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" REQUEST AUTHORITY , ”"

LEAVE BLANK
TQ DISPOSE OF RECORDS DATE RECEIVED 1 soB NO
(See Instructions on Rerverse) ' ) DEC 1 ] 1978
TO: GENERAL SERVICES ADMINISTRATION, NC1 55-77 ~1

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
U. S. Department of Agriculture

2. MAJOR SUBDIVISION
Agricultural Economics

3. MINOR SUBDIVISION
Statistical Reporting Service

In accordance with the provisions of 44 U S C. 3303a the dis-
posal request, including amendments, 1s opproved except for
items that may be stomped '‘dispasal not approved’ or “‘with-
drown'* i1n column 10

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
Dona M. Volz 447-5671
6. CERTIFICATE OF AGENCY REPRESENTATIVE: Date Archatist of the United States

I hereby certify that | 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

page{s) are not nowgleeded for the business of this agency or will not be needed after the retention periods specified

12,13/7( Henry Z Altenberg Chief, RSGA Branch, ASD
' (Date) (Signacture of Agency Representative) (Title)
7. 8. DESCRIPTION OF ITEM SAM:I..E OR 10
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

Attached is the file outline and proposed Records
Control Schedule for the Washington, DC offices of the
Statistical Reporting Service (SRS), Department of
Agriculture. The Administrator of SRS has formally
approved this proposed schedule which will supersede
previously approved control schedules:

NN-163-125 April 1963
NN-162-31 May 1962
349-S234 June 1949
348-S217 June 1948
348-S154 April 1948

The agency will offer permanent retention records to the
National Archives:

a. As specified in the control schedule.

b. Fifteen years after cut-off, supersession or
obsolescense for those not specified in the control
schedule.

STANDARD FORM 113

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4

115-

105
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SECTION III. SRS FILES SUBJECT OUTLINE

PAﬁTAA. INSTRUCTIONS FOR USING OUTLINE FORMAT
FORMAT :

4

Column 1 is the numeric code used to identify all files,
Column 2 spells out the file subject and where necessary:

a. A description of the file,

b. How filed, and
c. Special disposition instructions. .

Column 3 designates by symbol or brief description the office maintaining
the official record copy of material described in Column 2, Below this

a letter or number is shown designating the total retention period. The
letter "P" means permanent, "S/0" means when superseded or obsolete. A
number indicates the years past current or as described in the special
disposal instructions in Column 2. This designation does not mean the
record office must maintain the record for the entire period. Records can
be transferred to the Federal Records Center (FRC) (if retention period
after transfer is three years or more from date of transfer), or other
storage area until disposal time. '

USDA OFFICE SYMBOLS USED IN OUTLINE

ADS Automated Data Systems

CcoMM Office of Communications

EMSC Economic Management Support Center
NFC National Finance Center

OMF Office of Management and Finance

24
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0DD
ED

RD

0l

EMS

RC
RDB
RDNS
RDYS
RSB
RSFS
RSSS

SDCB
SDCSS
SDCMS
SDSB
SOFG
SDSPS
SDSPU
SSB
SSDS
SSPS

SRS SYMBOLS

0ffice of the Administrator

Information Office .
Office of Division Director (unspecified)

Estimates Division

Methods Staff Office

Research Division

(OMB) Clearance Office e

Research and Development Branch Office

New Survey Techniques Section

Yield Forecasting and Estimating Section

Sample Survey Branch Office
Sampling Frame Section
Sampling Studies Section

Survey Division

Data Collection Branch Office

Economic and Special Survey Section

Objective Yield and Mail Survey Section

Data Services Branch Office
Forms Group

(Data) Processing Section
Publications Unit
'Syétems Branch Office

Design and Development Section

Production Support Section

2%
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Column 4 is the recommended number of years to retain in the office
of record before sending to the FRC. It can be sent sooner. The
FRC will not accept records that are to be disposed w1th1n three

years of the date of transfer. .

Column 5 The number of years to be retained by all offices other
than the office of record.

Column 6 The National Archives and Records Service, GSA, approval
authority for disposition of the subject documents(s Quote this

authority if transferring to FRC. A disposal’ schedu]e will be
forwarded to. NARS for approval of those items where "proposed" appears.

-y Y

26



SECTION. III.. '
PART B.
1000
1300
n’lSOO
1600
1700
2000
2100
2200
2300
2400
2500
2600
2700
3000
3200
3300
3400
3500
3600
3700
3800
3900
4000
4100

4200 '

4300

:ﬁxPéﬁditures*

MAJOR FILE SUBJEC! SERIES

ADMINISTRATION

Management

- [ 4
External Relations
Efiergency Préparediiéss

ADP

ADMINISTRATIVE-MANAGEMENT SERVICES
Records Management

Forms Management

Reports Management

Directives Management
Communications Management
Procurement Management

Property - Space Management

PERSONNEL ADMINISTRATION

General Personnel Procedures

Employment

Employee Performance and Utilization
Position Classification, Pay and Allowances
Attendance and Leave \
Personnel Relations and Services

Insurance, Annuities and Safety

General and Miscellaneous

BUDGET AND FINANCE

Budget

Accounting

27, R
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4400 §illing and Collection
4500 Employee Accounts
4600. Vouchers
4700 Travel and Transportation
4800 Fiscal
4900 Operating Costs
5000 INFORMATION MANAGEMENT.
5100 Articles, Lectures and Speeches
5200 . Press Releases o
5300 History Managemgpt
5400 Library Management
5500 Distribution
5600 Publications
5700 Printing
6000 - SRS PROGRAM RECORDS
6100 . Assistance
6200 Clearance (OMB)
6300 Publications
6400 Research
6500 Studies
6600 Surveys
6700 Estimates
6800 Historical

6900 Training

28
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PART C.

2-74
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FILE OUTLINE AND RECORD CONTROL SCHEDULE

DESCRIPTION AND FILING {NSTRUCTIONS

29

usDA . [EMSC

.EMSC 13

CODE

(1}

DESCRIPTION AND FILING INSTRUCTIONS

(2}

DISPOSITION

RECORD OFFICE

OF FICE SYMBOL
& FINAL DISP.
{3)

TO
FRC
(4)

OTHER
OFFICES

(s}

AUTHORITY

(6}

1000

1010

1011

10h-1

1011-2

1012

ADMINISTRATION

Use for all internal management files
including functions performed outside
the filing agency or office. May in-
clude correspondence and material on
the broad aspects of assigned functions
generally., Records of management and
performance of specific assigned func-
tions are filed as a separate series
under the appropriate category and code.

COMMITTEES-MEET INGS

Use for materials relating to Committee
management and the various meetings
held,

Inctudes Associations, Boards, Con-
ferences, and Councils as well as
Committees, Use for materials concern-
ing committee management, meeting
agendas and minutes, reports, recom-
mendations made and member assignments.,

Agendas and minutes relating to
important actions or conclusions of
long term value including program
olanning and proposed policy and pro-
cedures.

(Offer to Archives when |0 years past |€————————

current.)

Agendas and minutes relating to
routine actions and having value only
for continuity.

Use for materials relating to staff

meetings and similar official meeting
which are held to discuss implementation
of established policy/procedure and for|
information dissemination. i

File alphabetically by title or subject

0A,
Chairman
or Sec'y
of or-
ganiza- |
tion

P

OA/0DD
2

Ref

Ref

Proposed

Proposed

Proposed



U
EMSC 13 2-74 DESCRIPTION AND FILING INSTRUCTIONS USDA . [MSC
DISPOSITION
' coog DESCRIPTION AND FILING INSTRUCTIONS RECORO OFFICE OTHER
OFFICE SYMBOL T0 AUTHORITY
. & FINAL OISP. FRc | OFFICES
(1 (2) (3) (4) (s} (6)
1300 MANAGEMENT
1310 ORGAN | ZATION N/A S/0 Proposed
a. Use for charts of the functions and (OMF)
structure of the organization.
b. Use for materials relating to 0A ! Proposed
potential future changes in organiza- 5
tion structure or functional assignments
c. Use for routine documentation con- 0A/00DD I Proposed
cerning organization functions or |
structure.
File by subject.
. 1320 AUTHORITY DELEGATION
Use for official delegations of author-
ity. '
a. To identified positions OA/0DD S/0 Proposed
Dispose 3 years after supersession or & EMSC
obsolescence. 3
b. Temporary or limited delegations to | Dele- S/0 Proposed
individual by name gating
office
S/0
1330 OBJECTIVES OA/0DD S/0f S/0 Proposed
a. Use for present and future opera- P
ting pians and projected goals. In-
cludes for example: Statements and
' final decision reports for proposed re-
search projects, studies and program
changes.
(See 1343 - CONSULTANT OPINIONS. 1360
- MANAGEMENT IMPROVEMENT, 700 - ADP
for planning and objectives of auto-
mated systems, and 4900 - OPERATING
COSTS, 6410 - PROJECTS for the conduct
and final outcome of approved research,
6510 - STUDIES for background material
on special statistical studies.)
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2-74

DESCRIPTION AND FILING INSTRUCTEONS

21

USDA . EMSC

CODE

(1)

CESCRIPTION AND FILING INSTRUCTIONS

(2}

DISPOSITION

RECORQO OFFICE

OFFICE SYMBOL
& FINAL 0OISP.
3)

OTHER
QFFICES

(s)

TO
FRC
(a)

AUTHORITY

(6)

1340

1341

1342

1343

b

b. Use for routine documentation on
previously established operating plans
and organizational goals.

POLICY AND PRECEDENTS

Use for materials which establish offi-
cial policy and regulate or direct pre-
sent and future operations.

Regulafions

Use for comments and other material on
proposed and existing regulations orig-
inated outside the agency.

(See 2410 - DIRECTIVES for internally
originated regulations.)

File: Alphabetically by originator,
then by document number or issue date.

Decisions

Use for material and comments on GAQO,
0GC, or other formal legal decisions
and opinions,

a. Pertaining directly to SRS,

b. Pertaining to other agencies.

File by: Origin, then by number or
issue date.

Consultant Opinions

Use for the opinions of experts con-
sulted concerning a proposed research
project, survey, or other action. Re-
cords are included with the proposal on
which opinion is sought.

a. Pertaining to actions proposed for
and by SRS,

(See 1330 - OBJECTIVES for proposals and
decisions on whether to proceed with
program changes, research projects and
statistical studies. See 6200 - CLEAR-
ANCE for OMB clearance on data sub-
mission and record keeping requirements
placed on the public as a part of pro-
gram, project and study needs. See
6410 - PROJECTS for the conduct of ap-

" offic

OA/0DD
2

0A/0DD
P

0obD
S/0

OA/0DD
P

N/A

Request-
ing =

5 .

S/0

S/0

S/0

S/0

S/0

S/0

Proposed

Proposed

Proposed

Proposed

Proposed
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EMSC 13 2-78 DESCRIPTION AND FILING INSTRUCTIONS USDA . EMSC
DISPOSITION
. cooE DESCRIPTION AND FILING INSTRUCTIONS RECORD OFFICE
OFFICE SYMBOL TO OTHER AUTHORITY
a FiNaL ISP, | Frc | OFFICES
(1) 12) ta) (a) s} (6)
proved research. See 6500 - STUDIES for
the conduct of approved statistical
studies.)
b. Pertaining to opinions issued by Consult- 2 Proposed
SRS personnel at the request of another | ed Officeg
government agency or private individual, | 2
group or institution.
File by subject.
1344 Instructions-Bulletins N/A S/0
Use for material published outside the
agency or USDA.
(See 2410 - DIRECTIVES and 2420 -
PROCEDURES-INSTRUCTIONS for EMSC Manual
and other EMSC internal operating in-
structions.)
File: Alphabetically by origin, then
‘ by number or subject and issue date.
1350 MANAGEMENT CONTROLS
Use for records of controls on overall
functional performance by audit, in-
spection or special review.
(See 2300 - REPORTS MANAGEMENT for re-
curring reports.)
(See 3273 - INSPECTION, AUDIT AND SURVEY
for records of personnel and position
management audits, evaluations and
visits.)
NOTE: Reports of comprehensive inspec-
tions, audits, and surveys of opera-
+ions will be retained permanently,
others will be retained as shown.
. 1351 External Audit 0OA 4 2 Proposed
’ P
1352 Internal Audit 0A 2 2 Proposed
5
1353 Investigation OA 2 2 Proposed
/ 5
Special Reviews OA 2 2 Proposed
% 5
L"'»
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DESCRIPTION AND FILING INSTRUCTIONS
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USDA . EMSC

CODE

(1)

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DISPOSITION

RECORD OFFICE

OFFICE SYMBOL
& FINAL DISP.
{3}

TO
FRC
(4)

OTHER
OFFICES

(s)

AUTHORITY

(6)

1360

1500

1510

1520

1540

MANAGEMENT [IMPROVEMENT

Use for materials on management pro-
jects, employee suggestions and studies
or surveys,

(See 2040 - STUDIES AND SURVEYS for
records of paperwork management
reports,)

(See 3450 - INCENT!VE AWARDS for records
of suggestions and tangible benefit
incentive award recommendations offi-
cially approved or denied.)

