
2, "	 ".REQUEST FOR RECORDS DISPOSITION AUTHORITY	 'LEAVE BLANK 
----'---------,~(See	 Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, ,-------~ /yC-./- q 'FtY>- /// 
NATIONAL	 IIRCHIVES AND RECORDS SERVICE, WASHING roN, DC 20408 

--- JATE f} ~t:f]lRECEIVED -
1 FROM (AGENCY OR ESTAI:3L1SHMENT)

US Department of Agri culture 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
I, " 'l'dl01 e 1'11111trl' pr .',100', vi 1" II') C J3Ul" the dlOp"",1 reForest	 Service 1ue ,I II,,-Iudln, dmendmenls, I, lPP'pved e>l Ppt 10' Ikmc th,lt m·,y 

3 MINOR SUBDIVISION po ,',Imped 'dISPII'," "lit rpprnved" iii 'Withdrawn" 10 rolurnn 10 

Office	 of Information 
4 NAME OF PERSON WITH WHOM TO CONFER	 TEL EXT 

I 

15	 ,J.' ..Il/Norina	 G. Mosby ___________ .l....:3~8~2:..:-~9~8~97!___LI_),,_t.'__	 _1 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for thrs agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In thrs Request of page(s) are not now needed for the bus.ness of 
tlus agency or will not be needed after the retention periods c:;peclfled 

D A Request for Immediate disposal 

[iJ B Request for disposal after a specified period of time or request for permanent 
retention 

97 8 DESCRIPTION OF EM	 10SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

This schedule covers Information Services records in 
the 1600 seri es. They were approved generally under 
job No. NN 166-136. We are requesting approval for the 
following file series: 1600,1620,1630,1650,1670,1680 and 
1690. 

The objective of Information Services is to obtain publi
awareness and understanding of Forest Service programs,
activities, and services and to involve the public in 
Forest Service decision-making processes. 

1600-2	 Reports(Deleted. File existing records under 1600 
and	 apply the retention period.) 

1 J	 1620 Public Involvement Programs (Records and correspon-
dence regarding public involvement programs too broad to
 
file under a specific secondary or tertiary number.)
 

a.	 Washington Office, Regional Office, ent Stati on1; Destroy en 5 years 0 

b.	 All Other Offices: Destroy when 3 years old. 
115-107	 STANDARD FOR~11 ~	 '10 ~ fMt ~I </7 Ii 'I ,'7 / d/J/I ~~d"ThIM7. 

~1 fJ NN~ 'r- k FI'2C'5' ~'-"f.,:6 t..KP- 413Irf"-~//j/~.., ~',~(';:;'e Services,. 

_/	 L. _~. _i /J ..L eLY' FPMR (4t CFR) 101-114/vtj)L~a.h~	 ~ 



.----------~~----------------------------------------~~~-------------T--,--.-----
JOB	 NORequesnor Records Disposition Authority - Continuation	 I 

--------r---------------------------------------------~----_.------_4----------9
7	 8 DESCPIPTION OF ITEM SAMPLE o~ '0ITEM NO (WIth lnclusrve Oates or RetentIon Periods) JOB NO AS ; rJ~ ~", .. EN 

---~---+-------.---.---------------~---- ------ ,---- --' - -
i 
I 

1620-1 Woodsy Owl Envi ronmental Program (Incl udes Igeneral correspondence on items lnforming the public I 
of environmental clean-up projects and licensing
programs. ) 

All Offices: Destroy when 3 years old. 
L ;C-€-'K.4Vi-"r (;~y ,1 3	 1620-1-1 .Goo~eFit.i'Je A~peelflent3 (Case fo1 ders filed
 

al phabe t ice l ly; )
 

All Offices: Destroy case folders 3 years after 
the case	 is closed. 

1620-2 Cooperatlve Forest Fire Prevention Program

Delete.! the fi 1e desi gnation. File records
 
material under 3110-1.)
 

•.1 4	 1620-3 Environmental Education Program (Includes

genera 1 correspondence. Fi 1e info 1de rs des ignated
 
internal or external if desired.)
 

"tt". \'/asbjQ9tf)F! Office, ~e~ioAal Office, Arl!e, end
 
~li",etlL Stat.ioRs; [,)Q~troy ~~~eA 3year:5 old.
 

