
) 

REQUEST FOR RECORO __JISPOSITION AUTHORITY	 LEAVE BLANK 

(See Instruc~jons on reverse) JOB NO 

.,-/6-TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

DATE RECEIVED t( ~I}-d i
1. FROM (AGENCY OR ESTABLISHMENT) 

United States De artment of A riculture NOTIFICATION TO AGENCY 
2.	 MAJOR SUBDIVISION 

In accordance with the provistoos 0/ 44 usc. 3303a the disposal re_--...:O:::..:f:....:f:....:i:....::c:....::e:..-:.o....:.f--.:.t.:..:h=-e....:S::.;e::.;c~r-=e:....:t;..::a:.:...r""---t Quest, Including amendments, IS approved except for Items thatlmay 
3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10 

OIRM - Information Mana 
5. TEL. EXT.I 

Cherie Cozin	 t.4Z/ 447-9272 
6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

I hereby certify that I am authorized to act for this agency in mp~~ pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of --/..!2Y page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A, Request for immediate disposal. 

!!I B Request for disposal after a specified period of time or. request for permanent
retention. ' 

~LE~_ 

7. 8. DESCRIPTION OF ITEM SAMp
9LE' OR ' 10.

ITEM NO: (With lnclusrve Dates or Retention Periods) JOB NO. ACTION TAKEN 

Tht s comprehensi ve r-ecords d ispos iton schedul e supersedes NG,1=16-83-1
the previously approved records schedule fop thecOffice 
of Information Resources Management (NCl-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 
which report to the Assistant Secretary for 
Admi nj strat ion. 

Any records series created,'revised, or de'~ted subsequent

to and/or not disposable by this schedule shall be
 
covered by revised schedules with disposition authority

to be obtained from the National Archives and Records
 
Service.
 

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

STANDARD FORM 115 
Revised Apr", 1975 
Prescribed by General Services 

Adrrurustranon 
FPM~ (41 CFR) 101-11,4 

115-107 



/lO-lt - 'g'3-/1000	 ORGANIZATION, AUTHORITIES, AND 
FUNCTIONS tootr: 

Use for all common use internal Destroy Destroy 
managanent files, including functions whe wheJI.,..l-
performed outside the fil ing office.-----.yFs. old. -yf". old. 
May include correspondence or t~al - ~~ 
on the broad aspects of gned ..--.....~.,..,...... 
funct ion s gener~y.. Excl uded are .s-> ...... ~ •• 

reco~~s o~ecific assigned __ ,,,,~
 
fun~_~;~ ~, personnel ,.J>udg;t,

aAd accounting which~~~-~filed as
 
separate entitie~~er their
 
appropriat>~gOries.
 

F~n010giCallY by subject. 

1000-1	 pol icy and Procedure ___ 
Use for background material which ~stroy N/A Des~rDY-
dociment s the important aspects of.,..the when no ..,a·fter the 
development of Departmental HCy 1onger ...--~~-.-..-directive 
and procedure. needed • ....------ is issued 

or imme-
NOTE: See -1 for disposition diately 
~~ r~d;copy of Departmental when it 
~tives.	 is known 

that no 
action 
wi11 be 

FILE b 19in, series nunber or in taken. 
nological sequence. 

1000-1-1	 External or Non-Series InstructJons . II j/1
Use for material of a di~~tio'nal Destroy N~~._... ~·Oestroy &00; f-I 
nature which origin~~outside USDA when S/O.·.-·-·· when S/O.
 
or which or tq tnates within USDAbut is ~·'''·
 
not part of onnal Departmental _ ......
 
d irecti ystem. Incl udes commen'fs
 
and er material on proposed and
 

t st tnq instruct' ns'::-'" 

FILE b Iq tn , series number or in
 
01 og ical sequence.
 

1000-2	 Reports
Use for reports pertaining to Destroy N/A Destroy
organizations, authorities, and when when 
functions. 3 yrs. 3 yrs.

01d. 01d. 
FILE by agency and subject. 



... 

1000:"3 

~ 

J OOO-~ 

1000-4
 

1 e al phabet ically by
proj ect. 

Sc hed u1e s 0 f Da ily Act iv itie s 
Use for calendars, appointment books,
schedules, logs, diaries, and other 
records docunent lnq 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
level official s), the substance of 
which has not been incorporated into 
memoranda, reports, correspondence, or 
other records incl uded in official 
fil es. 

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 
substant ive informat ion regard in9 the
daily activities of other than high
1evel official s; 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 chronological 
sequence. 

N/ ~e steoy- when 
after no 
the yr. 1 onger
in which needed. 
the proj ect
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. 
01 d. 01 d. 

Destroy N/A Destroy
when 2 when 2 
yrs. old. yr s. old. 

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

p~~

GRS-16-7 

~ 

GRS-23-2a
Cs~ 

GRS-23-2b(~)
 

GRS-23-2c(S~) 



.. 

1010 

J,.JJ-OJ.:J
 

IDOO-2 

C-~uyv 
~V U 

~11./)·V 

If-

1011 

1012 

1013 

1020 

Organization
Use for material relating to 
organizational analysis and pla ngor changes in organization ctions;
documents relating to~ rall 
functions and mis iens; and copies 
of organi zati and functional 
sta~ement a~ual s, an~ ~h~_r..t'.Al so inclu materlal pertaJP~~g to the 
n~ er of position~~ grade
level s/series r t11red to perform
program mis 

phabetically by major and minor 
divi sions. 

Principles of Organization (General) 
Use for material pertaining to the 
operation, maintenance and improve-
ment of the organization system. 

FILE by subj ect. 

Organization Planning
Use for material pertaining to the 
planning, analysis and development of approved organizational units. 

FILE by subj ect. 

Manpower Planning
Use for material pertaining to the 
manpower needed to accomplish tasks. 

FILE by subj ect. 

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

FILE by subj ect. 

PE~RMANENT .Offer 
NAR tn yr.
blocks 
when 20 
yrs. 01 d. 

OP 
PERMANEN. N/A
Offer 0 NARS n 
5 • ~ao 

ocks "rZt 
when 20 yrs. old. 

OP 
PERMANEN. N/A
Offer 
NARS on ~ 
5 • ~:;rbocks 

hen 20 
yrs. 01 d. 

OP 
PERMANE • N/A
Offer 0 ~~. 
N A R in ;;;;:;':;7 
5 r • 020 ':f:1 

locks ~ 
when 20 
yrs. old. 

OP 
PERMANEN. N/A 
Offer ~ NARS n ~ 
5. 02fJ'Pd ocks o-eez 
when 20 

01 d. 

Destroy
when s/o, 

Destroy
when st». 

Destroy
when SlOe 

Destroy
when SlOe 

l' { Io-ov/~ 
GRS-16-13 

a & b 

NCI- ,,,·,77- &1 

~CoA 

~S-16-l3b 



1030 

~ 

J OOD - 3 

1040 

.LU...o.-d 
'000- 4-. 
M'l tq..J.! -..v,-J 

I.J .j...o.:~-~ s>
&5~. 3 . 

1041 

1041~1 

~J 

) DC - Lf-/ 

1041-2 

.U-O :) 
)00 _LL-2. 

I 

Delegations of Authority
Use for material on del ega,tjons"of Desy..oy N/A 
authority to iden0-f.i€d -positions ......-- .._-.-when S/O. 
or persons, aod---'t"emporary or .----
1 imite.cLkregations tOJosnlons or 
~s. »>: 

and minor 

Committees and BoardV'" 
Use for official m erial docmenting	 Destroy A 
the acconpl t stm t of official 2 yrs.
internal com' tees, boards, task after erm-
forces, an work groups. in ron of 

mmittee. 
ronological1y by subject. 

Committee Management
Use for material pertaining to the	 Destroy NIA 
continued monitoring of committee	 when 3 
activities.	 yrs. old 

or when 
FILE by committee title.	 no longer

needed 
for ref-
erence. 

Interagency or InternationaJ4 
Committees or Task Fo~ 

Use for agendas, ~ates, final 1: AHC when 5 years,reports and re mendations from old. Offer to ;'UIHS \ inter/intr agency cornmitt when 20 years old. It ask c esc ha ired!l.v 0 p
1 empl oyees ~-

II 

F.J. E chronologically by cormi t tee , 

Dest~ N/ A 
en 3 

yrs. oldr-el at i 
he	 or when 

·no 
longer
needed 
for ref-

chronol og ical sequence. erence. 

Destroy
when SID. 

Destroy
when 3 
yrs. old 
or when 
no longer
needed 
for ref-
erence. 

Destroy
when 3 
yrs. old 
or when 
no 
longer
needed 
for ref-
erence. 

Destroy
when 1 
yr. old. 

/;crr/1
 
GRS-16-12a 

(2) 

i'//()-c-:l~II 
GRS-16-12b 

(1) 
I!/ c (- I'.: -r-:7~ &) 

J;:tJA-.- «: \ 
cs- '\ co \ C'_ 

11//ICUj! '/ ;., 
GRS-16-12b 

(1)( b) 



· . 

1041-3 

~ 

1000- tI--3 

1042 

1043 

1044 

1050 

vLV-CLol 

100D -5 

Divisions/Branches/Secttons
Use for inte~~ meeting minutes 
and suppo.ct-ie records below the 
D~ level. 

F-

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 materlal pertalning to the 
establishment of other committees 
and boards. 

FILE by committee and/or board title. 

Intradepartmental RelatiQn~ 
Use for materia~Ol~lng issues of 
concern betwee A agencies. ~hen 

.--
NOTE- or Formal A ents and 

oranda of rstanding see 1314. 

De _trey N/A
en 3 

yrs. old 
or when 
no 
longer
needed 
for ref-
erence. 

N/A 

N/A 

Destroy N/A
2 yrs. 
after 
term-
ination 
of 
committee. 

De~tr~y N/A
no 

longer
needed 
for 
reference. 

Destroy
2 yrs. 
after 
term-
ination 
of 
committee. 

Destroy
when 
issues 
have been 
resolved. 

i;)/~rzr-o/I/3 
GRS-16-12b 

(l)(b) 

P~I1ceb 
~ 

~
 
~
 

~ 

GRS-16-12a 
(2) 

j;wv/S-



1051	 Relations with Field Activities 
Use for routine material pertaining Destroy N/A Destroy
to the daily activities of field when no when no 
offices. longer longer

needed needed 
FILE by subject in chronological for for 

sequence. reference. reference. 

/tJ5J- J 



1100
 

1100-1 

1100-1-1 

1100-2 

~ 

l/oo-2.-J 

MANAGEMENTIMPROVEMENT 
Use for material of a ~Eral nature 
which pertains to t evaluation 
and constant ef t to impr~
the effecti ess of apJ}r~ed 
pr oqr-ems, d the ef 'ctency of thei r 
oper~t1ons whi are not described 
~where' this category. 

F. 

Policy and Procedure 
Use for background material~.ett Dest.coy
documents the importan~."as-pects of the ...-when no 
development of Depactmental pol icy ~ longer 
and procedure. ~~ needed. 

NOTE: ee~010-1 ~~position
of cord co Departmental

rectives 

FILE by orlgln, series number or in 
chronological sequence. 

External or Non-Series Instructio~~
 
Use for material of a direc9..ona1< Destr..ey
 
nature which originate~~side USDA ~n S/O.
 
or which originate ...wfthin USDAb~
 
is not part 0 fonnal Depa,(;.tmefital

directiv ystem. Inc!.,yde-$'comments

and~ er materi al ,J)1l"1lroposed and
 
&Klsting i~ctions.
 

FILE j)~igin, series number or in 
c.mcc>nological sequence. 

Operation Costs ~D 
Use for records ~urrent operatln~~Destroy 
costs and rel-afunship o~.sts-tO when 3 
func t ion.erfd perform~J,lG-e. Incl udes yrs. 01 d. 
cos~uction~nd~proved effective-
n~ i~epation. 

F~y FY in chronological sequence. 

N/A
 

N/A 

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
after the 
di rective 
is issued 
or imme-
diately 
when it 
is known 
that no 
action 
wi11 be 
taken. 

Destroy
when S/O. 

Destroy
when 3 
yrs. old. 

II)/ /too: 

/;I01J/I

GRS-16-1d 



1100-3 

1100-4 

~ 

It 00-3 

Reports 
Use for reports pertaining to manage-
ment improvements. 

FILE by agency and subj ect. 

Proj ect Control 
Use for menoranda, reports endother 
record s doc unent i ng ass i.9.nments, 
progress and com~retio'n of proj~ts~ 

~....--' .,...----
F~ file al~betlcally by 

. e of proj ect ..·...- ~ 

PED 
Destroy 
when 
3 yrs.
01 d. 

Destc.oY 
..J~~f. 
after 
the yr.
in which 
the 
proj ect 
closed. 

is 

N/A 

N/A 

Destroy 
when 
3 yrs.
01 d. 

Destroy
when no 
longer
needed. 

///0-0/3
GRS-16-7 

1110 Management Policies and Procedures 
Use for material pertaining to the 
golicies and procedures developed 
y management to carry out the re-

quirements of programs. 

FILE by subject. 

PED 
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A Destroy
when no 
longer
needed. 

1120 Management System Devel opnent 
Use for materi al p~rtaining to 
the dev el opnent of managenent 
systems. 

FILE by subject. 

PED 
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A Destroy
when no 
longer
needed. 

~ 

1121 

1130 

~ 

/ I DD - 2 

Proj ect Managenent 
Use for material pertaining to the 
assurance that" proj ect operat ions 
are going well. 

FILE by proj ect name. 

Managenent Studies and Analx~ 
Use for intra/ inter agepCJ1 management 
improvenent stUd~ analyses.
Also includ~ ted analysis and 
feeder re s , 

PED 
Destroy
when no 
longer
needed 
for ref-
erence. 

PED 

D~ n no 
longer
needed 
for 
reference. 

N/A 

N/A 

Destroy
when no 
longer
needed. 

Destroy
when no 
longer
needed. 

j;/rn(~
GRS-16-5 

~~ 

~ 



1131 Workload Analysis and Measurement 
Use for material pertaining to 
workload analysis and measurement. 

FILE by subject and in chronological 
sequence. 

PED 
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A Destroy
when no 
longer
needed. 

1132 Productivity Analysis 
Use for material pertaining to the 
analysis of the pr~ductivity of 
continuing activities. 

FILE by subject. 

PED 
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A Destroy
when no 
longer
needed. 

1140 Management Improvement Programs 
Use for material pertaining to 
specific management improvement 
programs. 

FILE by subject. 

PED 
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A Destroy
when no 
longer
needed. 

1140-1 

1140-2 

~ 

1000-5-1 

!Jvv~;'" 
~ 

Reform 188 
Use for material pertaining to the 
policies and procedures developed by
management to carry out the 
Reform 188 program. 

FILE by project name. 

Federal Field Structure 
Use for material pertaining ~Re 
development of governmental icy
and procedures and the ~pnftoring ~ 
and coordination of programs relatiV9 
to the housing together of act tvtt fes 
with serve t same geographi~al
area. ,...'

"/JO"':" 

/'Case file by location 

PED 
Destroy
when no 
longer
needed 
for ref-
erence. 

PED 
D~,$tfoy

~hen 6 
yrs. old. 

N/A 

When 
3 yrs. 
01d. 

Destroy
when no 
longer
needed. 

Destroy
when no 
longer
needed. 

Ij;~/S/t 



PROGRAMPLANNINGANDEVALUAT N 
Use for material pertai~rp.n to 
projected program plann1ng,
impl anentation~mf monitoring of 
operati~~lans, and goals. ~. 

Des~r~ 
wh~~. 

~s. 01 d. 

. N/A Destroy
when no 
longer
needed , 

1200-1 

FIL~rphabetically by major a~ 
m1nor subdivisions. 

pol icy and Procedure 
Use for background material 
which documents the important aspe
of the development of Departme 
pol icy and procedure. 

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

FI by orlgln, serie n~ or in 
ronol og ical sequ~ umber 

Destr oy>
whe~.,no
l~ger 

~'eeded. 
/r 

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

'l/J.crv/ I 
GRS-16-1d 

1200-1-1 External or Non-Series Instructtpr(s
Use for material of a directj.o1fal 
nature which originates 0 t~ide UVDA 
or which originates wi n USDAbut 
is not part of a f al Departmental
directive syst~. Includes commen 
and other mgt1frial on proposed R 
existing structions. 

Dest~ 
wh n S/O. 

N/A Destroy
when S/O. 

FIL Y orlgln,
ronological 

series 
sequenc • 

in 

1200-2 

1200-3 . 

~ 

12~o-2 

Reports
Use for material pertaining to program
planning and evaluation reports. 

FILE by agency and subject. 

Proj ect Control 
Use for manoranda, reports ang......ottfer 
records documenting assjgnments, 
progress and compl ~t·ion of proj ects. 
Incl udes wee l.y·'-tc:'"tiv ity reports. 

FILE· Case file alphabeticall
¥tl e of proj ect. . 

Destr 
1 • 

fter 
the yr.
in whic h 
the proj ect 
is closed. 

Destroy
when 3 
yrs. 01 d. 

NI A 

N/A Destroy
when 3 
yrs. old. 

Destroy
when 
no 
longer
needed. 

nj;Jo-o/4
GRS-16-7 



1210 Program Goals and Objectives 
Use for material pertaining to the 
program goal s and objectives set forth 
to accompl ish a particul ar goal. 

FILE by position number. 

Destroywhen no 
lonaer nee ed 
for ref-
erence. 

N/A N/A 

1220 Program Pl anning 
Use for mater ia1 pertaining to the 
planning set forth to accanpl ish 
effective approved prog ram s. 

FILE by subj ect. 

Destroywhen no 
lonaer nee ed 
for ref-
erence. 

N/A N/A 

1230 

1240 

erogram Rev iew and Eval uation 
Use for material perta in ing to 
criteria used to evaluate programsand their results. 

FILE by subject in chronological 
sequence. 

erogram Im~act Anal~sis 
Use for materi al pertaining to the 
impact of certain programs. 

FILE by subj ect in chronological 
sequence. 

Destroywhen no 
lonaer nee ed 
for ref-
erence. 

Destroywhen no 
longer
needed 
for ref-erence. 

N/A 

N/A 

N/A 

N/A 

1250 

1260 

Program Deci sion Systems
Use for material pertaining to 
systems developed to support
decisions necessary to continue an 
effective program. 

FILE by subject. 

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

NOTE: For proposed legislation, 
see 1300-2. 

Destroy
when no 
longer
needed 
for ref-
erence. 

Destroy
when no 
longer
needed 
for ref-
erence. 

N/A 

N/A 

N/A 

N/A 

\~.!~ 

FILE by subj ect in chronological 
sequence. 



1300 EXTERNALRELATIONS	 ECR
 
Use for material involving high level PERMANENT:_ When /Destroy 
policy issues of concern to the Offer 'to 5 y.,-rs. when 3 
Department and foreign countries, NARS'in ord , yrs. old. 
States, and local governments; other ...,~ yr. ~~~/
Federal departments; and both public r'/ blocks /~

and private organizations and .> when 20
 
institutions. Also includes rela(ions yrs,./old.

with the President and members ~of his /~

staff and Congressional committees,
 /r 

Members of Congress an",dcooper-at i ve //~
 
agreements whi ch ar:,e'11Ot located in'
 
other subjects af~as of the file·plan.


1"0\-:	 .-~ 

,..-.	 ,.i>'" 

NOTE: Microfilmed incoming'correspond-
en/destrOyed Wh~/Yrs. old.
 

RiLE by Organiza~. 

1300-1	 Policy and Procedure '/130-0/1
Use for background material which D~$troy ;J1-A Destroy GRS-16-1d 
documents the important aspects of th~hen no ~ after the 
development of Departmental poli;J"'"-~" longer / directive 
and procedure. /,r neeg.ed. is issued 

or imme-
NOTE: See 3010-1 fOr_Gi~tion diately
of record copy of 'partmental when it 
directives. is known 

that no 
action 

y origin, series wi 11 be 
ronological sequen e. taken. 

