ans ez

A

REQUEST FOR RECORD.. ~ISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

JOB NO

N [16-7-/

1.

FROM (AGENCY OR ESTABLISHMENT)
United States Department of Agriculture

DATE RECEWED L{,/}_J"f

2.

MAJOR SUBDIVISION
Office of the Secretary

3.

MINOR SUBDIVISION
QIRM - Information Management Division

o

. NAME OF PERSON WITH WHO NFEB \ ’ 5. TEL. EXT.
Cherie Cozin \72£? ”az 447-9272

NOTIFICATION TO AGENCY

In accordance with the prowisions of 44 U S C. 3303a the disposal re
quest, mcludnng amendments, IS approved except for items that,may
be stamped “disposal not approved” or “withdrawn” in columr’

5. 50-8¢

Dute

Archivist of the United States

. CERTIFICATE OF AGENCY REPRESENTATIVE.

| hereby certify that | am authorized to act for this agency in mattes pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specmed
U] A ‘Request for immediate disposal.

Xl B Requestforcnsposalaﬁera specified period of time orrequestforpennanent

retention.

7ATE D. IGNATURE OF AGENCY REPRESENTATIVE E. TITLE
4‘W zﬁ&mf

cocde (e

8. DESCRIPTION OF ITEM
|TEM NO: . (With Inclusive Dates or Retention Periods)

SAMPLE OR

10,
JOB NO. - ACTION TAKEN

which report to the Ass1stant Secretary for
Adminjstration.

to be obtained from the National Archives and
Service.

are disposable without further authorization.

Aty mak (" /s ALrgty

This comprehensive records dispositon schedu]e supersedes NC1-16-83-1
the previously approved records schedule far the . Office
of Information Resources Management (NC1-16-83-1),%
Presently, this file and disposition schedule covers the
records for the Offices of Administrative Services,
Financial Management, Information Resources Management,
Operations, and Personnel. Eventually, this schedule
will be expanded to include the records of all offices

Any records series created, revised, or deleted subsequent
to and/or not disposable by this schedule shall be
covered by revised schedules with disposition authority

Records covered by the revised General Records Schedule

* C/c—g/u/ymm 7 ;,Mfuv.tag/ M.a/ MMV?

Records

) 3 ’V%/ &Dx\dllofv‘u@

115-107

Gort- Wit L0 L
MASS DATA CW

S
&'W ‘_47,,47 M [7 é’mwwmw \&'&,y«,u 7144/14/!%4/ (.é c/ /V”T) RI&?&AAH\,?;E%?% ns

Prescribed by Géneral Services
Administration
FPMR (41 CFR) 101-11.4

ANGE" Nor /\/561-‘-554@,’



1000

1000-1

1000-1-1

1000-2

ORGANIZATION, AUTHORITIES, AND

FUNCTIONS
Use for all common use internal

management files, including functions
performed outside the filing office.
May include correspondence or material
on the broad aspectifgj/assfﬁﬁﬁg
functions generally: " Excluded are
records of €cific assigned .
funE;jgnj”E%;?? personnel ,_budget,
and“accounting which _are filed as

separate entities-under their
appropriate céategories.,

FLK{rono] ogically by subject.

Policy and Procedure

Use for background material which
docunents the important aspects of
development of Departmental cy
and procedure.

NOTE: See -1 for disposition

of record-Copy of Departmental
gj;eff%ses.

FILE b igin, series number or in
nological sequence.

External or Non-Series Instructiens

L
-

NCl- 16 - g3- /

N/
Destroy Destroy
whe when_-1-

yrs. old. . old.
..-"f"»

A CT-16-83 Yl ovw
stfoy  N/A  Destroy~  GRS-16-1 /
when no _after the
longer 7 directive
needed, _.—~ is issued

or imme-
diately
when it
is known
that no
action

will be
taken.

" //m/l-l

Use for material of a directional Destroy NéAM,»wDesfFoy
nature which origing; outside USDA when S$/0.—"" when S/0.
or which originates within USDA but i;(ﬂ},,»w““’
not part of ormal Departmental .-
directi ystem. Includes comments
and er material on proposed and
1sting instructjons?
FILE b igin, series number or in
ological sequence.
Reports
Use for reports pertaining to Destroy N/A Destroy
organizations, authorities, and when when hew
functions, 3 yrs. 3 yrs.
old. old.

FILE by agency and subject..



1000-3

|00 0-l

1000-4

Project Control
Use for memoranda, reports-and-—other
records documenti Ssignments,

Schedules of Daily Activities

Use for calendars, appointment books,
schedules, logs, diaries, and other
records documenting meetings, appoint-
ments, telephone calls, trips, visits,
and other activities.

a. Records containing substantive
information relating to official
activities of high level officials

see GRS-23-2a for definition of high
evel officials), the substance of
which has not been incorporated into
memoranda, reports, correspondence, or
other records included in official
files.

FILE by origin in chronological
sequence.

b. Records created by other than
high level Federal employees, the
substance of which has not been incor-
porated into official files.

FILE by origin in chronological
sequence.

C. Routine material containing no

substantive information regarding the
daily activities of other than high

level officials; records of all Federal

employees containing substantive infor-
mation, the substance of which has been

incorporated into official files; and/
or personal records of all Federal
employees relating to nonofficial
activities.

FILE by subject in chrono]odica]
sequence.,

progress ompletion of jects?""‘l’ypf—tuﬂﬁf“
LE: ile alphabetically by
ti#tTe of project.

Destroy N/A____Destroy
- when
after no
the yr. longer
in which needed.
the project
is closed.
Submit SF- N/A Submit SF-
258. If 258. If
offer is offer is
not not
accepted, accepted,
destroy the destroy the
records records
when 6 yrs. when 6 yrs.
old. old.
Destroy N/A Destroy
when 2 when 2
yrs. old. yrs. old.
Destroy N/A Destroy
when no when no
longer longer
needed. needed.

Yoo/

GRS-16-7

e’

GRS-23-2a

(same

GRS-23-2b
CW)

GRS-23-2c

StAr



" 1ol

1010 Organization
\jJ){IAJ) Use for material relating to PERMANENT, . When GRS-16-13
orgagizational ana]ysisvzjijg%gnnﬁng otigiftd” 5]zrs. en S/0. ad&b
or changes in organization ctions; NARS~In 0 T
IOOO-Z docunen%s relati%g to rall yr. Nel-ie 775’
functions and mis ioﬁE? and copies blocks S G A
(L\{iébo of organizzﬁ%gnaTﬁénd functional when 20
. statement anuals, and charts. Also yrs. old.
AV i] incLEges/iateria1 per;%jniﬁg to the
el nysber of positiog;,a grade
Tevel s/series reqdired to perform
Lf' program missi
FIL phabetically by major and minor
divisions.
1011 Principles of Organization (General)
Use for material pertaining to the Destroy o~

operation, maintenance and improve- when S/0.

ment of the organization system.

FILE by subject.

1012 Organization Planning
Use for material pertaining to the

planning, analysis and development of
approved organizational units.

Destroy Mﬂlﬁ/

when S/0.

FILE by subject.

1013 Manpower Planning
Use for material pertaining to the Destroy N
manpower needed to accomplish tasks. when S/0.

FILE by subject.

1020 Statements of Missions and Functions
Use for material pertaining to the
missions and functions statements.

Destroy GREG=16=13b—
when S/0.

FILE by subject.




1041-2
va
D00 -4-2

‘e ,

Delegations of Authority

Use for material on delegations of
authority to identified positions
or pers?géiJgngjfémpgrary 2210 -
1imited- ega 1onj//9,pos ns

persons.
FILE ¢ ologically by major and minor
jvisions.

Committees and Boards//

. N/A

Destroy
——when S/0.

Use for official material docurenting
the accomplishmerit of official
internal committees, boards, task
forces, and“work groups.

Destroy

FILE ¢Hfronologically by subject.

Committee Management

Use for material pertaining to the Destroy N/ A
continued monitoring of committee when 3
activities. yrs. old
or when
FILE by committee title. no longer
needed
for ref-
erence.

Interagency or International-

Committees or Task Forces

Use for agendas, mjngtes, final
reports and recemimendations from
inter/intra~agency committ

PER MANERE,
T ARC when

|
rs old. |
task Ces chaitfglpy op when 20 years old.
1 employees k
F%Cf/;;:;;;:;;::;11y by committee.
Director's/Deputy Directer’s
Use for agendas, mintutes, final Destroy- N/A
reports, an pportive records en” 3
relating to substantive functions yrs. old
he agency. or when
- no
longer
needed
for ref-
F in chronological sequence. erence.

Yiewo |3

Destroy ‘
when S/0.

?4227yAV
Destroy GRS-16-12a
when 1 (2)
yr. old,
Destroy AN
when 3 Vot
yrs. old
or when
no longer
needed
for ref-
erence.

ﬂ/@ozv ;/O
Destroy GRS-16-12b
when 3 (1)
yrs. old  pre( =Ty
or when P
no o C’xn\(‘v
longer -
needed
for ref-
erence.

174 i

//ar/T’/ 3
Destroy GRS-16-12b
when 1 (1)(b)
yr. old.




1041-3

Ao/
1000-4-3

1042

1043

1044

1050
AAAO)

I000-5

Divisions/Branches/Sections
Use for internal
and supportive records below the
Direetors level.

EHCE in chronological sequence.

Statutory Advisory Committees

Use for material pertaining to the
establishment and/or renewal of
charters of advisory committees
created by statute.

FILE by committee title.

Nonstatutory Committees

Use for material pertaining to the
establishment, re-establishment or
renewal of charters of non-statutory
advisory committees.

FILE by committee title.

Other Committees and Boards

Use for material pertaining to the
establishment of other committees
and boards.

FILE by committee and/or board title.

Intradepartmental Relations

Use for material inyolving issues of
concern betwee

by agency and location.

aff meeting minutes

yrs. old
or when
no
longer
needed
for ref-

erence.

seded.

Destroy

Destroy

2 yrs.
after
term-
ination

of
committee.

Destroy

A agencies. __-—"when no
e

longer
needed

for
reference.

N/A

N/A

N/A

e )3

GRS-16-12b
(1)(b)

Destray
wheh 1
r. old.

GRS-16-12a

Destroy
2 yrs. (2)
after

term-

ination

of

committee.

Destroy ;?Q&vv 5~
when

issues

have been

resolved.



1051 Relations with Field Activities

Use for routine material pertaining Destroy
to the daily activities of field when no
offices. longer
needed
FILE by subject in chronological for
sequence. reference.

. N/A

Destroy
when no
longer
needed

for
reference.

|05~ |  wwaw omsued & 1140-2

o~



1100

1100-1

1100-1-1

1100-2

Lag/
l1oo-2-1

MANAGEMENT IMPROVEMENT P
Use for material of a gemeral nature
which pertains to the“evaluation
and constant effeft to improy
the effectiyeriess of ggpceVed
programs, iciency of their
operations wh1 are not described
ewhere this category.

by program title.

Policy and Procedure

Use for background material i.eh Dest,oy
documents the 1mportant aspects of the _when no
development of Departmental po]1cy_d«f’” longer

and procedure, r’/,/r”’ﬂf needed,
NOTE: _R€e 3010-1 for disposition
of p€cord co Departmental

rectives

FILE by origin, series number or in
chronological sequence.

External or Non-Series Instructions
Use for material of a directjomal Destroy”
/0

-

nature which originates_outside Qigérly,/when S
or which originate hin USDA b
is nozﬁfgrézgj/ﬂ’?inna1 Departmental
direct1v Ystem, clydes comments
er mater1a1,pn’ﬁyoposed and

1st1ng instructions.
FILE y’ﬁF:;:;f series number or in

onological sequence.

Operation Costs

/’”’lgggtroy

Use for record;{gj?current operat1 g
costs and rela ionship OW,,QStS when 3
function.and performapces™ Includes yrs. old.

cg;t/féaﬁct10q/and’7ﬁproved effective-
néss in operation,.

F. by FY in chronological sequence.

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.

Destroy
when 3

yrs. old.

Y1007

;/Zvvyﬁ
GRS-16-1d

?470154///

T/O/av/éyﬁ
GRS-6-5b



1100-3

1100-4

[100-3

1110

1120

1121

1130
o)

1160-2
ot on
u@m
gy

Reports

Use for reports pertaining to manage-
ment improvements.

FILE by agency and subject.

Project Control

Use for memoranda, reports and other
records documenting assignmerts,

PED
Destroy
when

3 yrs.
old.

Destroy

.,ln-‘yf‘ .

progress and completion of projggtsa‘“”mpafter
) pet

" -
FILE; £ase file alphabetically by
itTe of projects

Management Policies and Procedures

Use for material pertaining to the
Bo]icies and procedures developed

y management to carry out the re-
quirements of programs.
FILE by subject.

Management System Development

Use for material pertaining to
the development of management

systems.

FILE by subject.

Project Management

Use for material pertaining to the
assurance that-project operations
are going well,

FILE by project name.

Management Studies and Analyses

Use for intra/inter agency management

improvement studie d analyses.
Also includes retdated analysis and
»ts/.e

feeder re
E by agency and subjeet”

the yr.

in which
the
project is
closed.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence,

PED
Destr
her 10
longer
needed

for
reference.

N/A

N/A

N/A

N/A

N/A

N/A

Destroy
when
3 yrs.
old.

Destroy
when no

longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer

needed.

Destroy
when no
longer
needed.

Destroy
when no
longer

needed.

74001y/3

GRS-16-7

i1 69/,
6RS-16-5



1131
1132
1140
1140-1

1140-2
Lo/
1000-5-|

e

Workload Analysis and Measurement

Use for material pertaining to
workload analysis and measurement.

FILE by subject and in chronological
sequence.

Productivity Analysis

Use for material pertaining to the
analysis of the productivity of
continuing activities.

FILE by subject.

Management Improvement Programs

Use for material pertaining to
specific management improvement
programs.

FILE by subject.

Reform ‘88

Use for material pertaining to the

policies and procedures developed by
management to carry out the

Reform '88 program.

FILE by project name.

Federal Field Structure

Use for material pertaining to the
development of governmental icy
and procedures and the monftoring

with serve the-Same geographical

e
.

Py

Case file by location

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy
when no
longer
needed
for ref-
erence.

PED
Destroy

~hen 6

n ~~ yrs, old.
and coordination of programs relating
to the housing together of activities

N/A

N/A

N/A

N/A

When
3 yrs.
old.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

Destroy
when no
longer
needed.

’%mw/s /



1200

G%%qu?%iy
“n

1200-1

1200-1-1

1200-2

1200-3 -

1200-2

PROGRAM PLANNING AND EVALUATION

Use for material pertaiqingifo Destro - N/A
projected program planning, whe
implenentation},a monitoring of TS, old.

operations},p%ans, and goals.
F;;E/anhabet1ca11y by major a
nor subdivisions.

Policy and Procedure
Use for background material Destroy- N/A
which documents the important aspe when_.no

of the development of Departme

policy and procedure.

ger

1on
/ffﬁeeded.
-~
disposition

Departmenta j,»’f

e

NOTE: See 3010-1
of record copy

directives.

