/A Destroy

when S/O. 
GRS-16-1c

1/'fV{)1)/J 

4400-1-1 

4400-2 

b. Use for backgro~nd material wh}ch
documents the impo tant aspe7'ts 0 the development of t DPM or other 
Departmental di ectives. 

NOTE: See 10-1 for disPQ~ition 
of record opy of Departmental 
directiv s not published/in the DPM. 

// 

FI by origin, s~es number or in 
hronological ~quence. 

/External or Non-Seri Instructions 
Use for material 0 a d trect tonar 
nature which ori~ nates outsiqe USDA 
or which origi tes within YSDA but 
is not part a formal Departmental
directive stem. Includes comments 
and other. aterial on proposed and 
existi instructi?, 

by origin, series number or in,ronological ~equence. 

Reports
Use for material which pertains to 
safety and health. 

FILE by agency and subject. 

Destroy
when no longer
needed. 

Destroy
when S/O. 

SHMD 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

N/A 

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

Destroywhen S/O. 

Destroy
when 1 
yr. 01 d. 

GRS-16-1d 

11/IffoV/r/1 



4400-3 
......JJJ~ 

'+ 1-/-00-4
 

4410 

4420 

4430 

Project Control 
Use for memora a, reports a other 
records doc enting assi 
progress nd complet· of 

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 N/A
1 yr.
after the 
yr. in 
which the 
project
is 
closed. 

SHMD 
Destroy N/A
when S/O
or when no longer
needed for 
reference. 

SHMD 
Destroy N/A
when S/O
or when 
no longer
needed for 
reference. 

SHMD 
Destroy N/A
when S/O
or when 
no longerneeded for 
reference. 

Destroy GRS-16-7 
when no 
longer fl/'-ILfMJ/i 
needed. 

Destroy
when no 
longerneeded. 

Destroy
when no 
longer
needed. 

N/A 



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

FILE by subj ect in chronological 
sequence. 

4430-1	 Employee Health 
Use for material pert ining to an~ employee's medical story,1- -t oo -.3	 occupational injur"es or diseases,
physical examina ons, and all 
treatment rece" ed in the healt 
unit. Excl ud pre-employment
physical ex inations and d" ability 
retirement and fitness fo duty
examinati ns which are led in the 
OPF. 

FILE Y agency an 
b employee. 

4430-2	 Accidents
 
Use for material
 <co-o.» injury compensa "on (relatin to4- if 00- 2	 on-the-job i " ries); exc ing
copies fil in the OPF nd copies 
submitt to the L~ Department. 

y agency)Vl<f alphabetically
employee. / 

4440	 Supervision
Use for material pertaining to the 
establishment, assessment, regulation
and preservation of environmental 
conditions that minimize adverse 
effects upon the safety and health 
of employees. Included are 
inspections, surveillance and 
monitoring, guarding/isolation,
protective equipment programs, job 
safety analysis, task analysis,
operational design, and 
bio-mechan ics. 

FILE by subject in chronological 
sequence. 

D 
Destroy
6 yrs.
after 
1atest entry. 

N/A N/A GRS-1-21
1t;L/oo/3 

OP & SHMD 
Destroy
when 5 
yrs. old. 

N/A Destroy
when 1 
yr: old. 

GRS-1-32 

,// if ffJ7)jd--

SHMD 
Destroy
when S/O
or when longer no 
needed for 
reference. 

N/A Destroy
when no 
longer
needed. 



4450 Eval uation 
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
when SIO 

N/A Destroy
when no 

or when 
no longer
needed for 

longer
needed. 

reference. 



4600 
Use for material a general nat 
which pertain 0 the administ ion 
and operatO n of the person 
securit clearance pro and not 
list below. 

OP 
Destroy
when 2 
yrs , old. 

N/A Destroy
when 1 
yr. old. 

GRS-18-22 

'} L/(PrrrY 

4600-1 Policy and Procedure ~ a. Record copy of policy and 
procedure which is publishe in the 
DPM. 

N/A Destroy
when S/O. 

GRS-16-1c 
Ij If (y soII 

4600-1-1 

4600-2 

b. Use for backgro ~ material whic 
documents the impo ant aspects of he 
development of t DPM or other 
Departmental dO ectives. 