(See 4910 - WORK MEASUREMENT and 4920 -
COST REDUCT | ON-MANAGEMENT IMPROVEMENT
for work analysis and specific operating
or functional improvements,)

EXTERNAL RELATIONS

Use for records involving relations
with foreign, state and local govern-
ments; other Federal departments; other
USDA agencies, and both public and pri=-
vate organizations and institutions.
Include material relating generally to
legislation and USDA programs such as
Cooperation, State Cooperative Agree-
ments and Land-Grant Institution Liaison
Staff and material proposed and cleared
for Federal Register publication.

(See 3300 - EMPLOYMENT for records of
student employment and work-study pro-
grams, and recruitment programs.)

(See 4120 - ENACTMENT for budget legis-
lation. See 4180 - LEGISLATIVE for
specific USDA program l|egislation and
reports,)

Fite: Within each sub-group alphabeti-
cally by geographical ltocation,
addressees name, or title.

CONGRESS

INTERGOVERNMENT

INTERAGENCY

INSTITUTIONS/ORGANIZAT IONS

0A/00DD
3

S/0

Proposed

Proposed

Proposed

Proposed

Proposed
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DESCRIPTION AND FILING INSTRUCTIONS
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USDA . FMSC

.avsc 13 2-74

DISPOSITION

DESCRIPTION AND FILING INSTRUCTIONS

RECORD OFFICE

(2)

OFFICE SYMBOL
& FINAL DISP.
13)

OTHER
T0
FRC OFFICES

(4) (s)

AUTHORITY

(6}

1600

1700

1710

1720

EMERGENCY PREPAREDNESS

Use for material relating specliflcally
to the overall program, or too general
to be filed under a specific subject.

ADP

Use for materials relating to electronic
automated data systems., Includes for
example: Planning, objectives, policies,
and program design, development and
management.

|
PLANNING AND OPERAT!IONS

Use for materials documenting the objec-
tives, planning, policy and procedures
involved in converting from manual to
ADP systems for the processing, storage,
and retrieval of data.

Includes for example: Recommendations
and supporting documents on overall ADP
needs, systems design of management and
operational supporting systems, equip-
ment selection, standardization, utili-
zation and maintenance, accountability
and similar subjects.

(See 1330 - OBJECTIVES for general
planning materials which may include

ADP systems, 2030 - WORD PROCESSING/
MICROF LM and 2040 - STUDIES AND
SURVEYS.)

Offer to National Archives for per- ]
manent retention 5 years after super-
cession or obsolesence of system docue
mented.

DATA SYSTEMS

Use for materials documenting the
development and operation of ADP projects
within previously establlshed ADP
systems,

OA
S/0

OA/0DD
P

S/0

Proposed

Proposed
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DESCRIPTION AND FILING INSTRUCTIONS
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USDA - EMSC

'gsc 13 2-7%

CODE

(1)

DISPOSITION

RECORO OFFICE

DESCRIPTION AND FILING INSTRUCTIONS

(2)

OFFICE SYMBOL
& FINAL DISP.
3)

TO
FRC
(4)

OTHER
OFFICES

(s}

AUTHORITY

(6}

1721

1722

1723

Design Projects

Mse for materials which document the
evaluation of each new ADP project from
proposal to approval for implementation,
Includes for example: Proposal state-
ment, time and cost analysis, ob-
jectives; Development, use and speci-
fications and summary of each phase of
project development; System design,
number of programs, people and costs;
Programming, testing and de-bugging;
Final project report and processing for
approval.
|

File by subject and assigned project
Inumber.

!*Offer to Archives | year after system
lis discontinued, superseded or becomes
Pbsole+e.

1
Project Implementation
pgé for materials prepared for operation
of a new ADP system., Includes for ex-
ample: specifications, applications
rogram manuals, operating instructions,
anuf/oufpuf specifications, user guides
Pnd reports.

I
File by subject then by assigned project
humber.

l

*Offer to Archives | year after system
is discontinued, undergoes major re-de-
sign, or becomes obsolete.

Project Operation

Use for materials prepared for reguiar
update or change to an operating system
Includes for example: Punch cards,
print-outs and documentation (Except for
correspondence and change requests.)

(NOTE: Program re-design or change
materials prepared by Design and De-
'velopmenf Section are transferred to Pro-
duction Support Section:-when program is
again operational.)

o
- ey -

5SB-SSDS
P

SSB-SSDS
P

'*

<

SSB-SSDS/
_SSPS
}

;kSee next page)

S/0

S/0

$/0

Proposed

Proposed

Proposed
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DESCRIPTION AND FILING INSTRUCTIONS
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USOA . FMSC

. cooe

(1}

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DISPOSITION

RECORQ OFFICE

OFFICE SYMBOL
& FINAL OISP.

OTHER
TO
FRC OFFICES

(a) (s)

AUTHORITY

(6)

1723

1730

‘II"I73I

1732

Project Operation - (continued)

Dispose

File by

number.

|l year after material is super-
seded or system is discontinued.

ERASABLE MEDIA

erasable mode., These include magnetic
tape (analog, digital), drums, discs,
discs packs, data cells and other de-
vices.,

Includes: Scratch and test (de-bugging
tapes, program tape or disc pack, raw
data input tapes, working (input/output
tapes, valid transaction tfapes, master
tile tapes, publication tapes, print

and security back-up.

Scratch Tape

New tape or tape not included in tape
library control, or files whose reten-
tion dates have expired.

facilitate general computer runs such
as sort and merge runs.

*Dispose by blanking immediately after
use.

Test Tapes

Magnetic tape used in testing a pro-

posed system or program.

a. Used by programmer for individual
run testing and not under |ibrary con-
trol.

*Dispose after system has been accepted

or discontinued whichever is sooner.

b, Used for system de-bugging or ac-
ceptance test data.

*Dispose when program is discontinued.

subject then by assigned project

Use for materials which store data in an

tapes, summary and other data file tapes

These are used
by console operators or tape handlers to

)

)

SSDS
*

<

SSDS
*

SSDS
*

GRS 20 Pt 3
[tem |

GRS 20 Pt 3
ltem 2

GRS 20 Pt 3
[tem 3 & 4



DESCRIPTION AND FILING INSTRUCTIONS
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USDA . BMSC

CODE

(R}

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DISPOSITION

RECORD OFFICE

OFFICE SYMBOL
& FINAL DISP.
(3)

TO
FRC
(4)

OTHER
OFFICES

(5}

AUTHORITY

6}

1733

1734

Program Tape Or Disc Pack

Material containing sequence of instruc-
+ions required to accomplish the pro-
cessing of data or solving a problem.

a. Updated.

*Dispose after third update cycle.
vispose

b, Last update of a specific EDP
application used in a ferminated system/
program.

*Dispose after agency has exhausted need
for tape.

Raw Input Data

Tapes containing data abstracted from
source documents as other media and en-
tered into the system for the first time

a. Used to update with existing program
tape and needed to support reconstruc-
tion of master file.

%*Dispose of first generation data on
sUccessful completion of fourth process-
ing machine pass.

info final data and proved satisfactory.

b. Used for updating with existing pro-
gram and NOT needed support reconstruc-
tion of master file and/or used as in-
put for a one-time study or survey.

*Dispose of after raw data is processed

c. Officially designated to replace
or serve as the basic source data in
lieu of the "hard copy" or other input

source document,
|

*Dispose as directed for "hard copy" or!
other files documenting the same pro-

SDSPS/

SSPS
*

d

SDSPS/

SSPS
*

SSPS
*
SSPS

SSPS
*

cess, transaction, or case.

GRS 20 P+ 3
Item 5

GRS 20 Pt 3
[tem 6

GRS 20 P+ 3
l1tem 8

GRS 20 Pt 3
Item 9

GRS 20 Pt 3
Item |0
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EMSC 13 2-74 DESCRIPTION AND FILING INSTRUCTIONS USOA

DISPOSITION

- EMSC

RECORO OFFICE

CODE DESCRIPTION AND FILING INSTRUCTIONS OTHER
OFFICE SYMBOL T0 OFF1 AUTHORITY
o & FINAL O1SP. FRC FFICES
12) (3) (a) (s) (6)
1735 Working Tape (lInput/Output)

Magnetic tape containing output or con-
t+rol within or from one run to a sub-
sequent run that manipulafes, sorts and/|
or moves data through the system(s); in-
cludes checkpoint, edit, correction, re-
ject list, unmatched data eliminating
error, and re-run tapes.

a. Used in an updated system. SSPS GRS 20 P+ 3
* item 11
*Dispose affer subsequent fapes con- QJ

taining accepted detail data have been
created and proved satisfactory.

b. Used in a one-time study survey or SSPS GRS 20 Pt 3
project. * Item 12
*Dispose after master data tape is ‘QJ
proved satisfactory.
1736 valid Transaction Tapes
Magnetic tapes containing valid file of
items used with master data tape input
file for creation of master data tape
output file., Includes:
a. Partially valid transaction after SDSPS/ GRS 20 Pt 3
all outstanding items are |iquated SSPS Items |13 & |4
from current status tapes; valid trans- ¥
action after cumulative final master
tape is prepared and found to be good,
and there is no necessity for statisti-
cal analysise.
*Dispose after third update cycle. <4
b. Used for additional statistical SDSPS/ Proposed
analysis. SSPS

Dispose | year after last use for this 4——[
purpose.




EMSC 13
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DESCRIPTION AND FILING INSTRUCTIONS

USDA . EMSC

CODE
(1)

‘ | ‘
'
y .

DISPOSITION

DESCRIPTION AND FILING INSTRUCTIONS

|
(2

RECORD OFFICE

.| & FINAL OISP.

OFFICE SYMBOL

(3)

T0
FRC
(4)

OTHER
OFFICES

(s)

AUTHORITY

(6}

1737

1737-1

>

System/Program Master Tapes

Magnetic media indexes of data created
by merging prior master flle with valid
+ransaction data to create a new master
fite. Includes: Information Retrieval
Research project, statistical estimates,
economic statistics, pubiished and un-
published survey estimates, (data base)
and others.

a. Cumulative data.

*Dispose after third update cycle.

b. Non-cumulative data including data
concerning economic census faken during
5 year cycles.

*Dispose with "hard copy" source data.

File by subject and/or in assigned
numeric retrieval code order.

Security Backup File

Magnetic tape identical in format fo
master tape and retained as security
in case master tape is damaged or
erased in error.

a. Update.

File by subject or by code ( S for se-
curity) assigned to the master tape.

*Dispose after third update cycle.

b. One-time study or survey.

File by subject or title of study or
survey.