FILE by origin, series”number or in

ronological sequefce.

External or Non-Series Instruction$

Use for material of a directienal Destroy N/A

nature which originates oytSide USDA when” S/0.
or which originates witHin USDA but
is not part of a fgmmial Departmental

directive syﬁggma Includes commen
rial on proposed an

and other mat

Reports
Use for material pertaining to program Destroy N/A
planning and evaluation reports. when 3

FILE by agency and subject.

Project Control
Use for memoranda, reports and.ottér Destr N/A
records documenting assignménts,
progress and completioh of projects.
Includes wee Ly“ﬁziivity reports.

4/’/,,/’5 in which
ié#ﬁ- Case file alphabeticall the project

tle of project. is closed.

the yr.

1/
Destroy /GQCYT’
when no

longer
needed.

70&0@//

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

taken.

“,ﬁacm/@/l

Destroy
when S/0.

Destroy I\S 4
when 3

yrs. old.

;ﬁgaqék
Destroy GRS-16-7
when
no
longer
needed.



1210

1220

1230

1240

1250

1260

Program Goals and Objectives

Use for material pertaining to the
program goals and objectives set forth
to accomplish a particular goal.

FILE by position number,

Program Planning

Use for material pertaining to the
planning set forth to accomplish
effective approved programs.

FILE by subject.

Program Review and Evaluation
Use for material pertaining to

criteria used to evaluate programs
and their results.

FILE by subject in chronological
sequence.

Program Impact Analysis
Use for material pertaining to the
impact of certain programs.

FILE by subject in chronological
sequence,

Program Decision Systems

Use for material pertaining to
systems developed to support
decisions necessary to continue an
effective program.

FILE by subject.

Legislative Programs and Reports
Use for material pertaining to
approved legislative programs.
Includes comments and reports.

NOTE: For proposed legislation,
see 1300-2.

FILE by subject in chronological
sequence.

Destroy
when no

longer
needed
for ref-
erence.

Destroy
when no

1longer
needed
for ref-
erence,

Destroy
when no

1onger
needed

for ref-
erence.

Destroy
when no

longer
needed
for ref-
erence.

Destroy
when no
longer
needed
for ref-
erence.

Destroy
when no
longer
needed
for ref-
erence,

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Werr”



1300

1300-1

1300-1-1

EXTERNAL RELATIONS

Use for material involving high Tlevel
policy issues of concern to the
Department and foreign countries,
States, and local governments; other

Federal departments; and both public -~ blocks -~

and private organizations and e
institutions. Also includes relations
with the President and members ‘of his
staff and Congressional committees,

Members of Congress and cooperative -~

agreements which are“not located in’
other subjects areas of the file plan.

NOTE: Microfilmed incomipg’gorrespond-

ence iiidestroyed when 3-“yrs. old.

e

rd
PILE by organization.

Policy and Procedure

Use for background material which
documents the important aspects of the
development of Departmental po]igxyké
and procedure. d

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

FILEAY origin, series pmber or in

ronological sequenee.

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

or which originates within USDA.but

nature which originates outside USDAy)f’yWhendfﬁgg/f

is not part of a formal Dgparthenta]
directive system. Includes comments fjf»f”‘f

and other material-6n proposed andlyw

existi:3/12§;rﬂfiions.
Fékﬁ/b~ origin, series nu
0

nological sequence?

ér or in

ECR i/
PERMANENT. When - Destroy 1300~
Of fer to 5 yrs. when 3
NARS in o¥d. yrs. old.
-5 yr. e
when 20
yrss old.
v
_ "/1300/1
Destroy jUA Destroy GRS-16-1d
ppffﬁhen no after the
1ongerJ,/’#f directive
needed’, is issued
or imme-
diately
when it
is known
that no
action
will be
taken.
1
Destroy _N/R~ Destroy /Ogoqﬂ/c
when S/0.

- o



1300-2

1300-3

1300-3

1300-4

1300-4
o)
1300-5

1300-5

Legislative Proposals & /‘
Use for comments and other material}-on  (SEE NOTE)—N7A (See NOTE) [200/3

legislative proposals.

NOTE: A1l Offices?™ Office responsible
for prepari the material will retain

the fil yrs. and’ggstfby. Other
g;jjeé§£;i11 destroy copies when 1 yr.
d -

FILE »rmogicany by House and

nate.
Public Relations Correspondence ECR -
Use for general correspondence from Destroy” N/A Destroy
the public reflecting individual after 5 after 1
opinions pertaining to general S. yr.
programs of the Department not yd
involving any administrative action.- 7

beyond the preparation of a fqu//

ly. e
reply - P

NOTE: Records from fqpm’/ -
organizations and othér groups are ,//’
not included in this item since P
such opinions.-dre constantly referred
to by the Department in the formu-~

lation of agricultural programs--and
policiés, For these rec:;i;,/zee 1300.
nam

g
FILE by control number a

Al phabetical Name File ECR”
Use as a record and cros€ reference ERMANENT. When N/A
of signed incominglpn outgoing Offer to 5 yrs.

mail addressed to/By Secretary and- NARS in 5 old.
his immediate staff, yr. blocks

when 20

FILE alptfabetically by geographical yrs. old.

logation, addressee, &itle,

ganization or ageficy.

Reports

Use for material pertaining to Destroy N/A Destroy

external relations reports. when 3 when 3
yrs, old. yrs., old,

FILE by agency and subject.

}430@/“%

”/CBLVU/ST


http:incoming;.n0

1300-6

1310

1311

1312

1313

Project Control

Use for memoranda, rep and other Destroy . N/A

records documenti ssignments, yr.
progress and pletion of proj . after
the yr.
FILE i ically by in which
itle of project= the project
js closed.
Executive Branch Relations
Use for material pertaining to USDA Destroy N/A
relations with other executive branch when 5
agencies. yrs. old.
FILE by subject in chronological
sequence.
White House and Executive Office

Relations Destroy N/A
Use for material pertaining to USDA when 5 .
relations with the White House yrs. old.
or the Executive Office.

FILE by subject in chronological

sequence.

Interdepartmental Relations
Use for material pertaining to Destroy N/A
relations between USDA agencies when no
and staff offices. longer

needed.
FILE by subject in chronological
sequence.
Temporary Agencies, Commissions,

Task Forces, etc. Destroy N/A
Use for material pertaining to when no
relations with temporary agencies, longer
commissions, task forces, etc, needed.

FILE by subject in chronological
sequence.

Y1300/ 6

Destroy GRS-16-7
when

no

longer

needed.

N/A

N/A

N/A

N/A



1320

1321

1322

Formal Agreements and Memoranda of
Understanding

Use for material relating to agree-

ments between USDA agencies;
between USDA and other Federal,

USDA and nonfederal organizations or

agencies and foreign countries., Thes

Destroy ~ N/A
5 yrs

jon or

“1300/ &

Destroy
2 yrs.

aft fter
State and local agencies; and between e ﬁ?ra- expira-
///{X tion or
cancell- cancell-
agreements relate to providing or ation of ation of

obtaining various types of suppor
services including administrative
facilities, payroll and siﬂj}ér
support on a onetime or coritinuing
basis; and on a reimbg;gégle or
nonreimbursable basisZ Includes
cooperative agreemeﬁ{s, memorand f
understanding, anfendments, revié@
comments, related correspondgrice,

and simil;;/ﬂocunents.

FILE alphabetically byagency or

orgp ization, geographical location,
addressee name, op/title.

lLegislative Branch Relations

Use for general material pertaining
to USDA relations with the Legislative
Branch.

FILE by subject in chronological
sequence.

Senate Relations

Use for material pertaining to USDA
relations with Senate members and/or
their staff.

FILE by subject in chronological
sequence.,

House of Representatives Relations

Use for material pertaining to USDA
relations with House of Representatives
members and/or their staff.

FILE by subject in chronological
sequence.

agreement.

Destroy N/A
when 5

yrs. old.

Destroy N/A
when 5
yrs. old.

Destroy N/A
when 5
yrs. old.

agreement.

N/A

N/A

N/A



1323

1324

1325

1330

1340

1350

Congressional Hearings and Testimony

Use for material pertaining to the
greparation of material to be delivered

efore congressional hearings and/or
testimony.

FILE by subject in chronological
sequence.

GAO/GPO/Other Legislative Branch

Relations

Use for material pertaining to

relations with GAO, GPO, and other
legislative agencies.

FILE by subject in chronological
sequence.

Reports to Congress

Use for material pertaining to the
preparation and submission of reports
required by Congress.

FILE by title and/or number of report
in chronological sequence.

Judicial Branch Relations

Use for material pertaining to
relations with the Judicial Branch
agencies,

FILE by subject in chronological
sequence.

State and Local Agency Relations

Use for material pertaining to
relations with State and local
agencies,

FILE by subject in chronological
sequence.

International Relations

Use for material pertaining to
international relations.

FILE by subject in chronological
sequence.

Destroy
when 5
yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5
yrs. old.

Destroy
when 5
yrs. old.

N/A

N/A

N/ A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A




1360

1370

1380

1390

Public and Special Interest
Groups and Organizations

Use for material pertaining to
relations with public and special
groups and/or organizations.

FILE by subject in chronological
sequence.

Industrial and Commercial
Organizations

Use for material pertaining to
relations with industrial and
commercial organizations.

FILE by subject in chronological
sequence.

Professional Societies and
Associations

Use for material pertaining to
relations with professional
societies and associations.

FILE by subject in chronological
sequence.

Educational Institutions (including

Libraries, Museums, etc.)

Use for material pertaining to
relations with educational
institutions, libraries, and
museums.

FILE by subject in chronological
sequence.

Destroy
when 5
yrs. old.

Destroy
when 5
yrs. old.

Destroy
when 5

yrs. old.

Destroy
when 5

yrs. old.

N/A

N/A

N7A

N/A

N/A

N/A

N/A

N/A



1400

1400-1

1400-1-1

PUBLIC AFFAIRS ECR
Use for requests for information from Destray N/A Destroy -
the general public and replies afrer 1 afggr”l

involving no administrative action,
no policy decisions, and no special
compilations or research for reply
including requests for informati
and inquiries to which replie
made by printed or duplicat
material, requests for puyblications,
photographs and autographs, and
acknowledgements and“replies; letters
of and concerning-teferrals to
other agencies Afor replies, request
for impressjen of Department seal

Yo

y control number, nawme, or subject
applicable.

Policy and Procedure

Use for background material which stroy N/A=  Destroy
documents the important aspects of the” when no e after the
development of Departmental policy -~ longer - directive
and procedure. needed.” is issued
o pd or imme-
NOTE: See 3010-1 foq/dﬁﬁpos1t1on diately
of record copy of Departmental /,f/// when it
directives. g is known
that no
action
FILE origin, series er or in will be
onological sequencé. taken.

External or Non-Series Instructions

Use for material of a directional Destroy ’f,fN/A Destroy
nature which originates outsig;,USUK”/' when S/0: when S/0.
or which originates withinpgs but -

is not part of a formal artmental ,

directive system. I des commenEg,/’//////

and other material~-fn proposed a
existing inst

FILE by-0rigin, seris§- umber or
chronological sequence.

"I o0

oo/

GRS-16-1d

Wi ////



1400-2

1400-3

1410

1420

IV P,
lb0o-3

£ a4

Reports
Use for material pertaining to public
affairs reports.

FILE by agency and subject.
Project Control
Use for memoranda, reports—and other

records documentin ignments,
progress and ¢ etion of projects.

FILE: se file alphabetically by
itTe of projec‘;,./}l

Publishing

Use for general material pertaining
to_the publishing of USDA publications
which does not fit elsewhere in this

category.

FILE by title of issuance in
chronological sequence.

Composition and Printing

Use for general material pertaining
to the canﬁositiog,ﬂnd’brinting of
material which_doés not fit el sewher

l;d:ﬁaq-/vi"ﬁ‘ﬂ?F by agency and job-number.

1420-1

oo/
l600o-3-]

Jran

. /U_(:Jbo a'g_

Project Files

Use for material pertaining to the

execution of composition, printing,

binding, duplication, and distribution
of jobs. Includes requisitions, bill
samples, manuscript clearances, a
related papers. Does not incl
(1) requisitions on the P
Printer and related rec

(2)

Destroy
when 3
yrs. old.

Destroy
yr.
after
the yr.
in which

project
“'s closed.

OGPA
Destroy
when no
longer
needed
for ref-
erence.

MRMD

DestrB8y
hen 3

yrs. old.

N/A

N/A

N/A

N/A

Destroy
when 3

yrs. old.

Destroy
W

no longer
needed.

Destroy
when no
longer
needed
for ref-
erence.

Destroy
when 1
yrs. old.

Destroy

en 1

yr. old.

I1y00 /3
GRS-16-~7

e

“/4%6%@[@0
GRS-13-3a


http:Destc.oy

1420-1-1
Lras/
1p00-3-2

1420-1-2

lbop-3-3

1421

1422

1430

Ao/
[b00-3-4#

Lo
bdie
sy

-Csf.3

Project Planning

Use for material pertaining to Destroy
planning and other technjjil)niffers. whepfs
yrs. old.

NOTE: Control registers~pertaining
to requisitions and wetk orders are to
be destroyed 1 yr,dfter close of FY-
in which compil or 1 yr, after
filling of reqgister, whichever j$
applicab]l (GRS-13-4) ////)
FILEASy subject in chrondlogical

quence.
JCP Reports OGPA
Use for reports to Joint ggmmff%ee Destrby
on Printing regarding gpefation of hén 3

yrs. old.

Class A and B Plants~and inventories
of printing, bjnding, and related
equipment j

in chronological seguénce.

Copy and Duplication

Use for material pertaining to the Destroy

reproduction of printed material when S/0.

in fast copy centers.

FILE in chronological sequence.

Photocomposition MRMD

Use for material pertaining to Destroy

photocomposition. when no
longer

FILE by job number in chronological needed

sequence, for ref-

erence.

Publication Distribution

Use for material pertaining to
publication distribution. In
revisions and deletions
lists.

Destroy

irectives distri
e 3010-1-2.

NOTE: For
1ists,

E in chronological sequence.

~ N/A

N/A

N/A

N/A

"lpo0 )2

N/A GRS-13-3b

“Jlbo)3/>

GRS-13-6a
& 6b

Destroy
1 yr.
after
date of
report.

Destroy
when S/0.

MRMD
Destroy
when no
longer
needed
for ref-
erence,

W

I//é 0‘0/3 7/
Destroy
when
ghange
is

com-
pleted.



1450

1460

1470

1480

News Releases, Speeches, and

Current Information

Use for copies of formal informg;iﬁna]
releases and publications, press
conference transcripts, icial
speeches, and indexes thereto.

Radio and Television

Use for agency-sponsored radio or
television news releases.

FILE by subject in chronological
sequence.

Media and Public Liaison

Use for media appearances by agency
representatives and the prepared
material used when acting as

public liaison.