NOTE: See 10-1 for diSPO,s(tion 
of record opy of Departm~rital 

s not publishe~ in the DPM. 
r 

/by origin, se~.ies number or in 
ronological sequence. 

External or Non-Series nstruct~Oons se or materla 0 lrectlona 
nature which origi tes outside A 
or which origin s within USDfo ut 
is not part of a formal Dep~rtmental 
directive s em. Includes' comments 
and other aterial on pr~osed and 
existin instructio~ 

-"FI by origin, ~eries number or in 
ronological sequence. 

ReportsUse for material which pertains to 
reports on personnel security. 

FILE by agency and subject. 

Destroy
when no 
longer
needed. 

Destroy
when S/O. 

OP 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

N/A 

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

Destroy
when S/O. 

Destroy
when 1 
yr. 01 d. 

GRS-16-1d 



4600-3	 Project Control 
Use for memo ran ,reports a~ther 

~ records docun ting assign s,
I-J. to Do - 4 progress a compl etion projects. 

FILE' Case fi17 
t· 1e of pro)-ect. 

4610	 Securitl Clearanc~ Use for material per inin to 
~ investigations of rsonnef employe 

by or seeking em oyment from the 4-000.-2	 Government and ersons perfonni
work for the gency under~ ract. 
Excludes c ies of investi tive 
reports a relate~s furnished to agen es by OPM. 

FIL by agency	 a9d alphabetically by ployee. 

4620 

~ 

J-f&oo-3 

alphabetically by 

Destroy N/A Destroy GRS-16-7 1 yr. when no 
after longer ''I%tnJ/ '-I 
the yr. needed. 
in which 
the project
is closed. 

P 
Destroy N/A N/A GRS-18-23a upon
notifi-	 '(/-1Ivrn/ [). 
cation of
 
death or
 
not later
 
than 5
 
yrs. after
 
separation

or transfer
 
of employee

or not
 
1ater than
 
5 yrs.

after
 
contract
 
relation-
ship

expires,

whichever
 
is
 
appl icable.
 

OP, PPMD,
 
& OIG N/A N/A GRS-1l-4a
Destroy

3 months 1/1j(P{J()/3

after
 
return to
 
issuing

office.
 



4620-1 Records of 
~.~ 

Identification OP 

~ 

t+ ~()O-3-' 
Use for receipts,/indices
and accountebte" records 

/
FILE b~'ldentific 10n number and/or 
chronological quence.
r 

Destroy
after 
all 
1i sted 
cre-
dentials 

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

f/L/~OV/3/; 

are 
accounted 
for. 



,. 

5000 PROCUREMENT MANAGE NT PD-OO 
Use for material a general 
nature which per ains to purc
and maintenanc of equipmen , pub-
lications, pro ting, repr uction,
services an supplies f internal 
needs. In udes cont cts, bidders, 
purchase rders, FE RIPS, and 
requisi ons and er material not 
des~ ed elsew re in this category. 

Destroy
when 2 yrs. old. 

N/A Destroy
when 1 yr. old. 

F)ll by subj 

5000-1 Policy and Procedure / PD-OQ'~
Use for background materi -1' which Des,troy
documents the important spects of the wpen no 
development of Departm tal policy ~onger
and procedure. ~ needed. 

N/A Destroy
after 
the 
directive 
is issued 

NOTE: See 3010-1 
of record copy 
directives. 

or disposition
Departmental 

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

FI by origin, s~r 
C ronological s~quence. 

or in 

5000-1-1 External or Non_series~ructions/Use or materla 0 lrectlona 
nature which origi tes outside USD 
or which origin es within USDA b~ 
is not part of formal Departmental 
directive s~s em. Includes ~omments 

Destroy
when SlOe 

N/A Destroy
when SlOe 

and other ;n~terial on proposed and 
existin 'instructions" /' 

FILE Y origin, seri,~umber 
c onological seq~ence. 

or in 

5000-2 

GRS-3-3 

II/S(J(J(} 

GRS-16-1d 

q/SOVD IJ 



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

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

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

c. Copies of records desc ibed above 
used for administrative p. rposes. 

d. 

m t be disposed of on an individual 

Procurement files wh ch 
doc 
men 

nt the initiation a 
of transactions whi 

develop-
deviate 

fr normal procurement ransactions 

sis by submitting SF-115. 

