b

REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

LEAVE BLANK

JOB NO.

M[-33-F0 -/

TO* GENERAL SERVICES ADMINISTRATION

DATE RECEIVED

T3-/0-90

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 |-

1. FRQM ‘(Agency or establishment) t

.S, Department of Agriculture

NOTIFICATION TO AGENCY

In accordance with’ the provisions of ‘44 U.'S.‘C. 3303a

2. MAJOR SUBDIVISION
Extension Service

' the' disposal request, including amendments, is'approved
except for items: that may be marked “disposition not
approved’’ or “‘withdrawn’ in column 10. If no records

3. MINOR SUBDIVISION

are proposed for disposal, the signature of the Archivist is
not required.

4. NAME OF PERSON WITH WHOM TO CONFER .

Helen Young

5. TELEPHONE EXT.

475-4960

.|ARCHIVIST OF THE UNITED STATES

l
7,

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify' that | am.authorized to act for this'agency in matters pertaining to the disposal of ‘the agency's records;

that the records proposed for disposal in this Request of —200____ page(s) are not now:needed for the business of this

agency or will not be. needed after the retention periods specified, and that writtén concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached. ..

A. GAO'COncur.rence: (s attached; or E;J is unnecessary.

o

B. DATE

~3/7/90

~]C. SIGNATURE OF AGENCY REPRESENTATIVE

D.TITLE

Management Analyst

7. .
ITEM
. “NO.

ety Pg

8. DESCRIPTION OF ITEM
{With Inclusive Dates or Retention Periods) "~

9. GRSOR

SUPERSEDED

JOB
CITATION

10. ACTION

" TAKEN -

(NARS USE
ONLY)

This compreliensive File Plan and Records Dispesition Schedule’

supersedes all previously approved recofds‘schedules of the
Extension Service. Our most recent authority was dated 10/20/§

8

Job Number N1-33-89-1., Previous jobs were NC1-33-82-1 dated

12/11/81; NC!-310-80-2 dated 2/6/80; and NC1-33-77-1 dated

3/31/77. .

Any records series created subsequent to and/or not dispesable
by this schedule shall be covered by supplementary_records
‘disposition authority to be obtained from the National

Archives. and Records Services.

i

115-108

Lojoren et 1B WA IS, 4/A/f Wce /LﬁMQ

NSN 7540-00-634-4064

STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA '
FPMR 41 CFRY 101-11.4
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’ Appendix C -

. nese, . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
L Dispcsition
Classi- Record Office
fication| Description and Filing Instructions 0PI & To Other Disposition
Number - Disposition FARC| Offices | Authority
1) (2) (3) (4) (5) (6)
1000 | ORGANIZATIGN, AUTHORITIES, AND FUNCTIONS
Use for all common use internal manage- | Destroy N/A | Destroy
ment files, including functions per- when 3 yrs. when 1
formed outside the filing office. May |old. yr. old.
include correspondence or material on '
the broad aspects of assigned functions,
e.g., personnel, budget, & accounting
which are filed as separate entities
under their appropriate categories.
FILE chronolecgically by subject.
1
c-1- ES-3070

(3/89)



Appendix C . A | ’ '

EXTENSION SERVICE RﬁéskDS DISPOSITION SCHEDULE

, Disposition
Classi- Record Office
fication| Description and Filing Instructions OPIL &, To Other Disposition
Number ' Disposition FARC! Offices | Authority
(1) (2) (3) (4) (5) (6)
1000-2-1 | Progrsa, Reports
’ a. State‘tkﬁegsion Service Reports PERMANENT when [Destrcy
submitted by Sta Narrative Cut off file |l yr |when 3 yrg
Accomplishment Reportss at end of after old or
reports. 4b-yr cycle. |cutoffivhen no
' Transfer to longer
FILE records are arranged alphabetically in 4~yr needed
by State, thereunder chronologically. blocks n

most recent

records are T~

20 yrs. old. » \\\\\\~\\\
b. Expanded Food & Nutrition Education
Program (EFNEP) Reports

summarizing data submitted by County
Home Economists regarding ages, educa-
tion, welfare status, income, diet, etc.
of the families in the EFNEP program.
Files consist of source documents sub-
mitted by counties, Fact Sheets & Stat-
istical readable records, °

(1) Source documents - Report of - | Destroy when | N/A N/A
Families, aides, 4-H youth, & volunteers] 2 yrs old
(2) Magnetic tape or diskettes contain- | Destroy when | N/A N/A

ing data & source documents: | 10 yrs. old
(3) Printouts ' : Destroy when | N/A N/A
' : S no longer
needed.
(4) Fact sheet & statistical summary PERMANENT
prepared _ Transfer to when N/A
‘ NARA when 10 |10 yr
yrs. old. old.
gstroy rec-
wish
to accessi
c. 4-H Annual Report. State Cooperative
Extension Service Annual 4-H Youth-
Development Report (ES-237) including
D.C., P.R., V.I. and Guam. ‘
(1) Source Documents (ES-237): Destroy when | N/A N/A
2 yrs. old.
(2) Printouts ' | Destroy when | N/A N/A
10 yrs. old. '
(3) Magnetic tape or diskettes . Destroy when | N/A N/A
10 yrs. old.
C-2- ' ES-3070

(3/89)
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- Disposition o
Classi- v S ~++Record Office
fication| Description and Filing Instructiouns OPI & To Other Disposition
Number |- Disposition FARC| Offices | Authority
@) ‘ @ ©) OEENG) ®)
(4) Printed Report PERMANENT
’ Transfer to. when
FARC when 2. |2 yrs
yrs. old. Trans-
fer to NARA
Wwhen 20 yrs
FILE chronologically. old, in 10-yr
blocks.
1000-2-2 | Special Reports, Studies & Surveys and
Supporting Schedules & Questionnaires .
a. Final reports on special studies, PERMANENT
surveys & inspections of operations, Transfer to - [when [Destroy
management, & systems. Requests for suchFARC when 3 3 yrs (when no
activity may come from Congress, govern—yrs. old. old. |[longer
ment; coordinating agencies, USDA, & Transfer to needed foq
Cooperative Extension Offices. - NARA when 20 current
, S yrs. old. in activity.
FILE alphabetically by title of 10-yr. blocks,
report, study or survey.
b. Schedules & Questionnaires. One ﬁERMANENT
sample of each schedule or questionnairflransfer to |when |[Destroy
‘ . FARC when 3 |3 yrs |when no
FILE alphabetically by title of vrs. old. old. |longer
report, study or survey. &ransfer to needed fof
INARA when 20 current
yrs. old in activity.
10~-yr. blocks.
c. Background documents. Records createdDestroy when
or collected in carrying out special no longer
studies, including notes, working papergpeeded for
listing sheets, preliminary or interim |current
report, or referépceiinformation. activity.
FILE alphabetically by title or
report, study or survey it supports.
d. Electronic components Disposition
pending
1000-2-3 | Program Reports
Not covered elsewhere in this Schedule, |Destroy when |N/A [Destroy
which relates to routine program activ- |5 yrs. old when 5
ities &functions, not appropriate for yrs. old.
filing in project files.
FILE chronologically. o )
c-3 ES-3070

(3/89)
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EX‘ION SERVICE RECORDS DiSPOSITIOOCHEDULE

) Disposition.
Classi- - Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)
1000-2-4 | Administrative Reports ,
Not covered elsewhere in this Schedule,|Destroy when | N/A | Destroy
which relates to routine administrative|3 yrs. old. when 3
activities & functions & have short- ' yrs old.
term significance, such as routine
Activity Reports &.trip reports.
FILE chronologically.
1000-3 "[Preject Control
reports & other Destroy 1 yr |[N/A |Destroy GRS-16-5
records documenting &34 ents, after the yr when no
progress & completion of projectss | in which the longer
FILE ccase file alphabetically by title zios 4 = ' ngeded‘
of project. B . cLose 555"“--\‘__§~
1000-3+1 |Ptans of Work _ v
State rative Extension Service- PERMANENT
Plans of Work Cut off file |when |Destroy
FILE records are arran alphabetically at end of 1 yr jwhen 3 yr
: . 4-yr cycle. pfter |[old or
by state, thereunder chrono ally.
: : Transfer to futoff|when no
NARA in 4-yr longer
b when needed
most recé
records are | ~_|
20 yrs. old. \\‘x\\\\\\
1000-4 |[Schedules of Daily Activities
: Use for calendars, appointment books,
schedules, logs, dairies & other records
documenting meetings, appointments,
telephone calls, trips, visits, & other
activities.
-
C-4- ES-3070

(3/89)
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Appendix C S April 1990
E‘ISION SERVICE RECORDS DISPOSITI. SCHEDULE
Disposition
Classi- : _ ‘ ~"Record Office :
fication] Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) 3) (4) (5) (6)
ated by other than high- Destroy when | N/A pestroy GRS=23-5a
level Federal empld the substance |2 yrs old when 2 yrs
of which has not been incorpor iipnto old
official files. I
\
FILE by origin in chronological sequence T —
utine material containing no sub- | Destroy when | N/A Pestroy GRS-23-5b
stantive i rmation regarding the daily| no longer lwhen no
activities of o needed. longer
officials; records of a ' needed
employees containing substantive r-
mation, the substance of which has been
|incorporated into official files; and/or
personal records of all Federal employee T
relating to non-official activities. \\\\‘\~\\
FILE by subject in chronological sequencp
1000-4-1 |Minutes, Reports, and Proceedings.
(1) Technical Meetings. Destroy when Destroy
meetings attended by ES staff, no longer N/A hen no
' ' needed. longer
meeded
1
(2) Professional Societies, of which Members N/A [Destroy
ES personnel are members & are estroy when when 3 yrs
permitted to attend meetings on officiaﬁ S yrs. old. old or
time, such as National Cattlemen's Asso sooner if
| National Council on Aging, American no longer
Home Economics Assoc., National needed for
Agricultural Communicators in Education, current
American Institute of Cooperation, activitied
National 4-H Council, etc. Files
include correspondence, reports,
agendas, minutes of meetings & related
records. '
(3) Staff Meetings relating to admin- Destroy when | N/A
istrative or program activities having | 3 yrs. old
short-term significance.
(4) Other meeting records of ‘Destroy when| N/A
temporary value, such as meeting 3 yrs. old
arrangements, accommodations.
FILE by subject in chronological sequende
C-5- ES-3070

(3/89)



Appendix C

EX‘ION SERVICE RECORDS DISPOSITIO‘CHEDULE

April 1990

. Disposition
Classi- Récord Office
fication Description and Filing Instructions 0PI & To Other Disposition
Number ' Disposition FARC| Offices Authority
(1) (2) (3) (4) (3) (6)
1010 Organization - .
Use for material relating to organiza- |PERMANENT when [Destroy
tional analysis & planning or changes Transfer to S yr |when S/O.
in organization functions; documents NARA in 5 yr. |old.
relating to overall functions and blocks when
missions; & copies of organizational & |20 yrs. old.
functional statements, manuals, &
charts. Also includes materials
pertaining to the number of positions
and grade levels/series required to
perform program missions.
FILE alphabetically by major & minor
subdivisions.
1011 Principles of Organization & Planning CMS
Jse for material pertaining to planning,|Destroy when |N/A |Destroy
aralysis, development of approved s/o0. when S/0.
organizational units and operation,
maintenrance and Improvement of same.
FILL by subject. |
1013 Manpower Planning CMS
Use for material pertaining to the Destroy when [N/A |Destroy
manpower needed to accomplish tasks. S/0. when S/0.
FILE by subject.
1020 Statements of Missions and Functions 0A
Use for materials pertaining to the Destroy when [N/A |[Destroy
missions and functions statements. S/0.° when S/0.
FILE by subject.
1030 Delegation of Authority
Use for material on delegations of Destroy when |[N/A |Destroy
authority to identified positions or s/o. when S/0.
persons, and temporary or limited
delegations to positions or persons.
FILE chronologically by major and minor
subdivisions. ‘
c-6~- ’ ES-3070

(3/89)



Appendix. C April 1990

‘EX‘SION SERVICE RECORDS DISPOSITI‘CHEDULE

: Disposition
Classi- _ ' 'Réc¢ord Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) 4 (3) (6)
1040 TEEEETtteas‘gnd Boards
- |Use for officT erial documenting Destroy 2 yrs| N/A pestroy GRS-5-8a
the accomplishment of oIfted internal |after term- when 1 yr
committees, boards, task forces an ination of pld.
work groups. ' comm :
FILE chronologically by subject. ~\§~\~\\““-\\
1041 Committee Management
Use for material pertaining to the Destroy when | N/A pestroy
continued monitoring of committee |3 yrs. old or when 3 yrs
activities. when no long- pld or.
er needed for when no
FILE by committee title. : reference. . longer
' ' needed for
reference
1041-1 Interagency or International
Committees or Task Forces
Use for agendas, minutes, final reports | PERMANENT when Ppestroy
and recommendations from inter/intra Transfer to 5 yrs when 3 yrs
agency committees or task forces FARC when 5 pld. pld or
chaired by top level employees. yrs. old. When no
. ' Transfer to longer
FILE chronologically by committée. NARA when 20 needed foq
yrs. old reference.
1041-1-2 |Financial Records
Showing disposition of funds to ES- Destroy when | N/A bestroy
sponsored advisory committees & inter- 7 yrs. old when 3 yrﬁ
agency committees, & expenses incurred : old or
by the committee, which may be inspected when no
or audited by the Department, the longer
Comptroller General, or authorized ' needed for
representative. “lreference.
FILE by chronological sequence.
1041-2 Atministrator, Assoc. Administrator,
Deputy Admfmistrators, Div. Directors
Use for agendas, mI final reports,| Destroy when | N/A Destroy GRS-16-8b (1)
and supportive r;ZSSE:E§ZIEEing\LQ§\‘\\~ 3 yrs. old ot when 1 yr
substantive functions of the agency. hen no longdqr old.
’ ~§E€3€d\£&:\g_
FILE in chronological sequence. reference.
: g »qv \\
C-7-

ES=3070
(3/89)



Appendix C April 1999
EX’IQSION SERVICE REGORDS DISPOSITIO’SCHEDULE
e Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number ' Disposition FARC| O:ffices | Authority
§0) (2) (3) (4) (3) 6)
1041-2-1 |Extension Committee on Organization PERMANENT v
and Policy of the Association of Land- Transfer when [Destroy
Grant Colleges & Universities (ECOP). bound copies |5 yrs when no
a. ECOP is an official bedy to which to NARA in old. [longer
matters of policy of general concern to | 5-yr.blocks. needed for]
Extension are referred. These matters current
are considered & recommendations made lactivities
to the States. Files consist of pro- bor when
ceedings relating to substantive Exten- 5 yrs old
sion functions, & are arranged in date whichever
order in bound volumes. is sooner
b. Original minutes, agendas, reports PERMANENT
and other documents relevant to ECOP. All pre-1980 when [Destrey
. records to 5 yrs when no
FOE l?;ééte order National Arch-old. |longer
ives immediat~ needed for
ply. Transfer current
to FARC in activitieg
b-yr blocks or when
when 10 yrs 3 yrs old
bld. Transfer whichever
to NARA in 5- is sooner
yr. blocks '
when 20 yrs
1041-3 Urtes..Divisions, and Branches pld.
Use for inte taff meeting minutes pPestroy when | N/A PDestroy GRS-16-8b (1)
and supportive records 3 yrs old or when 1 yr '
Director's level. when no longen old.
nee
reference. ——
FILE in chronological sequence, —
1044 Tother Lommittees and Boards _ ,
Use for mate -pextaining to the - Destroy 2 yrsN/A Destroy 2 GRS-16-8a
establishment of other cd eg _and - pfter termina- yrs after -
boards. : tien.ai_~_§‘_~ termina-
FILE by committee and/or board title. committee. ———tdon of
commy
1950 Intradepartmental Relations
Use for material involving issues of Destroy when | N/A Pestroy
concern between USDA agencies. no longer when
heeded for issues
NOTE:For Formal Agreements & Memoranda [eference have been
of Understanding see 1314. resolved.
FILE by agency and location
c-8 ES-3070

(3/89)



. Appendix C ‘ . April 1990
o4
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
) (2) 3) (4) (5) (6)-

1100 MANAGEMENT IMPROVEMENT

Use for material of a general nature Destroy N/A  |Destroy

which pertains to the evaluation and when 3 vrs when | yr

constant effort to improve the old. old.

. leffectiveness of approved programs and

the efficiency of their operations

which a2re not described elsewhere in

this category.

FILE by program title.

| (.

1100-2 Operation Costs

Use for records of current operating Destroy when | N/A | Destroy

costs & relationship of costs to func- 3 yrs. old. when 3

tion and performance. Includes cost yrs. old.

reduction and improved effectiveness in

operation.

FILE by FY in chronological sequence.

- FS-2070
c-9

(3/89)



| iix C Aprit 1999
Appendix C '
" EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
o Disposition
Classi- Record Office ;
fication Description and Filing Instructions OPI & To | Other Disposition
Number Disposition FARC! Offices Authority
(1) (2) (3) (4) (5) (6)
1100-3 Reports CMS
Use for reports pertaining to Destroy when [N/A Destroyv
management improvements. 3 vrs. old. when 3
vrs. old.
FILE by agency and subject.
1100-4 Preject Control ,
Use for memo reports, & other Destroy 1 yr. |N/A Destroy GRS-16-5
records documenting asStg ts, after the vr. when no
progress & completion of projects.™——{in which the longer
i;zﬁE?t~H;\M\ needed.
FILE Case file alphabetically by title |closed. \\
of project.
1110 Management Policies and Procedures CMS or OA
Use for material pertaining to the Destrov when [N/A |Destroy
policies & procedures developed by no longer when no
management to carry out the require- needed for longer
ments of programs. reference. needed.
FILE by subject.
L : ‘ |
1130 Management Studies and Analyses CMS/MSB
Use for intra/inter agency management |Destroy when |[N/A |Destroy:
improvement studies & analyses. no longer when no
needed for longer
reference. needed.
FILE by agency and subject. |
! i
" :
1140 Management Improvement Programs CMS/PMSD
Use for material pertaining to specific| Destroy when| N/A | Destroy
management improvement programs. no longer when no
needed for longer
FILE by subject. - reference. needed.
£S-3070

(3/8a0)



Appendix C

‘ ‘ April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
» ) . Disposition
Classi- Record Office
fication Dgsc:iption and Filing Instructions OPI & To .Other Disposition
Number Disposition FARC; Offices Authority
(L) (2) (3) (4) (3) (6)
1200 PROGRAM PLANNING AND EVALUATION
Use for material pertaining to projected|Destroy when |N/A |Destroy
program planning, implementation, and 3 yrs. old. when no
monitoring of operatinns, plans & goals. longer
FILE alphabetically by major & minor needed.
subdivisions.
1200-3 | t Control ,
Use for m€ reports & other Destroy 1 yr.|N/A |Destroy | GRS-16-5
records documenting ents, prog- after yr. in when no
ress & completion of projects. which the longer
weekly activity reports. -1 prod is needed.
FILE Case file alphabetically by closed. -5“‘~-.‘.-~
title of project
1210 Program Goals and Objectives
Use for material pertaining to the |Destroy when |N/A |N/A
program goals & objectives set forth to |no longer
accomplish a particular goal. needed for
. _ reference.
FILE by position number.
1230 Program Review and Evaluation
Use for material pertaining to criteria |Destroy when | N/A | N/A
used to evaluate programs & their no longer
results, needed for
. reference.
FILE by subject in chronological sequence
C-11 FS-2370

(3/89)



