
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 h~y certify that I 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-a- poge(s) are not now need or he business of this agency or will not be needed after the retention penods specified. 

MAR 14 1974	 Chief, Records & Comm. Management Br. 
(Date)	 (Title) 

9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO.	 (With Inclusive Dates or Retention Periods) JOB	 NO. ACTION TAKEN 

The Management Records of the Soil Conservation Service 
(RG-114) described herewith are classed as Policy and 
Administration Records on pages 6 and 7 of the "Retention 
Plan for the Records of the Soil Conservation Service,"
NARS Job No. NN-471-1. 

The attachment covers the records created under the primar 
se~\es MANAGEMENT. Records designated "Permanent" will be 
t,g.,,,:Ft#,:ed to the Archives. State offices (S) listed on 
page 2 of the attachment and Technical Service Center (T)
located in Upper Darby, MjFt. Worth, TX; Lincoln, NB; 
and Portland, OR will " al~A e' archival records to the 
nearest FARC. Washington office (W) records listed as 
permanent (p) will be wPi£~9d to the National Archives 
Washington, DC. 

Attachment Management Records Guide 

Retention periods are shown on the attachment 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

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



Page IRECORDS GUIDE
 
MANAGEHENT
 

...- ,~ r; .) 

Definition: The records in this category cover thO! overall management activities of the', W - Washington office 
Service. Included are overall records concerning authorizations, committees, reports, T - Technical Service Center 
meetings, travel, trips and itineraries, inspections, etc. Included are records per- S - State office 
taining to the State Conservationists and Administrator's narrative reports, Annual A - Area office 
Meeting of State ,Conservationists, authorizations that are Servicewide in character and F - Field office, project,
inspections that are Servicewide in character. Included also are plans of operations, subfield, etc. 
work organizations and productivity. P - Permanent records 

" C)****************************** Retention Period (Yrs. ) ~~ 
Folder Label 

'v 
t s , 

", ,
Filitlg: Set up a first position folder identified as follows: Position W T S A F 

.t
,:1 

• -tMANAGEMENT MGT-O Left I. 5 5 5 3 3 

Classify and file overall (0) or general records pertaining to m~nagement U 
A' 

in this folder. 
\1, .' 

In addition to the above folder, most offices will need to use at least a
 
few of the following recurring and secondary subjects. For example, most
 
offices will need a folder for travel (including trips and itineraries).
 e" 

.< -

Recurring subjects: Following are recurring subjects that may be used as 
needed, with the primary or with any secondary subjects. 

Authorizations 
and Directives MGT-I Left, Center '2.. r;, 5 5 3 3 

Include information concerning overall authorizations. Those per-
taining to a specific activity are filed under the applicable primary,
i.e. B&F. Personnel, Administrative Services, etc. At Washington office eretain important delegations of authority on a national level that are 
not published in numbered memorandums. 

-r-

Committees and 
r, 

Panels MGT-2 Left, Center S, 5 3 5 3 3 - , 
Include information concerning overall committees or organization of 
committees. Specific committees are filed under applicable primary. 

Meetings MGT-3 Left, Center~. 5 5 3 3 

The general records cover the policies and procedures pertaining to
 
meetings, their development and use as a medium of program attainment,

objectives desired and anticipated, the Services' obligations and
 
responsibilities in connection with meetings.
 

I'J ' • I', " II 



~. Page 2 
-~ RECORDS GUIDE ..... ~i,..,. <~ 

;. 

• ' vMANAGEMENT 
j..-' ,'i , r-- -

~_I ,
<<:: 
, 10;':' ~Re~t~e~n~t~i~o~n~P~e~r~io~d~(~Y~r~s~'L)' 

'l ~.l 
"c I -:::F'-o':"ld-:-e-r--=L'-a":'b-e"':"l 

r;" IC- " Position w T S A F 
LI'" ro 

; I" 
I The case files under this subject cover meetings of an overall nature or 

'J<', :those that cover two or more activities of the Service. File records pertaining

Ito a specific activity under the applicable primary subject.
~.r 

<' I ' SOI r:t 
t" tl 

'1 I These records, which include Form SCS-72, Request for in-Service meeting, notice 
I

I '=' 
,and purpose of meetings, proposed agenda, program, attendance at meetings, I rn

;time and place of meeting and changes therein, etc., are of temporary value only. 
, -~-r;'Retain'reco~d oopies of reports or minutes of meetings for those offices .,/ 

,marked (P-permanent). The reco~d copy is located in the office in which the 
attendant or participant is headquartered. 

lArea MGT-3-5 Left, Center S. 3 3 3r, t 

" 

In-~~Fvic~ meetings of area and field office personnel within the
 
i, area. Case files of area meetings, set up by lo~ation, fiscal year,


'J date, etc., as needed.
 

.' , 
r Ir International MGT-3-5 Left, Center L, P - 1 1 ,1 ,< ). 

Attendance and participation of SCS personnel at international and
 
foreign meetings. Case files of international and foreign meetings.
 

The following states listed below are designated as the (sample) C' 

archival, records copy office for the identified MGT records 
marked !:!O. They will identify records (case files) and trans- i 
fer to the archival section of the FRC in which they are loca~,)
when files become inactive for administrative purposes (see ... ;

'/ ASH 833). .. . 
",..GSA Resion~ 

N.H. 1 
N.J. 2 
PA 3 
TN 4 
IL 5 
KS 6 
OK 7 

l'I'1 

WY 8 
NV 9 

" ~ 1 

) ID 10 

l-Others; All state offices other than the ten listed above will 
destroy these files I year after cut off date. 



'"I ---U	 \ • 11 ,:~ -	 Page 3,,; ,I f \"' RECORDS GUIDE 
;-1. ., j" MANAGEMENT 
l-' : L: r0 
c+ f -,(J 1 1- 10' Retention Period (Yrs.)