*Dispose when master tape is blanked.

d

SSPS

SSPS
*

SDSPS/
SSPS

SSDPS/

SSPS
*

GRS 20 Pt 3
items 16-37

Proposed

GRS 20 Pt 3

GRS 20 Pt 3
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EMSC 13 2-T4 DESCRIPTION AND FILING INSTRUCTIONS USDA . EMSC
DISPOSITION
cooe DESCRIPTION AND FILING INSTRUCTIONS RECORD OFFICE "
OFFICE 3YMBOL | 10 OTHER AUTHORITY
& FINAL DI3P. | rFrc | OFFICES
(1} (2) (3) (4) (s) (6)
1738 Data Tape Flles
Magnetic tapes containing:
a. Summary data aggregates of in- SDSPS/ Proposed
dividual observations from valid trans- SSPS
action or master data files that are *
disaggregates of published data.
*Dispose after transaction and/or master
data tape has been blanked.
b. Sample and sub-sample data SDSPS/ Proposed

tapes containing individual observations SSPS
selected from a larger census or survey *

file such as stratified or pure random
sample files with or without weighting
factors. Used in statistical analysis
or program policy formulation model s and
simulation studies.

File by general program subject and
assigned numeric retrieval code.
*Dispose 90 days after purpose for whichl,Q

created has been served or data on tape
becomes obsolete.

1739 Publication Tape

Magnetic tape containing source output
data extracted from the system (without¥
destroying source tapes).

a. Reproduced and disseminated as a SSDSPS/ Proposed
publication or used for reproducing a SSPS
printed publication. *

File by publication title and assigned
numeric retrieval code.

*Dispose when recorded in Data Base or
if not added to Data Base dispose aft
end of 5 year census cycle in which
data was collected.

. b. Print tape used for producing re- SDSPS/ GRS 20 Pt 3
quired printout of tabulations, tables, SSPS ltem 41
registers, and reports. *
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EMSC 13 2-74 DESCRIPTION AND FILING INSTRUCTIONS USDA . EMSC
DISPOSITION
. CcoDE DESCRIPTION AND FILING INSTRUCTIONS om":::::‘:::'“ S i
( (2) i orr;f:s (6)
1739 Publ ication Tape - (continued)

*Djspose after output has been reviewed,|-
approved and released. :

(See 5640 and 6300 - PUBLICATIONS for
record file of materials produced from
tapes. See 6800 - HISTORICAL - DATA
BASE for cumulative collection of sta-
tistical estimate data both published
and unpublished).

740 NON-ERASABLE MEDIA

Use for non-erasable machine readable
media materials such as keypunched
cards and paper tape.

1741 ADP Program Control SSPS GRS 20 Pt 3
Use for materials containing common
language source data, coded machine o
language instructions, utility or pro-
cessor update and data pertinent fo a
. specific run or cycle for program con-

trol.

File by subject or program title.

*Dispose of individual and sets of <«
cards or tapes when superseded or | year
after applicable program has been dis-
continued.

1742 ADP Source Data

Keypunch cards or papertape containing
data abstracted or transferred from
raw data source documents and used for
conversion to magnetic ftape or pro-
cessing on electric accounting machine
(EAM) equipment created after January I}
‘ 1970.

a. Used as backup to magnetic tape or SSPS Proposed
disc for security. 14 mos.

File by subject or title of source
data and date.

Dispose i4 months after transfer to
magnetic tape. .
o= .

(Y
i
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USDA . EMSC

DISPOSITION .

DESCRIPTION AND FILING INSTRUCTIONS

RECORD OFFICE

(2)

OFFICE SYMBOL

& FINAL 0ISP.
(3)

OTHER
OFFICES

(s)

T0
FRC
(4)

AUTHORITY

(6)

1742

2000

.20[0

ADP Source Data - (continued)

b. Used as an interim transfer or
to magnetic tape for program processing.
Inciudes for exampie: Survey and
Estimate raw data processing.

Dispose after verification of data on'
related magnetic tape or disc.

(NOTE: Output materials such as print-
outs, registers, publications, etfc.,
produced will be filed and disposed with
appropriate administrative or program
subject categories, Generally print-
outs in subject files are of temporary
value and can be disposed when super-
seded or obsolete.)

ADMINISTRAT | VE-MANAGEMENT SERVICES

PAPERWORK MANAGEMENT

all Paperwork Management Program. The
program covers interrelated management
services such as: Directives, forms,
reports and records management, and
systems analysis. i

Includes for example: Correspondence. .

functional reviews, the analysis and
recommendations for potential applica-

t+1ons technologies such as word pro-

cessing and microfiim, and formal study
and survey reports.

File: Case file by subject and alpha-
betically by Agency.

Dispose of record copies of such ma-
terial 3 years after content becomes
obsolete due to functional change or
reorganization.

FUNCT IONAL ASSISTANCE REVIEWS

designed to identify problem areas, prog
vide Immediate corrective action

where possible, or to lay a foundation
for indepth study if necessary fo
promote and improve management of

paperwork systems. ..

SSPS
abstract of source data from document *

EMSC
Use for materials relating to the over- |3

EMSC
Use for reports of brief on-site visits| 3

Proposed

NC-83-75-1

NC-83-75~1



EMSC 13

2-74

DESCRIPTION AND FILING INSTRUCTIONS

43

USDA . FMSC

(1)

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DISPOSITION

RECORD OFFICE

OFFICE SYMBOL
& FINAL DISP,
(3}

T0
FRC
(a)

OTHER
OFFICES

(s)

AUTHORITY

(6)

2030

2040

2100

®

2120

2130

WORD PROCESSING/MICROF | LM

Use for paperwork surveys conducted fo
evaluate various technological systems,
their applications in improving per-
formance as well as feasibility due to
cost.

Includes for example: Microfilming,
word processing and similar processes.

STUD!ES AND SURVEYS

Use for formal reports of indepth
paperwork studies and surveys performed
to improve procedures, operating per-
formance and effectiveness, and aid
management,

RECORDS MANAGEMENT

Use for material relating to the control
maintenance, disposition and security
of official records.

STORAGE LISTS

File by:

been destroyed by FRC.

Use for lists of record files stored by
or transferred to the Federal Records
Center (FRC) since 1964 when OMS became
functional.

Year of transfer and in
accession number order.

list have

Dispose when all items on a

FILING SYSTEMS

Case File:

Use for materials relating to the sched-

Use for file outlines and approved
annual files maintenance plans.

Alphabetically by agency.

~

DISPOSITION

uling of records for disposal, and the
dlspositlon of scheduled records on
hand in offices, stored in local staging
areas or transferred to Federal Records
Centers.

Includes: Correspondence, proposed and
NARS approved disposal schedules and req
tention plans.

EMSC
3

EMSC

EMSC
S/0

<+

EMSC
S/0

EMSC
S/0

Case FiLg; Alphabetically by agency.

S/0

S/0

S/0

NC-83-75-1

NC-83-75-1

NC-83-75-1

NC-83-75-1

NC-83-75-1



EMSC 13

‘ | ‘
.

DESCRIPTION AND FILING INSTRUCTIONS

USDA . EMSC

CODE

‘II" ()

DESCRIPTION AND FILING INSTRUCTIONS

(2}

DISPOSITION

RECORD OFFICE

OFFICE SYMBOL TO
& FINAL DISP. FRC
3 (a)

OTHER
QFFICES

(s)

AUTHORITY

(6)

2150

2170

2180

‘II"ZIQO

2200

2210

SECURITY

Use for materials relating to the hand-
ling and safeguarding of documents
classified under the provisions of
Executive Order 10501,

MA | NTENANCE

Use for materials relating to systems:
and techniques evoived to maintain rec-
ords for retrieval and scheduled dis-
posal.

Includes: Vital Operating Records,
microfilm systems, etc.

Case File: Alphabetically by agency.
RECORDS REPORTS

Use for annual reports of records hold-
ings and other records reports,

File: Aiphabetically by agency and by
year date of reports.

AVAILABILITY OF INFORMATION

Use of materialis relating to requests
for access to records under the Freedom
of [nformation Act. Includes for ex-
ample: Correspondence requests for re-
cord access and Relative File Subject

I ndexes.

Case File: Alphabetically by agency.
FORMS MANAGEMENT

Use for materials relating to the design
development, and printing of new and
revised forms, Also, for comments on
standard and departmental forms used
internally. Includes for example:

Forms Master File

of each new or revised form issued for
performance of SRS functions.

File by designator and number or alpha-
betically by title.

EMSC
2

EMSC
S/0

EMSC

EMSC

SDFG 2
Use for maintaining one master file copy P

2

S/0

S/0

S/0

GRS 18-2

NC-83-75-1

GRS 16-6

NC-83-75-1

Proposed
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USDA . EMSC

(1)

DISPOSITION

RECORD OFFICE

DESCRIPTION AND FILING INSTRUCTIONS

(2)

OFFICE SYMBOL
& FINAL 018P,
(3)

QTHER
T0
FRC OFFICES

(4} s)

AUTHORITY

(6)

2210

2220

2300

Forms Master File - (continued)

Dispose 2 years after forms is super-
seded or cancelled.

Forms Review

Use for materials relating to forms
ef fectiveness reviews, recommended de-
sign improvements and the design and
development of new and revised forms.

File by subject or title of form.

Dispose 5 years after form is superseded
or obsolete.

REPORTS MANAGEMENT

Use for materials relating to the
Reports Management Program. Includes- -
correspondence, an annual index of
current recurring reports and a control
file of all proposed, currently re-
quired, cancelled or superseded recur-

ring reports prepared and includes for
example: Sampie blank reporting forms,
]reporTing instructions, OMB clearance
hafa, and Reports Cost Analyses.

kase File by: Assigned report Control
iSymbol (RCS) number, or alphabetically

y title.
ispose of a Reports Control File 2

lyears after the report is discontinued.

NOTE: File record copies of office
prepared reports under the subject
which applies. Copies of reports re-
ceived from outside a filing office may
be filed either by subject or in the
reference file as appropriate.

(See 2180 ~ RECORDS REPORTS for annual
records holdings report records.)

(See 2680 - REPORTS for supply require-
ments and procurement report records.)
(See 2722 - Reports for space utilization
and parking assignment report records.)

OoDD

4.

0oBD

$/0

-

Proposed

GRS 16-8
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IRV

USDA . EMSC

CODE

(1

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DISPOSITION

RECORO OFFICE

OF FICE SYMBOL

& FINAL DISP,
(3}

OTHER
QFFICES

(s}

TO
FRC
(4)

AUTHORITY

(6)

2400

2410

2420

(See 3220 - REPORTS for personnel sta-
+istical Information reports records.)
(See 3490 - REPORTS for incentive award
program report records.)

(See 3610 - TIME AND ATTENDANCE REPORTS.
(See 4160 - REPORTING for budgetary
report records.)

DIRECTIVES MANAGEMENT

Use for intfernal regulations officially
published; informal bulletins, instruc-
t+ions-procedures issued for internal
operation and functional performance.

DIRECTIVES
a. Use for directives, proposed, ap-
proved and published in the EMSC Manual.

File in number order.

b. Use for directive memoranda (Example
CEM, AOM, OM, and TOM) issued by the
Administrator's Office and the Crop
Reporting Board on basic program func-
tions, responsibilities, policies and
procedures.

File in alphabetical series by designa-
tor, and by number within each series.
(See 1341 - Regulations for similar
material originated outside EMSC and
SRS).

PROCEDURES-INSTRUCT IONS

Use for official material issued as a
series for internal operating perform-
ance. includes: Survey Specifications
together with Interviewers manuals,
Supervisory and Editing manuals and
Enumerators and ADP Training Course
materials and handbooks.

NOTE: Non-series and unofficial, in-
formal instructions will be filed under
the appropriate subject, or with related
record material and disposed as shown
for that subject.

File by: Number or issue date, subject
or tittle.

EMSC

SDCB

Issuing
Office
P

S/0|S/0

S/0| S/0

S/0| S/0

NC-83-75-1

’ Proposed

Proposed
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4/

USDA . EMSC

(1)

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DISPOSITION

RECOROD OFFICE

OTHER

OFFICE SYMBOL

& FINAL DISP.

T0
FRC
(4)

OFFICES
(s)

AUTHORITY

(6)

2500

2510

2520

2530

2600

{2

COMMUN ICATIONS MANAGEMENT
Use for materials on the preparation,
control and use of communications, I[n=-

cludes for example: Correspondence, mail
Relegraph and telephone,

MA L L

Use for materials relating to the prompt
delivery of mail and the use of official
mail covers. Includes: Postage and
Paid.