1300-1-1	 External or Non-Series Instructions 
Use for material of a directional Destroy w« Destroy
natur~ whic~ ~riginat~s ~utside USD~_~-·~when S/~/~ when SIO. 
or WhlCh or tqtnates wlthln USDJt·-but »" 
is not part of a formal D~par(mental /~
di recti ve system. IncJ-udes comments 
and other materia~<15il proposed and/" -
existing ins raCtions. ~ 

FILE~ origin, series n~er or in
 
~nological sequenc~
 



1300-2 

J..».()J.;J 

13{)o-3 

~f 

1300-3 

~ 

/3!JD-L/-

1300-4 

~ 

13Db-5 

1300-5 

Legis1 ative Proposal s
 
Use for comments and other mater' ~
 
1egi sl at ive proposal s ,
 

NOTE: All Offi : Office respon [b l e
 
for prepari the materia~i11 retain
 
:~;~~ yrs. and ;stroy. Other
 
~C~ will destroy copies when 1 yr. 

FIL~...J'~:'llY by House and
 
~ate.
 

Public Relations Correspondence ECR
 
Use for general correspondence from Dest~Y/ N/A
 
the pub1 ic ref1 ecting individual af,ter 5
 
opinions pertaining to general ~s.
 
programs of the Department not ~ r//

involving any administrative actio~-'
 
beyond the preparation of a fO,!yv/ ./<r

reply. / ,,/
 

./ /,/ .. 
NOTE: Record s from farm" /'
organi zat ions and oJhe'r groups are / 
not inc1 uded in ,this item since //.
such opinion§/are constantly referr~d/ 
to by the Depar-tment in the formu-:" 
1at ion .o,f'-'agric u1tura1 program <'and 
pol i~jes. For these records see 1300. 

,/ 
P{LE by control number a 

Alphabetical Name File AR~
Use as a record and crg.s-! reference ERMANENT. When 
of signed incoming;.n0 outgoing Offer to 5 yrs.
mai 1 addressed tpft)y Secretary and, NARS in 5 01d. 
his immediate aff. ~ yr. blocks 

when 20 
FILE a1 abet icall y by graphical yrs. 01d. 
10 ion, addressee,:rlt1e, 

ganization or age~y. 

Reports
Use for material pertaining to Destroy N/A
external relations reports. when 3 

yrs. old. 
FILE by agency and subject. 

(See NOTE) ;;-301)/3 

..-
Destroy 
after 1 

/yr. 

N/A 

Destroy
when 3 
yrs. old. 

http:incoming;.n0


," 

1300-6 Proj ec t 
Use for 
record s 
prog ress 

Control 
manoranda, and 
doc unent i ssignments,

and pletion 

proj ec . 

other Qest-ray' 
yr.

after 
the yr.
in which 
the proj ect 
is closed. 

N/A Destroy
when 
no 
longer
needed. 

'//30-0/0 
GRS-16-7 

1310 Exec ut ive Branch Relations 
Use for materi a1 pertaining to 
relations with other executive 
agenc ies. 

USDA 
branch 

Destroy
when 5 
yrs. old. 

N/A N/A 

FILE by subj ect 
sequence. 

in chronological 

1311 White House and Executive Office 
Relations 

Use for material pertaining to USDA 
relations with the White House 
or the Executive Office. 

Destroy
when 5 
yrs. 01 d. 

N/A- N/A 

FILE by subject 
sequence. 

in chronological 

1312 Interde~artmental Relations 
Use for materi a1 pertaining to 
relations between USDAagencies 
and sta ff offi ces. 

FILE by subject in chronological 
sequence. 

Destroy
when no 
longer
needed. 

N/A N/A 

1313 Ian Rorar;t Agenc ies 2 Commiss ions, 
Task Forces, etc. 

Use for materi a1 pertaining to 
relations with temporary agencies,
commissions, task forces, etc. 

Destroy
when no 
longer
needed. 

N/A N/A 

FILE by subj ect 
sequence. 

in chronological 



1314 

~ 

/300-2
 

~ 
~ 

1320 

1321 

1322 

Formal Agreenents and Memoranda of 
Und er stand ing

Use for material relating to agree-
ments between USDA agencies;
between USDA and other Federal,
State and local agencies; and between USDA and nonfederal organizations or 
agencies and foreign countries. Thes 
agreenents relate to providing or 
obtaining various types of suppor 
services including administrat" e 
facilities, payroll and sim~r 
support on a onetime ~r c ntinuing 
basis; and on a reimbur ble or 
nonreimbursab 1e basi;. Includes 
cooperative agreenents, memorand 
understanding, ~ndments, rev~ 
comments, relpted correspond riCe, 
and sim il~ocuments. 

FILE a~~betically b~ gency or 
org,9r(ization,geogr hical location, 
~~ressee name, 0 title. 

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

FILE by subject in chronological 
sequence. 

Senate Relat ions 
Use for material pertaining to USDA 
relations with Senate members and/ortheir staff. 

FILE by subject in chronological 
sequence. 

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

FILE by subject in chronological 
sequence. 

De styroy /" N/A
5 yrs 
aft~ 

~~ira-ion or 
cancell-
ation of 
agreene t. 

Destroy N/Awhen 5 
yrs. old. 

Destroy N/A when 5 
yrs. old. 

Destroy N/A
when 5 
yrs. old. 

Destl»Y 
2 .¥J"S. fter 
expi ra-
tion or 
cancell-
ation of 
agreenent. 

N/A 

N/A 

N/A 



1323	 Congressional Hearings and Testimony
Use for material pertalning to the 
preparation of material to be delivered 
before congressional hearings and/or 
test imony. 

FILE by subject in chronological 
sequence. 

- - . 1324 GAO/GPO/Other Legislative Branch 
Relations 

Use for material pertaining to 
relations with GAO, GPO, and other
legislative agencies. 

FILE by subj ect in chrono1 og ica1 
sequence. 

1325	 Reports to Congress
Use for material pertaining to the 
preparation and submission of reports 
required by Congress. 

FILE by tit1 e and/or number of report 
in chronological sequence. 

1330	 Judicial Branch Relations 
Use for material pertaining to 
relations with the Judicial Branch agenc ies. 

FILE by subject in chronological 
sequence. 

1340	 State and Local Agency Relations 
Use for material pertaining to 
relations with State and local 
agenc ies. 

FILE by subject in chronological 
sequence. 

1350	 International Relations 
Use for material pertaining to 
international relations. 

FILE by subject in chronological 
sequence. 

Destroy
when 5 
yrs. 01d. 

N/A N/A 

Destroy
when 5 
yrs. 01d. 

N/A N/A 

Destroywhen 5 
yrs. old. 

Ni A N/A 

Destroywhen 5 
yrs. old. 

N/A N/A 

Destroy
when 5 
yrs. old. 

N/A N/A 

Destroy
when 5 
yr s , 01d. 

N/A N/A 



1360 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. 

1370 Industrial and Commercial 
Organizations

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

FILE by subject in chronological 
sequence. 

1380 professional Societies and 
Associations 

Use for material pertaining to 
relations with professionalsocieties and associations. 

FILE by subject in chronological 
sequence. 

1390 Educational Institutions including 
Libraries, Museums, etc. 

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

FILE by subject in chronological 
sequence. 

Destroy
when 5 
yrs. 01 d. 

N/A N/A 

Destroy
when 5 
yrs. 01 d. 

N/A N/A 

Destroywhen 5 
yrs. 01 d. 

NIA N/A 

Destroywhen 5 
yrs. 01 d. 

N/A N/A 



1400 PUBLIC AFFAIRS	 ECR
 
Use for requests for information from N/A
the general public and replies
involving no administrative action,
no policy decisions, and no special
compilations or research for reply 
including requests for informati 
and inquiries to which replie re 
made by printed or duplicat
material, requests for p ications,
photographs and autogr. hs, and
acknowledgements an replies; letters 
of and concernin referrals to 
other agencies or replies, request 
for impress· n of Department seal 
etc. 

y control number, na e, or subject
applicable. 

1400-1	 Policy and Procedure 
Use for background material which ~troy N(A.-<
documents the important aspects of t.he· when no ~/
development of Departmental pol tcy :" longer,../
and procedure. /' needed," 

NOTE: See 3010-1 for/l-fsposition .' ///<'
of record copy of.Pepartmental ~ 
directives. 

FILE orlgln, series in
 
onological seque
 

1400-1-1	 External or Non-Series Instructions 
Use for material of a directi~nal Destroy ~·~/Anature which originates outside when SiD. 
or which originates within ~ bUV~' is not part of a formal piartmental '
 
directive system. I des comments
 
and other materia n proposed a
 
existing inst tions.
 

FILE b origin, seri;.s' umber or
 
c onological sequence.
 

1j;~01)//
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/O. 



~1400-2	 Reports

Use for material pertaining to publ ic Destroy N/A Destroy

affairs reports. when 3 when 3
 

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

1400-3	 Proj ect Control '1/L/ ()1J /3
Use for memoranda, repor and other Destc.oy N/A GRS-16-7 
records documentin ignments, ~. 
progress and c etion of proj~t~ after 

~ the yr. 
FILE: se fileVbe'tlcallY by in which 

. e of project the 
pr ect 

/fs closed. 

1410	 Publ ishing OGPA
 
Use for general material pertaining Destroy N/A Destroy

to the publishing of USDA publications when no when no
 
which does not fit elsewhere in this longer longer

category. needed needed
 

for ref- for ref-
FILE by title of issuance in erence. erence. 

chronological sequence. 

1420 Composition and Printing MRMD
 
~ Use material ...... D~.~t.f'1)y N/A Destroy
for general pertaining


/ 3 to t he comp<?sitio~nd'-pr~nting of ...--when3 when 1
1Lf)()()- mater ial whlch,.does not flt elsewher~ yrs. old. yrs. old.cJ~j~.~ ~:)n th~-$ry. ~~ 
hl.~ q. NY.,J\.~ t F'..Hiby agency and j olvnumber. 

1420-1	 Project Files MRMD
 
Use for material pertaining to the N/A
~ execution	 of composition, printing,

ItD6{)~ 3-1	 binding, dupl ication, and distribution

of jobs. Incl udes requisitions, bill ,
samples, manuscript clearances, a 

~.~ related papers. Does not incl e (1) requisitions on the P lC - IVs:-J:LOO Printer and related rec s; and 
(2) records relatin 0 services
 
obtained outside e agency_
 

NOTE: 

F 

http:Destc.oy


1420-1-1 

~ 

I {p (jO - 3-2 

Project P1anning 
Use for material pertaining to 
planning and other techni~~lfttters. 

Lt::.;nNOTE: Control registe~ pertainivgto requisitions and rk orders are to 
be destroyed 1 yr fter close of FY.· 
in which compil or 1 yr. after 
filling of r ister, whichever.,)~ 
app1icab1 • (GRS-13-4) ~ 

FIL Y subject in chro.n~giCa1 

Destroy
when~/3'
yr..s:01d. 

N/A N/A 
tfliP (J{J l)d--

GRS-13-3b 

1420-1-2 

llotJb-.3-3 

1421 

1422 

JCP Reports
Use for reports to Joint c~11rtee on Printing regarding pefation of 
Class A and B Plan and inventories of printing, b i lng, and re1ated 
equipment lass A and B Plant or m sage. 

in chronological 

COPy and Duplication
Use for material pertaining to the 
reproduction of printed material 
in fast copy centers. 

FILE in chronological sequence. 

Photocomposition
Use for material pertaining to 
photocomposition. 

FILE by job nunber in chronological 
sequence. 

OGPA 
De~r'6y

hen 3 
yrs. 01d. 

Destroy
when S/O. 

MRMD 
Destroy
when no 
longer
needed 
for ref-
erence. 

N/A 

N/A 

N/A 

Destroy
1 yr.after 
date of report. 

Destroy
when S/O. 

MRMD Destroy
when no 
longer
needed 
for ref-
erence. 

1t/16()O/·43 

GRS-13-6a 
& 6b 

1430 
JJJ..O.d 

1000-3-tj-a~ 
Publication Distribution 
Use for material pertaining to 
publication distribution. In es 
revisions and deletions ailing
1ists • 

Destroy
when 
change
is 
com-
p1eted. 

~ 
sequence. 



1440	 News Releases, Speeches, and 
iliFf o-v(J-Current Information	 OGPA 

~ Use for copies of formal informJttOnal 
releases and publications, ~~s/LJ-otJ-2 conference transcripts, fflcial 
speeches, and indexes ereto.

~-<irJ 

phabetically by author r 
19inator. 

1450	 Radio and Television 
Use for agency-sponsored radio or 
television news releases. 

FILE by subject in chronological 
sequence. 

1460	 Media and Public Liaison 
Use for media appearances by agency
representatives and the prepared 
material used when acting as 
public liaison. 

FILE by subject. 

1470	 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. 

1480	 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. 

PERMANENT. /-K Destroy NCI-16-78-2 
Releases - when no Items 3&4 
Offer longer
NAR hen ~ needed 

yrs. old ~~forSpeeches - ~~ reference.Offer to 
NARS 
when 10 yr iff/
01d. .~~ 

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

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

Destroy N/A N/A GRS-21-10 
1 yr.
after 
final 
publi-
cation 
or 
when no 
longer
needed. 

Destroy N/A N/A GRS-21-4 
when no 
longer
needed. 



1490 Video and Film 
Use for material pertaining to agency Destroy N/A N/A GRS-21-31 
spon sored film or v ideo record ings. 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	 LEGAL AFFAIRS AND PROCEEDINGS 
Use for materi al of a general nat-ure-which pertains to hearings and--' 
other legal proceeding~~~1Ore the 
Department of Agr~fure which 
are not descr" eCfelsewhere in this 
categor 

F. 

1500-1	 Pol icy and Procedure
Use for background material which 
documents the important aspects of t 
development of Departmental polic
and procedure. 

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

FI Y orlgln, ser" s number or in 
hronological s uence. 

1500-1-1	 External or Non-Series Instructions 
Use for material of a directional 
nature which originates outside,YSDA or which originates within 5n~but 
is not part of a formal partmental
directive system. udes comments and other materi on proposed and 
eXisting ins ctions. 

FILE origin, series n 
onological sequen 

1500-2	 Reports
Use for material pertaining to legal 
affairs and proceedings reports. 

FILE by agency and subject. 

....-·{}Gt
Destroy NtA when 3 »>: 
yr~la. 

DestroY/I'Awhen 3 yrs. ,..• 

Destroy N/A
when 3 
yrs. 01 d. 

Destroy
when 1 
yr. 01 d. 

Destroy GRS-16-1d 
after '/15()O/1thedirective 
is issued or imme-
diatelywhen it 
is known 
that no 
action 
will be 
taken. 

Destroy
when 1 
yr. old. 

Destroy
when 3 
yrs. old. 



1500-3 Proj ec t Control 
Use for memoranda, reports ~-other 
records doc unent inq assi Mlents, 
progress and compl 'on of projects. ~ 

Destroy~A 

the yr.in which 

Destroy
when no 
longerneeded. 

"/150-0/3 
GRS-16-7 

the 
FIL' Case file alpha titl e of projec • 

proj ect
is closed. 

1510 Coordination and Clearance Services Use for material pertaining to coord-
ination and clearance of material(s). 

Destroy
when SlOe 

N/A N/A 

FILE by subject in chronological 
sequence. 

1511 Legislative Review 
Use for material pertaining
of 1eg islat ive materi al • 

to review Destroy
when SlOe 

NfA N/A 

FILE by subject in chronological 
sequence. 

1512 Regulatory and Program Review 
Use for material pertaining to regulatory and program reviews. 

OBPA Destroy
when SlOe 

N/ A N/A 

FILE by subj ect inc hronol og ical sequence. 

1513 
~ 

J!5 00- 2 
~~)t1& 

N/A Destroy
when 1 
yr. old. 

1520 Legal Proceedings
Use for material pertaining to legal 
proceedings before the Department of 
Agricul ture. 

OALJ/OGC
Di spose 
of 
according
to ~ 

N/ A Destroy
when si». 

FILE by subject in .chronological 
sequence. 

agel'ley' s 
disposition
schedul es 



1521 Departmental and Admin i strat iv e 
Proceealngs

Use for materi al pertaining to j udg-
ments rendered by Departmental and/ or 
admini strat ive personnel. 

FILE by subject in chronological 
sequence. 

OALJ/OGC
Di spose 
of 
accord i ng 
to 
agency' s 
d i sposit ion 
schedul e. 

N/A Destroy
when S/O. 

1522 Judicial Proceed i ng s 
Use for material pertaining to the 
judgments handed down by the courts. 

FILE by subject in chronological 
sequence. 

OALJ/OGC
Di spose 
of 
according 
to 
agency' s 
di sposit ion 
schedul e. 

N/A Destroy
when S/O. 

1530 8nRlo~ee Involvement in Legal
Proceedings

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

FILE by subj ect in chronological 
sequence. 

OGC 
Di spose 
of 
accord ing 
to 
agency' s 
di sposition 
schedul e. 

N/A Destroy
when S/O. 



FACILITIES AND SPACE MANAGEM~~T 
Use for material pertainjOAij" to the 
overall or general r9Ut1ne 
facilities and sFPc€management
activities whi are not specifica1
described the foll owi ng categ 

FMD 
D troy 

en 3 
yrs. old. 

N/A 

1600-1 

FILE y subj ect in chrono1 og' a1 
quence. 

Policy and Procedure ~D 
Use for background material which 
which docunents the important aSflec s 
of the dev el opnent of Departm.en'tal
policy and procedure. ~ 

NOTE: See 3;X10-1 ~~SPosition ~ 
of record copy' Departmental ~~ 
directives. ~ 

DestroVNL 
when no 
longer
~~d. 

/ 

FI by origin, 
ronol og ical 

seri~~umber 
sequ£nce. 

or in 

1600-1-1 External or Non-Series Instructiop<"
Use for material of a directi~.na1 
nature which originates ou:t-slde USDYAen 
or which originates witht~ USDAbut is 
not part of a forma epartmenta1
directive system Includes comme 
and other mat 1al on proposed
eXisting i ructions. 

FMD 
Destroy 

S/O. 
N/A 

FIL y orlgln, 
rono log ic a1 

series 
sequen e. 

in 

1600-2 Reports
Use for facil ities management reports. 

FILE by agency and location in 
chronological sequence. 

FMD 
Destroy
when 2 
yrs. old. 

N/A 

Destroy
when 1 
yr. 01d. 

"/1(P()7)/1
Destroy GRS-16-1d 
after the 
directive 
is issued 
or imme-
diately
when it 
is known 
that no 
action 
wi 11 be 
taken. 

Destroy
wh~n S/O. 

Destroy
when 2 
yrs. 01d. 



1600-3
 
r rts and other 

records docunent.i assignments
ompletion of ects. 

FILE' Case file al title of pr . ct. 

estroy
1 yr.
after the yr.
in which 
the proj ect
is closed. 

NIA Destroy
when no 
longer
needed. 

GRS-16-7 

1'/1&0-0/3 

1610 
JJJ.a..,oJ 
lLoOD- f• 

~~ 

ace Plannin Classification a ~C 
Use for material pertaining he 
general management of s planning,
classification and not describe~ 
below. ./ 

FILE c ologically by a~ and 
1 ion. 

FMD 
D~§troy

~en 2 
yrs. old. 

N/A Destroywhen 2 
yrs. old • 

fI~00-0 /1
/ I / 

1620 
J...V..W,:) 

I wOO - If-/ 

~ 

Space Acquisition and Assignm 
Use for material pertaini 0 the acquisition, alloc on, and 
release of space. cludes building plans used in s e planning,
assignments nd adjustments. 

FILE ronologically by
cation. 

assi gn-
ment, or 
when lease 
is cancel-
1ed, or 
when plans are S/O. 