LE by subject an document number. 

PD-OO & 
NFC 
Destr. y 
6 y s.,
3 onths ter 
final payment. 

PD-OO & 
NFC 
Destroy
3 yrs. 
after 
final 
payment. 

PD-OO & 
NFC 
Destr.y 
upo
te ina-
t·on or 

ompletion. 

PD-OO 
Destroy
when 
funds 
are 
obligated. 

When GRS-3-4a 2 when (1) & b~f
yrs.	 fundold.	 ar 
ob igated. 

Destroy GRS-3-4a 
when (2) & b 
funds 
are 
obligated. 

When	 Destroy GRS-3-4c2 yrs. upon
01 d. recei pt 

of 
goods
or 
service. 

N/A	 Destroy GRS-3-4b when 
funds 
are 
obli-
gated. 



5000-3 Solicited and Unsolicited Bids and PP-OO & 
Proeosal s NFC 

a. Successful bids and proposals. Destroy
with 
related 

N/A Destroy
1 yr. 
after 

GRS-3-6a 

contract award of 
case fi1es contract. 
(see 5000-2 
of thi s 
schedul e) • 

b. Solicited and unsolicited 
unsuccessful bids and proposals. 

(1) When filed separately
contract case files. 

from Destroy
when 
related 

N/A Destroy
1 yr. 
after 

GRS-3-6b(1 ) 

contract award of 
is com-pleted. 

contract. 

(2) When 
case 

filed with 
fil es. 

contract Destroy
with 

N/A N/A GRS-3-6b(2) 

related 
contract 
case fi1es 
(see 5000-2 
of thi s 
schedul e) • 

c. Cancelled Solicitations 

(1)	 Formal solicitations of offers Destroy 5 N/A Destroy GRS-3-6c(1)
to provide products or services yrs. after 1 yr.
(e.g., Invitations for Bids, date of after 
Requests for Quotations) which cance11 at ion • date of 
were cancelled prior to award of cancel-
a contract. The files include lation. 
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. 



{2}	 Unopened bids Return to N/A N/A GRS-3-6c{2}bidder. 

FILE by subject and document number. 

5000-4 Bidders List PO-DO 
~ Destroy N/A Destroy GRS-3-6d 

when S/O. when S/O. /1/s{JlJO/35000-3 e 5020 for De rred, Suspended, 
igible Bidde 1 ists. 

5000-5	 Tax Exem~tion Files PO-DO Use for ~' exemptlon certificates Dest oy N/A N/A GRS-3-13~ ~ ed papers.	 3 y s. Jf/,)(JrJtJ/Y!5ooo-¥	 af r F by FY.	 pe iod
c vered 

y
ccount. 

5000-6	 ReQorts

Use for material pertaining to bids, Destroy N/A Destroy

awards, inspections and payments. when 3 when 1
 

yrs. 01 d. yrs. 01 d.FILE by bid number in chronological
 
sequence.
 

5000-7	 Project contro~ PO-DO 
Use for memor ~a, reports an Destroy N/A Destroy GRS-16-7 ~ records doc enting assignm s, 1 yr.	 when no 

5000 ..5 progress d completion projects. after longer IjJ~omJ/J
the yr. needed. 

FILE- Case file a in which t' 1e of proj ec •	 the
 
project

is closed.
 

5010	 USDA Procurement ReQorting Slstem PO-DO N/A N/A

Use for material pertaining to the Destroy
automated payment system within the when S/O.

Department which dictates the use of
 
a standard Department wide procure-
ment identification system for the
 
purposes of reporting and control.
 

FILE by subject. 



5020	 Debarred, Suspended, and Ineligible
Bidders 

Use for lists of finns and individuals 
debarred or suspended, or declared 
ineligible for any cause. 

FILE by contractor's name. 

5030	 Sureties 
Use for material pertaining to the 
necessary requirements stipulated 
when a bid perfonnance, payment bond, 
or individual surety is required. 

FILE in chronological sequence. 

5040	 ADP 
Use for material pertaining to the 
actual procurement of all automatic 
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. 

