
REQUEST ~UTHORITY
 
TO DISPOSE OF RECORDS
 

(See Instructions on Reverse} 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 33030 the dis-USDA, Soil Conservation Service posal request, including amendments, is approved except for 
items that may be stamped "disposal not approved" or "with-2. MAJOR SUBDIVISION drawn" in column 10.Administrative Services Division 

3. MINOR SUBDIVISION 

Records and Communications Management Branch 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEl. EXT. 

James S. Bonar 44-73907 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for this agency in matters pertoining to the disposal of the agency's records; that the records proposed for disposal In this Request of 
~ page(s} ore not now needed for the business of this agency or will not be needed after the retention periods specified. 

Chief, Records & Corom.Management Br. 
(Date) (Title) 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

The Woodland records of the Soil Conservation Service 
(RG-114) described herewith are classed as scientific 
records on page 15 of the "Retention Plan for the Records 
of the Soil Conservation Service." NARS Job No. NN-471-1. 

The attachment records created under the 

ie! I i'Iii W~Shi~iton office records indicated as permanent
ould be tP~~te yee to the National Archives, Washington, 

tl.r'0\.11 "e;ectDC. These records ~ be v cd every 5 years. 

Attachment Woodland Records Guide 

Retention period shown on the attachment. 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 

http:tl.r'0\.11


Page 1RECORDS GUIDE 

WOODLAND, 

1i Definition: The records in this category cover the policy, procedures, instructions W - Washington office 
and information pertinent to forestry principles and the woodland conservation T - Technical Service Centers

i practices of the Soil Conservation Service. Included are records of policy, work co- S - State office
l or~ination, outside relations, conservation practices and practice standards and A - Area officeI specifications, basic data, production potential, multiple use, windbreaks, etc. F - Field office, subfield 
, I office, project office. 

i •••••••••••••••••••••••••••• FMC, etc • I P - Permanent records
 

I Retention Period (Yrs.)
 

Folder Label 
WOODLAND Position W T S A ItF
 

< ,Classify and file overa1'. (0) or general records pertaining to Woodland WOOD-o Left I, P 5 5 
:,

3 ~: 3 
activities in this folder. 

:In many offices this single folder will be sufficient for all Woodland material. 
However, where the volume of records or need for accessibility necessitates a further 
breakdown use one or more of the following recurring, secondary, tertiary or quaternary
subjects • 

. Recurring subjects: The following recurring subjects may be used, as needed, with the-
primary or with any secondary subject. (See the definition of recurring subjects .and 

:how to use them in the "Instructions for Use of Records Guide.") 

Autllorizations 
and;.Directives WOOD-l Left or Center 2, 10 5 2 

:
I 

I,
g:
~I 

",::1 
1 

,I 

1" 

National Memorandum WOOD-l-S Left or Center 3. 5 5 3 
)' 

'I 3 3 

For correspondence pertaining to development and interpretation.
Specialists maj keep work copies of pertinent memorandums in this 

State Memorandum (W & T only) 

file. 

WOOD-1-5 Left or Center .I.! , 

I 

~, 
.,, -,;, 

Case files may be used for each state or a group of 
copies of current memos and related correspondence.
copy only) 

states. File 
(Keep current 

,.. 

Committees and ", 
Panels , 

~-- Case files may be used for any c~ttee 
or nature of action dictates. 

i 

I<------.-r.-~.-..-..···--0·---·.·_·· .----- ....---

Whe-revolume of' material 

WOOD-2 

WOoO:-'2-5.-- o. 

Left 

Left 

or 

or 

Center 

Center· 

5. 

c". 

5 

5 

5 3 3 

5 3___0- 3 

_.- ..~...~.-.-._- ._.-- " 

3: 
I 
3, 

.. , 

. t 



RECORDS GUIDE 
I' WOODLAND 

Meetings and
Conferences WOOD-3 

International meetings	 WOOD-3-5 

National meetings	 WOOD-3-5 

Regional meetings	 WOOD-3-5 

State meetings	 WOOD-3-5 
, 
Area and Field Office meetings	 WOOD-3-5 

I~''''." 
These files are for forestry or woodlan4 conservation meetings only. 
Volume of material may be puch that no case files are needed. 