N/A Destroy
2 yrs.after 
termina-
t ion of 
assign-
ment, or 
when 
1ea se is 
cancell ed 
or plans 
are S/O. 

GRS-1l-2a 

1620-1 

~ 

l~t{)-Lf--2 

Reports
Use for mater ialpert . 1119 to 
reporting of occ space in Metro Area ield locations. 

N/A Destroy
when 1 
yr. old. 

/;&~/~/ 



1630
 

1640 
~ 

Jl.oo{J-5 

~~ 

~-o~ 

1650 

1660 

Space Utilization 
Use for material 
full utilization 

pertaining
of available 

to the 
space. 

FMD 
Destroy 
2 ?trs. a ter 
termi-
nation 
of 
assign-
ment, 

N/A N/A GRS-1l-2a 
(>~) 

or 
when 

FILE chronologically 
and location. 

by agency 

1ease 
is 
cancell 
or 
when 
pl ans 
S/O. 

ed , 

are 

Alterat ion sand Maintenance, FMD 
Use for material perta~ to Dest!J.l( 
alterations and mai~ ance serVic~onths 
excluding fiscal c leSe fter 

work 
NOTE: For f" al copies, see 22 is 

performed 
or 
requi s-

FI chronologicall and it ton is 
ocation. cancelled. 

N/A Dispose
of when 
work is 
conpl eted. 

G~1-5 
II /0{)-o/~ 

Building Safetl:/Security
Use for mater i a1 pertaining
safeguarding of facil Hies 
sabotage and unauthorized 

to the 
against 

entry. 

FMD& DIG 
Destroy
when 3 
yrs. old, 
or upon
discontin-

N/A N/A GRS-18-10 

FILE by subject 
sequence. 

in chronological 

uance 
of 
fac il ity,
whic h-
ever is 
sooner. 

Parking Services 
Use for mater i a1 pertaining to 
allocation of parking spaces.
Includes standard criteria for 
sel ect ion. 

the 
FMD 
Destroy
when S/O. 

N/A N/A 

FILE by agency and name(s). 



1670 Utility Services 
Use for material 
utility services 
ment. 

which pertains to 
used by the Depart-

FMD 
Destroy
when 3 
yrs. 01 d. 

N/A Destroy
when 2 
yrs. old. 

FILE by subj ect. 

1680 Conference Rooms/Auditori urns/Vendor 
Services 

a. Use for material pertaining to 
assignment of conference rooms and the 
auditorium, including set-ups, e.g.,
podiums, microphones, etc. 

FMD 
Dispose
of when 3 
months 
01 d. 

N/A Destroy
after use of 
facil ities. 

b. Use for material related to vendor 
serv ices. 

FILE by agency in chronological sequence. 

Destroy
when no 
longer
needed. 

N/A Destroy
when no longer
needed. 



1700 INVESTIGATIONS AND AUDITS
 

1700-1 

1700-1-1 

1700-2 

Use for material of a general nature De~~ ~/A estroy
pertaining to internal and external en 3 when 2 
investigations or audits not cover~.~s. old/~ yrs. old. 
e1 sewhere under ..thi s category.-----<--fOr ",./"personnel management aud its;and . ~ 
investigations of spec] ·~cagency .~ 
employees, inc1 ud i esk aud its, /r.~ 

see 4050-2; fo M reviews, se 150). 

in 

policy and Procedure 
Use for backg round materi a1 which N/A Des~ 
documents the important aSfects of the ter the 
development of Departmenta po1icy~ d irec tive 
and procedure. ~. is issued 

/ or imme-
NOTE: See 3010-1 for djspO'sition of diately
record copy of Depactmenta1 when it 
directives. ~ is known 

that no 
action 

FIL~' series n in wi11 be 
.c1lrono1og ica1 sequen	 taken. 

External or Non-Series Instructions ~ 
Use for material of a direction~a~frOy N/A D~stroynature which originates outside USD when S/O. "'WhenS/O. 
or which originates within USDA t 
is not part of a formal D~artmenta1 
directive system. Inc]..ydescomments 
and other materi a1 """-proposedand 
existing instr lons. 

FILE	 b rigin, series number/or in 
nol oq tc al sequence. 

Reports
Use for material pertaining to invest- Destroy N/A N/A
igative and audit reports. when 3 

yrs. 01d. 
FILE by agency in chronological 

sequence. 

GRS-16-1-d 

/17CHJ/ I
 



1700-3	 Proj ect Control
 
Use for memoranda, reports and ~
 ~ records dccunent inq assignme ts, 

17!J{)-2 progress and completion projects. 

FILE: ase file alphabeticalitle of project. 

1710	 INVESTIGATIONS 
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 fi1 e for 3 yrs. and destroy 
copies when no longer needed. 

FILE by organization in chronological 
sequence. 

1720	 Aud its
 
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. 

Destr~y	 _ N/A stroy GRS-16-7 1 yr.	 when no 
after	 longer jt7O-U/d.-t a-yr ,	 needed. 

n which 
the 
proj ect
is closed. 

(SEE NOTE) 

(SEE NOTE)
 



EMERGENCYPREPAREDNESSAND 
CONTINGENCYPLANNING 

Use for copies of plans or direcJive'S"'~ 
pertaining to the formulation and 
impl anentation of pl an sI-such as 
evacuation plans) Jor....·protection of 
1 i fe and prope.rty"during anergency
conditions~ ~-"-J ~ 

,...-
,~GPA

Destroy
3 yrs. 
after 
issuanc 
of a

plan 

N/A GRS-18-28b 

'j;8o-rr 

~~rOn010giCal sequenc~ ~~rective. 

1800-1 Policy and Procedure 
Use for background material which 
documents the important aspects of 
development of Departmental policy
and proced ure , 

NOTE: See 3010-1 for di~o ition 
of record copy of D~ental 
directives. .,/ 

FILE or iq tn , series number or~_· 
ronol og ical sequence. 

the 
N/A Destroy

after.;'" 

"~'~~;tive 
.". is issued 

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

GRS-16-1d 

/;<tMJ/t 

1800-1-1 External or Non-Series Instructions 
Use for material of a directional ../ 
nature which originates outside jJ.SOK' 
or which originates within USBA'but 
is not part of a formal~partmental
directive system. jRcfudes comments 
and other materj..a'Y'on proposed and 
e~isting in tfUctions. 

~ 
Destroy
when S/O. 

-. --~ 
~ 

N/A
,,'/ 

,.... 
~troy

when S/O. 

FIL y origin, 
ronological 

series 
sequenc 

n 
• 

1800-2 Reports
Use for emergency preparedness 
contingency planning reports. 

FILE by agency in chronological 
sequence. 

and .gestro, 
wl:len 3 
yrs. 01 d. 
OGPA 

CGr:S 1$3 /3~ 

N/A Destroy 
when 3 
yrs. old. 



1800-3 

~ 

Jg~o-2.
 

1810 

1820 

1830 

Proj ect Control
 
Use for memoranda, report nd other
 
records docunent lnq gnments, ~~
 
progress and CO!l1f} tion of proj~ct-s':""
 

FILE· ase file alp ically by 
. le of projec 

Emergency Proced ures and Plann ing 
(Crisis Management)

Use for material pertaining to 
evacuation, relocation, and continuity
of operation, personnel assignments
and related procedures. 

FILE in chronological sequence. 

Civ il Defen se Program
Use for material pertaining to civil 
defense di sasters 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.,fiooding, fires, etc. 

FILE by subject in chronological sequence. 

D~tr~y
yr.

after 
the yr. 
in 
which 
the 
project
is closed. 

N/A Destroywhen no 
longerneeded. 

GRS-16-7 

j;gOOI~ 

OGPA Destroy
when S/O. 

N/A N/A 

Destroywhen S/O. 
N/A N/A 

Destroywhen no 
longerneeded 
for 
reference. 

N/A N/A 



2000 BUDGET DEVELOPMENT,
AND EXECUTION 

PRESENTATION 

Use for material of a general nature 
which pertains to the preparation
development, review, adjustmep ,
submission, and approval f-ihe 
budget. Includes repo ,schedules
charts, estimates nd related 
documents whi do not fit 
elsewhere· this categaty. 

Destroy
3 yrs. ~ 
after"""'-...-..crose 
of FY 
covered 
by
budget. 

N./A' Destroy
3 yrs.
after 
close 
of FY 
covered 
by
budget. 

F by agenc~ 

2000-1 
.",.Policy and Procedure .~S 

Use for background material which,/ Destroy
documents the important aspects ...of' the when no 
developnent of Departmental ...pol icy longer / 
and procedure. ~; ne~ded.

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

N/A
./';/ 

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

GRS-16-1d 

i~oov// 

action 
FIL y origin, seri~ number 

ronological seq~nce. 
or in will be 

taken. 

2000-1-1 External or Non-Series Instructi~ons 
Use for material of a directional 
nature which originates outside 
USDA or which originates wi~i6'USDA 
but is not part of a formal" 
Departmental directive/system.
Includes comments ,an'a other materi al 
on proposed ~/'€Xisting
instruct~'. 

Destroy
when SIO. 

FILE~~rigin,
cnronological 

series 
seque 

in 

2000-2 Reports
Use for material pertaining to budget 
development, presentation and 
execution reports. 

Destroy
when 
3 yrs.
old. 

NIA Destroy
when 
3 yrs.
old. 

FILE by agency and subject. 



2000-3	 Project Control
Use for memoranda, reports~~and De~t~ 

~ other records docum~nt1ng assignment~~yr.

progress and cOfl!Pl~tionof proj~.. afte~ the
 20DO-0	 ~ yr. 1n.>: which the 
FILE· ase file a];ha~etically by project

. 1e of project-, is closed. 

2010	 Budget Planning ~ BS 
Use for material pert7ining t ~udget Dest~y

~ planning. l~~s.
 ,·/after
2~OD-Z NOTE: Working papers and backgrouJ)d./ close
 
materia1 are destroyed J,-.-yf":'t9-.~lfe of FY 
after close ...<>·f FY covered by 'the covered 
bUd/./--(GRS-5-4~/ by budget. 

~'-[E by agen~' 

2020	 Budget Develoement ./"" BS 
Use for matenal pertaining to»ucfget Dest~OY 

~ estimates, justifications,/..ana 1 yr.

Z()()O-2 supplementary materi~~h as ~te
 

explanatory notes~r~?tives, and ~c~ose
 ~ 2o()!J-3	 program perfurmance , Also includes of FY 
previous s~p~ementary or am nded covered 
budg~a~erial • by budget. ~~Lf1 ffiE by age~ 

2030	 Budget Presentation BS 
Use for copies of the budget (original Destroy
or revised) submitted to Congress when no 
for approval. [~IIAL ~ 1,(~1>A~ longer

,~ .. 0,.;;1 I /H;:;tJ ~ needed 
~ 

A. 

'-I~ASt+~J for 
FILE in chronological sequence. reference. 

~85curvnd 

E 666-:1 

. N/A 

N/A 

/ft.-

N/A 

Destroy
when no 
longer
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 

'1c2o-aa/ b 

GRS-5-2A 

'/ ~ (j-()-() / r)/ 



2040 

vU.LQ.cJ 

2!J{Jo-1 

Budget Execution 
Use for material pertaining to 
approved budget implementation an~n 
the maintenance of financial 
controls over appropriated funds. 
Include apportionments, allocatl~ns, 
allotments and workplans, Ogl~atio/As and outlays, ceilings, rgqOirements, 
reimbursementszand no appropriated 
funds. ~ 

BS 
D~.s-troy

yrs.
after 
close 
of E 
~ ered y budget. 

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

NOTE: Includ ere financ1)l data 
only if it· directly b~~et 
supporti • Use 2100 or regular 
accou ing documen ion. 

2050 

~ 

2 ()(){)-s 

Budget Reporting ../ 
a. Annual reports on~1fe status of
appropriation acco nts and 
apportionment. 

b. 

Destr.orenS 
yrs. 01d. 

Destroy
3 yrs.
after 
the end 
of the 
FY 
covered 
by
budget. 

N/A Destroy
when 5 
yrs. 01d. 

Destroy
3 yrs.
after 
the end 
of the 
FY 
covered 
by
budget. 

'/ol-o-ov/J'
GRS-5-5a 

GRS-5-5b 



2100 
N/A	 Destroy

when 2 
yrs. old. 

2100-1 

2100-1-1 

Policy and Procedure ~ 
Use for background material which documents the important aspects Qf he 
development of Departmental pol-fey 
and procedure. /'"

// 
NOTE: See 3010-1 fo,-,disposition /'
of record copy of.Departmental 
di rect ives. / ... 

,//",/ // 

FIL~"~igin, ser~or in 
~nronological sequ e. 

External or Non-series Instruction ~ 
Use for matena of a irect ion 
nature which originates out . e USDA 
or which originates wit!li<fUSDA but /'
is not part of a fo aT Departmental 
directive syste~cludes commen~ 
and other mater al on proposed a d 
existing i ruct ions. 

in 

~r" 

Destroy / when no 
longer
needed ; 

.// 

Dest~""" 
when 5/0. 

N/A 

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

Destroy
when 5/0. 

GRS-16-1d 

1rY.-1o-v/1 

''/ ~I 0-0/1/1 

2100-2 Financial Priorities ~rM 
Use for material per:taining to .J.he-
status or activi ~ of alL-financial 
priorities. ~ 

..../FILE agen~Y-"1n chronological 
s uence/ 

Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. 01 d • 

/.210-o/()-



--

2100-3	 Internal Controls 
Use for material which pertain~ 
the plans of organizations ~ all 
the coordinated methods a9d measures 2 

~ 

1~{)-2-3 adopted by an agency to~afeguard 
assets, check the ac.curacy and --d~~) reliability of acc6Unting data,
promote operat~6nal efficiency, and{)P- encourage adfierence to prescribed
managerial' pol icies. 

FIL~agenCy in chronologi 
.sequence • 

2100-4 Systems Review and Analysis 
~ Use for material which perta' to 

indirect cost reviews an 
2/0~_3-2.negotiations, D:partm al financiYl . management studle and assessments 
~ ~ of Dep~rtmenta nd Agencies' 
o ~. report tnq n s ,	 ./ 

o	 L FILE agency in chrOn010giea(
 
uence.
 

2100-5 Reports
~) Use for financj.al-management/ 

. 22.,cO-./2 account~,J'eJ5orts.:ti~~)	 UtOy agency and subj 
u'·L.c! .3 ~ 52100-6 Project Control ~ 

Use for memoranda,~ports, and other 
~ records docume.!J.t~ngassignments, 

216D -1 progress an ~·-tompletionof project 

FILE phabetically by title
oject. 

2110	 Accounting Systems

Use for material pertain~~
~ accounting systems app~ed by GAO;

ZloD-3-/	 management advi sory.",servicesfor 
financial systems~monitoring system
development processes and the 
coord tnat tgnof accounting system ~J regulati rts , 

y agency in chronologi 1 
equence. 

FSD 
Destroy
when 3 /'
yrs. 01 '. 

FSD 
Destroy/
wheo/3

S. old. 

estroy
when 3 
yr s , 01d. 

FM 
Destro 
whe 
y. • old. 

-JlI-A
 

N/A 

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
when 1 
yr. old. 

Destroy
when 3 
yrs. old. 

Destroy
when no 
longer
needed. 

Destroy
when 1 
yr. 01d. 

GRS-16-7 

'/r;).IO-O If 



2110-1 
~ 

2/00-3 

Financial Systems ~ 
Use for mater~1f dccunents USDA 
wide accountin d reporting syst ,
e.g•• ~ nting Syst~ ry. 

F~ agency in chrono gical
uence. 

F ../
est roy 

when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

1r)J./ (JTJ /3 

2120 
~ 

2/tJo- 2-/ 

Cash Management F~ 
Use for material Whi~ins to~estroythe effective managem of the when 3 
Government's cash lch encompasse yrs. old. 
cash advances cash held out °ae 
the cash ac nt of the Trea y. 

chro 

N/A Destroy
when 1 
yr. old. 

'P-Io-r)/c/I 

2130 

~ 

2.100-
2- 2-

2140 

2150 

Debt Management
Use for material which pert~to
the effective management ~f amounts 
owed to the Governme~--Wfiich incl ude 
ana 1yzi ng the status. of Government 
receivables in lerms of delinqu cies,
age of delinQuencies, write- s, and 
expectedJut"ure losses • 

.-

FILf-'-15';agency in 
sequence. 

Liabilities 
Use for material pertaining to 
liabilities. 

FILE by agency in chronological 
sequence. 

Revenues 
Use for materi al pertaining to 
revenues. 

FILE by agency in chronological 
sequence. 

FAD 
Destroy
when 3 
yrs. old. 

FAD 
Destroy
when 3 
yrs , old. 

N/A 

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
when 1 
yr. old. 

Destroy
when 1 
yr. old 

/1 ~/cJV/~/;t 

VJLMJ./ 



2160 

~ 

22tJa -I J 

2160-1 
,--W-Oj:;;) 

2.2~~-1{)
 

2160-2 

~ 

2..2{)O -
J {)-I 

2160-3 

~ 

22oo_IO 
2 

2160-4 

~ 

2200-
1/-/
 

Z
Cost Distribution ~
 
Use for materiaJ¥rtaining to the ~Destroy N/A

proration of~epartmental centr~d 5 yrs.
 

,.d·(stributedpense ~o the enc f es , after
 
close of 

E by agency and ~ Ject.	 FY 
covered 
by budget. 

Working Capital Fund..:-...- WCF·
 
Use for materi~l 'of a general nature ....... N/A
"r·-Destroy
 
which p~.ns- to WCF. //."....-~/' !fi;~.
 

F~ agency and subjecf.	 close of
 
FY
 
covered
 
by budget.
 

Planning~ Develolll1ent, an<!_.-Approval
Use for material per:tain-;ng to estroy N/A
Working Capital~oM budget 5 yrs.
preparatiorr,,--planning, and fina after 
appro~'''1fudgets • close of 

FY
firE: by agency and su covered
 
by budget.
 

Financial Reviews WC~ 
Use for material p alnlng to WCF ........-t'estroy 5 N/A
fund reviews, s ary reviews and ~ yrs. after ....ind~vidu~1 t centers reviews4ff close of z,-aflnannature. /	 FY

-r". covered 
E by agency and-subject , by budget. 

Management Council Cost Distr~s FA~ 
Use for material pertaiP~ to the~StrOy 5 N/A
distribution of ceflt~~ agency yrs. after 
billings (GSA~L) to Departmen close of 
agenc i es i_,R'S-: SLUC, OWCP,et FY 

~/ covered
 
JJt~ by agency and by budget.
 

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. 



2160-5 

~ 

22()o-
11-2 

2160-6 

~ 

Working Capital Fund Cost DistJjrrufions WCF 
Use for material pertaining~to Working Destr6:Y 5 
Capital Fund cost center~expense AS. after 
distribution to~~ agencies of close of 
Printing Pla ~and Copier Servtc, FY etc. /",-j covered 

~ by budget. E by agency and su9ject. 

e FAD 
Desj roy 5

l""'S. after 
close of 
FY 
covered 
by budget. 

- N/A 

N/A 

Destroy 5 
yrs. after
close of 
FY 
covered 
by budget. 

Destroy 5 
yr s , after
close of 
FY 
covered 
by budget. 

2170 
I • I r. ~» ~ 

22 D I) -2 
-

~ • 
I~ 

~,} 

Cost Determination ~A-76) L1M
Use for materi al WhlCh provides a Dest roybasis for efficiently using ayp' able whe~-/'
resources in operating co efC:ial and ~rs. 
industrial-type activit' • A-76 old. 
provides guidance in termining th 
least-cost method .e., in-house 
or contracting t) or providi
services of commercial/
industri nature. 

N/A Destroy
when 
1 yr.
old. 

2180 

y agency in 
equence. 

Property
Use for material pertaining to 
property accounting. 

FILE in alphabetical sequence. 