5050	 Labor Standards 
Use for material pertaining to the 
procedures for the maintenance of 
records retained by contractors 
pursuant to specified contract ural 
clauses included in contracts and 
subcontracts to satisfy certain statutory and administrative 
records review requirements of the 
Government. 

FILE in chronological sequence. 

PD-OO N/A N/ADestroy
when S/O. 

PD-OO N/A N/A
Destroy
when S/O. 

PD-OO N/A N/A
Destroy
when S/O. 

PD-OO N/A N/A
Destroy
when S/O. 



5060	 Departmental Blanket Purchase 
Jt:rrangements

Use for docunentat ion of blanket 
purchase arrangements, e.g., letters, 
purchase orders, or other doclments 
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. 

5070	 Consulting Services 
Use for material pertaining to the 
lists and costs of persons who are members of a particular profession 
or possess a special skill and who 
are not officers or employees of 
the contractor. 

FILE in chronological sequence. 

5080	 Disputes
Use for material pertaining to 
disputes arising relating to the 
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. 

5090	 Socioeconomic Procurement 
Use for material pertaining to 
lists of individual(s) and or 
firms that are both socially and 
economically disadvantaged. 

FILE by program title. 

PD-OO N/A N/ADestroy
when 5/0. 

PD-OO N/A N/ADestroy
when 5/0. 

PD-OO N/A N/A
Destroy
when 5/0. 

PD-OO & N/A N/A
OSDBU 
Destroywhen 5/0. 



5100 NT FM 
Use for material a general
nature which p to the 
management a use of buildings 
and land 0 ed or leased by the 
Governme ,including its prope 
and e nomical use and which 

stroy
when 3 yrs. 01d. 

N/A Destroy
when 3 yrs. old. 

doe not fit elsewhere in 
c egory. /. 

FILE by agency and~~ion. 

5100-1 Policy and Procedure 
Use for background material whic
documents the important aspec of the development of Departmental olicy
and procedure. 

FMD 
N/A Destroy

after 
the 
directive 
is issued 

GRS-16-1d 

'/S!(j()/ J 

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

or imme-
diately
when it 
is known 
that no 
action wi 11 be 
taken. 

FIL y orlgln, seri s number 
c ronological seq nce. 

or in 

5100-1-1 External or Non-Series Ins uctions 
Use for material of a d ectl0na 
nature which origina outside USDA 
or which originate within USDA but 
is not part of ormal Departmenta 
directive sys m. Includes comme s 
and other erial on proposed
and exis ng instructions. 

N/A Destroy
when S/O. 

FIL y origin, series 
ronological sequen 

n in 

5100-2 Real Property R ports
Use for inte ntra agency reports 0 
land and r. ated improvements ow 
and lea 

N/A N/A GRS-4-3 

/5'/(}"'O/;)-

s 
by subject in chr 

quence. 



5100-3 Proj ect Control 
,JJJ.a..CJ Use for memora ,reports ~~her 

records doc enting 7 ts, 
progress	 d completion projects.5100 -tJ-
FIL Case file~l~habeticallY by

"tle of profec • 

5110	 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. 

5111	 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 

N/A Destroy
when no 
longer
needed. 

GRS-16-7
Is/(H/ ~/ 

the 
project
is closed. 

FMD 
Destroy
when st». 

N/A N/A 

FMD 
Retain 

N/A N/A 

for 1 yr. 
after 
transfer 
is com-
plete 
and 
official 
titl e 
records 
are 
trans-
ferred 
to 
holding
agency;
or unti1 property
is di s-
posed of. 



5112
 

5112-1 

5120 

5130 

~ 

.5/00-2 

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 location, property identi-
fication and agency. 

Util ization 
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 location, property identi-
fication and agency. 

Di sposition
Use for material which is cessary
or convenient for the use f real 
property sold, donated, r traded,
including, if pertine as determined by the re asing agency, 
site maps and surv s, plot plans, 
architect's sketc es, working 
diagrams, preli nary drawings, bl 
prints, master. tracings, utility utlet 
plans, equi ent locations pla
specificat" ns, construction 
progress otographs, inspe ion 
reports building and equ ent 
manage ent and maintena e records,
allo nce lists as wel as duplicate
cOp'"es of title pape 

FMD N/A
Destroy
when SID. 