NOTE: The official record copy of the
Postage and Fees Pald report is the
final computer print-out of the combined
biannual reports input.

FTS - TELECOMMUNICATIONS

Use for requests, feasibility surveys
and recommendations for installation,
relocation and removal of all types of
telecommunications equipment and ser-
vices,

includes: Facsimile Transmission, radio,
telephone, telegraph, teletype and in-
formation dealing with the management
and usage controls established for these
systems,

TELEPHONE

[Use for requests, service orders, and

similar materials relating to the in-
stallation, relocation and removal of
local commercial telephone equipment and
service.
Includes:
and D.C.

Field offices FTS services
area commercial services.

File: Alphabetically by agency and ser-
vice order number,

PROCUREMENT MANAGEMENT

Use for material dealing with purchase
and maintenance of equipment, publica-
tions, printing, reproduction, services
and supplies for internal needs.
Inctudes: Contracts, grants, coopera-
tive arrangements, purchase orders,
fedstrips, reguisitions, and Bills of
Lading. |

’

EMSC
a—

EMSC
oy —

S$/0

GRS 12-7

NC-83-75~1

NC-83-75-1
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DISPOSITION

CODE OCESCRIPTION AND FILING INSTRUCTIONS RECORD OFFICE OTHER
OFFICE SYMBOL TO AUTHORITY

& FINAL DISP, FRC OFFICES
() (2) (3) (a) (s) (6)

2600 PROCUREMENT MANAGEMENT =~ (continued)

File: By number.

(SEE 4820 - [IMPREST FUND for records of
available funds, their disbursement and
supporting documents,)

2610 PURCHAS ING

Use for materials relating to the pro-
curement of supplies and equipment from
vendors and GSA.

Includes purchase orders, fedstrips,
Bills of lading and copies of requisi-
tions received.

a. $10,000 or less transactions EMSC 2 GRS 3-4a (2)
Includes non-personal services, such 3
as laundry, duplicating, binding, efc.

b, Over $10,000 fransactions EMSC | 2 GRS 3-4a (1)

. Includes requisitions on the public 6
printer (GPO).

2620 CONTRACTS
Use for materials relating to confracts,
grants and cooperative arrangemenfts.

a. No funds obligated. EMSC S/0 NC-83-75-1
S/0

b. $10,000 or less transactions. EMSC | GRS 3-4a(2)
c. Over $10,000 transactions EMSC ! I GRS 3-4a(l)

2€80 REPORTS EMSC ! GRS 3-5
Use for materials relating to supply 2
requirements and procurement matters
submitted for supply management purposesl
Includes for example: Input from othen
units for internal use or for frans-
mission to higher echelons for con-
solidation.
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USDA . EMSC

’ copE

(1)

OESCRIPTION AND FILING INSTRUCTIONS

(2)

DISPOSITION

RECORD OFFICE

OFFICE SYMBOL
& FINAL DISP.
{3)

OTHER
TO
FRC OFFICES

(4) (s)

AUTHORITY

6)

2700

2710

2711

_D!spose:

PROPERTY-SPACE MANAGEMENT

Use for materials relating to account-
able personal property, office space,
and facillities.

PROPERTY

Use for records of non-expendable
equipment, acquisitions, maintenance, .
and disposal. These are such items as
furniture, office machines, and motor
vehicles.
Includes:
maintenance and repair cost data, run-
ning inventory, periodic physical in=
ventory, reports of lost or stolen
property, reports of survey, property
transfer and disposal documents.

Case File: Alphabetically by Agency,
division, city and state. )

4 years after equipment is
disposed.

Disposal

Use for materials relating to the dis-
posal of excess personal property.
Includes for exampie:
personal property for sale and disposi-
+ion reports following GSA sale of the

property.

Case File: By Disposal report number.
Dispose 3 years following date property
is disposed. Pending files established
prior to sale may be disposed after
sale takes place.

NOTE: Inventory documents. The run-
ning inventory is provided by a quart-
erly computer listing based on data
provided by receipted purchase orders
and paid invoices. This listing is
disposed when superseded.

The biennial physical inventory record
becomes part of the property case file
for the "station". The computer list-
ing is physically verified and correct-
ed where necessary. The signed docu-
ment is held 2 years and disposed when
superseded. »

Receipted receiving documents)

Reports of excess

EMSC

EMSC
3

EMSC

S/0

S/0

GRS 8 and
GRS 10-6

GRS 4-5

GRS 3-10a
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DISPOSITION
CODE DESCRIPTION AND FILING INSTRUCTIONS RECORD OFFICE OTHER
OFFICE SYMBOL T0 OFFICES AUTHORITY
& FINAL DISP. FRC
1 (2) (3) (a) (s) (6)
2712 Loss/Theft EMSC | GRS 18-16b
Use for materials relating to the loss 2
or theft of accountable personal pro-
perty.

Case File: Alphabetically by agency,
division, city and state.

Dispose: Following the next physical <

inventory.
2713 Vehicle Operation EMSC 1 GRS 10-4
Use for received reports of vehicle 3

operation and maintenance.
(See 3810 - SAFETY for reports and
records of motor vehicle accident.)

File: By vehicle tag number.

Dispose 3 years after date of report. <

‘2720 SPACE AND FACILITIES EMSC | GRS 11-2
Use for materials relating to the pro- 2

vision and allocation of office space
and its alteration and routine mainte-
nance; installation and removal of faci-
lities by contract or job order with
GSA or commercial companies.

Includes for example: Requests for and
assignments of space and its utilization
in the metropolitan D.C. area; rental/
lease and renewal agreements for field
offices; contracts and job orders for
alteration or maintenance.

Field Offices - Case File: Alphabeti-
cally by state and city and group files
by agency. Include job orders/contracts
for alteration, maintenance and faci-
: fities.

D.C. Area - Case File: Alphabetically
by agency.

Dispose 2 years after lease or assign- €
ment is terminated.

.272! Job Orders - D.C. EMSC | NC-83-75-1
Use for space alteration and mainten- | : -

% ance, and facilities installation and
removal, etc., job orders issued to GSA
‘y

-
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USDA . EMSC

CODE

e

DESCRIPTION AND FILING INSTRUCTIONS

(2}

OF FICE sYMBOL
& FINAL DISP.
(3)

10
FRC
(4)

__‘_" _ DISPOSITION
RECURD OF FICE

OTHER
OFFICES

{s)

AUTHORITY

(6)

. (1)
‘ 2721

2722

3000

3200

3220 -

3250

Job Orders - D.C. ~ (continued)

: base File: Alphabetically by agency.

L2
Dispose at end of fiscal year in which
final payment is made and any remaining
funds have been withdrawn or reobligated.

Reports

Use for reports received and submitted
concerning space utilization, assign-
ment'of parking space, etc.

PERSONNEL ADMINISTRATION

Use this series for official correspon-
dence and records of personnel functions
and programs as needed and as directed
by the Federal and Departmental Per-
sonnel Manual.

(SEE 1310 - ORGANIZATION for approved
official organization charts.)

(SEE 1500 - EXTERNAL RELATIONS for inter-
government and interagency appointments,
cooperation and other programs.)

NOTE: Subjects not covered in the
following categories may be filed in
logical order in the 3000 group.

GENERAL PERSONNEL PROCEDURES

Use for material relating to the per-
formance of personnel management func-
tions and programs including agency

staffing plans.

REPORTS

Use for statistical and information
reports prepared for internal use or
compilation for interagency submission.

File by: FPM Bulletin number requiring
the-report and/or_ report title.._

PERSONNEL MANAGEMENT

Use for materials containing instruc-
tions and policy development relating
to Interpretations of Civil Service,
Office of Personnel and EMSC Directives
on personnel management,

EMSC

EMSC

EMSC

S/0

GRS 11-2b(2

GRS 1-3

GRS I-16

Proposed

o

Ry
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[ , ’ ~GisPosTIon
CODE : ' REWURD OF FiCE-

DESCRIPTION AND. FILING INSTRUCTIONS OTHER
GFFICE SYMBOL | 10 | . AUTHORITY
& FINAL DISP. | FRC FHICES

USDA . M50

(1 (2) ) (4) (s) (6)

3271 POLICIES, PROCEDURES, PROGRAMS AND EMSC_ I Proposed
STANDARDS o
_ [Use for materials containing instruc- 2
tions and policy development relating
to interpretations of Civil Service,
Office of Personne! and EMSC Directives
on personnel administration.

3273 INSPECTION, AUDIT AND SURVEY ~ EMSC S/0 | NC-83-75-1
Use for correspondence, reports, and ) .

documents concerning personnel manage- S/0 _.
ment inspections and surveys, desk and_ :
‘|other position audits, and evaluation or
assistance visits. ) -

File by: Subject, alphabetically by
agency and/or geographical location.

Dispose when material flled is super- h&
seae% by a later report or document,

or becomes obsolete due to major re-
organization or elimination.

‘3277 APPOINTMENT AUTHORITY DELEGATIONS EMSC _ S/0 Proposed

Use for documents delegating authority |
to process personnel actions, pay ad-
justments, prior approvals of personnel
actions (i.e. supergrade and Schedule
C, etc., appointments,) direct hire
appointments and other similar actions.

File by subject.

Dispose | year after supersession or <
revocation. ‘

3279 ORGANIZATION PLANNING AND CONTROL EMSC | i Proposed
Use for materials relating fo the func-| 2
tions, development and structure of
serviced agencies for position classi-
fication, staffing, recruiting and pro-
gram responsibility.

File by agency.




EMSC 13 2-TH DESCRIPTION AND FI“ING INSTRUCTIONS : USDA . £M5e
' __’ ~ DISPOSITION
CODE DESCRIPTION AND FILING INSTRUCTI'IONS RD OFFIcE OTHER
OFFICE SYMBOL T0 . AUTHORITY
& FinaL 01SP. | Frc | OFF'CES
(1 {2) (3) (a) (s) (6)
.3293 OFFICIAL PERSONNEL FOLDERS EMSC * GRS 1-1
Permanent-Documents placed on the right
side of the folder constitute the per-
manent record of an employee's status
and service, and travels with an
employee throughout his Federal career.,
The documents and their order of filing
are prescribed by FPM 293, ‘
*Upon sepgratign, thg OPF must be
processed:land fransfgrred to the
National Hersornel Rgcords Center
without dglay gs required by FPM
Supplement 293431-S5415c(}) - (6).
NOTE: |FPM SQupplement 293-3]|-
15c(5) governs {transfier of certain
persons rgpeatddly enployed for
short timg perijods, duch as
Enumératods.
Temporary-Documents leading to a formal |EMSC __ GRS 1~10
action but not constituting a record of | ¥ .
the action nor making a substantial con- h _ -
. tribution to the employees record are *Dispose of these documents on
temporary records. These are described |separation of the employee or
by FPM Supplement 293-31-55-7b and are |his transfer tq another agency
to be placed on the left side of the {(except i a triansferj of func-
OPF. These documents include but are tions), on wherl matenial is |
not limited to: Personnel action re- year old, |whicHever ils earlier.

quests, letters of reference, preemploy-
ment inquiries, satisfactory performance
rating, debt correspondence,
admonishments, letters of caution, warn-
ing, reprimand, and similar disciplinary
action, and extra copies of RIF notices.
NOTE: All materials described above

and on similar subjects of a potentially
derogatory or confidential nature will bg
disposed of as specified for Temporary
OPF records, whether they filed in the
OPF or in separate supplementary files.

See FPM Supplement 293-3[-S5-

7b(2),
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1JSDA .

24

LitsC

P -

=

CODE

DESCRIPTION AND FILING INSTRUCTIONS.