3-1. All	 ~ Of j i ce s : Destroy when/years old. 

~ 5	 1620-3-1 Cooperative Agreements (Includes

supplements, revlsions, and related correspondence.)
 

a.	 W. 0 •• R. 0., Aped, alld Expel ilflel'lt Stet; on~.
 
DestrG:)' "Iiell 5 yedi S 01 d.
 

{,~v	 Icit4e vt c~ 1-'"Y. All -8tlie1"- Off; ces: Destroy ~ 3 yea rs ~ 

6	 1620-4 Coope rat ive Outdoor Envi ronmental Programs

(Includes tree planting and all other outdoor
 
progrdms lnvolving cooperatlon with the public

regarding the environment.)
 

All Offices: Destroy when 3 years old. 

7 

/-

. JI 

b • 

I J I)	 !.-; 1 I) _ <,; .._111. 

115-203 
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JOB NORequest for Records Disposition Authority - Continuation I 
--------T-----------------------------------------------~------~------+----------9

8 DESCRIPTION OF ITEM SAMPLE OR Ito 
ITEM NO (With Inclusive Dates or Retenllon Periods) JOB NO Ar~T,C" '; I,KEN 

8 1620-5 Group Contacts (Ref. USDA-FS Privacy Act System 1 
descrlption. Identifies 100 key national interest groups
that FS maintains contact with. Office of Information 
coordinates the contacts, and maintains list which is 
updated 2-3 times a year.) 

All Offices: Destroy when years old. 

8J 1 Offi ceg: De~troy wbfir:l--3 jEdr S 01 d. 

ml CFfice.L Bestroy whpn 3 years old 

~V'''M-<i)v 

'I J(pI'!.-? 
1)'" \\ I ,v "'l 

I 

1 1 

1 2 

l620-5~ Cooperative Activities (Includes speeches
and demonstration or "Show-me" trip information.) 

All Offices: Destroy when 3 year-s old. 
r~ r{L'cC..t.~F'-{,7\.-'1620-6 -T1lfoFllI liA€! Ir:I'Iolve Program (Includes general

correspondence.) 

All Offices: Destroy when 3 years old. 

1 4 

1 5 

All OfficES. Destroy when 3 years old • 
.J..,l620-6-)'Plannlng (Plans and correspondence in 

preparation for future events.) 

All Offices: Destroy 1 year;~fter eage is elosee 
~ 1 year after completion of project. 

1620-6-A.Public Involvement Activities and Techniques
(Methoa(-and activities for accomplishing public
Invo 1vement •) 

All Offices: Oestroy 1 year:! after CiHi@ is clogeG or 
1 J~IU- after c onp let ton of project.. 

v..~~ 

f> rl tt ( '1/'1-/
~/7/n 

• '5-203 Four copt ••. 
-- - - - ----

Including original. to b. Dubm:tt.d 

! I, I 17 " ", ; 1_ ~117 

to th" N&lIanal Archlv •• 

IL .. 
STANDARD FO~, " ". 
Revlsl'd July 1974 
Prescribed by G•. _ 

Administration 
FPMR (41 CFR) 101 •. 

\ 

v Cl)~ 
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97	 8 DESCRIPTION OF ITEM SAMPLE ORITEM	 NO (With Inclusive Dates or Retention Periods) JOB NO 

16	 1620-6$- "Analys 1s and-Eval ~~-~i~~ofPub-l-~ Respo~;~-- -- - GRS 14-6
 
(Materials related to collection, analysis and
 
evaluation of comments from the public, i.e., letters,
 
response forms, petitions, etc.) Establish as case
 
fil es.
 

All Offices: Destroy 1 year after case is closed
 
or 1 year after completion of proJect.
 

I .... 
1 620-6-\)General (Del eted. Fil e ex; st ing cor-res pondence nde r 16?6.j 
1630 Publlcations oth research and informatl
 
Includes corres ndence , copyright and othe clearanc.es'l
 
and related r: cords. Refer to FSM 1630. for mat e rt als ]
 
considered ublications.)
 

All	 0 i ce s : Destroy records wh old.____J-____	 , 

18	 1630-1 

0a.	 Originating Off e: Permanent. Transf to FRC 
when 3 years d. Offer to NARS wh 25 years old. 
Annual Ac 3.5 cubic ft. (3 c t. WOo 1/2 cu. 
ft. • ) 

b.	 All Dpstroy cori of such material 
legal or inistrative USe 

ceases. 