FILE by subject.

Graphic and Exhibit Design

Use for viewgraphs, routine artwork
for flyers, posters, letterheads, and
other graphic and exhibit material.

FILE by subject in chronological
sequence.

Photography

Use for black and white and colored
originals and negatives, color
transparencies and slide photo-
graphy and slide sets or filmstrips.

FILE by subject.

0GPA

PERMANENT. N/X Destroy

Releases - when no
longer
needed

&
NARS 5§ydvy'
when 10 yrs$. |

old. _ R0

Destroy N/A N/A
when no
longer
needed.

Destroy N/A N/A
when no
lTonger
needed.

Destroy N/A N/A
1 yr.

after

final

publi-

cation

or

when no

longer

needed.

Destroy N/A N/A
when no
longer
needed.

*Q% for
Speeches -| * reference.
Offer to ﬁy.y

“yovfa-
NC1-16-78-2
Items 3&4

e

GRS-21-10

GRS-21-4



1490 Video and Film

Use for material pertaining to agency Destroy N/A N/A GRS-21-31
sponsored film or video recordings. 1 yr.
after
com-
pletion
FILE by subject in chronological of
sequence. training.

NOTE: IF THE ITEMS IN CATEGORIES
1440-1490 DOCUMENT THE MISSION OF THE

AGENCY, CONTACT IMD FOR DISPOSITION.



1500

1500-1

1500-1-1

1500-2

LEGAL AFFAIRS AND PROCEEDINGS _—0GC

Use for material of a general nature™ Destroy N/A
which pertains to hearings and~" when 3 7
other legal proceed1ng§xbéfore the yr§,;aTH.

Department of Agr ture which
are not described el sewhere in this
categor

in chronological segqflence.

Policy and Procedure
Use for background material which //)Mﬂf N/A“

documents the important aspects of t Destroy /,/’/

development of Departmental polic when no~”
and procedure. 1onger
peeded .

NOTE: See 3010-1 for diSposition
of record copy of Departmental

directives.

FI y origin, serj€s number or in

hronological sgduence.

External or Non-Series Instructions
Use for material of a directional Destroy 2.3
nature which originates outside USDA when 3 a,z’fN
or which originates within USDA but yrs. otd.

is not part of a formal P€partmental
directive system, udes comments

and other materiat¥”“on proposed and
existing instrlctions.

origin, series nymtSer or in
onological sequen

FILE

Reports
Use for material pertaining to legal Destroy N/A
affairs and proceedings reports. when 3

yrs. old.
FILE by agency and subject.

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 1
yr. old.

Destroy
when 3

yrs. old.

"//500

GRS-16-1d

’ / 1500/

"//SM/I/ l



1500-3

1510

1511

1512

Project Control

Use for memoranda, reports Egdfother Destroy’,,r'N7A

records documenting assigaments, //;flnt/f
progress and completion of projects. ter

the yr.
in which
the
FILE+" Case file alphabetically project
title of projects is closed.

Coordination and Clearance Services
Use for material pertaining to coord- Destroy N/A

ination and clearance of material(s). when S/0.

FILE by subject in chronological

sequence.
legislative Review
Use for material pertaining to review Destroy N/A
of legislative material. when S/0.

FILE by subject in chronological

sequence.
Regulatory and Program Review OBPA
Use for material pertaining to Destroy N/A
regulatory and program reviews, when S/0.

FILE by subject in chronological
sequence.

Legal Advice and Opiniops”
Use for adviseme:i},eﬁﬁnions, decisig Destroy N/A
and agency comments on GAO, 0GC when 3

other formal decisions and gpinions. yrs. old.

FILE gtphabetically
document number

origin and

Legal Proceedings 0ALJ/0GC
Use for material pertaining to legal Dispose N/A
proceedings before the Department of of
Agriculture. according
to swn
' ageney-s
FILE by subject in chronolagical disposition

sequence. schedul e§

"/1so0]3

Destroy GRS-16-7
when no

longer
needed .

N/A

N/A

N/A

/V Ccr- /é\'gz 7"&/

Destroy ”/’500/5L

when 1
yr. old.

Destroy
when S/0.



1521

1522

1530

Departmental and Administrative
‘Proceedings

Use for material pertaining to judg-
ments rendered by Departmental and/or
administrative personnel.

FILE by subject in chronological
sequence.

Judicial Proceedings
Use for material pertaining to the

judgments handed down by the courts.

FILE by subject in chronological
sequence.

Employee Involvement in Legal
Proceedings

Use for material pertaining to
employees who are asked or subpoenaed
to testify or are otherwise involved
in 1egal proceedings.

FILE by subject in chronological
sequence.

OALJ/0GC
Dispose N/A
of

according

to

agency's
disposition
schedule.

0ALJ /0GC
Dispose N/A
of

according

to

agency's
disposition
schedule.

0GC N/A
Dispose

of

according

to

agency's
disposition
schedule.

Destroy
when S/0.

Destroy
when S/0.

Destroy
when S/0.

N

NV



1600-1

1600-1-1

1600-2

FACILITIES AND SPACE MANAGEMENT FMD

Use for material pertain ag’to the Destroy N/A
overall or general routin en 3
facilities and spa anagement yrs. old.
act1v1t1es whicH are not specifical

Policy and Procedure
Use for background material which f///’/EZStr
which docunents the important a ec S when no

of the development of Departmen longer

policy and procedure. ,//fjﬁgded
NOTE: See 3010 1 fof disposition

of record copy Departmental
directives,

J-

FILE'by origin, sez;gs/ﬁzmber or in

ronological sequénce.

External or Non-Series Instructiops” FMD

Use for material of a directigmal Destroy N/A
nature which originates outs de USDA n S/0.

or which originates w1;h1n USDA but is

not part of a formal-Departmental

directive system,Includes comme

7al on proposed
ructions.

and other mat
existing i

ber or in

FILE Xy origin, series

ronological sequence.

Reports FMD

Use for facilities management reports. Destroy N/A
when 2

FILE by agency and location in yrs. old.

chronological sequence.

Destroy 70&01Y
when 1
yr. old.

/16001
Destroy GRS-16-1d
after the
directive
is issued
or imme-
diately
when it
is known
that no
action
will be
taken.

Destroy 7000?/2/7

when S/0.

Destroy
when 2 [Nl

yrs. old.



1600-3

1620-1
Ao

lboo-4-2

Project Control
Use for memorandq, r

:~Case file al
title of project.

Space Planning, Classification and—SLUC

Use for material pertaining he

general management of s planning,
classification and not describe
below.

FILE c ologically by ageficy and

jon.

Space Acquisition and Assignment”

release of space.
plans used in s

i fﬁﬁ to

space in
jeld locations,

Reports
Use for material pert

reporting of occ
Metro Area

in chronological s

N/A

the yr.

in which
the
project

is closed.

FMD

Destroy
len 2

yrs. old.

N/A

N/A

termina-
tion of
assign-
ment, or
when lease
is cancel-
led, or
when plans
are 5/0.

N/A

GRS-16-7
"/ Ibo0]3

Destroy
when no
longer
needed.

Destroy
when 2

yrs. old,

//éov/ 4

GRS-11-2a

oo

Destroy
2 yrs.
after
termina-
tion of
assign-
ment, or
when
lease is
cancelled
or plans
are S/0.

GRS-11-2b
(1)-(2)

”//ém) /t//aJ

Destroy
when 1
yr. old.



1630 Space Utilization FMD

Use for material pertaining to the Destroy - N/A N/A GRS-11-2a
full utilization of available space. nyrs. fsame
after
termi-
nation
of
assign-
ment,
or
when
lease
is
cancelled,
or
when
FILE chronologically by agency plans are
and location. S/0.
1640 Alterations and Maintenance, FMD
Lo/ Use for.material pgrta;gjﬂﬁ to Destsgg" N/A Dispose' GRS-11-5
alterations and mainterfance services, 3 months of when ” /(5/
lboo-5 excluding fiscal ¢ p{:s. fter work is /607
~A:f vdqv work completed.
-z% NOTE: For fjstal copies, see 22407 is
a performed
/LULQlaCl or
) gJL requis-
FILE chronologicallyy agency and ition is
ocation. cancelled,
1650 Building Safety/Security FMD & OIG
Use for material pertaining to the Destroy N/A N/A GRS-18-10
safeguarding of facilities against when 3
sabotage and unauthorized entry. yrs. old,
or upon
discontin-
uance
of
facility,
which-
FILE by subject in chronological ever is
sequence. sooner.
1660 Parking Services FMD
Use for material pertaining to the Destroy N/A N/A o
allocation of parking spaces. when S/0.

Includes standard criteria for
selection.

FILE by agency and name(s).



1670

1680

Utility Services

Use for material which pertains to
utility services used by the Depart-

ment.
FILE by subject.

Conference Rooms/Auditoriums/Vendor

Services

a. Use for material pertaining to

assignment of conference rooms and the
auditorium, including set-ups, e.g.,
podiumns, microphones, etc.

b. Use for material related to vendor
services,

FILE by agency in chronological
sequence.

FMD

Destroy N/A
when 3

yrs. old.

FMD

Dispose N/A
of

when 3

months
old.

Destroy N/A
when no
longer
needed .

Destroy

when 2
yrs. old.

Destroy

after use
of

facilities.

Destroy
when no
longer

needed.



1700-1

1700-1-1

1700-2

INVESTIGATIONS AND AUDITS
Use for material of a general nature Destray N/A estroy

pertaining to internal and external ’/,,,wﬁén 3 when 2
investigations or audits not covg;gd yrs. old. , yrs. old.
el sewhere under this category. or =

personnel management audits-and —

investigations of specific agency J’/,»”’
employees, includi esk audits,

M revi::i:/393f8T§0).
FILE by-ofganization in gffronological

Policy and Procedure

Use for background material which " Destroy N/A Destroy
documents the important aspects of the en no ter Fhe
development of Departmental policy longer directive
and procedure. ,///// is issued

»

needed .

,//’/ or imme-
NOTE: See 3010-1 for disposition of diately
record copy of Departmental when it
directives. is known

that no
»{f///////, action

FILE-Dy origin, series n will be
<hronological sequence. taken.
External or Non-Series Instructions o )
Use for material of a directional stroy N/A Destroy
nature which originates outside/g%QA//"/gﬁen S/0. when S/0.
or which originates within USDA-bTt
is not part of a formal Departmental
directive system, Izgludes comments
and other material proposed and
existing instryctions.
FILE by-origin, series number.-of in
cheonological sequence.
Reports
Use for material pertaining to invest- Destroy N/A N/A
igative and audit reports. when 3

yrs. old.
FILE by agency in chronological
sequence.

’ ) 700

GRS-16-1-d

797crq//

”/701)///1



1700-3

["100-2

1710

1720

Project Control

when no

Use for memoranda, reports and g;her” Destroy  N/A stroy
records documenting assignmepnts, 1 yr.
progress and completion projects. after longer

the-yr.

n which
the
ase file alphabetical project
itle of project. is closed.

FILE:

INVESTIGATIONS (SEE NOTE)

Use for material pertaining to internal
and external investigations of known
or alleged irregularities and
violations of laws and regulations
relating to Departmental programs

or personnel.

NOTE: Offices responsible for
preparing the material will retain
the file for 3 yrs. and destroy
copies when no longer needed.

FILE by organization in chronological
sequence.

Audits (SEE NOTE)

Use for material pertaining to

internal and external audits of
Departmental programs.

NOTE: Offices responsible for
preparing the material will retain

the file for 3 yrs. and destroy copies
when no longer needed.

FILE by organization in chronological
sequence.

needed.

GRS-16-7

rro0)



1800

hoange
“n

/bbﬁmllvu
¢ Cof

1800-1

1800-1-1

1800-2

EMERGENCY PREPAREDNESS AND

e
CONTINGENCY PLANNING _~=0GPA
Use for copies of plans or directives Destroy N/A Destroy
pertaining to the formulation and 3 yrs. en
implementation of plans_{such as after S/0.
evacuation plans) for~protection of issuanc

1ife and property during emergency of a

conditions..”” éw plan
or

E}EE’?;/:;ronological sequence directive.

Policy and Procedure
Use for background material which

N/A Destroy

documents the important aspects of the after
development of Departmental policy tbe’”’r
and procedure. needed . _Adirective
is issued
NOTE: See 3010-1 for digpo ition or imme-

of record copy of Deparptmental diately
directives. ) when it
is known

that no
action
FILE origin, series number or_i will be
ronological sequence. taken.
External or Non-Series Instructions e P
Use for material of a directional ~Destroy N/A Stroy
nature which originates outside UsD when S/0. " when S/0.
or which originates within USBA“but Jf/ﬂ,/*”'
is not part of a formal Departmental
directive system, cTudes comments
and other material” on proposed and
existing instfuctions.
F;%g/bi/;:::in, series n
ronological sequence<
Reports
Use for emergency preparedness and Bestroy N/A Destroy
contingency planning reports. wher—3 when 3
0 . yrs. old.
FILE by agency in chronological OGPA

sequence. Cuéwé |3/30>

GRS-18-28b
ik

GRS-16-1d

Vrsodf

/!



1800-3

1800-2

1810

1820

1830

Project Control

Use for memoranda, reports-and other
records docunenti¥%,3ssfﬁﬁa:nts, ;ﬂ,w?T yr.
progress and comptétion of projects? after

FILE;—Case file alp ically by

itle of projec

Fmergency Procedures and Planning
(Crisis Management)

Use for material pertaining to

evacuation, relocation, and continuity

of operation, personnel assignments

and related procedures.

FILE in chronological sequence.

Civil Defense Program

Use for material pertaining to civil
defense disasters that would affect
all employees and functions.

FILE in chronological sequence.

Nature and Other Disasters

Use for material pertaining to
disasters produced by nature, e.g.,
flooding, fires, etc.

FILE by subject in chronological
sequence.

Destroy . N/A

ghe yr.

in

which

the
project
is closed.

OGPA
Destroy N/A

when S/0.

Destroy N/A
when S/0.

Destroy N/A
when no

longer

needed

for

reference.

GRS-16-7
”/quﬁl

Destroy
when no
longer

needed.

N/A

N/A

N/A



2000

2000-1

2000-1-1

2000-2

BUDGET DEVELOPMENT, PRESENTATION
AND EXECUTION

Use for material of a general nature Destroy N/A-
which pertains to the preparation 3 yrs.
development, review, adjustmgp 3 afger’/
submission, and approval of the _-close
budget. Includes rfggpt§f°§chedu1es of FY
charts, estimates,~and related covered
documents which“do not fit by
el sewhere i1 this category. budget.
F by agenc

el
Policy and Procedure ‘ S
Use for background material which Destroy N/A
documents the important aspects of 'the when no -~
development of Departmental policy longer
and procedure. ’ needed.

NOTE:

y origin, seri ’ﬁ;;;Z:/:: in
ronological sequfnce.