FMD N/A
Retain 
until 
lease 
has been 
cancelled 
or expires. 

FMD N/A
Retain 
until 
1and is 
disposed
of. 

FMD 
Tra~sf r N/Ato n 
cu odi an 

on compl e-
tion of 
sal e,
trade, or 
donation 
pro-ceedings,
or ac-
ceptance
of 
purchase
moneymortgage. 

Destroy
when SID. 

N/A 

N/A 

Destroy
upon
di sposi-
tion of property. 



5130-1 
~ 

5100-J 

Excess Real Property Reports 
Use for excess prop' rty reports 
supporting docum s. 

MD 
Retain 
unti 1 
property
is d is-

N/A N/A 

posed of. 

FIL Y 
tion 

location, roperty
and ag cy. 

identif-

5140 Historical Significance/Preservation
Use for material pertaining to the 
criteria set forth in the National 

FMD 
Dispose
of when 

N/A N/A 

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. 

SlOe 

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

FILE alphabetically by subject. 

5150 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. 

FMD 
Dispose
of when 
st». 

N/A NlA 

FILE by subject. 

5160 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 

FMD 
dispose
of when 
SlOe 

N/A Destroy
of whenst«. 



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

FILE by subject. 



5200 PERSONAL PROPERTY MANAGE ~T 
Use for material of a neral nature 
which pertains to n expendable
equipment, acquis" ion, maintenan
and disposal. ersonal proper
includes su fl items as furni re and 
office e pment. 

FILE y subject and 
a icabl e. 

estroy
when 3 
yrs , old. 

N/A 

5200-1 Policy and Procedure 
Use for background material ~ich 
docunent s the important as,Pects of the 
development of Department-al pol icy 
and procedure. /'" 

NOTE: See 3010-1 or disposition / 
of record copy Departmental ~ 
directives. 

Dest~DY 
when' no 

l..ohger
needed. 

N/A 

5200-1-1 

'l E by origin, s~ number or in 
chronological sequence. 

External or Non-Series In~ructions 
Use for material of a/directional ~ 
nature which origi9a'tes outside uspK 
or which origina ~s within USDA but 
is not part of formal Departpental 
directiv~.~ em. Includes ...c6mments 
and othe~~terial on pr~"sed and 
existin instruction~ 

Destroy
when SlOe 

N/A 

5200-2 

FIL by origin, s~ies number or in 
ronological sj(quence. 

Persona 1 Pro ert 
Li st/Index

Use for list" gs which prov " e a 
means for counting for rsonal 
propert. Includes ma~ r property
prin uts, station l)~tings, war " g
ca " al and apP7opr" ted funds 

stings, etc. . 

File in chronofogical sequ ceo 

N/A 

Destroy (1/s")~
d-U v 

when 3 
yrs. old. 

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

Destroy
when SlOe 

Dispose
of when 
updated. 



5200-3
 

5200-4 
~ 

520D-3
 

5200-5 
~ 

S2ao-tf 

Excess	 Personal Propert Records 
i es contain record ijocumenting / 

purchases and intr agency transfer. 
Printouts are ge rated from the 
records. 

NOTE: This s a one time a roval. 
PPMD is sting up a mana ment 
informa on system and e 7 yr.
perio will allow the bove 
rec ds to be enter into the stem. 

Reports
Use for mater· 1 pertaining to 
inter/intr agency reports re 
to exces and surplus persQ 1 
proper 

F by subject, age y, and state. 

Project ContrqJ~	 ~ Use for mem9randa, reports and ther 
records documenting assignme s,
prOg~/and completion ~~projects. 

FI~~: Case file alDft~ticallY 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	 Destroy
when 1 
yr. old. 

N/A	 Destroy
when no 
longer
needed. 

GRS-4-5 

'!SfHVj3 

GRS-16-7
II/S~()/j
 



5300 

5300-1 

5300-1-1
 

SUPPLY MANAGEMENT 
Use for material of a neral nature/ 
pertaining to the r uisitioning and 
procuring of expe able supplies~fid 
equi pment inc1 1ng storage, i.Jlspec-
tion, contro , and disposit~n of 
stock whic does nOZfit lsewhere in thi s ca gory. 

y subject in ronological

quence.
 

