
REQUEST -. AUTHORITY 
TQ DISPOSE OF RECORDS 

(See	 Instructions on Rererse ) ,! 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 usc. 33030 the dis-~. S. De tment of	 posal request, including amendments, IS approved except for 
rtems thot may be stomped "disposal not approved" or "with-2. MAJOR SUBDIVISION drawn" In column 10 

icultural Economics 
3. MINOR SUBDIVISION 

Statistical	 ce 
4. NAME OF PERSON WITH WHOM TO CONFER 

Dona M. Volz 
6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 Date Archil isl of tbe United States 

I hereby certify that I om outhoneed to oct for this agency In matters pertctmnq to the disposal of the agency's records, that the records proposed for disposal 10 this Request of 

____ pc •• " 0" 0, ~"'" '~". ~ ne ss 0' ,"" ~.o,' o••• " 0"" 0'''''''''_ the retention penod , speer ,,' 

,Ji,t), H:n-::.l. A1'te~ Chief, RS&A Branch, ASD 
(Date) (Signature of Agency Representative)	 (Title) 

9.7.	 8. DESCRIPTION OF ITEM 10SAMPLE ORITEM NO.	 (With Inclusive Dates or Retenuon Periods) ACTION TAKENJOB	 NO. 

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-162-3l Hay 1962
 
349-S234 June 1949
 
348-S2l7 June 1948
 
348-Sl54 April 1948
 

The agency will offer pe~anent 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 115 
Revised November 1970 
Prescribed by General Services 

Adrnirriserarion 
FPMR (41 CFR) 101-11.4 
115-105 
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SECTION III • SRS FILES SUBJECT OUTLINE 

.- . 
PART A • INSTRUCTIONS FOR USING OUTLINE FORMAT 

FORMAT: 

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, , 
I' 

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. liS/Oilmeans 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 

COMM Office of Communications 

EMSC Economic Management Support Center 

NFC National Finance Center 

OMF Office of Management and Finance 

24 
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SRS" SYfmOLS 

OA Office of the AdMinistrator 

01 Information Office 

ODD Office of Division Director (unspecified) 

ED Estimates Division 

H1S Method~ Staff Office 

RD Research Divi s-ion 

RC (OMB) Clearance Office 

ROB Research and DeveloPQent Branch Office 

RDNS New Survey Techniques Section 

RDYS Yield Forecasting and Estimating Section 

RSB Sample Survey Branch Office 

RSFS Sampling FraMe Section 

RSSS Sampling Studies Section 

SO Survey Division 

SDCB Data Collection Branch Office 

SDCSS Economic and Special Survey Section 

SDCMS Objective Yield and f4ail Survey Section 

SDSB Data Services Branch Office 

SDFG Forms Group 

SDSPS (Data) Processing Section 

SDSPU Publications Unit 

SSB -Systems Branch Office 

SSDS Design and Developnent Section 

SSPS Production Support Section 

r . 

•25 
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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 within three 
years of the date of transf~r. 

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 -transferri n~r to FRC. A di sposal schedul e'w·i·llbe 
f{)rwarded to. NARS' for approval of those items where "proposed" appears, 

., , 

'-, 

) . 
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SECTION. 11,10" 

PART B. MAJOR FILE SUBJECT SERIES 

1000 ADMINISTRATION 

1300' Management 

•1500 External Relations 

1700 ADP 

2000 ADMINISTRATIVE-MANAGEMENT SERVICES 

2100 Records Management 
., , 

2200 Forms Management
 

2300 Reports Management
 ,', 

2400 Directives Management
 

2500 Communications Management
 

2600 Procurement Management
 

2700 Property - Space Management
 

3000 PERSONNEL ADMINISTRATION 
.~.. 

3200 General Personnel Procedures
 

3300 Employment
 

3400 Employee Performance and Utilization
 

3500 Position Classification, Pay and Allowances
 

3600 Attendance and Leave
 

3700 Personnel Relations and Services
 

3800 Insurance, Annuities and Safety
 

3900 General and Miscellaneous
 

4000 BUDGET AND FINANCE 

4100 Budget 

4200 Accounting 

4300 • 
-c ' 

OF-'j 

:" . .v :.,: ;.~ 

27 
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4400 

4500 

4600. 