FIL

External or Non-Series Instructions
Use for material of a directional/y,/”r
nature which originates outside
USDA or which originates withifi” USDA
but is not part of a formal
Departmental directive-System.
Includes comments_and other material
on proposed and-Existing
instructions<
Fétg/bj/;:::in, series
0

nological seque

Reports
Use for material pertaining to budget

See 3010-1 for disposition
of record copy of Departmental
directives. ”

Destroy
when S/O;’w’

/

e

NA-

Destroy N/A
development, presentation and when
execution reports. 3 yrs.

old.

FILE by agency and subject.

Destroy
3 yrs.
after
close
of FY
covered
by
budget.

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

3 yrs.
old.

GRS-16-1d

'/Q oz)z)/ /

ool



2000-3

2000

2010

2000-p

2020

2000-2

L 2000-3

4

TV

2030

Project Control

Use for memoranda, reports; and
other records document1ng assignments,
progress and completion of projectss

FILE; ase file

Budget Planning

Use for material pertaining t fbudget

e

planning.

qﬁphabet1ca11y by
le of projects

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

BS
Destroy N/A
10-yrs.

~after

NOTE: Working papers$ and background”, close

material are to-be destroyed 1 .yr.
after close.of FY covered by the

budEiE}Jf(GRS-5-4).
EILE by agengy4”{fff/

Budget Development

Use for material pertaining to
estimates, Just1f1cat1ons -3 (

supp]ementary ma

explanatory notes
program performpafice.
previous syppTementary or amendéd

budget material.
E by agenc

Budget Presentation

rratives, and
Also includes”

Use for copies of the budget (original
or revised) submitted to Congress
for approval. [+hwau_hﬁtgggpAvvvw¢a

Mwthﬂvfwz%ﬁq%@QJ
FILE in chronological sequence.

of FY
covered
by budget.

BS

Destroy LA
1 yr.
afte

close

of FY
covered
by budget.

BS

Destroy N/A
when no

Tonger

needed

for

reference.

Destroy
when no
Tonger
needed.

Destroy

5 yrs.
after
close

of FY
covered
by budget.

Destroy

1 yr.
after
close

of FY
covered
by budget.

N/A

GRS-16-7

Yavoo/ 6

GRS-5-2A

faaooo) o

GRS-5-4
: Javv/GV

l}égovo/(B



2040 Budget Execution BS "
o) Use for material pertaining to Destroy "~ Destroy /éovv/zy
ALLa approved budget implementation and 0 yrs. 10 yrs.
23 s the maintenance of financial after after
Dé@'lf controls over appropriated funds. close close
Include apportionments, allocations, of [ of FY
allotments and workplans, ob 4§ations overed covered
and outlays, ceilings, 29 irements://///gy budget. by budget.
reimbursements, and nopdppropriated
funds. /ﬁ//////n
ere financial” data
¥§ directly b dﬁgt
r regular
ion.
2050 Budget Reporting } fykovwéf
a. Annual reports on _the status of Destroy” N/A Destroy GRS-5-5a
o) appropriation acco nfgtand ef 5 when 5
2000_5 apportionment. yrs. old. yrs. old.
b. er reports. Destroy Destroy GRS-5-5b
3 yrs. 3 yrs.
F by subject and agen€Cy. after after
the end the end
of the of the
FY FY
covered covered
by by

budget. budget.



2100

2100-1

2100-1-1

2100-2

FINANCTAL MANAGEMENT/ACCOUNTING /FM/

Use for material pertaining to Destroy
overall financial agement and when 3
accounting actiyities no;/;pef%fica]]y yrs. old.
described 1 e following categories.

FILE j n chronological

e

Policy and Procedure
Use for background material which Destroy
documents the important aspects of-the when no

development of Departmenta1/5911éy longer

and procedure. needed ..
,f -

/
NOTE: See 3010-1 for.disposition :
of record copy of Departmental
directives. //// -
-~
- -
FILE-by origin, serézé/nﬂmber or in

chironological sequence.

External or Non-Series Instructions~"

Use for material of a direﬁ;igga}" Destcgy*'
nature which originates outside USDA when~S/0.
or which originates within USDA but

is not part of a forpal Departmental
directive syste$}/’;%c1udes comments
and other materfal on proposed and
existing ipstructions.

FILEAY origin, series ber or in
Lhronological sequence.

Financial Priorities yy,,w“Fﬁ

Use for material pertafning to the- Destroy
status or activiti€s of all.financial when 3
priorities. yrs. old.

N/A

N/A.

N/A

N/A

Destroy ﬁﬁz/ovz
when 2
yrs. old.

Destroy GRS-16-1d
after o
the /41/077//

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

Destroy ';A;/O@/@/O

when S/0.

%2/07)/&/

Destroy
when 1

yr. old.



2100-3 Internal Controls
Use for material which pertain
oo the plans of organizations e/d/ﬁfo
/00_2.3 the coordinated methods and-measures

adopted by an agency to/Safeguard
assets, check the acctracy and
reliability of accdﬁnt1ng data,
promote operataona] efficiency, and
encourage adherence to prescribed
managerial policies.

OP_L

FILE'by agency in chronological

equence.
2100-4 Systems Review and Analysis
o) Use for material which pertajn$ to

indirect cost reviews an
21 negotiations, Departm
management studie
of Departmenta
reporting n

2/00-3*

~

FILE agency in chronological
uence.

Re orts
Use or financi 1'management/

?200 /2 accwxe orts.
'qu JEHE by agency and subj :

Q,o-ﬁ»c 3 ¢-'
2100-6 Project Control
Use for memoranda, .réports, and other
o) records docum tihg assignments,

kY

-€ompletion of project

Yo /00_1_/. progress an

Accounting Systems

Use for material perta1n1 ’fs
accounting systems app ed by GAO;
2100-3—/ management advisory,sérvices for
financial systemsﬁ’mon1tor1ng system
development processes and the
coord1nat;9n “of accounting system
regul atiprs.

FSD

Destroy "N/
when 3

yrs. old:

FSD
Destroy” N/A
when -3

al financial €, old.
i and assessments
nd Agencies'
S.

estroy N/A
when 3

yrs. old.

stroy N/A

the yr.

in which
the project
is closed.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 3
yrs. old.

Destroy
when no
longer
needed.

Destroy
when 1
yr. old.

"/&/07)/&/3

‘Q/&/av/3/&b

3/&;100/0&;

GRS-16-7

042/0v,/7

/ /00 /3/ /



2110-1

2100-3

2120

2100-7-]

2130

2100~
2-2

2140

2150

Financial Systems - M-~
Use for material whiet documents USDA

wide accountizg/aﬂﬁ}ﬁeporting syst
e.g., an Accounting Systems Li

FILE agency in chronoddgical

uence.
Cash Management . M

Use for material which pertains to estroy
the effective managem of the when 3

Government's cash
cash advances
the cash ac

1ch encompasse yrs. old.
cash held outsfde
nt of the Treasuary.

FILE agency in chroodlogical
uence.

Debt Management FM
Use for material which pertaips to
the effective management gf“amounts en 3

owed to the Government which include yrs. old.
analyzing the statqsfﬁ? Government
receivables in terins of delinquercies,

age of delinguencies, write-gffs, and

expected future losses.

FILE-By agency in chrefiological

séquence.

Liabilities FAD

Use for material pertaining to Destroy

liabilities. when 3
yrs. old.

FILE by agency in chronological

sequence.

Revenues FAD

Use for material pertaining to Destroy

revenues. when 3
yrs. old.

FILE by agency in chronological
sequence.

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old

Yoo />

’%2 100 /&/ /



Cost Distribution

2160
Use for mater1a]«ﬁ/?ta1n1ng to the

F
Destroy

proration offDepartmenta1 centra 5 yrs.
2200 ” expenses-distributed :%agénmes. after
c]ose of
E by agency and subject.
covered
by budget.
2160-1 Working Capital Fund - WCF-

LU Use for material -of a general nature .- Destroy
o/ which pertain§ to WCF. e,,f*’ﬂf 3 yrs.
L200-10 )yr/ e after
y agency and subject. close of
FY
covered
by budget.
2160-2 Planning, Development, and.Approval
Use for material pertaining to estroy
—aae) Working Capital-Fuiild budget 5 yrs.
2_ 2 00— preparationy- ‘planning, and fina after
approved-budgets. close of
FILE by agency and subject. covered
by budget.
2160-3 Financial Reviews WCE~~
o) Use for material pertaining to WCF _~Destroy 5

fund reviews, sumfary reviews and " yrs. after

22 Oaﬁ/o,individuﬂ t centers revieys-of close of
a financidl nature. FY
22 EJ{,/’/SH /,f’“f/// covered
E by agency and-subject. by budget.
2160-4 Management Council Cost Dis;nébﬁf?;;s FAD
Aaa) Stroy 5

Use for material pertgfniﬁﬁ'to the r
distribution of centrdl agency yrs. after

billings (GSA,_DBOL) to Departmen close of

2200 -

/ agenc1es _FFS, SLUC, OWCP, et FY
- covered
[-1 _fltf’/; agency and subg by budget.

N/A

N/A

N/A

N/A

N/A

Destroy

5 yrs.
after
close of
FY
covered
by budget.

Destroy

3 yrs.
after
close of
FY
covered
by budget.

Destroy

5 yrs.
after
close of
FY
covered
by budget.

Destroy 5
yrs. after
close of
FY

covered

by budget.

Destroy 5
yrs. after
close of
FY

covered

by budget.

"/02&01)///

'74&Qo?7//6)

ool

'yézzoq/%/i

/
/o'?&d‘d i/l



2180

Working Capital Fund Cost Distribuftions WCF

Use for mater1éT’perta1n1ng'to Working Destroy 5 N/A
Capital Fund cost cepter expense s. after
distribution Eg/y r agencies of close of
Printing Plapty and Copier ServigceS§, FY
etc. P covered
by budget.
E by agency and subject.
Department Centralized Reimbursabie FAD
Program Cost D1str1but10ns,//' Destroy 5 N/A
Use for mater1éT’perta1n 5. after
close of
FY
covered
by budget.
LE by agency and suyfject.
Cost Determination (A-76) FM
Use for material which prov1des a Destzgy N/A
basis for eff1c1ent1y using avatTable en:
resources in operating co a] and /y?s.
industrial-type activitj old.
provides guidance in
least-cost method
or contracting
services of
industri
FI
equence.
Property FAD
Use for material pertaining to Destroy N/A
property accounting. when 3
yrs. old.

FILE in alphabetical sequence.

?éZQUD/47 )

Destroy 5
yrs. after
close of
FY

covered

by budget.

Destroy 5
yrs. after
close of
Fy

covered

by budget.

oo

Destroy /owov/&/L/
1 yr.

old.

Destroy
when 1
yr. old.



2200-1

2200-1-1

FISCAL MANAGMENT FAD~

Use for material of 4 general nature estroy
which pertains fiscal management when 3
which does ngt“fit elsewhere in this yrs. old.

category.

Yy subject in chronological
quence.

Policy and Procedure
Use for background material which

s FAD,
& WCF

documents the important aspects Destroy
of the development of Departmental when n
policy and procedure. long€r

eded.
NOTE: See 3010-1 fop“disposition
of record copy of flepartmental
directives.

FILE'DY origin, seriesAiumber or in

ronological sequence.

External or Non-Series Instrug;*ﬁﬁ;¢
Use for material of a direcikional
nature which originates
or which originates wi
is not part of a
directive syst
and other ma
existing jstructions.

FIL
ronological sequen

Financial Reports s FM,
Use for _agency financial reports. & NFC
4{15///An5 Destroy
F. by agency and subj when 3
yrs. old.

N/A

/A

N/A

N/A

Destroy
when 2
yrs. old.

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 3
yrs. old.

GRS-6-5a
’/aaov/

GRS-16-1d

94LQOq/Q

2o/ |

/%2 aov /@/5



2200-3
A

2200-9

2200-5

220013

2210

ot
2200-23

Payment Control Listing

atch
to perform
ctions required

Use for computer 1istings
reports, etc., gener
the housekeep1ng

Reports/Studies

Use for reports and studies which
pertain to fiscal management.

FILE by agency and subject.

Project Control

Use for memoranda, reponts”%nd
other records documenting assignments
progress and completion of projects.

FIgE: se file alphabetically b

e of project.

Appropriations, Receipts and Fund
Accounts e

Use for material pertaJn1ng to avail-
ability, co]]ect1qn, custody, and

deposit of funds”including appro-
priation warrants and certificat
of deposit.

EILE by agency and subj

Deposits

onger .
needed.

FAD
Destroy

5 yrs.
after
close

of FY
covered
by budget.

N/A

project
is
closed.

N/A
yrs. old.

NFC & FAD
estroy

6 yrs., 3
months
after
period
covered
by
account.

N/A

Destroy
when no
longer
needed
for
refer-
ence.

Destroy
5 yrs.
after
close
of FY
covered

by budget.

Destroy
when no
longer

needed.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

200/ 9

V&jAf

GRS-16-7

’QééQog/kB

GRS-6-4

/2200 /22

GRS-6-1
aé&bd

Jaoacf!



2220
ol

53?0074
e

2230
oo/

2200-2-|

2240
Ao/

2200-3-3

2240-1
Lo/

72200-3

L y)

22 0 0...3_07‘ destro

Collections
Use for material pertai
billings, collectiohs, fees,

collection s ules, and deli
accounts eﬂﬂ,/’f/,zfzzﬂ
by name of verdor.

Obligations

Use %or material pertaining t
routine accounting record
fund obligations subsjdi

listing
ELtf/g;ségency.

Disbursements
Use for material pertaining’;o
allotted fund disbursemepnts, i.e.,
copies of SF-1166 1istings of
Department of Treasury checks i
as payment fon/ﬁ%ichased

services /cﬁﬁfracts, e

EItE/g;/;gency.

Payments
Use for material
amounts disb

-

allotted
ary to the

rtaining to the
ed to payees.

FILE agency, indivi

Use for material pertaining to checks
jssued, stolen splaced, mutilated,

by agency and indiwidual name.

months
after
period
covered by
account.

period
covered
by
account.

3 months
after
period
covered
by
account.

FAD & NF€~

roy
6 yrs.
and 3
months
after
period
covered
by the
account.

N/A

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
3 yrs.
after
the
period
of the
account.

Destroy
when 3
yrs. old.

GRS-6-1
a&b

;éigog/b

GRS-6-1
a&b

;éiaoryé;///

GRS-6-1
a&b

1 faa00 J3/3

GRS-6-1
a&b

C/CQacho/(3

GRS-6-4

’74&201%1?//



2240-1-2

o)

2200-3-
2

2240-1-3
AN

2200-3-4

2240-1-4
A0

2200 - 3-
Y

2240-1-5
AL o)

2200-3b

Expenditure Posting andzcﬁﬁ;rol

Use for posting a ontrol media
which suppor e general Tledger.

FILE agency.

FAD
Destroy
when 3
yrs. old.

N/A Destroy
when

yrg. old.