~ f \ I I') -, 'E1 (~ ....'7, ~, -=F:""o":"l"'"d-er---:L:""a"'"b-e-=-l 
Position W T S A F;, !;: ;., ,f:,,!lj	 .~r.: 'J 

F.l ,
! National	 MGT-3-S '1, Left, Center 1 1 1" P J 1 

......... '
 
" II In-Service meetings of national scope, such as the State Conser-

" {'" 

':-t (J I vationists' annual meetings. Case files of national meetings. 
t. , 

,,0 Ii ;Outside	 MGT-3-5 s , Left, Center P 1 1 1 , 1 "j 
:' " I 

I 

Meetings called by agency or organization other than SCS in which
 
L I the Administrator or member of his immediate staff participated or
 

-r attended. Case files of outside meetings set up by name, loeation,
~' , " I 

I alp.qabet,;lcally, As needed. , I,i'" i j 
etc. J) 

n 

-:;: , 11 I 1- :Regional MGT-3-S 9 Left, Center 1 1 1 1 'I	 

,"r.	 .. -=.	 In-Service regional meetings, such as within states served by a
 
Field Representative, etc. Case files of regional meetings, set
I 

I, up by date, location, etc., as needed. 

State	 MGT-3-S 'G-, -. - Left, Center 1 - 1 1 
--)

In-Service state, state office or statewide meetings of SCS personnel 
, ) called by the state office. Case files of state meetings set up by
 

dates, location, etc., as needed.
 ..,-'.'.Opinions and 
, Decisions MGT-4 II, Left, Center 10 5 5 1 1 
I
 

, I
 

Overall opinions and decisions applicable to more than one of the other
 
primary subjects, e.g., OGC, etc.
 '" 
(Code for case files)	 MGT-_-5 

Outside Relations	 MGT-6 Left, Center 10 5 5 1 1 
I, 

Reports MGT-7 Left, Center 10 5 5 3 1 
I 

The records in this category cover reports for which there is no'other
 
applicable primary subject or those that encompass two or more primary


'subjects. Case file reports as needed.
 

I". 

l-others; all states offices other than the ten state listed on 
__ ...._ " ......1 of ..1 __ .. __ •• AoI.._.tII • .&:.11 .. & 1 'Il_aa.. at: ...a. "'"" "t:' dlll"~ ~ j 



o '; I)~. " Page lj 
RECORDS GUIDE - !; 

r-' ,	 MANAGEMENT 
, i " 

_. " . it'l'" I', . " le' 
Folder Label 

Retention Period (Yrs. ) 

, ' 
''7 t.' 

' 'c. 
'" " r: ;, 

" " 

.: 
s 
) 
J 

'1 

1 

i Administrator's MGT-7-5 IJt. 
Position 

Left, Center 

W 

dJ, P 

T 

3 

S 

3 

A 

1 

F 

1 

;-~ 

,., 

, 

r-I' , 

t-; 

r " 
I 

' " 

~:; 

, 

! Case f ILe of Administrator's annual reports. 

,Divis ional 

Case file of divisional annual reports, portions
included in the Administrator's annual report. 

of which 
1 

are 

MGT-7-5 ,,~ Left, Center /Pj~.-~ 1 1 1 

C> 

1 
S 
t.:1r:,e.~

, ,",' 

....; 

'" 
I i State ; 

Conservationist's MGT-7-5 I~, Left, Center P 3 3 1 1 

.,-, 
0:" 
r-

. " Case file of State Conservationist's Monthly Narrative Reports. r 
,,1 

, " Inspections
Reviews 

and 
" , MGT-8 1'7. Left, Center 5 5 5 5 5 

.",1 
J,.-

" 

Co 

,. 

Correspondence pertaining to program inspections, reviews and 
evaluations in general. File correspondence relating to a specific
inspection, review or evaluation with the appropriate case file. File 
functional inspection reports and pertinent correspondence under the 
applicable primary subject. 

" - ,.,-

I' , . 

, , 

'.J 
" 

Note: The record copy of Service conducted inspections is located in 
the office making the inspection. The record copy of reports of 
inspections made by personnel of other agencies is located in the office 
that is inspected. 

..'Area Program
':,Inspections 

General correspondence pertaining to area program inspections. Case 
files of inspection reports and followup correspondence.area program 

MGT-8-5 ,'. Left, Center 1 1 /~~-, 

IS-Others 
-, 

S 

• 

I 
I 

.J 

~, 
r" 

e.: 
1 ,.' 

I 

-I 

I 
I:Departmental Reviews	 MGT-8-5 ". Left, Center 10 
i ,.	 General correspondence pertaining to departmental reviews. Case files 

of departmental review reports and followup correspondence. Identify
by type of review, e.g., OIG, etc. 

5-others; All state office other than the ten listed on page 2 
" I") will destroy these files 5 years ater cut off date. 

i: j " 
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RECORDS GUIDE 

MANAGEMENT 
,,' (~ Retention Period (Yrs.):C"'-=F'-o-=l-:d-e-r"-::-L-cab""e-l=-

Position W T S A F 

(, I 
I External Reviews	 MGT-8-5 Left, Center IO.?1 5 5 3 5 

General correspondence pertaining to external reviews. Case files of ~.\.~.\
 
external review reports and followup correspondence. Identify by type t?,~'1\\ I
 

o 
~of review, e.g., GAO, etc.	 ~~k'-

11.1
r 

, I ,Field Office 
Progra~ Inspections MGT-8-5 n. Left, Center 5 5 5 ..., 

.,.,General correspondence pertaining to field office program inspections. 
")
Case files of field office program inspection reports and followup :0
 

t, correspondence. Set up a separate folder for each field office where ()
 

needed. 
"0-

{:	 
r:,
,~

Program ,Evaluations MGT-8-5 n, Left, Center 5 5 5	 " 

,.; 
General correspondence pertaining to program evaluations. Case files 
of program evaluations and followup correspondence. Set up a ,< -
separate folder for each program evaluated. Program evaluations are 
initiated at the national level and are generally national or-,regional in scope. 

State Program
Appraisals MGT-8-5 H. Left, Center P 5 5 3 

Ge~eral correspondence pertaining to state program appraisals. Case
 
files of state program appraisals and followup correspondence. Set
 
up a separate folder for each state.
 