" 

" Ordinarily the case files of meetings will be separated by scope of 
..	 meeting (national - state - etc.) and will include correspondence,

agenda, participation, copies of papere presented, and a copy of the 
minutes, report or proceedings if issued. Place case files in 

.-chronological order. 
Opinions and
Decisions ._	 WOOD-4 

(Code for Case Files) J.L.'W. I P..tl'hM WOOD-~-5 
al/ll~."''fOutside Relations WOOD-6 

Use one file only when volume of material is small. Use case 
files. as indicated, if needed: 

Forest Service WOOD-6-5 

Forest Farmers Association WOOD-6-5 

Northeast Forest Soils Council WOOD-6-5 

Society of American Foresters WOOD-6-5 

Soil Conservation Society of America WOOD-6-5 

" 'I"'	 - ,j I.... ~ J, 'Western Forestry & Conservatio~ ,Association "..,	 WOOD-6-5 

'--_._- -



RECORDS GUIDE 
Page. 3 

WOODLAND 
Retention Period (Yrs.) 

Folder Label 
Position W T S A F 

Reports WOOD-7 Left or Center ,2.1, 5 5 5 1 1 

Trip Reports WOOD-7-5 Left or Center 22, 3 5 3 1 1 

Monthly Narrative Reports WOOD·.,t7';5 Left or Center lJ, 5 5 5 

Annual Reports WOOD-7-5 Left or Center ~'1, P 

Special Reports (Case file for each) WOOD-7-5 Left or Center ~S, P 

Reviews and 
Insp~ctions WOOD-8 Left or Center ~'-, 5 5 5 3 3 

Case file for each formal review or inspection. WOOD-8-5 Left or Center P7, 10 10 5 

" Secondary, tertiary, and quaternary subjects: Following are approved secondary. 
tertiary and quaternary subjects with file codes. Case files are described 
immediately below the appropriate subject. Case files may be used. as described. 

·Local needs may make additional case files necessary. 

:~An asterisk (*) 'denotes a woodland conservation practice. 

.,", Dendrology (Identification. 
.: of trees) 

characteristics and classification WOOD-ll Center ~, P 10 5 3 1 

.J 

National List of Scientific 

Lists of Commln N~~es 

Species Data 

Plant Names WOOD-ll-ll 

WOOD-ll-12 

WOOD-ll-13 

Right 

Right. 

Right 

"30, 
.11. 

P 

p 

10 

10 

10 

10 

10 

5 

5 3 

10 _10 
Ecology WOOD-12 Center 3~, p 10 5 

(The relation of plants (and animals) to the Environment) ~' 

Basic Data WOOD-12-11 Right 3~. P 10 5 

Forest Influences WOOD-12-l2 Right 3'1. p 10 5 

Plant Communities -- .....- ...-- . Wood-12-13 Right .?S, p 10 S 
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;-

- - ' 

Folder Label 
Position W 

Retention 

T S 

Page '4' 

Period (Yrs.) 

! 
I',-

A 'F 

Management and Culture 

WOOD-12-l4 

WOOD-13 

Right 

Center 

3G., 
3~, 

P 

P 
'. 

10 

10 

5 

5 

I

I -

These subjects deal with the broad 
and its several components. 