APPCLLULA -

EK.SION SERVICE RECORDS DISPOSITIC‘CHEDULE

April 1990

C-12-

C e Disnosition
Classi- _ Record Office ' _
fication| - Description and Filing Instructions OPI & To Other Disposition
Number ' Disposition FARC| Offices Authority
(1) (2) 3 (&) (3 (6)
.300 EXTERNAL RELATIONS
a. Correspondence Files of the Admin- PERMANENT
istrator, Associate Administrator, Transfer to |when [estroy
Deputy Administrators, Director & ProgramﬂMRC when 3 '3 YIS when 3
Leaders of the Extension Service. Files |yrs. old. lold. |yrs old.
are arranged alphatetically according to7. - i to NAR.
the Extension Service File Classifica- [|in 5-yr.block
tion Guide. when the rec-
Correspondence, memoranda, reports, & ords in the
related material that document the block are all
functions & activities of the Extension |at least 10
Service. Files include material pertain-|yrs. old.
ing to program planning & cther activit.
ies of .a prvecedent-setting, policy form—
ing nature concerning the administration!
& direction of educational programs in
agriculture, home economics & related
subjects; cooperation with States &
Land Grant Universities, & other matters
of significance in Extension Service.
b. Administrative Files. Correspondence|Destroy when | N/A | Destroy
reports, and related material pertaining| 15 yrs. old. when 6
to housekeeping activities of the yrs. old.
Extension Service, such as personnel,
budget, accounting, property travel and
procurement.,
FILE by origin, series number or in
chronological sequence.,
- !
1300-2 Legislative Proposals
Use for comments and other material on Destroy afteg N/A |Destroy
legislative proposals. 3 yrs old. after 1
yr old.
FILE chronologically by House and
Senate
\3/0%)
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Appendix C ) - (’ April 1990
EX"SION SERVICE RECORDS DISPOSITI SCHEDULE
S N Disposition
C%ass%— Record Office .
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)
1300-3 |{Public Relations Correspondence 0A _
Use for general correspondence from the |Destroy N/A | Destroy
public reflecting individual opinions after 5 yrs.: after
pertaining to general programs of the 1 yr.
Agency not involving any administrative
action beyond.the preparation of a
form reply.
NOTE: Records from farm organizatiOs.&
other groups are not included in this
item since such opinions are constantly
referred to by the Dept. in the formu-
lation of agricultural programs &
policies. For these records, see 1300.
FILE by control number andfnéme.
- 1300-6 |Protect—Lontrol : : _
; Use for memorad eports & other Destroy l yr.|N/A |Destroy | GRS-16-5"
records documenting assi S after the yr. when no
progress & completion of projects. in which the longer
. : ' ' PYOJ i needed.
FILE Case file alphabetically by title | closed. I ———]
of project. T
1310 Executive Branch Relations A
Use for material pertaining to routine |Destroy when | N/A N/A
'|Extension Service relations with other .5 yrs. old.
executive branch agencies.
FILE by subject in chronological
sequence.
1311 White House & Executive Office Relations
Use for material pertaining to routine Destroy when | N/A" N/A
Extension Service relations with the 5 yrs. old.
White House or the Executive Office.
FILE by subject in chronological
sequence. i o
ES-3070

(3/89)



Appendix C ‘ (’ April 1990
EXT®NSION SERVICE RECORDS DISPOSITIOR SCHEDULE
" . Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)
1312 Interdepartmental Relations
Use for material pertaining to routine |[Destroy when | N/A N/A
relations between Extension Service & no longer
USDA agencies and staff offices. needed.
FILE by subject in chronological
sequence.
1314 Memoranda of Understanding MS,CFD
a.Use for the original documents definingPERMANENT
the.basis for joint action by the U.S. |{Transfer to After |Destroy
Department of Agriculture and the Land |NARA 20 yrs. |final{2 yrs.
Grant Universities as provided in the after final |sett-|after
Smith-Lever Act of May 8, 1914, on settlement, lementfinal
subjects relating to agriculture, home |[in 10-yr. settlement
economics, & other related subjects. -|blocks.
Includes memoranda of understanding,
amendments, review comments, related
correspondence,
b.Use for all other background documents |Destroy 2 yrs{After (Destroy
including general correspondence, after final final|{2 yrs.
interim financial reports, and other settlement sett-|after
records of a general nature. . lementfinal
FILE arranged alphabetically by state. settlement
ES-3370

C-14-

(3/89)
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Appendix C ‘ '
EX‘I‘ION SERVICE RECORDS DISPOSITIO‘CHEDULE
Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (3) (6)
| | ! ! |
1314-1| Special Project Cooperative Agreements
Between Extension & the State
Cooperative Extension Service
Each project agreement includes the
legal authority; situation; need for
project; purpose of project, organiza-
tion & .cooperation; methods of proced-
ure, & sources of maintenance.
. t 1
a. Approved agreements CMS/CFD
Destroy 7 N/A |Destroy 3
calendar yrs. calendar
after com- yrs. after
pletion of comple- |
project. tion of
project.
b. Disapproved proposals Return to SES
or destroy
when proposed
project is
disapproved.
FILE alphabetically by agency or
‘organization, geographical location,
addressee name or title.
.1314-2| Bilateral Cooperation IPS
with foreign countries, such as the PERMANENT After Pestroy
Supplemental Agreement on Scientific & |Transfer to Ferminfafter
Technological Cooperation under the NARA 15 yrs. gBtion | final
Treaty of Friendship & Cooperation old in 5 yr. pf settlement
with Spain dated 2/18/1976. blocks rgree~pbr when no
Records consist of reports, corres- ment Jlonger
pondence, & supporting materials. ‘peeded for
e ' ‘ current
FILE alphabetically by agency or pctivities
organization, geographical location,
addressee name or title.
1320 | Legislative Branch Relations
Use for general material pertaining to |Destroy when | N/A N/A
Extension Service relations with the 5 yrs. old.
Legislative Branch.
FILE by subject in chronological
sequence. :

£ES-3070

C-15- (3/89)
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E’ZNSION SERVICEV RECORDS DISPOSIT! SCHEDULE

- Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number ) Disposition FARC| Offices Authority
9] (2) (3) (4) (3) (6)

1323 | Congressional Hearings and Testimony
Use for material .pertaining to the Destroy when|{ N/A N/A
preparation of material to be delivered | 5 yrs. old
before congressional hearings and/or
testimony. ’

FILE by subject in chronological
sequence.

1324 | GAO/GPO/Other Legislative Branch

Relations

Use for material pertaining to relation§ Destroy when| N/A N/A
with GAO, GPO, & other legislative |5 yrs.old.

agencies. ' ’ .

FILE by subject in Chronologiéal
sequence. '

1325 | Revorts to Congress

' Use for material pertaining to the Destroy when N/A N/A
preparation & submission of reports 5 yrs. old.
required by Congress. ‘

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

1340 | State and Local Agency Relations :
Use for material pertaining to relationd Destroy when{ N/A N/A
with State and local agencies. 5 yrs. old.

FILE by subject in chronological
sequence '

. | F$-3070
C16- (3/89)



Appendix C x’ () april 1990
EXTENSION SERVICE RECORDS DISPOSITION. SCHEDULE
: Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number ‘i Disposition FARC} Offices Authority
(1) (2) 3) (4) &) (6) o
1400 | PUBLIC AFFAIRS | CIT/DA :
Use for requests for information from Destroy N/A | Destroy
the general public & replies involving after 1 yr. after
no administrative action, no policy 1 yr.
decisions, & no special compilations or
research for reply, including requests
for information & inquiries to which
replies are made by printed or dupli-
cated material, requests for publica-
tions, and acknowledgements & replies;
letters of and concerning referrals to
other agencies for replies, etc.
FILE by control number, name, or
subject if applicable.
FES-20370

C-17-

(3/89)



R T S S A AV

E..;NSION SERVICE RECORDS ,DISPOSIT!UIN SCHEDULE

] Disposition
C}aSS}~ Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number . Disposition FARC| Offices Authority
| R
@) 2 3) P (&) ) (6)
1400-3| ProTeceControl
Use for memo reports & other Destroy 1 yr.|N/A |[Destroy GRS-16-5
records documenting asSsd ents, after the yr. when no
progress & completion of proje . in which the longer
— . .
ect is needed.
FILE Case file alphabetically by closed. S
title of project —~——_
1410 Publishing .
- . - CIT
Use for general material pertaining to D i h N/A | D
the publishing of Extension Service es;xoy when ﬁstroy
publications which does not fit else- no longer when no
here in this category. needed for longer
wher ) reference. . needed
FILE by title of issuance in chronolog- for
. . . reference
ical sequence.
1410-1} State and National Journal Stories CIT
Master set of all state & national Destroy when | N/A N/A
stories written by Extension Service o longer
employees & published in journals | needed for
" related to agriculture. , reference.
NOTE: Work papers are destroyed when
no longer needed for reference, or
when 2 yrs. old, whichever is sooner.
FILE by subject in chronological
sequence.
1410-2| Extension Service Publications - CIT
Publications such as Extension Review, | PERMANENT when N/A
newsletters, or other Extension Service| Transfer 3 yrs
publications. to NARA when| old
FILE -in chronological =senuence. 10 yrs. old

FS=3370

C-18- (3/89)



Appendix C . . April 1990
' EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
S
o Disposition
Classi- Record Office i
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC} Offices Authority
(1) (2) (3) (4) (3) (6)-
1410—3‘Publ;cations and Authorizations CIT _
Use fo terial pertaining to corres- Destroy 1 yr.|N/A N/A GRS-13-2
pondence, m anda, forms, & other after comple- '
papers related to rinting, tion of job
processing & distributi f bulletins,
circulars, leaflets, pamphlet33
miscellaneous publications, & numbe
unnumbered publications, periodicals,
etc.
FILE numerically by publication \\\‘\~~\~\\\\\~
series and number
1420 | Composition and Printing CIT _
Use for general material pertaining to | Destroy when | N/A | Destroy
the composition and printing of 3 yrs. old. when 1
material which does not fit elsewhere yr. old.
in this category.
FILE by agency and job number.
1420-1~Rrgiject Files CIT ,
Use aterial pertaining to the Destroy 1 yrJ4 N/A | Destroy GRS-13-2a
execution o osition, printing, after comple- when 1
binding, duplicatl & distribution tion of job yr old.
of jobs. Includes requishsigns, bills, .
samples, manuscript clearances,
related papers. ~\\\\\\\\\\\\~
NOTE: For obligation copy of '
documents, see 5000-2d. '\\\\\NP‘-\\~
FILE by requisition number
1420-1-1 \ﬁ{pjéct Planning
Use material pertaining to plann- | Destroy when| N/A | N/A GRS-13-2b
ing & ot technical matters. 3 yrs. old.
NOTE: Control regl rs pertaining to
requisitions & work or are to be
destroyed 1 yr. after close FY in
which compiled or 1 yr. after fiIlgg
of register, whichever is applicable
(GRS-13-4).
FILE by subject in chronological N\\\\\
sequence. N~
ES-3070

C-19-

(3/89)



Appendix C ‘ ‘ April 1990
EXTENSION SERVICE Rﬁé8RDS DISPOSITION SCHEDULE
. Disposition
Classi- | Record Office
fication| Description and Filing Instructions OPI & To . | Other Disposition
Number Disposition FARC| Offices | Authority
@9) (2) (3) (4) (5) (6)
.1421 Copy and Duplication
Use for material pertaining to the Destroy when | N/A |Destroy
reproduction of printed material in S/0. when S/0.
fast copy center.
FILE in chronological sequence.
1422 | Photocomposition .| CIT
Use for material pertaining to photo- Destroy when | N/A |Destroy
composition. : no longer when no
_ : : needed for longer
FILE by job number in chronological reference. needed foy
sequence, reference
1430 | Publication Distribution CIT
Use for material pertaining to Destroy N/A |Destroy
publication distribution. Includes when S/0. when
revisions & deletions to mailing lists. change is
. : completed
NOTE: For directives distribution
lists see 3010-2.
FILE in chronological sequence.
1430-1 |} Tomgressional Inquiries and Orders CIT ‘
Use for ssional inquiries & their |Destroy 3 mosy N/A N/A GRS-14~1
acknowledgements ding publications |after
of the Department/Agency. transmittal
requests submitted to GPO for or reply
congressional requests. of a large
quantity of publications,
FILE alphabetically, & by requisition ‘ \\\"‘\~\\\
number in chronological sequence.
1440 News Releases and Speeches
Use for copies of formal informational
releases & publications, press
conference transcripts, official
speeches, and indexes thereto.
FILE numerically by press release
number, '
i ES-3070

C-20-

(3/89)



.

_EI\-QNSION SERVICE RECORDS DISPOSITI!'.& SCHEDULE

[NV Ay

LAY

. Disposition
Classi~ Record Office ' .
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC! Offices Authority
(1) (2) (3) (4) (5) (6)

1440-1 |Press Release . CIT

Master set of all releases issued by the|Destroy when |[N/A |[Destroy

Department. The press releases also con-fno longer when no

tain biographies of important individualgneeded for. longer

and all of the Secretary's speeches. reference. needed for

FILE numerically by press release number reference
1440-2 |Speeches, Lectures, Statements & Talks 0A _ )

Before the general public, including PERMANENT when |Destroy

presentations on radio & television. Trancfer to |5 yrsiwhen no

Policy-making speeches of the Administra+NARA when 15 |old. |longer

tor or other representatives designated {yrs. old in needed

by the Administrator. 5-yr. blocks. for

FILE in chronological order reference.

440-2-1 Other .
Speeches, lecturés,. statements, & talks.|Destroy when |N/A N/A
FILE in chronological order > yrs. old or
’ {when obsolete
whichever is
later.

1450 Radio and Television

Use for agency-sponsored radio or Destroy when [N/A N/A

television news releases. no longer

FILE by subject in ¢hronological needed.

sequence.
1450-1 |Sound Recordings CIT

Used ito qocument, carry ?nz or promote PERMANENT N/A N/A

substantive agency activities, proced-

. Forward to -
ures, & programs consisting of the
. . OPA, USDA,

master tape, & the original tape for per OPA

each magnetic agd;o tape recordings. schedule.

FILE by subject, production or series

title &thereunder chronologically.

C-21-

ES-3070
(3/89)



Appendix C Aprvil 199G
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
‘ _ Disposition
Classi- | | _ Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number ’ Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)
1460 |Media and Public Liaison
Use for media appearances by agency Destroy when | .N/A N/A
representatives & the prepared material | when no
used when acting as public liaison. longer needed| °
FILE by subject.
1470 [ Crzphic_and Exhibit Design _
Use for view routine artwork Destroy 1 yr. | N/A N/A GRS-21-6
for flvers, posters, pzads, and pfter final
other graphic & exhibit materiall ublication
‘ , _ g?‘ﬁhea=gg§=ﬁ=
FILE by subject in chronological - longer needed ===
sequence. : ' F=:===::-.
1480 | Photography :
Use for black & white & colored original
and negatives, color transparencies
slide photography and slide sets or
filmstrips.
1480-1 | Still Color Picture Files
a. Color photography i
consisting of copy prints and negatives Destroy N/A N/A
collected from a variety of sources when no longer
including the USDA central file, land needed by CIT.
grant university photographic collec-
tions, county and state level photo-
graphic collections and amateur
photographers, and do not document
substantive agency activities and
programs or duplicate other ES and
USDA photographs which do.
FILE by subject (USDA .
photographic index guide).

ES-3070



Appendix C ’ S . April 1990

EXTENSION SERVICE REGORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office
fication| Description and Filing Instructions OP1 & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)

———— 7T
1480-2 | Still Picture Files (Bjack- and wﬁ;hz)l l
. a. Still photographs (black kane>) o

consisting of copy prints and negatives Destroy N/A N/A

collected from a variety of sources when no longer .

includihg'the USDA central file, land needed by CIT.

grant university photographic collec-

itions, county and state level photo-

jgraphic collections and amateur

gphotographers, and do not document

;substantive agency activities and

iprograms or duplicate other ES and

'USDA photographs which do.

C-23- ES-3070
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Appendix C ‘ . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- Record Office
fication Description and Filing. Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
€] (2) (3) (4) (5) (6.
1480-4 Photography Conversion and Storage CIT
Use for material pertaining to the Destroy when |[N/A N/A
technologies used in converting and no longer
storing color images and photos to needed for
some other medium. administrative
use.
FILE by subject in chronological
sequence.
Video and File
Use for material pertaining to agency
sponsored file or video recordings.
FILE by subject in chronological
sequence. '
1490-1 | Motion Picture Production Files CIT
Files contain material pertaining to PERMANENT N/A N/A
the production of films, video tapes, Forward to
including clearance signed by individ- | OPA, USDA,
uals for use of their narration, acting  per OPA
and music rights; scripts, & a copy of | schedule.
each release giving full exhibition ' :
rights of the film to the television
industry.
FILE by production number
1490-2 | Motion Picture Film or Video Tape
Use to document, carry on, Or promote
substantive agency activities, proced-
ures, & programs. In the case of
Motion Picture Film: camera original,
optical sound track, préprint elements,
and a sound projection print. In case
of video tape: master, edit master, &
dub for:
a, Production made for distribution. CIT
B PERMANENT N/A N/A
FILE by production number. Forward to
0PA, USDA,
per OPA.
schedule.
C-24- ES-3070

(3/89)



Appendix C

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

April LYyu

o Disposition
C}aSS}- - Record Office :
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@9 (2) (3) (4) (3) (6)
b. Special subject productions for use PERﬁ&%ENT N/A N/A
within the Department/Agency. Forward to
: OPA, USDA
FILE by produc;ion number. per OPA
schedule.
c. TV Film Newsfeatures CIT
Sound on film newsclips sent to PERMANENT N/A N/A
commercial television stations from . Forward to
which a representative selection of OPA, USDA ,
newsfeatures will be made annually by per OPA
the Agency. -schedule.
FILE by produdtion‘number.
d. TV Public Service Announcements CIT
Ten to 60 second spot announcements on | PERMANENT N/A N/A
agricultural subjects which have a Forward to
general public interest focus from OPA, USDA
which a representative selection of per OPA
announcements will be made annually by | gchedule.
the Agency. .
FILE by production number.
e. Additional duplicate prints or CIT
video dubs identified in 1490-2a,b, Destroy or N/A N/A
and those items not.selected under erase when no
1490-2c and d. longer needed
for adminis-
FILE by production number. trative use.
f. Other films or video tapes having CIT
limited administrative use or interest [Destroy or N/A N/A
such as production whose subject erase when no
matter is transitory or not related to {longer needed
or needed to document substantive for adminis-
agency activities, operations, or trative use.
responsibilities. ' .
FILE by production number.
ES-3070

C-25-
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Appendix C

ApLis ryzwv

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
lassi- Record Office
fcation] Description and Filing Instructions OPI & To Other Disposition
umberx Disposition FARC| Offices { Authority
(1) ¥3) ©) %) ) (6)

g. Stock Motion Picture Film or Video CIT

Tapes ' . : Transfer to| N/A N/A

Unedited footage productions produced OPA, USDA

for use in Extension Service consisting | per OPA

of original negatives, work prints, & schedule.

video masters.

FILE by can and roll number.