Secondary subjects: Following are approved secondary subjects that may

be used as needed.
 

o. 
(:)

Automatic Data k 

Processing MGT-12 2.Jt, Center 3 3 3 

Review, consolidation and coordination of ADP activities. 

i.	 MGT-12-1-5 ).(. Center 5 5 
f 

General corresponden'ce and authorizations relating to the operations,
r: use and management of ADP equipment and facilities. 



~:~,);~-1,1,) vRECORDS GUIDE" Page 6 ,MANAGEMENT 
" i " 
'l 

, , Retention Period ~Yrs.2 
I 

H) :. 0H
" ,I 

Folder Label 
t ~ I ,~~' . Position W T S A F 

- ,
, 

-: Systems, Programs,

ti Data File, & Documentation MGT-12-5 l;", Center Dispose according ,to GSA


" , Schedule 20 
Ii ': 

IJ, :; ...., Includes program listings, cards, magnetic tapes, disc packs, 
(, , documentation a~d pertinent correspondence. Set up separate folder 0 

') -) ~.:: 
" ~, 

I ~ for each program e 
t)

" ,-, /i" • 
~.. t-' Management
: , ~. Improvement MGT-I 3 Center 3 3 3 3 3 '-:",",. -I 
't' 'Q :/ ' ", ; ...,r)' jJol " 

'f) IJ 
includeJ information concerning overall management improvement operations. ',>

I:; ',' 
,'1 ! n f")-, .: ", Operational ~, 

r 1.1. Problems MGT-13-11 U, Right 3 3 3 3 3 
-." 

,.
J ,,:r~ Includes correspondence reports and information related to management n)1 I opera't~onai problems not included under specific subject headings. -,I \ 

Plans of " 
I ~ _ ,.,. Operations MGT-13-12 20t Right 3 3 3 :3 '<3- :];:; 

I, ~ Includes multi-year program plans, annual plans of operations, work 
" load,analyses and reports and correspondence pertinent to their " 
u implementation.


"
 

Productivity MGT-13-13 If) Right 5 5 5 5 5 ,... 

-" s:: -J 
I Includes activity indicators, accomplishment anaijses, cost " .'" 

)
j analyses and related reports and correspondence. : , 

.r::: 
Schedules MGT-13-14 u. Right 1 1 1 1 1 

Includes as applicable; monthly, quarterly, or annual schedules and 
~related correspondence. (Schedules related to a specific trip or as
 

part of an itinerary are included as part of MGT-l6)
 
,) 

') 
Work 

',J Organization MGT-13-l5 JJ, Right 3 3 3 3 3 

General correspondnece, reports, and information related to work 
organization. 

, . 
," " 

: ... '
 
j J 
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j RECORDS GUIDE'. 5.:
,

,-

f 

MANAGEMENT, ' ,0' 

I-

,,'
" C,-' 

-, , IGO: Retention Period (Yrs.)
, O. ';F:-"07l'7de-r--:-L-a':"'b-e;""l
~.. POSition w T s A F~ r ' 

:~,l ., 'Travel, Trips and 
" r' I,

I' Itineraries MGT-16 51, Center 1 1 1 1 1 
,d 

Includes all correspondence and information pertaining to travel, trips ~'"l 
S• ! and itineraries. It may include records covering specific itineraries (:;1 

I ,and planning of trips for personnel performing occasional or infrequent , :11
1 ; I 

1 + ! :travel. :ce~, '. 
"f'
'!i 

CaSe files,for personnel performing more or less regular travel. MGT-16-5 ~j. Center 1 1 1 1 1 -I
.~..,~ ' 

J "i ~ Includes requests for assistance at site of operations, arrangements
-r • ! aand itineraries for trips, adjusting dates and places to be visited,

'<... '"< purpose of and reasons for travel, etc. r 
I,' ;.C' 

,0
,M r-

:s 
I Cutoff files on June 30. Destroy all files not marked ~. 

, P (permanent) at the end of the numbet of successive ,) 
, I' ,~ years from cutoff date. -. 

I" I"
 
'.'
 -< 

" 

" 

t' ~• ": 

"'. l~
~ I :~; 

" IL ,2
3
-, 

.'"
I
 

I
.' ; I e'~ 
.J ".'

'I',\ ,I 

I -

I , j' J 1 



I UNITED STATES OF AMERICA _ 

G ERAL SERVICES ADMINISTRA~N 

DATE: April 15, 1974 

REPLY TO 
ATTN OF: Jerry L. Wallace, NCD 

SUBJECT: Disposal Job No. NC-174-165 (RG 114) 

• Thomas W. Wadlow, Acting Director, NCD 

The Soil Conservation Service (SCS), Department of Agriculture, is 
requesting approval of a records control schedule for its records relating
to management, a function administered by the Management Division, under 
the Deputy Administrator for Management. These records are filed under 
SCS's subject-numeric file scheme. They come under the pr~ry subject
of "Management" and are brokendown thereunder by recurring"secondary
subjects and again, as needed, by tertiary and quaternary subjects. The 
schedule consists of 34 individual items, most of which cover records 
maintained at all five SCS administrative levels: Washington Office,
Regional Service Centers, State Offices, Area Offices, and Field Offices. 
The records of archival value are generally found at the Washington Office,
but some are also located in the Regional Centers and State Offices. 
These Regional and State records, usually a sampling of the latter, will 
be offered to the appropriate Regional Archives. Instructions as to when 
the archival records are to be offered will be given in the revised Records 
Guide. 

In appraising these management records I have relied heavily on the SCS 
Records Retention Plan No. NN-471-1, prepared by Miss Katherine Davidson. 
Through a critical use of the Retention Plan, in conjunction with SCS 
Records Guide (July 1964), I have been able to determine what records are 
or are not of archival value. There were a few instances, however, where 
the Retention Plan was of no assistance, because the records in question 
either did not exist or did not exist in their present form at the time 
the Plan was formulated. For these records an individual appraisal was 
required. Attached to this memorandum is a justification for my appraisal 
of these management records, along with a copy of the pertinent sections 
from the SCS Records Retention Plan and Records Guide. 