, DISPOSITION

RECORD OFFICE

(2)

OFFICE SYMBOL
& FINAL DISP.
(3)

OTHER
T0 .
FRC OFFICES

(4) (s}

AUTHORITY

(6}

L
‘3296

3300

3306

3312

are received in ascending order by date.

|inspection may be placed in an inactive

PERSONNEL ACTIONS

Use for the chronological journal file
pf notification of personnel action formsg
returned by NFC. This journal file -«
facilitates regulatory audit and/or
personnel management evaluation, and
Ithe compilation of data for statistical
reports.

File: Copies chronologically by. time-
period (pay period, month) and- by type
of action such as accession, change and
separation, etc., File copies as they

NOTE: Forms covered by a CSC management
file pending completion of the retention
period.

EMPLOYMENT

Use for correspondence and documents
concerning general employment programs
and functions. Include: Experts and
consultants; student employment and
work-study programs; veterans programs;
overseas employment; reemployment rights;
employee transfer and detail,
Also includes:

SELECTIVE PLACEMENT PROGRAMS

Use for material relating to Employment
of the Handicapped, Upward Mobility and
similar programs.

File: Alphabefically by title.

POSITION MANAGEMENT

Use for the organization copy of active
position descriptions used in classifi-
cation work and employment control. For
purposes of job restoration and other
employee rights needs, retain | copy

of each description for 5 years after
the position has been abolished or
superseded,

File in assigned position number order,

" EMSC
2

EMsC .

S/0

GRS |=~14

GRS -3

GRS 1-3

GRS -7
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USDA . tMSsC
= ‘ __’ . DISPOSITION
CODE DESCRIPTION AND FILING INSTRUC'i.‘lONS .ORD OFFicE OTHER
OFFICE SYMBOL 70 AUTHORITY
& FINAL DISP. FRC OFFICES
(1) (2 (3) (a) (s) 6)
‘3330 RECRU| TMENT EMSC__ ! GRS 1-15
- Use for correspondence and documents 2 -
concerning recruiting programs conduct-
ed to meet agency staffing needs. .
Includes records of qualifying tests
given for this purpose as authorized by
the CSC.
3332 CERTIFI[CATES : JEMSC GRS 1-5
Use for requests. for and reports of CSC |2 ~
certificates. of eligibles. )
File by: Certificate number.
3335 PROMOT ION [EMSC | NC-83-75-1
Use for merit promotion cases. 2
File: Case files in case number order.
3351 REDUCT | ON= IN=FORCE (RIF) EMSC |l | GRS I=17
Use for correspondence and documents 2 ~
such as retention registers from which
: RIF actions have been taken,
‘400 EMPLOYEE PERFORMANCE AND UTILIZATION
. Use for correspondence and documents
relating to the development of employees
through training, job enrichment or up-
ward mobility programs including
Executive Development. Also includes:
3410 TRAINING :‘]5'_‘45,_‘_3 , | GRS 1-18

Use for materials relating to the
availability of training and education

of employees for specific courses,
NOTE: The record of satisfactory
course completion is kept in the OPF
(permanent),

File by: Course subject or alphabeti-
cally by agency as applicable.

courses and the selection and scheduling|’

-~
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CODE

(1}

DESCRIPTION AND FILING INSTRUCTIONS

(2}

DESCRIPTION AND FILIRG INSTRUCTIQNS

¢

« DISPOSITION

RECORD OFFICE

OFFICE SYMBOL
& FINAL DISP.
(3}

OTHER
TO
FRC OFFICES

(4) (s)

AUTHORITY

(6)

3410-1

3411

3412

3430

REPORTS

Use for received and prepared reports
on various aspects of the employee ,
training program.

Consecutive assigned number

File by:

order.

UPWARD MOBILITY PROGRAM

Use for correspondence, training plans
and similar materials relating to the
over all program.

File by: Subjects.

EXECUTIVE DEVELOPMENT PROGRAM

Use for materials relating to the over
all program. Includes for example:
Course schedules, training plans and
similar items.

(NOTE: Recommendations for employee
inclusion in the program, fraining
courses completed, etc., will be
officially filed in the OPF of each
employee involved in the program.)

File by: Subject.

Dispose of program materials | year
after the end of the scheduled_fra[nlng
period. -
PERFORMANCE EVALUATION

Use for annual employee performance
‘evaluation forms and career conference
review case files.

File: Alphabetically by surname and
by .year date.

EMSC
!

EMSC”

EMSC

EMSC

S/0

NC-83~75=1

NC-83~75-1

Proposed

GRS 1-24
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USDA . [maC

CODE

(1)

, DESCRIP% AND FILING INSTRUC';IONS

(2)

DISPOSITION
i OFFICE

OFFICE SYMBOL
& FINAL DISP.
(3)

T0
FRC
(4}

OTHER
OFFICES

{5)

AUTHORITY

(6)

"II’ 3451

3451-1

3550

3571

| beneficial suggestions and other tangi-

INCENTIVE AWARDS
Use for correspondence and records of

ble benefit award recommendations. ,

File by: Subject award, alphabetically
by surname and by year date of award,

REPORTS
Use for records of reports pertaining
to the incentive awards program.

File by: Title in ascending date order.

POSITION CLASSIFICATION, PAY AND
ALLOWANCES

Use for material relating to position
Classification functions. Also, use
for pay administration, allowances,
differentials, and travel.

(See 3312 - POSITION MANAGEMENT for
organization copies of position de-
sciptions).

CLASSIFICAT!ON

Use for materials containing instruc-
t+ions and policy developments relating
to interpretations of Civil Service,
Office of Personnel and EMSC directives
on position classification.

PAY ADMINISTRATION

Use for materials containing instruc-
tions and policy development relating
to interpretations of CSC and OP direc-
tives on pay administration,

TRAVEL

Use for material on authorized payment
for trave! and transportation of employ
ees for recruitment and training pur-
poses.

Flle by: Subject and year.
(See 4700 - TRAVEL AND TRANSPORTATION
for other types of travel material).

EMSC
2

EMSC

_EMsC_

EMSC

EMSC

GRS -2

GRS 1-13

Proposéd

Proposed

NC-83-75-1
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DESCRIPTION' AND FILING INSTRUCTIONS

USDA .

[M5C

CODE

(1)

-

DESCRIPTION AND FILING INSTRUCTIONS

(2)

RE!ORD OF FICE

, DISPOSITION

OTHER

OFFICE SYMDOL
& FINAL DISP,

TO
FRC
(4)

OFFICES
(5)

AUTHORITY

(6)

3600

3610

‘ 3700

3713

ATTENDANCE AND LEAVE

" lauthorized absence and use of

Use for material relating to duty hours,
leave,

TIME AND ATTENDANCE REPORTS

a. Use for timekeeper copies of all
reports submitted to NFC for

payment for all actively on-board or
separated employees.

File: Alphabetically by surname.

b. Timekeeper copies of final pay
period reports, which have leave sup-
porting papers attached, for employees
leaving Federal service.

File by: Calendar year of submission
and alphabetically by surname.

(See 4510 - TIME, ATTENDANCE AND SALARY
for compiled personnel, salary and
leave reports.)

PERSONNEL RELATIONS AND SERVICES

Use for records of Employee-Management
complaints, grievances, adverse actions,
investigations and appeals. Also use
for rehabilitation programs such as for
alcoholics, etc.

EQUAL EMPLOYMENT OPPORTUNITY (EEO)

Use for official EEO complaint files
as described by 5 CFR 713,222,

a. Cases resolved within the agency
of origin along with background docu-
ments pertaining to cases but not in-
cluded in the case file.

b. For cases resolved by the Civil
Service Commission which then beccme
CSC records, Includes background docu-
ments pertalning o the case but not
included in the case file as submitted.

Time-
Keeper

Time~
Keeper
107

EMSC

EMSC

GRS 2-8b

GRS 2-8a

NC-83-75-1

GRS =27
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EMSC 13 2-Td DESCRIPTION AND FIL:NG INSTRUCTIONS USOA - EMSC
DOISPOSFTICON
CODE ' DESCRIPTION AND FILING INSTRUCT"IONS RECORD OFFICE ‘ OTHER
OFFICE SYMBOL T0 AUTHORITY
o & FinaL oisp. | rFre | OFFICES
(2) (3) {a) (s t6)
3731 SUITABILITY EMSC | NC-83~75-1
|Use for material relating fo administra-
tively confidential materials referring [ *
to the character, reputation and fitress
of the person under consideration and
required for employment by the Govern-
ment. For pre-employment inquiries and
reports see 3293 (Temp.) -
File: Alphabetically by surname and
separate from the OPF to avoid unintfen-
t+ional disclosure. After appointment
medical data files are transferred to
the Health Unit, and derogatory data v
files are transferred to EDR.

L o o ¥per FPM 731+3-2 juridiction tim
|imits expire automatically at
the end|of ||year after appoint-
ment effectiye date except in
cases involving intenfional
false sftatemént, deception or
fraud ip examinatipn or appoint-
ment.

3732 PERSONNEL SECURITY AND FOREIGN TRAVEL
Use for temporary record materials.
a. Travel authorization and medical EMSC ! TNC-83-75-1
abstracts. 2 o T
b. Coples of security clearance re- EMSC | NC-83-75-1_
quest, NAC inquirles submltted, etc. 5
File: Alphabetically by surname and
dispose when action is complete.
Record copies are located in the OFF,
OP Security Office and Investigation
records at the CSC.
3735 EMPLOYEE CONDUCT AND DISCIPLINE EMSC i GRS 1-10
Temporary OPF records filed apart from |
t+the OPF (See 3293 - OFFICI{AL PERSONNEL
FOLDERS) may be filed in this category.
Retention and disposal for temporary
OPF left side of folder materials apply
for such records.
I




EMSC 13 2-T4 DESCRIPTION AND FILING INSTRUCTIONS USDA . Ersa

A

\DISPOSITION
RECORD OFFICE
OTHER

OFFICE SYMBOL | TO AUTHORITY
o ] & FINAL DISP. | Frc | OFFICES
(21 . (3) (4} (s5) (6)

CODE ' DESCRIPTION AND FILING INSTRUCJ:IONS~

3735-1 EMPLOYMENT AND FINANCIAL INTEREST EMSC | GRS 1-26
.| STATEMENTS 2
Use for filing administratively con-
fidential statements required of cerfain
classes of Federal employees by Subpart
D of Part 735 of Title 5, CFR, to

meet administrative needs if conflict
of interest questions arise.

File: Alphabetically by Surname.

Dispose 2 years after employee leaves G-
position in which statement is required .
or the agency, whichever is earlier.

3750 COMPLAINTS AND GRIEVANCES EMSC 1 NC-83-75-1
Use for grievance and complaint i '
materials, other than EEOQ, which have
not been formally submitted above the
supervisory level for adjudication and
decision.

. File: Alphabetically by surname.
Dispose: | year after date of final 4

decision.

3752 ACTION AND APPEALS

Use for action case files, other than
EEO, of background materials such as
investigative reports, correspondence
and reports from operating officials,
supervisors and other employees, and
material collected through the final

ad justment reports or withdrawal notice
Includes for example: Complaints and
Grievances formally submitted above the
supervisory level for adjudicaticn and
decision; adverse actions and appeals;
accident and injury compensation, and
other similar actions.

File by: Surname or by case number as
applicable.

Dispose of cases resolved within the 4'___.EMSC | NC-83-75-1
agency of origin | year affer employee
eaves the agency.




' DISPOSITION
RECORD QI FICE
OTHER

OFFICE 5YHMAOL T0 AUTHORITY
(” -t & FINAL DISP. FRe | OFFICES
(2) (3) (a) (s) (6)

EMSC 13 2-T4 ‘ I DESCRIPTIOH AND FILING msmucnis USDA . Frse

CODE DESCRIPTION AND FILING INSTRUCTIONS

3752 ACTION AND APPEALS - (continued)

Dispose of cases submitted to Civil EMSC | NC-83-75-1
Service Commission for adjudication | <<
year after employee leaves agency.
(See 3713 - EQUAL EMPLOYMENT OPPORTUNITY
for similar materials on equal opportu-
nity.) !

3800- INSURANCE, ANNUITIES AND' SAFETY

Use for correspondence and documents
relating to injury compensation, retire-
ment, and life and health benefit in-
surance programs.