C-26-

ES-3070
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Appendix C ‘ . April 1990
EXTENSION SERVICE RECOPDS DISPOSITION SCHEDULE
" Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
[@9) (2) (3) (4) (5) (6)
1500 | LEGAL AFFAIRS AND PROCEEDINGS LIA
Use for material of a general nature Destroy when | N/A |[Destroy
which pertains to hearings & other 3 yrs. old. when 1 yr,
legal proceedings before the Dept, of old.
Agriculture which are not described
elsewhere in this category.
FILE in chronological sequence.
a. Correspondence and supporting docu=~ LIA
ments used in the development ci pro- Destroy when N/A N/A
posed laws & regulations pertaining to |no longer
ES programs. Includes copies of needed,
appropriation bills, House & Senate
Reports, Congressional Reports, &
similar material relating specifically
to the historical background of the
Extension Service & records to a
precedent-setting nature relating to
the administration of ES programs.
FILE in chronological sequence.
¢ ~
1500-3 | Protecs Control
- Use for me da, reports and other Destroy 1 yr.[N/A |Destroy GRS-16-5
records documenting ents, prog- |after the yr. when no
ress and completion of proj in which the needed.
oject 1is
FILE case file alphabetically by title jclosed™
of project. \N
P—

c-27-

ES-3070
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Appendix C . . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
i Disposition
Classi- Record Office
fication Description and Filing Instructions | OPI & To Other Disposition
Number | iDisposition FARC| Offices | Authority
! (2) e ey (5) (6)
. . - e —— b - —
1511 4 Legislative Review
Use for material pertaining to review [Destroy when [N/A N/A
of legislative material. S/0.
FILE by subject in chronological
seguence.
1513 Opinions LIA
{ ini OGPA.
Use for opinions relating to _ Destroy when| /A N/A
/, .
FILE by subject in chronological 4 yrs old.
sequence.
1520 Legal Proceedings LIA
Use for material pertaining te legal Destrov when N/A [Destroy
proceedings which involve the Extension |3 yrs. old. when 1 yr
Service. old.
FTLE in -+~ lceuiral sequence.
1600 FACILITTE~ AND SPACE MANAGEMENT CMS /MSB
Use for +:.c¢crial pertaining tu the Destroy when | N/A | Destroy
overall or general routine facilities & |3 yrs. old. when 1
space management activities which are yr. old.
not specifically described in the fol-
lowing categories.
FILE by subject in chronological
sequence.
— 1
1600-3 ontrol CMS/MSB
Use for anemo ports & other Destroy 1 yr { N/A |Destroy GRu=-1"=5
records documenting assig rog- |after the yr when no
ress & completion of projects. '1ﬂ-ﬂhl£§_£2i_ longer
project 1S — needed.
FILE case file alphabetically by title {closed.
of project "
- =2Q370
e-2e- : F8=307



Appendix C . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
‘ Disposition
Classi~’ Record Office
fication| Description and Filing Instructions OPIL & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) 3) (4) (5) (6)
1610 Space Planning, Classification & SLUC CMS/MSB
Use for material pertaining to the Destroy when | N/A {Destroy
general management of space planning, 2 yrs. old. when 2
classification & SLUC not described : yrs. old.
below.
FILE chronologically by agence and
location
1620 Sp Acquisition and Assignment CMS/MSB
Use for rial pertaining to the Destroy 2 yrs Destroy 2| GRS-11-2a
acquisition, a cation, & release of after terminad yrs. afteq
space. Includes bultdd plans used intion of assigr terminatiqn
space planning assignments™ djustmentgment, or when of assign-
- oo - |lease is ment, oOr
FILE chronologically by location ncelled, or when lease
: : ' when ns is cancel-
are S/0. led, or
‘ when plang
are~3/0.
1620-1 CMS/MSB
Use for materT aining to report- [Destroy when | N/A |Destroy GRS-11-2b
ing of occupied space in 2 yrs. old. " lwhen 1 yr (1) (2)
field locations. —~__-.____h- |old.
FILE in.chronological sequence. T ——
1630 Spece Utilization CMS/MSB
Use for m igl pertaining to the full |Destroy 2 yrs| N/A N/A GRS-11-2a
utilization of avafl after termin-
ation of
FILE chronologically and location ignment,or
cancelled, or-"‘*~~,___;-
when plans
are S/0.
1640 TXT?ETaiiQQ>and Maintenance CMS/MSB
Use for matert taining to altera- |[Destroy 3 mos| N/A |Destroy GRS-11-5
tions and maintenance s i . after work is when work
: erformed or . is com-
FILE chronologically by agency and %EE'L’IT.&&’.-&;LQQ‘ﬂ pleted.
location. is cancelled. ““-L~__~_‘~.
ES-3070

C-29-
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Appendix C ‘ . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
. Disposition
Classi~- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (3) (6)
3
1650 | Burtdiag Safety/Security CMS /MSB
Use for materd ertaining to the safetDestroy when | N/A N/A GRS-18-9
guarding of facilitT ainst sabotage|3 yrs.old, or
and unauthorized entry. upon discon-
inuance of
FILE by subject in chronological facily
sequence. whichever [
: is sooner. \N\“‘-\.
1660 Parking Services CMS/MSB
Use for material pertaining to the Destroy when | N/A N/A
allocation of parking spaces. Includes |3 yrs. old.
standard criteria for selection.
FILE'b§ agency and name (s).
1670 Utility Services
Use for material which pertains to Destroy when | N/A |Destroy
utility services used by the Agency. 3 yrs. old. when 2
: yrs. old.
FILE by subject.
1680 Conference Rooms/Auditoriums/Vendor
Services
a. Use for material pertaining to Destroy when | N/A |Destroy
assignment of conference rooms & the 3 months old. after use
auditorium, including set-ups, e.g., of facil-
podiums, microphones, etc. ities.
FILE in chronological sequence.
b. Use for material related to vendor Destroy when | N/A | Destroy
services. no longer when no
I o , needed. longer
FILE in chronological sequence. needed.
C-30- ES-3070
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Appendix C . April 1990 -
‘ EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition’
Classi- Record Office ' )
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC{ Offices | Authority
@) (2) (3) (4) (5) (6)
1700 INVESTIGATIONS AND AUDITS
Use for material of a general nature Destroy N/A |{Destroy
pertaining to internal & external when 3 yrs when 2
investigations or audits not covered old. yrs. old.
elsewhere under this category. (For
personnel management audits and
investigations of specific agency
employees, including desk audits, see
4050-2. :
FILE by organization in chronological
sequence.
-

C-31-

FS=3370
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Appendix C "} () april 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
. Disposition
Classi- | Record Office
fication Description and Filing Instructions OPI & Other Disposition
Number Disposition FARC| Offices Authority
1) (2) (3) (5) (6)
1700-2-1 |Investigative Reports CMS/PMSD
Reports maintained to enable Extension |Destroy when N/A
Service to respond to Freedom of no longer
Information & Privacy Act requests. needed.
FILE by agency in chronological
sequence. .
1700-3 [PToeee~Lontrol ,
Use for memord orts, & other Destroy 1 yr. Destroy GRS-16-5
records documenting assig after the yr. when no
progress & completion of projects. .in_EEE%ET;Ei~ longer
FILE Case file alphabetically by title pEOJeg =—] needed.
of project. cLosed. R
1710 |Indvestigations WF&A
Use for erial pertaining to internal |Place in Retain GRS-22-1b
and external stigations of known or |inactive file file for
alleged irregulari & violations of |when case 3 yrs.
laws & regulations relat to Extension| closed. Cut destroy
program or personnel. Files ¢ ist of |off inactive when no
the official record copy of the invé®sdg] at end of FY. longer
gation report, correspondence, notes & roy 10 needed.
attachments, (signed statements, copies |yrs. a
of invoices, etc.) & work papers (in- cutoff. p\\\\\
cluding computer printouts). \\\“~;\‘
FILE by organization in chronological
sequence.
1720
sisting of the official record | Cut off at Retain GRS-22-2
report &related work end of FY file for
computer printouts), in which casd 3 yrs.
nda & exhibits. is closed. destroy
These records pertain tO™Qe review & [Destroy 8 yrs| hen no
appraisal of the Extension ice's after cutoff longer
programs & management operating 1 needed.
procedures, plans & policies, & also
Agency related activities with external
enterprises such as associations,
corporations, etc. N\\\\\
FILE by organization in chronological \\\\\\\\
sequence.
C-3e- ES-3070
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Appendix C ’ 4 . April 1990
EXTENSION SERVICE REC&RDS DISPOSITION SCHEDULE
_ Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC! Offices Authority
1) (2) (3) (4) (5) (6)
1720-1 X:EI?3~QI‘State Extension Service
Offices
Includes 1890-Land= t Colleges Cut off at N/A | Retain GRS-22-2
Programs. end of FY in file for
which case 3 yrs.
FILE by chronological sequence. losed. destroy
Destroy Is when no
after cutoff.[~_| longer
Teeded.
ES-3070

C-33-

/2 rany



Appendix C . . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
D @) ’ ©) @ ) ©
1800 E Y PREPAREDNESS & CONTINGENCY
PLANNING DA/MGMT
Use for copies of p or directives |Destroy 3 yrs{ N/A| Destroy | GRS-18-27
pertaining to the formulat d after issuanc% when S5/0;
implementation of plans (such as eV of a new plan
vation plans) for protection of life & ;?\Htrecgizsi~
property during emergency conditions, : ---._~\__4
FILE in chronological sequence.
1800-3 | ProTeesControl

Use for memd

reports & other Destroy 1l yr.| N/A|Destroy | GRS-16-5
records documenting nments, prog- {after the yr. when no
ress and completion of proje in which the longer
oject 1is needed.
FILE Case file alphabetically by .g§3§3ﬂ7~.‘\_-
title of project. “‘-_~_\‘\-\\\
C-34- ES=2370
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Appenaix o | I APril 1yyu
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
v Disposition
Classi~- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (5)

1810 Emergency Procedures & Planning (Crisis

Management) :

Use for material pertaining to evacuation Destroy when|N/A N/A

relocation, & continuity of operation, S/0.

personnel assignments & related

procedures.

FILE in chronological sequence.
1820 - [{Civil Defense Program

Use for material pertaining to civil Destroy when |N/A N/A

defense disasters that would affect all ;S/0.

employees and functions.

FILE in chronological seduence.
1830 Nature and Other Disasters

Use for material pertaining to disasters|Destroy when |N/A N/A

produced by nature, e.g., flooding, no longer

fires, etc. needed for

reference.
FILE by subject in chronological
sequence.
L-35- ES-3070
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Appendix C . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

' Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (3) (6)
2000 BUDGET DEVELOPMENT, PRESENTATION
AND EXECUTION CMS/BAD
Use for material of a general nature Destroy 3 yrg. N/A [Destroy 3
which pertains to the preparation, after close yrs. afteq
development, review, adjustmeht, sub=~ of FY covered close of
mission, & approval of the budget. by budget. FY covered
Includes reports, schedules, charts, by budget/
estimates, & related documents which do
not fit elsewhere in this category.
FILE by Fiscal Year.
o
2000-2-1| State Financial Budgets and Reports OA
Submitted annually by the State . Destroy at |N/A N/A
Extension Services. the end of

7 fiscal yrs

FILE by chronological sequence.

ES=2370
NP=2f —~ ) st ony



Appendix C ' ' April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- _ Record Qffice
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) (4) ) (6)
2000-3 | Projerr—cantrol |
Use for memorandz; orts, & other Destroy 1 yr.. N/A [Destroy GRS-16-5
records documenting assignm after the yr. when no
progress & completion of projects. ;in_yhiEET;EiJ longer
project needed.
FILE case file alphabetlcally by closed. ‘“‘-~~\~\~\~_ &
title of project.
2010 Budget Planning and Development CMS/BAD Destroy 5
Use for material pertaining to budget Destroy 10 N/A s Zzter
planning, estimates, justifications, & yrs. after Zlo;e of
supplementary material such as explana- | close of FY FY covered
tory notes, narratives, & program covered by ‘b budeet
performance. Also includes previous | budget. y get 4
supplementary or amended budvet .
materials.
FILE by Fiscal YEAR.
2030 Budget Presentation
Use for copies of the budget (original
or revised) submitted to Office of the
Secretary for approval.
FILE in chronological sequence;
a. One record copy of the budget 0A
submitted to Office of the Secretary Destroy 10 yrgq N/A [Destroy
for approval. after close 10 yrs.
: of FY covered after
FILE in chronological sequence. by budget. close of
. . FY covered
by budget,
b. All other copies. Destroy when | N/A |Destroy
no longer when no
FILE in chronological sequence. needéd for longer
reference. needed for
referencel

c-37-
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Appendix C . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi~- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number ' Disposition FARC| Offices Authority
(1) (2) (3) (4) (5) (6
2040 Budget Execution CMS/BAD
Use for material pertaining to approved|Destroy 10 ‘N/A | Destroy
budget implementation & maintenance of |yrs. after 10 yrs.
financial controls over appropriate close of FY after
funds. Include apportionments, alloca- | covered by ‘close of
tions, allotments &workplans, obliga- fbudget. FY
tions & outlays, ceilings, requirements covered
reimbursements, & nonappropriated fundsj by budget
NOTE:Include here financial data only
if it is directly budget supportive.
Use 2100 for regular accounting
documentation.
FILE by Fiscal Year.
2050 CMS /BAD ,
a. Annual rep the status of Destroy when | N/A | Destroy GRS=5-3a
appropriation accounts & & igpment.| 5 yrs. old. 5 yrs.
\ Old. .
FILE by subject and Fiscal Year. ———
1 other reports. | Destroy 3 yrs|-R/A | Destroy GRS-5-3b
: after the 3 yrs.
FILE by subject and end of the after the
' covered by end of FY
budgets covered
-__5_--bx_EES§Ef

C-38-
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inated methods & measures adopted by
the Agency to safeguard assets, check
the accuracy & reliability of accounting
data, promote operational efficiency, &
encourage adherence to prescribed
managerial policies.

FILE in chronological sequencé.

old.

Appendix C ’ . April 1999
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
. Disposition
:lassi- _ Record Office
‘ication|{ Description and Filing Instructions OPI & To Other Disposition
lumber . Disposition FARC| Offices | Authority
(1) 2) 3) @) ) 6)-
2100 FINANCIAL MANAGEMENT /ACCOUNTING CMS/BAD
Use for material pertaining to overall |Destroy when |{N/A |Destroy
flnéncial management & accounting 3 yrs, old when 2
activites not specifically described in yrs. old.
the following categories. |
FILE by subject in chronological
sequence,
—_ | : :
'2100-2§ Financial Priorities’ . CMS /BAD
Use for material pertaining to the Destroy when {N/A |Destroy
status of activities of all financial |3 yrs. old. when 1 yr
priorities. old.
FILE in chronological sequence.
2100-3| Internal Controls CMS/BAD
Use for material which pertaind to the [Destroy when |N/A |Destroy
plans of organizatioms & all the coord-|3 yrs. old. when 1 yr

C-39-

ES-2370
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Appendix C . ‘ April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@) (2) : 3) (4) (3) (6)

2100-4 | Systems Review and Analysis CMS/BAD
Use for material which pertains to Destroy when| N/A | Destroy
indirect cost reviews & negotiations. 3 yrs. old. when 1
Agency financial management studies, & yr, old.
assessments of the Agency's repcrting
needs.

FILE in chronological sequence.

2100-6 | ProTees-Control CMS/BAD ,
Use for memora Xeports, & other Destroy 1 yr.| N/A | Destroy GRS-16-5
records documenting assig rogregs after the when no
and completion of projects. in which longer

%§;~E?332e<~i§ needed.
FILE alphabetically by title of project |[closed. hh““~4~___‘~

2110 Accounting System CMS/BAD
Use for material pertaining to account- [Destroy when | N/A | Destroy
ing systems approved by GAO; management {3 yrs. old. when 1
advisory services for financial systemsj yr. old.
monitoring system development processes
& the coordination of accounting system
regulations.

FILE . in chronological sequence.

2160-1 | Working Capital Fund CMS/BAD
Use for material of a general nature. Destroy 3 yrs{ N/A |Destroy 3
which pertains to WCF. after close of yrs. after

' FY covered by close of

FILE by subject. budget. FY cov-
ered by

budget.

2160-2 | Planning, Development, and Approval CMS/BAD
Use for material pertaining to Working (Destroy 5 yrsy N/A |Destroy 5
Capital Fund budget preparation, plann-)after close of yrs. aftet
ing, and final approved budgets. FY covered by close of

- budget. FY cov-

FILE by subject. ered by

: ’ budget
C-40- ES-3070
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Appendix C April 1990
EXT!‘NSION SERVICE RECORDS DISPOSITION SCHEDULE
) ; Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & ‘To Other Disposition
Number Disposition FARC| Offices | Authority
89) (2) (3) (4) (5) (6)
2160-3| Financial Review o CMS/BAD
Use for material pertaining to WCF fund{Destroy 5 yrs| N/A |Destroy 5
reviews, summary reviews & individual after close yrs after
cost centers reviews of a financial of FY covered close of
nature. by budget. FY cov-
FILE by subject. ered by
Y ] _ : budget.
2160-4| Management Council Cost Distributions CMS/BAD-
Use for material pertaining to the dis-{Destroy 5 yrs| N/A |Destroy 5
tribution of center agency billings after close yrs after
(GSA, DOL) to Departmental agen01es, of FY covered close of
FTS, SLUC, OWCP, etc. by budget. FY cov-
FILE by subject. ered by
7 ubjec budget.
2160-5 WorkinglCapital Fund Cost Distribution | CMS/BAD . :
Use for material pertaining to Working |Destroy 5 yrs| N/A |Destroy 5
Capital Fund cost center expense dis- after close yrs after
tribution to user.agencies of Printing | of FY covered close of
Plant, & Copier Services, etc., by budget. FY cov-
. . ered by
FILE by subject. | budget .
2160-6{ Department Centralized Reimbursable _ .
Program Cost Distributions CMS/BAD
Use for material pertaining to Depart- |Destroy 5 yrs| N/A |Destroy 5
mental centralized costs or expenses . | after .close yrs after
made through special reimbursable of FY covered| close of
accounts which are prorated to the by budget. FY cov-
agencies, e.g., Office of Personel ered by
training programs & Health Services. budget.
FILE by subject.
2170 Cost Determination (A~-76) CMS/MSB . ‘
Use for material which provides a basis| Destroy when N/A | Destroy
for efficiently using available resourcl 3 yrs. old. when 1
es in operating commercial & industrial : yr. old.
type activities. A-76 provides guidance) :
in determining the least-cost method
(i.e., in-house or contracting out) or
providing services of a commercial/
industrial nature.
FILE in chronological sequence.
2180 Property CMS /MSB
Use for material pertalnlng to Pestroy when | N/A [Destroy
property accounting. 3 yrs. old. when 1
yr. old.
FILE in alphabetical sequence.: '
C-41- §-2070
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Appendix C . . April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

| , B Disposition
Classi- Record Orfice :
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) 3) (4) (5) (6) O
2200 AGEMENT CMS/BAD
Use for mateT: of a general nature Destroy when | N/A |[Destroy GRS-6-5a
which pertains to f1 nagement 2 yrs. old. when 2
which does not fit elsewhere | yrs. old.
category.
FILE by subject in éhronological \\
sequence. h‘“‘-.\\\~
l I
2200-3 | Payment Control Listing J
Use for computer listings, batch report DCMS/BAD
etc., generated to perform the house- estroy when| N/A |Destroy
keeping functions required for fiscal no longer when no
accountability. needed. longer
needed for
FILE by subject in chronolegical sequenge reference
_'7
C-42- FS-3370
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Appendix C

. . April 1690
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- ' Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) (&) (5) (6
2200-4| Reports/Studies
Use for reports and studies which Destroy 5 yrs|N/A  |Destroy 5
pertain to fiscal management. after close yrs. after
FILE by agency and subject. of FY covered close of
: by budget. FY cov-
' ered by
v budget.
2200-5 ' ontrol ‘
Use for memor eports, & other Destroy 1 yr.{N/A |Destroy |GRS~16-5
records documenting a551gimeﬁcs‘_5\_~“-after the yr. when no
progress & completion of projects. ﬁﬁ;;dligh*ﬁgf- longer
FILE Cdse file alphabetically by title pEOJegt ;S ~——| needed.
of project. ' closed. I
2210 ~K§prog:ig§ions; Receipts & Fund Account$ CMS/BAD
Use for mate rtaining to availa- T Destroy when|{N/A |[Destroy |GRS-6-4
bility, collection, cus deposit 3 yrs. old. when 3
of funds including appropriation yrs. cld,
warrants & certificates of deposits. "‘-_‘\-~‘\_N
. . \
FILE by subject. T — ]
2210-1 CMS/BAD
Use for materia to deposits|Destroy 6 yrs|N/A [Destroy |GRS-6-la&b
3 mo. after when 3
FILE by name of vendor. pert d yrs. old.
by account. \\
2220 ] ions . _ CMS/BAD ' ,
Use for mateYt aining to billings|Destroy 6 yrs|N/A Destroy GRS-6-1a&B
collections, fees, collec edules|3 mo. after when 3
and delinquent accounts. 1ﬁuigg_sgz:_~ yrs. old.
FILE by name of vendor. ered by - [
account. - "“‘f--ﬁ__
2230 ions CMS/BAD
Use for ma pertaining to routine |[Destroy 6 yrs|N/A [Destroy GRS~-6-1a&B
accounting records lotted fund 3 mo. after when 3
obligations subsidary to EHE*squ3£Z-\-period cov=- yrs. old.
allotments status records. Include ered by
_obligation estimates paid & unpaid & H;EEBUa¢~__‘-
classified expenditure listings. ~~——
FILE by agency. T~
C-43- ES-3070
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Appendix C ‘ ‘ April 1990
EXTENSION SERVICE RﬁéORDS DISPOSITION SCHEDULE
Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) 3) (4) (5) (6)
2240 | Disburse CMS /BAD
Use for material pervatsd to allotted|Destroy 6 -yrs|N/A |Destroy |GRS-6-la&b
fund disbursements. 3 mo. after when 3
FILE by agency. :EE?BB‘couex§£-N“'yrs. old.
by account. --__~__~
2240~-1 nts CMS/BAD
Use for ma ertaining to the Destroy 6 yrs|N/A |Destroy |[GRS-6-la&b
amounts disbursed to 3 mos. after 3 yrs.
FILE by individual name, or firm. ——jReriod covered after the
by & period of
_"‘“‘"~~EQEQEEE;
2240-1-1 . CMS/BAD
Use for mat ertaining to checks |Destroy when |N/A |Destroy |GRS-6-4
issued, stolen, misplaceds ilated, when 3 yrs. when 3
or destroyed. » 4lld;__________ yrs. old.
FILE by individual name. - ““—-..____-h_~
2240-1-2 | Expenditure Posting and Control CMS/BAD
Use for p i and control media Destroy when |N/A |Destroy |[GRS-7-4
which supports thé 3 yrs. old |when 2
NFC/OFM yrs. old.
FILE by agency. Destroy 6 yrs ‘ GRS-6-1a
. after
perio vered
by account. ~_
2240~1-3 | Fiscal Irregularities. CMS/BAD
Use for material pertaining to account-|Destroy when |When |Destroy
ing authorization irregularities 115 yrs. old. |5 yr |when 1
_ d. 1d.
FILE _by agency. ol yr o
2240-1-4 | GA6-Exceptions CMS/BAD
Use for m ial pertaining to General |Destroy 1 yr.|N/A |Destroy |GRS-6-2
Accounting Office ices of exceptions|after has when 1
formal or informal, & re been reported yr. old.
correspondence. as cleared
FILE by agency. by
\\
C-44- ES-3070
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Appendix C . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- Record Offijice
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) (4) (3) (6)
2260 1~Ezzﬁarawa;§, Restorations, & Transfers
of Appropria alances
Use for material of & eral nature Destroy when|N/A |Destroy |GRS-6-5a&b
which pertains to accounting & dis-| 3 yrs old. when 2
bursing of funds, including obligatl yrs. olid.

control of expenditures, availability
and transfer, & advancement of funds,etd

FILE by subject.