Policy and Procedure /

Use for background matepfal which ~
 documents the importa aspects of th
 
development of Depar ental policy
 
and procedure.
 

NOTE: See 3010 for disposit i
 
of record cop~ of Departmenta

directives.
 

FI~ by origin, § ries number or in
 
¢hronological 1equence.
 

External or Non-Series In tructions
 
Use for material of a ectional
 
nature which origina s outside U A
 
or which originat within USDA ut is
 
not part of a f al Departme al
 
directive sys m. Includes omments
 
and o~her erial on pro sed and
 
existin nstructions.
 

FILJ' y origin, seri s number or in
 
pfironological se ence.
 

PPMD 
Destroy NIA 
when 2 
yrs. old. 

~PMD 
~estroy NIAwhen no
 
longer

needed.
 

Destroy NIA 
when S/O. 

Destroy
when 1 
yr. old. 

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

Destroy
when S/O. 

GRS-16-1d 

II)S3m; /J 



5300-2 Requisitions
Use for req . itions of supplies 
and equi nt. 

FILE requisition number and/orcy. 

f 

PPMD 
STOCKRO M COpy
Destr y
2 yr • 
aft r 
cQ~pletion

cancel-ation of 
) equisi-

tion. 

5300-3 Inventory Files 

a. Inventory Lists 
PPMD ./
Destroy
2 jrs.
from date 

lof 1 ist. 

PPMD 
b. Inventory Cards Destroy

2 yrs.
after 
di scon-
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 
equi pnent
is removed 
from 
agency
control. 

FILE)Oy Federal 
classification 
sJPP 1y item. 

stock number or 
assigned to each 

N/A	 Destroy GRS-3-9a 
when 
6 months 
old. 

~#3M/;;' 

N/A	 N/A GRS-3-10a11/~3j()/3 

. N/A	 N/A GRS-3-10b 



5300-4	 Stores Invoices 
Use for invoice or equivalent~ papers used f stores acco ing.5300-5 purposes. 

invoice numb and/or
c onological sequ nce. 

r 

5300-5 Stores Acc tin
 
~ Use for ores accountin eturns
 

and r orts.
5j()O-& 
E in chronolog a1 sequence. 

5300-6	 Working Pal?e)?'S
 
Use for w 1< papers used .
~ accumul ing stores ac unting data.5'.3uo-7 

5300-7 Re~orts 
vUM>J.Y Use for report of survey fi s 

and other pa rs used as
5300-tf evidence f adjustment

inventor records, not therwise 
in above cat 

F 

5300-8 

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 
post ingmedium. 

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

N/A N/A GRS-8-3
/.5-3()()/ .: 

N/A N/A GRS-8-4 .(// ~3{J7J/ fa 

N/A N/A GRS-8-5 

"/S3ov/7 

N/A N/A GRS-3-lOc 

1!s3MJ/i 

N/A Destroy GRS-16-7 
when no 
longer '1) 3tJ1J/ </
needed. 



5400 

5400-1 

5400-1-1 

5400-2 

FLEET MANAGEMENT 
Use for materia of a general ture 
which pertain to the autho ty to 
lease, purc se or dispo of motor 
vehicles 

FILE y subject, and 
c onological 

Policy and Procedure 
Use for background mat ial which documents the " portant aspects 
of the development f Departmental
policy and proced e. 

NOTE: See 301 -1 for dispOSition
of record co of Departmental 
directives. 

F E by origin, se es number or in 
hronological s uence. 

External or Non-Series nstructions 
Use for material of directional 
nature which origi tes outside SDA 
or which origin s within US but 
is not part of a formal Dep mental 
directive s em. Include comments 
and other aterial on pr osed and 
existin instructions. 

FIL y origin, ser" s number or in 
c onological se ence. 

Leasing
Use for material 
obtaining author" y to lease GS 
vehicles or a ority to lea 
commercial 1 for agencies rviced 
by 00. so includes GS approvals
or dis prova1s. 

and vendor. 

PPMD 
Destroy
when 2 yrs. old. 

PP 
D stroy

hen no 
longer
needed. 

Destroy
when SID. 

PPMD 
Destroy
when 3 
yr s , old. 

N/A	 Destroy
when 2 yrs. old. 

