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REQUEST fO~_UTHORl'iY r-_~- i,E~mLAHI(
===I 
TO DIS?OSE Vi r-;:CORD5 t_~~~~~"'1D;.~!.~-IJoe~o I(See Instructions Of! 1<. 1'<'/'\(') 

. lD_.AT~_A_~PRO-VtD---;c:11 36_ - '4 5. - '4 _I
TO: GENER.AL SERVICES ADM1NISTRA'riOt,!, ~ 

NATIONAL A~(HiV[S AND RlCOfH)S SERVICe WASHINGTOH, D.C. 2u40a 
l,-F-ROM '-,A-GENe';c~ EST~BL-'S-H!;ENT') -~-~ --~.- - .---~-- NOTIFICATION TO AGENCY - ')--.1 
~. ~~'§_~_J?5'.£.a(tment Agricultcr.E:'"of In accordance with the provisions of 44 U,S.C. 
2. MAJOR SUBOIVISION I 3303a the disposal request, including arnend- I 
____.b-Ex:lcuJ,tJJr.aJ_:t1..q.:ds.~~in::L_~t::....r.vj,,;:~~_ ~ ments, is approved except for items that may
 
3, M!NOR SUBDiVISION ~ be stamped "disposal not approved" or
"withdrawn" in colunm 10. 

___ J:Qultt"y__ -rr-Di.vision a., ~Grg,dJng__Jl-r:i~LTl.ch,--
4. NAME OF PERSON WITH WHOM TO COt~HR 5~TEl~ '1,--~<iJ;"--:d:7:::'..5:;-'L..,<f1~~~::?E~~&£:"~~~ 
.__~WilliC!.lILJ;_. . L~]_=l.9.~-\, Date_.H.clJJ£?cr,:,,__ 
6. CERTIFICATE OF AGENCY REPRESENTA:-IVt: I 

I hereby certify thct I am outhor iz e d to ad for this agency in matter> pertaining to the drsucs ol of the agency's records; thot tho, records described on 
tl,is Request of 4- pag"r,) ore not now nec.:!ed for the business of th agency or will not be needed after the retention periods spec.fled. 

13 JUN 1975 /U.;/. .~,,~ Head, Records Management Staff 
--~- .----~ 

(Dare) (S,gllarure of Agency Rcpre senrarive ) (Title) 

-----------r-----------------------------------------------------------------~--~----------~----------~9. I7. 8, DESCRIPTION OF ITEM 10,
SAMPLE OR

ITEM NO, ('With Inclusive Dares or Rcrenrion Periods) 1ACHO"I TAr.ZN JOB NO, _._-----+-----------------_._----------_ . 

.ecords created or accumulated by the Grading B~anch, Poul-1
 
try Division, documenting activities carried out under the
 
terms of the Agricultural Marketing Act of 19~6, a~ amende~
 

nd the Egg Produ:ts Inspection Act of 1970.
 
fhis Branch develops, formulates, directs, aLd coordinates I
 
policies, programs, and p roce dur es for permissive grading
 1 

~f poultry and poultry products, shell eggs and egg product~,
 
bomestic rabbits, surveillance inspection of shell egg
 II 

~ackers and hatcheries, and mandatory egg products inspec-
~ion. It also formulates and develops coop era t Lve agree-
rents and conLracL tenns. 

~hiS schedule also covers records created and accumulated 
~s a result of future acts placing responsibility upon the 
Poultry Division for planning and admin~stering such acts,
trovided the programs are of the same scope, and records 
l'reated are similar to those described in this schedule. 

~his schedule covers official r'ecotd copies of the Poultry

~ivision, Grading Branch. Varjous 12~gths of retention
 
~Jeriods a re administratively de term lue d for Oth2Y copies I
 
~ilhln the Division. In no event will the other copies be
 
~etained for a longer period than the record copy. I
 
! I
;rlJ:i S sche dul e sup crsedes the f o Ll.owi.ug schedul es wh i ch I
 
~lave been app rove c by the' Ar cb Lv i s t of the United States as
 
~ndj cated: NN-169-7'j, approved on June 15, 1970 ;NN-I72-l90,1
 
1,1T}fl~o'Y""': on T1'l":' 9, 'IQ7?; '1,'1 thf' "~~2nr1r,""nt r c '1'1>-1.72-190, 

:~.~:- .----.. ---------- ~---q------~.
STANl::,",ro to?:" 1 \ S 
R('ViSI.'d j ulv ~'}()1
 

Presti tbcd c.'. C'C'IIt.'l-.d ";C;V'I,.-t ~
 

AJmini"t;.!:, ...... 
FP~q~ 1.11 "f~' I tlq-1 ~ Ii 

I! '-104 

http:Ll.owi.ug
http:Grg,dJng__Jl-r:i~LTl.ch
http:GENER.AL
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l' , ,-Ornrral ~cr\irl'~AdHlinis!ration tit Or) ",0. -'------ P:.~ge-2--'l'l,r NationuJ Archives 

REQUEST FOR AUTHORITY 'ro DISPOSE OF I<ECORDS-Coniil1.uunon Shc!:lt 

9.7. 0. f:,ESCRlPTION OF ITCM	 10. 
SAMPLE ORITEM NO. (WITH INCU;SIVE D.\T".s OR HErE/.rteN P£RIO:;<5)	 ACTION TAKENJOB NO. ! 

i1 General Correspondence not needed to support or document
 
records described elsewhere in this schedu10. (Note:
Icorrespondence needed to support or document other records
 
should be retained for t.he same length of time as the
 
records it pertains to.)
 