19	 1630-2 Printing and Distribution (Includes I GRS 13-2 
correspondence regarding the administration and 
operatlon for printing and distribution 
of publications.) 

All	 Offices: Destroy when 2 years old. 

20	 1630-3 Maillng Lists (Correspondence, requests forms, GRS 13-
and other records relating to changes to mailing
list s . ) 

All Offlces: Destroy after reV1Slon of mailing

list or after 3 months, whichever is earlier.
 

~~ 
21	 l630-4AReports (Includes administrative information 

for publication, inventory, budget, manuscript status,
statistical data. Exclude publications called 
"reports". ) 

,1!)-203 

ReVised July 1974 
Prescribed by GttM 7,' ,,( ;3<, 

Adrrurustration 
( I! I' J " c. ~ '" 3H7 FPMR (41 CFR) ,1)1 I; 
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Request	 for Records Disposition Authority - Continuation J JOB NO " . ~-" 
----,-------------------L--~--_4_.~--,--. __ 

7 8 DESCRIPTION OF ITEM SAMp9LE OR ".I 
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO	 j\( ", ,"" 7 .l,KEN- ---- -- --1--------- -----------	 --+- -+ 

22	 1650 Press, Radio and Television (Includes general

correspondence with media including correspondence on
 
specific books, magazine articles and speeches, as well
 
as media requests for information.) File standard
 
inquiries under 1600-1.
 

All cFF;{.(~~: 
-'/f". Wastl1ngt6i'l Office": Destroy records when 3 years old. 

23	 1650-1 Press Releases (Issued by Forest Service Iinits.) 
! 

a. Issuing Offlce: Permanent. Est. Annual accum: less GRS 14-~I 
t ha n , cubi c ft. -Tparlfe F -te i'RG aAMl.Iilly. Of Fe r to (b) I 

NARS in 5 years blocks when ~ years old. I
re ,1-

, 

b. All	 Other Offices: Destroy copies when-5-years old. 

24	 1650-2 ClipplngS(Includes newspaper, magazine, and trade
 
or technical journal clippings relative to activities or
 
matters in WhlCh FS is concerned, and reprints of
 
articles i n non-Federal Government publications.)
 

/\11 oFFjcC~" 
....d. -Was-hil9§tOR Off;,!!!: Destroy when 2 years old . 