,"4700 

4800 

4900 

5000 

5100 

5200 

5300 

5400 

5500 

5600 

5700 

6000 

6100 

6200 

6300 

6400 

6500 

6600 

6700 

6800 

6900 

Billing 

Employee 

Vouchers 

and Collection 

Accounts 

.. ' 
,,~. 

Travel 

Fiscal 

and Transportation 

Operating Costs 

INFORMATION MANAGEMENT .. 

Articles, Lectures 

Press Releases 

and Speeches 
. \ , 

History Management 

Library Management 

Distribution 

Publications 

Printing 

SRS PROGRAM RECORDS 

Assistance 

Clearance (OMB) 

Publications 

Research 

Studies 

Surveys 

Estimates 

Historical 

Training 

{, 

'.' 
28 
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C. FILE OUTLINE AND RECORD CONTROL SCHEDULE 

13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS USDA • f.MSC 

DESCRIPTION AND FIL.ING INSTRUCTIONSCODE AUTHORITY 

Ii FINAL OISP. FRC
 

(II (2) (3) (4) (5) (6)
 

1000	 ADMINISTRATION 
Use for al I internal management files 
including functions performed outside 
the fi ling agency or office. May in-
clude correspondence and material on 
the broad aspects of assigned functions 
generally. Records of management and ,

I performance of specific assigned func- I 
! tions are filed as a separate series 
I under the appropri ate category and code. I 

1010 'Ii COMM ITTEES-MEET INGS 
Use for materials relating

I management and the various
I he Id. 

to Committee 
meetings 

1011 

1011-1 

I 
I Includes Associations, Boards, Con-

ferences, and Counc iIs as we II 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
planning and proposed policy and pro-
cedures. 

OA,
Cha irman 
or Secly
of or-
ganiza-
tion 

P 10 Ref Proposed 

1011-2 

1012 

(Offer to Archives when 10 years past
current. ) 

Agendas and minutes relating to 
routine actions and having value only
for cont inu ity . I 
Use for materials relating to staff I 
meetings and simi lar official meeting
which are held to discuss implementatio~
of establ ished pol icy/procedure and fori 
infonnat ion d issem ina+I on. I 

10 

OA/ODD
2 

Ref 

Proposed 

Proposed 

File alphabetically by title or sUbject 

l 
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t:MSC13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS	 USDA. r.MSC 

DISPOSITION 

RECORO OI'I'ICE 
COOE DESCRIPTION AND FILING INSTRUCTIONS 1-:0-1'1'-:-, C-:":E""'S:-:":y-M-CO:C-l.-r--T-O~B 0 T HE R AUTHORITY 

/I I'INAl. OISP. fRe OfF"lCES
 

III (2) (3) (4) IS) (6)
 

1300	 MANAGEMENT 

1310	 ORGANIZATION N/A S/O Proposed 
a. Use for charts of the functions and COMF)

structure of the organization.
 

b. Use for materials relating to 
1I OA Proposed

! potential future changes in organiza- 5
I tion structure or functional assignments' 

c. Use for routine documentation con- OA/ODD Proposed
I cerning organization functions or I
I structure. 

File by subject. 

1320	 AUTHORITY DELEGATION 
Use for official delegations of author-
ity.\ 

a. To identified positions	 OA/ODD S/O Proposed
Dispose	 3 years after supersession or & EMSC
 

3
Obsolescence. 

b. Temporary or I imited delegations to I	 Dele- S/O Proposed
individual	 by name gating


off ice
 
S/O
 

1330	 OBJ ECT IVES OA/ODD S/O S/O Proposed 
a. Use for present and future opera- P
 

ting plans 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, 1700 - 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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cJ'iSC 13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS USDA EMSC 

DISPOSITION 

CODE 

_____ (~1~1 t-
DESCRIPTION AND FIL.ING 

~(~21~ 

INSTRUCTIONS 
OFFICE SYMBOL TO 

& FINAL OISP. FRC 

~--~13~1--~~(~41~~-~(5~1 

RECORO OFFICE 
OTHER 

__ 

OFFICES 

~ __ ~(6~1 

AUTHORITY 

_ 

1340 

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

POLICY AND PRECEDENTS 
Use for materials which establ ish offi-
cial pol icy and regulate or direct pre-
sent and future operations. 