3810 SAFETY EMSC | NC-83-75-1
Use for correspondence, documents, and 2
reports relating to the Safety Program.
Includes occupational health, mofor
vehicle accident reports, personal
injury reports and reports of compen-
sation.

File: Alphabetically by surname or by
subject.

'Dispose 2 years after year date of G-
material, closure or final decision.
(See 2713 - Vehicle Operation for
motor vehicle records.)

(See 3752 - ACTIONS AND APPEALS for
injury compensation case files, and
See 3930 - MOTOR VEH!CLE OPERATOR PRO-
GRAM for applications, permits issued,
etc.)

3831 RET I REMENT EMSC ! NC-83-75-1
Use for correspondence, reports and 6 mos. :
documents accumulated prior to official
retirement personnel action.

File: Alphabetically by surname.

Dispose after the official retirement
personnel action is filed in the OPF.

3870 LIFE INSURANCE NFC S/0 GRS 1-20
Use for computer printout reports.

. File by: Pay period and dispose when

superseded.




EMsC 13 2-7% DESCRIPTIOR AND FI _ING INSTRUCTIONS USPA . EMSC
, DISFOSITICN
coDE DESCRIPTION AND FILING INSTRUC7IONS RECORD OFFICE
OFFICE 5YMBOL | 10 OTHER AUTHORITY
& FIRAL 0ISP. Frc | OFFICES
. (1) (2) (3) (8) (s) (6)
3890 HEALTH BENEFITS EMSC | NC-83-75-1
a. Use for correspondence relating to I
the program.
! File by: Subject.
' b.” Use for computer printout report. NFC S/0 GRS 1-20
File by: Pay period and dispose when
superseded. .
3900 GENERAL AND MISCELLANEQOUS
Use for correspondence and documents
relating to specific functions or pro- Ve
grams not covered in preceding cate-
gories.
NOTE: Use 3000 folder for material
relating to 2 or more of the above 3000
series subjects or the overall personnel
program.
3930 MOTOR VEHICLE OPERATOR PROGRAM EMSC S/0 NC-83-75-1
Use for records of operator identifica- S/0
+ion card numbers issued, applications
for government vehicle operator per-
mits and their cancellation, reissue,
or renewal. )
File by: jdentification number and dis-
pose when superseded or obsolete.
4000 BUDGET AND FINANCE
4010 WORKING CAPITAL FUND OMF 4
4100 BUDGET
Use for all records relating to per-
formance of budget and appropriation
functions.
File by: Fiscal year.
4110 DEVELOPMENT
Use for records of initial preparation
and development of budget estimates
and the presentation and justification
to approval authority.
. (No*e: See next page.)
L)
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USDA . tMSC

CODE

(1)

DESCRIPTION AND FILING INSTRUCTIONS

(2)

. DESCRIPTION AND FIitNG INSTRUCTW

‘DISPOSITION

RECORD OFFICE

OFFICE $VMT30L
& FINAL DISP.
(3)

T0
FRC
(4)

OTHER
CFFICES

(s}

AUTHORITY

(6)

4110

A
4112

4120

4130

413]

4132

DEVELOPMENT - (continued)

Includes for example: Planning, esti-
mates, and supplementary material such
as explanatory notes, narrative and
program performance, etc.; AlD, Gold,"
Rolling and Printed Budgets plus sup-
plementary or amended budget material.

File: Alphabetically by agency.

Planning

Estimates

ENACTMENT
Use for records pertaining to the pro-
cess of legislative determination and
approval of the Budget Plan. Includes
Congressional Hearings, bills, reports,
proceedings, and debates and the Public
Laws relative to the Agricultural appro-
priations.

/
File: May be case filed by subject when
feasible,

EXECUTION
Use for records of approved budget
implementation and the maintenance of

financial controls over appropriated
funds.

Includes for example: Apportionment,
allocation, allotments and workplans,
obligations and outlays, ceilings, re-
quirements, reimbursements and non-
appropriated funds. Also includes
status reports of appropriated fund
acounts and approtionments:

Interim

Year-End

EMSC

EMSC

EMSC

S/0

GRS 3-4

NC-83-75-1

GRS 5-6

GRS 5-6

GRS 3-5

GRS 3-5
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04

USDA . EMSC

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DESCRIPTION. ARD FILING INSTRUCT I Qg
.': ' ' 6 "DISPOSITION

RECORD OFFICE

OFFICE SYMBOL
& FINAL DISP,

T0
FRC
{4)

OTHER
OFFICES

{s)

AUTHORITY

6)

4180

4200

4210

4220

REPORT ING

Use for budgetary report records. In-
cludes analyses, measuring and reporting
on financia! results of the work pro-
gram carried out under the approved bud-
get.

(See 4180 - LEGISLATIVE for legislative
reports.)

NOTE: Reports concerning highlights-of:
significant accomplishments in” budgetary
and financial management such as conso=
lidation of individual agency obliga-
tions and accounting systems into a
single operating system, and the automa-
tion of fiscal and account maintenance
are retained permanently.

LEGISLATIVE

Use for material relating to proposed
and enacted legislative programs exclu-
sive of budget appropriations.

Includes Congressional Records, Congres-
sional queries and replies, Congres-
sional studies, legislative reports and
reports of fund outlay by State.

(See 1500 - EXTERNAL RELATIONS for gen-
eral records on legislation and pro-
grams.)

(See 4120 - ENACTMENT for records of
proposed and enacted budget appropria-
tion legislation.)

ACCOUNT ING

Use for records of financial administra-
tton, control! and operation which sup-
port, and maintain the integrity of
allocated funds.

ALLOCATIONS
Use for records of appropriated funds
receipt and their allotment.

ALILOTMENTS

Use for the summary records of allot-
ments obligation status ("7M" reports)
which immediately support the genzral
ledger. These are GAO record decu-
ments.

(See 4390 - GENERAL LEDGER.)

EMSC
3

N/A

NFC

NFC
10

S/0

NC-83-75~1

GRS 6-5

GRS 7-3
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(e}

reesc

usoa .

CODE

(1)

DESCRIPTION AND FILING INSTRUCTIONS

(2)

' DESCRIPTION AND FILING IHSTRUCTV‘

" DISPOSITION

KRECORD O FICE

QTHER

OFFICE SYMBOL
& FINAL DISP.
(3)

T0
FRC |
(4)

OFFICLS
(s}

AUTHORITY

6)

4230

4260

4270

4300

.3:0

431 |

4320

4390

OBL | GAT IONS

Use for routine accounting records of
alloted fund obligations subsidiary tfo
the summary allotment status records.
Include obligation estimates paid and
unpaid, classified expenditure l|istings
("IW" reports) and similar materials.

CONTRACTS

RE IMBURSEMENTS

Use for summary records of transferred
and received funds deposited for goods
or services and claims.

(See 4400 - BILLING AND COLLECTION.)

EXPEND | TURES

Use for records of fund disbursement
and expenditure accounting.

Include payments, non-expendituré fund
transfer and related subjects.

DISBURSEMENTS

Use for records of alloted fund dis-
bursement and those used as posting
and control media supporting the
general ledger.

Schedules

Record copies of SF-1166 listings of
Department of Treasury checks issued as
payment for purchased goods and services,
contracts, etc. These listings are GAO
record documents.

(See 4620 - PAID -~ COMPLETED VOUCHERS
for paid disbursement vouchers and
supporting papers.)

CHECKS

Use for records of checks (other than
payroll) issued, stolen, misplaced,
mutilated or destroyed.

GENERAL LEDGER

Use for expenditure summary records

for allotment accounts.

(See 4400 - BILLING AND COLLECTION for
payment and collection General Ledger.)

NFC
4

NFC

NFC
4 .,

NFC

NFC

10

NFC

NFC
10

GRS 6-5

GRS 6-1b

GRS 6-5

GRS 7-4

GRS 6-6

GRS 7-2
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. DESCRIPTION AND FILING INSTRUCTIGa USDA . LMSC
’ ' ' ' ‘ "DISPOSITION
CODE DESCRIPTION AND FILING INSTRUC'!.‘IONS RECORD OFFICE OTHER
OFFICE SYMBOL T0 . AUTHORITY
X & FINAL DISP. | rFmc | OFFICES
"II') ( (2) (3) () (s) (6)
4400 BILLING AND COLLECTION
Use for records of biiling, payment,
collectlion and deposit. .
(See 4640 - ERRONEOUS BILLING and 4820
- IMPREST FUND.)
4410 [BILLING NFC 2 GRS 6-5
Use for records of billing operation. 4
Includes fees, charges, rates; agreements
obligations; Bills open and closed and:
Register.
4420 COLLECTION NFC. 2 GRS 6-5
Use for records of payment accruals, 4
deposits and related matters.
NOTE: The original copy of collection
schedules and vouchers with attached
supporting papers are GAO record docu-
ments. )
(See 4620 - PAID - COMPLETED VOUCHERS
for completed collection vouchers and
supporting papers.)
‘430 GENERAL LEDGER NFC 3 3 GRS 7-2
10
4500 EMPLOYEE ACCOUNTS
Use for records of leave and payroll.
Includes salary payment, leave usage,
claims and simiiar employment data.
4510 TIME, ATTENDANCE AND SALARY NFC S/0
Use for machine processed records of
tnput reports used to issue checks and
personne! data reports.
(See 3610 ~ TIME AND ATTENDANCE REPORTS
for timekeepers record copies,)
4520 CHECKS - PAYROLL NFC ! 2 | GRS 6-60
Use for records of checks issued, stolen, 4
misplaced, mutilated or destroyed.
4530 SALARY AND LEAVE NFC | 2 | GRS 6-6b
Use for records of employee salary 4
payment and leave usage.
4600 VOUCHERS -
' Use for records of certified fund dis-
’ bursements,
\ tncludes for example: Property, supplies
and services received.




EMSC 13 2-74 DESCRIPTION AND FILING INSTRUCTIONS

. ‘ : « DISPOSITICN

RECORD OFFICE
OTHER

OFFICE SYMBOL 10 OFFI AUTHORITY
& FINAL DISP. FRC cES

: (1) (2) ’ (3) (a) (s) (6)
‘46 10 DOCUMENTS N/A

Use for copies of documents held for
completion or receipt.

CODE DESCRIPTION AND FILING INSTRUCTIONS

4620 PAID - COMPLETED VOUCHERS NFC 3
Use for receipted or completed documents, 0 (GAD)
accrual vouchers and certification | (NN-171-4#1)
for fund disbursement, (GAO record docu-~ '
ments.)

(See 4310 - DISBURSEMENTS and 4420 COL-
LECTION for schedules reflecting payment
of disbursement vouchers and receipt as
completion of collection vouchers.)

(SR Y

4630 UNPAID VOUCHERS NFC GRS 6-2
Use for documents on which exception |
is made or which cannot be certified after GAq
for payment, clears
4640 ERRONEQUS BILLING NFC 2 | GRS 6-6b
4
4650 REFUND/ADJUSTMENT NFC 2 | GRS 6-6b
4
.4660 AUDIT (ADMINISTRATIVE) NFC 2 | GRS 6-~6b
(See 1350 - MANAGEMENT CONTROLS for 4
External and Internal Audit report
records.)
4700 TRAVEL AND TRANSPORTATION NFC

Use for records relating to the request,
authorization, approval and review of

travel by all methods. .
(See 4400 - BILLING AND COLLECTION.)

4710 TRAVEL ' NFC ¥
4720 ADVANCE FUNDS . NFC |
4730 ALLOWANCES NFC !
TPer diem, mileage, etc.)
4740 SPECIAL PROVISIONS NFC |
4750 REQUEST~ACCOUNTABILITY NFC ! GRS 9-5b

TRANSPORT = USDA PROPERTY AND NFC !
EQUIPMENT :

B
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USDA . Enee

DESCRIPTION AND FILING INSTRUCTIOPfS

{2)

DESCRIPTION AND FILING lNSTRUCTIiNS

DISPQOSITION

*RECORD OFFICE

OFFICE SYMBOL
& FINAL OISP.
(3}

TO
FRC
(a)

OTHER
OFFICES

(s}

AUTHORITY

{6)

4820

4900

‘ll"49l0

4920

F1SCAL

Use for records concerning accounting
functions involving imprest fund, etg.
(See 4400 - BILLING AND COLLECT{ON.)

