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LEAVE BLANK
DATE R=Covv FD JO8 NO

JUN 19 1975
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1. FROM [AGENCY CR ESTABLISHIAENT)
__U.S. Department of Agriculture

NOTIFICATION TO AGENCY b

. KAJOR SUBDIVISION

In accordance with the provisions of 44 U.S.C.
3303a the disposal request, including amend-
ments, is approved except for items that may l

__"ggxlgg} ural_Marketing Service
3. MINOR SUBDiVISION

Poultry Division, Grading Branch

be stamped ''disposal not approved" or
"withdrawn'" in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5.

. _William C._Rauser

TEL. EXT.
447-7965

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

|
kY

| hereby certify that | am authorized to act for this agency in maters pertaining to the disnosal of the agency's records; that the records described on
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.

1 3 JUN 1975 WW% /é #M Head, Records Management Staff

(Date) (S:gnature of Agency Representative) (Title)
7. 8. DESCRIPTION OF ITEM SAN:I:E OR 10.
ITEM NO. {With Inclusive Dates or Retention Periods) JO|B NO ACTIONM TAKIN
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ITEM- NO.

£. DESCRIPTION OF ITCH 9

{WITH INCLUSIVE DATES OR RETEMFICN PERICDS) SﬂrggLEO(? R

10.
ACTION TAKEN

General Correspondence nct needed to support or document
records described elsewhere in this schedule. (Note:
correspondence needed to support or document other records
should be retained for the same length of time as the
records it pertains to.)

DESTROY three years after the end of the fiscal year in
vhich the correspondence was sent or received.

Poultry Grading Program, including (a) record copies of
summaries of operating statements, (b) record copies of
summaries of veports of volume of products graded, (c)
program correspondence ecssential to document the formula-
tion of policies, programs, and procedures, and {(d)
historical copies of Graders Handbooks and Division In-
struc:cions relating to the Grading program.

Item 1

Item 2

[FETaE PERMANENT, (fﬁm‘t Watowod Grabusta W nar %%',‘7 'S

Operating statements and reports of volume of product
handled and graded (excluding summaries, see Item 2,
those volumereports uzed to deternine administrative fees

for voluntary gradings, see Item 5, and automated volume
repcrts, see Item 4).

Item 4

DESTROY three years after the end of the fiscal year in
which the rccord was coupleted.

Automated reports showing volume of eggs broken and dried
under Federal Inspection. -

DESTROY four years after the end of the fiscal year in
which the report was compiled.

Billing and collection decuments maintained by the Poultry
bivision, Grading Brench, including:
Certificates and worssheets used to determine plant
billings, (b) volume reports used to determine administra-
tive charges, (c) statements of charges, (d) PY Grading
Branch copies of consolidated lists of charges submitted
to the Financial Services Division. and {(e) records per-
taining to reimbursement for services conducted by ccoper-
ating agency employees. (These arce GAO Site Audit Records.}

Item 29

IPDFSTROY six vears and three ponths after the end of the

!
i
1

. - i +
~toad g Lot RN VI SO S Il e

National Office records needed to adequately document the Inyn-169-17]

(a) copies of Grading Item 24

T'onr copies, ivcluding etiginel, 11 Do submitted to the Naticaal Archives

1= 6Ja251 [
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7.
ITEM NO.

€. DUCTRIPTION, OF ITEM
(WITH INCLUSIVE DATES OR RETEHWTION PERIOLS)

9

SAMPLE OR
308 NO.

10.

ACTION TAKEN

6

10

Copies of grading certificates, memorandum worksheets
which constitute the basis for certificates, and support-
ing correspondence or other documents which are maintained
at the plant facilities.

DESTROY three years after the end of the fiscal year in
which the documents were created.

Records pertaining to delinquent'accounts for grading
services, or to active claims for or against the
Government. (These are GAC Site Audit Records.)

DESTROY six years and three months after the end of the
fiscal year in which collccted and/or settled.

Records maintained in Grading Plant folders at the

for Service snd Control Sheets, Applications for Off-
Premises Freezing of Eggs and Egg Producis, Work Schedule
Requests, Plant Surveys, Water Potability Certificates,
and Notices of Termination of Service.

A, DESTROY all records maintained in the folder at the
time of termination one year after the end of the fiscal
year in which service is terminated.

B. While service continues, DESTRCY copies of records
used to check water potability when superseded.

Plant blueprints prepared in connection with plant appli-
cations for resident inspection services.

DESTROY one yecar after the close of the fiscal year in
which the grading service is terminated.

Records used to check intcrnal operations of processing
plants, grade interpretations, causes of undergrade pro-
ducts, and sanitation.

A. DNarrative reperfs onfacilities and operations changes
which are needed in official ege preducts plants to con-

by USDA Inspectors and plant management on proposed
completion dates.