DESTROY three years after the end of the fiscal year in
 
vrhich the correspondence Has sent or received.
 

2	 National Office records needed to adequately document the NN-169-17
 
Poultry Grading Program, incluJing (a) record copies of Item 1
 
summaries of operating statements, (b) record copies of
 
su~maries of reports of volume of products graded, (c)
 
program correspondence essential to document the formula-
tion of policies, programs, and procedures, and (d) Item 2
 
historical copies of Graders Handbooks and Division In-
struccions relating to the Grading program.
 

3	 Operating statements and reports of volume of product

handled and graded (excluding summories, see Item 2, Item 4
 
those vo Lurra reports us ed to detennine administrative fees
 
for voluntary gradings, see Item 5, and automated volume
 
reports, see Item 4),
 
DESTROY three years after the end of the fiscal year in
 
which the record was comp Le.t ed .
 

4	 Automated reports showjng volume of eggs broken and dried
 
under Federal Inspection.
 

DESTROY four years after the end of the fiscal year in
 
wh Lch the report was compiled,
 

5	 Billing and collection documents maintained by the Poultry

Division, Grading Br~nch, including: (a) copies of Gradin Item 24
 
Certificates and wor~shcets used to d2t~rmine plant

billings, (b) volume repoTts used t.o cietermlne administra-
tive charges, (c) statements of charbcs, (d) PY Grading

Branch copies of consolidated lists of charges submitted
 
to the Financial Services Division. and (e) records per- Item 29
 
ta in Lng to r eImbur semen c for s erv Lccs conducted by cooper-
ating agency employees. (These C1re GAO Site Audit Reccrclsor
 

!TWS1'fWY six ve ors and tb r-e= rron t h s after thL~ end of the I
 
,
 

.------~--I- ---_._-----------_._,,-- -
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REQUEST FOR AUTHORI'':'Y TO DISPOSE OF RECORDS--Continuanon Sheet 

9.7. e. OL"r;;{IPTlON, OF lTE',\	 10. 
SAMPLE OR 

ITEM NO. (WITH INCLUSIV[ DATLS OR RETWTIOH PERIODS)	 ACTION TAKENJOB NO. 

6	 Copies of grading ce rt i f i ca tes , memorandum wo.rksheets
 
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 \<Jerecreated. 

7	 Records pertaining to delinquent accounts for grading NN-169-75
 
services, or to active claims for or against the Item 25
 
Government. (These are GAO Site Audit Records.)
 

DESTROY six years and three months after the end of the 
fiscal	 year in wh'i.ch collected and/or settled. 

8	 Records maintained in Grading Plant folders at the
 
National and/or Regional offices consisting of Application Items 11
 
for Service and Control Sheets, Applications for Off- 12 and 3]
 
Premises Freezing of Eggs and Egg Products, Work Schedule
 
Requests, Plant Surveys, Hater Potability Certifi.cates,

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, DESTROY copies of records
 
used to check water potabi.lity when superseded.
 

9	 Plant blueprints prepared in connection with plant appli-
cations for resident inspection services. Item 13
 

DESTROY one year after the close of the fisca: year in 
which	 the grading service i.s terminated. 

10	 Records used to check internal operations of processing

plants, grade interpretat::ons, causes of undergrade pro-
ducts, and sanitation.
 

',A. Narrative reports on ':acilities aud operations changes
~iCh are needed in official egg products pl~nts to con-
inue comp Li.ancc wi.th DSD,\ standards, Lnc l.ud ing concurrencfj! 

~y USD~ Inspectors and plant management on proposedIcompletion dates. 

lr~;'('.~POY t h r- v c ars _.:.,' c!~..: enJ _:l~ [Lc';,",) ',,_',,1' inCo 

i 
I	 _____ L _ ______ .• __ ._1._. -_._------
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REQUEST FOR AUTHORITY TO DISPOSE or RECORDS-·ConHnuation Sheet 

I	 9 10.7.	 8. Dc~.cRIPTION OF ITEM SAMp LE OR 
ITL"" so	 (WITH INCLUSIVE D~lES OR RETENTION PERIODS) JOB NO ACTION TAKEN 

~:~----------------------------------------------------------------------------'--I------------
10 (con.)lB. Daily Report of Plant Operation (Egg Products) and NN-I72-19(

Report of Egg Drying Operations. Item I 

DESTROY one year after the close of the fiscal year in
 
whLch the record Has created or completed.
 