IMPREST FUND

Use for records of funds available,
disbursement and supporting documents.
Includes for example: Routine internal
audit and inspection, registers and
fiscal control material.

(See 1320 - AUTHORITY DELEGATION for
records of authority to receive funds.)

QPERAT ING COSTS

Use for records of current operating
costs and relationship of costs fto func-
tions, and performance. lIncludes cost
reduction and improved effectiveness:in
operation.

(See 1360 - MANAGEMENT IMPROVEMENT for
administrative records relating to this
subject.)

WORK MEASUREMENT
Use for records of workload and manhour
expénditure for assigned functions.

COST REDUCTION - MANAGEMENT [MPROVEMENT
Use for records of savings achieved
directly in appropriated funds and
indirectly through cost avoidance and
improved effectiveness.

a. Copies of feeder reports analyses
and backup on Department program re-
ported to OMB.

b. Record copies of Agency program
reports not required by Department or
above.

(See 1360 - MANAGEMENT [IMPROVEMENT for
administrative records on this subject
including employee suggestions).

EMSC

T EMSC -

“N/A

EMSC
S/0

GRS 6-6b

GRS 6-6a

NC-83-75~1
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oY

USOA . IMSC

®

DESCRIPTION AND FILING INSTRUCTIONS

(2)

DESCRIPTION. AND FILING INSTRUCT“

"DISPOSITION

RECOND OFFICE

CFFICT SY'M30L
& FINAL DISP.

OTrHER
OFFICES

{5}

T0
FRC
(4)

AUTHORITY

(6}

5100

. 5200

5300

PRESS RELEASES

INFORMAT { ON MANAGEMENT

Materials relating fto the management
of information, its collection, printing
reproduction, publication and distri-
bution. Includes for example: History,
Libraries, Publications, press releases,
articles, lectures and speeches,. and
other aspects of public relations.

ARTICLES, LECTURES AND SPCECHES

File: Alphabetically by title or
subject.

One copy master set only is subject to
permanent retention. Copies of such
materials which are published are not
subject to such retention and may be
destroyed 3 years after issue.

(See 5510 - DEVELOPMENT for articles
collected for publication.)

File: Numerically by FY,

NOTE: Office of Communication has
master record set.

HISTORY MANAGEMENT

Use for materials reflecting informatior
of continuing interest concerning the
organization and its structure, func-
tional responsibilities and their per-
formance. Also, similar subjects such
as statistical contributions to the
national or world agricultural economy.
Case File: By subject.

*¥Offer to Archives in cubic foot incre-
ments when material has served agency
purposes.

(See 6800 - HISTORICAL for published
and unpublished SRS program statistical
data deriving from surveys.)

/

<

OA/0DD/
Ol
P

It

N/A

Proposed

Proposed




ez 2-m DESCRIPTION AND FILING IMSTRUCTIQNS USDA . frse
- ‘ j DISPOSITION
CODE DESCRIPTION AND FILING lNSTRUC‘;’IONS RECORD CHFICE OTHER
OFFICE SYMBOL T0 AUTHORITY
s FINAL DIsP. | Frc | OFFICES
(1) (2) (3} (4) (s) (6)
400 L IBRARY MANAGEMENT ~ OA/0DD ! Proposed
Use for the management of libraries of 3
material collected centrally for re- R
ference. ‘
File: Alphabetically by title and/or
subject, :
(NOTE: The materials kept by a library
are references not records.)
5500 DISTRIBUTION Distri- S/0 | Proposed
Use for mailing lists of addresses buting
receiving memoranda, directives, news- | Office
letters, publications and other informa-| S/O
tion materials.
File: by subject or title of material
distributed or by assigned list code.
5600 PUBL ICATIONS
Use for the development, clearance,
comments received on issued publications)
and onc copy master files of published
information.
5610 DEVELOPMENT T ot/spsB/ | Proposed
Use for materials related to the de- -.Issulng
velopment of publications for printing Office
and distribution. Includes for ex- 1
ample: Collection of information, and
publication format.
File: by subject.
(NOTE: Arts and graphics are usable
for more than one publication and should
be filed as reference materials by
subject.)
5620 CLEARANCE ___01/SDSH I Proposed
Use for materials related to the ap- __/lssu-_
proval processing of materials for pub- ing _
lication, printing and distribution. Office
1
Fiie: by subject then by title of
publication cleared if needed.
) b

-
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DESCRIPTION AND FILING nisrauc“r!

EMLC

coor

(1)

DESCRIPTION AND FILING lNﬁTRUC{'IONS

(2)

DISPOSITION

USDA .

RECORD OFFICE

OPFICE BYMBOL

& FINAL DISP,
(t 1

oTHENR
orrices

(8}

0
FRC
{8}

AUTHORITY

(6)

5630

5640

5700

6000

COMMENTS

Use for correspondence contalnling
comments or suggestions concerning
publfshed materials.

File: By subject, then by title of
publlcation if needed.

MASTER FILE
Use for one copy sets of each publlca=-
tion lssued.

Flle: Alphabetically by title then In
ascending lssue date order.

Offer to Archives for permanent reten=
+lon In cublc foot Increments contalnling
approxImately 3 years accumulatlon,
(See 6300 - PUBLICATIONS for SRS pub=-
I1shed information.)

(See 6430 ~ REPORTS for unpublished SRS
reports of research project findings.)

PRINTING

Use for materlials retating to the con=-
tract, purchase or other methods of
having Information printed and If
necessary bound for dlstrlibution.

Files By subject, then by tlitie of
publlcations :o be printed or by name
of printing faclility as needed.

(See 2620 - CONTRACTS for records of
contracts let,)

(See 2610 - PURCHASING for records of
Purchase Orders Issued for printing
and binding.)

SRS PROGRAM RECORDS

Use for materlals relating to the de-
velopment and performance of programs
deslgned to accomplish the functions

asslgned to the Statistical Reportling
Service Agency.

(Note: See next page.)

%

o1/
Sps8/
fssulng
Offlce
|

ot/
SDsS8/
Issulng
Offlce
P

3 $/0

Iésulnd
Office
2

Proposed

Proposed

Proposed
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’_oescmmon AND FILiKG lns'r‘mcnon.

6100

lating to the development of:

a, A potentlial or proposed new program
and submission for approval;

b. Proposed major modlification of an
existing program.

Includes for example: Correspondence,
data, report, and other documents
originated outside the agency, submis-
sion to the Program Pianning Committee
and the Committee decision.

Case File alphabetically by subject.

Transfer to FRC 5 years after date of
jast ftem flled.

ASS | STANCE
Use for materials relating to assistancg
provided to otner countries through
USAID programs. Inciudes for example:
Tralning, statistical surveys and stu-
dles and reports concerning foreign
agricultural economy.

Flle alphabetically by country then by
subJect and/or project title.

(See 1500 -~ EXTERNAL RELATIONS for ad-
ministrative materisis relating to
international assistance.)

b N/A

Us0A (MSC
DISPOBITION
' ‘coot OESCRIPTION AND PILING INSTRUC TIONS .&,ﬂ?.‘f;_.:g:'“ w5—] ommen AUTHORITY
& PINAL DIOP. | rac | OFFIcES
A1 () (3 (s) is) (6)
6000 SRS PROGRAM RECORDS =~ (continued)
Flle: Records under the sppropriate
| subject code and category Inciuded In
thls services.
(See 1010 - COMMITTEES for records of
Advisory Boards and Program planning
commlttee meetings.)
(See 1330 - OBJECTIVES for agency pro-
gram planning records.)
6020 PROGRAM DEVELOPMENT OA/0DD 5 Proposed
Use for collection of materials re- P
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.JESCRIPTION AND FILING INSTRUCTIOR

USDA - EMSC

“‘I'foox

(1)

OESCRIPTION AND PILING INSTRUCTIONS

(2)

DISPOSITION

OFFICE SYMBOL

RECORD OPFICE

75 OTNER

& FINAL DI8P,
(3

FRc | OFFICES
(4) (s}

AUTHORITY

(6)

6200

6210

62201

CLEARANCE (OMB)

se for materials relating to OMB sta-
tistical revlew and clisarance required
when a burden Is Imposed on the publlic,
Data collectlion or record keeping by the
publlc constltutes such a burden.
Includes for example: Forms, regula-
tions, and statistical programs or pro-
Jects.

DOCKETS

Use for materials submitted for clear-
ance' processing., Includes for examples
Transmlttal forms, supporting documents
detallling the purpose, estimated cost,
and data coiliectlon or record keeplng
requlrements involved, etc. Attached
may be forms, contracts or regulatlions
describing data collection or record
keeping required of the publlic.

File alphabetically by submitting agency
then by date recelved for processing.

Dispose 7 years after form or plan be-
comes closed, dlscontlnued, explred or
obsolete.

INDEX

Use for SRS-2 card forms prepared de-
talling pertinent Informatlion on each
docket recelved.

File: Alphabeti.ally by agency then In
assigned number order.

Dispose 7 years after form or plan be-
comes closed, dlscontinued, explired or
obsoleate,

(See 1343 ~ CONSULTANT OPINIONS for
oplnlons prepared or obtalned concerning
proposed form, program or project,)

(See 6400 - RESEARCH and 6220 - SURVEY
DESIGN for projects and materlals on
which clearance Is requlred,

N/A

Proposed

Proposed
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AUTHORITY
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6300

6310

6320

6330

PUBL | CAT i ONS

se for peridolcally SRS pubiished data
and reports of statistical estimates,
research project findings and studies.
These are pubiications whlich are printed
and Issued to the pubiic, federal, state
and locai government offices and
agencies,

(See 5500 - PUBLICATIONS for administra-
tion and management of information and
publicatlons generally.)

AGRICULTURAL SITUATION

se for monthly publication prepared by
SRS and Issued by USDA.

SUMMARY

‘Annuaf, or less frequent, summarles of

Interim publications, such as: Agricul-
tural Prlces, Crop Production, Fleld
Crops, Fresh Frult and Vegetabie Prices,
Livestock Slaughter, Manufactured Dlary
Products, Vegetable and Frult Marketing,
Western Europe Agricultural Situation,
and others, Also, use for periodic
pubilcations for which no summary Is
Issued, and one-time pubi!shed reports.

File single copy record sets In year and
census groups alphabeticatly by titie
then in ascending Issue date order,

perfod at end of the next census year,

INTERIM

Use for publlications Issued at
scheduled Intervals and summarized
annualily or less often.

File single copy record sets in year and
census cycle groups alphabetically by
title then In ascending Issue date order,
Transfer items issued during one census
cycle as a group at the end of the cycle
plus revision period.

Upon Completion of a current census re~
view, records for year(s) prlor to the
most recent census may be transferred
to the FRC,

Trans-
fer items Issued during one 5-~year censuﬁt

SDSPU

§/0

5 s/0

SDSPU
7
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Proposed
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OTHER
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AUTHOR'TY

(6}

. 6340

RESEARCH REPORTS

6400

6411

Use for published reports of completed
In=house research projects distributed
to private research groups, Institutions
and to federal and state government
agencles,

File alphabetically by title.

[(See 6430 -~ REPORTS for unpublished re-

ports of completed in-house research

RESEARCH

Use for materials relating to approved

proposed research projects and thelr
design, development, modification and
testing. Also, for materlals relating
to the malntenance and operation of re=
search programs, These evolve from
projects and are not fully operatlonal
Includes: Area-FPrame, Sampl!ing Frame,
Sampling Studies, New Survey Technlques,
Fleld Forecasting and others,

PROJECTS

Use for matertals relating to the pro-

posal of new research projects, and pro-
cessing for approval. Includes: Pro-
posed Project Statement, approval
clearance, design, development progress
reports and final project reports.
Projects Include: Cooperative and In-
house research,

(See 1330 - OBJIICTIVES for records of
project proposal and final declslion re=-
port on whether to proceed.)