.b • A.l 1 Qt her 0 ff ice 5 : Oe5 t r OJ whe n 1 y e d r old.
 
~~~ ....A~~
 

25	 1650-3 Radio and Television (IncludeS.Atal~ shows, '
 
mt erv t ews cpub l tc service, panel discussions, news
 
shows, and,records regarding personal contacts.)
 

All of=rict'S',
 
.-d"". -Washiligton Office. Destroy when 3 years old.
 

e. All	 Otl:ler Offi6e~· DestrQY when 1 year elE1. -

1650-4 Reports (Deleted. File existing records under 650 
and apply the retention period.) 

526	 16501 pOliCY Speeches (Includes policy speeches and b -
lined articles for ehlef, Associate Chiefs, dnd Forestr
 
re1 ated speeches for USDA Assi stant Secretary for Natur
 
Resources and Environment; and selected policy speeCheSjOf

Regional Forester and Forest Supervisors.)
 

' -a. Washington Office, Region5, Area and Supervisor's U fice: R .; - :t 

Permanent. li:afls fer te F"RC 'tJheR 1 year 91 d;- Offer
 
to NARS in 5 year blocks when ~ yea r s 01 d.
 

J Annual accum: less than 1 cu. ft.
 
- -._.-------------..------------------------- l __


115-203 Four cople.,	 Including original, to be submitted to the National A~chlve. -.- - STANDARD FOfl1 ' '.' " 

Rev,sed July 1971 
Prescnbed by G" " ;. v, res 

Aormrustrano. 
FPMR (41 CFR) l.J 
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.~---------,~ ..------
Jon NOReques't for Records Disposition Authority - Continuation 

----r-------------------------L---..,.----l--.-- --
9

8 DESCRIPTION OF iTEM 
SAMPLE OR I ;. ,,:.:.~:JT "KEN11EM NO (With Inctusrve Dates or RetenllO)n Pertoos) JOB NO I. -J... 

b. All at her Off ice s : Destroy records when ~years old -----,
I 

27 

28 

1670 Library (Includes correspondence, and related 
records pe rt a im nq to library management and service 
functions.) 

.-.
-' All Offices: Destroy records when)(years old. 

1670-1 Translations (Includes English versions of 
material (on forestry) originally published 1n some 
other language such as French, Spanish, Russian, etc.}
Establish folder as needed, by kinds of requests.

All oFht'~ ~ 
-d. WasR1A!:)tSI'l Offie~. Destroy records when % years

o 1 d. 

1670-2 Reports(De1eted.
and apply the retention 

File any existing 
period.) 

records under 670 

29 1680 History (Includes general correspondence
routine nature, including cooperation among
coord inato rs • ) 

,n.llOff1 ces : Des troy when 2 years old. 

of a 
H1story 

L_. _ .__ I ___ L J- - _._--- _._. ----- ---
115-203 Four copies. Including original, to be lubmlned to the Natlona' Archlv •• STANDARD f01'!1I' 11:; It 

ReVIsed July 19' ot 

Prescrrbed by Gf'I '''I'' :.,'~Ices 
Admlnlstratl'v" 

t I' I I 'I ~ 'I f \ ,- '. 3 H" FPMR (41 erR) ::)1 ·1' 4 



-.-I----~~----,---------JOB NO I'M." .:;.Request for Records Disposition Authority - Continuation 
------r--------------------------------.l..-----,.-------i-- ----._-

9
7	 8 DESCRIPTION OF ITEM SAMPLE OR IJ 

ITEM NO (With tnciusrve Dates or Retention Periods) JOB NO t.C ,( I, I ~,I(EN 

-~--~--f----.--------~ ---- -~---- ----------~----- --- ---- - -.--~f-

30	 1680-1 Archival History (Includes history files such as GRS 16- 3(<:)
biographies of persons of interest to the public and 
hls~or~cal community, oral histories, Forest historiesj ~ ~ ~,',f{~'Fr=-~ 

~~f~~~~~~hto~~ation concerning special events such as 
anniversaries of the Forest Service, commemorations,
dedications, etc., research papers and reports of 
historical value excluding those under 1680-3 reports;
publications such as "History Line" (in or t qt nat t nq
office only); and other items deemed to of ht sto r-i ca l 
value.) File Speeches under 1650-5. 

A 11 Offi ces :	 Permanent. :rPfI ii~ fiE I" ts FRb il~l=I-\,Ia 11 j'-. • ~ ~.~ 

Offer to NARS 1n 5 year blocks when 20 (~~-\~~ 
years old. Est. annual accum. 75 cu. ft.~ A 

No~: Although 1680 is permanent at all office levels,

material known to exist 1S the Washington Office should
 
not be duplicated and-archived by field offices. Non-

record copies of lmportant historlcal documents,

lncluding those with other file designations, should
 
be filed by the history coordinator under 1680-2.
 
(See FSH 1680)
 

31	 1680-2 Administrative History (File consisting of 
working coples of duplicate records (paper and 
microfilm) having historical importance to the Forest 
Service. The original exist some where else in the 