NFC
Destroy 6
yrs. and 3
months
after

peri
coyered by
e
account.
Fiscal Irregularities B-& NFC
Use for materia1ngptﬁTﬁ?hg to Destroy When Destroy
accounting autherization irregutar- when 15 5 when 1
ities. yrs. old. yrs, yr. old.
old.
F
GAQ Exceptions FAD.& NFC
Use for mater1aleggpxafhing to General —~Destroy N/A Destroy
Accounting Officenotices of exceps— 1 yr. when 1
tions, forma} or informal a after yr. old.
related efrrespondenc exception .
has been
E by agency reported as
cleared by
GAO.
Certificates of Settlement FAD & NE€
Use for material pertaining to _etpies N/A N/A
of certificates covering closed
account settlement, supplemental
settlements, and final-balance
settlement.

settlements. Certificates covering
periodic settleménts are to be”
destroyed

of settl
(GRS 6

nts are received.

) e
FHE by agency:

subsequent certificates

GRS-7-4
”Qawyé/&

GRS-6-1a

’y&k;ag/%ﬂy

GRS-6-2

sl

GRS-6-3a

7&L;yv/%/é



2250
o)

Imprest Fund
Use for material pertaining te
designations and aud1t of-fmprest fund.

NFC, FAD, .&~
Exec.-Serv. N/A
Staff

2200_ g Also includes request r changes in /Destroy 6
. imprest fund. yrs., 3
(:fg N months
' after
- period
4A£/L£MO .9, FILE by subject in chronosTogical covered
23}4 Uence. by the
account.
2260 Withdrawals, Restorations, and Transfers
ua) of Appropriation Balances FAD
Use for material of a genera1/ﬂﬁf;:er Des

2200~2 which pertains to account for and
o b Wy disbursing of funds, incTuding

F z: R obligations, contrgl of expenditures

‘ availability and-€fransfer, and

n 3
yrs. old.

Cl-[:(: 4 advancement funds, etc.
OPT’s FILE by“agency and subjec
a
2270 Accountable Officers FAD
o) Use for material pert Jﬂﬁﬁa to state-’//,De troy N/A
5 ments of transactjonS and accountabi 6 yrs.,
200 2 21ty coHect1o /s'chedu1es and vo rs, 3 months
after
”J\’ L period
Al v covered by
/ZL£)L2L<L8X account.
2280 Fiscal and Accounting Cedes NFC
drea) Use for material pertaining to code estroy N/A

numbers used in he accounting sys
2200- 2 4 such as Cost )esponsmhty Cen

(CRC) Codess”Subcenter codess
applicant” “codes, establj
budget-object codes

~o41

e

E by agen

N/A

Destroy
when 2

yrs. old.

Destroy
when 2
yrs. old.

Destroy
when 3

yrs. old.

GRS-6-1a

%z;wu/ &

GRS-6-5
a&b

u /ozowa/c;

GRS-6-1

”/,2 2 o*v%z/ &

GRS-6-5b

ﬁ/ééarhg/éyﬁ/



2300

2300-1
ALiral
2300-1-1
2300-2-

2300-1-1
Aua)

2300-1-2
2300-2-2

2300-2

TRAVEL AND TRANSPORTATION PPMD, FAD,

Use for material of a generalé,/’// PB&O, & 7A
nature which pertains to E;a 1 and NFC
transportation functionss not Destroy

covered elsewhere in_tHe following _whén 2

categories. yrs. old.
NOTE: Logs ard registers of ,6/////////
accountabjtity are to be destrdyed 1

yr. af entries are cleared.

F by agency and subﬁg:f.

Policy and Procedure

Use for background material which

documents the important aspect ,6? the
development of Departmental p6licy and
procedure.

needed.

NOTE: See 3010-1
of record copy
directives.

Departmental

External or Non-Series Instructions
Use for material of a directiogi%///// Destroy
nature which originates outsi SDA when S70.
or which originates withi DA but
is not part of a formal ffepartmental
directive system. ludes comments
and other materiat on proposed and
existing instrlctions.
FILE byorigin, series er or in

nological sequeneé.
Request and Authorizations FAD & N
Use for copies of vouchers, Destrdy
memorandum copies of traved requests, whén 3
travel authorizations, afd all yrs, old.

supporting papers.

NOTE: Destroy~dnused ticket
redemption fdrms, such a;/;F“1170,
when no longer needed fo

ayt}'ative use((}Rs/ 9-3c).
FALE chronologically by agency.

N/A

N/A

N/A

Destroy
when 1

GRS-9-5a
&b

yr. old. ,
2360 /

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
funds
are
ob1i-
gated.

GRS-16-1d

S
AR

GRS-9-3a
& 3b

"/02 3@/9/



2300-3 Reimbursements FAD & NE
Use for records pertainingAo Dest N/A
AL0s) reimbursing individuals 3

-]~ “4travel orders, per d
2300 / 3hote1 reservationss and all

4y Supporting paper§ documenting offj
travel by officers, employees,
0P dependents 6r others authorjzéd by

2300-4 Reports
Lita ) se for travel reforts.

2300-1-5
OPL 'S
2300-5 Project Control
_wag/ Use for memoranda, repor other Destroy N/A
Ca records documentin 1gnments, yr.
2300"/‘ progress and ¢ etion of project after
the yr.
FILE: se file alphabetic in which
titte of project. the
project
is closed.
2310 Temporary Duty Travel - Domestic FAD, -PPMD,
LA A Use for material of a general nature “NFC
which pertains to t p%&ary duty - Destroy N/A
2300—/ domestic travel when 2
i yrs. old.
' @ FILE by ncy in chrggplﬁﬁ?zal
sequenCe or alphabetically if
QLUJA—O/&Q’ ap‘p‘f?cab]e.
2320 Temporary Duty Travel - Foreigp- FAg:,BBMD“"
Lixac) Use for material of a generdl nature NE|

N/A

plicable.

AL zpquig, sequénce or alphabetfcally if

Destroy
when
funds
are
obli-
gated.

N/

Destroy
when no
Tonger

needed.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

GRS-9-4a
& 4b

OéQBOﬂ/G 3


http:o....U....La

2330 Relocation NFC
Use for material pertaining to employee Destroy N/A
travel and relocation allowances. 6 yrs.
and 3
FILE by subject in chronological months
sequence. after
period
covered
by
account.
2340 Sickness or Death while in Travel NFC
Status Destroy N/A
Use for material pertaining to the 6 yrs.
necessary arrangements required in the and 3
event an employee becomes il11 or dies months
while in travel status. (In case of after
death, information is filed in OPF). period
covered
FILE by employee social security by
number account.
2350 Transportation of Things FAD c
ALha g/

éziii
q:EiLcwlLa(“

Use for materiaT”@j}a’general nature roy N/A
which pertains to"the transportation when 2
of things. yrs. old.

FILE agency in chrqgoP6§;;:

sequence.

2350-1  Freight g,
Lirara) Use for material pertagzépg/f5,
movement of goods by rnment or N/A
2300- -3 commercial carr;ver).)May include
commercial or government bills of yrs. old.
lading and other data which
dZE:Tegps he transaction.
F by subject and cortrol number.
2350-2 Transportation Rates PMD &
gy Use for material i PD-00

Destroy N/A
when S/0.

carrier rat

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

Destroy
when 1
yr. old.

N/A

GRS-6-1a

GRS-6-1a

GRS-9-5a

94;30v/49/

GRS-9-1
a&b

"fazos)2 /3

"/;z 3@/&/\5’



2350-3 Reports
~uans’ Use for transportation reports, e.g.,

2200 2-é shortag:ydemur{age, etc.
FILE by-dgency and subject in
chronological sequence.

2350-4 Project Control
Use for memoranda, reports and other

PPMD, EAD;
NF-C

records documenting-a§signments, = _~"Destroy 1

2300 ‘2‘7 progress and

FILE;~Tase file alphabetically by
e title of the_project.

5Tetion of project:”

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

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when no
longer
needed.

ooy

GRS-16-7
n &30_0 &//‘7



2400

2400-1

2400-1-1

2400-2

2Hoo-4

FEDERAL ASSISTANCE
Use for material

a general nat

the Federal assistance”program.
EXLE by agencyf/////;e

Policy and Procedure
Use for background material which

documents the important aspects of
the development of Departmental
and procedure.

icy

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

FILE 8y origin, series nymber, or in

ronological sequences

External or Non-Series Instructipn§’
Use for material of a directjonal
nature which originates qutSide USDA
or which originates witﬁfﬁ USDA but
is not part of a fgrfal Departmental
Includes commen

ronological seque

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

Destroy
when 2
yrs. old.

needed?

Dgg;poy’

yr.
progress and completion of projectS<””/ﬂg;ter

FILE: se file alphabettcally by
titTe of project

the yr.
in which
the
project
is
closed.

N/A

when no
longer

N/A

N/A

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 no
longer

needed.

GRS-3-17b
702’7’00/

GRS-16-1d

;Aébkny/y

Jotoo/

GRS-16-7

}/;5/ov/f7



2410

2420

2430

2440

Educational Institutions

Use for material pertaining to the
continuing Federal financial
assistance provided to the
educational institutions based on
the institutions' compliance with
approved mandates.

FILE by subject in chronological
sequence.

State and Local Governments

Use for material pertaining to

approved programs with state and local

Government financial assistance.
Files will also contain statements
that the program(s) will be cond-
ducted in compliance with all
requirements imposed.

FILE by subject in chronological
sequence.

Institutions of Higher Education,
Hospitals and Other Non-Profit
Organizations

Use for material pertaining to the

Federal financial assistance to

these institutions.

FILE by subject in chronological
sequence.

Use for material pertaining to
loans.

FILE by subject in chronological
sequence.

FM, NFC

Destroy N/A
6 yrs.,

3 months,

after

period

covered

by account.

FM, NFC

Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

FM, NFC

Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

FM, NFC

Destroy N/A
6 yrs.,

3 months

after

period

covered

by account.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

Destroy
when 3
yrs. old.

GRS-6-1a&b

GRS-6-1aé&b

GRS-6-1aé&b

GRS-6-1a&b



2450-1
Lirao)

2ipp-

23

1

Grants M-

Use for material pertaining to the 1}F£ep_to—/,/ﬂ7ﬂ N/A
transfer of money or property to NARS .~~~

assist recipients to accomplish-a when 10

public purpose authorized
including all formula,

ments, and cost sharing arra ge- wad
ments not sp f1c1a11x,descr1bed in Sy 0&;?;
the followi a2 o}

Grant Control Files FM_.
Use for material pertain to index- estroy N/A N/A
es, registers, 1ongpr’G%ﬁg;freq’pds”’/fghen S/0.

0

relating to control of assign
nunbers of i nt1fy1ngsE;p§§E%s,

applicati and grant
FI cyr///ﬂ

GRS-3-17a
Yoo 2

GRS-3-16

Jar0ofo/4



2500-1-1

2500-2

2500-3

Reports

CLAIMS

Use for material of_a-Qgeneral nature
pertaining to cl aﬁ/afor a right to
something, e,g%, a title to a debt,

privilege,-6r other things in the after
possessitn of another. final
dis-
E by agency and clai position
of case.
olicy a
Use for background material wh1cﬁ‘ Destroy:
documents the important aspects of when no
the development of Departpefital policy Tonder
and procedure. éeded.
NOTE: See 3010-1 for disposition
of record copy Departmental
directives.
FILEAY origin, series nymber or in
ronological sequences
External or Non-Series Instruq;iﬁﬁs
Use for material of a directidnal Destrpy/
nature which originates utside USDA when "S/0.
or which originates within USDA but ;,f’

is not part of a//prma] Departmental P
directive syste Includes comments~~
and other ma ial on proposed and”
existing jmStructions. -

FILE ¥y origin, series pyﬁS;:Por in

cpfonological sequence.

NFC
Destroy
when 3
yrs. old.

Use for ctaims reports.
F by agency and

" Project Control

Use for memoranda, repqptg"hd other roy

records documentin ,a§s1gnments, 1 yr.
progress and compTetion of pro Se after
/,//fpm the yr.

FILE: se file al étically by in which
itTe of proje _ the

project

is closed.

N/A

N/A

N/A

N/A

N/A

Dispose
of 1 yr.
after
final
dis-
position
of case.

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 3
yrs. old.

Destroy
when no
longer
needed.

O@&m/7

GRS-16-1d

7495&%@/9

s

" Qiliy/;b

GRS-16-7

fasoof



2530

2540

2550

2300-2-
2300-24

Am

D PST

Claims Against the U,S.

Use for mgter'

ertaining to claj

, and claimant.

Debt Claims

pertaining to clai
ed States.

by the U

by agency, subj , and claimant

Use for material pertaining to dual
compensation.

FILE by subject.

Damage/Loss of Government Property

Use for material pertaining to the
willful destruction of or damage,
theft, etc., to Government property.

FILE by subject.

Damage/Loss of Shipments

Use for material pertaining/;a’fhe
schedules of valuables shipped,
correspondence, memorafida, and other
records relating to the adminis;;gt on
of the Gove;gmeﬁftLosses in Shipnfent
Act, and apy“claims that mqy/éﬁsue.

e U.S.

Dispose
of 1 yr.
after
final
dis-
position
of case.

s"”gﬁgﬁose

of 1 yr.
after
final
dis-
position
of case.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition
of case.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition.

FAD

Destrby
en 3

yrs. old.

N/A

N/A

N/A”

N/A

N/A

Dispose
of 1 yr.
after
final
dis-
position
of case.

Dispose
of 1 yr.
after
final
dis-
position
of case.

Dispose
of 1 yr.
after
final
dispos-
ition
of case.

Dispose
of 1 yr.
after
final
dispos-
ition.

N/A

"/2;@/7 >

”/;zam/7 /

GRS-9-2

VAELTEYL



2560

2570

Irregularities/Discrepancies

Use for material pertaining to the
documentation of irregularities/
discrepancies with sufficient
information to enable processing
of claims.

FILE by subject in chronological
sequence.

Waivers

Use for material pertaining to the

relinquishing of a known right,
interest, etc.,

FILE by subject.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition
of case.

FAD
Dispose
of 1 yr.
after
final
dispos-
ition
of case.

N/A

N/A

Dispose
of 1 yr.
after
final
dispos-
ition
of case.

Dispose
of 1 yr.
after
final
dispos-
ition
of case.



2600

2600-1

2600-1-1

PAY AND ALLOWANCES

Use for material of a general nature
pertaining to salaries and deductions,
and expenses such as cost of living,
living quarters and education allow-
ance.

FILE by subject in chronological
sequence.

Policy and Procedure

Use for background material which
documents the important aspects of

the development of Departmental policy
and procedure.

NOTE: See 3010-1 for disposition

of record copy of Departmental
directives.

FILE by origin, series number or in
chronological sequence.

External or Non-Series Instructions

Payroll
Use for general cgﬁpesﬁSEAence
pertaining to payroll preparation

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

FILE by origin, series number or in
chronological sequence.

processing.,

NFC, FAD
& BS
Destroy
when 3
yrs. old.

NFC, FAD
& BS
Destroy
when no
longer
needed.