*Access Roads 

*lmproved Harvesting 

I .aspects of forest ~nagement 

WOOD-13-11 

WOOD-l 3-12 

Right 

Right 

1?, 
3<'1, 

P 

P 

10 

10 

5 

5 

I 
I 

I 
I 

-
Selection Systems WOOD-13-l2-ll Right \oi 0, P 10 5 ij

1. 
\ 

Clear-cutting 

Group Selection 

WOOD-13-l2-l2 

WOOD-13-l2-l3 

Right 

Right 

~I, 

~l, 

P 

P 

10 

10 

5 

5 J 
-

I
,I
I 

-

\ 
II 

\' 

Crop Tree Cutting (tree numbers) 

Environmental Forestry 

Multiple Use 

*Prescribed Burning 

_ _ _ _ _ WOOD-13-l2-l4_ __ .._ _ _ 

WOOD-13-l3 

WOOD-13-l4 

WOOD-13-I5 

Right_ _ 

Right 

Right 

Right 

Lf3-.! 
"'~, 

S'1, 

'd, 

P 

P 

P 

P 

10 

10 

10 

10 

5 

5 

5 

5 

.,(t', I 

. I 
ri 

. :1:
:)' 
:1' 
"3 

-

3 

3 

_ I 

2 

~' 
I 

*Proper Grazing Use WOOD-13-I6 Right lot?, P 10 5 3 

*Woodland Improvement WOOD-13-l7 Right ~il P 10 5 3 

Pruning (include wood quality
I Thinning 

L 
Weeding 

nsuration (The measuring of volume) LBasiC Data 

Growth and .Yield. . '_ 

& Christmas trees) WOOD-13-l7-ll Right 

WOOD-13-17-12. Right 

WOOD-13-l7-l3 Right 

WOOD-14 Center 

WOOD-14-11 Right 

'_ ~00I}lo14~1L-Right 

'1'1 
SO, 
oSlo 

~2, 
53, 
f,'t , ,~~~: 

P 

P 

P 

P 

P 

P 

10 5 

:: : I: 
..: 
lO 3 

3 

2 

2 

2 

Site Index I· WOOD-14-l3 
: _ _, l Right SS", P 10 5 2 



. Page 5· .:_.1 ... _ .._. ._.	 RECORDS GUIDI!:
 
""'WOODLAND .,
 

____ . L .. _._ _ _ _ _ . _	 Retention Period (Yrs.)
---'>. Folder Label 

Position W T S I A F 

roducts - Utilization WOOD-15 Center S" P 10 5 2 

Major products (logs, Poles, Pulp, etc.) WOOD-15-11 Right S'1. P 10 5 2 

Minor products (Posts, charcoal, etc.) WOOD-15-l2 Right &l P 10 5 2 

Special Forest Products WOOD-15-13 Right Set, P 10 5 2 

Chr,istmas Tree" WOOD-lS-13-!1 Right ~I p 10 S 

Greenery WOOD-15-13-l2 Right ~ '. P 10 5 

.', Naval Stores WOOD-lS-13-l3 Right 10 5 3 

, I' 
Maple Syrup WOOD-lS-13-l4 Right 10 5 3 2 

, ( Wild Plants WOOD-lS-13-15 Right 10 5 3 2 

Yrotection .-- - - - - - - - - - - - - - - - - - - - - - - - - - - - WOOD-16- - - - Centel:'-- :;S;- -p- - - 10- - 5" -' ': ~-- Zl 
''I
 
; ..1
 ,
I~ Disease WOOD-16-11 Right (,'1 P 10 21-' 5 I~ 3 

Erosion WOOD-16-l2 Right (,'7, P 10 5 3 2 

I *Firebreaks	 WOOD-16-13 Right ,a. P 10 5 3 2 
" 

Insects WOOD-16-14 Right ~ P 10 5 3	 i 2 
I 

*Livestock Exclusion	 WOOD-16-l5 Right 7D p 10 5 3 ·,~e
,',"

Reforestation WOOD-17 Center ro", P 10 5 3 I 2 ' 
I Equipment for Planting	 WOOD-17-11 Right '12, P 10 5 3 I 2I Nursery Practices WOOD-17-12 Right .,~ p 10 5 3
I	 2.:-I 

WOOD-17-13 Right f'J¥. P 10 5 3 
112 ~.l. :::::1:::p::::::'	 WOOD-17-14 . 2'Right "')S, P 10 5 3- - .	 