\\

‘-\\\\‘\~

2270 XEEBUntehlg,Officers v
Use for materT taining to statements Destroy 6 |[N/A [Destrov |GRS-6-la
of transactions & accou ility coll- |yrs. 3 mo. . when 2
ection schedules &vouchers, & dis after period yrs. old.
ment schedules & vouchers. co v
FILE by subject. account. \\
2280 EEEEET—ﬁad~A@countingiCodes CMS/BAD
Use for materia ining to code Destroy when|N/A |Destroy |GRS-6-5b
numbers used in the account?® tem. |3 yrs. old. when 3
: -~,-_~____~§~ yrs. old.
FILE by code. —
-\
C-45- ES-3070
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Appendix C ‘ . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
A Disposition
Classi- - Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
@Y (2) 3) (&) (3) (6)
2300 D TRANSPORTATION CMS/BAD
Use for ma of a general nature Destroy when [N/A [Destroy GRS-9-4a&B
which pertéins to l & transporta- |when-2 yrs. when 1
tion functions, not covere ewhere |old. yr. old.
in the following categories.
NOTE: Logs and registers of account- Niﬁ\“‘--~\
ability are to be destroyed 1 yr. after M —~——
entries are cleared. T —~———
FILE by agency and subject,
| |
2300-2 est and Authorizations CMS/BAD
Use fo ies of vouchers, memorandum |Destroy when {N/A |Destroy GRS-9-3aé&b
copies of tr requests, travel 3 yrs. old. : when fund%
authorizations, & supporting papers are
obligated

NOTE: Destroy unused ticket emption
forms, such as SF1170, when no lo
needed for administrative use (GRS 9-3C

FILE:chrqnologically by unit & employeé

\ |

c-46-
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

_ Disposition
Classi- : Record Office
fication| Description and Filing Instructions - OPI & To Other Disposition
Number ‘ Disposition FARC| Offices Authority
[€9) (2) 3 (%) (5) D)
2300-3_‘§ETmbucsemehts CMS/BAD
Use for re ertaining to reimburs- | Destroy when | N/A | Destroy GRS-9-3a&B
ing individuals travel orders, 3 yrs. old. when funds
per diem vouchers, hotel T vations, are obli-
& all supporting papers documentin gated.

~official travel by officers, employees,~\“‘-\\\\\\\‘
dependents or other authorized by law : —~——_

to travel). ‘T-\_\\\\-

FILE alphabetically by employee.

2300-4| Reports ' CMS/BAD
’ Use for travel reports. .Destroy when | N/A N/A
: 3 yrs. old. ‘

FILE by subject in chronological
sequence.

2300-5] Peaject Control.

Use fof‘ﬁamvﬁand§‘~zgzorts & other Destroy 1 yr. N/A | Destroy | GRS-16-5
records documenting ents, after the yr. when no
progress & completion ogg§%3333tsv~;~‘~ in which the longer
§ i eded.
FILE Case file athabetlcally by "??03&&;\&§_- neede

title of project. closed. 55“‘~-\‘-_-
2310 ' | Temporary Duty Travel - Domestic . .-CMS/BAD

Use for material of a general nature Destroy when | N/A | Destroy

which pertains to temporary duty - 2 yrs. old. when 1

domestic travel. yr. old.

FILE in chronological'sequenée or
alphabetically by employee.

2320 Temporary Duty Travel - Foreign CMS/BAD
Use for material of a general nature Destroy when | N/A Destroy
whichi pertains to temporary duty - 2 yrs. old. when 1
foreign travel. yr. old.

FILE in chronological sequence or
alphabetically by employee.

2330 CMS/BAD
Destroy 6 yrg N/A | Destroy | GRS-6-la
& 3 mos. after when 1

FILE by subject in chronological

. ” . eriod cov- yr. old.
‘ ere t.
sequence.

\

C-47- » _ ES-3070
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

_ Disposition
Classi- ’ Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
89 (2) ' (3) (4) (5) (6)
2340 | Sickmess-or Death while in Travel Status  CMS/PMSD
Use for materTl taining to the nec- | Destroy 6 yrg N/A | Destroy | GRS-6-la
essary arrangement requi in the & 3 months when 1
event an employee becomes ill or after period yr. old.
while in travel status. (In case of co

death, information is filed in OPF). account. ]

'\

FILE by employee social security number.

2350 —tFxangportation of Things CMS/MSB

Use for material of a general nature Destroy when| N/A | Destroy | GRS-9-4(a)
which pertains to the rtation of | when 2 yrs. when 1

things. old. _ yr. old. R
FILE in chronological sequence. N“-_h-_~‘- o
o CMS/MSB [

pertaining to movement |Destroy when | N/A | Destroy GRS-9-1a(2) (3)
commercial 3 yrs. old. when 1

carriers. May include commerc yr. old.
Government bills of lading & other da

which documents the transaction. Nﬁ"‘~~\\‘-ﬁ.~_N

2350-1

FILE by subject. ‘ ‘ “--_\_
2350-2 Transportation Rates ' CMS /MSB

Use for material which pertains to Destroy when | N/A N/A

carrier rates. s/0.

FILE by carrier.

2350-3 Reports

Use for transportation reports,e.g., Destroy when| N/A Destroy
shortage & demurrage, etc. 3 yrs. old. when 1
yr. old.

FILE by subject in chronological
sequence. :

2350-4 Control

reports &other Destroy 1 | N/A | Destroy | GRS-16-5
records documenting : ents, prog- | yr. after when no
ress & completion of project. the yr. in longer

FILE: Case file alphabetically by m needed.
the title of the project. zlo;ed "‘*-~H-_~‘\“~

ES-3070
(3/89)
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Appendix C . ’ April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

, : ‘ Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
1) _ 2) (3) (4) 3) (63
2500 {CLAIMS "CMS
Use for material of a general nature Destroy 1 yr |N/A |Destroy
pertaining to claims for a right to after final l yr.
something, e.g., a title to a debt, disposition after
privileges, or other things in the of case. final
possession of another. dispositiop
A \ of case.
FILE by agency and claimant.
I .
2500-2| Reports CMS
Use for claims reports. Destroy when | N/A | Destroy
3 yrs.old. kvhen 3 yr%
FILE by agency and subject old.
2500-3 Control »
: Use for mem reports & other Destroy 1 yr | N/A | Destroy | GRS-16-5
records documenting as3ig s, progresp after the when no
and completion of projects. r in which longer
: : the pro3 needed.
FILE Case file alphabetically by v —
title of project. is closed. T
: ES=-2070
C-49-
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- ’ - -Record Office »
fication Description and Filing Instructions OPI & To Other Disposition
Number ' Disposition FARC| Offices | Authority
@9 (2) 3) (4) (5) (6)
2540 Damage/Loss of Government Property ’ CMS
Use for material pertaining to the will- Destroy 1 yr.| N/A | Destroy
ful destruction of or damage, theft, after final 1 yr.
etc., to Government property. disposition. after
FILE by subject. ﬁlnal' ,
. dispositidn
2550 | Dame=se/Loss of Shipments CMS (
Use for maters ertaining to the Destroy when | N/A N/A GRS-9-2
schedules of valuableée ipped, corres- {3 yrs old.
pondence, memoranda, & other re
relating to the administration of the ‘*-\‘\\~\\‘\~
Government Losses in Shipment Act, &
any claims that may ensue. ' ~§\‘§f‘5-\\_\\\
FILE in thonological sequence. ' ‘ '
2560 Irregularities/Discrepancies CMS :
Use for material pertaining to the doc- | Destroy 1 yr P/A Destroy
umentation of irregularities/discrep- after final 1 yr afteq
ancies with sufficient information to disposition final
enable processing of claims. of case. dispositign
| FILE by subject in chronological of case.
sequence.
2570 Waivers _ cMS .
Use for material pertaining to the Destroy 1 yr| N/A |Destroy
relinquishing of a known right, after final 1 yr aften
interest, etc. disposition final
. of case. dispositidn
FILE by subject. of case

C-50- ES-3070
: : (3/89)
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Appendix C )
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
_ Disposition
Classi- : Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (&) (5) (6)
2600 PAY AND ALLOWANCES CMS/PMSD
" Use for material of a general nature Destroy when |N/A Destroy
pertaining to salaries &deductions, & |3 yrs old. when 3
expenses such as cost of living, living yrs old.
quarters & education allowance.
FILE by subject in chronological
sequence.
2600-2 CMS/PMSD
Use for genera ndence pertain- Destroy when | N/A | Destroy GRS-2-2
ing to payroll preparation 2 yrs. old. when 2
FILE by subject in chronological — yrs. old.
sequence. o —
—
2600-2-1} Payroll Preparation & Processing

Use for material pertaining to payroll
control services, whether in electronid
or paper. form, inclusive of flexitime
attendance records, payroll summary
control & certification control docu-
ments which include all source documenas
used to authorize or change payments
to payees.

-C-51-
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EXT!!SION'SERVICE RECORDS DISPOSITION SCHEDULE

_ Disposition
Classi- Record Office :
fication| Description and Filing Instructions OPI & Other Disposition
Number Disposition Offices | Authority
@Y (2) (3) (5) (6)
o, Stammable Forms CMS /PMSD
NFC will maintat e certified scann~ |Destroy after Destroy GRS-2-3a(1)
able forms. Other off7 st maintain|GAQ audit or when 3 ' :
all appropriate supporting docu = when 3 yrs qyrs. old.
tion (sign-in & sign-out registers, -Bjd‘uhiEEEZii
time cards, overtime approvals, and is sooner. :
leave authorizations. \\\\\*‘-\\\\~\
FILE by agency & alphabetically by
employee.
“~Electronic Transmission CMS/PMSD
NFC wi intain in fiche form the Destroy 6 yrs Destroy | GRS-6-la
personal payment - files required|3 mos. after when 3
in Fair Labor Standards Ac period covere 1yrs. old.
cases & court ordered restorationms. account. '
Other offices must maintain the cert-
ified T&A report (i.e., printout, work- T ——
sheets, etc.) & all appropriate hh‘"“-~
supporting documentation.
FILE alphabetically by employee.
2600-2-2 ~Lé¥y>and Garnishment’ CMS /PMSD
Use fs?‘oéiig}al notice of levy or Destroy when Destroy |GRS-2-21
garnishment (I 668A or equiva- 3 yrs . old. when 2
lent) change slip, workpa . yrs. old.
correspondence, release & other fo
&’ records relating to charges against -~‘“-~“~‘§N~
) retirement funds or attachment of e ———
salary for payment of other debts of "‘“-.§_
Federal employees. ' :
FILE in OPF.
2600-2-3 Payroll Changes CMS /PMSD
"Use for rarjal pertaining to payroll |Destroy when Destroy | GRS-2-15a&c
changes slips, exC i of those of related rec- 11 mo.
the OPF. ords are aud- after end
ited by f
FILE by social security number &in ed by GAQ ° ?ay
h logical : or whe s period.
chronological sequence. old,whichever5\“--\\\‘\\\
is sooner. '
2600-2-4 _Kaﬁrnisﬁxagggngayroll Report Files CMS/PMSD
Use for workloé3'E~p3199n321.2222§2;522_Destroy when Destroy |GRS-2-17a
reports or data which pertain to pay~= -2~y;s_glg;__~ when 3
roll operations & pay administration. ‘—h""‘¥:§~93§'
FILE in chronological sequence.
C-52- ES-3070
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Appendix C ‘ April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
. Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)
2600-2-5| Allotment Authorization CMS/PMSD
Use for material which pertains to
request & authorization for or change
& revocation of allotments.
.S. Savings Bonds. If record is Destroy when | N/A N/A GRS-2-4a(l)
maint on earning record card. superseded or
: after separa-
FILE by subject an ial security tion of employ-
number, ee. If employde
transfers with-
n agency
or be
agencies,these
authorizations
must also be |
. transferred.
er aurhorizations. Destroy when | N/A N/A GRS-2-4b (1)
FILE by subject an ecurity superseded or
after transfer
number. .
Ur~segagg£i23
bf employee:
2600-2—6L~Eﬁ510yee~1§x Exemptions CMS/PMSD
Use for withhoTdt X exemption Destroy 4 yrs N/A N/A GRS-2-18a&b
certificates, such as IRS =4, & | after infor-
similar state tax exemption forms. matian‘i§~§£9;
FILE by social security number.
2600-2-7 CMS/PMSD
of withheld Federal Destroy when | N/A N/A GRS-2-18c
taxes, such as IRS with 4 yrs. old.
related papers, including repor v
relating to income & social security ’~“‘~—~__‘~
taxes.
FILE by social security number.
2600-2-8] Paym ntrol Listing CMS/PMSD
Use for mater rtaining to pay & Destroy 6 yrs | N/A N/A GRS-6-1a
allowance designations. udes cost [3 mos. after
verification & sub-voucher regl period covered
and error listings. By~sha_335£;‘~
FILE by subject in chronological “
sequence.
C-53- ES-3070
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Appendix C ' ' April 1990
EXTENSIGN SERVICE RECORDS DISEOSITION SCHEDULE
v Disposition
Classi- Record Office )
fication| Description and Filing Instructions 0PI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) 3) (4) (3) (6)
2600-3| Reports CMS/PMSD
Use for reports pertaining to pay Destroy when | N/A Destroy
and/or allowances. 5 yrs. old. when 5
yrs. old.
FILE by subject,
2600-4 ject Control
Use for m a, reports & other Destroy 1 yr | N/A | Destroy | GRS-16-5
records documenting i ents, after the yr when no
progress & completion of projecTss: in which the longer
: . . pPro needed.
F;LE Case f}le alphabetically by closed. ——]
title of project. ——
2610 | Internal Control CMS /PMSD
Use for material pertaining to the Destroy when | N/A N/A

effective control over pay & allowances
including appropriate internal audit.

FILE in chronological sequence.

no longer
needed for
reference.

C-54-

ES~3070
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EXTENSION SERVICE REGORDS DISPOSITION SCHEDULE

¥

Disposition

Classi- . Record Office
fication| Description and Filing InstT¥uétioéns OPI & To Other Disposition
Number Disposition FARC; Offices | Authority
(1) (2) (3) (4) (3) (6)
3600 | RECORDS MANAGEMENT CMS/MSB
" | Use for material of a general nature Destroy when| N/A | Destroy
which pertains to the overall paperwork 3 yrs. old. when 1
management program. yr. old.
FILE by subject in chronological
sequence.
3000-1 Studies and Survey Reports CMS/MSB
Use for formal reports of paperwork Destroy when|{ N/A | Destroy
studies & surveys performed to identify S/O0. when S/0;
and correct paperwork problems; improvg
procedures, operating performance &
effectiveness, & aid management.
FILE. alphabetically by agency & subject
3000-2 @it Control
Use for meid reports & other Destroy 1 yr| N/A | Destroy | GRS-16-5
records document1n§%§§Signmepts, after the yr| when no
progress & completion of proi23?§7-~«w in which the longer
FILE. Case file alphabetlcally by Eizsed ' — needed.
title of project. : [ ———
3010 Directives Management CMS/MSB
Use for material of a general nature Déstroy when{ N/A | Destroy
which pertains to officially published| 3 yrs. old. when 1
instructions, regulations, & proced- : ‘ yr. old.
ures which regulate & direct operationg
and performance.
FILE by directive number or subject.
3010-1 Departmental Directives
Use for directives- orlglnated within
USDA.
a.Departmental Regulations (DR;s) and Destroy when| N/A | Destroy
Departmental Manuals (DM's) in the s/0. when S/0
1000 and 9000 classification series.
All others can be destroyed when no
longer needed.
FILE by series designator, & classifi-
~cation code, and title.
b.Secretary's Memorandum (SM's) & any Destroy when| N/A | Destroy
Departmental directives signed by the S/0. when S/0
Secretary.

C-55-
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
' Disposition

Classi- L ~-Record Office

fication Description and Filing Instructions OPI & To Other . Disposition

Number Disposition FARC| Offices | Authority

(1) (2) (3) (4) (5)
FILE by series designator, & classifi-
cation code, and title.
c. Departmental Notices (DN's), Adminis- |Destroy when | N/A |Destroy
trative Regulations, and Internal no longer
Office Notices. needed.-
NOTE: IMD has the record copy of all pub-
listed Departmental level directives
with the exception of Secretary's Memos
which are maintained by ECR, NFC Manuals
which are maintained by NFC, & the DPM
which is maintained by OP. For WORKING
Papers & BACKGROUND material, see Policy
& Procedure under each category. File
external or non-series instructions
under the appropriate subject & destroy
them when S/0.
FILE by series designator, &'classifica—
tion code, & title.
3010-1-1 |ES Directives CMS/MSB A
|0fficial issuances, changes, checklists, {PERMANENT N/A | N/A
etc., with supporting papers documenting|Transfer to
the important aspects of the issuance, |NARA when 15
such as those requiring OGC clearances. |yrs. old in
FILE by series designator, & classifica- 5-yr blocks.
tion code, & title. '
3010-1-3 |Distribution, Maintenance & Printing CMS/MSB-
1Use for material pertaining to the Destroy when N/A | Destroy

printing, delivery & storage of ES 1 yr. old or when S/0.
directives. ‘ when no S
FILE by issuance number. longer needed

C-56-

ES-3070
(3/89)
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
, . Disposition
Classi- o -Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) 3) (4) (3) (6)
3010-2|Dockets _
{Use for material which has been prepared{Destroy when | N/A |Destroy
for publication in the Federal Register {3 yrs. old. when mat-
& which pertains to the organizational erial is
structure & basic policies of the agency| published
FILE by agency and docket number. in the
Federal
Register.
3020 |Forms Management . CMS/MSB
Use for genmeral material pertaining to Destroy when | N/A |Destroy
the planning & execution of procedures 3 yrs. old. 1 when 3
to standardize, design, construct, & - yrs. old.
control -the use, numbering, & distribu-
tion of Extension Service forms.
FILE in chronological sequence.
3020-1|Foxmg Master File CMS/MSB
Use for record copy of each form Destroy 5 yrskiN/A |Destroy GRS-16-3a
created by EX ion Service with related after relatef when §/0.
instructions & docu ation showing form is dis- '
inception, scope, & purpo the form.|continued,
NOTE:Working papers, background matewd lgsuperseded,
i o . . r cancelled.|
|requisitions, specifications, processing
data, & control records are to be destr@:%\\\\\‘\\\\\\
ed when related form is discontinued, ~~——_
superseded, or cancelled. (GRS-16-4b). \~\\\\\\\\
FILE by form number.
3020-1-1|Functional Files _ CMS/MSB
Use for a collection of forms, arranged |Destroy when |[N/A |Destroy
by functional classification, used to related form when S/0.
assist in taking forms management actiongis discontin-
such as determining whether new forms ued, super-
should be developed & approved & whether|seded or can-
existing forms should be consolidated orjcelled.
replaced by other forms. Included are
copies. of each form used within the area
served by the forms management office.
FILE by functional classification.
ES-3070
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
_ ‘ Disposition
Classi- » Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC! Offices ! Authority
(1) (2) (3) (4) (3) (6)
3030 ‘Rep Management CiiS/MSB
Use for materd relating to the reportps Destroy 2 N/A | Destroy GRS-16-6
management program, des correspon- j yrs. after when 1
dence & index of current rec i or report is yr.old.
situation reports & a control file o {scontinued.
all proposed, currently required, can-
celled or superseded recurring or i
situation reports. T~
FILE by report number and title.
3031 |Public Paperwork Burden Control - CMS
Use for material pertaining to minimiz- | Destroy when | N/A ! Destroy |
ing the Federal paperwork burden for s/o. when S/0.
individuals, small businesses, & State
& local governments.
FILE by subject in chronological
sequence. :
3040 |Files Management CMS/MSB
Use for material of a general nature Destroy when | N/A | Destroy
which pertains to the storage, retention| 3 yrs. old. when 1
& disposition of records, regardless of : yr. old.
the media.
FILE by subject in chronological
sequence.
3040-1|Filing System CMS/MSB
Use for material pertaining to filing Destroy when | N/A Pestroy
system & techniques evolved to maintain | records are when rec=
records for retrieval & scheduled destroyed or ords are
disposition. when no long- destroyed
FILE alphabetically. er needed fon or when no
; . reference. longer
needed for]
reference.
700 U f in;aement f eral nature CM5/MSB
se =0 . 2 2 sen . Destroy when | N/A [Pestroy GRS-12-2a
which pertains to m ent of mail &
. . . 2 yrs. old. when 2 yrs
which does not fit elsewhere o1d
Category° \ .
FILE in chronological sequence. ~—~———_