7remrOY thee o vears Gl Lhe end o Jhir {iscay hoear in
olcw o preyposed.

tinue compliance with USDA standards, including concurrence

NN-169~75
Item 25

National and/or Regional offices consisting of Application$ Items 11
12 and 31

Item 13

»

Foar copies, including oginal, to be sulmnitted to the National Azchives

30~ Brdlu-1
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9
8. DESCRIPTION OF ITEM vr 10.
rrg;};o. (WITH INCLUSIVE DA1ES OR RETENTION PERIODS) s’“_,‘é?ﬁ& R ACTION TAKEN
10 (con.)i{B. Daily Report of Plant Operation (Egg Products) and NN-172-19
Report of Egg Drying Operations. Item 1
DESTROY one year aftef the close of the fiscal year in
which the record was created or completed.
C. Reports of shell egg regulatory inspections. NC-174-138
DESTROY paper records four years after the close of the
fiscal year in which they were created or completed, or
destroy after they are microfilmed.
DESTROY microfilm records four years after the close of
the fiscal year in which they are created.
D. Poultry Grading Record and Shell Egg Daily Candling
Record.
DESTROY six months after completed.
E. All others
DESTROY one year after completed.
11 Audits and reviews of PY Grading Branch offices and resi- NN-169-75
dent plants.
A. Audit reports, review checklists, fieid trip reports, |Item 5
and other related documents completed by PY Grading Branch
personnel.
DESTROY three years after the end of the fiscal year in
which the document was created and/or completed.
B. Division copies of audits of Poultry Grading Offices Item 6
made by the Office of the Inspcctor General or the General
Accounting Office.
DESTROY after ten years or after two subsequent reports
hiave been made, whichever is lster.
12 Registration of shell egg handlers, related documents, and | NC-174-138
record of registrations.
A. Individual registrations and related documents.
SEUENT B SR AN SR CAPE S O I Th S ST S 21
wilch Lirm Is deregiscered,
|

1

Four copies, inclpding uriginal, to be submitted io the Katicnal fKxchives

16—591528~1
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ITEM' NO.

8. DESCRIPION OF ITEM
(VITH INCLUSIVE DATES %% RETENTION PLRICDS)

k)

SAMPLE OR
JOB NO.

10.

ACTION TAKEN

12 (con.)

13

14

15

16

17

CRoecords

B. Cumulative record of registrants-
Qa?y'v e
mw‘:‘a w-l.w 1WFI'WM0)L M', ~3-713

Records used to designate employees of poultry plants as
liaison with Government graders.

DESTROY one year after end of the fiscal year in which
designation is withdrawn, superseded, or canceled.

Records pertaining to PY Grading Branch Graders.

A. Orientation checklists for new graders, case files for
grader licenses and record of license cards issued.

DESTROY one year after the end of the fiscal year in which
the license is terminated.
B.

Records used to check grader's performance.

DESTROY three years
record was created.

after cleose of fiscal year in which

C. Accountability records for equipment issued to graders

DESTROY one year after equipment is returnéd, rcplaced or
otherwise accounted for.

Case file material for both fully and temporarily approved
labels for shell eggs and egg products.

DESTROY one year after the close of the fiscal year in
which the label becomes cbsolete.

Records used to approve requests for commercial quality
specification factors required by Government institutions
or chainstores which are above the minimum USDA standards.

DESTROY when superseded or obsolete.

Purchasing specifications cf Government agencies or in-
stitutions.

DESTROY when obsolete or superseded.

- R i - N H
ged Lor forsr o ek oconeted, Chy i

cription, by whom used, quantity received or shipped,
balance on hand, etc. '

, i
tora (eoo— i

and

Item

Item

NN-169-75
Item 28

Items 19

17

Item 18

L Item 20

14

26

27

Four copies, including sriginal, to be gubmitted to the National Archives

15—89526-1
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8.
7. 8 DFSCRIPTION OF ITEM . 10. .
ITEM NO. (WITH INCLUSIVE DATES CR RETENTION PERIODS) sﬁ%?ﬁog“ ACTION TAKEN

18 (con) |{DESTROY one year after the,fiscal year in which all
entries have been completed.

19 Records used to monitor consignment receipt, use and dis- | NN-169-75
position of serially numbered forms. Item 8

DESTROY three years the end of the fiscal year in which
completed.

20 Poultry Division copy of cooperative agreements and related Item 21
material.,

DESTORY one year after the close of the the fiscal year in
which the agreement is terminated.

21 Results of laboratory tests for Salmonella bacteria in Item 32
liquid egg products.

DESTROY three years after the end of the fiscal year in
which completed. ‘ .

22 Records used to show clearance by USDA for JmporLatlon of
egg products and shell eggs,

DESTROY three years after the end of the fiscal year in
which prepared.

[+

23 Records pertaining to violations or alleged violations of
the Egg Product Inspection Act, the Agricuitural Marketing
Act of 1946, as amended, and related regulations which
relate to the responsibilities delegated to the Poultry
Division of the Agricultural Marketing Service.

A. Records pertaining to alleged violations, actual
violations, and detention of products which are not in-
cluded in specific Violation Case Files, such as reports
concerning specific cases, notices of detention, notices
of termination of detenticn, and other related documents,
if needed, such as detained tags and shipper's or receiv-
er's statements.

PESTROY two vears after the end of the fiscal year in which
created.

!. Records described in Section 24A, above, which are com-o
Ciled into o Vielatics Co ¢ Fiie,

DESTROY three years after the end of the fiscal vear in
! . . . . -
which the Violation Case File was compiled. |

Four copics, inclading eriginal, to he submitted to the Nalional Archives 16 - 514281 Gro
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7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSH € DATSS OR RETENTION PERIODS) SARPLEOR ACTION TAKEN

23 (con.)C. Records listing violations and alleged violations,
actions taken in each case, and records showing violation
records of specific plants.

DESTROY 10 years after the end of the fiscal year in which
completed.

D. Records listing deteutions of product by region.

DESTROY two years after the end of the fiscal year in
which completed.

24 Records documenting special projects and experiments per-—
taining to processing, storage, packaging, testing, and
grading of assigned commodities.

B, Pl
Pstmm;rsur YA 0 Crnefostns wibtns mte

0 el o
m“*“a‘“’g% Mﬁﬂmvm%f

B,

Foux copius, inclading original, to be sulraitied fv the Nalional Archives 16--5942%-1 Gan


http:or111.No