<" 

.- --- - - - ~----------------~ Stand Cooversion	 : WOOD-17-15 Right tl', P 10 5 3 I 2" 
.- ~.": -----~-. -	 -- - --------------------- 'J 

-_ ...~-,--- .. -! .. :~~ - .......::.. - - ..... ~. '0	 -- --- --- ----.- ......... _. ~- - -, . ~ -- -.- .- ---..._ ....... ---- -- - ....
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Page 6 , RECORDS GUIDE ' 

T",WOODLAND .0" ',.,,_-, 

I Retention Period (Yrs.')
Folder Label 

Ir-~----'---~-- ,

I,,,Position W T S A F 

1 
*Tree Planting
 

Stock. Supply and Quality
 

, indbreaks 

Diseases 

I *Farmstead and Feedlot Windbreaks,
I 

Herbicides
 

Influences
 

Insects
 

Layout
 
, . I 
. - Maintenance, .. - - - - - - - - - - - - - - - - - - - - -- '--
I . I 

INursery Practices
 

Planting Techniques
 

Planting Stock
 

Rodents
 

Types and Purposes
 

ICutoff files on June 30. Destroyal11fi1es 
not marked P (permanent) at' the end o~ the 
number of successive years from cutof~ date. 

WOOD-17-l6 

WOOD-17-l7 

WOOD-18 

WOOD-18-11 

WOOD-l 8-12 

WOOD-l 8-13 

WOOD-18-l4 

WOOD-18-l5 

WOOD-18-l6 

- - WOOD-18-l7-
WOOD-18-l8 

WOOD-18-l9 

WOOD-18-20 

WOOD-18-21 

WOOD-18-22 

Right
 

Right
 

Center
 

Right
 

Right
 

Right
 

Right
 

Right
 

Right
 

'l1, 
"'It 
"19\ 

~O, 

?I\ 
g't, 

P 

P 

P 

P' 

P 

P 

1~, P
 

1~, P'
 

lS, P
 

- Right- - .,~ - .-p- -

Right X7, P 

Right P3~, 
Right l~, P 

Right qe>, P 

Right ~I P 

10 

',10 

10 

10 

10 

10 

10 

10 

10 

- 10-

10 

10 

10 

10 

10 

5 

5 

5 

5 

5 

5 

5 

5 

5 

- 5-. 

5 

5 

5 

5 

5 

3 

3 

3 

3 

3 

,i
I 

3 

'I 3 

3 

3 

-3-

3 

3I 

3
 

-I 3
 

3 

2 

2 

2 

2 

2 

,12• 

2 

,,'I 2 
I 

2 

- 2-
:1 2 

2 

2 

I 2 
I\\2 

I
,I . 

I 
I 

I
I
 
I
 

e
 

. ' . 
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RETENTION PLAN JroR THE RECORDS 

OF THE 

son. CONSERVATION SERVICE 

General Services Administration 
National Archives and Records Service 

Office of the National Archives 
Records Appraisal Division 

Katherine H. Davidson tI 
January 1971 
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CLASSES OF RECORDS DESERVING PERMANENT RETENTION 

AND 

1'HEIR FILE DESIGNATIONS 

The classes of records filed under the file deSignations listed below 
pertain to the general activities of the Soil Conservation Service. 
The items to be retained comprise the record copies of major policy 
and administrative issuances and a few samples of other issuances;
important documentation re overall program operations and a sampling
of case files; and technical material and other important documentation 
re scientific matters. The file designations represent file subjects
used in the SCS Records Guide (July 1964, as revised to November 1970).
Later records accumulated under headings not shown below or not in the 1964 Guide (as revised to date) should be retained for fUture appraisal.
The samples illustrative of program operations and of possible historical 
interest that are to be retained should be selected by National Archives 
representat~ves in cooperation with.SeS perso~el. 