!\

C-58-
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EXTENSION SERVICE RECORDS. DISPOSITION SCHEDULE
S Disposition
Classi- . Record Office
fication Description and Filing Instructions OPT & Other Disposition
Number Disposition Offices Authority
(1) (2) (3) (5) (6)
3050-1 | Receipted & Routed Mail CMS/MSB
Use for material pertaining to the
receipt & routing of incoming & outgoing
mail handled by the USDA mail & messen-
ger service,
Beggggs relating to incoming or out-| Destroy Destroy | GRS-12-5a
going reglsf“redwmallMgpuches, regis- when 1 yr. when 1
tered, certified, 1naured-8‘speeaal~“__ old. ' yr. old.
delivery mail including receipts &
return receipts. T ————
FILE alphabetically by unit & receipt
number. - '
: . ion to register & certify -Destroy'when Destroy | GRS-12-5b
mail. v I : 1l yr. old. when 1
FILE alphabetically by unit and receiptl—-__‘_"““- _Zf;_fii;
number. '
¢ of loss, rifling, delay, Destroy Destroy | GRS-12-5¢
wrong delivery, her improper treat< when 1 yr. when 1
ment of mail. ' : old. yr.old.
FILE alphabetically by unit & receipt _““--~,_~T
number. L\§““‘-~—-__~
3050-2 | Pestal Irregularities
Use for m igl pertaining to 1rregulai- CMS/MSB
ities in the handlifrg mail, such as | Destroy 3 Destroy | GRS-12-8
loss or shortages of postage s or | yrs. after 6 mo.
money orders, or loss or-destruction O ~cam2ls£§z:;k~ after
mail. : " | of inveztd completion
A N \ i
. . gation. nves-~
FILE by subJect. 2?;?;?331
3050-3 . _PEna&fy_Ma;_iReport Flles CMS/MSB
' | Use for material p to off1c1al Destroy when| - Destroy GRS-12-7
penalty mail payment reports. “ﬁ-1£§:_f£f&‘~ when 1
_ FILE alphabetically by agency. ' _~—_‘"“XEL~SEi;_
3050-3-1 | USPS quarterly reports generated through CMS/MSB
- the Official Mail & Accountability Destroy when
System (OMAS) 6 yrs. old.
FILE alphabetically by agency.
ES-3070
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EXTENSTION SERVICE RECORDS DISPOSITION SCHEDULE
) Disposition
Classi- o Record Office
fication| Description and Filing Instructions OPI & To Other . Disposition
Number Disposition FARC{ Offices | .Authority
@9 (2) (3) (4) (5) (6) .
3050-3-2 |Computer printouts (Business Reply Mail CMS /MSER
penalty, stamps, printed envelopes & Destroy when |N/A
USPS Statement of Usage Report) for 6 yrs.old.
Extension Service headquarters & the
State Cooperative Extension offices.
FILE alphabetically by agency.
3051 {Mailing Lists _ CIT
Use for material pertaining to additions|Destroy N/A |Destroy
deletions, & changes to the automated when S/0. when S/0.
mailing lists.
FILE in chronological sequence.
3070 |MiTrossaphics Management CMS/MSB
Use for survey ted to evaluate Destroy when |[N/A |Destroy GRS=16-9
various technological syst 3 ir, completed when 2 ’
applications in improving performance, H&EuhL;EiJi_.~ yrs. old.
as well as feasibility & cost impact. yrs. old. ---.________~_-~_~
FILE in chronological sequence.
3080 ' |Records Disposition CMS/MSB
Use for correspondence & material pertaip- Destroy _
ing to descriptive inventories, disposal when 3 yrs. N/A | Destroy
. . when 1
authorizations, schedules, & reports. old.
. yr. old.
FILE in chronological sequence
ic documentation of records des- Destroy N/A |Destroy GRS-16-2a
cription isposition programs, includ-4 when no when re-
ing SF-115, Re for Records Dis- longer needed lated rec+
position Authority; 5, Records for reference ords are
Transmittal & Receipt; SF- equest ' destroyed
to Transfer, Approval, & Recelpt lor when
Records' to National Archives of the no longer
U.S.; & related documentation. needed forx
. . admin. or
FILE in chronological sequence : “\*-~x@i§5§2§e
purpo .
b. opies & routine correspondence|Destroy when | N/A | Destroy GRS-16-2b:-
and memoranda. no longer when no
ded for 1
File in chronological sequence. neece ° onger
. . -;eigzgzii;-~ needed
for ref.
\ .
\
ES-3070
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ON SCHEDULE

] Disposition
Classi- ) .-Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC! Offices | Authority
(1) (2) (3 (4) (3) (6)
orking papers & background material.Destroy 6 mosJ N/A |[Destroy 6| GRS-16-3c
after final mo. after
FILE SF's b cession number in action on final
chronologicel se ce. Others are project reporfg action on
filed in chronologica uence. or 3 yrs aften project
: completion of reports
. lreport if no or 3 yrs
ction is after
ta completioy
of report
‘\\\\\if no
{nal
active is
taken,
3090 | Vital Records. o _ DA /MGMT
Use for material pertaining to records . .
. . o .__...| Destroy when| N/A |Destroy
essential for maintaining the continuity 5/0 when S/0
of Govt, activities during a national : :
emergency.
FILE by subject.
C-61- ES-3070
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

. ' Disposition
Classi- Record Office
fication| Description and Filing Instructions OP1 & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) 3 (4) ) (6)
3100 |MANAGEMENT OF INFORMATION RESOURCES CIT
Use for material pertaining to the Destroy when [N/A |Destroy
management & control of all types of 3 yrs. old. when 1 yr
information resources. ] old.
FILE in chronological seduence by
project.
. |
'
3100-3 _ PDE
eports & other Destroy ! yr| N/A | Destroy GRS-16-5
records documenting ass : after the yr when no
progress & completion of projects. which the longer
proje —— needed.
FILE case file alphabetically by closed. : ———
title or project.

ES-3070
C-62- (3/89)
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Lapa

AR

o s g oo Disposition
Classi- . . Record Qffice
fication| Description and Filing Instructions OPI & To Other Disposition
‘Number Disposition FARC! Offices | Authority
(1) (2) (3) _ (&) (3) (6)
3100-4| Feasibility StudyFiles PDE
Use for material pertaining to the study| Destroy when | N/A | Destroy
of specific functional areas within 3100} 3 yrs. old. ' when 2
classification. Includes system & data yrs. old.
requirements, alternatives, benefits,
cost data, & other related documents.
FILE by system name.
3110 |Planning OA
Use for material not directly related to| Destroy when | N/A | N/A
either long-range planning nor capacity | no longer
planning including: PD annual work plans| needed for
ad hoc requests; correspondence with reference.
external agencies, etc. o S
FILE in chronological sequence.
3111 |Long-Range Planning
Use for material pertaining to Extension| Destroy when | N/A | N/A
Service long-range IRM planning guidance| no longer
agency LR IRM plans, and correspondence | needed for
with senior IRM officials. , reference.
FILE .in chronological sequence.
3111-1| ADP Budgets (A-11) CIT
Use for annual submission of agency Destroy 1 yr | N/A | Destroy
exhibits & narratives for ADP, obliga- | after the 1 yr.
tions & expenditures. close of FY after
. . covered by the closg
FILE in chronological sequence. the budget. of FY
' covered
by the
budget.

C-63-
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EXTENSION SERVICE R.ECORDS DISPOSITION SCHEDULE
. Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (&) (3) (6)
3200 |ADP MANAGEMENT CIT
Use for material of a general nature Destroy when | N/A | Destroy
which pertains to the study, selection, | 3 yrs. old. when 1
use, & management control of ADP & word yr. old.
processing equipment, operations, soft-
ware & systems. Also includes files
relating to machine room operations &
to information & data produced through
| ADP operations which are not described
elsewhere in this category.
FILE in chronological sequence by
project. ‘
3200-2] Reports -
Use for printed final reports containing Destroy when| N/A | N/A

the statistical, tabulation & an analys- no longer

is of the findings of a study or survey | needed for

including a narrative description of reference.

methodology employed.

FILE by subject in chronological

sequence. )

ES=3370
C-64- (3/89)
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
. e tipens Disposition
Classi- Record Office
~fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)
3200-3| Projetr—Gagtrol :
Use for memorandz; orts & other Destroy 1l yr | N/A | Destroy GRS-16-5
records documenting assigh after the yr when no
progress & completion of projects. ~iQ‘EEi;Et;Ei_ longer
FILE Case file alphabetically by ti project—s needed.
: phabetica y. y title closed. ——
or project. T ———
3210 | Design and Development PDE
Use for material of a general nature Destroy when | N/A Destroy
related to applications design & develcop+ 3 yrs old. when S/0.
ment. .
FILE by system name.
3210~1| Information Requirements Studies _' PDE
Use for material pertaining to informa- | Destroy when | N/A | Destroy
tion requirements studies & system - | no longer when no
development projects. Included are user | needed. longer
requests, analytical reports, design needed.
requirements, feasibility studies, &
cost/benefit analyses.
FILE by project name.
3210-2 System Implementation Files " PDE
Use for material pertaining to design, Destroy when| N/A | Destroy
development, & operation of an-applica- | no longer when no
tion system including system instruc- needed. longer
tions, user guides & manuals, input, needed.
output, & report specifications, stand-
ard operating procedures, block diagrams
flow charts, coding instructions, test
plans, reference to or copies. applicablg
software & reference materials, job
instructions, & similar or related fileg.
FILE by project name.
3230 |Resource Utilization CMS/MSB
Documents containing management data on |[Destroy when |When {Destroy
costs, equipment, staffing, workload 15 yrs. old. {5 yrs|{when 2 yr
capacities, & overall effectiveness of old. {old.
ADP & word processing operations.
Includes documents used to evaluate
rental, purchase, operation & maintenance
costs. Includes reports, briefs, &
similar or related documents.
FILE by category (equipment, staff,etc.)
ES-3070

C-65-
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

. Ll Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number . Disposition FARC| Offices | Authority
1) (2) 3) (4) (5) (6)
3300 |TELECOMMUNICATIONS MANAGEMENT ' CMS/PMSD/MSB
Use for material of a general nature Destroy when |N/A |Destroy
pertaining to the transmission, emission}3 yrs. old. when 1 yr
or reception of signals, signs, writing, old.

images, sounds, or intelligence of any

nature by wire, cable, satellite, fiber
optics, laser, radio, visual, or other

electronic, electric, electromagnetic,

or accoustically coupled means.

FILE in chronological sequence by
project.

)
3300-2%fzzatvmnunggations Equipment & Services |CMS/PMSD/MSB

Use for materia eneral nadture Destroy N/A |Destroy |GRS~12-2b
which pertains to requests - when 3 yrs when 1 yr
communication equipment & telephone old.
service. : ~°;d‘~§—-~"‘ﬁ-_~..~

FILE by subject. ' F--_-"f‘

CMS/PMSD/MSB

rtain to instal-|{Destroy 1 yr | N/A | Destroy | GRS-12-2d(2)
lation, change, removal & se

3300-2-1

Use for records

after audit when 1 yrj
equipment. "Et‘whea_l_ngk_—h- old.
FILE by subject, : old, whgshev

: ES-3070
C-66- | (3/89)
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EXQSION SERVICE RECORDS DISPOSITIO’SCHEDULE

, e Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) (4) (3) (6)
3300-2-2 ments CMS/PMSD/MSB
ds of 'agreements with back-|Destroy 2 yrs{N/A |Destroy GRS-12-2e
ground data. & o ecords relating to lafter expira- 2 yrs.
agreements for telecommuir: tion of can- after
services. cellation of expiration
FILE by subject. ment. or can-=
| cellation
: ' f agree-
hﬁ.\
3300-2-3 |Teleptrome—_Statistical Reports CMS/PMSD /MSB
Use for telec6EﬁGﬁttaf&ona‘gsiii§;;23i§‘~Destroy when |[N/A N/A GRS-12-2c¢c
reports including cost & volume 1l yr.old.
(Information provided by OIRM.)
R
FILE by-chronological sequence.
3300-2-4 |[TelzTvommunjcation Vouchers CMS/BAD
- |Use for telecommurri igns reference Destroy when (N/A N/A GRS-12-2d(1)
voucher files, Includes refer€ jes|1l FY yr old.
of vouchers, bills, invoices & related P‘"‘“—-~\___‘
records. ~_-*ﬂ~;__“-‘\
FILE by control number
3300-2-5 |Gpexational Files - |cMS/PMSD/MSB _
Use for materd ining to telephone|Destroy N/A N/A GRS-12-3a
log books for orders and CS . when 6 mos.
FILE in chronological sequence. oLd. h—.._.~_‘____--\~
3300-2-6 LTé‘T'ePhen.e‘g:atements CMS/BAD _
Use for statem -toll slips, - |Destroy 3 yrs|N/A |Destroy GRS-3-10
, ' , ~——. after period when 1 yr
FILE in chronological sequence. red by old.
3300-3 |Reports | CMS/PMSD/MSB . |
Use for telecommunication reports, B8y :
Destroy N/A |Destroy
transmission, emission, etc.
{when 3 yrs. when 1 yr
FILE by subject in chronological sequence.old. old.
3300-4 DM%?\‘% CMS/PMSD/MSB
Use for memoran ts & other rec- |Destroy 1 yr |N/A |Destroy GRS-16-5
" lords documenting assignments P esa_““ after the yr when no
‘completion of project. T the longer
_ . - — .
FILE Case file alphabetically by-the gigizgt 18 4335351“
title of the project. :
C-67- ES-3070
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EXTQSION SERVICE RECORDS DISPOSITIOI\l !CHEDULE

LIV

e bt Disposition
Classi- . Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (3) (6)
3310 |[Voice Telecommunications CMS/PMSD/MSB
Use for material pertaining to voice Destroy when [N/A N/A
telecommunication policy, management, & |3 yrs.old.
operations, This would include DIPS
Circulars, requests for technical approv+
al, general information letters, & in-
venteory data sent for verification
purposes.
FILE by subject.
'3310~1 {Telecommunication Technical Approvals CMS/PMSD/MSB
Use for requests & all follow-up infor- |Destroy when |[N/A N/A
mation gathered in consideration for no longer
approval. v needed for
FILE by unit. reference.
3310~2 |Telephone Orders CMS/PMSD/MSB
Copies of telephone orders. submitted. Destroy when (N/A N/A
FILE bv requisition number, ‘ 1 yr. old.
3320 |pData Telecommunications . : CMS /PMSD/MSB
Use for material pertaining to policy, |[Destroy when |N/A N/A
management & operation of data communi- |3 yrs. old.
cations facilities &services. This in- -
cludes requests for technical approval
for circuits & equipment.
FILE by subject.
3320-1 |Data Telecommunications Technical CMS/PMSD/MSB
lApprovals S . -
Use for requests & all follow-up inform- Destroy when N/A N/A
ation gathered in consideration for no longer
approval. . needed for
L : f ce,
FILE by unit/office. reteren
3340 |Emproyee-Lgcator Services CMS/PMSD/MSB
Use for correspo forms & other Destroy 2 mo.|N/A N/A GRS-11-3 |
records pertaining to the cofptd ion of jafter issu-
directory service listings, ?nnx;xﬁi\§§§\§
' ‘ listing. ——
\~
FILE alphabetically by name.

C-68-
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EZTENSION SERVICE RECORDS DISPOSITiON SCHEDULE
. ot Disposition
Classi- ' Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC|] Offices | Authority
@9) . (2) [€)) 1 (8) (5) __(6)
3400 INFORMATION MANAGEMENT : CIT ’
Use for material of a general nature Destroy when | N/A |Destroy
which pertains. to the dissemination of |2 yrs. old or when 1 yr
information & is not described below. sooner if no old or
. ical longer needed} sooner if
FILE by subject & in chronologica no longer
sequence. , needed.
3400-3 CIT , ’ !
Use for memoT orts & other Destroy 'l yr| N/A | Destroy GRS-16-5" .
records, documenting assig after the yr when no
progress & completion of projects. ‘tn—uhigg_223~ longer
FILE case file alphabetically by title P;ojegt is -"“~5EEEEES;_J
of project. ' closed.

3400-4] Agency Projects
Use for material pertaining to special Destroy when | N/A| Destroy

agency projects, such as information 5 yrs. old. when no
requirements studies & system develop- longer
ment projects. needed.

FILE by project name,

ES-3070

C-69- (3/89)
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EX&SION SERVICE RECORDS DISPOSITION SCHEDULE

. it . Disposition
Classi- : Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@) (2) 3) (4) (5) (6)
3410 Information Collection , CIT
Use for material pertaining to informa- Destroy when [N/A Destroy
tion collection activities of the Agencymo longer when no
FILE in chronological sequence. needed for longer
reference. needed.
3420 Information Dissemination CIT
Use for material pertaining to disseminTDestroy when [N/A [Destroy
ation activities of the agency. no longer when no
needed for longer
FILE in chronological sequence. reference. needed.
3430 Information Sharing-Newsletters
Weekly Newsletter from ES 0A
Administrator to State Cooperative Exter-Destroy when |[N/A N/A
sion Directors/Administrators relaying | 7 yrs. old.
decisions, developments, & events that '
will be of benefit in the administrativdg
conduct of State Extension programs.
FILE by agency and subject. -
3430-1| Yellow Letter from the Administrator 0A o
: : regarding administrative, budget, & Destroy N/A |  N/A
legislative actions that demand or when 7 yrs.
strongly suggest action by State Exten- old.
sion Directors/Administrators.
FILE by agency and subject.”
3430-2 | Pink Letter from the Administrator con-| . OA
cerning . developments & Destroy when|N/A N/A
administrative & program actions that 3 yrs., old.
require a response by State Extension
Directors/Administrators.
_ FILE by agency and subject.
3430-3| White Letter from Administrator concern- OA
ing administrative and/or program Destroy when |N/A N/A
actions & developments. 2 yrs. old.
FILE by agency and subject.
3430-4 | Program Specialists' Newsletters Unit Office
concerning - .- . developments Destroy © |N/A N/A
that would benefit the State specialistg when 2 yrs.
within a given discipline. : old.
FILE by agency and subject.
C-70- ES-2070

(3/89)
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
; e Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC!| Offices | Authority
(1) (2) (3) (4) (5) (6)
3440 | ClassITTed——Sepgitive Information CMS/PMSD
Use for material perEEIHTng—ie_th_u___TDestroy when [N/A |Destroy GRS-18-1
‘administration of security classifica- [Z yrsr—eida__| " {when 2
tion of documents. . T yrs——eld.
FILE by subject.
3440-1] Hccgss to Classified Documents
Use for m i ertaining to requests|Destroy 2 yrs}N/A |{Destroy GRS-18-6
& authorization for in ¥ to after author- 1 yr.
have access to classified files. ~é&a&igg__§““ after
FILE by subject. expires. ~——_| date of
replys
3450 “Fﬁiﬂ«anh>Pr1vacy Use for material of a CMS/PMSD :
general. nat ich applies to FOIA or|Destroy when |N/A |Destroy GRS-14-15
Privacy Act matters whi not fit }2 yrs. old or when S/0.| GRS-14-2€
in the following categories. ooner if no
FILE in chronological sequence. ' -§§§EEZ;QE:§§Q-—"‘
trative use. T
3450-1| Freedom of Information Act (FOIA)
Requests Files
Files created in response to requests
for information under the Freedom of
Information Act consisting of the
original request, a copy of the reply
thereto, & all related supporting files
which may include official file copy
of_requeéted record or copy thereof,
a. ondence & supporting documentg
(EXCLUDING the icial file copy of the
records requested if file
(1) Granting access to all the Dé YIS N/A | N/A GRS—l4—lle(I
» - requested records. after date of] ——- ' '
(2 ondlng to requests for non- reply.
existe ecords; to requestors
who provide T uate descrip-
tions; & to those w il to
pay agency reproduction
(a) Request NOT appealed. Des 2 yrd N/A | N/A GRS-14=-11a(2’
after dat
replY' \\
(b) Request appealed. Destroy as N/A | N/A
authorized
under 3450-1-l.