In an attempt to gain more concrete information abou~hese records, I met 
with Mr. James S. Bonar, Records and Communications Management Branch,
SCS, and another individual, who had worked with Miss Davidson in preparing 
the Retention Plan. Both gentlemen were very cooperative, but not very
informative, and what they did say was often contradictory and generally
confusing. However, their comments were of some assistance to me in 
appraising these records. They mentioned that the total annual volume of 

~ 

, JERRY L.'WALIACE 

Keep Freedom in Tour Future With u.s. Savings Bonds 
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Item 1, MANAGEMENT MGT-O: This file consists of management records 
of an overall or general nature. It is not designated as archival 
by NN-471-1. 

Item 2, AUTHORIZATIONS AND DIRECTIVES MGT-I: This file is designated 
as archival at the Washington Office by NN-471-1, item 1. 

Item 3, COMMITTEES A1~D PANELS MGT-2: This file consists of the 
records of ad hoc bodies (committees, panels, task forces, and 
boards) established to consider management matters. It is not 
designated as archival by NN-471-1. 

The records of such bodies are considered in many instances as 
possessing archival value, since they should theoretically document 
the development of significant plans, policies, and procedures.
However, in this case, the records in question do not directly
relate to a SCS program area. Furthermore, according to Mr. Bonar,
any significant recommendations produced by these bodies are 
documented in the form of official directives or mentioned in 
annual reports, both of which are designated as archival. Moreover,
if they are concerned with matters of Service-wide interest, their 
recommendations are probably discussed at SCS meetings and would 
be documented in the reports or minutes of those meetings, which 
are also designated as archival. 

Item 4, MEETINGS MGT-3: This file consists of general records 
relating to the planning of meetings. It is not designated as 
archival by NN-471-1. 

Items 5-10, AREA, INTERNATIONAL, NATIONAL, OUTSIDE, REGIONA~AND 
STATE MEETINGS MGT-3-5: The record copies of reports or minutes of 
meetings are designated as archival by NN-471-1, items 2-7. The 
records copy is located in the office in which the attendant or 
participant is headquartered. 

NN-471-1, item 7, designate? the State meeting records as archival at 
the Washington level. This~app~rentlY an error as the record copy
is found as the State level. The proposed schedule correctly
designates them as archival at the State level and provides for a 
sampling of them. 

Item 11, OPINIONS AND DECISIONS MGT-4: This file is not designated
as archival by NN-471-1. 



2 
•
 

It should be noted that op1n10ns and decisions of significance
originate at a higher level within the Department, especially in the 
Office of the General Counsel, or with outside agencies, such as 
General Accounting Office, and that the record copy of such opinions
and decisions will be found with them. For example, the opinions and 
decisions made by the General Counsel are designated as archival by
Records Retention Plan No. NN-467-14, Part I, item 3, particularly 

overall planning and policy formation of programs involving other 

(b) and (c). 

Item 12, OUTSIDE RELATIONS MGT-6: This file consists of records 
outside relations relating specifically to the management area. 
is not designated as archival by NN-471-1. 

of 
It 

It should be noted that the significant records documenting SCS 

Federal agencies or State government as well as with Congress,
institutions of higher learning, and other organizations are filed 
under the primary subject of "Inter-Agency." 

Item 13, REPORTS MGT-7: This file consists of reports for which 
there is no applicable primary subject or pertaining to two or 
more subjects. It is not designated as archival by NN-471-1. 

Items 14-16, ADMINISTRATOR'S, DIVISIONAL, AND STATE CoriSERVATIONIST'S 
REPORTS MGT-7-5: These reports are designated as archival at the 
Washington level b,y NN-471-1, items 9-11. 

Item 17, INSPECTIONS AND REVIEWS MGT-8: This file consists of 
general correspondence relating to program inspections, reviews,
and eValuation. It is not designated as archival by NN-471-1. 

Item 18, AREA PROGRAM INSPECTIONS MGT-8-5: A sample of this file is 
designated as archival at the State level by NN-471-1, Item 12. 

Item 19, DEPARTMENT REVIEWS MGT-8-5: This file is not designated as 
archival by NN-471-1. 

It should be noted that the records copy of a Department review would 
be found in the office making it. For example, the Office of the 
Inspector General, which is responsible for the Department's audits 
and investigative activities, has the record copies of its reviews, 
and they are designated as archival b,y NN-467-7, Part I, item 5. 

Item 20, EXTERNAL REVIEWS MGT-8-5: This file consists of reviews 
(often only the section pertaining specifically to management is 
retained) made by outside agencies, the most noteworthy of which is 
the General Accounting Office. Since this particular file was not 
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listed in the 1964 Records Guide under "Management," it can be 
assumed that it was not covered by NN-471-1. The proposed schedule 
designates these external reviews for disposal after 10 years, 
except that a "typical example of each" is to be retained every
fifth year. 

While such reviews are undeniably of archival value, I do not believe 
they should be retained at this level within the Department. I think 
that the best location capture them is in the Office of the Secretary,
since external reviews normally address themselves to Departmental-
wide operations and are submitted directly to the head of Department. 
In accordance with Records Retention Plan No. NN464-1, Office of the 
Secretary, they will, as I interpret the Plan, be retained under the 
file heading of "Reports" or "Investigations." Of course, the 
outside agencies making the reviews would also retain copies of them. 
I recommend that all copies of the reviews covered by this item be ' 
destroyed after ten years. 

Item 21, FIELD OFFICE PROGRAM INSPECTIONS MGT-8-5: This file consists 
of program inspection reports relating to Field Office management
operations. Copies of these reports are found only at the State, 
Area, and Field Office level. As in the case of external reviews,
this file was not covered by NN-471-1. 

Because these reports are concerned with management operations at 
a very low level, I do not believe that they possess sufficient 
value to warrant archival preservation. Accordingly, I concur their 
proposed destruction. 

Item 22, PROGRAM EVALUATIONS MGT-8-5: This file is designated as 
archival at the Washington Office by NN-471-1, item 14. 

Item 23, STATE PROGRAM APPRAISALS MGT-8-5: This file is designated 
as archival at the Washington OfficJrby NN-471-1, item 15. 

Item 24, AUTOMATIC ~TA PROCESSING MGT-12: This file consists of 
general housekeeping records relating to the service, consolidation, 
and coordination of ADP activities and is correctly scheduled for 
destruction. 