OA!ODD 
2 

OA/ODD
P 

S/O S/O 

Proposed 

Proposed ~ 

1341 Regulations
Use for comments and other material on 
proposed and existing regulations orig-
inated outside the agency.
(See 2410 - DIRECTIVES for internally
originated regulations.) 

ODD 
S/O 

S/O Proposed 

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

1342 Decisions 
Use for material and comments on GAO,
OGC, or other formal legal decisions 
and opinions. 

a. Pertaining directly to SRS. 

b. Pertaining to other agencies. I 
OA/ODD 

:/A 

S/O S/O 

S/O 

Proposed 

File by: Origin,
issue date. 

then by number or 

1343 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 publ ic as a part of pro-
gram, project and study needs. See 
6410 - PROJECTS for the conduct of ap-

I 
Request
ing __ 

_Off ice 
5 

2 Proposed 
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EMSC 13 2-7" DESCRIPTION AND FILING INSTRUCTIONS USDA • EMSC 

DISPOSITION 

RECORD OFFICE
 

CODE DESCRIPTION AND FILING INSTRUCTIONS OTHER
 AUTHORITY 
OFFICESOFFICE SYMBOL TO 

a FINAL OISP. FRC 

(0 12)	 13) 14) 15) (6) 

proved research. See 6500 - STUDIES for 
~he conduct of approved statistical 
s tud l e s , ) 

2b. Pertaining to opinions issued by Consult-

SRS personnel at the request of another ed Off iCE
 

government agency or private individual,
 2 

group or	 institution. 

File by subject. 

S/O1344	 Instructions-Bulletins I N/A
jUse for material publ ished outside the
 
:agency or USDA.
 
I(See 2410 - DIRECTIVES and 2420 -
IPROCEDURES-INSTRUCTIONS for EMSC Manual
 
and other EMSC internal operating in-
l structions.)
 

File: Alphabetically by origin, then 
by number or subject and issue date. 

I 
I 

1350	 MANAGEMENT CONTROLS
 
Use for records of contro Is on overa II I
I	

I 

I funct iona I performance by aud it, in-
spection or specia I review.
 

I 
I (See 2300 - REPORTS MANAGEMENT for re-

cu rr ing reports.)

(See 3273 - INSPECTION, AUDIT AND SURVEY
 

I for records of personnel and position

management audits, evaluations and
 
visits.)
 

NOTE: Reports of comprehensive inspec-
tions, audits, and surveys of opera-
tions wi II be retained permanently,

others wil I be retained as shown.
I 

OA 4 2 Proposed1351	 External Audit 
P 

OA 2 2 Proposed1352 I	 Interna I Aud it 
5 

I	 OA 2 2 Proposed1353	 Investigation 
5i 
OA 2 2 Proposed1354	 Special Reviews 
5 

/, '. 
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Eloise13 2- 7ll DESCRIPTION AND FILING INSTRUCTIONS	 USDA F..MSC 

OISPOSITION 

RECORD OFFICE
 
COOE OESCRIPTION ANO FILING INSTRUCTIONS
 

f-:O"'"'F M-:-::B"""""OL:--r--::-:r 0~TF ~ 5 F--IC'""E--::S""'y	 O~ ~~ AUTHORITY 

" FINAL DISP.	 FRC 

(1)	 (2) (3) (4) (5) (6) 

1360	 MANAGEMENT IMPROVEMENT OA/ODD S/O Proposed
Use for materials on management pro- 3 

jects, employee suggestions and studies 
or surveys.
(See 2040 - STUDIES AND SURVEYS for 
records of paperwork management
ropor+s )s 

(See 3450 - INCENTIVE AWARDS for records
 
of suggestions and tangible benefit
 
incentive award recommendations offi-
cial Iy approved or denied.)

(See 4910 - WORK MEASUREMENT and 4920 -
COST REDUCTION-MANAGEMENT IMPROVEMENT
 
for work analysis and specific operating

or functional lmprovemen+s ,)
 

1500	 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. I 
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 publ ication.
 
(See 3300 - EMPLOYMENT for records of
 
student employment and work-study pro-
grams, and recruitment programso)

(See 4120 - ENACTMENT for budget legis-
lation. See 4180 - LEGISLATIVE for
 
specific USDA program legislation and
 
reports. )
 

File: Within each sub-group alphabeti-
cally by geographical location,

addressees name, or title.
 