C-71-

S=3370
- (3/89)
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April 1990

FENSION SERVICE RECORDS DISPOSITION SCHEDULE

Classi- o Disposition
. » Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number : Disposition FARC| Offices Authority
@9 (2) (3) (4) (3) (6)
cess to all or part of the
records reque '
(a) Request NOT appealed. rs|{ N/A | N/A GRS-14-11a(3):
after date of|
reply.
(b) Request appealed. Destroy as N/A | N/A
authorized
under
3450-1-1.
ficial file copy of requested Destroy in N/A | N/A GRS-14-11b
record ’ ) accordance
FILE in chrondtegical sequence. with approved
™ agency dispo-
sition instr-
uctions for
e related |
recot r E
with the re= ,
lated FOIA i
request,
whichever is
later,
3450~-1-1 |FOIA Appeals Files
Files created in responding to adminis-—
trative appeals under the FOIA for
release of information denied by the
agency, consisting of the appellant's
letter, a copy of the reply thereto, &
related supporting documents, which may
include the official file copy of
records under appeal or copy thereof.
~Gqrrespondence. & supporting documentsj Destroy 6 yr§ N/A| N/A ' GRS-14-12a
(EXCL the file copy of the records | after final '
under appeal™f_filed herein). determinatior
' by agency or
3 yrs. after
final adjudi-
cation by
urts which-
M
FILE in chronological sequence. N~
C-72- ES-3070

(3/89)
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EX'IQSION SERVICE RECORDS DISPOSITION SCHEDULE

April 1990

- Disposition
Classi- Record Office '
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
@Y (2) (3) (4) (3) (6)
fficial file copy of records under |Destroy in N/A | N/A GRS=14-12b
appeal® accordance
with approved
FILE in chronolo 1 sequence. . agency dis-
' position
instruction
for the re-
IA |
request,whicht i
ever is later} ;
3450-1-2 |F6IA Control Files }
Files intained for control purposes in
responding td uests, including reg-
isters & similar re listing date,
nature, & purpose of reque !
address of requester. 1
a. Register or listing. D€ Qv 6 yrs|N/A N/A GRS#14-#3a :
after da &
FILE in chronological sequence. last entry.
Destroy 6 yrs({N/A N/A GRS-14~-13b
after final
action by the
agency or
adjudica —~
by courts,
whichever is
later,
3450-1-3 | FOIA Reports Files
Recurring reports & one-time information
requirements relating to the agency imp-
lementation of the Freedom of Informa-
tion Act, including annual reports to
the Congress.
a. Anriual reports at Destroy when GRS-14-14
agency level. 2 yrs old or
sooner if no | N/A N/A
longer needed
for admin. usg.
C-73- FS=3070

(3/89)



Appenaix C April 1990

EXQSION SERVICE RECORDS DISPOSITIO! SCHEDULE

. . Disposition
Classi- : Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
1) (2) (3) (4) (3) (6)
|
I reports. Destroy when | N/A N/A GRS-14-14

2 yrs, old or
sooner if no
longer needed

for mtminis- |

trative use.

FILE in chronological

3450-2 Privacy Act Requests Files
Files created in response to requests CMS/PMSD
from individuals to gain access to their
records or to any information in the recf
ords pertaining to them, as provided for
under 5 U.S.C. 552a(d)(l). Files contain
original request, copy of reply thereto,
& all related supporting documents, which
may include the official file copy of
records requested or copy thereof.

spondence & Supporting documents
ficial file copy of the
records requested i iled herein).

(1) Granting access to all the Destroy 2 yrs| N/A | Destroy 1} GRS-14-21(a)l
quested records. a te off yr. after
r .
esponding to requests for non-
: ecords; to requestors
who provide T quate descrip-
tions; & to those who to pay]

agency reproduction fees.

(a) Requests NOT appealed. ~;:;:;;;~2‘y;s N/A | Destroy GRS 14-21(a)2(
after date of~§-‘J‘VhEE~£§Zn
reply. old.
Destroy as N/A| N/A GRS-14-21a(2) (t
authorized

450-241.
(3) Deny access to all or part of the] D
records requested.
C-74- | ES-2070

(3/89)
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EgNSION SERVICE RECORDS DISPOSITION SCHEDULE

April 1990

. . Disposition
C%3551- Record Office '
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (3) (6)
Destroy 5 yre | N/A [Destroy |GRS=14-21a(3) (:
after date-of when 3 yrd
reply. old.
. Destroy as. N/A N/A GRS-14-21a(3) (1
authorized un+
der 3450-2-1.:
b. Official filé copy of req Destroy ‘in N/A N/A GRS-14-21(b)
records. accordance
with approved
FILE in chronological sequence. agency dispo-
sition instr-
tions for
elated
Act request, N\
whichever is
later.
3450-2-1|Privacy Act Amendment Case Files _ CMS/PMSD
4 . |Files relating to an individual's re-
quest 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); & to any civil action
brought by the individual against the
refusing agency as provided under
5 U.S.C. 552a(g).
uests to amend agreed to by Destroy in N/A | N/A GRS-14-22(a)
agency. Tacludes individual's requests |accordance ' '
to amend and eview refusal to amend,{with the
copies of agency's ies thereto, & approved dis—
related materials. position
instructions
for the re-
d sub~
ject Imdiyid+
mal's recor
or 4 yrs. afte;\\‘\N\\\
.. lagency's agreég-
ment to amend,
whichever is
later.

C-75-

ES=2070
(3/89)
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EX%SION SERVICE REGORDS DISPOSITIOI.:- SCHEDULE

Aprii 1ivyvuy

tion

. s Disposi
C%a351— Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) (4) (5) (6)
equests to amend refused by agency. Destroy in N/A | N/A GRS-14-22(b)
s individual's requests to amend | accordance
& to revtew refusal to amend, copies of |with the
agency's replies thereto, statement of | approved dis-
disagreement, ncy justification for position in-
refusal to amend a~yecord, & related structions
materials. ' for the re-
lated subject
individual's
record 4 yrs.
after final
determination
agency or
courts,which=
ever is laten
Appealed requests to amend. Includeg Destroy in N/A| N/A GRS-14-22c
all™&jles created in responding to "accordance
appeals der the Privacy Act for refus# with the
al by any agegcy to amend a record. approved dis+
: ) position in-
FILE in chronologic sequence. structions
for related
subject
individual's
record or 3
rs. after
; !
ever is latej
3450-2-2T1Privacy Act Accounting of Disclosure CMS/PMSD
Fi :
Files m ained under the provisions ofiDestroy in N/A N/A GRS~14-23
5 U.S.C. 55 for an accurate account-accordance '
ing of the date, ure, & purpose of |with the
each disclosure of redexd to any personlapproved dis-
or to another agency, inc ing forms position in-
for showing the subject indivi 's structions
name, requestor's name & address, for the relat+
purpose & date of disclosure, & proof :
of subject individual's consent when 's
applicable. records, 5
yrs. after th@Ng
FILE in chronological sequence. disclosure
C-76- ES=3070

(3/89)



EX&SION SERVICE RECORDS DISPOSITT

On SCHEDULE

) Disposition
Classi- : Récord Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) 3) (&) 5) (&)
~ —
for~ghich the
accounbtability
was made,
whichever is
later. ™
3450-2-3 |{Privacy Act Control Files CMS/PMSD
Files maintained for control purposes in
responding to requests, including reg-
isters & similar records listing date,
nature of request, & name & address of
requester.
Registers or listings. Destroy 5 yrs| N/A | N/A GRS-14-24a
~ after date of
last entry.
b. Other files. Destroy 5 yrs| N/A | N/A GRS-14-24b
after final
FILE in chromnological seque action by the
agency or
final adjudi-|
ion by
courtSy~ywhichy
ever is lavtex|
3450-2-4 {Privacy Act Reports Files CMS/PMSD
' Recurring reports & one-time information '
requirement relating to agency implemen-
tation, including annual reports to the
Congress of United States, the Office of
Management & Budget, & the Report on New
Systems. -
a. 1 reports at Departmental or Destroy when | N/A | N/A GRS-14-25
agency level. 2 yrs., old.
FILE in chromological sequence. T —

c-77-

ES~3370
(3/89)



Appendix C & April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition

Classi- : - - Record ‘0ffice
fication Description and Filing Instructions OPI & To Other Disposition

Number: Disposition FARC| Offices Authority
1) (2) ‘ (3) (4) (5) (6)
4000 | EMPLOYMENT CMS /PMSD
material pertaining to the Destroy when | N/A | Destroy GRS-1-3
general admtms ation & operation of 3 yrs. old. when 1 yr.
personnel functions, I ing college old.

programs, selective placement, Sp

programs, examination & paid "““\-“\_.~.

recruitment, etc.
FILE by Employee's. name.

Official Personnel File CMS/PMSD
a. Documents placed on the right-side [Iransfer fold<d N/A ! See Note| GRS-1-1b
of the fol constitute the record of ler to National '
an -employee's st s & service & travel Personnel RecH
with employee throughout his/her career.prds Ctr. St.
The documents & their or of filing Louis,Mo. 30
are prescribed by FPM 293-31, days after
separation

after separa-
tion from Fed.

service,
bs~Iemporary - Documents placed on the CMS/PMSD.
left-haﬁd~eigf?gieihe folder constitute Pestroy upon |N/A | See Note | GRS~1-10
the temporary ds of an employee. separation or

The documents & their .of filing transfer of
are prescribed by FPM 293-31. employee or

is sooner.

¢. All letters of reprimand, caution, CMS/PMSD
warning, and/or admonishment. ' Minimum of 1 | N/A N/A
I yr.(unless
decided un-
warranted),or
until employep
transfers or
separates,
whichever
occurs first.

d. Service Reco SF-7) CMS/PMSD
\\

——__|Destroy 3 yrs{N/A N/A GRS-1-2b
"Efter-eeaagg:
tion or tranms
fer of employke.

C-78- FS-3070
(3/89)
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EXTENSION SERVICE RECOEBS,DISPOSITION SCHEDULE

April 1990

assi-
cation
mber

f x ganid ¥

Disposition

Recora>0ffice

Description and Filing Instructions

Disposition

OPI &

To
FARC

Other Disposition
Offices Authority

(1)

(2)

3)

(&)

(5) (6)

NOTE: For supervisors' personnei files

tions, pending actions, request for

with material pertaining to authoriza-

actions & records on individual employees
duplicated in or not appropriate for the
official personnel folder, review
annually & destroy superseded or obsoletie
documents, or destroy all documents

relating to an individual employee 1 yr.
after separation or transfer.(GRS-1-18a)

FILE by nature of action & not by
employee's name.

4000-2| Re

Use for statistica ating to
USDA personnel programs & functions
manpower management & evaluation.

FILE by agency & subject report.

CMS/PMSD
Destroy when

~3—¥:s‘_g;g;__

Destroy GRS-1-16
when 2

c-79-

ES=3070
(3/89)
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D A St
" EXTENSION:- SERVICE. RECORDS DISPOSITION SCHEDULE

Disposition
Classi- Record QOffice
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@Y (2) 3) 4) 3) (6)
4000-3 ontrol CMS/PMSD
Use for memo orts & other Destroy 1 yr |N/A |Destroy GRS-16-5
records documenting assignmermrs ress after the yr when no
& completion of projects. T rojf longer
. \ o
FILE case file alphabetically by title ect is closed; .HNMHLéL_~
of project.
4010 |Reesuditpent, Selection & Placement CMS/PMSD
Use for mater eneral nature Destroy when |N/A |Destroy GRS-1-3
which pertains to recruitmée ts & |3 yrs. old. when 3
job offers to potential employees. “*-—_\~‘__‘\. yrs. old.
FILE in chronological sequence. ~‘~“~F“~——_§“
4010-1 |[Recruitment _
Use for material which pertains to CMS/PMSD .
recruitment efforts,e.g., college recruif-Destroy when{N/A - N/A
ment, USDA's recruitment exhibits, job 3 yrs. old. :
fairs, career days, College Placement '
Assoc., paid advertising, & vacancy
announcements outside USDA. Additionally
includes letters of thanks to univer-
jsities & other recruitment sources for -
their cooperation or letters advising
universities, etc., of selections due to
recruitment efforts.
FILE chronologically by organization,etc
4010-1-2 {Agency Recruitment Plans : CMS/PMSD
Use for correspondence & material per- Destroy when| N/A N/A
taining to annual recruitment plans as no longer
required by Departmental Regulations. needed for
FILE in chronological sequence. -reference.
4010-1-3 |Career Literature & Information CMS/PMSD :
" |[Useé for material pertaining to corres- Destroy when| N/A N/A
pondence & recommended changes on recruit- no longer
ing literature. Includes requests from needed for
agencies to review their literature, reference.
Additionally, requests are received from
publishers to review their literature.
FILE in chronologicél sequence.,
5
' ES-2070

C-80

(3/89)
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April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office
fication| Description and Filing Instructions - OPI & To Other Disposition
Number Disposition FARC{ Offices | Authority
R TR | LA W e,
09 (2) (3) (4) (3) (6)
4010-2|Selection CMS/PMSD
Use for material which pertains to
employment offers & acceptance or
rejection of those offers. (Destroy
accepted offers immediately GRS~1-4a)
i ed offers
a. Names recé from certificate of Return to OPM N/A | Destroy GRS-1-4b(1)
eligibles., with reply & immediatelly :
application.
b. Temporary or excepted appointments ‘Ftie\pg£~zzg\ N/A | Destroy GRS-1-4b(2)
333,A-4. — \_‘~‘Nimmediately ‘ S
c. All others Destroy N/A | De GRS-1-4b(3)
S immediately © fimmediatelly '
FILE in chronological sequence. '
4010-3 titive Placement CMS /PMSD _
F-171's resumes, position | Destroy upon | N/A N/A GRS=-1-15
announceme & applicant ratings & any receipt of
other materia ich documents competi- OPM inspec-
tive appointment: p edures as required | tion report
by OPM. ) r when 2 yrs
FILE by announcement number %d whlcbever
is earlier,
providing the
equirements
,Chapt.
LA~
are observewy
4010-4+ iews . .CMS/PMSD
Use for mate taining to interview$ Destroy 6 mo|N/A |Destroy | GRS-1-8
with employees. = after transfef immediately
e ration '
FILE alphabetically by employee. of employeeT
 4010-5 [Cereificate of Eligibles - CMS/PMSD
Use for copi obtained from OPM of Destroy when |N/A N/A GRS~1-5
certificates of e ihles with related 2 yrs. old.
‘Irequests, forms, correspon & statetr -
ment of reasons for passing over p
ence eligible & selecting a nonpreferencﬁ“-\‘~\~\\\N
eligible. —
FILE by announcement or position number
Cf81f ES-3070

(3/89)



Appendix C April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

e Disposition
Classi- ) IO ...Récord Office .
fication Description and Filing Instructioens - | <ORL & To Other Disposition
Number + ~ |Disposition FARC| Offices Authority
(1) (2) e (3) (4) (5) (6)
4010-6 [Reemployment Agreements CMS/PMSD
: Use for material which pertains to Destroy 1 yr N/A Destroy 1
reemployment agreements between employees after term-- yr after
& USDA. ination of termina-
FILE by employee name. agreement. tion of
hgreement,
4010-7 | CMS /PMSD .
ical reports which pertainp Destroy when|N/A |Destroy 2 GRS-1-16
to recruitment, seléttd & placement, 2 yrs, ‘old. © |yrs. old.
e.g., selected special employ ro-
grams, workertrainee, Federal Jr. Fe
ship, Stay-in-school, summer aides, etc.‘\ﬁ‘\\‘*-~\\N
FILE by SubjeCt. \\
4020 |Perseanel:Actions . . CMS/PMSD S I
, |Use for not{fIE3ttnnuei_pgggggﬂgiriiiisz Destroy when{N/A {Destroy GRS-1-14a&b
e.g., within grade increases, res ;LJEEQ_fffE;- when 1 :
leave, promotions, etc., EXCLUSIVE of. o -_____.XEL_SES;\
those in OPF. . )
or fiscal copy CMS/BAD
o ‘ A RS~2-11
FILE by so security number & in De;troy when | N/A N/ ¢
. : _ N . related pay
chronological seq e. :
records are
audited by
GAO or when 3
_ old,
whichevV i
sooner.
4030 [Selective Placement Programs CMS /PMSD
Use of material of a general nature Destroy when |N/A N/A
pertaining to special programs not 3 yrs. old.
listed elsewhere in this category..
FILE by subject.
4030-1 [Priority Placements : CMS/PMSD
Use for material which pertains to the |[Destroy after|N/A N/A
repromotion of downgraded employees. employee has '
. . - ' been promoted
FILE by social security number. or declines al
position.
4030-2 [Priority Consideration CMS /PMSD N/A N/A
Use for material which pertains to pri- |Destroy when
ority consideration given to employees 2 yrs. old or
due to their being downgraded or due to |when a departi
an administrative oversight. Pers.Mgmt.Eval.
FILE by position and pame review conducred.
C-82- ES-3070

(3/89)
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DISPOSITION SCHEDULE

Classi-
fication
Number

Description and Filing Instructions

Disposition

Record Office

OPI &
Disposition

To
FARC

Other
Offices

Disposition
Authority

(1)

(2)

~(3)

(4)

(5)

(6)

4030-3

4030-3-1

4030-3-2
4030-3-3

4030-3-4

4030-3-44

Special Programs :

Use for material pertaining to the
included but not limited to special
employment programs listed. Files includ
instructions, plans, & reports.

FILE by subject.

Cooperative Education Program

Stay in School
Federal Junior Fellowship Program

Intergovernmental Personnel Act Program
Records relating to the temporary assignf
ments of employees under the IPA(P.L.
91-648) as amended by the Civil Service
Reform Act of 1973 (P.L.95-454),

a. Assignment Agreement,0F-69,Assignee
Evaluation of Mobility Assignments Under
Title IV of the Intergovernmental Per-
sonnel Act of 1970,AD-490; and Service
Agreements,

ES Employees

(1) Personnel Div.

{2) Servicing Personnel Office

Non-ES Employees

(3) Personnel Div. & Servicing
Personnel Office.

b. General correspondence,forms & other
records relating to the IPA assignments,
not covered elsewhere in this schedule.

Evaluations Intergovernmental

Personnel Program

4030-3-5 [Part-time Employment Program

4030-3-6
4030-3-7

1030-3-7-1
+030-3-7-2
1030-3-7-3

Presidential Mgmt, Intern Program

Selective Placement Program for Handi-
capped Employees

General
Plans

Reports

CMS/PMSD
Destroy when
5 yrs. old.