Item 25, ADP AUTHORIZATIONS AND PLAN1-TINGAND PROGRAM MANAGEMENT 
RECORDS MGT-12-1-5: This file consists of ADP authorizations and 
other records relating to planning and program management. It is 
covered by GeneraL,Records Schedule #20, Part I, items 1 and 2,
and is correctly designated as permanent at the Washington Office. 
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Item 26, SYSTEMS, PROGRAMS, DATA FILES, M~D DOCm~ENTATION MGT-12-5: 
The disposition of the records found in this file is to be in 
accordance with General Records Schedule #20. I have requested that 
SCS survey its tape files, using GSA Form 7036, and submit the 
results to the Machine-Readable Archives Branch for evaluation. 

Items 27-32, MANAGEMENT IMPROVEMENT MGT-13 and MGT-13-ll, -12, -13, 
-14, and -15: These files are not designated as archival by
NN-47l-l. 

Items 33 and 34, TRAVEL TRIPS, AND ITINERARIES MGT-16 and MGT-16-5: 
These files are not designated as archival by NN-47l-l. 



NN-471-1
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RETENTION PLAN FOR THE RECORDS 

OF THE 

SOIL CONSERVATION SERVICE 

General Services Administration 
National Archives and Records Service 

Office of the National Archives 
Records Appraisal Division 

Katherine H. Davidson 
January 1971 



" 

.e
 
CLASSES OF RECORDS DESERVING PERMANENT RETENTION 

AND 

THEIR 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 5t~~~
 
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
 
representatives in cooperation with.SCS personnel.
 

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 *(S5l) are to be'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.
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CR 4 - Opinions and Decisions - save record copy of important 
documents (if any) 

*(w) 1	 Historical - save material re history of SCS not 
*(SlO)	 duplicated elsewhere in retained records 

INF Manuscripts - save record copy of articles re soil and 
*(w) water conservation by key people, such as the Administrator 

a~d~e Assistant to the Administrator 

INF 17. - Periodtcals - save record copy of Administrator's News 
*(w) Letters ~d Soil Conservation (unless maintained a~ 

depository~~ibrary) 

*(SlO) INF 18 - Press Releas~,save record copy of State Office 
releases for sele~ted States 

*(SlO) INF 21 - Radio and TeleViSio~~ve r~cord copy of scripts and 
announcements for select~d states 

*(w) 1m' 23 - Speeches - save record co~~~ those by the Administrator 
and members of his immediate staff 

*(w) INF 24	 Visual - save record copy of Ph~aPhic negatives,
slides, motion pictures, etc. 

• 
LEGISLATION (LEG) . 

LEG 12 - Federal - save summary background material and sppporting
documents of for proposed and enacted legislation 

LEG 13 state - save summary background material and supporti ~ 
__ ----------------~_d~o~c~~~n~~~£~ p~o~osed~~~~_~~~ted legislation 

MANAGEHENT (MGT) 

*(W) MGT 1 - Authorizations - save important delegations of authority
on a national level that are not published in Numbered 
Memorandums 

MGT 3 - Reports or mirtutes of the following meetings (the record 
copy is located in the office in which the attendant or 
participant is headquartered) 

~ v *(SlO) MGT	 3-5 - In-Service meetings of Area and Work Unit pe~onnel 

-6-
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e, 
~ *(W) MGT 3-5- International meetings if the Administrator or member' ~ .1/ of his immediate staff participated 

MGT 3-5- state Conservationists' annua~ meetings and other meetings 
national in scope 

s .	 *(W) MGT 3-5- Outside meetings called by organizations or agencies other 
than SCS if the Administrator or member of his immediate 
staff participated ,.	 *(R) MGT 3-5- Regional 

'7.	 *·(W~.. MGT 3-5- state 1'\..Q~~oot~#\~h~~~~
 
S"IO ~ ~ ~ c« Q.Q".~ t1.t IP It.'CL.. ~.
 

MGT 7 Record copy of the following reports
 

I· *(w) MGT 7-5 - Administrator's annual reports
 

q.	 *(W) MGT 7-5 - Divisional annual reports 
..;

10	 *(W) MGT 7-7- state Conservationists' monthly reports 

MGT 8 - Reports of the following Service-conducted inspections
(described in Management Memorandum-8~~~~Cu 

~~.-I"~O·~ 
• M.\·~~	 ,It.	 *(S10) MGT 8-5 - Area Office and Area-wide - save record copy
 

*(w) MGT 8-5 Internal Audit - save a typical example
 I~.sample 

11. *(w) MGT 8-5 - Program Inspection 

1'1. ~I.O MGT 8-5 - state Office and State-wide- ~.~ ~Jo.-~ Wu..~ii"p~ 
'-S. *(W) MGT 12 - Electronic and Automatic Data Processing program tapes 

and program documentation 

~ERS) 
~s...12 - Career Program - save important correspondence (if any) 

*(W) PERS 1~nt-Deye10pment - save important correspondence 
(if any) 

*(W) PERS 21 - Organization - save record copy,
obsolete of the following 

PERS 21-1- Authorizations 

-7-
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RECORDS GUIDE
 

MANAG!!.'MENT 

Definition: The records in this category cover the overall management activities 
of the Service. Included are overall records concerning authorizations, committees,
reports, meetings, travel, trips and itineraries, inspections, etc. Included are 
records pertaining to the State Conservationists and Administrator's narrative 
reports, Annual Meeting of State Conservationists, authorizations that are Service-
wide in character and inspections that are Service-wide in character. Included 
also are plans of operations, work organizations and productivity. 

* * * * * * * 
Filing: Set up a first position folder identified as follows: 

11ANAGEMENT (MGT) (0)	 Classify and file overall (0) ,or general records per-
taining to management in this folder. 

In addition to the above folder, most offices will need to use at least a few 
of the fo~lowing recurring and secondary SUbjects. For example, most offices 
will need a folder for travel (including trips and itineraries.) 

Recurring SUbjects: Following are recurring subjects that may be used as needed,
with the primary or with any secondary subject. 