COOPERAT IVE .

Use for materlials relating to research
projects conducted cooperatively with
eductlonal Instlitutlions or other out-
slde research groups. Also, use for
reimbursable projects conducted by or
for other government agencles.
Includes for example: Proposed project
statement, approval, clearance, slgned
cooperatlive or Inter-agency agreement,
progress reports, perlodic payment
authorizations or receipt notlces, and
final project reports.,

(Note: See next page.)

RD
p

RDB/RSB
10

2 S/0

Proposed

Proposed
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AUTHORITY
(@)

6411

6412

6420

COOPERATIVE - (continuad)

[l1le alphabetically by name of group,
Tns¥itution or agency, then by project
title.,

Dispose |0 years after project Is com-
plefed and fully operatlonal, or has

been discontlnued.
(See 6200 - CLEARANCE for records of
SRS/OMB clearance actlon needed for
certaln projects.)

(See 2620 - CONTRACTS for records of
approved cooperative agreements.)

i n=House

Use for matertals relating to raesearch
projects conducted by the SRS research
staff,

Includes for example: Proposed project
statement, approval, clearance (if re-
quired), development progress reports
and flnal project reports,

File alphabetically by project title,

|[then by subject if needed.

[Dispose 10 years after project has been

scontinued or becomes fully operatlion-
al without further major modification.
(See 6200 -~ CLEARANCE for records of
SRS/OMB clearance actions needed for
certaln projects.)

PROGRAMS,

Use for materlals relating to the con-
struction and maintenance of programs
which evolve from research projects.
These are seml or fully operational
but are often subject to modificatlion.
Includes for exampie: Area/Sampling
Frame, Aerlal Photos and Maps.

File alphabetically by program title

(then by subject and/or geographlical

area,

(See 6020 -~ PROGRAM DEVELOPMENT.)

RONS/
RSFS/
RSSS/
RDYS
10

RSFS

Proposed

Proposed

-
]
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6421

6422

6425

6430

iUse for unpublished reports of research

Aerlal Photos

Use for aerlal photos used for stratifi-
catlon and allotment of land areas for
survey.

Flle aiphabeticaily by geographical areal

Dispose | year after the sample frame
covered by the photo has been rep!laced
by another.

Area/Sampiing Frames

Use for materlals relating to U.S. land
area identlflcation by usage for Agri=-
culture or other purposes. Also, use
for stratification, apportionment, se-
lectlon and rotation of land areas for
probabllity sample survey to estimate
agricultural productlion,

Fitle by subject then by geographlcal
area or year data Is appllied or was
col lected,

Dispose | year after area frame is
restructured.

(NOTE: The area frame retains the
same structure for |0 years then Is
restructured. The selected sample
frame |s rotated and replaced at 20%
of the sample area per year.)

Maps

Use for U.S. land area maps identifylng
land use. Materlals are used In sample
survey slte selection, apportionment,
rotatlon, and to relate sample survey
data wlth land use,

File alphabetically by geographlcal
area shown,

Dispose | year after area frame is
restructured.

REPORTS
project findings.

(Note: See next page.)

RSFS
J

RSFS

RSFS

$/0

s/0

$/0

Proposed

Proposed

Proposed

Proposed
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6430
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REPORTS -~ (continued)

File alphabetically by project title

lor subject.

(See 6340 -~ PUBLICATIONS - RESEARCH for
records of published (In-house) re-
search project findings.)

(See 4410 - BILLING for records of
funded research project billings.?

STUDIES

Use for materials relating to special
stud!es and reports., These may pertaln
to any phase of the agricultural econo-
my such as: farm (ife; houslng, iabor,
or expenditure; commodities (ex: corn,
cotton, hogs, etc.}, Ailso, may pertaln
to the public acceptance, vaius and/or
improvement of survey techniques and
SRS functlons, operating procedures and
similar matters., Includes for example:
Reimbursable studies and reports,
speclial one~time surveys, and sampling
procedure studles.

File alphabetically by subject.

(See 1330 - OBJECTIVES for the records
of study proposal statement for studles
conducted for SRS, also the record copy
of the final decislon report on whether
to p.oceed.)

(NOTE: Records of work performed on

a relmbursable basls are the property
of the requestor., Coples kept by SRS
are for reference only and may be de-
stroyed when they have no further value
for this purpose.)

SURVEYS :

Use for materlals relating to the pre-
paration for and performance of surveys.
They are conducted to determine the
condition of the Agricultural economy
for a speciflc time perlod. Such sur=
veys include but are not [imlited to such
elements as: (1) the acreage,
production and yield of CROPS (fiber,

(Note: See next page.)
-

SDCSS
RSSS

Proposed

7
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AUTHORITY

(@)

6600

SURVEYS = (continued)

frult, grain, hay, seeds, vegetables

and others); (2) Cold storage; (3) daliry
products (Butter, cheese, milk, etc.):
(4) farm labor; (5) fertillzer (distri=
bution, manufacture, stocks, etc,.);

(6) livestock; (7) poultry; (8) prices
(paid and recelfved, etc.); (9) slaughter,
Col lected data Is processed and sum-
marized by geographlcal area, state

or In some Instances by commodity,
product or ecoromic element. Summaries
are then processed to provide in-
dicatlons which are the baslis for state
and natlonal forecasts and estimates.
(See 6700 - ESTIMATES for naticnal
summary materials and flnal processing
of survey data.)

(See 6300 - PUBLICATIONS for tho sta-
tistical estimates of survey data pub-
I1shed and distributed to the publlic,)

SURVEY DESIGN

Use for materlals produced for use In
performlng area, enumerative, mall,
multi-frame and other types of surveys.
Includes for example: Survey speclifl-
catlons; forms and manuals for the
collsctlon and processing of survey data,

Fite alphabetically by commodity or
T+Te of survey.

(Sea 2210 - FORMS for master fltle record
coples of survey forms desligned for

data collection.,)

(See 2420 - PROCEDURES - INSTRUCTIONS
for records of survey specifications and
manuats distributed for the collectlion,
processing and editing of survey data,)
(See 6200 ~ CLEARANCE for record- of OMB
clearance on forms),

(NOTE: At the end of the 5 year re-
tentlion perlod survey deslign records may
be destroyed 1f component records refer-
enced above are complete.)

SDC8

.

s/0

Proposed

%
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DISPOEITION
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OTHER
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10
me orvices

(6) {(8)

© AUTHORITY

{8}

6620

6621

6622

6623

DATA COLLECTION

Use for materlals containing collected,
tabulated, processed and summarized raw
survey data, _
Includes for example: Questionnalres
(enumerative Interview and sample survey
data sheets, etc,), manual and
mechanical data tabulations, forecast
indicatlions, survey comments, and
summatry sheets.

Questionnal res

Use for materlals containling raw input
survey data collected by interview,
mal! and/or sampliing technlques.

File in groups, alphabetically by sur-
vey subject, commodity and/or product.

Dispose 2 years after year of accumu-
Ia?ion or 2 years after re-survey |f

survey Is not repeated annually.

Tabulations

Use for materlials containling raw Input
survey data transcribed from question-
nalres for manual or computer process-
ing. Includes for example: Listing
and tabulation sheets, and computer
print=outs,

File in groups by month and year of
survey and alphahetlically by survey
subject, commodity or product,

Dispose {4 months after processing,

(See 1742 - ADP SQURCE DATA for tab
cards or simllar Input transcribing
raw data for computer processing).

Summarles

Use for materials containing summarized
raw survey data by geographlcal area
(county, district or sample strata).
These serve as the basls for aggregate
survey Indlcations. Includes for

xamp le:

putations, natlonal summarlies, crop
reporting board recommendations and
work sheets, state summarles and/or
shuttle sheets, change silips, etc.

Survey-
Ing
Office
2

Survey-
Ing

Office
14 mos,

Survey-~
Ing
Office
7

N/A

$/0
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Proposed
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6623

6323«
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Summaries - (contlnued)

Flle in groups for each census,
pIphabetically by geographical area
title, then by survey subject, commodlty
pbr product,

Upon completion of a current census re-
vlew, records for year(s) prior to the
Eosf recent census may be transferred

o the FRC

Naflénal Summaries

Use for print-out materials which con-
tain principle survey resuits for each
by commodlity.

File alphabeticaily by state.

Upon compietion of a current census re-
vlew, records for year(s) prior to the
most recent census may be transferred
to the FRC,

State Summarles

Use for materlals containing computed
output tables for each commodity and
agricultural element surveyed.
Includes: Enumerative (Area-Frame),
Multl-frame, and ObjJective Yleld sur-
veYySe.

File by alphabetically title and date of
survey.,

Upon completlion of a current census re-
view, records for year(s) prior to the
most recent census may be transferred
to the FRC,

COMMENTS /RECOMMENDAT | ONS

Use for materials contalning comments
and recommendations concerning summarlz-
ed survey data, Indicatlions and forecast
Indicators,

Upon completion of a current census re-
view, records for year(s) prlor to the
most recent census may be transferred
to the FRC,

SDSB

Survey-
Ing
Office
7

-

Survey-
ing
Offlce
7

D

Proposed

Proposed

Proposed
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6700

6800

ESTIMATES/ INDICAT |ONS

Use for materlals relating to official
statistical forecasts and estimates.
These are based on survey [ndlications
and analysls, comments and recommenda~
tlons. May also be based on computa-
tlons for certaln commodltles, products
or other economlc elements. They ro-
flect projected total production,
yleld, grade, price, saies, damage,
dlsposition and other statistics for
various commodltles, prcducts and other
elements of the agrlicuftural economy
for Individual states and/or the nation
as a whole. Includes for exampie: Do-
cuments used to record offlclal esti-
mates and survey Indlcatlons.

File alphabetically by commodlty, pro-
duct or subject then by state or geo=-
graphical area,

Transfer document records of official
ostimates and survey Indlicatlions after
input to Data Base.

(NOTE: Record documents for offliclal

last Imates and survey Indlclatlons not

input to Data Base will be retalned In=-
house permanently for day-to-day use
and cannot be retired.)

(See 6300 - PUBLICATIONS for records of
published estimate material,)

(See 6600 - SURVEYS for records of sur=
veys conducted through which raw data Is
obtalned,)

(See 6800a - HISTORICAL DATA - Data Base
for estimates and survey Indlcatlions
maintalned In the Data Base System.)

HISTORICAL

Use for automated and hard copy col laec=-
tlons of publlished and unpubilished col=
lectlons of data. '

(See 5300 = HISTORY MANAGEMENT for

administrative records and other
historlical materlials),

(Note: See next page.)

sSpss/
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(a)

6800

(900

UIS10RICAL - (continued)

9. Data Baso

MagnetTc modla containing cumutative
statlstlcal indicators and ostimates
rolating to surveys of commodities and
othor elements of the agricultural
oconomy,

(See 1738 - DATA TAPE FILE).

Transfer data ellgible for rotirement
to the National Machine Readablie

Archives on magnetic tape. insure that l
program documentation for retrieval of
data from tran=ferred Data Base are trand
ferred with the data tape(s),

!

!
|
i

imodity and product surveys.

b.  Manual
Hard copy colfections of publiched
statlstical oestimates relating to com-

File by commodity then by state.

fheso coitections are used in day-to-
day work by commodity statisticians for
refarence.  They Include all data pub-
Itshed since such statistics were [s-

sued.  As roforence need is continuous
ithey are not oligible for rotirement.
i{Seec 6300 - PUBILICATIONS for records of
jpublications from which this material,
is collected,)

TRATNING

Use for materials prepared by SRS and
used In tralning SRS parsonnel in such
subjects as Survoy methods, and Sta-
tistical Computation methods as well as
others.,

Inciudes: Course materials for classes
and salf-study such as manuals, fiims,
testing materials, eotc,

P
D

File by subjoct of training, then by
fraining course number and/or date if
appllcable.

(See 3410 - TRAINING for personnel
records of employees recelving tralning,)

1 5/0

N/A

Foti=
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Offices
P
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Office
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and
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