=}

Same as
4030-3

N/A

N/A

Same'as
4030-3

"

C-83-

ES~2070
(3/89)
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

April 1990

- Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@) (2) (3) (4) (5) (6)
4030-3-7 |Narrative Same as Same | Same as
-3a 4030-3 as | 4030-3
4030-3
4030-3-7 |[Statistical " " "
~3b
4030~-3-7 |NETH Week (National Employee the " " "
-4 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. Government) '
4030~3-10{Student Volunteer Program " " "
4030-3-11{Volunteer Program " " "
4030-3-12{Veterans Program " " "
4030-3-13|Worker-Trainee Opportunities Program " " "
4030-3-14 Collateral-Aséignments " " "
4030-3~15}Federally Employed Women ° " " "
4030-3~15{Women's Equality Day " " "
-1 :
4030-3-15|{Women's Week " " "
-2
4030-3-16|{Hispanic Employment Program " " "
4030-3-16|National Hispanic Week " " "
-1
4040 |Special Appointménts oP
|Use for material pertaining to appoint-
ments requiring Senatorial confirmation.
Folders covering periods of employment
terminated after December 31, 1920,
excluding those selected by the National
Archives & Records Admin. for permanent
retention,
(1) Trans employees. See FPM for | N/A N/A GRS-1-la
instructions
relating to
employe€
‘ _tfransferred
C-84- ES-3070

(3/89)



Appendix C ! . . ~ April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

L Disposition
Classi- Record Qffice
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@) @ | ©) ) ) (®)
to another
agency.
(2) Separate€ Trensfer fold} N/A N/A | GRS-1-<1b
er to Natl.
. . Personnel Rect
FILE hr 1
in chronological ords Ctr(CPR)
St.Louis,Mo.
30 days after
separation.
tion from b
N : Service. "
4040-1 |[Special Authorities CMS/PMSD
Use for material pertaining to corres— Destroy when |N/A N/A . {
pondence, bulletins, etc., received S/0.
which relate to excepted service
(Schedules, A, B, & C).
FILE in chronological sequence. :
4040-1-1 |Schedule B/Pace .| cMs/PMSD :
Use for material pertainirng to the use |Destroy- N/A N/A
of Schedule B in lieu of Pace. ' when S/0.
FILE in chronological sequence.
4050  [Position Classification, Pay & Allowances CMS/PMSD
Use for material of a general nature Destroy when |{N/A |Destroy-
which pertains to position classifica- 3 yrs. old. when 1 yr
tion, 'pay & allowances which does not : old.
fit elsewhere in this category.
FILE by subject in chronological
sequence. S .
4050-1 TPosigjon Classification CMS/PMSD
Use for m igl which substantiates Destroy 2 yrs| N/A |Destroy | GRS-1-7b
eligibility & clas ing of jobs by nfter position when po-
occupation, series, class, is abolished sition is
. L. L : description abolished
FILE by position number. ;:‘;EBETSGAEQ; br descriph
super .
4050-2 |A rveys - | _ CMS /PMSD :
Use for material pe 4 urveys, |Destroy N/A | Destroy | GRS-1-7c(2)
desk & other position audits. "whoa_SLQ¢~_- when S/0.
\
FILE by subject.
C-85- | ES-2070

(3/80)



Appendix C

April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

. Disposition
Classi- _ Record Office .
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) (4) (5) (6)
4050-3|Personnel Management Evaluation CMS/PMSD
: Use for personnel management evaluation | Destroy N/A | Destroy
reports, supporting documents, compli- |when S/0. when §/0.
ance responses, etc.
FILE by subject.
4050-4 |Posy tification Strips (SF-70) CMS /PMSD .
Use for material w vides summary |Destroy when N/A N/A GRS-1-11
data on each position occupieds _| superseded or
FILE chronologically. obso SLE —
4060 {Employee Benefits CMS/PMSD
Use for material of a general nature Destroy when | N/A | Destroy
which pertains to insurance, annuities & 3 yrs. old. when 1
compensation & other employee benefits. ‘ yr. old.
NOTE: For injury compensation, see
4430-2.
FILE by subject in chronological sequence
4060-1 : _ CMS/PMSD
jal pertaining to insurance| Destroy when N/A Destroy GRS=2-20
deductions. Inclu opies of vouchers 3 yrs. old. when 1
& schedules of payment. ' yr. old.
NOTE: Executed documents by employée;e. T
SF's 2809, 2810 & 2817, are maintained r~\\‘\“-~\~\
in the OPF as a PERMANENT record. L‘\\\q
FILE by employee name.
4060-2 |Amaujty Estimates CMS/PMSD
Use for ial pertaining to annuity |Destroy when | N/A |Destroy GRS-2-19b
estimates, & ot cords used to 1 yr. old. when 1 yr
assist retiring employee survivors old.
claim insurance or retirement bé iLs.
(Annuity deduction records are filed in
the OPF. See 4000 for disposition). -
FILE alphabetically by employee.
4060-3 CMS/PMSD
Use for rep ich pertain to "|Destroy when | N/A |Destroy GRS-2-17b
insurance, annuities, ation & 3. yrs. old. when 3
other employee benefits. yrs. old.
FILE by subject. hh\‘\\\~\““-\\
ES-3070

C-86-

(3/89)



Appendix C

April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE -

g Disposition
Classi- Record Office o
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6)
4070 |Attendance and Leave CMS /PMSD :
Use for general material relating to Destroy when | N/A | Destroy
duty hours, authorized absence, & use 1 yr. old. when 1
of leave. Includes annual, sick, mili- yr. old.
tary leave, leave without pay, holidays
absence for jury duty, etc. includes
requests for & approval of taking leave.
a. I has been initialed by the| Destroy at N/A | Destroy | GRS-2-8a
employee., ' end of appli- at end of]
cable pay lapplicable
pe pay period
imecard has not been initialed Destroy after] N/A | Destroy | GRS-2-8b
by the eqploye . GAO audit or when 1 yr
NOTE: See 2600-2-1 for T&A files. when 3 yrs. old.
o old,whT
FILE by subject. is sooner.
4070-1 CMS/PMSD
Destory when | N/A |Destroy 3} GRS-2-9a&B
v ces 3 yrs. old. mo, after
upon separation, restored leave, leav -_“__-_§_~;- end of the
without pay, military leave, annual period
leave ceiling, & leave audits, etc. covered.
FILE by social security number.
4080 . [Reduction-in-Force ' } CMS/PMSD .
Use for co dence which pertains to|Destroy when | N/A | Destroy GRS-1-~17a
notice of reduction-iT= action is ‘when 1
ciplinary removals. completed. yr. old,
FILE in OPF.
4080~1 |Reemployment Consideration CMS/PMSD
For USDA employees separated by RIFj Destroy when |N/A N/A
Bulletins, information on automated list§ 5 yrs. old.
& requests for passover, are included in
this category. '
FILE by subject in chronological
sequence.
4080-2 [Réaquctdian-in-Force Inquiries CMS /PMSD
Use for gemner espondence & congres$- Destroy N/A |Destroy GRS-1-17a
ional inquiries generate result ofTwhen action when 1
RIF's. is completed. yr. old.
FILE by subject in chronological ~~~N§~‘\~“"-~-..
sequence,
c-87- FES-3070

(3/89)
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EXTEN!ION SERVICE RECORDS DISPOSITION !!HEDULE

April 1990

o Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@) @ ©) ) ) ©
4080-3 | Reports _ CMS/PMSD
Use for USDA & other agencies informa- | Destroy when | N/A N/A
tional outplacement assistance efforts 5 yrs. old. '
for employees separated by reduction-in-
force.
FILE by subject in chronological
sequence,
4090 Emplo onsibilities and Conduct CMS/PMSD
Use for materia ining to codes of | Destroy when | N/A | Destroy GRS-1-~-27
ethics and standards of comn "] s/0. when S/0. '
FILE in chronological sequence. hN&N’““ff-\\h\~\~j
ES=32070

C-88-

(3/89)



Appendix C . - . April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

| Disposicion
Classi- Record Office o
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) 3 (&) (3) (6)
4100 EMPLOYEE DEVELOPMENT, PERFORMANCE
AND UTILIZATION CMS/PMSD.
Use for material of a general nature Destroy N/A | Destroy
which pertains to the development of when 3 yrs. when 3
employees through training,job enrich- | old. yrs, old,
ment, Upward Mobility, & Executive
Development Programs. Also includes
performance evaluation & awards.
FILE by subject,
" | | A |
4100-2|Reports ‘ CMS /PMSD -
: Use for material which pertains to Destroy when | N/A | Destroy
reports on employee development, train- |3 yrs. old. when 1
ing, evaluation, awards, etc. yr. old,
FILE by agency and subject,
4100-3 [PT0 ptrol = . ' - CMS/PMSD
Use for memora orts & other Destroy 1 yr | N/A | Destroy GRS=16~5
records documenting ass progresp after the yr when no
& completion of projects. n which the longer
FILE Case file alphabetically by title PF0I¢ needed.
: : closed. —
of project. “-,__-

ES=3370

C-83- (3/89)
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April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (5) (6).
4110 |Orientation CMS/PMSD
Use for material pertaining to the introt+ Destroy N/A | N/A
duction of employees to new surroundings| when S/0.
and/or new groups of persons to enable
the employee to adjust to unfamiliar
surroundings, employment, or the like., °
FILE by subject in chronological
sequence.
4120 CMS /PMSD ,
memoranda, agreements, - |Destroy when | N/A Destroy GRS~1-29a(1)
authorizations, re requirements, 5 yrs old ov when 1
reviews, plans, & objecti elating to|5 yrs after yr olc.
the establishment & operation o in- |completion of
ing courses & conferences., (Destroy Ta~specific
background & working papers when 3 yrs. |trainin :
“lold (GRS-1-29b) " program. T
FILE by subject in chronological N\\\\\\\\jh
sequence. o
4120-2 [Availability and Participation CMS/PMSD '
Use for m ial whlch pertalns to Destroy when | N/A | Destroy | GRS-1-29b
avallablllty of tra+ & employee 5 yrs old or when 1 yr
participation. when S$/0 old.
Background and working papers, Des whichever is
when 3 yrs. old. 3

4130

NOTE The record of sétisféctory course ..
completion is kept in the OPF.

FILE by course subject, or alphabetically
as applicable,

1Imeentives and Awards. CMS /PMSD

Use for ial 1nclud1ng recommendations Destroy N/A | Destroy
approved nominatT memoranda, corres— TZ yrs after 2 yrs
pondence, reports & rela ndbooks - approval or after
pertaining to agency-sponsored ca disapproval. approval
non~cash awards such as incentive awards] ' : or dis-
within grade merit increases, sugges- ~\\\‘“~\-;_\g approval.
tions, & outstanding performance. \“‘-.\~5‘-~‘~
FILE case file by subject.

4130-1 Létter—of .Commendation/Appreciation CMS/PMSD N/A Destroy
Use for copieé“ﬁf“%ettgggNrecognizing Destroy when when 2
length of service & retireﬁénthéhlggEEEfﬂ 2 yrs old. yrs old.
of appreciation & commendation for per= -\§§‘\\§\\\\“
formance. EXCLUDING copies filed in OPF. )

ILE by subject in chronological

T

—

GRS-1-12a(1l)

GRS~1-12¢

LAUeRnCs.
-y v

C-90-

S-3070
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EXTENSiON SERVICE RECORDS DISPOSITION SCHEDULE

. April 1990

Disposition
Classi- . : Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
1) (2) (3 (4) (3) (6).
4130-2 |Service i Leave Awards CMS /PMSD
Use for material idETﬁaIng-caxx§§222232ia Destroy when|N/A | Destroy GRS-1-12b
memoranda, reports, computations o "‘L~¥£_2£S;__~ when 1
service & sick leave, & list of awardees| -——_,_z£_2£i;—‘
FILE in OPF. = [
4130-3 [Departmental Awards CMS/PMSD
- Department level awards or higher (Sec- |Destroy when |N/A N/A
' retary's Awards, Presidential, etc.) no longer
FILE in OPF. needed.
4130-4 | wards CMS/PMSD
External awards ions from or Destroy when | N/A |Destroy |GRS-1-12a
to other government agencies or p ;LJLEE—EES____ when 2
organizations., -~___;x£§_212;-
FILE in OPF.
4140 [Performance Evaluations CMS/PMSD Supervis-
a. Non- appointees (as defined in 5 or's file
USC 4301(2) )™~ copy only
(1) Appraisals o ceptable performTDestroy after| N/A |Destroy GRS-1-23a(1l)
ance, where a notice of pr ed demotiomthe employee after the
or removal is issued but not af . (completes 1 yr employee
all related documents. - acceptable completes
" |per nce " 11 yr of
from the acceptable

uasi-judicial procedure.

—3)

taining to a form

formance-related records per-
ee.

hpon which they are based.

cords superseded
through an administrative, ju N

' er summary performance
appraisals records, erformancdafter date of
hppraisals & job elements & standar apnglggl:____

vance notice
of proposed
removal or
reduction in
grade notice.

Destroy when
s.auperseded.

of written ad:\\‘~\

N/A

Destroy
upon super

Destroy when
3 yrs old or

ever is sooner

Destroy 3 yrs

needed,w S—

F———— £ app-
raTeaT—

L4 .
Seeedln.

N/A |Destroy
when em— -
ployee
leaves

enplo

N/A |Destroy
3 yrs

after dat

e

GRS-1-23a(2)

GRS-1-23a(3)

' GRS-1-23a(4)

€-91

ES=32070
(3/89)



Appendix C

. . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@) (2) (3) (4) (5) (6)
rting documents. - Destroy 3 yrs|N/A |Destroy | GRS-1-23a(5)
FILE in Employee's Perfo after'date of when 3
appraisal or yrs. old,
whe er I
needed,which—-""“~~‘\~§s“‘
ever is soonef
CMS/PMSD
Destroy when |N/A |Destroy |GRS-1-23b(1l)
0 ] when S/0.
\
Destroy 5 yrs|N/A |Destroy ‘| GRS-1-23b(2)
old, or when when em-
no longer ployee
needed,which- leaves
ever is soonef employment
\Destroy 5 yrs{N/A Destroy | GRS-1-23b(3)
after date of 5 .yrs
appraisal, after
FILE in Employee's Performance File. exc1951ve'of date»?f
: qny interim appraisal
(vice as a
(4) Supporting documents > N/A |Destroy 5|GRS-1-23b(4)
after date o yrs after| -

FILE in Employee's Performance File.

c. Presidental appointees.

FILE in Employee's Performance File.

appraisal or
when no long-
er needed,
whichever is
sooner.

Destroy 5 yrs
after appt.
expires.

N/A

date of
appraisal

is sooner

Destroy
when
employee
leaves
employmen

C-92-

ES-3070
(3/89)



Appendix C . . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
lassi- Record Office
‘ication| Description and Filing Instructions OPI & To QOther Disposition
‘umber Disposition FARC| Offices | Authority
(1) (2) (3) (&) (5) (6)
4200 |PERSONNEL RELATIONS AND SERVICES CMS/PMSD
Use for general material which pertains |Destroy when |N/A |Destroy
to grievances, complaints, & appeals, 5 yrs. old. when 1 yr
other than EEO. Also use for rehabilita- old.
tion programs  (e.g., for alcoholism),
for employee organizations, & for such
special services as day care.
FILE by subject.
I
, \ \ |
4200-2 CMS/PMSD A R
Use for materia ertains to Destroy when |[N/A |Destroy |[GRS-1-30a
grievances & complaints & app 3 yrs. old. when' 1 yr
than EO. old,
\
FILE by SubjeCt. -\H
4200-3 CMS/PMSD
reports & records docyDestroy 1l yr.|N/A |Destroy |[GRS-16-5
umenting assignments, after the yr, when no
tion of projects. in which the longer
FILE Case file alphabetically by title Ziosed 2 h_hh“-needed.
of project. . -.___~_~4

C-93-

ES-3070
(3/89)



Appendix C . ‘ April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
slassi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition.
Jumber Disposition FARC| Offices | Authority
(H) (2) 3) (4) 5) (6)
4210 |Grievance Procedures CMS/PMSD
Use for material which pertains to the pestroy when | N/A | Destroy
necessary procedures to take when an s/0. ' when S/0,
employee has grounds for complaint.
FILE in chronological sequence.
4210—1PE?I§§§§ges and Complaints CMS/PMSD
Use for m jal originating in the Destroy 3 yrg N/A | Destroy li GRS-1-30a
review of grieva appeals raised by | after case ig yr after
agency employees, excep complaints,| closed. case is
These case files include statem of closed.
witnesses, reports of interviews & heal™
ings, examiner's findings & recommenda_.N\‘~\\~\.\‘\\\
tions, a copy of the original decision, ~\\\\§
related correspondence & exhibits, & “‘s\\‘\‘\J
records relating to a reconsideration :
request.
FILE by employee name.
4210-2| A®varse Actions and Appeals CMS /PMSD
Use for e files & related records Destroy 4 yrs| N/A pestroy 1l | GRS-1-30b.
created in réwdewing an adverse action |after case is yr. after
(disciplinary or n isciplinary removalj,closed. case is
suspension, leave withou , rgductionL closed.
:{in-force) against an employee~Zhe file
includes a copy of the proposed adv P
action with supporting papers; statementB
of witnesses; employee's reply; hearing
notices, reports & decisions; reversal \\\\\\
of action; & appeal records, EXCLUDING
letters of reprimand.
FILE by subject in chronological
sequence.
4230 jSpecial Activities and Programs CMS/PMSD
Use for material of a general nature Destroy when | N/A N/A
which pertains to the unique activities |no longer
& program instituted, e.g. Federal needed for
Combined Campaign & which do uot fit it |reference.
any other category. »
FILE by subject in chronological
sequence,
ES=2070

C-94

(3/89)



Appendix C

April 1999

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Jumber Disposition FARC| Offices Authority
oY) (2) 3 (&) (3) (6)
4230~} Employees Services CMS/PMSD
Use for material pertaining to creating |Destroy when N/A N/A
planning, coordinating & directing of 3 yrs. old.
social programs & organizations, (e.g.,
|day care centers & programs for alcohol-
ism & drug abuse).
FILE by subject.
4230-3 eling Records , CMS/PMSD
Use for rep interviews, analyses, |Destroy 3 yrs}N/A Destroy l1{GRS-1-26a ,
and related records. after termin- yr. after
' . v ' ation of Lermination
iiﬁE by alphabetically by employee's coTaETi of coun—
€. L\%
——
ES-2370

C-95-

(3/89)
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April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

C-96-

Disposition
.assi- Record Office
.cation| Description and Filing Instructions OPI & To Other Disposition
mber Disposition FARC| Offices | Authority
) 2) (3) (4) (3) (6)
4300 |EQUAR~QPPORTUNITY EOS
Use for mat of a general nature Destroy when |N/A |Destroy | GRS-1-25g
which pertains to t 1 Rights Act |3 yrs.old or when 1 yr
Regulations of 1964, the EEO 1972} when S/0 old or
pertinent future legislation, & agency chever is when S/0
EEO Committee meetings & records includ-|applic a - whichever
ing minutes & reports. : h“‘~j~i§_§gzii:
FILE in chronological sequence. cables
T ! I 0o “
4300-3 |Project Control _ RS
Use for me reports & ather Destroy 1 yr,|N/A |Destroy | GRS-16-5
records documenting nts, progresg after the yr when no :
& completion of projects. in which the longer
FILE Case file alphabetically by title |Proveac 1S | needed:
closed.
of project. T ——
ES-3070
(3/89)
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o

April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office ' '
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(1) (2) (3) (4) 3) (6)-.
4310 |Affirmative Action EOS
Use fo terial which pertains to Destroy 5 yrs |N/A |Destroy 5| GRS-1-25h
agency actio r plans to correct from date of yrs. from| (1) & (2)
inequities. plan. date of
FILE in chronological seque plan or ,
' o ‘ when admin=-
’ istrative
--\\\\\\\\\ purposes
‘ have been
“\‘-w erved,
wh ver
is sooner|
'4310—1 AffTTmesdue Action Program EOS
Use for materia b to onsite Destroy 5 yrg N/A |Destroy GRS-1-25h
reviews, & the annual report o from date of 5 yrs. (3) & (&)
accomplishments. .?ZHETt?~m..m from date
FILE in chronological sequence. RQILY
4320 emplaint Investigations EOS
a., Use aQfficial discrimination Destroy 4 yrsd N/A |Destroy GRS-1-25(a) (b)
complaint file Withagglated correspon- |after resolu- 1 yr.
dence, reports, exhibits,™wikhdrawal tion of case. after
notices, copies of decisions, reccoTts resolution
of hearings & meetings, & other records h““-h%§g of case.
as described in 29 CFR 1613.222. Cases ”““*mnghhm :
resolved within the agency by EEOC, or ‘*«-§§~
by a U.S, Court.
FILE by employee name.
B~ : ckground material not filedDestroy 2 yrs| N/A | N/A GRS-1-25¢
in official complain . after final
reselution
FILE by subject in chronological . S
sequence. of case. T
4330 |Compliance CMS/MSB
Use for maﬁerial pertaininz to reviews, Destroy when [When | N/A GRS-1-25d(1)
background papefsk& correspondence when 7 yrs 3 yrs
which relate to contract old. old.