Authorizations Include information concernihg overall authorizatLons. 
and Directives 1 Those pertaining to a specific activity are filed under 

the applicable primary, i.e. B&F, Personnel, Administra-
tive Services, etc. 

Committees and Include information concerning overall committees or 
Panels 2 organization of committees. Specific committees are 

filed under applicable primary. 

Meetings 3	 The general records cover the policies and procedu~es
pertaining to meetings, their development and use as 
a medium of program attainment, objectives desired and 
anticipated, the Services' obligations and responsibi-
lities in connection with meetings. 

The case files under this subject cover meetings of an 
overall nature or those that cover two or more actlvitie<" 
of the Service. File records pertainlnG a sp~c~'ic~0 

activity under the appllcable primary subject. 

Area 3-5	 In-Service me et i.ng.s of area and work unit. per-sonn cI 
within the area. Case files of area meet.Lngs , set Ut' 
by Toc ation , fiscal year, date, etc. as needed. The 
record copy of reports or minutes is located in the 
office in which the attendant or participant is 
headquartered. 

International 3-5	 Attendance and participation of SCS personnel at inter-
national and foreign meetings. Case files of inter-
national and foreign meetings. The record copy of re-
ports or minutes is located in the office in which 
the attendant or participant is headquartered. 

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

National 3-5 In-Service meetings of national scope, such as the •
State Conservationists' annual meetings. Case 
files of national meetings. The record copy of 
reports or minutes is located in the orrice responsible
for calling the meeting. 

Outside 3-5 Meetings called'by agency or organization or agency
other than SCS in which Service personnel participate 
or attend. Case files or outside meetings set up by 
name, location, alphabetically, etc. as needed. The 
record copy or reports or minutes is located in the 
ofrice in which the participant or attendant is 
headquartered. 

Regional 3-5 In-Service regional meetings, such as within states 
served by a Field Representative, etc. Case files 
of regional meetings, set up by date, location, 
etc. as needed. The record copy of reports or 
minutes is located in the office responsible for 
calling the meeting. 

State 3-5 In-Service state, state office or state-wide meetings
of SCS personnel called by the State office. Case 
files of state meetings set up by dates, location 
etc. as needed. Jhe record copy or reports or minutes 
is located in the state orrice calling the meeting. • 

Disposition (3 and 3-5) 

Throwaway case file records covering preparations 
,for a meeting after the meeting is held, but not 
later than 1 year after end of the fiscal year in 
which created. These records, which include Form 
SCS-72, Request for in-Service meeting, notice and 
purpose of meetings, proposed Clgenda, program, at-
tendance at meeting3, time and place of meeting and 
changes therein, etc. are of temporary value only. 

Retain )('cord copjcc. of reports or minutes 
if r(~).JurL~;or mitlut(,:;are prepared. 

of meetings 

Throwaway non-record copies of reports or minutes 
meetings when they cease to be of reference value,
usually 1 year after end of calendar year in which 
prepared. 

of 

ASH 7-1-64 (Notice 321) e, 
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• MANAGEMENT - Con.nued 2 

Opinions and' Overall opinions and decisions applicable to more 
Decisions 4 than one of the other primary subjects. 
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5 

Outside Relations 6 

Reports 7 

Administrator1s 7-5 

Divisional 7-5 

State 7-5 
Conservationist's 

Inspections and 
Reviews 8 

Area 8-5 

Departmental 8-5 
Reviews 

Internal 8-5 
Audit 

Problem 8-5 
Area 

(Code for case files) 

The records in this category cover reports for 
which there is no other applicable primary subject
or those that encompass two or more primary subjects.
Case file reports as needed. 

Case file of Administrator1s annual reports • 

Case file of divisional annual reports, portions of 
which are included in the Administrator's annual 
report. 

Case file of State Conservationistls Monthly
Narrative Reports. 

Disposition (7 and 7-5) 

Throwaway all copies, except the record copy" 3 
years after year in which report was made. 

Policy and procedure governing program inspections,
internal audits, program reviews, etc. File specific
functional inspections under the applicable primary
subject. 

General correspondence pertaining to area office and 
area-wide inspections. Case files of area office 
and area inspection reports and correspondence perti-
nent to follow up. Set up separate folder for each 
area office where needed. 

Case file of Depar~nental Review reports of V2r~0~5 

Soil Conservation Service activities and corresponaenci
pertinent to follow up. Identify by type of r-ev'i.ew, 

Case file of Internal Audit r'?ports, pr-ogrcs s reports
and correspondence pertinent to f0110l-'up. 

Case file of I'r-ob.l cm Area inspection r,'!" I +t.s and 
c or-r-eepondcncc pcr+.i.ncnt. to 1'011011 ur" 

ASH 7-1-6L (No~icr 321) 
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MANAGEMENT - Continued •Program 8-5 Case file of Program Inspection reports and corres-
Inspections pondence pertinent to follow up. 

Program 8-5 Case file of Program Review reports and correspondence
Review pertinent to follow up. 

State 8-5	 General correspondence pertaining to state office
 
and state-wide inspections. Set up case files as
 
needed.
 

Work Unit 8-5	 General correspondence pertaining to work unit 
~nspections. States and Areas should set up separate 
folders for each work unit and arrange alphabetically
by location or alphabetically back of area to which 
attached. 

Disposition (8 and 8-5) 

Note: The record c-opy of Service conducted inspections
is located in the office making the inspection. The 
record copy of reports of inspections made by personnel 
of other agencies is located in the office that is ,~.
inspected. 

Retain record copies of inspection reports, progress
reports and correspondence pertinent to follow up. •
Throwaway the oldest nonrecord or information copies
of inspection reports and correspondence pertinent to 
follow up when ~eports of the second subsequent in-
spection of a similar type are received. 

Secondary subjects: Following are approved secondary subjects that may be 
used as needed. 

II Overall business management activities. 

~1ectronic 12 Review, consolidation, coordination and clearances 
and Automatic of ADP activities. 
Data'''Pros-8ssing

•
ASH 7-1-64 (Notice 321) 
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• MAIIAGEMENT - Continued 4 

Management Improvement 13. 

P]ans of vperation 14	 Includes goals, work estimates and workload 
analysis. 