FAD 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 



2200 

~~1 

I 
FISCALMANAGMENT ~/Use for material of general nature 
which pertains fiscal management 
which does n . fit elsew~~ts category. 

estroy
when 3 
yrs. old. 

N/A Destroy
when 2 
yrs. old. 

GRS-6-5atid;) co-:' 

FIL y subject in chrono ogical 
quence. 

2200-1 Policy and Procedure 
Use for background material which 
documents the important aspects 
of the development of Departm 
policy and procedure. 

, FAD, 

& WCY!1lDestroy
when n 
lon r 

eded. 

Destroy
after 
the 
directive 
is issued 

GRS-16-1d 

/~c1()O// 
NOTE: See 3010-1 
of record copy of 
directives. 

fo (Iisposit ion 
epartmental 

or imme-
diately
when it 
is known 
that 
no action 

by origin, serie umber 
ronological seque ceo 

or in will be 
taken. 

2200-1-1 
De~ n st». 

N/A Destroy
when S/O. I'/~~o-o/r/ I 

FIL Y origin, series 
ronological sequen 

in 

2200-2 

~ 

22 oo - 2- .5; by agency 

a.d.d.uf 0PL 

and 

, FM, 
& NFC 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 3 
yrs. old. 



" 

2200-3	 Payment Control Listing
Use for computer listings atch ~ reports, etc., gener to perform
the housekeeping ctions required2EL)()-9 for fiscal ac untabil ity. 

in chronologi 

~ 

2200-4	 Re~orts/Studies
Use for reports and studies which 
pertain to fiscal management. 

FILE by agency and subject. 

2200-5	 Proj ect Cont ro 1
 
Use for memoranda, reporx~nd
~ other records doc~entlng assignments
progress and c p etion of projects. 22ob-13 
FILE: se file al phabetically..b 

e of proj ect. 

2210 Ae~roeriations, Receiets and f.una
 
~ Accounts 7.
 Use for material pertainlng to avail-2 2.{) o -2.-3 abi 1ity, coll ecti9)1,..,custody,and ...d- ' deposit of funds'<including appro-
~~1	 priation ~r{nts and certificat
 

of deposf- •
 

El~agency and subj • 

2210-1 Deeosits
 
Use for mate to
 

~ deposit


,22{) o -'I - F-

N/A
 

FAD 
Destroy N/A
5 yrs. 
after 
close 
of FY 
covered 
by budget. 

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

N/A 

NF SJ---FAD 
est roy N/A

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

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. 

i(}JJJV/ tt 

GRS-16-7 

'~c1{)()f3 

GRS-6-4
'jc2;) 0-0 /~ j3 

GRS-6-1
 
a & b
 

~cY-Od/i/ 
I 



2220 
,...Lt..A.a.·o) 

22~/)-1
 
~~ 

2230	 Oblifations Use or material pertaining t~ routine accounting record allotted 
fund obligations subs' ary to the 2.2oC>-2-1 summary allotments atus reco 
Include obliga . n estimates id and 
unpaid and ass
1 istiy 

ified exp aiture 

~by agency. 

2240 Disbursements 
~ Use. for material pertaining j.D'.)allotted fund d isbursem~t-s,- i.e•, 2 2 ()()- 3-.J	 copies of SF-1166 1 i~ings of 

Department of T~~ry checks' ed 
as payment 1>urchasedfor.... sand 
servi~rCOr1tracts, e 

FJ.tE'"byagency. 

2240-1	 Payments
Use for material rtaining to the 

\...0..;...(UJ amounts disb ed to payees.
22 t'o-3 or 

2240-1-1	 CfiecKs 
~ Use for material pe alnlng to checks 

issued; stolen splaced~ mutilated, 22 0 ()~3_or destro 

FAD & 
roy 6 N/A

yrs., 3 
months 
after 
period
covered by
account. 

FAD & NF 
De y 6 N/A

rs., 3 
months,
after 
period
covered 
by
account. 

oy N/A
yrs. ,

3 months 
after 
period
covered 
by
account. 

FAD &.-.Nf-e-
stray N/A

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

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 

'/~;)()()/ ~ / I 

GRS-6-1 
a & b 

"/;2;2(1)/3/3 

GRS-6-1 
a & b 

'I;;';;l 0-0/-3
 

GRS-6-4 

1/02dULJ /-3// 
I 



2240-1-2 Ex enditure Postin FAD 
Use for postlng a Destroy N/A

~ which suppor when 3 
yrs. old.22 (){)-3- FILE NFC2	 Destroy 6 
yrs. and 3 
months 
after 
peri
coy. red by 

~~ount. 

2240-1-3 Fiscal-Irregularities -EA9-& NFC 
Use for material~~ng to _~Destroy When 

~~ accounting aut ~ati~~'irr gul1ir- when 15 5
22~6-3-l/- ities. yrs. old. yrs,

old. 

2240-1-4 GAO Exceptions FAD-& 'NFC 
~ Use for materlal per ning to GenerC!..l,,-1lestroy N/A

Accounting Offi notices of e~ep~ 1 yr. 
~2()o - 3- t ions ~ fo Yor informal cr after related rrespondenc	 exception.5	 has been 

reported as 
cleared by
GAO. 