C. Reports of shell egg regulatory inspections.	 NC-174-l3 

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 res i- ~-169-75 
dent plClnts. 

A. Audit reports, review checklists, field 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 Lrrs pector General or the General 
~ccounting Office. 

~ESTROY after ten years or after two subsequent reports

rave been made, Fhichever is loter,
 

12	 ~egistration of shell egg handlers, related documents, and NC-174-13;

~ecord of registrations.
 

\. Individual registrations and related doc~ments. 

~hich iirm Is dere~iq[~red.
I	 ---------'-- --------_ .. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

9.7.	 8. Dt:XR!P ,-'ON OF ITEM 10. 
SAMPLE ORITEM NO. (WITH I"eLUSIVE DATES <)!'( RF.TWTION PERIODS)	 ACTION TAKENJOB NO. 

12 (con.)	 B. Cumulative record of registrants-

13	 Records used to des~gnate employees of poultry plants as NN-169-75
 
liaison with Government graders. Item 28
 

DESTROY one year after end of the fiscal year in wh Lch
 
designation is wf.t hdr awn , superseded, or canceled.
 

14	 Records pertaining to PY Grading Branch Graders. 

A. Orientation checklists for new graders, case files for Items 19 ' 
grader licenses and record of license cards issued. and 17 

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

B. Records used to check grader's performance.	 Item 18. 
DESTROY three years after close of fiscal year in wh Lch I

I 

I 
record was created. 

C. Accountability records for equipment issued to graders.Item 20 

DESTROY one year after equipment is re~urned, rcplaced or 
otherwise accounted for. 

15	 Case file material for both fully and temporarily approved Item 14 
labels for shell eggs ane egg products. 

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

16 Records used to approve requests for commercial quality
specification factors required hy Government institutions 
or chninstores wh i ch are above the mf.n Lmuin USDA standards. 

DESTROY when superseded or obsolete. 

17	 Purchasing specifications of Government agencies or in- Item 26 
stitutions. 

DESTROY when obsolete or superseded. 
[ 

,X,~lC'()(d"':'r ll":iVj r o r 1 \1"'",' ~ l .. (~~, ,:ur:.[ ..... ,1t,; in; I or:.} d~·{,·-.' (1 l,
 

IcrijJtio,l, by whom used, quau t Lt y received or sh i pp cd ,
 
Ibalance on hand, etc.
 ______ J _______	 1 ~~ __ --

Fo1U' copies, inchtdi"C" t'!o!.igiu.:d,tC') be c'Uhmilt~d to the National Archives 
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7. 
iTEM NO. 

18 (con.) 

19 

20 

21 

22 

23 

REQUEST FOR AUTHORI'ry TO DISPOSE OF RF.:CORDS-ConHnuation Sheet 

9.U D"!,,cRIPTION OF ITEM	 10. 
SAMPLE or:(WITH INCLUSlvr DATES OR RHENTION PERiODS)	 ACTIOli TAKENJOB NO. 

DESTROY one year after the/fiscal year in which all
 
entries have been completed.
 

Records used to monitor consignment receipt, use a;ld dis- NN-169-75
 
position of serially numbered forms. Item 8
 

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

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

DES TORY one year after the close of the the fiscal year in
 
""hich the agreement is terminated.
 

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

DESTROY three years after the end of the fiscal year in
 
wh Lch completed.
 

Records used to show clearance by USDA for importation of
 
egg products and shell eggs.
 

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

Records pertaining to violations or alleged violations of
 
the Egg Product Inspection Act, the Agricultural 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 ""hieh are not in-
cluded in specific Violation Case ~iles, such as reports

onCerning	 specific cases, notices of detention, notices
 
f termination of detention, and other related documents,

f needed, such as detained tags and shipper's or receiv-~ r'S statements. 

lESTROY t"o years after the end of the fiscal yoar in "hiCJ 
reated.	 I 

~:. Re~ords d~~c;jb",d i~ Sec:i~n 24A. above, "hich are com~ 
l' ll(;\~ i n r o :, v roLu t i o-. ('': .{~ ~~J('. 

;)I~SrROY thrce y~ars af t or the e110 o f j'!lefiscal year in I 
}hich the Viola.tion Case File _\v8s .....::~>:~pil..£~_. ~---_ ..L 

I

. 
r"ur COP~CSI i':lcludlau oriuinal, ta he ~uh1"ldtte-d to tile' l":auonal ArcltiveB 
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of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS--Continuo.tion Sheet 

9.7. 8. DESCIIWTION OF ITEM 10. 
SAMPLE OR 

ITEM NO. (WITH INCLUSI\ [ iJA 1:::S OR RETEN110N PERIODS) ACTION TAKENJOB NO. 

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

DESTROY 10 
completed. 

years after the end of the fiscal year in which 

D. Records listing detentions of product by region. 

DESTROY two years
which completed. 

after the end of the fiscal year in 

24 Records 
taining
grading 

documenting special projects and experiments per-
to processing, storage, packaging, testing, and 
of assigned connnodities. 

___ .__ l-- . 
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