~~oductivity 15	 Includes activity indicators, accomplishment
analysis and cost analysis. 

Travel, trips and 
'Itineraries .. 16	 This secondary subject covers records per-

taining to travel, trips and itineraries. 
It may include records covering specific 
itineraries and planning of trips for 
personnel performing occasional or infrequent
travel. 

16-5	 Case files for personnel performing more or 
less regular travel. Includes requests
for assistance at site of operations,
arrangements and itineraries for trips,
adjusting dates and places to be visited, 
purpose of and reasons for travel, etc. 

Disposition (15 and 15-5) 

• Throwaway records within 1 year after enc 
of fiscal year in which created • 

Work Organization	 17 

(jeneral Disposition: Throwaway routine or general correspondence 1 year
after the close uf the fiscal year in which created. Retain record copy
of other material pending further clarification and instructions. Throw 
away duplicate records 3 years after close of the fiscal year in which 
cre(ji,ccJ. 

A:j)[ '(-] -(,4 (Notice 321) 
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Instructions 

Page 3 
I " 

Any "number"of (O)-'-f6ldersmaybe added as needed to take care of volume, by" v c , 

adding the commencing and "ending datee of the file periods on the labels. 
Material:-is filed-chronologically by date ,in (0) folders •

. '"' ,-;: 

The (0) folder material"for primary subjects may be case filed to meet ,operating
needs. For example, one type of operation may need the records about a certain 
primary subject kept together for one or more or a group of State~ Work Units,
Districts, Foreign Countries, etc. The code "0-5" would be appropriate for the 
folder label in such instances. 

Continuity filing may be practiced also in the (0) folder. This is the same 
as having a minor case file within the (0) folder. For example, related 
correspondence,- etc., or a request and reply are attached together with the 
most recent date on top. The top date will determine its place in the (0)
folder. ' ~-',~, 

Primary subjects are identified at least by their abbreviation on the label' 
of secondary, tertiary, and case file folders. The labels for secondary
and tertiary subjects are added in the center and right-hand position res-
pectively. 

g. Recurring subjects are those which may have application to any number of the -
primary and/or secondary subjects irrespective ,of whethe~ they are listed 
for either in the Records Guide. They are not used with tertiary subjects. t / They also may be used in some case files-EXAMPLE: RC&D Project File. 

Recurring Subject Code Number , Additional Explanation 

Authorizations and Dir~ctives 1	 (Drafts, clearances etc.,
of directives preparation.
Filing of SCS Numbered Memo~ -
randums, Advisories, etc., in 
operating offices which do 
not need complete sets filed 
in binders. Also Department,
CSC, GAO, GSA, etc~,
Directives. ) 

Committees and Panels 2 (Also Task Forces, ~oards,
etc.) - ,

" Meetings and Conferences 3	 (Include reports on'Meetings,
conferences, se~ars, -etc.) 

Opinions and Decisions 4	 (Solicitor, -Comptroller
Genera~, etc.) " 

Case Files 5 (Code for case files wherever 
the 5 appears.) 

ASH 800-5 6-15-71 
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RECOR.n'3GUIDE 

Instructions 

Page 4 . 
Recurring Subjects 

Outside Relations 

Reports 

Reviews and
 
Inspections
 

(Reserved for future
 
expansion)
 

The listed double, recurring
or both may be case filed. 

r"" 

Code Numbers Additional Explanations 

6	 (With other Federal agencies,
State agencies, industry, school~ 
professional organizations,
Unions, etc.) 

7	 (Statistical, comparative, legis-
lative, etc., reports. File re-
ports on meetings, inspections
etc. under those subjects.) 

8	 (Area, State, Washington, Depart-
mental, Civil Service, GAO, etc.,
also includes evaluation.) 

9&10 

subjects, may be used together or separately. Either 
For example: 

PE"'1.SPERS 
Authorizations - Directives -1- ~	 Directives -1-

ses	 scs 

state Supplements	 PERSPERS 
Authorizations ~ -1- APM- Employment Section 1-5 

ses scs (Record Copd-e1') 

Labels for recurring subjects are affixed in the first or center position de-
pending on whether they relate directl? to a primary or secondary subject. They
are arranged numerically behind the (0) folder(s).

V h. Case files may be. established as needed for primary, secondary, tertiary,
quaternary, and recurring subjects. The number "5" is added to the file 
cooe number to indicate a case file folder. Case file folders are labeled 
in e number of ways. For example, the primary, secondary and tertiary
subjects and code number may be on a third position label leaving the first 
and center positions for any other appropriate identification or explana-
tion. They may be maintained in different rooms,
general files. 

Quaternary subjects (fourth division) are handled 
Quaternary subjects, as well as case files, may be 
needed. 

cabinets, etc., from the 

the same as case files. 
added wherever they are 

ASH 800-5 6-15-71
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differen~nguages. It perates a clear-
inghouse for agricu rural _bibliog-
raphies and translatio s. 

Information contai d in the Li-
brary's collection is disseminated 
through loans, photoco ies, and refer-
ence services. Biblio phic data is 
stored in the CAIN t,atalOging-In-
dexing) System. Outp from this sys-
tem include two month publications: 
Bibliography of Agric lture and the 
National Agriculturalliibrary Catalog, 
both commercially PUb~\hed. 

These services and in ormation from 
the collection are avail ble to anyone, 
both in the United Sta s and abroad. 

Soil Conservation Service 

The Soil Conservation Service (SCS) 
was established under authority of the 
Soil Conservation Act of 1935 (49 
Stat. 163; 16 U.S.C. 590a-fJ . It has 
responsibility for developing a~d carry-
ing out a national soil and water con-
servation program in cooperation with 
landowners and operators and other 
land users and developers, with com-
munity planning agencies and regional 
resource groups, and with other agen-
cies of government-Federal, State, 
and local. The SCS also assists in agri-
cultural pollution control, environ-
mental improvement, and rural com-
munity development. 

The soil and water conservation pro-
gram is carried on through technical 
help to locally organized and operated 
conservation districts; local sponsors of 
watershed protection projects and re-
source conservation and development 
projects; and consultive assistance to 
other individuals and groups. More 
than 3,000 conservation districts cover 
almost 2 billion acres in all the States, 
Puerto Rico, and the Virgin Islands. 

