REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK (NARA use only)

(See Instructions on reverse)

JOB NUMBER

N/ -L58-0§8 70

TO. NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

IDATE RECEIVED /

/o0&

1 FROM (Agency or establishment)

United States Department of Agriculture

NOTIFICATION TO AGENCY

2 MAIJOR SUBDIVISION
Risk Management Agency (RMA)

3. MINOR SUBDIVISION

4 NAME OF PERSON WITH WHOM TO CONFER
Ern Tecce or Debbie Lackey

5. TELEPHONE
816 926-7394

IDATE

- o

%&V:l THE UNITED STATES

6. AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agency 1n the matters pertaining to the disposition of 1ts records and that the

records proposed for disposal attached 3 page(s) are not needed for the business of this agency or will not be needed after the
retention pertods specified, and that wntten concurrence from the General Accounting Office, under the provisions of Title 8 of the
GAO Manuel for Guidance of Federal Agencies,

stabtlity of America's agricultural producers RMA operates and manages the FCIC in
accordance with the Act

This schedule supersedes N1-258-03-02
Thus schedule 1s applicable to all records regardless of medium.

This 1tem covers program handbooks and associated background matenals created or
accumnulated n the course of admipistering the FCIC crop insurance program

Program Specific Handbooks (excluding Miscellaneous Handbooks)

Records include Program Administration, Underwriting, RMA Assigned Numbers,
Privately Developed, Program Evaluation, and Loss Adjustment Handbooks

| DISPOSITION:

744,(1)31’& Cutoff at the end of the calendar year. Transfer to NARA in 3-year blocks when

newest is 3 years old. Beryrrom.

[[] 1snot required, 1s attached; or E has been requested.
DATE SIGNATURE OF AGEN REPRESENTATIVE TITLE
Rodger M Matthews Agency Records Coordmator
5 )2 Joy ¢
1]
7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRSOR 10. ACTION
ITEM SUPERSEDED TAKEN
NO. JOB CITATION (NARA USE
ONLY)

Risk Management Agency (RMA) was established by the Federal Agriculture

Improvement and Reform Act of 1996 Prior to 1996, crop insurance programs were

admimistered by the Federal Crop Insurance Corporation (FCIC)

The role of RMA 1s to help producers manage their business risk through effective,

market based risk management solutions and to preserve and strengthen the economic N1-258-03-02

115-109

NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV 3-91)

Prescribed by NARA
36 CFR 1228
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REQUEST FOR RECORDS DISPOSITION AUTHORITY-CONTINUATION

JOB NUMBER

PAGE
2 OF 3
7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR 10. ACTION TAKEN
ITEM SUPERSEDED (NARA USE ONLY
NO. JOB CITATION
2 Miscellaneous Handbooks
Records include Miscellaneous Handbooks dealing with administrative 1ssues
including 4RM and Train the Trainer
DISPOSITION:
Cutoff at the end of the calendar year. Transfer to Federal Records Center 3 N1-258-03-02
years after cutoff. Destroy 5 years after cutoff.
3 4 mdministration Handbook Background
Records include background documentation accumulated during the creation of the
Program Adminmistration Handbooks
DISPOSITION:
Cutoff at the end of the calendar year. Transfer to the Federal Records Center 5
years after cutoff. Destroy 10 years after cutoff.
4 Underwriting and RMA Assigned Numbers Handbook Background
Records include background documentation accumulated during the creation of
Underwriting and RMA Assigned Numbers Handbooks
DISPOSITION:
Cutoff at the end of the calendar year. Transfer to Federal Records Center 3
years after cutoff. Destroy 7 years after cutoff.
5 Privately Developed, Program Evaluation and Loss Adjustment Handbook
Background
Records include background documentation accumulated during the creation of
Privately Developed, Program Evaluation and Loss Adjustment Handbooks
DISPOSITION:
Cutoff at the end of the calendar year. Transfer to Federal Records Center 3
years after cutoff. Destroy 5 years after cutoff.
6 Miscellaneous Handbook Background
Records include background documentation accumulated during the creation of
Miscellaneous Handbooks
DISPOSITION:
Cutoff at the end of the calendar year. Transfer to Federal Records Center 3
years after cutoff. Destroy 5 years after cutoff.
7 Managers Bulletins
Numbered memoranda issued by RMA’s Administrators office  The bulletins are
numbered sequentially by year
‘ .
a. Office of Record: *%utoff at the end of the calendar year. Transfer to
NARA 10 years after cutoff. Permament
b.  All other offices: Cutoff at the end of the calendar year. Destroy 7
years after cutoff.
115-205 Two copies, including onginal, to be submuitted STANDARD FORM 115-A (REV 3-91)