2240-1-5 Certificates of Settlement FAD & N :e 
~~~ Use for material pertaining to~pies Des y N/A

of certificates covering c~sed yrs.
22oa-3-b account settlement, suppl-eaental after 

settlements, and finaJ~alance date of 
settlements.~er ificates cover tnq settlement. 
periodic settl nts are to ,be/ 
destroyed subsequent certificates 
of settl nts are received. 
(GRS 6) /' 

F. E by agency ~ 

GRS-7-4 
IIr2J-rJO /3/ J.-

GRS-6-1a 

Destroy
when 1 
yr. old. 

Destroy GRS-6-2 
when 1 
yr. old • '/ d.dJJVjV~ 

N/A GRS-6-3a 

j#0lJ/3/& 



2250 
~ 

2200- g 

~~ ~r
 
2260 

~ 

220()-2
 

~~1 

~ 

o Pr	 's 

2270 
~ 

Imprest Fund - NFC, FAD,.& ."
 
Use for material pertaining....t~ Execv-Serv , N/A N/A

designations and aUd~·t0 ~prest fund. Staff 
Also includes request r changes in/-Destroy 6 
imprest fund. ,/ 3 

pert~j~ state-~~oy"12 2 2 ments of transactjOOs and accountabi 
C DtJ	 - - ity collectio -schedules and vo rs , 
~\"",q. l?) and di sbur ent schedules
 
/ • i'i) vouche
 
"1 t.U. 4--- Fly agency and s J ect ,
 
~~
 

2280 Fiscal and Accounting pedes 
~L<La) Use for material p~taining to code 

numbers used in~~e accounting sys 
2266-2-t/-such as Cost Responsiblity Cen 

I (CRC) Codes/Subcenter code , 
~...(./',1 appl icant"'Codes, establJ ment codes, 
~~ budg;.t/object codes tc. 

utE by agen • 

FILE~ subject in chropo 9 
~ence. 

Withdrawal s, Restorat ions, and Trans .ers
of Appropriation Ba ances 

Use for material of a general ature 
which pertains to account· for and 
disbursing of funds, i uding
obligations, contr of expenditures 
availability an ransfer, and 
advancement funds, etc. 

FILE b agency and subjec 
a icable. 

Accountable Officers 
Use for material to 

yrs.,
months 
after 
period
covered 
by the
account. 

FA:H&	 F-e'Des y
n 3 

yrs. old. 

FAD ~ 

6 yrs., 3 months 
aft~r per-iod
covered by
account. 

NFC 

N/A	 Destroy
when 2 
yrs. old. 

N/A	 Destroy
when_.2 
yrs. old. 

N/A	 Destroy
when 3 
yrs. old. 

GRS-6-1a 

icnrnJ/~
 

GRS-6-5 
a & b


");(;207)/d-

GRS-6-1
'p OL {}()/~/ ~ 

GRS-6-5b 

{'~d-OV/~/i
 



2300	 TRAVEL AND TRANSPORTATION ~ 
Use for material of a general 
nature which perta ins to 2 1 and 
transportation funct tons.; not 
covered e1sewhzre in He following
categories. /, 

NOTE: Logs d registers of 
accountab" lty are to be destr yed 1 

"	 ,,-yr. af entrles are c1~red. 

F by agency and su~ct. 

2300-1	 Policy and Procedure 
,." _~) Use for background material which 

~ documents the important aspect ~ the
230~-1-1 development of Departmental 01 icy and 
2300 - 2 _I procedure.

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

FILE Y origin, ser" s number or in 
rono10gica1 se ence. 

2300-1-1 External or Non-Series Instruc%ions
 
~ Use for material of a directional
 

nature which originates outsi SDA
2300-/-2 or which originates withi DA but 
2.30CJ-2-.2 is not part of a forma epartmentaldirective system. 1udes comments 

and other materi on proposed an9 
existing ins ctions. 

2300-2	 Reguest'and-Auth6riiations
Use for copies of vouchers, 
memorandum copies of trav requests,
travel authorizations, d all 
supporting papers. 

NOTE: Destro nused ticket 
redempt ion rms, such as SP'1170,
when no 10 ger needed fQP/
admi"~..$t-rative use SJRs' 9-3c) ." 

F~ chronologicarly by agency. 

PPMD, FAD, 
PB&O, & ,/fA
NFC./
Destroy

~hen 2 
yrs. old. 

NIA 

NIA 

FAD & tfU 
De s~.rOy NI A 
wh~n 3 
yrs. 01d. 

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/O. 

Destroy
when 
funds 
are 
obli-
gated. 

GRS-9-5a

!~::/
 

GRS-16-1d
~3av/0

fI/~3(j()/~ I 

/I /~30-0)/ x: 
11/;) 3uV/~/d---

GRS-9-3a& 3b
'IJ3{H)/~
 



2300-3 Reimbursements
 
J I Use for records 0
pertainin~~~ 

, reimbursing individuals e.g.,23co-/- 3travel orders, per dt vouchers,
hotel reservation , and all
 

~ supporting pap documenting off'
 
travel by of 'cers~ employees~
 

OP dependents r others author' d by
 
law to t avel).
 

FIL y agency and 
ployee. 

2300-4 Reports

~~ Use for travel
 

230(;-1-5 FILE by age y and subject in 
~/S chronol ical sequence. 

2300-5 Project Control 
~ Use for memoranda, repor other 

- / record s doc ument in 1gnments,
~3()()-1-~ progress and c etion of project 

FILE: se file alphabetic
t' e of project. 

2310 Temporary Dut~ Travel - Domestic 
o....U....La.~1	 Use for materlal of a ~neral nature 

which pertains to t porary duty -
domestic travel 

FILE by ncy in chronn~al 
seq~ ce or alphap'et~ly'if
CW15l icable. 

FA~& NFDest N/Aw 3 
rs , old. 

FAD&NF /Destr N/A
whe 3 

s. old. 

Dest~ N/A
yr.

after 
the yr.
in which 
the 
project
is closed. 

FAD..v-PPMD,
""NFC 

Destroy N/A
when 2 
yrs , 01d. 

FAD, Pe!:ID./
~~V----. 

estroy N/A
when 2 
yrs. 01d. 

Destroy
when 
funds 
are 
obli-
gated. 

NL 

Destroy
when no 
longer
needed. 

Destroy
when 1 
yr. old. 

Destroy
when 1 
yr. old. 

GRS-9-4a 
& 4b 

,Jd,30-0/1/3 

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


2330 Relocation 
Use for material pertaining to employee 
travel and relocation allowances. 

FILE by subject in chronological 
sequence. 

NFC 
Destroy
6 yrs.
and 3 
months 
after 
period
covered 
by
account. 

N/A Destroy
when 1 
yr. old. 

GRS-6-1a 

2340 Sickness or Death while in Travel 
Status 

Use for material pertaining to the 
necessary arrangements required in the 
event an employee becomes ill or dies 
while in travel status. (In case of 
death, information is filed in OPF). 

FILE by employee social security
number 

NFC 
Destroy
6 yrs.
and 3 
months 
after 
period
covered 
by
account. 

N/A Destroy
when 1 
yr. old. 

GRS-6-1a 

2350 Transportation of-Thing¥
~ Use for material ~/?general nature
2300 _2 which .pertains .the transportation 

~ ~) b:::t& of tht ngs. 

q..9'u:,~.~FILE,» agency in chr~~ 
G )equence. 

2350-1 Freight
~ Use for material pertaini 0 

movement of 900~dbY rnment or2300 -2-.3 commerc ia1 carri er. May incl ude 
commerc ia1 or.9 ernment bill s of 
1ading and pUler data which 
docum~~he transaction. 

FAD~C 
~roy

when 2 
yrs. old. 

N/A 

N/A 

Destroy
when 1 
yr. 01d. 

Destroy
when 1 
yr. old. 

GRS-9-5a
'!J3 0-0/ C)-

GRS-9-1 
a & b

'/c23MJ/~p 

2350-2 
~ 

230D-2-5 

F~y subject and c 

Transportation Rates 
Use for material 
carrier rat 

F 

rol number. 

PMD & 
PD-OO 

Destroy
when SIO. 

N/A N/A 



2350-3 Reports PP ; NFC, 
-~ Use for transportation reports, AD 

shortage and~urrage, etc. Destroy N/A Destroy(800-2-10 when 3 when 1 
FI~E EY~Cy and su~ject in yrs. old. yr. 01d. 

~nological sequence. 

2350-4 Project Control PPM~9;
~ Use for memoranda, rePQt~~ and other NfC 

2 ~ 2 7 records documenting-""8fsignments, .......----DestroyN/A Destroy1 GRS-16-7

...:;06- - progress and lfetion of project;" yr. after when no
 _~ the yr. in longer '/d.3o-tJ/d'/ /

FILE- ase file alphapet1cally by which the needed. 
title of the....pr-OJect. project is 

closed. 



2400 

2400-1 

2400-1-1 

2400-2 
~ 

2L/-Oo-+ 

FEDERAL 'ASSISTANCE 
Use for material a general nat 
which pertain 0 the routine 
operation nd daily act- ies in 
the Fe al assis~ program. 

E E by agen~ 

Policy and Procedure 
Use for background material which 
documents the important aspects 
the development of Departmental 
and proced ure. 

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

FIL Y orlgln, series n in 
ronological sequenc • 

External or Non-Series Instructi 
Use for material of a directj al 
nature which originates gutSide USDA 
or which originates wi~ff1n USDA but 
is not part of a f al Departmental 
directive syste Includes commen 
and other ma ial on proposed
existing i tructions. 

FILE Y origin, series in 
ronological seque 

Proj ect Contro 1
 
Use for memoranda, reportS" and other
 
records docunent lnqess'tqrment s,
 
progress and c9mpletion of project~
 .~ 
FILE: se file alphab~rc:cll1y by 

t - e of project~ 

N/A
 

F <"NFC 
estroy N/A,o-

when no /'
longer /need d-. 

N/A 

DestroY"' N/A
~Yr. 

after the yr.
 
in which
 
the
 
project

is
 
closed.
 

N/A
 

Destroy
after 
the 
directive 
is issued 
or il11T1e-
diately
when it 
is known 
that no 
action 
will be 
taken. 

Destroy
when S/O. 

Destroy
when no 
longer
needed. 

GRS-3-17b 

'j~Lj~
 

GRS-16-1d 

GRS-16-7

f!~ioo/1 



2410	 Educati onal Institutions 
Use for materi al pertaining to the 
continuing Federal financial 
assistance provided to the 
educati onal institutions based on 
the institutions' compliance with 
approved mandates. 

FILE by subject in chronological 
sequence. 

2420	 State and "local Governments 
Use for materi al 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. 

2430 Institutions'of Higher Education, 
Hospitals and Ot~er Non-Profit 
Organizations

Use for materl al pertaining to the 
Federal financial assistance to 
these institutions. 

FILE by subject in chronological 
sequence. 

2440	 loans 
Use for materi al 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 GRS-6-1a&b when 3 
yrs. old. 

Destroy GRS-6-1a&b 
when 3 
yrs. old. 

Destroy GRS-6-1a&b 
when 3 
yrs. old. 

Destroy GRS-6-1a&b 
when 3 
yrs. old. 



Grants J.M --'" 
Use for material pertaining to the ~~/~~ N/A GRS-3-17a
 
transfer of money or property ty ~ /-
assist recipients to accompli h a ~en -10 '!c2L/ 0-0/ ;;V

public purpose authorized statute,~YI s. old.
 
including all formula, oject or/ ~ ,
 
other grants and co erative a9ree- ~_,
 
ment s , and cost ari ng ar!:-ange- l..v-tU, '~l
 
ments not sp ficially...-Aescribed in ~~~~
 

0the follo 19 ca~s. ~~D 

yagey. 

2450-1 Grant -Control -Fil es F~ 
~ Use for matenal perta~o index~estroy N/A N/A GRS-3-16 
~ es , regi ster s , l oqs jir- other rec~ when 5/0. 
-Lfoo-2 4 relating to cont..r010f?SSignong 'JJi()t)/~/~~: ~ numbers of i ntifying pr ct s , 0 

~1 applicati s and ~t . 

Y agen~ 



2500 ~L8It:1S 
J...LLO~ Use for materi a1 ~~eneral nature 

22{){)-7 
pertaining to cl for a right to 
something, e a title to a debt, 

UA~ privilege r other things in the 

jU-D'Wa'~ posses n of another. 

FC 
pose

of 1 yr. 
after 
final 
di s-
position
of case. 

N/A Dispose 
of 1 yr. 
after 
final 
di s-
position
of case. 

Ijddo-o/7 

2500-1 ~o]i~~ and erccedure-Use for background material whip~ Destroy'
documents the important aspects of when no 
the development of Depart tal policy longer
andprocedure. /6eded. 

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

GRS-16-1d 

'jc)srro/I 
NOTE: See 3010-1. or disposition
of record copy (Departmental
directives. ~ 

diately
when it 
is known 
that no 
action 

FIL y origin, series~ 
ronological sequenc • 

er or in will be 
taken. 

2500-1-1 External or Non~Series Instruc~.t6ns 
Use for mateml of a direc;4f>nal Destrgy
nature which Originates~utside USDA wh~n·S/O.
or which originates ~t in USDA but ~ 
is not part of a~rmal Departmental ~f 
directive syste. Includes conment s-" 
and other rna ial on proposed apd/ 
existing' tructions. /" 

FILE y origin, series !)JIfI"" or in 
c onological sequence. 

N/A Destroy
when -;S/O. ')SifO//1 

2500-2 
aims reports. 

NFC 
Destroy
when 3 

N/A Destroy
when 3 

f/~s-(/()/dJ 

yrs. old. yrs. old • 

2500-3 . Project Control 
Use f~r memoranda, rep9pt~nd other 
records documenti~~Signments, 
progress ~p etion of pro' s. 

F~se file al etically by . e of proje 

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

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

1!«StJ-d~ 



2510 
~ 

~21J()-7-2
J . -td:£Au~1; n.itO-f 
.dJL oPL 

Claims Against the'U . 
Use for mat.eria ertalning to cla" 
submitted b aimants agains e U. S. 

FI 

Dispose
of 1 yr. 
after 
final 
di s-
position
of case. 

N/A Di spose 
of 1 yr. 
after 
final 
di s-
position
of case. 

"p~~/IJ-

2520 
...LU.a..d 

200-7-1 

~ o.llC}.(, 

d-rLoP;2 

Debt Claims 
Use for mater: pertaining
by the U " ed States. 

to clai ~pose 
of 1 yr. 
after 
final 
di s-
position
of case. 

N/A Dispose
of 1 yr. 
after 
final 
di s-
posit ion 
of case. 

"/J;)'O-O/7/ / 

2530 DuaT-Compensation'De5ts
Use for material pertaining
compensation. 

FILE by subject. 

to dual 
FAD 
Di spose 
of 1 yr. 
after 
final 
di spos-
ition 
of case. 

N/A Dispose
of 1 yr. 
after 
final 
di spos-
ition 
of case. 

2540 Damage/Loss of Government ProEerty
Use for material pertaining to the 
willful destruction of or damage,
theft, etc., to Government property. 

FILE by subject. 

FAD 
Dispose
of 1 yr. 
after 
final 
di spos-
ition. 

N/A Di spose 
of 1 yr. 
after 
final 
di spos-
ition. 

2550 
~ 

230o-2-f 
~0n)P---

Damage/Loss of Shipments
Use for material pertainin~he
schedules of valuables shi ped, ~en 
correspondence, memor~da, and other 
records rel ating ~the admini s~ on 
of the Govern t Losses in Shi ent 
Act, and a claims that m~~sue. 

agency in Chr~~giCal 
quence. 

FAD 
De~t~y

3 
yrs. old. 

N/A N/A GRS-9-2 

'JJ30-0/~/i 



2560 Irregularities/DiscreEancies
Use for material pertaining to the 
documentation of irregularities/ 
discrepancies with sufficient 
information to enable processing
of claims. 

FAD 
Dispose
of 1 yr. 
after 
final 
di spos-
ition 

N/A Dispose 
of 1 yr. 
after 
final 
di spos-
ition 

2570 

FILE by subject in chronological 
sequence. 

Waivers 

of case. 

FAD 

of case. 

Use for materi al pertaining to the 
relinquishing of a known right, 
interest, etc., 

Dispose
of 1 yr. 
after 
final 

N/A Dispose
of 1 yr. 
after 
final 

FILE by subject. di spos-
ition 

di spos-
ition 

of case. of case. 



2600 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 a110w-
ance. 

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

N/A Destroy
when 3 
yrs. 01d. 

2600-1 

2600-1-1 

2600-2 

J....L.J...O...'01 

2. 200-5 

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

FILE by origin, series number or in 
chronological sequence. 

Payroll ~ Use for general cor pondence
pertaining to poll preparation
processing. 

NFC, FAD & BS 
Destroy
when no 
longer
needed. 

Destroy
when SlOe 

OP, Fe-
stroy

when 2 
yrs. old. 

N/A 

N/A 

N/A 

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

Destroy
when c.S/O. 

Destroy
when 2 
yrs. old. 

GRS-16-1d 

GRS-2-2
'fo()(Jt)/S-

~ 



2600-2-1 
~ 

2200-5-/ 

~ 
~Q0J

(}Rs" 

Payroll Preparation & Processing _L 
Use for material pertaining to payrJf1 
control services, including payro~ 
summary control and certificatio~ 
control documents which include./al l 
source documents used to authorize 
or change payment s to payees.l."

/a. Preparation and proc~ssing of 
T&A's and logs which su port time 
and attendance. 

NFC & FAD/
Destr~ 
aft~ GAO a dlt or 

en 6 
yrs. old 
whichever 
is sooner. 

N/A Destroy
when 2 
yrs , old. 

2600-2-2 

~ 

2ctJo-5-2 

b. Flexiti e Attendance Rec9 ~s-
Supplemen 1 time and att~aance 
records, uch as Si*9i sign out sheets nd work repor used for 
time counting und flexitime 
syst s.~ 

F~ E by age y and alphabetically by 
kmployee 

Levy and Gar,;ishme!nt __ L 
Use for official noti~~r levy o~~stroy garnishment (IRS Fo~ 668A or 
equivalent) change~lip, workpajRe s, 
correspondence elease and)Ptfier 
forms, and r ords relatjpg to 
charges a nst retir~€nt funds or 
attachme trf sala,,rfor payment of oth~ebts of eral employees. 

riLE in 0 • 

PER·...&·· NFC 

when 3 
yrs. old. 

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

N/A 

N/A 

Destroy
when 2 
yrs. old. 

Destroy
when 2 
yrs. old. 

GRS-2-3b 



2600-2-3 Payroll 'Changes 
~ Use for material 

changes slips, 
21){;() -5-3 the OPF./ 

t: 

~ 
pe~1ning 
<1usive of 

~ 

to payroll 
those,~f 

.. 

~~ 
Destroy 
when 
related 
records 

Destroy 
1 month 
after 
end of 

GRS-2-15 
a & c 

FILE social secur,Jty number 
chronol ogic~l"'·Sequence. 

,. 

and are 
audited 
by GAOor 

pay 
period. 

when 3 
yrs. old, 
whichever 
is sooner. 

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

GRS-2-I7a 

(I /J-:20-0 Is-j'/ 

2600-2-5 Allotment Authorization NFC 
~ Use for material which pertains to-------

request and authori zat ion for--o-r--
2200-10 change and revocati on.Jlf~l otments.~Ai:''1 a. U.S. SaVingS"B~S. If record 

/),,,1 is maJntained on earning record 
, ""'-<.) 9 ~ dr 

<I- ~~ car. 

Destroy 
when 
super-
seded 

N/A GRS-2-4 
a-I

'!c2 ;L MIt, 
or after 
separa-
tion of 
employee. 
If 
employee 
transfer, 
within n 

age cies, 
t se 

thori-
ations 

must al so 
be trans-
ferred. 



b. All other authorizations 
union dues and savings. 

soci al 

uper-
seded or 
after 
transfer 
or separa-
tion of 
employee. 

N/A N/A GRS-2-4 
b-l 

2600-2-6 
, ..lA..-J..{J.-o' 

22oo.{p-! 

Employee Tax Exemptio~~
Use for wlthholdl~:::fax exemption
certificates, s ~ as IRS Forms ,
and similar ate tax exemp forms. 

file agency and 
ber. 

:.c'''' Destroy 4 
yrs. after 
informat ion 
is sloe 

N/A N/A GRS-2-18a& b

/I/~~o-ofi/J 

2600-2-7 
w.(U)J 

1,./22oo-~-2 

Tax Files NFC~ 
Use for reports of with~ Federal Destroytaxes, such as I~S J,orti(W~3 with . /"When 4 
related papers,YCluding reports /. yrs. old. 
relating to i come and social security
taxes. ~ 

N/A N/A GRS-2-18c 

/;;}~OC)~/d-

FILE Y agency
n ber. 

and soc~curity 

2600-2-8 
~--OJ 

2.20()-? 

& FAD 
Destroy 6 
yrs. & 3 
months 
after 
period
covered 
by the
account. 

N/A N/A GRS-6-1a 

1/:2:1-HJ / / 

2600-3 .Reports
Use for reports pertaining to 
and/or allowances. 

FILE by subject and agency. 

pay 
NFC, FAD& BS 
Destroy
when 5 
yrs. old. 

N/A Destroy
when 5 
yrs. old. 



2600-4 

~ 

220~-I.3 

Project Control 
Use for memoranda, orts and other 
records documen g assignments, 
progress an ompletion of pr. °ects. 

FILE: ase file alp
e of projec 

estroy
1 yr.
after 
the yr.
in 
which 
the 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

'/ ;(soo 113 

project
is closed. 

2610 Iriternal Control FSD 
Use for material pertaining to the 
effective control over pay and 
allowances, including appropriate 
internal audit. 

Destroy
when no 
longer
needed 

N/A N/A 

for ref-

2620 

FILE by agency in chronological 
sequence. 

Pri nCi ,,1 es -and St andard s 
Use for material pertaining to 
administering pay and allowances 
affairs in conformity with 
accepted principles and standards. 

erence. 

FAD & NFC 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

FILE by agency in alphabetical 
sequence. 

2630 Stecial-Allowarices"to Civilian 
mployees

Use for material pertaining to 
allowances for expenses incurred 
when employees are required to 
serve in other capacities in 
connection with their official 

FAD & NFC 
Destroy
when 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

duties, e.g., notaries public,
requirement to wear uniforms, etc. 

FILE by agency in alphabetical 
sequence. 



", 

3000 

3000-1 

~ 

30{)u-7 

3000-2 

\.~U....~ 

30oo-g 

3010 

~ 

300()"/ 

RECORDS MANAGEMENT 
Use for material 0 a general which pertains the overall 
work manag nt 

in chronologi 

Studies and Survey Reports 
Use for orma reports 0 

paperwork studies and urveys
performed to ident" y and correc~ paperwork probl s , improve pro-
cedures, oper- ing performanc~ d 
effective s, and aid mana~ment.

//FIL 1 phabetically py- agency
d subject. 

project Control ~ Use for memoranda, ports and other 
records docume ng assignments, 
progress an ompletion of ~J cts. 

~" FILE: ase file alp~abetically by 
. e of proje~ 

Directives Management ~MD~ECR 
Use for material a general nature 
which pertains officially pub-
lished instr- tions, regulat~n ,
and proc res which regulate and 
direct perations a~fformance. 

E by direct~umber or subject. 

IMD 
Destroy

~n SIO. 

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

& NFC 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
when SIO. 

Destroy
when no 
longerneeded. 

Destroy
when 1 yr. old. 



3010-1 Departmental Directives 

~ Use for directives originated within 

3000 -1-2 USDA. 
a~ Departmental Regulations (DR's) IMD 
and Departmental Manuals (DM's) in PERMANENT. 
the 1000 and 9000 classification Offer to/
series:-3)All others can be destroyed NARS tn' 
when no-10nger needed. 5 yr$'.

bl ocks 
wh~n 

r o yrs.
old. 

b. Secretary's Memorandum ECR 
(SM's) and any Departmental
signed by the Secretary. Offer to 

NARS t,S-'1- ~ 
/ when---5"J..o ;/ yrs. old. 

c. Departmental Notices (~N~)' IMD 
Administrative Regul ations; and Destroy
Internal Office Notices.;! when n 

/. long
NOTE: IMD has the reyord copy of al~ne ed. published Departmental level directives 
with the exception,6f Secretary's
Memos which are m?,ntained by ECR, 
NFC Manuals which are maintained by ,
and the DPM whiih is maintained by
For WORKING PAPERS and BACKGROUND 
material, see/Policy and Proced e 
under each f-ategory. Fi1e ext nal or 
non-series~instructions unde the 
appropri te subject and dis ose of them 
when SI • 

and classi-

When Destroy
5 yrs. when no 
old. longer

needed. 

Destroy GRS-16-1c 
when no 
longer Ii 1307JT} )Id. c., 
needed. 



3010-1-1 

~ 

3000-J-3 

External or Non-Series Instru ons IMD~./
Use for material of a dire [onal 0stroy
nature which originates utside USDA when S/O. 
or which Originate~f hin USDA ~.t;
is not part o~ rmal Departm~n al 
directive syst • Includes c~ents 
and other ~terial on proRo~d
and exist" g instruC~g~ 

NIA Destroy
when S/O. 

Ij3~//3 

FIL~rigin. s~es numberor in 
shfonological Sy uence. 

3010-1-2 
~ ~ 

JOOO-I-

Distribution, Mainten e and 
r int inqUse for materi pertaining to th 

printing, d very and storage 
directiv or 

NIA Destroy
when S/O. 

11/3'~/I/i 

when no 
issuance n~er. longer

needed. 

3010-2 Dockets ECR 

~ 

3000-1-1 

Use for material whic 
prepared for public ion in the 
Federal Register nd which pertain
to the organi ional structure nd basic poli " s of the Depar nt and 
its age 

ECTORS 
PERMANENT. 
Offer to 
NARS in 
5 yr. 
blocks 
when 

When 
5 yrs. 
01 d. 

Dispose
of when 
material 
is pub-
lished 
in the 

'~uvv/rj I 

3020 
~ 

~ooo- 2 

F 

Forms Management -'. 
Use for general materic~J.r'Pertaining 
to the planning and..executton of 
procedures to ~t~ndarize, design, 
construct, and'control the use,
numberi~g~~and distribution forms. 

20 yrs. old. 

IMD ~-G~ 
De~ y'en 3 
yrs , old. 

NIA 

Federal 
Regi ster. 

Destroy
when 3 
yrs. 01 d. 

1 
1/307JT) /L 

E~~ chronological quence. 



....
 

Fonns Master Fi1e /" IMD// 
Use for the record copy of Jach Destroy
fonn created by an agency~ th ~/yrs. 3 000 -2- related instructions and- /after
dociment ation showing,,,,(nception, related 
scope, and purpose pf the fonn. / fonn is 

/ discon-
NOTE: Working yapers, backgroun9' tinued,
materials, re~aisitions, specif~ca- super-
tions, proc sSing data, and 5ontrol seded,
records a to be destroyed/when or 
related onn is disconti ued, cancelled. 
super ded, or cancell • (GRS-16-4b) 

3020-1 

~ 
N/A Destroy

when 5/0. 
GRS-16-4a 

'/3~/()./J 

3020-1-1 Functional Files 
Use for a collection of fo s,

~ arranged by functional c ssification,
3 used to assist in taki fonns 

000 - 2- management act ions, ch as deter-
2 mining whether ne onns should be 

developed and a roved and wheth 
existing fonn should be conso dated 
or replaced yother fonns. 
Included e copies of eac fonn 
used wi in the area ser.ed by 
the f nns management ice. 

F E by functional classification. 

3030 

~ 

3000-3 

Reports Management
Use for materials relati to the 
reports management pr ram. Includes 
correspondence and "ndex of current 
recurring or sl tion reports and 
a control fil of all proposed, 
currently quired, cancelled 
superse recurring or situ ion 
repor 

en 
related 
fonn is 
d iscon-
tinued,
super-
seded or 
cancell ed. 

stroy
yrs.

after report
is 
di scon-
tinued. 

N/A 

N/A 

Destroy
when 5/0. 

Destroy
when 1 
yr. old. 

GRS-16-8 

'/30VOP 



· ~ ~" 

3031	 Public Pa~erwork Burden Control 
Use for material pertaining to 
minimizing the Federal paperwork 
burden for individuals, small 
businesses, and State and local 
governments. 

FILE by subj ect in chronological 
sequence. 

3040	 Files Management ~D 
Use or materl of a generalJPat re~ which pertaO s to the st r-~e, re-jooo-4 tention, d disposi n of records. 0 

3040-1 Filing Systems 
~ Use for material pertaining to filing

systems and techniques evolved to3090-4-/ maintain records for retrieval and 
~ scheduled disposition. 

q...J1M~
"'R clio-titr-nJ 

r S FILE alphabetically by agency. 

3040-2 Records Holdings
~ Use for statistical records holdings r ired by the 

.3ooo-Jf.-E. General Service} dministration 
incl Uding~ee er reports from ploffices an ata on the vol e 
of recor. disposed of b~ estruction 
or tr sfer. 

3050	 Ma i1 Management
Use for materia of a,general nature ~ which pertai to management of m
 

3000-5 and whic oes not fit el sewhe 1n 
0
 

thi s c egory. 

DCO, OIRM 
Destroy
when SlOe 

& NFC 
Destroy
when 3 
yrs. 01 d. 

IMD 
Destroy
when 
records 
are 
destroyed
or when 
no longer
needed 
for ref-
erence. 

N/A	 Destroy
when SlOe 

N/A	 Destroy
when 1 
yr. old. 

N/.A	 Destroy
when 
records 
are 
destroyed
or when 
no longer
needed 
for ref-
erence. 

N/A	 Destroy
when 1 
yr. old. 

N/A	 Destroy
when 2 
yrs. old. 

'/3(J1)()/ r 

Ij 3crovJ1j; 

GRS-16-6a&b 

'/3~rnJjf/ (}-

GRS-2-2a 

~~/~
 



3050-1 
J..LLa-.;} 

3000-5-/ 

Receipted and Routed Mail 
Use for material pertaining to th~ 
receipt and routing of incoming? d 
outgoing mail handled by the~A 
mail and messenger service. 

f' a. Records relating to incoming or 
outgoing registered mail../pouches, 
registered, certified, insured, and 
special delivery maiJ/inc1uding 
receipts and re7/receiPts. 

MRMD 
Destroy
when 1yrJd. N/A Destroy

when 1 yr. old. 

"/3(fTJ7) / S-

GRS-12-5a 

b. Application
certify m,Z 

0 register and stroy
when 1 
yr. old. 

N/A Destroy
when 1 
yr. old. 

GRS-12-5b 

c. Repor. of loss, rifling, delay, 
wrong ge1ivery, or other improper
trea nt of mail. 

Destroy
when 1 
yr. old. 

N/A Destroy
when 1 
yr. old. 

GRS-12-5c 

FI alphabetically by agenc
eceipt number. 

3050-2 Postal Irregu1arities~
~ Use for material peftaining to 

~ irregularities In the handling 0000-5-2. mail, such ~s.·~oss or shorta of 
postage ~~mps or money ers, or 
~-1Jestruction ail • 

subjec 

RMD 
Destroy 3 
yrs , after 
completion
of investi-
gation. 

N/A Destroy
6 months 
after 
compl e-
tion of 
investi-
gation. 

GRS-12-8 

'//30v0/S/ d--

3050-3 
~ j official pe

~000>4/5 .. reports. 
~ -V11) ~ F a1 phabetically by a 

N/A Destroy
when 1 yr. old. 

GRS-12-7 

'/3(}rf7)js h 

3051 Mailing Lists 
Use for material pertaining to addi-
tions, deletions, and changes to the 
automated mailing lists. 

MRMD 
Destroy
when S/O. 

N/A Destroy
when S/O. 

FILE in chronological sequence. 



3052	 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 
recei pt number. 

3060	 Correspondence Management
Use for material pertaining to standards for written communications,
e.g., letters, teTegrams, endorsements,
summary sheets, postal cards, memo-rand ums, and rout ing slips. 

3070 Microgra~hics Management
~ Use for surveys conducted to evaluate 
3 o 00 - b vari?us ~echn?l oq ical ~ystems, their , app11catlons ln lmprovlng performance, 
~ ,..un) as well as feasibi1 ity and cost 

I~tkncr-jmpact. 

~ 3,6, ~ FILE in chronological sequence. 

3080	 Records Dis~osition 
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 
documentat ion. 

MRMD 
Destroy N/A
when I 
yr. old. 

OIRM 
Destroy N/A
when S/O. 

OIRM 
Destroy N/A
when 
comp1 eted 
study is 
5 yrs. old. 

OIRM 
Destroy N/A
when 
3 yrs. 
old. 

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

Destroy GRS-12-5a 
when I 
yr. old. 

Destroy
when S/O. 

Destroy GRS-16-14 
when 
2 yrs. ,/30VtJ/ & 
01d. 

Destroy
when I 
yr. old 

Destroy GRS-16-3a 
when 
related 
records are 
destroyed,
or when no 
longer
needed for 
admini-
strative or 
reference 
purposes. 



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. 

3090	 Vital Records 
Use for material pertaining to records 
essential for maintaining the 
continuity of Government activities 
during a national emergency. 

FILE by subj ect. 

Destroy
months 

6 N/A Destroy
months 

6 GRS-16-3c 

after final - after final 
action on action on 
project
reports
or 3 yrs. 
after 

project
reports
or 3 yr s , 
after 

campl etion 
of report 
if no 

completion
of report 
if no 

final final 
action is action is 
taken. taken. 

Destroy
when S/O. 

N/A Destroy
when S/O. 



3100 MANAGEMENT OF INFORMATION RESOURCES 
Use for material pertaining to the 
management and control of all 
types of information resources. 

OIRM 
Destroy
when 3 
yrs. old. 

NIA Destroy
when 1 
yr. old. 

FILE in chronological sequence by
project. 

3100-1 Pol icy and Procedure OIRM__/
Use for background material whic De)troy
documents the important aspec of ~en no 
the development of Depar al policy ~onger 
and procedure. ~ needed. 

NOTE: See 3010-1 f disposition ~ 
of record copy 0 epartmental /
directives. //$ 

/
/

/
/', 

by origin, Serie)i/number or in 
ronological sequ~ce. 

NIA Destroy
after the 
directive 
is issued 
or ilTJ11e-
diately
when it 
is known 
that no 
action 
will be 
taken. 

GRS-16-1d 

,/310--0/1 

3100-1-1 External or Non-Series Instru~ Use for material of a dire "onal 
nature which originates tside USVA or which originates "hin USDA but 
is not part of a al Departmental 
directive syst • Includes comme s 
and other rna rial on proposed d 
existing structions. 

, ~ Des~_ 
w S/O. 

NIA Destroy
when S/O. 

y origin, series 
onological sequ 

umber or in 

3100-2 

~ 

/00-1 

Studles/ 

~",,,,-
FILE by agency 
"," 

and sub" 

IRM 
Destroy
when 
3 yrs.
old. 

NIA Destroy
when 
3 yrs.old. 



3100-3 
JJJ.-a./Y
3 (OO-JtJ 

3100-4 

3110 
~ 

3100-2. 

~~ 

3111 
vU..A,(l.~) 

310{)-2-1 
cJj-,~ 

~ 

3<L 5 
~ 

Project Control~ OIRM 
Use for memo~a, reports and Destroy N/A Destroy GRS-16-7 records doc enting assignme , 1 yr. when no 
progress nd compl et ion 0 rojects. after longer

the yr. needed. 
FIL . Case file al in which 

.t1e or proj ect'.	 the
 
project

is closed.
 

Feasibi1it Stud File ~IRMUse for mater1a pe 1ning to the estroy N/A Destroy
study of specifi unctional areas when 3 when 2 
within 3100 c1 sification.~ es yrs. old. yrs. old. system and a requirements,
alternati s, benefits, co? data,
and ot r related d~nts. 

F by system na~. 

Plann ing ../ PD-O~" 
Use for material not dire~~ty r~estroy N/A N/A 113/0-0/ ;:J.,to either long-range~~ning nor when no 
capacity planning ..-rncluding: PO longer
annual work ~,ar1S; ad hoc ~ut!sts; needed correspond n e with extern agencies, for 
etc. ~ reference. 

FIL y agency ~ in chronological 
quence. 

Long-Range Planning PD-OI8M;

Use for material pertainin~.~A De,stroy N/A N/A t'/3IOV/~/1
1ong- range IRM plann ing g(J,'ance;	 .......-wilen
no 
agency LR IRM plans; ~D~7lR IRM ~ longer
plans; correspond~ with senior needed 
IRM officials (a cies and US~; for 
lR IRM plans om ex~~ncies. reference. etc. 

agency and 'n chronological
 
uence.
 



3111-1 

~ 

3/00-2-2 
~ ~ 

~~ 
~ ~ (p 

ADP 
Use 

F 

Budgets {A-II} 
for annual mi ssion of agen 

and arratives for A 
and expenditur 

~-OIRM 
Y'" Destroy

1 yr. 
after 
the 
close 
of FY 
covered 
by the 
budget. 

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

GRS-5-2a 

1/31 0--0/;;'/ ~ 

3112 Caeacitl PlanningUse for material pertaining to 
projected future workload and service 
requirements, estimated needed 
capacity changes and plans for timely 
delivery of additional capacity when 
required. 

PD-OIRM 
Destroy
when no 
longer
needed 
for 
reference. 

N/A N/A 

~ 

FILE by agency 
sequence. 

and in chronological 

3120 Standards 
Use for general information on 
standards, procedures, guidelines, 
DIPS Program management requirements,
and waiver requirements. 

RED 
Destroy
after 3 
yrs. 

N/A Destroy
after 1 
yr. 

FILE by subject in chronological 
sequence. 

3120-1 S~ecifications 
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. Al so includes 
responses to external agencies
proposing the standards as well as 
subsequent agency communication. 

Destroy
when S/O. 

N/A Destroy
when S/O. 

~ 

FILE by subject. 



3120-2 

3130 
~ 

3Ito-lJ- -..3 

Request for Waivers 
Use for material Which pertains to 
requests for waivers to DIPS Standards. 

FILE by type of waiver. 

Destroy
when SID. 

ATSD 
Destroy
5 yrs. 
after 
recei pt. 

N/A 

N/A 

Destroy
when SID. 

Destroywhen 2 
yrs. old. 

y.PVJ-

'/3IOV/f/3 

3150 

Security
Use for materi al 
security admini ation. Include 
reviews, stu fes, and plans. 

FILE b subject, agenc 
c nological sequ 

Review and Evaluation 
Use for material pertaining to reviews 
and evaluations of USDA IRM programs 
conducted by internal or external 
agencies. 

FILE by agency in chronological 
sequence. 

RED 
Destroy
when SID. 

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
when SID. 

GRS-18-2 

IjJ/OV/~ 



3200 

~ 

.3 100 

~~ 