CONSERVATION OPERATIONS 

SCS provides technical assistance 
through conservation districts to land-
owners and operators in carrying out 
locally-adapted soil and water con-
servation programs. 

Technical assistance is given to dis-

I 

- f
 
trict cooper.' and ~ther lando\\'ll. WATERSHW
 
ers in the development of conservation
 The Scn;ce
plans and application of conservation {or adminiElr 
treatment. Assistance to district co. jng of invesi 
operators (individuals and communi. proposed ~Zl,
ties) includes: providing a soil and response to re 
capability map and other resource jng local. o;g
data; providing information about - sponsors In :}, 
practical alternatives for treating and :. shed work p12
using the land; developing a plan for ~
 
installing the treatment measures and WATERSHED ;,
 

making the land use changes needed' OPERATIONS
 

and helping to apply parts of the pl;U; , The Service }
 
that require special skills or knowledge. ;- {or administr:
 

Soil surveys are made to determine .;. include coops

soil use potentials and conservation ~~. sors, State, ar
 
treatment needs, and publication of '-:~ in the instalia
 
soil surveys with interpretations use- . improvemer.t
 
ful to cooperators, other Federal agen- water, and sed
 
cies, and State and local organizations. develop, utiliz
 
One important basis for consen:ation plan and insta
 
planning is the National Cooperative . {or flood prev
 
Soil Survev for which the SCS has the velopment of 1
 

Federal part of the responsibility. The ,. the improvem
 
work is carried out in cooperation with . habitat; and i
 
State agricultural experiment stations tions to help fi
<_ 

and other State and Federal agencies. the cost of can 
Plant material centers are operated shed and £00 

to assemble, test, and encourage in. improvement. 
creased use of promising plant species Adrninistratior 
in conservation programs; and snow program. 
surveys in the Western States are made: 

GREATPLAI:-.s (to develop stream-flow forecasts. . 
The Service h.The Service carries on a National 
for adminisrrai Program .of Land Inventory and ~ 
signed to prozn Monitoring to provide soil, water, and 
stability in tD.,related resource data and resource use 
area. Activitiestrends essential for programing and 
conservation ::11planning at all governmental levels. 
vear contract:The data are used for conservation, use 
~nchers in c~sand development of land, guidance in 
10 Great PL:"rJachieving balanced rural-urban com-
services to h!C:::>munity growth, identification of prime 
ad justrnents ;.;.agriculture producing areas that 
IlJeasures ~;:.--c.should be protected, and in protecting 
plans in zoe"the quality of the environment. 
schedules, 

RIVER BASI1' SUR\'EYS A1'D 

INVESTIGATIONS AgriculturalThe Service administers a program 
which involves cooperation with other Economic R2-s 
Federal, State, and local agencies in 
order to aid in the development of The Econo:::i 
coordinated water resource programs. (ERS) condet 
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WATERSHED PL_ING 

The Service has general responsibility 
for administration of activities consist-
'n"" of investigations and surveys of 
I r~posed small watershed projects in 
~sponse to requests made by sponsor-
'n"" local organizations, and assisting 
~;nsors in the development of water-
shed work plans. 

\,'ATERSHED AND FLOOD PREVENTION 

OPERATIONS 

The Service has general responsibility 
for administration of activities which 
'nelude cooperation with local spon-
~ors, State, an? other public agencies 
in the installation of plannc? works of 
improvement to reduce erOSIOn, flood-
,,·ater, and sediment damage; conserve, 
de\·dop, utilize, and dispose of water; 
plan and install works of improvement 
for flood prevention including the de-
\-elopment of recreational faciliti~s a~d 
the improvement of fish and wildlife 
habitat; and loans to local organiza-
tions to help finance the local share of 
the cost of carrying out planned water-
shed and flood prevention works of 
improvement. The Fanners Home 
Administration administers the loan 

program· 

GRF.. ... T PLAINS CONSERVATION PROGRAM 

The Service has general responsibility 
for administration of the program de-
sil:ned to promote greater agricultural 
nability in the critical Great Plains 
area. Activities include cost-sharing of 
conservation practices under 3- to 10-
vear contracts with fanners and 
r.mr-he rs in designated counties of the 
I!l Great Plains~ States, and technicalv', ices to help make needed land use 
., 'lu,tTIJents and install conservation 

. ITt'S spccified in conservation 
.: 111 accordance with contract 

.vdules. 

-1~'6ricultural Economics 

Economic Research Service 

r:.c Economic Research Service 
. ) RS) conducts programs of research 

The Service has responsibility, 
under the the Food and 
Agriculture Act of 1 (76 Stat. 608; 
16 U.S.C. 1001 et seq. , for this pro-
gram to assist local . groups 
accelerate planning 
of land and water 
county areas. Projects 
measures as flood pre" 
ing water resources 
wildlife, agricultural, or m-
dustrial use; conserva planning and 
establishment on individual land units; 
improving recreation facilities, includ-
ing historical and scenic attractions; 
encouraging new industries to locate in 
the area and to process products of the 
area; improving markets for crop and 
livestock products; upgrading and pro-
tecting the quality of the environment; 
and long-range planning to coordinate 
public efforts in the area. 

Activities include investigations and 
surveys to help develop programs and 
plans of land conservation and utiliza-
tion, technical services and financial as-
sistance to sponsors, local groups, and 
individuals, and making loans for re-
source improvements \ and develop-
ments in approved projects. 

OTHER PROGRAMS 

SCS gives technical help to the Fann-
ers Home Administration in making 
soil and water conservation loans to 
landowners and operators. SCS also 
assists landowners and operators in 
developing recreation areas and facili-
ties on private Jand. 
For further lnforrnat.on, contact the lnforrna-
tion Division, S3,i Conservation Service, De-
partrnent of Agriculture. Washington, D.C. 
20250. Phone,202-447-4543. 

in agricultural economics and market-
ing, both domestic and in foreign com-
merce, and coordinates the Depart-
ment's programs of foreign assistance 
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