To the National Archives and Records Administration
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30F3
7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR 10 ACTION TAKEN
ITEM SUPERSEDED ( NARA USE ONLY
NO. JOB CITATION
8 Information Bulletins
Numbered memoranda 1ssued by RMA offices
a. Office of Record:, Cutoff at the end of the calendar year. Transfer to
NARA 10 years after cutoff. Permamwent
N1-258-03-02
b.  All other offices: Cutoff at the end of the calendar year. Destroy 7
years after cutoff.
s
General Handbook documentation
9
General documentation that does not apply to a specific handbook
DISPOSITION:
Cutoff at the end of the calendar year. Destroy 3 years after cutoff.
115-206 Two copies, mcluding onginal, to be submatted STANDARD FORM 115-A (REV 3-91)

To the National Archives and Records Administration

Prescribed by NARA




National Archives and Records
Administration

CENTRAL PLAINS REGION
2312 EAST BANNISTER ROAD
KANSAS CITY, MISSOURI 64131-3011

www nara gov/regional

Date: November 21, 2008
Appraiser: Robin Riat, NREM
Agency: Risk Management Agency
Subject: N1-258-08-10
INTRODUCTION

Schedule Overview
RMA Handbooks, Bulletins, and Background Documentation

Administrative History

The Risk Management Agency (RMA), part of the U S. Department of Agriculture, was
established in 1996 by the Federal Agriculture Improvement and Reform Act. RMA
provides crop insurance to American agricultural producers via the Federal Crop
Insurance Corporation (FCIC, established 1938), which it operates and manages. While
private-sector companies sell and service crop insurance policies, RMA develops and
approves the premium rates, administers premium and expense subsidies, approves and
supports insurance products, and reinsures the companies. RMA also sponsors
educational and outreach programs on risk management.

Additional Background Information

RMA has three primary divisions. Insurance Services oversees program delivery,
managing the contracts with the companies that sell and service policies. Product
Management oversees crop insurance product development. Risk Compliance monitors
producer and insurance company compliance with the program. RMA insures
approximately 100 different crops, ranging from almonds to fruit trees to wheat. More
background information may be found on RMA’s Web site at http://www.rma.usda.gov

Overall Recommendation
[ recommend approval of the attached schedule with the minor correction to the title of
item 3 as noted below.


http://www.nna.usda.gov

APPRAISAL

Note: This schedule states that it supersedes N1-258-03-02, a previously approved
schedule describing “Directives.” Upon review of their agency schedules and records,
the current RMA Records Management staff determined that the generic “Directives”
schedule which was written specifically for the agency crop insurance manuals,
handbooks, and bulletins which outline agency policy and practice should be re-written
and restructured to better reflect the nature, content, and use of the records.

Item 1: Program Specific Handbooks (excluding Miscellaneous Handbooks)
These handbooks outline RMA policy and practice for insurance programs. These
handbooks contain the rules and procedures that govern how RMA and insurance
companies implement the Federal crop insurance program.

Proposed Disposition: Permanent
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Documents significant actions of Federal officials
The records covered by this item document the significant policies and structure
of RMA, the FCIC, and the Federal crop insurance program.

Adequacy of Proposed Transfer Instructions for permanent records- Appropriate.

Additional notes:

The record copy of these files is currently located in Kansas City, MO. The record copy
is currently maintained in paper, with an estimated five cubic feet produced each year. It
is likely that future handbooks will be scanned saved/printed to PDF and retained in the
agency’s records management system in electronic form

Media Neutrality:  Approved

The records addressed by this schedule item are currently maintained in paper format, but
future records in this category may be scanned to PDF or printed to PDF. RMA is aware
of NARA’s transfer guidance for permanent records in PDF and for scanned textual
records.



Item 2: Miscellaneous Handbooks
The records covered by this item relate to routine, non-regulatory, internal administrative
matters.

Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Records have little or no research value.
e Records do not document significant actions of Federal officials.

Adequacy of Proposed Retention Period(s) for temporary records: Appropriate.
Media Neutrality.  Approved
Item 3: Program Administration Handbook Background

Per discussion on 11/13/08 with RMA, the title for this item should read Program
Administration Handbook Background.

This is background material used in the development of the Program Administration
Handbooks described in Item 1.

Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Has little or no research value.
e Captured elsewhere 1n permanent records (see item 1 of this schedule)

Adequacy of Proposed Retention Period(s) for temporary records:
Appropriate.

Media Neutrality: Approved



Item 4: Underwriting and RMA Assigned Numbers Handbook Background
This is background material used in the development of the Underwriting Handbooks and
Assigned Numbers Handbooks described in item 1 of this schedule.

Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Has little or no research value.
e Captured elsewhere in permanent records (see item | of this schedule)

Adequacy of Proposed Retention Period(s) for temporary records: Appropriate.

Media Neutrality: Approved

Item 5: Privately Developed, Program Evaluation and Loss Adjustment Handbook
Background

Thus is background material used in the development of the three named types of
handbooks. The handbooks themselves are scheduled under item 1 of this schedule.

Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Has little or no research value.
e Captured elsewhere in permanent records (see item 1 of this schedule)

Adequacy of Proposed Retention Period(s) for temporary records: Appropriate.
Media Neutrality = Approved

Item 6: Miscellaneous Handbook Background

This is background material used in the development of other miscellaneous (non-

program) administrative handbooks. The handbooks themselves are scheduled under
item 2 of this schedule.

Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Has little or no research value.
e Captured elsewhere in permanent records (see item 1 of this schedule)

Adequacy of Proposed Retention Period(s) for temporary records:
Appropriate.

Media Neutrality: Approved



Item 7: Managers Bulletins

These are internal RMA administrative policies and procedures issued by the Office of
the Administrator related to the administration and management of RMA departments
and activities

Item 7a: Office of Record copy
Proposed Disposition: Permanent
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Documents significant actions of Federal officials

Adequacy of Proposed Transfer Instructions for permanent records: Appropriate.

Additional Notes:
The record copy of these files is currently located in Washington, DC. Volume produced
is less than one cubic foot per year.

Media Neutrality. Approved

The records addressed by this schedule item are currently maintained in paper format, but
future records in this category may be scanned to PDF or saved/printed to PDF. RMA is
aware of NARA’s transfer guidance for permanent records in PDF and for scanned
textual records.

Item 7b: All other offices
Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
¢ Has little or no research value.
e Captured elsewhere in permanent records (see item 7a of this schedule)

Adequacy of Proposed Retention Period(s) for temporary records: Appropriate.

Media Neutrality:  Approved



Item 8: Information Bulletins
These are internal RMA administrative policies and procedures issued at the Deputy and
Division Director level.

Item 8a: Office of Record copy
Proposed Disposition Permanent
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:
e Documents significant actions of Federal officials

Adequacy of Proposed Transfer Instructions for permanent records-
Appropriate.

Additional notes:

The record copies of these files are currently located in Division offices in Kansas City,
MO and Washington, DC Volume produced is less than one cubic foot per year
(approximately one three-ring binder per year).

Media Neutrality: Approved

The records addressed by this schedule item are currently maintained in paper format, but
future records in this category may be scanned to PDF or printed to PDF. RMA 1s aware
of NARA's transfer guidance for permanent records in PDF and for scanned textual
records.

Item 8b: All other offices
Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification’
e Has little or no research value.
e Captured elsewhere in permanent records (see item 8a of this schedule)

Adequacy of Proposed Retention Period(s) for temporary records:
Appropriate.

Media Neutrality: Approved



Item 9: General Handbook documentation
This 1tem applies to general, miscellaneous correspondence and other handbook-related
supporting documentation that does not pertain to other items described in this schedule.

Proposed Disposition: Temporary
Appropriateness of Proposed Disposition: Appropriate
Appraisal Justification:

e Does not document significant actions of Federal officials

Adequacy of Proposed Retention Period(s) for temporary records:
Appropriate

Media Neutrality:  Approved

Appraiser
- T =

Robin Riat, CRM
Senior Records Analyst
National Archives and Records Administration — Central Plains Region