~~~. 

ADP MANAGEMENT ~ OIRM /'Use for mater1al of a general n re Des~r6y
which pertains to the study, when 3 
selection, use, and manag~ent control ,/<yrs. old. 
of ADP and word processj.ffgequipnent.·/ 
operations, software d systems. /~lso 
includes files rel lng to machin~ 
room operations d to info~ation 
and data prod. ed through ~p
operations ich are not~escribed 
elsewher ln this cat~~ry. 

N/A Destroy
when 1 
yr. old. 

FILE n chronological sequence by
oject. 

3200-1 
~ 

3100-/ 

Policy and Procedure
Use for background material whic~ 
documents the important aspec~of
the developnent of DepP7rtmetal
policy and procedure. 

NOTE: See 3010-1 f~-disposition
of record copy of epartmental
directives. 

Destroy/
when~6 
lo/lger

eeded. 

N/A Destroy
after the 
directive 
is issued 
or imme-diately
when it is known 

GRS-16-1d 

fI /3101J/ I 

that no 
action 
wi11 be 
taken. 

F~ by origin, se~es number 
~hronological se~ence. 

or in 

3200-1-1 
~~ 

3100-J-/?r 

External or Non-Series Instructjo~
Use for material of a direc . nal 
nature which originates side USDA 

which originates w· in USDA but 
1S not part of a f al Departmenta 
directive syste. Includes comm, s 
and other ma rial on propose ~~nd 
existing . structions. 

Destr4 
w n si». N/A Destroy

when SlOe 
ff) 3/01J/ /; 

FIL y origin, serie number 
ronological sequence. 

or in 



3210 

3200-2
 

3200-3 

~ 

320t-5 

3210-1 

~ 

~loo-3 
~ , ' - )~ 

~~FILE 

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. 

Proj ect Control 
Use for memora , reports and 0 
records doc nting assignme ,

a completion 0 rojects. 

FIL. Case file a 
It le or proje 

Desitn and Develo5fent Use or material ~ a general nature 
related to applications design and 
development. 

FILE by system name. 

Information Requirements Studies 
Use for material pertaining to 
information requirements studies and system development projects.
Included are user requests, analytical 
reports, design requirements, feasibility studies, and cost/benefit analyses. 

by agency and projectname. 

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 longer
needed. 

N/A
 

Destroy
when no 
longer
needed. 

Destroy
when 
st». 

Dispose
of when no longer
needed. 

GRS-20-
Part III,
Item 10 

GRS-16-7 

II / 3~rro /s 

GRS-20, Part 
II, 3 

1/ /31 oo/3 



3210-2	 System Implementation Files
 
Use for material pertaining
~ to design, development, and3 100-3 operation of an application 

~ t.v-oAJ system including system instructions, user guides and 
~ manuals, input, output, and 

report specifications, standard4:V -to operating procedures, block~r.lo-I diagrams, flow charts, coding 
,.92 JD-Z 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. 

3210-3 ADP Test Files 
~ Use for mater-Ial pertaining to 

~ the testing of ADP equipment 
I Ol) ...3-1 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. 

3220	 Resource Acguisition

Use for material pertaining to
 

~ planning and preparing for in" al 
310()-Lf	 acquisition (including sele ion,

evaluation, procurement, d in-
stallation) of ADPE, ice automatio-
equipment, multiple quipment when 
part of a system, uxiliaryequi
and attachment or existing
equipment; a ADP sOftwa~ 
services. ncludes applica on 
studies system speci~ 10ns and repor. of their review manufac-
tu r's proposals a~ evaluation 
t ereof, documents elating to 

OIRM 
Dispose 
of when no 
lon~er nee ed. 

OIRM 
Disposeof when 
no longer
needed. 

OIRM 

N/A	 Dispose
when no 
1on~er nee ed. 

N/~	 Disposeof when 
no longerneeded. 

N/A	 Destroyafter 
5 yrs , or 
di scon-tinuance,
whi ch-ever is 
first. 

GRS-20,
Part II, 3 

1310-0/3
 

GRS-20Part IL 2 
1

1 / 31aotil 

'/3!O()/f 



installation of equipment or 
systems~ reports of read· ss 
reviews and perform e eva1uations~ 
benchmark comput on information 
outputs~ ben ark accounting informati outputs~ and related 
papers 

by system	 or product name. 

3220-1	 Benchmark Demonstratio ~ ~ Use for computatlo n ormation 
outputs from wi ng vendors an 

3/00 ~ Lf-J vendors dec1 d nonrespongiv due 
benchmark rforma"ce~ 

FIL y vendo;:,,~ 

3220-1-1 Bendmark Computat ;Dn'/' 
~ Use for inform.at-f6noutputs f.rOfTf' 

_ 4 I) losing ven ors. .-..
310 o	 -L ~... 

FI y vendor".-~ ~ 

3230	 Resource Utilization
 
Documents containing manag
 

~ data on costs~ equipmen staff-
3/00-5	 ing, workload capacit· s~ and 

overall effectivene of ADP and ~ 
word proCeSSi~9 erations. Includes docunent s used 0 eva1uate renJal , 
purchase, o~ ation and maintenance 
costs. I 1udes report s Lbr tefs ,
and simi r or related ocuments. 

FIL Y category ( rc.). 

OIRM.-estroy
1 yr.
aftercompletion
of per-
formance 
evaluation. 

-~{jIRM
Destroy
1 yr.
after 
accept-ance of 
system. 

OIRM ~ 
Destroy
~hen 15 

~yrs. old. 

N/A 

N/A 

When 
5 
yrs.
old. 

Destroy1 yr.
after com-
p1etion
of per-
formance 
eva1ua-
tion. 

Destroy
1 yr.
after 
accept-
ance of 
system. 

Destroywhen 2 
yrs. 01d. 

1/ /310T)/r
 



3230-1 
~ 

') L' 
;;/~O-v-

Information System Capabilj!~s 
Use for material pertajnfng to2 specific informatioJl~ystem 
capabilities, in Yuding graphics 
display, data anagement sys s, and 
other spec" ized softwar r 
hard? 

01 W·... 
estroy

1 yr.after 
di scon-tinuance. 

Destroy
1 yr.after 
di scon-tinuance. 

~ by system name. 

3230-2 

~ 

3/00- 5-/ 

Resource Inventory Files 
Use for documents relat 0 
information resource " ventories 
including ADPE, 0 1ce automatio 
equipment, co er software 
and relate orms and suppl" 

Destroy
when 5 
yrs. old or when 
no longer
needed 
whichever 
is sooner. 

N/A Destroywhen 3 
yrs. old or when 
no longerneeded 
whichever 
is sooner. 

Operations
Documents, magnetic media, and 
punched cards, maintained by ADP 
activities in providing services to 

~ • other elements within the area se~ 
~~ ~1 viced. These files are used pro arily 
~ ~ in preparing and controlling r curring 

and one-time tabulations, r orts,~ 3~ machine runs, briefs, prin outs, and 
I similar documents require by other ~ l, elements in performing eir functions 

and missions. Include in the ADP 
activity files are s atch tapes, test 
tapes, raw data inp t tapes, analog 
magnetic tapes, w king tapes, (input 
and output), tra saction tapes, con-
tinuous update apes, summary data 
tapes, print pes, reformed datatapes, secur"ty tapes, removable media
random acc~ s devices; master tapes;
disks, di~ packs, drums, and data 
cells co taining similar data; master, 
detail and summary punched cards; 
machi e listings thereof; and copies of bulations, machine runs, and 
pr.nt-outs used for verification 

urposes. 



a. Magnetic media, cards, reports 
and print-outs, designated as 
record copy material. 

b. Magnetic media and cards 
which become obsolete as a result 
of updating, dumping, and trans-ferred data. 

c. Transaction cards and list" gs. 

d. Remaining t" es 

FILEiby agency/area serviced and 
~ject if appl icable. 

3240-1 Data Processing Register and 
~ Schedule Files 

Use for materlal pertainin 03/oo-b-/ records of approved jobs eflecting 
job numbers, requestin office,
job description, dat received, an . 
date due. Al so, d uments re-
flecting availab e machine an 
personnel time job require nts 
priorities, d time-~h~a " ginformatio on individ approved
jobs. luded are r- gisters,
sched es, and dir tly related 
doc ents. 

and/or job	 name. 

OIRM & 
NFC N/A
Dispose
of when 
no longerneeded for 
reference. 

OIRM & FC 
of N/A

w n no ongerneeded 
for 
reference. 

OIRM & NFC 
Dispose of N/A
when no longer
needed 
for 
reference. 

OIRM & NFC 
Dispose of N/A
when no longer
needed for 
reference. 

N/A 

com-pletion
ofrelated 
job or on 
di scon-tinuance, 
ever is first . 

/	 ,,/3IOrJ/ &ev 

N/A	 GRS-20,
Part I, 23 

/I /3/0-0/ &b 
N/A	 GRS-20,Part I, 23 

II /31 o-o/&C 
N/A	 GRS-20,

Part I, 23 

11/31 oo/~ tX-
N/A	 GRS-20,Part I, 23 

N/A 



3240-2 Machine-Readable Housekeepj,Jt("Records NFC &_f-BrRM
 
~ Use for rout ine admini st7ative records DJ-spose N/A Dispose GRS-20,


g which are not requir~/for GAO~adit 'f as	 of as Part 1,I CJO-/r;-2.	 and do not serve)lS""record copy of reference reference 29
 information. 21spose of record - py material. material.
in accordan with instruction~
 '/3too/b /;;L
applicabb to hard copy. RS-20, part
1, ite 8) • 

sequence. 



3300-1 

3300-1-1 

3300-2 
~ 

3/00-;7
 

Vdfj~_ 
~~ 

TELECOMMUNICATIONS MANAGEMENT 
Use for material of a general nature pertaining to the transmission, 
emission, or reception of signals,
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 
Use for background materialdocuments the important as ts 
the development of Depar ental 
and procedure • 

NOTE: See 3010- for dispositio 
of record cop of Departmental directive. 

FIL Y origin, serie number or in 
ronological sequ ceo 

External or-Non-Series instruc 'ons 
Use for material of a dire onal 
nature which originates tside USDA 
or which originates . hin USDA but 
is not part of a al Departmental 
directive syst • Includes comme s 
and other m rial on proposed d 
existing . structions. 

FIL y origin, serie 
ronological seq ceo 

Telcommunications Equipment and ~TD 
Services 

Use for material 0 general natu~ which pertains requests for ~ere-
comm~nic~D equipment and teTephone servl~_ ... 

.f-Irt~y agency 

OTD 
Destroy
when 3 yrs. old. 

OTD /'Destroy
w en,/ 

o 
longerneeded. 

MD 
estroy

when 3 yrs. old. 

N/A
 

N/A 

N/A 

N/A 

Destroy
when 1 yrs. old. 

Destroy
after the 
directive 
is issued or invne-
diately
when itis known 
that no 
action will be 
t aken • 

Destroywhen S/O. 

Destroy
when 1 
yr. 01 d. 

GRS-16-1d 

Y\.,9NV/ 

GRS-12-
2b 

t,/ 3to-r/7 



.. " 

3300-2-1 Request D 
~ Use fYf records w pertain to est roy N/A

tnst a ation, nge, removal a 1 yr. .3/00-7-1 equi pment. after 
audit orCUruf when 3 I 

~()O -- 2-/	 yrs. old,
whichever 
is sooner. 

3300-2-2	 Agreements 0.0-Use for records of reements with Destroy 2	 N/A
~ 

3too-7-c.	 
backg~ound dat nd other records yrs. after 
relatlng t~~ reements for tel~~ expiration
communic tions services~ or can-

cellation 
FI by agency and subject. of agree-/' mente 

3300-2-3	 Ieleghone Stat t sttcal 'Reeorfs OTD 
Use for telecommunications statisical Destroy N/Areports including cost and volume data. when 

1 yr. old.FILE by agency in chronological
 
sequence.
 

3300-2-4	 Telecommunication Vouchers OTD 
Use for telecommunications reference Destroy N/Avoucher files. Includes reference when copies of vouchers, bills, invoices, 1 fiscal 
and related records. yr. old. 

FILE by agency and control number.A~3300-2-5 Operational Files ~ N/A
~ Use for material pe ining to estray

message registe , logs, when 6 
IIJ;/)/)-2. 2 performance ports, daily 10 d- months - reports, ated similar	 old. 

E E in chrono gical sequence. 

Destroy
when 1 yr. 01 d. 

Destroy2 yrs. 
afterexpi r-
ation or can-
cellation of 
agree-
ment. 

N/A 

N/A 

N/A 

GRS-12-
2d(2) 

"/3/O-V (7/1 
''/ I tv (J7) / ~/	 I 

GRS-122e 

II /3tu-rJ /7/d 

GRS-12-2c 

GRS-12-2d(1) 

GRS-12-3a 

'j;(;01J / ~/d-



3300-2-6 Telephone Statements 
J..l.J-a"oj toll 

)006- 2-J FILE agency and/or
uence. 

3300-3	 Reports
Use for telecommunication reports,
e.g., transmission, emission, etc. 

file by agency and subject in 
chronological sequence. 

3300-4 

: Case file alphab lcally by e title of the pr ect. 

3310	 Voice Telecommunications 
Use for material pertaining to voice 
telecommunication policy, management, 
and operations. This would include DIPS Circulars, requests for
technical approval, general
infonmation letters, and inventory 
data sent for verification purposes. 

FILE by subject. 

3310-1	 Telecanmunication Technical -Approval s 
Use for requests and all follow-up infonmation gathered in consideration 
for approval. 

FILE by agency. 

Destroy N/A
3 yrs.
after 
periodcovered by
related account. 

OTD 
Destroy N/Awhen 3 
yrs. old. 

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

OTD 
Dispose of N/Awhen 3 
yrs. 01d. 

OTD N/ADispose
when no 
longerneeded 
for 
reference. 

Destroy GRS-3-11 
when 1 yr. old. 'jlfvOV/J-/3 

Destroywhen 1 
yr. 01d. 

Destroy GRS-16-7when no 
longer "/33{7()/1needed. 

N/A 

N/A 



3310-2 Telephone Orders 
Information copies of telephone orders submitted. 

FMD 
Dispose
of when 1 yr.
01d. 

N/A N/A 

FILE by agency and requisistion 
number. 

3320 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 equi pment. 

FILE by subject. 

OTD Dispose
of when 
3 yrs.
old. 

N/A N/A 

3320-1 Data Telecommunications Technical Approvals
Use for requests and all follow-up 
information gathered in consideration for approval. 

FILE by agency. 

OTD Dispose
when nolonger
needed 
for 
reference. 

N/A N/A 

3330 Radio Telecommunications 
Use for material pertaining to 
radio transmissions, assignment of radio frequencies, and microwave 
transmissions. 

Disposeof when 
3 yrs. old. 

N/A N/A 

FILE by subject. 

3340 
~ 

'fo()O-2-tf 
Use or correspon e ,
forms and other r ords 
pertaining to e compilation directory
service ·stings. 

1 phabeticall
d/or agency. 

F 
estroy

2 months after 
issuance of 1 isting. 

N/A N/A GRS-1l-3 

1;?~f/1 



3400	 INFORMATION MANAGEMENT
 
Use for material of general	 N/A Destroy~ 

ins to the when 1
j20() dissemination information yr. old.

is not des lbed below. or or
 sooner sooner
 
FILE Y subject and in if no if no
 

c ono10gical sequen longer longer
needed. needed.
 