agency. Example woul d be important correspondence,
newspaper clippings, reports, etc.) See FSH 1680 for 
administrative history file. 

All Offices: Ret a i n file m office. Transfer to
 
FRC is not authorized. Destroy when adm int str at t ve
 
use ceases. n~,y
r-

~.~ ~).w-t" 
') / \ 
~J '32	 1680- 3"Report Sl' (Incl udes int erna 1 document s produced GRS 16- . 

by the Historians for other units such Legislative
Affairs, Office of Information, Gray Towers National 
Historic Site, and Policy and Analysis. Contents 
address or describe histor1cal background of policy
lssues recommendations on the preservation of 
historical s i tes and other topics of ht sto r-t ca l interest. 
These reports are either scheduled into the annual flscal 
year workplan or done at the request of a unlt. 
Currently these reports are only generated in the 
Washington Offlce. They are non-recurring, averag1ng I 

L _~;v_eto ~'ftYpa:es.____ J_	 J 
115-;tCl3 Four copIe., Including original, to be submitted to the National Archive. STANDARD FO",;,. 1' .• ·J.,. 

Rf'vised July 1),,, 
Prescribed by'.>' " '<'~r",ces 

AdmlnostrahCJ'1 
! I I I I7.., ,) ~,-, I _ 11l? FPMR (41 C'FH, . . ". 



JOB NORequest	 for Records Disposition Authority - Continuation 
---~-------------------------~---y------+- _-

.,.	 9
8 DESCRIPTION OF ITEM SAMPLE OR

ITEM NO (With Inclusive Dates or Retention Penods)	 A( . F - l,v:E.NJOB NO 
v 't 

a.	 Washington Office: Permanent. Offer to ~ARS in 5 y
 
bTOCI<s when 20 years old. Annual accum: Less than
 

b.	 All Other Offices: (Copies) Oestroy when 3 years 
old. 

33	 1690 Internal Conmun tcat tons (Records and general

correspondence too broad to file under a specific

secondary subject.) File s t anda rd inquires under
 
1600-1.
 

All	 Offlces: Destroy records when 3 years old. 

34	 1690-1 Early Warning Alert (Form 1600-13 used to
 
communicate urgent matters between field offices and
 
W.O. Includes information of current or impending

events which require information action or are meant
 
to hlghlight situations and to set other actions or
 
procedures in motion.)
 

All	 Offices: Destroy records when 5 years old. 

3S	 1690-2 Daily News Di gest (Daily summary of news items
 
on nationwide activities, used to keep the Chief and Sta f 

I
 
groups current on news pertaining to F.S. Includes I
 
summaries of current newspaper clips, magazine
 
artlcles, or other media items.) I
 

I 

a.	 Washington Office: Destroy records when 2 years old. rl~vv 
b.	 All Other Offices: Destroy when superseded or /'-1

obso 1ete. 'I "'~'fbf'~~ f"' 
W!~~~~()<) 

36	 1690-3 Internal Newsletter (Inc1udesf.news relating

to agency policy and administrative needs such as
 
safety, t ra im nq , incentive awards, or similar
 
official subjects. Issued on an as-needed basis by

Regional Foresters, Area and Station Directors for their
 
respective areas of jurisdiction.)
 

~ ~m:9w~mm .~e:~e~t~;.;r~:;::·:9	 ,I>!Mt:A~:~ir~~~-" 
..2Q=yeaps s1 e. ARRUill accttm: Less tllan 1 CIl. ft. '})r\'J\~~3 
~ 

b- ..... All Other Offices: IJbI~licate Gspies. IJestrsy I 
~eii super se.d~d or' obsolete. I I 

I a,J..S~i.A\~'1 Of~\lk':>' ," "'~.A 

,	 Z ~g~;'~~'\~;;R~A:)~~~~ )0 ~ .~'~A~,~~I~i."'-'f~~~ {M. ~~1____J	 ~_\ __ _ L ,__ 
~IS-203	 Four copt ..... Including original. to be submitted to the Netlonel Archive. STANDARD FO~M II, j. 

I D ' :) \ ReVised July 19;",
b All ~-v M.L....."", ; L"'V"''''~';~ - .f.J..v..<1+A.AJ-<1 Prescnbed by Ce .', ";,',,(.e5~....<...:I~- rc--- '-r ---.-- - r~ _~--:-~.J-.l ,AjmlnlstrallOr, 

'"'' I"',,,, ';"-387 \..-v....- i"--<6.~ ~~ FPMR (41 CFR) 1 .. " 

~..R~ <'-""L ~~~4-- J 
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. . 
JOB NORequest for Records Disposition Authority- Continuation --------~--------------------------------------------------~------_r--------+__-.--.----

9
8 DESCRIPTION OF ITEM -;' ..SAMPLE OR

ITE:M NO (WIth tnctusive Dates or RetentIon Penods) Acr'l"J "AI'.ENJOB NO 

1690-5 Reports (Deleted. File existing records 
under 1690 and apply the retention period.) 

• 

'15-203 Four copl •• , Including origin. I, to b. lubmlned 10 th. '... Ilon.' Archlv •• STANDARD FOf'j1;.1 l ;'-.\ 

RevIsed July 197~ 
Prescribed by Gf"~tl~~' •.ll • r ,; ces 

Admrnr~tra"o'" 
( I 'f I 117--. (t "7'1_3H7 FPMR (41 CFR) 1 " "" 