employment
practices. O‘NN»H“‘\s\\\\\

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

FILE by origin in chronological
sequence,

—_

C-97-

ES=3370
(3/89)
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April 1990

EXTENSION SERVICE REGORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
H (2) (3) (4) (5) (6)
4340 |{Civil Rights Impact Statements EOS
Use for material pertaining to OEO Destroy when | N/A | Destroy
responses to agency proposals (reorgani—2 yrs. old. when 1
zations, office relocations, budgets, yr. old.
legislation, administrative regulations
& environmental impact statements) that
may have civil rights implications.
FILE by agency.
4350 |Equal Opportunity in Housing EOS
Use for material related to the imple- Destroy when | N/A N/A
mentation of a Department of Housing & | 2 yrs. old.
Urban Development/Department of Agri-
culture Memorandum of Understanding
relating to the implementation of Title
VIII of the Civil Rights Act of 1968.
FILE in chronological sequence.
4370 tData Collection and Evaluation EOS
Use for material pertaining to data, Destroy when | N/A | Destroy
evaluation reports, & correspondence 5 yrs. old. when 3 yrg
related to administrative requirements ' old.
for the collection & evaluation of
minority group. participation in Exten-
sion Service programs.
FILE by program
C-98-

ES=-3070
(3/809)
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April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- _ Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC] Offices Authority
@9 (2) (3) (4) (5) (&)
4400 | SAFETY AND HEALTH CMS/PMSD
Use for material of a general nature Destroy when | N/A |Destroy
which pertains to the implementation, S/0 or when after 1
development, coordination & monitoring |no longer yr. or on
of agency policy on occupational safety [needed for {discontin4
& health of Federal employees, reference. uance,
FILE by subject. whichever
is first,
" }
4400-2) Reports , -1 - CMS/PMSD oo
Use for material which pertains to Destroy when | N/A Destroy
safety & health. 3 yrs. old. when 1 yr
FILE by subject. ‘oid.
4400-3rPredagt Control ' CMS/PMSD
Use for me reports & other Destroy 1 yr | N/A [Destroy GRE~16-5
records documenting a nts, progresb after the yy when no
& completion of projects. in which the longer
FILE Case file alphabetically by title PT needed.
of project closed. \\
J L]
ES=3070
. C-99-

(3/89)



Appendix C . April 1990
EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE
Disposition
Classi- Record Office
fication Description and Filing Instructions OPI & To Other Disposition
Number ' Disposition FARC| Offices Authority
(1) (2) (3) (4) (5) (6)
4410 |Program Management CMS/PMSD
Use for material pertaining to overall | Destroy when | N/A [Destroy
plans for safety & occupational health, | S/0 or when when no
compliance with standards & regulations;i no longer longer
& the identification & implementation of] needed for needed.
needed adjustments in purchasing, stor- | reference. o
age, repair & salvage operatjons to R
assure inclusion of countermeasures for
accident related losses., ‘
FILE by subject in chronological
sequence.
4420 |Education/Training CMS/PMSD
Use for material pertaining to the Destroy when | N/A | Destroy
determination of the training & educa- S/0 or when when no
tion resources needed to compensate for | no longer longer
accident related loss potential & the ' needed for needed.
establishment of the various structures | reference.
& procedures for communicating informa- ’
tion. Included are programs for super-
visory & collateral duty safety & health
-| personnel.
FILE by subject in chronological
sequence.
4430 |Employee Services CMS/PMSD :
Use for material pertaining to compensa-pestroy when | N/A | N/A
tion for human factors that are known orS/0 or when.nd
suspected to have undesirable influencesflonger needed
upon safety & occupational health efforts for referenqe
including the criteria for the Employee '
Assistance Program & Medical/Health
Services Programs. Also included are
safety & occupational health promotionali
activities & the development & periodic
practices of facility self-protection
plans.
FILE by subject in chronological ,
sequernce,
C-100- ES-2070

(3/89)
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

April 1990

. , Disposition
Classi- : Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC} Offices | Authority
(1) (2) (3) (4) (3 (6):
4430-1| Em e Health CMS/PMSD
Forms, co ondence, & other records, t Destroy 6 yrg N/A N/A GRS-1-19
including summar cords, documenting ‘| after latest
an individual employee dical history| entry.
physical condition, & visits vt, '
health facilities, for non-work rela S
purposes, EXCLUDING records covered by \\\‘~\\;\\\\\\
item 21 of GRS 1
FILE alphabetically by employee \\\\\\
4430-2 S CMS/PMSD
Use for mate ertaining to injury Cutoff on term—~ N/A| N/A GRS-1-31
compensation (relatin ~the~job ination of
injuries); excluding copies fi compensation,
OPF & copies submitted to the Labor Dept 3 yrs
FILE alphabetically by employee after cutoffs T
4440 | Supervision CMS/PMSD
Use for material pertaining to the Destroy when | N/A |Destroy
establishment, assessment, regulation & |S/0 or when ng when no
preservation of environmental conditionglonger needed longer
that minimize adverse effects upon the {for reference. needed.
safety & health of employees. Included
are inspections, surveillance & monitor-
ing, guarding/isolation, protective
equipment programs, job safety analysis,
task analysis, operational design, &
bio-mechanics.
FILE by subject in chronological
sequence.
4450 | Evaluation CMS/PMSD
Use for material pertaining to the Destroy when | N/A |Destroy
development & utilization of techniques [S/0 or when when no
for measuring, reporting, evaluating; no longer longer
& researching safety & occupational needed for needed,
health data. Also procedures for deter- |reference.
mining the effectiveness of safety &
occupational health efforts on a continA
uing basis utilizing accepted review &
revision techniques. Also includes the
Incident Reporting System, Health Sur-
veillance System, Annual Program Evalua-
tion System & other data collection
activities.
FILE by subject in chronological sequende

C-101

ES-3070
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EXTENSION SERVICE RECCRDS DISPOSITION SCHEDULE

: Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices | Authority
(1) (2) (3) (4) (3) (6)
4600 | PERRSQNNEL SECURITY : CMS/PMSD
. Use for m& of a general nature Destroy when |N/A |Destroy .| GRS-18-21
which pertains to inistration & (2 yrs. old. when 1 yr
operation of the personnel s old.
clearance program & not listed below. -\\\_\\\\§§‘-
FILE in chronological sequence. | ' L.”
4600-2 | Reports | CMS/PMSD :
Use for material which pertains to Destroy when { N/A (Destroy
reports on personnel security, 3 yrs. old. when 1 yr
FILE by subject. old.
© 4600-3 Control
Use for me reports & other Destroy 1 yr |N/A |Destroy GRS-16-5
records documenting ents, prog— |after the yr when no
ress & completion of project3s in which the longer
FILE Case file alphabetically by title Efg§§§£~ii__‘~ needed.
of project. : ~——l
\

C-102-
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Disposition
Classi- ‘ . Record Office
fication Description and Filing Instructions OPI & - To Other Disposition
Number Disposition FARC{ Offices | Authority
(1 (2) (3) (4) () (6)
4610 | Sedugity Clearance CMS/PMSD ‘
Use fo aterial pertaining to investi- [Destroy upon (N/A |N/A GRS-18-22a
gations o rsonnel employed by or notification
seeking employ: t from the Government |of death or
& persons performing work for the agencynot later thany
under contract. Exclu copies of 5 yrs. after
investigative reports & reigted papers |separation or
furnished to agencies by OPM. transfer of
. employee or
FILE alphabetlcally.by employeef not later thad
rs. after
expires,whi &
ever is appli-
cable.
4620 | Tdewmtjfication Cards, Passes, Badges CMS/PMSD/MSB :
Use for ial pertaining to identi- [Destroy 3 mo. |[N/A N/A GRS-11-4a
fication cards, entials, badges, after return
parking permits, photog USDA to issuing
motor vehicles operating permi _ office.
visitors & dining room passes, xerox
supply cards, etc. ‘ \\\“-~\\\\\4
'FILE alphabetically by employee i
4620-1f ards of Identification Cards CMS/PMSD :
‘Use for retes L indices, listings & |Destroy after|N/A N/A GRS=11-4b
accountable records, all listed
. d ial
FILE by identification number and cre enzzinied
chronolocgical sequence. ?E:Ta£‘--.___g‘~
C-103- ES-2070
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EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

0

Classi-

fication

Number

Description and Filing Instructions

Disposition

Record Office

OPI &
Disposition

To
FARC

Other
Offices

Disposition
Authority

(1)

(2)

(3)

(4)

)

(6)-

5000

1 5000-2

PROCUREMENT MANAGEMENT

Use for material of a general nature
which pertains to purchase & maintenance
of equipment, publications,printing,re-
production, services & supplies for
internal needs. Includes contracts,
bidders, purchase orders, FEDSTRIPS, &
requisitions & other material not
described elsewhere in this category.

FILE by subject.

Routine Procurement Files !
Use for contract, requisition, FEDSTRIPS
purchase order, lease, & bond & surety
records, including correspondence &

related papers pertaining to bids,

awards, administration, receipt, inspec-
tion & payment., (Cancelled or deleted
transactions are to be destroyed when

1 yr. old.) -

a. 11 of more than $25,000 &
all construction con ng -

$2,000.

C4S /PMSD/MSB
Destroy 6 yrs

final payment

When 2
VTS
pld

Destroy

GRS=-3-=3a
()& b

C-104f
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Disposition
Classi- : Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposi;ion FARC| Offices Authority
(1) (2) 3 (4) (5) (6)
Transactions of $25,000 or less and CMS/PMSD/MSB
constxuction contracts under $2,000. Destroy 3 yrs [N/A |Destroy |GRS-3-3a(2)é&b
after final when fundsg
payment are obli-
' _ gated.
c. Copies of recorddescribed above CMS/PMSD/MSB
used for administrati urposes., Destroy upon |When {Destroy |GRS-3-3c
termination of2 yrs |upon re-
completion. old ceipt of
goods or
service,
d. Obligating copy. _
N/A |Destroy |[GRS-3-3b
when fundd
obligated. are obli-
\\\\\\Ngated.
NOTE: Procurement files which document
the initiation & development of trans-
actions which deviate from normal pro-
curement transactions must be disposed
of on an individual basis by submlttlng
an SF-115.
_ FILE by subject and document number.
5000-3 | SO%jcited & Unsolicited Bids & ProposalsCMs/PMSD/MSB

a. Sudqessful bids & Proposals.

b. Solicited & unsolicited
‘bids & proposals.

(1) When filed separately from
tract case files,

(2) When filed with contract case.
files.

Destroy with
related con-
tract case
files (see
5000-2 of thid
schedule)

Déstroy when
related con-

Destroy wi
related con-
tract case
files (see
5000-2 of
this schedule)

N/A

N/A

N/A

Destroy

1 yr.
after
award of
contract.

Destroy

1 yr.

after

award of

contract.
N/A

GRS~3-5a

GRS-3-5b(2) (a)

GRS-3-5b(2) (b)

C-105
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] Disposition
Classi- : Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
@) (2) 3 (4) (5) (6)
c.~Cancelled Solicitations
(1) Destroy 5 yrs|N/A |Destroy |GRS-3-5c(1)
provide pro after date of 1l yr
vitations for BI cancellation after
tions) which were can date of
award of a contract. The cancella-
presolicitation documentation tion.
requirement, any offers which wer
opened prior to the cancellation, doc
mentation on any government action up to
the time of cancellation, & evidence of
the cancellation.
WReturn to N/A WA GRS-3-5¢(2)
FILE by subject and document number. bidder.
5000-4 ist ' CMS/PMSD/MSB  —
List of car eptable bidders. Destroy when [N/A |Destroy |GRS-3-5d
NOTE: See 5020 for debarred, SU when 5/0. when /0.
& ineligible bidders lists. h"“*---_~_
4 FILE alphabetically by bidder. ‘-~_,._.._~__~_
5000-5 [Tax jon Files o CMS/PMSD/MSB ‘
Use for tax exe ertificates & Destroy. 3 yrs|N/A N/A GRS-3-12
related papers. after period
FY. :
FILE by FY account. T
5000-6 |Reports Destroy when {N/A |Destroy
Use for material pertaining to bids, 3 yrs. old. when 1 yr
awards,inspections & payments. old.
FILE by bid number in chronological
sequence.
5000-7 Control | CMS /PMSD/MSB
Use for memd eports & other Destroy 1 yr | N/A | Destroy | GRS-16-5
records documenting assIp ‘prog- after the yr when no
ress &completion of projects. gin_222§3i53i~ -longer
: i ded.
FILE: Case file alphabetically by title E’i'gJS:g — e
5010 |USDA Procurement Reporting System CMS/PMSD/MSB | -
Use for material pertaining to the auto-|Destroy when N/A N/A
mated payment system within the Dept. S/0.
which dictates the use of a standard
Dept.-wide procurement identification
system for the purposes of reporting &
control.
EILE by gubject
C-106- ES-2070
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Classi-
fication
Number

Description ‘and Filing Instructions

Disposition

Record Office

OPI &
Disposition

To
FARC

Other
Offices

Disposition
Authority

(1)

(2)

(3)

XO)

&))

(6):

5020

5030

5040

5050

5060

Debarred, Suspended, & Ineligible
Bidders

Use for lists of firms & individuals
debarred or suspended, or declared
ineligible for any cause.

FILE by contractor's name.

Sureties

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

FILE in chronological sequence.’

ADP

Use for material pertaining to the
actual procurement of all automatic datg
processing equipment commercially avail-
able software, maintenance services, &
related supplies.

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

FILE in chronological sequence.

Labor Standards

Use for material pertaining to the pro-
cedures for the maintenance of records
retained by contractors pursuant to
specified contractural clauses included
in contracts & subcontracts to satisfy
certain statutory & administrative
records review requirements of the
Government.

FILE in chronological sequence.

Departmental Blanket Purchase Arrange-
ments

Use for documentation of blanket pur-
chase arrangements, e.g., letters,
purchase orders, or other documents
stating to vendor the person(s) author-
ized to make individual-purchases, how
purchases will be placed, i.e., by
telephone or designated persons ordering
& pick up supplies from the vendor.

CMS/PMSD/MSB
Destroy when
s/0.

CMS/PMSD/MSB
Destroy when
s/0.

CIT
Destroy when
s/0.

CMS/PMSD/MSB _
Destroy when
s/o.

CMS/PMSD/MSB

Destroy when
S/O.

-

FILE by vendor's names.

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

c-107-

~ ES=3070
(3/89)



Appendik C

April 1990

EXTENSION SERVICE RECORDS DISPOSITION SCHEDULE

Disposition
Classi- Record Office
fication| Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(L) (2) (3) (4) (3) (&)
5070 |Consulting Services .| CMS/PMSD/MSB
' Use for material pertaining to the listsPestroy when | N/A N/A
1& costs of persons who are members of a S/0.
particular profession or possess a
special skill & who are not officers or
employees of the contractor.
FILE in chronological sequence.
5080 |Disputes » CMS/PMSD/MSB
Use for material pertaining to disputes | Destroy when | N/A N/A
arising relating to the contractor. S/0. i )
Included is a copy of contractors claims|
to the Procurement Contracting Officer &
a copy of the Contracting Officer's
decision.
FILE in chronological sequence.
5090 Socioeconomic Procurement CMS/PMSD/MSB
Use for material pertaining to lists of | Destroy when | N/A N/A

individual(s) & or firms that are both
socially & economically disadvantaged.

FILE by program title.

's/o.

* C-108-
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EXTENSION SERVICE RECbéﬁS DISPOSITION SCHEDULE

Disposition
>lassi- Record Office
lication Description and Filing Instructions OPI & To Other Disposition
jumber Disposition FARC| Offices Authority
(1) (2) (3) %) (5 (6)
5100 |REAL PROPERTY MANAGEMENT CMS/PMSD/MSB

Use for material of a general nature Destroy wnen | N/A [Destroy

which pertains to the management & use 3 yrs. old. when 3 yrg

of buildings & land owned or leased by old.

the Government, including its proper &

economical use & which does not fit

elsewhere in this category.

FILE by agency location.
5130—1 'Excess Real Property Reports CMS/PMSD/MSB

' Use for excess property reports and Destroy when | N/A N/A

supporting documents. , _ s/0.

FILE by location and property identifi-- '

cation. - o ’ : _
5160 |Use of Official Agency Symbols CMS/PMSD/MSB

Use for material pertaining to posted Destroy when | N/A Destroy

official signs of a prohibitory, regula-{S/0. when S/0.

tory, or directory nature & such subject

as use of Department seal; the Secretaryﬁs
& Department's flag; naming of Department

facilities; memorials, plaques, corner
stones, and use of the 4-H emblem.

FILE by subject.

C-109-
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Classi-
fication
Number

Description and Filing Instructions

Disposition

Record Office

OPI &
Disposition

To
FARC

Other
‘Offices

Disposition
Authority

(1)

(2)

3)

(&)

3

(6)

5200

5200-2

PERSONAL PROPERTY, MANAGEMENT
Correspondence Files

Pertaining to the operation & adminis-
tration of property management, includ-
ing the Federal Excess Personal Property
Program administered with the State
Extension Services under PL 97-98. Use
for material of a general nature which
pertains to nonexpendable equipment,
acquisition, maintenance & disposal.
Personal property includes such items as
furniture & office equipment.

FILE in chronological sequence.

Personal Property Accountability
List/Index

Use for listings which provide a means
for accounting for personal property.
Includes master property print-outs,
station listings, working capital &
appropriated funds listings, etc.

FILE in.chronological sequence.

CMS/PMSD/MSB
Destroy when
6 yrs. old.

CMS /PMSD/MSB

Destroy when
updated.

N/A

N/A

N/A

Destroy
when
updated.

C-110-
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Disposition
Classi- : Record Office )
fication Description and Filing Instructions OPI & To Other Disposition
Number Disposition FARC| Offices Authority
(L) (2) (3) (4) (5) (6)
5200-2-1 {Property Accountability Forms
Filed numerically, & used for updating {Destroy when | N/A N/A
inventories. These forms include AD-107{2 yrs. old.
Report of Transfer or other Disposition
~lor Comstruction of Property; AD-109,
|Excess Serviceable Property; AD-112,
Report of Unserviceable Lost or Damaged
Property.
FILE in chronological sequence.
5200-2-2 {Property Pass Files CMS/PMSD/MSB
Authorizing removal of property or Destroy 3 mos| N/A N/A
materials (AD Form 197). after expira-
FILE in chronological sequence. tion or revo-
A ' cation.
5200-3 [Excess Personal Property Records CMS/PMSD/MSB
Case files relating to the acquisition |Destroy when | N/A N/A
of excess personal property, including 6 yrs. old.
SF-122, Transfer Order, Excess Personal
Property, with supporting documents.
FILE in chronological sequence.
5200-4"R2 ' |CMS/PMSD/MSB
Use for materia ining to inter/ Destroy when.|N/A |Destroy GRS-4-2
“lintra agency reports relating 3 yrs. old. | - |when 1 yr
& surplus personal property. L%'—““"--—-___T______~‘.old‘. .
FILE by subject, agency, & state. I
5200-5 fect Control CMS/PMSD/MSB :
Use for memot eports & other Destroy l yr.|N/A |Destroy GRS-16-5
records documenting assig rogresgafter the yr. when no
& completion of projects. in_ghi%ET;Ei§- longer
. . s . -iprojec needed.
FILE: qase file alphabetically by title closed. *‘--1~_~_~_
of project.
C-111- ES-2070
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EXTEN!!ON SERVICE RECORDS DISPOSITION JCHEDULE
Disposition
Classi- : Record Office '
fication| Description and Filing Instructions OPI & To Other Disposition
Disposition FARC| Offices | Authority
Number
(0 (2) 3) (&) (5) (6)
5300 |SUPPLY MANAGEMENT . CMS/PMSD/MSB
Use for material of a general nature pertDestroy when N/A |Destroy
taining to the requisition & procuring 2 yrs.old. when no
of expandable supplies & equipment. longer
. needed.
FILE by unit in chronological sequence
{
| | [
5300-2 | ons CMS/PMSD/MSB
se for requis supplies and Destroy yr |N/A |Destroy |GRS-3-8(a)(b)
equipment. after comple- when 6 mo
: an- old.
FILE by unit. it erey= N
requisition. \
5300~ 55t countin | . |cMs/pusp/MsB |
: Use for stores urns & report |Destroy when |{N/A |[N/A GRS-8-3
. FILE in chronological sequence. 2_153_2&i;__~
5300-6 Working Papers T
Use for wor &% ed in accumulating [Destroy when |N/A |[N/A GRS-8-4
stores accounting data.’ 2 yrs old.
FILE in chronological sequence. ""---.____
5300-8 Prot ontrol o ‘
Use for memo orts & other rec~ |Destroy 1l yr {N/A |Destroy GRS-16-5
ords documenting assignme after yr in when no
completion of projects. Vh*ohwaxglsss- longer
FILE case file alphabetically by title is closed.” h—"f‘"EEEEEE;__r~_-.

of project.

c-112-
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