Destroy
when S/0.

N/A

N/A

N/A

N/A

Destroy
when 3
yrs. old.

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 2
yrs. old.

GRS-16-1d

GRS-2-2

'%2 &aﬂ/\s/



2600-2-1

2600-2-2
Lo

L2200-5-2

Payroll Preparation & Processing
Use for material pertaining to payrof{
control services, including payrol}/
summary control and certificatigp
control documents which include“all
source documents used to authotrize
or change payments to payees<

a. Preparation and processing of NFC & FAD~
T&A's and logs which support time Destro N/A
and attendance. after”GAD

auydit or

en 6

yrs. old

whichever

is sooner.
b. Flexitime Attendance Recgrds- Destroy N/A
Supplementdl time and attepdance after
records, Auch as sign ip/Sign out GAO audit
sheets And work repg;;épﬁsed for or when
time g€counting undef flexitime 3 yrs. old
systefms. whichever

is sooner.

FILE by agepcy and alphabetically by

) mployee

Levy and Garnishment PER-& NFC

Use for official notigg/G? levy or estroy N/A
garnishment (IRS Form”668A or when 3
equivalent) change~Slip, workpapers, yrs. old.

correspondence,felease and other

forms, and records relating to

charges against retir éﬁ? funds or
¥ o

attachmerft of salary for payment of
;;Eﬁpfﬂéb;;/gj/ﬁeﬂgra1 employees.
LE in OPFC

Destroy 7%5&03/3//1

when 2
yrs. old.

Destroy GRS-2-3b
when 2
yrs. old.

Destroy GRS-2-23

when 2 ./
yrs. old. /AQQUU/ézé’



2600-2-3 Payroll Changes 1//,% ”/Juﬂ}’
Use for material pertafning to payroll]l~"Destroy . Destroy GRS-2-15
o) changes slips, excTusive of those.of when 1 month ad&c
. the OPF. related after
22&0“5'3 records end of ’%2;1@/5/43
FILE social security number and are pay
1 chronological-Sequence. audited period.
by GAO or
when 3
yrs. old,
whichever
is sooner.
2600-2-4 Administrative Payroll Refort Files FAD.-&"NFC
Lo ~ Use for workioad and-personnel estroy N/A Destroy GRS-2-17a
o) 5-4 management report§ or data which when 2 when 3
2200~ 2~ T pertain to payroll operations yrs. old. yrs. old. ”/&Qw/5/7
lizz ) pa%;ffgipistration.
ELILKE in chronological” sequence.
2600-2-5 Allotment Authorization NFC
ity Use for material which pertains to—""

request and authorization for-or

2200~

lotments.

Chy L
i,

change and revocation of
//o

a. U.S. Savings'Bonds. If record
is maintained on earning record

card.

Destroy N/A
when
super-
seded

or after
separa-
tion of
employee.
If
employee

must also
be trans-
ferred.



b. A1l other authorizations includipg Destr N/A N/A GRS-2-4

union dues and savings. b-1
seded or
after
transfer
or separa-
tion of
empl oyee.
FIL _ j ency and social
2600-2-6 Employee Tax Exemptions— -~
L) Use for w1ththd1qg/tax exemption Destroy 4 N/A N/A GRS-2-18a
22 certificates, s as IRS Forms yrs. aftgr &b
00-lo-| and similar ate tax exemp forms.. }:fg;gﬁt1on ”/CQvi/éy//
agency and soCial security
ber.
2600-2-7 Tax Files NFC
oo U for reports of wi:s‘%he—ld/ Federal Destroy  N/A  N/A GRS-2-18¢
AHOOT T taxes, such as IRS Forfi W-3 with when 4
2900- 2re1ated papers,)'ncf?xding reports yrs. old. ”/g;w/e/a-
relating to ipedme and social secufity
taxes.
FILE by agency and social” security
nufmber.
2600-2-8 Payment Control Listing- & FAD
Jing) Use for material pertaining to pay Destroy 6 N/A N/A GRS-6-1a
and allowances des/gnat1ons. udes yrs. & 3 )
2200-? cost verificatfon and sub- months %zolro/7
registers ~and error ings. after
S{/) period
FILE in chronological covered
uenc by the
account.
2600-3 " Reports NFC, FAD
Use for reports pertaining to pay & BS
and/or allowances. Destroy N/A Destroy s
when 5 when 5

FILE by subject and agency. yrs. old. yrs. old.



2600-4

£200-)3

2610

2620

2630

Project Control

Use for memoranda,

records documen

Use for material pertaining to the
effective control over pay and
allowances, including appropriate

internal audit.

FILE by agency in chronological

sequence.

Principles and Standards

Use for material pertaining to
administering pay and allowances
affairs in conformity with
accepted principles and standards.

FILE by agency in alphabetical

sequence.

Special Allowances to Civilian

Employees

Use for material pertaining to
allowances for expenses incurred
when employees are required to
serve in other capacities in
connection with their official
duties, e.g., notaries public,
requirement to wear uniforms, etc.

FILE by agency in alphabetical

sequence.

estroy N/A

project
is closed.

FSD

Destroy N/A
when no

Tonger

needed

for ref-
erence.

FAD & NFC
Destroy N/A
when 3

yrs. old.

FAD & NFC
Destroy N/A
when 3

yrs. old.

Destroy
when no
longer

needed.

N/A

Destroy
when 1
yr. old.

Destroy
when 1

yr. old.

GRS-16-7

942901)/?3>



3000 RECORDS MANAGEMENT IMD

Use for material of~a general nature troy

which pertains the overall paper- when 3
yrs. old.
IMD
Destroy

_ffien /0.

3000-2 Project Control

Use for memoranda, »€ports and other estroy
wlttad)  records docume fng assignments, 1 yr.
;  progress an omp]etion/gj/ggpj cts. after

3000-8) the yr.

FILE; ~Tase file alpbhabetically by in which

e of project=s the
project
is
closed.

3010 Directives Management, M3 ECR
Use for material a general nature & NFC
waal iy pertains_t6 officially pub- Destroy
;3 ) / lished instru€tions, regulatigns’, when 3
oCo- and procedtres which regulaté and yrs. old.

direct dperations and pefformance.
E by directiye’ﬁ:;;Zi or subject.

N/A

N/A

N/A

N/A

Destroy ?{éovzr’
when 1
yr. old

Destroy n//
when S/0. ‘30Uv/'7

Destroy GRS-16-7

when no B
longer //Bomy/?
needed.

Destroy "//3017V4

when 1
yr. old.



3010-1

3000-1-2

Departmental Directives

Use for directives originated within

USDA.
aTQ Departmental Regulations (DR's) IMD
and Departmental Manuals (DM's) in PERMANENT. When Destroy
the 1000 and 9000 classification Of fer tg/’ 5 yrs. when no
series.]) A1l others can be destroyed NARS in old. longer
when no ‘longer needed. 5 yrs. needed.
blocks
whén
0 yrs.
old.
b. Secretary's Memorandum ECR
(SM's) and any Departmental directi s PERMANENT. N/A Destroy
signed by the Secretary. Offer to when no
,//y NARS tw S-vpo Hecha Tonger
/7 when-% 2o needed.
rd yrs. old.
c. Departmental Notices (DN's), IMD N/A Destroy
Administrative Regulations) and Destroy when no
Internal Office Notices. when n longer
ong needed.

1

NOTE: IMD has the record copy of all needed.
published Departmentdl level directives

with the exception, 6f Secretary's

Memos which are m;1nta1ned by ECR,

NFC Manuals which are maintained by R

and the DPM which is maintained by
For WORKING PA ERS and BACKGROUND

appropri
when S/

A
a/ 2000/i/2a(a
GRS-16-1a

300/ )fa

GRS-16-1c

”/3mxv//&c_



3010-1-1
Ao/
30004-3

3010-1-2
Ao/

3000-1-%

3010-2

3000-1-1

3020

3000- 2

External or Non-Series Instrugtfg;s IMD..«
Use for material of a diregtional estroy N/A
nature which originates gutside USDA when S/0.
or which originates within USDA bu
is not part of a formal Departmental
directive syst Includes Spmments
and other}ﬁgter1a1 on propoSed
and existing 1nstruc/;gps.
FILE By origin, seriés number or in
chronological sgqunce.
Distribution, Maintengncﬁfgnd
Printin Destroy N/A
Use for mater1 pertaining to th when 1
printing, detfvery and storage yr. old.
directiy or
when no
FLLE by issuance nymber. longer
needed.
Dockets ECR
Use for material whic ECTORS
prepared for public PERMANENT.  When
Federal Reg1ster nd which pertain Offer to 5 yrs.
to the organi i NARS in old.
basic poli 5 yr.
its age blocks
when
F by agency and-docket number. 20 yrs. old.
Forms Management IMD & NEG-
Use for general mater1ql perta1n1ng Destrdy N/A

to the planning andgexecut1on of
procedures to staﬁdar1ze design,
construct, and “control the use,
nmnberingf'and distribution

FHE in chrono]ogica]

"/BM/ /3

Destroy
when S/0.

faveof )

Destroy
when S/0.

Dispose
of when
material
is pub-
1ished

in the
Federal
Register.

o)

'V(BvaAi,

Destroy
when 3
yrs. old.



3020-1-1
Aan)
3oco - 2-

3030

3o00-3

Forms Master File

Use for the record copy

form created by an agency #ith

related instructions 329
documentation showing
scope, and purpose of th

NOTE: MWorking pdpers, b
materials, reguisitions,
tions, proce$sing data,
records apé to be destro
related Aform is disconti
superséded, or cancell

ed,
. (GRS-16-4b)

FME by agency and form number.

Functional Files

Use for a collection of
arranged by functional c
used to assist in taki

management actions, stich
mining whether new/forms
developed and apgroved a
existing forms” should be

or replaced Ay other forms.

Included
used wi
the fgms management

e copies of e

FXLE by functional /lass

Reports Management

Use for materials relati
reports management prodr
correspondence and _Andex
recurring or situdtion r
a control file”7of all pr
currently pequired, canc
recurring or

fo
ssification,
forms

as deter-
should be
nd wheth
consolidated

ach’ form

in the area served by

ice.

ification.

to the

am. Includes
of current
eports and
oposed,
elled

situgfion

IMD .~

<
of each Destroy
57yrs.
« ////after
nception, related
e form. form is
discon-
ackgroungd: tinued,
specifdca- super-
and ¢dntrol seded,
yed-“when or

cancelled.

related
form is
discon-
tinued,
super-
seded or
cancelled.

is
discon-
tinued.

N/A Destroy

when S/0.

N/A Destroy

when S/0.

N/A Destroy
when 1
yr. old.

GRS-16-4a

”/éavv/ﬁy/l

’;/éovv/éyé>

GRS-16-8

3/30vi%3



3031

3040
—an/

3000-1{-

Public Paperwork Burden Control DCO, OIRM

Use for material pertaining to Destroy
minimizing the Federal paperwork when S/0.
burden for individuals, small

businesses, and State and local

governments.

FILE by subject in chronological

sequence.
Files Management, D & NFC
Use for material of a generalynatﬂ?éﬂwﬁ‘“gzstroy
which pertajns to the storage, re- when 3
tention, and disposition of records. yrs. old.

FILE-AY subj in chronological

3040-1 Filing Systems IMD
g Use for material pertaining to filing Destroy
systems and techniques evolved to when
308 - maintain records for retrieval and records
' scheduled disposition. are
A destroyed
] or when
no longer
Nog Jlﬁorﬁjtfuv needed
N c;ja .67 for ref-
TRS FILE alphabetically by agency. erence.
3040-2 Records Holdings
Ao’ Use for statistical reports of agency Destroy
records ho]dings/&gqﬁ%g;: by the when 3
3000‘4-2 General Servic? dministration yrs. old.
including feedér reports from at
offices and-data on the volyme
disposed of by destruction
sfer.
FALE by date of repetrt.
3050 Mail Management
Use for material”f a, general nature Destroy
ras) which pertaips” to management of maj when 2
3o00o-5 and whichdbes not fit elsewhepe”in yrs. old.

this category.

N/A

N/A

N/A

N/A

N/A

Destroy
when S/0.

Destroy @/Bovv
when 1 //7
yr. old.

Destroy fyﬁbrm 4/
when

records

are

destroyed

or when

no longer

needed

for ref-

erence.

Destroy GRS-16-6a&b
when 1 7
yr. old. /(30”@46/3’

Destroy GRS-2-2a

when 2
yrs. old. 7é0v77t5/



3050-1 Receipted and Routed Mail
(LA Use for material pertaining to the
a receipt and routing of incoming pﬁé

fk2963'f;‘/ outgoing mail handled by thé/B§BA

mail and messenger service.

30/

a. Records relating to 1né%ming or MRMD

outgoing registered mail.“pouches, Destroy N/A Destroy GRS-12-5a
registered, certified, insured, and when 1 when 1

special delivery mai}including y:;/ﬁjd. yr. old.

receipts and reﬁ:;p/receipts.

b. Application to register and stroy N/A Destroy GRS-12-5b
certify mail. when 1 when 1

yr. old. yr. old.

c. Report of loss, rifling, delay, Destroy N/A Destroy GRS-12-5¢
wrong gafivery, or other improper when 1 when 1
treatpent of mail. yr. old. yr. old.

FILE alphabetically by agenc
eceipt number.

3050-2 Postal Irregularities.” RMD

Lay) Use for material pertaining to Destroy 3 N/A Destroy GRS-12-8

irregularities _in the handling o yrs. after 6 months )
3000-5-2 mail, such as“loss or shorta completion after /Eow/S/a.

postage stamps or money ers, or of investi- comple-

Toss op-destruction ail. gation. tion of

investi-
FEHLE by subjec gation.
-

3050-3  Penalty Mail Report FiTes .
Uhow  Use for material-pertaining to estroy N/A Destroy GRS-12-7

y mail payment when 6 when 1 , 5
300035*3 pasm yrs. old. yr. old. VSWWAZ3
ANV
-&fidZL alphabetically by a
3051 Mailing Lists MRMD
Use for material pertaining to addi- Destroy N/A Destroy
tions, deletions, and changes to the when S/0. when S/0.

automated mailing lists.

FILE in chronological sequence.



3052

3060

3070
Ui/

3000-b

Messenger Services

Use for material pertaining to the
receipt and routing of incoming and
outgoing mail handled by USDA
messenger service.

FILE alphabetically by agency and
receipt number.

Correspondence Management

Use for material pertaining to
standards for written communications,
e.g., letters, telegrams, endorsements,
sunmary sheets, postal cards, memo-
randums, and routing slips.

Micrographics Management

Use for surveys conducted to evaluate
various technological systems, their
applications in improving performance,
as well as feasibility and cost

Chg wav
ﬂ;;z w,bg,a,,(_jmpact .

|
oo 3/5,(" FILE in chronological sequence.

3080

Records Disposition

Use for correspondence and

material pertaining to descriptive
inventories, disposal authorizations,
schedules, and reports.

a. Basic documentation of records
description and disposition programs,
including SF-115, Request for Records
Disposition Authority; SF 135, Records
Transmittal and Receipt, and related
documentation.