3400-1	 poiicy and procedure~ ~~ 
Use for backgrougd material which ~D~stroy N/A Destroy GRS-16-1d 

~ documents the ,im'portantaspects of .Phe when no after the 
deve10pment)Df Departmeztal pol· j( longer directive '!.3;4-v/t32o{)-1	 and proce Hre. needed. is issued 

or imme-
NOTE: See 3010-1 for~·sposition diately
of cord copy of Departmental when 
. ·rectives. / it is 

known
/.t' that no 

action 
FIL~/~igin, series number or in will be 

snrono10gica1 sequence.	 taken. 

3400-1-1	 External or Non-Series Instruct;o~

Use for material of a directio 1 N/A Destroy


~	 nature which originates out . e USDA when SlOe '/3hv/t/t 
or which originates with· USDA but 3200-/-1	 is not part of a form Departmental
directive system. ncludes comments 
and other mate· on proposed an 
existing in ructions. 

FILE origin, series n
 
c onologica1 sequen
 

3400-2 Reports

Use for access to information reports. Destroy N/A Destroy


when 3 when 1
 
FILE by agency in chronological yrs. 01d. yr. old.
 

sequence. 



3400-3 
~I 

3200-5 

Project Control 
Use for memor aa, reports and 0 

records do enting assignme ,progress nd completion 0 rojects. 

FIL. Case file a tle of projeyt. 

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

N/A Destroywhen no 
longerneeded. 

3400-4 Agency Projects 
~ Use for material taining to 
".2 o special aqency rojects, such 
J I (){)-Z-:J as informat' n requirements studi 

and syst development projects 

N/A Destroywhen no 
noneeded. 

3410 

3420 

3430 

~3 
10D- 2-t.f 

lnformatlon Collection Use for material pertaining to 
information collection activities 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 Shar' 
Use for mater pertaining
and studie supporting data 
inform on data bases, and 

F. 

of 

OIRM 
Destroy
when 
no longerneeded 
for 
reference. 

RED 
Destroy
when nolonger
for 
reference. 

-N/A 

N/A 

N/A 

Destroywhen no 
longerneeded. 

Destroy
when nolonger
needed. 

Destroy
when nolonger
needed. 

'/3IOO/')/{ 



3440 

3440-1 
~ 

32oo-tf 

3450 

3450-1 
~ 

32()o-J
32 (j[)- 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 pe~iKing to 
requests and aut OTlzation for individuals . ave access to 
classifi files. 

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 eques s 1 es. 
Files created in respons to requests 
for information under e Freedom of 
Information Act consi ing of the 
original request, a opy of the reply 
thereto, and all r- lated supporting 
files which may ·nclude official 
file copy of r uested record or 
copy thereof 

a.	 Corre ondence and supporting 
doc ents (EXCLUDING the 
of cial file copy of the 
r, cords requested if filed 

erein). 

OP 
Destroy
when 2 yrs. old. 

DeS~rOY2 yrs.
afte aut or-
~tion 

;expires. 

OGPA/OGC
Destroy
when 2 
yrs. old 
or soonerif no 
longer
needed 
for 
admini-
strative use. 

N/A	 Destroy GRS-18-2 
when 2 yrs. old. 

Destroy GRS-18-71 yr. 1/3hV/1afterdate of
 
reply.
 

N/A	 Destroy GRS-14-20 
when SlOe GRS-14-30 

/1/3J40p 
1 

1 / 3~ /3// 



(1) 

(2) 

Granting access to all the 
requested records. 

Responding to requests for 
nonexistent records; to 
requestors who provide
inadequate descriptions;
and to those who fail to 
pay agency reproductionfees. 

Destroy
2 yrs. 
after 
date of 
reply. 

N/A N/A GRS-14-16 
a(1 ) 
11/3if&o /3 

(a) 

(b) 

Request NOT appeal ed. 

/ 
; 

/
Request appeal 0'. 

Destroy
2 yrs. after 
date 
of 
reply. 

Destroy
as 
authorized under 
3450-1-1. 

N/A 

NjA 

N/A 

N/A 

GRS-14-16 
(2)(a) 

GRS-14-16 
(2)(b) 

(3) 

(a) Request~ NOT appealed. Destroy
5 yrs. 
after 
date 
of 
reply. 

N/A N/A GRS-14-16 
(3)(a) 

ff /3;xm /?// 

(~ 
Request appealed. Destroy

as authorized 
under 
3450-1-1. 

N/A N/A GRS-14-16 
(3)(b) 



,~/b. Official
/

file copy of requested 
records • 

FILE in chronological sequence. 

3450-1-1	 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 
copy of the reply thereto, and 
related supporting documents,
which may include the official 
file copy of records under 
appeal or copy thereof. 

~~S~tnse
 
accor ance 
with 
app~oved~~tcy
pes! tion

nstruct-
ion 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 
docunent s (EXCLUDING the file copy of the records 
under appeal if filed herein). 

Destroy
4 yrs. 
after final 
determi-nation 

N/A N/A GRS-14-17a 

by
agency
or 
3 yrs.
after final 
adj ud i-
cation 
by
courts,
which-ever 
is 
later. 

b. Official file copy of records 
under appeal. 

Dispose
of in accord-

N/A N/A GRS-14-17b 

ance 
with approved
agency
di s-
position
instruct-
ion for 
the 
related 
record,
or 
with 
the 
related 
FOIA 
request,
which-
ever 
is 

FILE in chronological sequence. later. 



3450-1-2 FOIA Control Files 
Files maintained for control 
purposes 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 
1ast 
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 GRS-14-18a 

N/A N/A GRS-14-18b 



3450-1-3	 FOIA Reports Files 
Recurrlng 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 

N/A N/A GRS-14-19a 

with 
related agency
records 
approvedfor 
permanent
retention in agency
records 
control 
schedul e 
or when 
15 years
old, which-
ever is 
sooner. 

Destroy
when 2 yrs.
old or 

N/A N/A GRS-14-19b 

sooner 
if no 
longer
needed 
for 
admini-
strative 
use. 



3450-2 
~ 

32~6 -2
 
32u{)-2-1 

~1 

fD	 GRS 

Privacy Act Requests Files 
Files created in response to requ sts 
from individuals to gain access 0 

their records or to any inform tion 
in the records pertaining to hem,as provided for under 5 U.S • 
552a(d)(1). Files contain original
request, copy of reply t reto andall related supporting documenis, 
which may include the-/fficial file 
copy of records requ~sted or copy
thereof. ~ 

a.	 CorresPOndenG{ and supportin~ 
docunent s ~XCLUDING the off icial 
file copy ~f the records 
request~!if filed herein). 

(1)	 9~nting access to all the 
;requested records. 

(2)	 Responding to requests f 
nonexistent records; t 
requestors who provid
inadequate descript" ns;
and to those who f 1 
to pay agency re oduction 
fees. 

( a) 

Requests appealed. 

Destroy
2 yrs.
after 
date 
of 
reply. 

Destroy
2 yrs.after 
date of 
reply. 

Destroy
as authori zed 
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 
2(a) 

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



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

( a) Request NOT appealed. 

(b) Requests appealed. 

b. Official records. 

Fi e in chronological sequence. 

Destroy
5 yrs.after 
date 
of 
rep-lYe 

Destroy
when 3 yrs. old. 

It /3d-oV/ )../1 
GRS-14-25a 

(3)(a) 

'-troy
as 
authori zed 
under 
3450-2-1. 

N/A N/A GRS-14-25a 
(3)(b) 

Dispose
of inaccord-

N/A N/A GRS-14-25b 

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



· . 
r 

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 request 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 
agency. Includes individual's 
requests to amend and/or review refusal to amend, copies of 
agency's replies thereto,
and related materials. 

Dispose
of in 
accord-ance 
with the 
approved
di sposi-
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 N/A GRS-14-26a 



b.	 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
of in 
accord-ance 
withthe 
approveddisposi-
tion 
instruc-
tions 
for the 
related 
subject
indivi-
dual's 
record 4 yrs.
after 
final deter-
mination 
by agency,
or 3 yrs.
after 
final 
adj ud i-
cation 
by
courts,
which-
ever 
is 
later. 

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

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



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

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

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

File in chronological sequence. 

3450-2-3	 Privac~·Act Control Files 
Files maintained for control purposes
in responding to requests, including 
registers and similar records listing 
date, nature of request, and name 
and address of requestor. 

a. Registers or listings. 

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

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



.: 

b. Other files. Destroy
5 yrs.after 

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

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

File in chronological sequence. later. 

3450-2-4 Privac~ Act Re~orts-F;les
Recurring reports and one-time infor-mation requirement relating to 
agency implementation, including
annual reports to the Congress of 
United States, the Office of 
Management and Budget, and the 
Report on New Systems. 

a. Annual reports at 
or agency level. 

Departmental OGC 
PERMANENT. 
Offer to 

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

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



b. Other reports. Destroy N/A N/A GRS-14-29b when 2 File in chronological sequence. yrs. old. 



4000 EMPLOYMENT Use for material pertaining to the 
general administration and operatO n 
of personnel functions, includi 9 
college programs, selective acement,
special programs, examinatO ns and 
paid recuitment, etc. 

FILE by agency and 

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

ling are prescribed by FPM 293-31. 

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

OP 30 days 
after 

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

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

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

aration,
ichever 

is 1ater. 



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

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

/ 

d. 

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

OP 
SEE NOTE GRS-1-10 

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

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

sooner. 

/
t. 

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

N/A 

occurs 
first. 

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

N/A GRS-1-2b 



4000-1 

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

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

/

,/
/ 

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

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

OP 
Destroy/when no 
longer
needed,.-

/ 

De~(~OY
~en no 

longerneeded. 

N/A 

Destroy
when S/O. 

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

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

GRS-16-1d 

4000-1-1 

4000-2 

vUMJ.d 
'1000-/3 

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

;/' 

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

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

N/A 

N/A 

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

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

4000-3 

~ 

4()~/) -Ii/-

by agency and sub~report. 

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

t i of project/ project
is closed. 

N/A Destroy
when no 
longer
needed. 

GRS-16-7 

Ij Lj(J07} /;t 



.' 

4010 

<Cu-ao/ 

L/-ooD-2 

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

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

FILE chronologically. -:
"," 

/1' 

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

FI alphabetically Congressional
uthor. 

N/A Destroy
when 3 
yrs. old. 

GRS-1-3
I¥tf1/rJ / s-

4010-1 
~~ 

Jfooo~2-1 

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

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

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

e~. /
FI chronologica11y

rganization, ~tc. 
by agency and 

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

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

N/A N/A 

FILE in chronological sequence. 



4010-1-2
 

4010-1-3 

4010-2 

~ 

If 0 O()- 2-2. 

Agency Recruitment Plans 
Use for correspondence and material 
pertaining to annual recruitment plans
as required by Departmental Regulations. 

FILE in chronological sequence. 

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

FILE in chronological sequence. 

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

Decl ined offers 

a. Names receive from certificate 
of el igibles. 

b. Tem orary or excepted appointments. 

All others 

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

N/A N/A 

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

N/A N/A 

OP 

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

N/A 

N/A 

Destroy
imme-
diately. 

Destroy
imme-diately. 

Destroy
imme-
diately. 

N/A Destroy
imme-
diately. 

GRS-1-4b 
(1) 

GRS-1-4b 
(2) 

GRS-1-4b 
(3 ) 



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

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

~/ 
~r 

/'F~y agency and announcement ber. 

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

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

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

selecting nonpreference
eligible 

FIL y agency a~ nouncement 
position numb • 

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

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

LE y agency. and employee name. 

O~ 
/-Destroy N/Aupon
receipt


of OPM
 
inspec-
tion
 
report

or when 2
 
yrs. old
 
whichever
 
is earlier,

providing

the re-
quirements

of FPM,

Chapter

333, Sec-
tion A-4,

are
 
observed.
 

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

Destroy N/A
when 2 
yrs. old. 

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

N/A	 GRS-1-15 

!.II~ooo /~J3 

Destroy
inme- ~/;~hdiately. 

N/A	 GRS-1-5 

I!tf~/j 

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



4010-7	 Reports
Use for statistical re orts which 

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

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

~y or fiscal copy 

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

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

FILE by agency and subject. 

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

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

N/A Destroy
when 2 
yrs. old. 

GRS-1-16 

It) iou-rJ /:J- / i 

Destroy
when 2 
yrs. old. 

N/A Destroy
when 1 yr. old. 

GRS-1-14a 

&r)~iT01J/ ff 

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

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

Destroy
when 3 
yrs. 01d. 

N/A N/A 

Destroy
after 
employeehas been 
promoted or 
declines a 
position. 

N/A N/A 11/¥07JVp/! 



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

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

mental 
Personnel 
Management
Evaluation 
review has 
been 
conducted. 

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

included but not limited to special Destroy

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

FILE by agency and subject. 

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

II
4030-2	 Stay in School 

II
4030-3-3	 Federal Junior Fellowship Program 

II
4030-3-4	 Intergovernmental Personnel Program 

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

II
4030-3-5	 Part-time Employment Program 

II
4030-3-6	 Presidential Management Intern Program 

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

II
4030-3-7-1	 General 

II
4030-3-7-2	 Plans 

II
4030-3-7-3	 Reports 

N/A N/A
 

N/A N/A 

Same Same
 
as as
 
4030-3 4030-3
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 

II II
 



4030-3-7-3a Narrative 

4030-3-7-3b Statistical 

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

4030-3-8	 Faculty Programs 

4030-3-9	 Summer Employment Program 

4030-3-9a	 USDA Competitive Programs 

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

4030-3-10	 Student Volunteer Program 

4030-3-11	 Volunteer Program 

4030-3-12	 Veterans Program 

4030-3-13	 Worker-Trainee Opportunities Program 

4040	 S~ecial Ap~ointments
Use for material pertaining to 
appointments requiring Senatorial 
confirmation. 

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

(1) Transferred employees. 

Same Same 
as as 
4030-3 4030-3 

II " 

"" 

"	 " 

"	 " 

" " 
II " 

"" 
."	 " 

" " 
II" 

OP 

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

Same 
as 
4030-3 

" 

" 

II 

II 

" 

II .~ 

" 
II 

" 
II 

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



(2) Separated employees. 

4040-1	 Special Authorities 
Use for material pertaining to 
correspondence, bulletins, etc.,
received which relate to excepted
service (Schedules A, B, and C). 

FILE in chronological sequence. 

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

FILE in chronological sequence. 

Transfer 
folder to 

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

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

OP 
(SPISS-CEU)
Destroy
when SlOe 

N/A N/A 

SPISS-CEU 
Destroy
when SlOe 

N/A N/A 



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

4050-1 

~ 

4-000-9-1 

4050-2 
~ 

4000-9-£ 
U-~ti:t& 
q.. ~~.'J.~. 

U 4050-3 

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

;~ positio number. 

pertaining
and other tt ton 

E E by agency ~ subject. 

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

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

OP 
Destroy
when SlOe 

OP 
Destroy
when SlOe 

N/A 

N/A 

N/A 

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

Destroy
when SlOe 

Destroy
when SlOe 

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

1!~~/1/1 

GRS-1-7c 

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

FILE by agency and subject. 

4050-4 OP 
~ 

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

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

or new strip is 
prepared. 



4060 
~ 

L/-{)OD - 10 

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

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

OP 
Destroy
when 3 yrs. old. 

N/A Destroy
when 1 yr. old. 

i 

4060-1 
~) 

¥(}()() - jIJ-/ 

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

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

& NFC Destroywhen 3 
yrs. old. 

N/A Destroy
when 1 
yr. old. 

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

4060-2 
~ 

Lf 0co -/ ()-2 

F)HCIEby agency~· employee name. 

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

FI~ agenc~ and alphabetically ;y employee. 

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

4 
o 3 

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

p1~y agenc~and subject. 

OP 
Destroywhen 1 
yr. 01d. 

OP 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

Destroywhen 1 
yr..•01d. 

Destroy
when 3 
yrs. old. 

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

GRS-2-17b 

7'1000/10/3 



4070 Attendance and Leave OP & NFC 
~ 

'ftJt)O-!/ 

~~1b,t;r
 

4070-1 
~ 

4afJo-J/-/ 

4080 

u
~ 

oco-'] 

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

a. If timecard 
the employee. 

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

See 2600-2-1 

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

F~y agency and ~ cia1 security
n ere 

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

F in OPF. 

DestrOY/ N/A

when 1/
 
yr. old.
 

Destroy at N/A
end of 
app1 icablepay period. 

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

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

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

Destroy
when 1 
yr. old. 

Destroy at 
end of 
appl icab1epay period. 

Destroy
when 1 
yr. old. 

Destroy
3 months 
after 
end of 
the period
covered. 

Destroy
when 1 
yr. old. 

GRS-2-8a 

GRS-2-8b 

GRS-2-9 

11/V07J7) 1/1 

GRS-1-17a 

Iiio-u?J!7 



4080-1 

4080-2 

4080-3 

Reemployment Consideration 
For USDA employees separated by RIF; 
Bulletins, information on automated 
lists, and requests for passover, are 
included in this category. 

FILE by subject in chronological 
sequence 

Reduction-in-Force Inguiries
Use for general ,correspondence and congressional inquiries generated as 
a result of RIF's. 

FILE by subject in chronological 
sequence. 

Reports
Use for USDA and other agencies'
informational outplacement assistance 
efforts for employees separated by 
red uct ion- in-force. 

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

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

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

N/A 

N/A 

N/A 
-

N/A 

Destroy
when 1 
yr. old. 

N/A 

GRS-1-17a 

.~ 

FILE by subject in chronological 
sequence. 

4090 

~ 

4000-/2 
F 

OP 
Destroy
when SID. 

N/A Destroy
when S/O. 

GRS-1-28 

IjioiroIIJ-



4100 

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

F E by agency nd subject. 

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

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

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

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

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

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

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

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

Destroy
when 3 
yr s , old. 

OP 
DestrASY wh7(( no 
1 nger

eeded. 

Destroy
when no longer
needed. 

OP & NFC 
Destroy
when 3 
yrs. old. 

N/A	 Destroy
when 3 
yrs. old. 

N/A Destroy
when S/O. 

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

GRS-16-1d 

N/A Destroy
when S/O. 

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





b. General file of agency-sponsored 
training. 

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

(2) Background and workpapers. 

c. Employee training 

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

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

d.	 uncement Fi1es •/
.f 

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

by agency, course subject, or 
phabetica11y as tapp1icab1e. 

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

~( 00 _2..2.ParticiPation. 

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

NOTE:	 of satisfac ry
is kept i the OPF. 

y agency, course or 
phabetica11y as app 

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

N/A N/A 

Destroy
when 3 
yrs. 01d. 

N/A N/A 

Destrol/'
when/
5 y s , 
01 or 

en S/O,whichever 
is sooner. 

N/A N/A 

Destroy
when S/O. 

N/A N/A 

OP 

is sooner. 

N/A Destroy
when 1 
yr. old 

GRS-I-30b(I) 

GRS-I-30b(2) 

GRS-I-30c 

GRS-I-30d 

GRS-I-30c 

IJ L/ /o»/ J-jd--



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

1/]t~ 
~ 

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

Case fil 

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

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

GRS-1-12a (1)

(!~/rJ7)/3 

4130-1 
~ 

Y- (O{)-3-1 

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

FILE subject in chr ogical
s ence. 

estroywhen 2 
yrs. old. 

N/A Destroy
when 2 
yrs. old. 

GRS-1-12c 

,/flfJ7)/~// 

4130-2 
~ 

410D-3-2 

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

OP 
Destroy
when 1 
yr. old. 

N/A Destroy
when 1 
yr. old. 

GRS-7-12b 

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

4130-3 
~-~ 

Lfloo-3-3 

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

a. Paper copies 

b. 

.n chronological 

Destroy
after 
micro-filming. 