The letters following the asterisks. on the left hand side of the pages 
below indicate the level at which the records are to be selected for 
retention. The classes of records to be retained for the Washington 
Office only are marked *(W), those for the Regional Technical Service 
Centers only are marked *(R), and those for State Offices are marked *(S)
plus a number to show the number of State offices for which the records 
are to be retained. For instance those marked *(551) are to Qe'retaine~
for all States and the Caribbean area. Those marked *(SlO) are to be 
retained f9r one state in the Geographical area covered by some or all of 
the National Archives Regional Archives Branches. Records of regional 
programs are to be saved for fewer than ten States. 

-4-



-..	 v . 

~ For all program~rimary~subjects listed below, save the ~Q~ 

~umentati_~f a1l¥.,--re.-2Y.~l:.alLQlte.J"a~rJ.hefoll.Qwi.ntbse_c.pngAry 
lil1~:ts,: 

*(w) -0 - General Records 

*(w) -3 Reports or minutes of iJIIportantstaff meetings 
(\.let"~'1 
-Ij-l.j-SJ *(w) -4 .. Opinions and Decisions 
~-'ii.) 

y: (w) -6 - Outside Relations 

(w)	 -7 Reports on the national level of major programs 

Save important documentation re overall operations for the following subjects 
on the following levels: 

APPL 0 - General Records - save materials from one Appalachian 
State in each of RFC regions 2, 3, 4; and 5 

CN ~conservation Needs Estimate 

CN 12 - ~a~ State Conservation Needs Inventory Report - save 
for a~l states 

*(W) CN 18 - waterB~onservation Needs Report 

CONSERVATION PLANNING (CONS) 

CONS 8	 Functional Inspection save those for inspections 
conducted by Washington 

*(S10) CONS 12 - Goals 

*(SlO) CONS 14 - Plans, - save sample plans every 2 
sample 

-9-
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all 

•PLANT SCIENCES (PS) 

(Note - This class relates to the overall subject of Plant Science, as
 
well as to records of two or more of the Plant Science disciplines

Agronomy, Biology, Plant Materials, Range, Soils, and Woodland)
 

AGRONOMY (AGRON)
 

BIOIDGY (BIOL)
 

PLANT MATERIALS (PM)
 

RANGE (RANGE)
 

SOIlS (SOILS)
 

Note that this subject includes the published soil surveys to be retained 
with the cartographic records 

WOODLAND (WOOD) 

-15-



•	 RECORDS GUIDE 

WOODLAND 

Derini t,j. on: The records in this cat.egor-y cover the policies and procedures
pertaining to soil and water conservat:lon work on Woodlands. Included are 
kinds and types of assistance, technical standards, practices, woodland sites,
windbreaks, etc. 

* * * * * * * 
Filing: Set up first position folder identified as followsl 

WOODLAND (WOOD) (0)	 Classify and file overall (0) or general records per-
taining to Woodland activities in this folder. 

In many offices this single folder will be sufficient for all Woodland material. 
However, where the volume of records or need for accessibility necessitates a 
further breakdown use one or more of the following recurring or secondary subjects. 

Recurring subjects: The following recurring subjects may be used, as needed,
with the primary or with any secondary subject. (See the definition of recurring
subjects and how to use them in the "Ini3tructions for Use of Records Guide.") 

Authorizations
 
and Directives 1
 

Committees and 

• Panels 2 

Meetings and
 
Conferences 3
 

Opinions and 
Decisions 4 

(Code for case files) 

Outstde Relations 6 

Reports 7	 Reports and reporting requirements pertaining to 
Woodland practices, techniques, standards, etc. 

Quarterly
Reports 7-5 
Annual
 
Reports 7-5
 

Reviews and
 
Inspections 8
 

•	 ASH 7-1-64 (Notice 321) 



RECORDS GUIDE
 

WOODLAND - Continued 

SecondaEY subjects: Following are approved secondary subjects that •may be us~d as needed. 

Firebreaks 11	 Use of barr.iers designed to check or stop fires~-------------- so ~s to	 reduce or prevent damage to plant cover,
etc. 

Grazing 12	 Planned or managed grazing or exclusion of live-
stock and grazing on woodlands. 

Planned harvesting of mature crop trees and 
removal of merchantable trees from immature 
stand in a manner to assure regeneration or 
maintenance of stand of trees. 