MRMD
Destroy
when 1
yr. old.

OIRM
Destroy
when S/0.

OIRM
Destroy
when
completed
study is

5 yrs. old.

OIRM
Destroy
when

3 yrs.
old.

Destroy
when
related
records are
destroyed,
or when no
longer
needed for
admini-
strative or
reference
purposes.

N/A

N/A

N/A

N/A

N/A

Destroy
when 1
yr. old.

Destroy
when S/0.

Destroy
when

2 yrs.
old.

Destroy
when 1
yr. old

Destroy
when
related
records are
destroyed,
or when no
longer
needed for
admini-
strative or
reference
purposes.

GRS-12-5a

o~

GRS-16-14

7/3ovfyﬁz

GRS-16-3a



3090

b. Working papers and background
material.

FILE SF's by agency and accession
number in chronological sequence.
Others are filed by agency in
chronological sequence.

Vital Records

Use for material pertaining to records
essential for maintaining the
continuity of Government activities
during a national emergency.

FILE by subject.

Destroy 6 N/A
months

after final-
action on
project
reports

or 3 yrs.
after
completion
of report

if no

final

action is
taken.

Destroy N/A
when S/0.

Destroy 6
months
after final
action on
project
reports
or 3 yrs.
after
completion
of report
if no
final
action is
taken.

Destroy
when S/0.

GRS-16-3c¢



3100

3100-1

3100-1-1

3100-2

oo~

MANAGEMENT OF INFORMATION RESOURCES

Use for material pertaining to the
management and control of all
types of information resources.

FILE in chronological sequence by
project.

Policy and Procedure

Use for background material whic
documents the important aspec
the development of Depar
and procedure.

NOTE: See 3010-1 f
of record copy o

epartmental /7
directives.

by origin, series number or in
ronological sequefice.

FI

External or Non-Series Instructfg::

Use for material of a directional
nature which originates
or which originates wi
is not part of a
directive syst
and other ma

hin USDA but

Studies/Reports

o~

FILE’By agency and subjpef.
-~

tside USDA

al Departmental

OIRM
Destroy
when 3
yrs. old.

OIRM .+
Dg§troy
when no

al policy onger
needed.
disposition /;//

Dest
W, S/0.

IRM
Destroy
when
3 yrs.
old.

N/A

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.

Destroy
when

3 yrs.
old.

GRS-16-1d

7Z§/ozy//

’yzé/ﬁy/a//

/ 3/07)/ 7

WA R ¢ v



3100-3
Luac!

3100-10

3100-4

OIRM

Project Control .

Use for memogpﬁda, reports and ot Destroy
records documenting assignme 1 yr.
progress anhd completion o j after

the yr.
FIL Case file al in which

't]e or project. the
project
is closed.

Feasibility Study Files-

Use for material peptaining to the estroy
study of specifig-functional areas

within 3100 cla$sification. Inc
system and a requirements,
alternatiyés, benefits, cost data,

and other re]ated diiggenﬁs

by system name?

es yrs. old.

Planning PD—OL&M?

Use for material not diregtii’:elated estroy
to either 1ong-range,p}ﬁﬁn1ng nor when no
capacity planning. Aficluding: PD longer

annual work plans; ad hoc requésts; needed
correspondente with exterpal agencies, for

etc. aﬂ//’/,f” reference.
Yy agency afd in chronological

FIL

quence.
Long-Range Planning PD- OIBM
Use for material pertaining «U/BA Destroy
lTong-range IRM planning qui nce ,fﬁﬁen no
agency LR IRM plans; ,§DA LR IRM ~ Tlonger
plans; correspondange”with senior needed

cies and USDAY; for

IRM officials (a

Chyg L
QA;jzﬁﬂﬁaJL) LR IRM plans from external g’hc1es, reference.
L, 3e etc. /

agency and ih chronological

FILE
uence.

N/A

N/A

N/A

N/A

Destroy
when no
longer
needed.

Destroy
when 2
yrs. old.

N/A

N/A

GRS-16-7

@/éz/azy/;z

”/(B/UIyéb/i



3112

3120

3120-1

ADP Budgets (A-11)

Use for annual mission of agency~
exhibits and

obligati and expenditur

in chronologi sequence.

Capacity Planning

Use for material pertaining to
projected future workload and service
requirements, estimated needed
capacity changes and plans for timely
delivery of additional capacity when
required.

FILE by agency and in chronological
sequence.

Standards

Use for general information on

standards, procedures, guidelines,
DIPS Program management requirements,
and waiver requirements.

FILE by subject in chronological
sequence.

Specifications

Use for material which pertains to
information processing standards,
procedures, guidelines and information
which describe performance require-
ments, practices, designs, sizes, or
other factors or characteristics for
hardware, software, or services.
Includes announcements of proposed
standards, requests for review and
comment, ordering and implementation
instructions, and qualifications to
specificaions such as exclusion and
verification lists. Also includes
responses to external agencies
proposing the standards as well as
subsequent agency communication.

FILE by subject.

-0IRM
Destroy N/A
1 yr.
after
the
close
of FY
covered
by the
budget.

PD-0OIRM

Destroy N/A
when no

longer

needed

for

reference.

RED

Destroy N/A
after 3

yrs.

Destroy N/A
when S/0.

Destroy GRS-5-2a

1 yr.

after 6‘3/03/;/‘;’
the

close

of FY

covered

by the

budget.

N/A

Destroy o

after 1
yr.

Destroy

when S/0. .
N



3120-2

3130

3ico-4-3

3140

Lira o/

31008

Tha iy s

¢ Cef b
3150

Request for Waivers

Use for material which pertains to Destroy
requests for waivers to DIPS Standards. when S/0.

FILE by type of waiver.

Technical Approval Files ATSD
Use for agency regdests for technical Destroy
DP 5 yrs.
ncludes correspdondence after
ed to the receipt.

Security

Use for material whjei pertains to Destroy
security administration. Include when 2
reviews, studies, and plans. yrs. old.
Review and Evaluation RED

Use for material pertaining to reviews Destroy
and evaluations of USDA IRM programs when S/0.
conducted by internal or external

agencies.

FILE by agency in chronological
sequence.

N/A

N/A

N/A

N/A

Destroy
when S/0.

Destroy
when 2

yrs. old.

Destroy
when 1
yr. old.

Destroy
when S/0.

ﬂ/%/oo/Q/éa

GRS-18-2
lyzé/ov/c?

NN



3200-1

3i100-1

3200-1-1
Lay’

3i100-I-|

ADP MANAGEMENT OIRM -~
Use for material of a general ngtfre Destroy
which pertains to the study, when 3
selection, use, and management control _-yrs. old.
of ADP and word processjngmequipnent,»’
operations, software afid systems.//Also

includes files relating to machine

room operations afid to information

and data produced through ADP

operations which are noq/déscribed

elsewhere~in this categadry.

N/A

Policy and Procedure
Use for background material whic
documents the important aspectsof

the development of Departmental
policy and procedure.l/////p
NOTE: See 3010-1 for“disposition

of record copy of Bepartmental
directives.

Destroy /
when né
londger
eeded.

N/A

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

External or Non-Series Instruc;kﬁﬁ;
Use for material of a d;;gg;i6ha1
nature which originates side USDA
or which originates within USDA but
is not part of a forfmal Departmenta

directive system:” Includes comments
rial on proposed-and

Destpay/ﬁ

when S/0.

N/A

Y orjgin, series number or in
ronological sequénce.

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.

6/3/03*

GRS-16-1d

”/(3/cny//

"//3/av/4/0



3200-2 Reports

Use for printed final reports
containing the statistical, tabul-
ation and an analysis of the findings
of a study or survey including a

narrative description of methodology

employed.
FILE by subject in chronological
sequence.
3200-3 Project Control
Lo/ Use for memora , reports and o

records docyrénting assignme

3200-5

3210 Design and Development
Use for material of a general nature
related to applications design and
development.
FILE by system name.
3210-1 Information Requirements Studies
Ao/ Use for material pertaining to

information requirements studies

g 100 - 3 and system development projects.
InclTuded are user requests, analytical
reports, design requirements,
feasibility studies, and cost/benefit

2 ]
)
. | analyses.
QLQQJLGZIQZJFILE by agency and project name.

f&sfs
dded 051 (,

Destroy N/A
when no

longer

needed

for

reference.

Destroy N/A
1 yr.

after

the yr.

in which

the

project

is

closed.

OIRM

Destroy N/A
when 3

yrs. old

OIRM

Dispose N/A
of when

no Tonger
needed.

N/A

Destroy
when no
longer

needed.

Destroy
when
S/0.

Dispose
of when
no longer
needed.

GRS-20-
Part III,
Item 10

GRS-16-7

”/3&0—0/{

GRS-20, Part
II,

3
" ~B/ov/.?



3210-3

3100-3-

3220

Stoo -4

equipment; a

System Implementation Files

Use for material pertaining
to design, development, and

operation of an application

system including system
instructions, user guides and
manuals, input, output, and

report specifications, standard
operating procedures, block
diagrams, flow charts, coding
instructions, test plans, reference
to or copies applicable software
and reference materials, job
instructions, and simialr or related
files.

FILE by agency and project name.
ADP Test Files

Use for material pertaining to
the testing of ADP equipment
and/or data processing methods
and procedures and to the trial
application of existing or
proposed data processing systems.
Included are requests for tests,
approvals or disapprovals, test
reports, and communications
relating to the test.

FILE by system name.

Resource Acquisition

Use for material pertaining to
planning and preparing for inj
acquisition (including sele

uxiliary equi
and attachmentsfor existing
i ADP software a
ncludes app]iigpfgn
studies,”system specifications and
of their reviiyggmanufac-
r's proposals ang-evaluation
thereof, documents relating to

OIRM

Dispose N/A
of when

no

longer
needed.

OIRM

Dispose N/A
of when .
no longer
needed.

GRS-20,
Part II, 3

C/E/Uv/(S

Dispose
when
no

longer
needed.

GRS-20
Part Ii, 2

o/ tools)

Dispose
of when
no longer
needed.

Destroy
after

5 yrs.
or
discon-
tinuance,
which-
ever is
first.

/7/3/02/%



installation

systems, reports of readj
reviews and perform

3220-1

of equipment or
5SS

e evaluations,
on information

ark accounting

outputs, and related

by system or product name.

Benchmark Demonstfatigpx’//

Ao/

Use for computatiop-Thformation
outputs from wipafng vendors an
5100 - Y4~ vendors declaréd nonresponsive due to

benchmark

rformance.

3220-1-1 Benchmark Computationm”

Use for info:ggtf6n outputs from~
s. ol

losing vengo
3100-4-p M

FI y venquf»

,«'/
/

3230 Resource Utilization
g , Documents containing managemént
data on costs, equipmenty staff-
31oo-5 ing, workload capacitjes, and

overall effectivene

word process

ing
documents useg/tg evaluate r;g;d],
purchase, opetation and maintenance

I

costs.
and simi

r

FIL
/gfb.).

y category (

of ADP and
Includes

udes reports,. briefs,
or related documents.

uipment, staff,

OIRM
estroy

1 yr.

after |

completion
of per-
formance
evaluation.

N/A

~OIRM
Destroy
1 yr.
after
accept-
ance of
system.

OIRM
Destroy When
when 15 5

yrs. old.  yrs.
old.

N/A

Destroy
1 yr.

after
com-

pletion

of per-

formance
evalua-

tion.

Jaiofs)

"/3/019/‘//"L

Destroy
1 yr.
after
accept-
ance of
system.

Destroy
when 2

yrs. old.

"//BlozyG'



3230-1
Alog!

3100-5-7

3230-2
Lo/

3100-5-1

Information System Capabiljtfes

Use for material pertaining to

specific informatigp ystem
ud

capabilities, in ing graphics after
display, data.management sysiems, and discon-
other specidlized software-or tinuance.
hardware<

j}tf/g;esystem 0

Resource Inventory Files Rﬁ///

Use for documents relat 0 Destroy
information resource ifiventories when 5
including ADPE, office automatio yrs. old
equipment, co er software or when
and related-forms and suppli€s. no longer
needed
FILE by category (equjqfment, whichever
tware, forms, etC.) is sooner.

Operations
Documents, magnetic media, and

punched cards, maintained by ADP
activities in providing services to
other elements within the area sep
viced. These files are used prifiarily
in preparing and controlling récurring
and one-time tabulations, regorts,
machine runs, briefs, prin{outs, and
similar documents required by other
elements in performing their functions
and missions. Included in the ADP
activity files are scratch tapes, test
tapes, raw data input tapes, analog
magnetic tapes, wgrking tapes, (input
and output), trapSaction tapes, con-
tinuous update tapes, summary data
tapes, print tapes, reformed data
tapes, security tapes, removable media
random acce$s devices; master tapes;
disks, digk packs, drums, and data
cells containing similar data; master,
detail,/ and summary punched cards;
machifde Tistings thereof; and copies

N/A

discon-
tinuance.

“/3u0q/§70

Destroy
when 3

yrs. old
or when
no longer
needed
whichever

is sooner.



3240-1

3100-b-1

a. Magnetic media, cards, reports OIRM &

and print-outs, designated as NFC

record copy material. Dispose
of when
no longer
needed for

b. Magnetic media and cards
which become obsolete as a result

of updating, dumping, and trans-
ferrgd datg. Png

for
reference.

OIRM & NFC
Dispose of
when no
lTonger
needed

for
reference.

c. Transaction cards and listifgs.

d. Remaining files OIRM & NFC

Dispose of
when no
longer
needed

for
reference.

FILE/by agency/area serviced and
iyﬁject if applicable.

Data Processing Register and

Schedule Files

Use for material pertainin
records of approved jobs

date due. pletion
flecting availab¥e machine an of
personnel timegs job require related
priorities, g job or
informatign”on individ on

jobs. discon-
schedytes, and dire€tly related tinuance,
doc ever is

first.

FALE by systes and/or job name.

_N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

‘/3/0‘0/&@
GRS-20,
Part I, 23

”/gyog/éé

GRS-20,
Part I, 23

”/é/ag/Zc

GRS-20,
Part I, 23

”/g/aqﬂéot

GRS-20,
Part I, 23

’/3/ v c,//



3240-2  Machine-Readable HousekeepingRecords  NFC §.OTRM

—an’  Use for routine administrative records  Dispose N/A Dispose GRS-20,
which are not required”for GAO audit f as - of as Part 1,
9100—20'2 and do not serve as record copy of reference reference 29
information. (Bispose of record e6py material. material. u/
in accordange”with instructions 31&3/2/5_
applicabbl€ to hard copy. GRS-20, part

EHE in chronologi sequence.



3300-1

3300-1-1

TELECOMMUNICATIONS MANAGEMENT 01D

Use for material of a general nature Destroy
pertaining to the transmission, when 3
emission, or reception of signals, yrs. old.
signs, writing, images, sounds, or

intelligence of any nature by wire,

cable, satellite, fiber optics,

laser, radio, visual, or other

electronic, electric, electro-

magnetic, or accoustically

coupled means.