Destroy
when no 
longer
needed • 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 



4130-4 

t+ 
~ 

100-.3- Lf 

4140 
JJJ-cM:) 

'fIO{)- '-f 

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

OPF. 

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

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

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

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

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

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

OP 
Destroy N/A
when 2 
yrs. old. 

OP & NFC 

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

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

Destroy N/A
upon
super-
session. 

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

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

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

Super-

vi sor' s
 
File copy

only.
 

Destroy GRS-1-23a
 
after the
 employee

compl etes

1 yr. of
 
accept

able
 
perform-
ance.
 

Destroy GRS-1-23a(2)

upon

super-
session.
 

Destroy GRS-1-23a(3)

when
 
employee

leave
 
employ-
ment.
 

Destroy GRS-1-23a(4)

3 yrs.

after
 
date of
 
apprai sal.
 



(5) Supporting documents. 

FILE in Employee's Performance File. 

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

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

FILE in OPF. 

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

FILE in Emplo eels Performance File. 

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

FreE in Employee's Performance File. 

Destr y N/A
3 yr • 
af r 
d e of 

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

OP & NFC 

Destroy N/A
when SlOe 

. Disposition N/A
pending. 

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

Destroy GRS-1-23a(5)

when 3
 
yrs. old.
 

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

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

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



FILE 

(4) Supporting documents 

in 8nployee's Performance 

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

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

GRS-1-23-b{4 

c. 

LE in 8nployee's Performance Fi1e. 

Disposit ion 
pending. 

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

GRS-1-23c 



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

4200-1 

4200-1-1 

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

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

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

/
/
/F LE by sub/ect. 

P 
Destroy
when no 
longer
needed. 

Destroy
when no 
longer
needed. 

Destroy
when 5/0. 

N/A 

N/A 

N/A 

Destroy
when 5/0. 

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

Destroy
when 5/0. 

GRS-16-1ctJvcUo / / 

GRS-16-1b 

II /f~J4v;:// 

4200-2 

FILE origin, s ries number 
c onol oqtcal quence. 

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

FILE by subject. 

or in 

OP & NFC 
Destroy
when 3 
yrs. old 

N/A Destroy
when 1 
yr. old 



4200-3 
~ 

4'2oo-~
 

4210 

4210-1 

'-f 
~ 

2(){)-c. 

4210-2 

~ 

Lf 260 -2-/ 

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

FILE" Case file
 
. 1e of proj 

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

FILE in chronological sequence. 

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

LE by employe, name. 

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

~LE by emplo ee name. . 

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

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

estroy N/A3 yrs.
after case 
is closed. 

estroy N/A4 yrs.
after case 
is closed. 

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

Destroy
when 
S/O. 

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

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



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

when 1 when 1

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



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

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

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



4300 
.. 0 i 'II! _'-<:Jut-txo». 

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

~'tS-,~ 
- __ • J D..J-, 

..- ~~f[,
0&0 

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

t 

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

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

GRS-1-26g 

'/i30-0 

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

OP, OEO
Destroy
when no longer
needed. 

N/A Destroy
when S/O. 

GRS-16-1c 

'/L/3ocJ/1 

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

Destroy
when no 
longer
needed. 

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

GRS-16-1d 

NOTE: See 3010- for dispositO 

of record copy f Department 
directives no published i 

n 

DPM. 

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

by origin, eries number 
ronological sequence. 

or in 

4300-1-1 
Destroy
when S/O. 

N/A Destroy
when S/O. 

ries nimber or in 



4300-2
 

4300-3
 

4310 
~ 

+300-2-

4320
 

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

FILE by agency and subject. 

Case f" e alpha~lCally by
of oject. 

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

by agency and
 
equence
 

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

FILE by employee name. 

OP,NFC,OEO
Destroy N/A
when 3 
yrs , 01 d. 

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

Destroy N/A5 yrs. 
from date 
of plan. 

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

Destroy
when 1 
yr. old. 

Destroy
when no 
longerneeded. 

Destroy5 yrs. 
from date 
of plan 
or when 
admini-
strative 
purposes
have been 
served,
which-
ever is 
sooner. 

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

GRS-1-26d{2} 

GRS-16-7
'I'f 30-0 P 

GRS-1-26h
IJLf30v/~ 

GRS-1-26a & t 



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

FILE by subject in chronological 
sequence. 

4330	 Compl iance
Use for material pertaining to reviews,
background papers and correspondence 
which relate to contractor employment
practices. 

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

FILE by origin in chronological 
sequence. 

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

FILE by agency. 

4350	 Equal Opportunity in Housing 
Use for material related to the implementation of a Department of 
Housing and Urban Development/Depart-
ment of Agriculture Memorandum of Understanding relating to the imple-
mentation of Title VIII of the Civil 
Rights Act of 1968. 

FILE in chronological sequence. 

4360	 Outreach - Public Notification 
Use for correspondence with USDA 
agencies related to administrative 
requirements for public notification 
and outreach activities to ensure 
nondiscriminatory participation in 
USDA programs. 

FILE in chronological sequence. 

Destroy
2 yrs.
after 

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

final 
resol u-tion 
of case. 

OEO 
Destroy
when 7 
yrs , 01d. 

When 
3 yrs.
old. 

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

OEO 
Destroy
when 2 

N/A Destroy
when 1 

yrs , old. yr. old. 

OEO 
Destroy
when 2 

N/A N/A 

yrs. old. 

OEO 
Destroy
when 2 

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



4370	 Data Collection and Evaluation 
Use for material pertaining to data, 
evaluation reports, and correspondence 
related to administrative requirements
for the collection and evaluation of 
minority group participation in USDA 
programs. 

FILE by agency and program. 

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



.: 

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

subject. 

on 

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

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

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

in the 
N/A Destroy

when S/O. 
GRS-16-1c

1/'fV{)1)/J 

4400-1-1 

4400-2 

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

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

// 

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

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

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

Reports
Use for material which pertains to 
safety and health. 

FILE by agency and subject. 

Destroy
when no longer
needed. 

Destroy
when S/O. 

SHMD 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

N/A 

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

Destroywhen S/O. 

Destroy
when 1 
yr. 01 d. 

GRS-16-1d 

11/IffoV/r/1 



4400-3 
......JJJ~ 

'+ 1-/-00-4
 

4410 

4420 

4430 

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

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

FILE by subject in chronological 
sequence. 

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

FILE by subject in chronological 
sequence. 

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

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

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

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

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

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

Destroy
when no 
longerneeded. 

Destroy
when no 
longer
needed. 

N/A 



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

FILE by subj ect in chronological 
sequence. 

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

FILE Y agency an 
b employee. 

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

y agency)Vl<f alphabetically
employee. / 

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

FILE by subject in chronological 
sequence. 

D 
Destroy
6 yrs.
after 
1atest entry. 

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

OP & SHMD 
Destroy
when 5 
yrs. old. 

N/A Destroy
when 1 
yr: old. 

GRS-1-32 

,// if ffJ7)jd--

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

N/A Destroy
when no 
longer
needed. 



4450 Eval uation 
Use for material pertaining to the 
development and utilization of tech-
niques for measuring, reporting,
evaluating; and researching safety 
and occupational health data. Also 
procedures for determining the effect-
iveness of safety and occupational 
health efforts on a continuing basis 
utilizing accepted review and 
revision techniques. Also includes the Incident Reporting System, 
Health Surveillance System, Annual 
Program Evaluation System and other 
data collection activities. 

FILE by subject in chronological 
sequence. 

SHMD 
Destroy
when SIO 

N/A Destroy
when no 

or when 
no longer
needed for 

longer
needed. 

reference. 



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

OP 
Destroy
when 2 
yrs , old. 

N/A Destroy
when 1 
yr. old. 

GRS-18-22 

'} L/(PrrrY 

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

N/A Destroy
when S/O. 

GRS-16-1c 
Ij If (y soII 

4600-1-1 

4600-2 

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

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

s not publishe~ in the DPM. 
r 

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

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

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

ReportsUse for material which pertains to 
reports on personnel security. 

FILE by agency and subject. 

Destroy
when no 
longer
needed. 

Destroy
when S/O. 

OP 
Destroy
when 3 
yrs. old. 

N/A 

N/A 

N/A 

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

Destroy
when S/O. 

Destroy
when 1 
yr. 01 d. 

GRS-16-1d 



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

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

FILE' Case fi17 
t· 1e of pro)-ect. 

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

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

FIL by agency	 a9d alphabetically by ployee. 

4620 

~ 

J-f&oo-3 

alphabetically by 

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

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

or transfer
 
of employee

or not
 
1ater than
 
5 yrs.

after
 
contract
 
relation-
ship

expires,

whichever
 
is
 
appl icable.
 

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

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

after
 
return to
 
issuing

office.
 



4620-1 Records of 
~.~ 

Identification OP 

~ 

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

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

Destroy
after 
all 
1i sted 
cre-
dentials 

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

f/L/~OV/3/; 

are 
accounted 
for. 



,. 

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

Destroy
when 2 yrs. old. 

N/A Destroy
when 1 yr. old. 

F)ll by subj 

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

N/A Destroy
after 
the 
directive 
is issued 

NOTE: See 3010-1 
of record copy 
directives. 

or disposition
Departmental 

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

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

or in 

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

Destroy
when SlOe 

N/A Destroy
when SlOe 

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

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

or in 

5000-2 

GRS-3-3 

II/S(J(J(} 

GRS-16-1d 

q/SOVD IJ 



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

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

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

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

d. 

m t be disposed of on an individual 

Procurement files wh ch 
doc 
men 

nt the initiation a 
of transactions whi 

develop-
deviate 

fr normal procurement ransactions 

sis by submitting SF-115. 

LE by subject an document number. 

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

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

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

ompletion. 

PD-OO 
Destroy
when 
funds 
are 
obligated. 

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

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

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

of 
goods
or 
service. 

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



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

a. Successful bids and proposals. Destroy
with 
related 

N/A Destroy
1 yr. 
after 

GRS-3-6a 

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

b. Solicited and unsolicited 
unsuccessful bids and proposals. 

(1) When filed separately
contract case files. 

from Destroy
when 
related 

N/A Destroy
1 yr. 
after 

GRS-3-6b(1 ) 

contract award of 
is com-pleted. 

contract. 

(2) When 
case 

filed with 
fil es. 

contract Destroy
with 

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

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

c. Cancelled Solicitations 

(1)	 Formal solicitations of offers Destroy 5 N/A Destroy GRS-3-6c(1)
to provide products or services yrs. after 1 yr.
(e.g., Invitations for Bids, date of after 
Requests for Quotations) which cance11 at ion • date of 
were cancelled prior to award of cancel-
a contract. The files include lation. 
presolicitation documentation on 
the requirement, any offers which 
were opened prior to the cancell-
ation, documentation on any govern-
ment action up to the time of 
cancellation, and evidence of the 
cancellation. 



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

FILE by subject and document number. 

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

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

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

y
ccount. 

5000-6	 ReQorts

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

awards, inspections and payments. when 3 when 1
 

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

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

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

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

is closed.
 

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

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

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

FILE by subject. 



5020	 Debarred, Suspended, and Ineligible
Bidders 

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

FILE by contractor's name. 

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

FILE in chronological sequence. 

5040	 ADP 
Use for material pertaining to the 
actual procurement of all automatic 
data processing equipment commercially
available sotfware, maintenance services,
and related supplies by Federal agencies
and Government contractors as directed. 

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

FILE by assigned number in 
chronological sequence. 

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

FILE in chronological sequence. 

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

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

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

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



5060	 Departmental Blanket Purchase 
Jt:rrangements

Use for docunentat ion of blanket 
purchase arrangements, e.g., letters, 
purchase orders, or other doclments 
stating to vendor the person(s) 
authorized to make individual 
purchases, how purchases will be 
placed, i.e., by telephone or 
designated persons ordering and 
pick up supplies from the vendor. 

FILE by vendor's names. 

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

FILE in chronological sequence. 

5080	 Disputes
Use for material pertaining to 
disputes arising relating to the 
contractor. Included is a copy 
of contractors claims to the 
Procurement Contracting Officer 
and a copy of the Contracting
Officer's decision. 

FILE in chronological sequence. 

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

FILE by program title. 

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

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

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

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



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

stroy
when 3 yrs. 01d. 

N/A Destroy
when 3 yrs. old. 

doe not fit elsewhere in 
c egory. /. 

FILE by agency and~~ion. 

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

FMD 
N/A Destroy

after 
the 
directive 
is issued 

GRS-16-1d 

'/S!(j()/ J 

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

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

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

or in 

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

N/A Destroy
when S/O. 

FIL y origin, series 
ronological sequen 

n in 

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

N/A N/A GRS-4-3 

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

s 
by subject in chr 

quence. 



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

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

"tle of profec • 

5110	 Acquisitions
Use for material of a general nature 
pertaining to the operational 
responsibility for acquiring only such interests in real property as needed 
to carry out programs in accordance 
with applicable laws, policies and procedures. 

FILE by series number or alphabetically
by subject. 

5111	 Purchase, Donations, Exchanges,
Transfers 

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

FILE by location and property 
identification/agency. 

FMD 
Destroy
1 yr. 
after 
the yr. 
in which 

N/A Destroy
when no 
longer
needed. 

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

the 
project
is closed. 

FMD 
Destroy
when st». 

N/A N/A 

FMD 
Retain 

N/A N/A 

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



5112
 

5112-1 

5120 

5130 

~ 

.5/00-2 

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

FILE by series or alphabetically
by subject. 

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

FILE by location, property identi-
fication and agency. 

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

FILE by location, property identi-
fication and agency. 

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

FMD N/A
Destroy
when SID. 

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

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

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

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

Destroy
when SID. 

N/A 

N/A 

Destroy
upon
di sposi-
tion of property. 



5130-1 
~ 

5100-J 

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

MD 
Retain 
unti 1 
property
is d is-

N/A N/A 

posed of. 

FIL Y 
tion 

location, roperty
and ag cy. 

identif-

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

FMD 
Dispose
of when 

N/A N/A 

Historic Preservation Act of 1966, Executive Order 11593, and the 
Advisory Council on Historic 
Preservation Guideline (39 FR 3366, 
1-25-74). Additionally, Departmental 
policy on management, enhancement and 
protection of cultural resources. 

SlOe 

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

FILE alphabetically by subject. 

5150 Relocation Assistance 
Use for supporting material used in 
the implementation/management of the 
uniform relocation assistance and 
Real Property Acquisition Policies 
Act of 1970 applicable to the dis-
placement and relocation of 
individuals, families, businesses, 
farms, etc., because of direct 
federal and federally assisted programs. 

FMD 
Dispose
of when 
st». 

N/A NlA 

FILE by subject. 

5160 Use of Official Agency Symbols 
Use for material pertaining to posted official signs of a 
prohibitory, regulatory, or 
directory nature and such subjects 
as use of Department seal; the 

FMD 
dispose
of when 
SlOe 

N/A Destroy
of whenst«. 



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

FILE by subject. 



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

FILE y subject and 
a icabl e. 

estroy
when 3 
yrs , old. 

N/A 

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

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

Dest~DY 
when' no 

l..ohger
needed. 

N/A 

5200-1-1 

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

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

Destroy
when SlOe 

N/A 

5200-2 

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

Persona 1 Pro ert 
Li st/Index

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

stings, etc. . 

File in chronofogical sequ ceo 

N/A 

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

when 3 
yrs. old. 

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

Destroy
when SlOe 

Dispose
of when 
updated. 



5200-3
 

5200-4 
~ 

520D-3
 

5200-5 
~ 

S2ao-tf 

Excess	 Personal Propert Records 
i es contain record ijocumenting / 

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

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

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

F by subject, age y, and state. 

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

FI~~: Case file alDft~ticallY by
~itle of project.? 

Destroy
when 7 
yrs. old. 

PPMD 
Destroy
when 3 
yrs. old. 

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

N/A N/A
 

N/A	 Destroy
when 1 
yr. old. 

N/A	 Destroy
when no 
longer
needed. 

GRS-4-5 

'!SfHVj3 

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



5300 

5300-1 

5300-1-1
 

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

y subject in ronological

quence.
 

Policy and Procedure /

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

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

directives.
 

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

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

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

PPMD 
Destroy NIA 
when 2 
yrs. old. 

~PMD 
~estroy NIAwhen no
 
longer

needed.
 

Destroy NIA 
when S/O. 

Destroy
when 1 
yr. old. 

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

Destroy
when S/O. 

GRS-16-1d 

II)S3m; /J 



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

FILE requisition number and/orcy. 

f 

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

cancel-ation of 
) equisi-

tion. 

5300-3 Inventory Files 

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

lof 1 ist. 

PPMD 
b. Inventory Cards Destroy

2 yrs.
after 
di scon-
tinuance 
of item 
or 2 yrs.
after 
stock 
balance 
is trans-
ferred to 
new card 
or record-
ed under 
a new 
classifica-
tion, or 
2 yrs.
after 
equi pnent
is removed 
from 
agency
control. 

FILE)Oy Federal 
classification 
sJPP 1y item. 

stock number or 
assigned to each 

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

~#3M/;;' 

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

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



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

invoice numb and/or
c onological sequ nce. 

r 

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

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

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

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

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

inventor records, not therwise 
in above cat 

F 

5300-8 

PPMD 
Destroy
when 3 
yrs. old. 

PPMD 
Destroy
when 3 yrs. old. 

PPMD 
Destroy
when 2 yrs. old. 

PPMD 
Destroy
2 yrs. 
after 
date of 
survey
action or 
date of 
post ingmedium. 

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

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

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

N/A N/A GRS-8-5 

"/S3ov/7 

N/A N/A GRS-3-lOc 

1!s3MJ/i 

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



5400 

5400-1 

5400-1-1 

5400-2 

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

FILE y subject, and 
c onological 

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

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

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

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

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

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

and vendor. 

PPMD 
Destroy
when 2 yrs. old. 

PP 
D stroy

hen no 
longer
needed. 

Destroy
when SID. 

PPMD 
Destroy
when 3 
yr s , old. 

N/A	 Destroy
when 2 yrs. old. 

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

N/A	 Destroy
when SID. 

N/A	 Destroywhen 3 
yrs. 01d. 

GRS-10-1 

'1~'Ioif 

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



-. " 



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

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

e of proj ect.	 the 
project
is closed. 



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

when 3 
yrs. old. 

-
NIA Destroy

when 2 
yrs. old. 

1I/0S-~ 

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

FI in chrOn010g~ sequence. 

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

OBP.A 
De~troy

"hlhen no 
longer
needed. 

NIA Destroy
after 
the directive 
is issued 

GRS-16-1d 

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

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

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

or .1n 

5500-1-1 
Destroy
when 5/0. 

NIA Destroy
when 5/0. 

11/S$"oVl0 

FIL y origin, s ies number 
ronological s quence. 

or in 





·. 

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

old. 

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

See 3 -1 for disposi 
py of Departme al 

FIL y orgin, in 
ronological 

NR&~ 
MITTEE 

Destroywhen no 
longer
needed. 

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

GRS-16-1d

-s.:/ j 

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

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

Destroy
when S/O. 

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

NOTE: 

FIL y origin, s ries number 
ronological sequence. 

or in 



·. 

5600-2 

5600-3 

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

NOTE: 

FIL chronologicall
1 ation. 

, 

NR&E 
Des oy

n 
/0 or 

when no longer
needed 
for 
reference. 

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

N/A 

N/A 

Destroy
when 
5/0 or 
when no longer
needed. 

Destroy
when 1 
yr. old. 

/I / S60-0/(A 

1!J607J/3 

5600-4 

5600-5 

~ 

5(poo-J/-

FILE hronologic
1 ation. 

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

FILE by subject in chronological 
sequence. 

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

FIL Case file phabetically
b title of pr ect. 

Destroy
when 3 
yrs. old. 

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

N/A 

N/A 

Destroy
when 1 
yr. old. 

Destroy
when no 
longer
needed. 

GR5-16-7 

'jSho-o/1 

"
 