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

N/A	 Destroy
when SID. 

N/A	 Destroywhen 3 
yrs. 01d. 

GRS-10-1 

'1~'Ioif 

GRS-16-1d
II/Sl/ov/J
 



-. " 



5400-7	 Project Control 
Use for memo ran ,reports and Destroy N/A Destroy GRS-16-7 records doc nting assignme , 1 yr. when no 
progress a completion of rojects. after longer JI~,/(1)/7

the yr. needed. 
FILE: ase file alph in which 

e of proj ect.	 the 
project
is closed. 



5500 ENERGY MANAGEMENT ~ OB~ 
Use for material of a~ al natu~stroy which pertains to acti s taken to 
conserve energy and nage fuel 
resources which d s not fit el se7" 

when 3 
yrs. old. 

-
NIA Destroy

when 2 
yrs. old. 

1I/0S-~ 

where in this c egory. Includ~ 
is the relat· nship of en~~o the operat· nand maintena e of 
agricul e facilities,~ilities and 
equi t, and associat-ed projects. 

FI in chrOn010g~ sequence. 

5500-1 Policy and Procedure 
Use for background materia which 
documents the important pects of the 
development of Departm tal policy~ procedure. 

OBP.A 
De~troy

"hlhen no 
longer
needed. 

NIA Destroy
after 
the directive 
is issued 

GRS-16-1d 

IJ~S(J?)/; 
NOTE: See 3010-1 for disposition/ of record copy Departmenta 1 
directives. 

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

FI b .. / by Or1g1n,~r1es num er 
hronological quence. 

or .1n 

5500-1-1 
Destroy
when 5/0. 

NIA Destroy
when 5/0. 

11/S$"oVl0 

FIL y origin, s ies number 
ronological s quence. 

or in 





·. 

5600	 ENVIRONMENTAL PRO tCTION ~ NR&E 
Use for genera aterial p~~aining Destroy NIA Destroy
to action ta n within U}DA to when when 1 
reduce en ·rorunental i'flution. 3 yrs. yr. old. 

old. 

5600-1 Policy and Procedure 
Use for background mater-·al which 
documents the importa aSfects of the development of Depa menta policy a 
procedure. 

See 3 -1 for disposi 
py of Departme al 

FIL y orgin, in 
ronological 

NR&~ 
MITTEE 

Destroywhen no 
longer
needed. 

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

GRS-16-1d

-s.:/ j 

5600-1-1 
/"External or Non-Series Instructions 

Use for material of a directional ~ 
nature which Originat~s~outside~ or which originates~thin USDA t 
is not part of a )"nmal DepartJDintal 
directive syste~~ Includes~mments and other mat rial on prop' ed and 
existing in ructions. 

Destroy
when S/O. 

NIA Destroy
when S/O. I//~hov/J/I 

NOTE: 

FIL y origin, s ries number 
ronological sequence. 

or in 



·. 

5600-2 

5600-3 

Environmental Pollution Reduction 
Use for material pertainin ?Eo 
the criteria, practice, a 
application of measures o prevent
water, air, noise, or round 
pollution or to redu such poll u-
tion as may exist. Incl uded are 
inventories of so ces of poll utio 
annual reports d scribing progre 
in accompl ishi objectives of 
environmental pollution redu~ on 
plans, and lated or simil 
docunent s 

NOTE: 

FIL chronologicall
1 ation. 

, 

NR&E 
Des oy

n 
/0 or 

when no longer
needed 
for 
reference. 

NR&E 
Destroy
6 yrs. 
after 
compl aint
has been 
resolved. 

N/A 

N/A 

Destroy
when 
5/0 or 
when no longer
needed. 

Destroy
when 1 
yr. old. 

/I / S60-0/(A 

1!J607J/3 

5600-4 

5600-5 

~ 

5(poo-J/-

FILE hronologic
1 ation. 

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

FILE by subject in chronological 
sequence. 

Pro'ect Control 
Use for memor da, reports nd other 
records do enting ass· ents,
progress nd completi of projects. 

FIL Case file phabetically
b title of pr ect. 

Destroy
when 3 
yrs. old. 

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

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
when no 
longer
needed. 

GR5-16-7 

'jSho-o/1 

"
 