FILE in chronological sequence
by project.

Policy and Procedure 0TD

gse for background material whi
ocuments the important as

the development of Departmental policy
and procedure.

Des; 3%
when
0

longer
needed.

NOTE: See 3010-)}"for dispositio
of record copy-of Departmental
directive.

FILEDy origin, series”number or in
ronological sequefice.

External or Non-Series Ihstrugﬁ#6ﬁ$

Use for material of a dire
nature which originates
or which originates i
is not part of a
directive syst
and other m
existing i

FIL

_E{ff/by agency

Telcommunications Equipment and 0TD, FMD
Services eéstroy
Use for material o general nature when 3

which pertains requests for tete- yrs. old.

commqnicigjo equipment and_ telephone

servicer

subject.

N/A

N/A

N/A

N/A

Destroy

when 1
yrs. old.

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.

'/éov/oz

GRS-16-1d

o™

GRS-12-

2b
”/3(%/7



3300-2-1 Request 07D

Loy Use f?{ records whieti pertain to N/A
3 7 installation, nge, removal a 1 yr.
[00-"1- servicing equipment. after
: aﬁdit3or
' Yy agency an when
(000"2“/ yrs. old,
whichever
is sooner.
3300-2-2 Agreements Tﬂ/ﬂ
Use for records of afreements with Destroy 2 N/A
Ao background data-dnd other records yrs. after
;3/0 ,’7_23 re]at1ng to_agreements for tele- expiration
0
communications serv1ces;////f’ or can-
cellation
FILE'by agency and/;ubject. of agree-
ment.
3300-2-3 Jelephone Statistical Reports 071D
Use for telecommunications statisical Destroy N/A
reports including cost and volume data. when
1 yr. old.
FILE by agency in chronological
sequence.
3300-2-4 Telecommunication Vouchers 0TD
Use for telecommunications reference Destroy N/A
voucher files. Includes reference when
copies of vouchers, bills, invoices, 1 fiscal
and related records. yr. old.

FILE by agency and control number.

3300-2-5 Operational Files Aﬁ(//' FM ﬂf/,«' N/A
Iy, Use for material pertdining to estroy
/ message registers; logs, when 6
_ performance r€ports, daily 1gad months
ZZZ%D 2?’22 reports, ated similar old.
recor

EALE in chronglegical sequence.

Destroy GRS-12-
when 1 2d(2)

yr. old. vnghﬁ

”//bov/%/l

Destroy GRS-12
2 yrs. 2e

Soi-[aoof1)s

ation
or can-

cellation
of

agree-
ment.

N/A GRS-12-2¢

N/A GRS-12-2d(1)

N/A GRS-12-3a

”//0 M/ 2/2



3300-2-6 Telephone Statements

Lo/

Use for stat s and toll slips;

3300-3 Reports
se tor telecommunication reports,

3300-4

3310

3310-1

e.g., transmission, emission, etc.

file by agency and subject in
chronological sequence.

Project Control »

Voice Telecommunications

Use for material pertaining to voice
telecommunication policy, management,
and operations. This would include
DIPS Circulars, requests for
technical approval, general
information letters, and inventory
data sent for verification purposes.

FILE by subject.

Telecommunication Technical Approvals

Use for requests and all follow-up
information gathered in consideration
for approval.

FILE by agency.

Destroy
3 yrs.
after
period
covered
by
related
account.

071D
Destroy
when 3
yrs. old.

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

0TD
Dispose of
when 3
yrs. old.

01D
Dispose
when

no

longer
needed

for
reference.

N/A

N/A

N/A

N/A

N/A

Destroy GRS-3-11
when 1

yr. old. ”//&0@/&/3
Destroy

when 1 V“LV“/
yr. old.

Dﬁstroy GRS-16-7
when no

Tonger ”/3300/‘7/
needed.

N/A w2

N/A N2



3310-2

3320

3320-1

3330

3340

' boo-2-4

Telephone Orders

Information copies of telephone
orders submitted.

FILE by agency and requisistion
number.

Data Telecommunications

Use for material pertaining to
policy, management and operation of
data communications facilities and
services. This includes requests
for technical approval for circuits
and equipment.

FILE by subject.

Data Telecommunications Technical
Approvals

Use for requests and all follow-up
information gathered in consideration
for approval.

FILE by agency.

Radio Telecommunications

Use for material pertaining to
radio transmissions, assignment of
radio frequencies, and microwave
transmissions.

FILE by subject.

Employee Locator Servi;e§'

Use for correspondene€,
forms and other rec€ords
pertaining to iife
compilation directory
service li#Stings.

1phabetically Ay name
d/or agency.

FMD

Dispose N/A
of when .

1 yr.

old.

0TD

Dispose N/A
of when

3 yrs.

old.

0TD

Dispose N/A
when no

lTonger

needed

for

reference.

Dispose N/A
of when
3 yrs. old.

estroy N/A
2 months
after

issuance
of listing.

N/A

N/A

N/A

N/A

N/A

GRS-11-3

Vioofo/1



3400

3200

3400-1

3200-1

3400-1-1

Law)

3200-1-1

3400-2

INFORMATION MANAGEMENT

Use for material of_4 general
nature which pertdains to the
dissemination information and

ibed below.

or
sooner
if no

longer
needed.

FILE ¥y subject and in
chrfonological sequen

e

Policy and Procedure: ﬁif

Use for background material which Destroy
documents the jdiportant aspects o;;;he when no
deve]opment/pf Departmental polj longer
and procedure. T}///,/’Lc needed.
;" See 3010-1 for diSposition
f pecord copy of Departmental
rectives.
/3

FILE-By origin, series number or in
chronological sequence.
External or Non-Series Instructiops
Use for material of a directiopal Destro

nature which originates outside USDA /0.
or which originates withis USDA but

is not part of a format”Departmental
directive system. -Includes comments
and other matep#dl on proposed an
existing instfructions.

FILE origin, series n
chronological sequen

Reports

Use for access to information reports. Destroy
when 3

FILE by agency in chronological yrs. old.

sequence,

N/A

N/A

N/A

Destroy

when 1
yr. old.

or
sooner
if no

Tonger
needed.

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.

") 22007

GRS-16-1d

H/B.;u—v %

@/334ny4/0



3400-3

3400-4
Ao/

3100-2:3

3410

3420

3430

“Liiae/
3!00-2-4

Project Control

enting assignme
nd completion o

Agency Projects
Use for material
special agencygrojects, such

as informatjen requirements studi
and system”development projects

Information Collection

Use for material pertaining to
information collection activities of
the Department.

FILE by agency in chronological
sequence.

Information Dissemination

Use for material pertaining to
dissemination activities of the
Department.

FILE by agency in chronological
sequence.

Information Sharjng/

inform

Destroy

1 yr.
after

the yr.

in which
the
project

is closed.

OIRM
Destroy
when

no longer
needed

for
reference.

RED
Destroy

when no
longer

for
reference.

IRM
Destroy

when S/0.

N/A

N/A

N/A

N/A

N/A

Destroy
when no

longer
needed.

Destroy
when no

no
needed.

Destroy
when no

longer
needed.

Destroy

when no
longer

needed.

Destroy

when no
longer

needed.

GRS-16-7
@Azaﬂiyéf

”/é/aq/ﬁlﬁ

6/3/03/;/7



3440

3440-1

3200-+

3450

3501
32006-3
3200-3-|

Classified and Sensitive Information

Use for material pertaining to the
administration of security classifi-
cation of documents.

FILE by agency and subject.

Access to Classified Documents
Use for material pertaifing to
requests and authorization for
individuals ave access to
classifi files.

by subject.

FOIA and Privacy

Use for material of a general nature
which applies to FOIA or Privacy Act
matters which does not fit in the
following categories.

FILE in chronological sequence.

Freedom of Information Act (FOIA)

Requests FiTes.

Files created in responsg/to requests
for information under tHe Freedom of
Information Act consigting of the
original request, a€opy of the reply
thereto, and all pélated supporting
files which may ihclude official

i uested record or
copy thereof

a. Corregpondence and supporting
docymients (EXCLUDING the
official file copy of the
récords requested if filed

erein).

op
Destroy N/A

when 2
yrs. old.

Destroy
2 yrs.

afte
author-

ization

/éfgires.
0GPA/0GC
Destroy N/A
when 2
yrs. old
or sooner
if no
longer
needed
for
admini-
strative
use.

Destroy

when 2
yrs. old.

Destroy
1 yr.
after
date of

reply.

Destroy
when S/0.

GRS-18-2

GRS-18-7

"f3300/

GRS-14-20
GRS-14-30



(3)

(1) Granting access to all the

requested records.

(2) Responding to requests for

nonexistent records; to
requestors who provide

inadequate descriptions;
and to those who fail to
pay agency reproduction

fees.

(a) Request NOT appealed.

/

(b) Request appealed.

Denying access

all or part

of the records Aequested.

(b)

/

/NOT appealed.

Request appealed.

Destroy N/A  N/A
2 yrs.
after
date of
reply.

Destroy N/A  N/A
2 yrs.

after

date

of

reply.

Destroy N/A  N/A
as

authori zed

under

3450-1-1.

Destroy N/A  N/A
5 yrs.

after

date

of

reply.

Destroy N/A  N/A
as

authori zed

under

3450-1-1.

GRS-14-16
a(1)
/1/3%0/3

GRS-14-16
(2)(a)

GRS-14-16
(2)(b)

GRS-14-16
(3)(a)

" /3500/3/)

GRS-14-16
(3)(b)



3450-1-1

b. 0fficial file copy of requested

records’.

FILE in chronological sequence.

FOIA Appeals Files

Files created in responding to
administrative appeals under the
FOIA for release of information
denied by the agency, consisting
of the appellant's letter, a
co?y of the reply thereto, and
related supporting documents,
which may include the official
file copy of records under
appeal or copy thereof.

Dispose
of in
accor
ance
with
appyoved
agehcy
djs-
sition
nstruct-
jon for
the
related
records,
or
with
the
related
FOIA
request,
which-
ever
is
later.

N/A

N/A

GRS-14-16b



a. Correspondence and supporting

documents (EXCLUDING the
file copy of the records
under appeal if filed herein).

b. Official file copy of records
under appeal.

FILE in chronological sequence.

Destroy N/A  N/A
4 yrs.
after
final
determi-
nation
by
agency
or

3 yrs.
after
final
adjudi-
cation
by
courts,
which-
ever

is
later.

Dispose N/A  N/A
of in
accord-
ance
with
approved
agency
dis-
position
instruct-
ion for
the
related
record,
or

with

the
related
FOIA
request,
which-
ever

is
lTater.

GRS-14-17a

GRS-14-17b



3450-1-2

FOIA Control Files

Files maintained for control
pur?oses in responding to requests,
including registers and similar
records listing date, nature, and
purpose of request and name and
address of requestor.

a. Register or listing.

b. Other files.

File in chronological sequence.

Destroy
5 yrs.
after
date

of

last
entry.

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

is
later.

N/A N/A

N/A  N/A

GRS-14-18a

GRS-14-18b



3450-1-3

FOIA Reports Files

Recurring reports and one-time
information requirements relating

to the agency implementation of
the Freedom of Information Act,
including annual reports to the
Congress.

a. Annual reports at Departmental
agency level.

b. Other reports.

File in chronological sequence.

OGPA
PERMANENT.

Offer to
NARS

with
related
agency
records
approved
for
permanent
retention
in agency
records
control
schedule
or when
15 years
old, which-
ever is
sooner.

Destroy
when

2 yrs.
old or
sooner
if no
longer
needed
for
admini-
strative
use.

N/A

N/A

N/A

N/A

GRS-14-19a

GRS-14-19b



3450-2
Ao

3200-2
3200-7-

pusnbage
/Lﬁltbiéigéb)

t» GRS

Privacy Act Requests Files

Files created in response to requgsts
from individuals to gain access
their records or to any information
in the records pertaining to them,
as provided for under 5 U.S,C.
552a(d)(1). Files contain/original
request, copy of reply théreto, and
all related supporting documents,
which may include the gfficial file
copy of records requested or copy
thereof.

a. CorreSpondengé/:;d supporting
documents (EXCLUDING the official
file copy of the records
reques:jg’if filed herein).

(1) /2 anting access to all the Destroy
equested records. 2 yrs.
after
date
of
reply.
(2) Responding to requests f

nonexistent records; t

requestors who provid

inadequate descriptidns;

and to those who f

to pay agency repfoduction

fees.

(a) NOT appealed. Destroy
2 yrs.
after
date of
reply.

(b)Y Requests appealed. Destroy
as
authorized
under

3450-2-1.

N/A

N/A

N/A

Destroy
1 yr.
after
date

of
reply.

Destroy
when 1

yr. old.

N/A

GRS-14-25
a(l

)
"/ 3900/

GRS-14-25
2(a)

GRS-14-25a
(2)(b)



(3) Denying access to all or part
of the records requested.

(a) Request NOT appealed. Destroy

5 yrs.
after

date
of
reply.

(b) Requests appealed. estroy
as

authori zed

under
3450-2-1.

b. O0fficial file copy of requested Dispose
records. of in
accord-

ance
with
approved
agency
disposi-
tion
instruc-
tions
for the
related
records,
or with
the
related
Privacy
Act
request,
which-
ever is
File in chronological sequence. later.

N/A

N/A

N/A

Destroy

when 3
yrs. old.

N/A

N/A

" [3300/2/)
GRS-14-25a
(3)(a)

GRS-14-25a
(3)(b)

GRS-14-25b



3450-2-1

Privacy Act Amendment Case Files

Files relating to an individual's
request to amend a record pertaining
to that individual as provided for
under 5 U.S.C. 552a(d)(2); to the
individual's request for a review
of an agency's refusal of the

individual's reguest to amend a
record as provided for under
552a(d)(3); and to any civil
action brought by the individual
against the refusing agency as
provided under 5 U.S.C. 552a(g).

a. Requests to amend agreed to by Dispose N/A
agency. Includes individual's of 1in
requests to amend and/or review accord-
refusal to amend, copies of ance
agency's replies thereto, with
and related materials. the

approved
disposi-
tion
instruc-
tions

for the
related
subject
indivi-
dual's
record

or 4

yrs.
after
agency's
agree-
ment

to amend,
whichever
is later.

N/A

GRS-14-26a



Requests to amend refused by
agency. Includes individual{s
requests to amend and to review
refusal to amend, copies of
agency's replies thereto,
statement of disagreement,
agency justification for refusal
to amend a record, and related
materials.

Dispose N/A
of in
accord-
ance
with

the
approved
disposi-
tion
instruc-
tions
for the
related
subject
indivi-
dual's
record

4 yrs.
after
final
deter-
mination
by agency,
or 3 yrs.
after
final
adjudi-
cation
by
courts,
which-
ever

is
later.

N/A

GRS-14-26b



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.
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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.
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