Planting 14	 Planting tree seedlings or cuttings in open
areas" interplanting in sparsely or inadequately
stocked stands, underplanting beneath existing
trees to improve stand composition, etc. 

14-5	 Set up case files of woodland planting records 
by location, site, soil conservation district, 
etc.	 

•Products 15.	 The utilization, specifications,. markets, etc. 
for woodland products. 

?rotection 16	 The protection of woodlands and windbreaks 
against fire, disease, insects, etc. 

Removing live or dead branches from trees to 
improve quality of wood crop or recreational valuec 

18 Treating open areas or understocked woodland 
areas to encourage natural seeding of desirable 

,trees, hand or mechanical seeding in open or 
understocked areas to establish adequate stand. 

18-5	 Set up case files of woodland seeding records 
in state offices, set up by location, site, soil 
conservation districts, etc. 

Sites 19	 Records pertaining to rate of tree growth, po-
tential wood productivity of the land, develop-
ment of soil-woodland site correlations, etc. 

The removal of trees of low or no cO~Qercial value 
from an immature woodland or ove rst.ocked stands. 

A3H 7-1-64 (Notice 321) • 



• 
,_, 

RECORDS GUIDE .-, 
" 

WOODLAND Continued 2 

_!l~_edin~ 21	 The removal of weeds, vines, shrubs, or trees 
of poor form or less desirable or inferior 
species that restrict the growth of desirable 
trees. 

I- Windbreaks 22 Use of trees or shrubs to protect soil, reduce., 
J soil blowing, control snow drifting and'deposition,

conserve moisture, provide shelter for livestock, 
protect farmsteads, crops, orchards, livestock 
and wildlife, etc. 

* * * * * * * 
Disposition (General) 

Retain record copy of technical material includ-
ing records of plantings and	 seedings reports,
etc. Throwaway duplicate records 3 years after 
close of the fiscal year in which created. Throw 
away correspondence regarding reports, arrange-
ments for meetings, and other similar general
material 1 year after close of fiscal year in 

•	 which created • 

•	 ASH 7-1-64 (Notice 321) 
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RECORDS GUIDE • 

PLANT SCIENCES 

Definition: The records in this category cover the policies and procedures If 
pertaining to the overall subject of Plant Sciences. Records pertaining to 
a single phase or discipline of Plant Sciences (i.e. Agronomy, Biology, 
Woodland, Plant Materials and Range) will be filed under those subjects.
Records pertaining to two or more of these disciplines will be filed under 
Plant Sciences. 

* * * * * * * 
Filings· Set up first position folder identified as followsl 

PLANT SCIENCES (PS) (0)	 Classify and file general records pertaining to 
Plant Sciences in this first position folder. 

In many offices this single Iolder will be sufficient for all Plant Sciences 
material. However, where the volume of records or need for accessibility
necessitates a further breakdown use one or more of the following recurring
subjects. 

Recurring subjects: The following recurring subjects may be used, as needed,
with the primary or with any secondary subject. (See definition of recurring 
subjects and how to use them in the "Instructions for Use of Records Guide.lI

) 

Authorizations 
and Directives 1 

Committees and 
Panels 2 

etc. Throwaway duplicate records and all other copies 3 years sIter close 

Meetings and 
Conferences 3 

Opinions and 
Decisions 4 

5 (Code for case files) 

Outside Relations 6 Relations with Federal, State and other agencies and 
organizations in connection with the overall plant
sciences activities. Set up case files by name of 
organization, etc. if necessary. 

Reports 7 Reports
overall 

and reporti~ requirements
plant sciences activities. 

pertaining to 

Reviews and 
Inspections 8 

General Dispositionl Retain record copies of technical material reports, 

of fiscal year in which created. Throwaway correspondence regarding reports,
arrangements for meetings, and other similar general material 1 year sIter 
close of fiscal year in which created. 

ASH 7-1-64 (Notice 321) 

http:Guide.lI