2 Proposed1510	 CONGRESS OA 
3 

1520 INTERGOVERNMENT	 OA 2 Proposed
 

3
 

o	 INTERAGENCY OA 2 Proposed 
3 

~ 21540	 INSTITUTIONS/ORGANIZATIONS OA Proposed 

3 
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2-7~ DESCRIPTION AND FILING INSTRUCTIONS	 USDA • rMSC 

COOE OESCRIPTION ANO FIL.ING INSTRUCTIONS 

(2' 

1600 
se for ma relating specifically

the over-aII program, or too genera I 
be fl led under a specific subject. 

1700 
se for materials relating to electronic 

automated data systems. Includes for 
example: Planning, objectives, pol icies 
and program design, development and 
management. 

1710	 /PLANNING AND OPERATIONS
iUse for materials documenting the objec-
!tives, planning, pol icy and procedures
! involved in converting from manual to 
','ADPsystems for the processing, storage,
,and retrieval of data. 
i Includes for example: Recommendations 
land supporting documents on overal I ADP 
!needs, systems design of management and 
ioperational supporting systems, equip-
ment selection, standardization, util i-
zation and maintenance, accountabi Iity 
and simi lar subjects. I (See 1330 - OBJECTIVES for general
Planning materials which may include 

I ADP systems, 2030 - WORD PROCESSINGI 
I MICROFILM and 2040 - STUDIES AND 
I SURVEYS.)
I 
0ffer to National Archives for per-

1 manent retention 5 years after super-
cession or obsolesence of system docu~

I mented. 

1720 DATA SYSTEMSI 
I Use for mater iaIs document ing the 

development and operation of ADP project
within previously established ADP 
systems. 

OA 
slo 

a FINAL OISP. 
(3) 

F'RC 

(4' 

OFF'ICES 

(5' 

SIO 

(6' 

AUTHORITY 

Proposed 

I 

I 

lOA/ODDI P 
j
I 
' II 
I 
I' 

5 2 Proposed 

i 

i 
~~-------~ 

.--'1 
:~ 
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13 2-71l DESCRIPTION AND FILING INSTRUCTIONS USOA • ~:MSC 

COOE 

(0 

OESCRIPTION 

(2) 

ANO FILING INSTRUCTIONS 

a fiNAL OISP, 
(3) 

fRC 
(4) 

OffiCES 

(5) (6) 

AUTHORITY 

1721 
which document the 

aluation of each new AOP project from 
reposal to approval for implementatlono

Includes for example: Proposal state-
nt, time and cost analysis, ob-

ectives; Development, use and speci-
ications and summary of each phase of 

ject development; System design, 
umber of programs, people and costs;

ramming, testing and de-bugging;
inal project report and processing for 

f3pprova I.
! 
file by subject and assigned project
Inumber. 
: 

SS8-SSDS 
P 

1* S/O Proposed 

1722 

I*Offer to Arch ives I year after system
lis discontinued, superseded or becomes 
ob so lete. 
I 
i 
Project Implementation
pse for materials prepared for operation
pf a new ADP systemo Includes for ex-
ample: specifications, appl ications 
hrogram manuals, operating instructions,
rnput/output speCifications, user guides
~nd reports. 

~S8-SSDS 

I 
I 
I 
I 
I 

I' * 

! 
I 

Is/o Proposed 

~ile by subject then by assigned project
filjmber.
I 
~Offer to Archives I year after system
is discontinued, undergoes major re-de-
sign, or becomes obsolete. 

I 

, 1723 

.~. 

froject Operation
'Use for materials prepared for regular
update or change to an operating system
Includes for example: Punch cards,
print-outs and documentation (Except for 
~orrespondence and change requests.) 
II(NOTE: Program re-design or change
~aterials prepared by Design and Oe-
'Ivelopment Secti on are transferred to Pro-
duction Support Section' when program is 
again operational.)
I ' " - . - - -- - .. 
I (See next page)~- . 

SSS-SSD§j
SSPS 

-~ 

S/O Proposed 
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U1SC 13 2-71J DESCRIPTION AND FILING INSTRUCTIONS USDA • f::MSC 

DiSPOSITION 

COCE DESCRIPTION ANC FILING 

(2) 

INSTRUCTIONS 
RECORD OFFICE 

OFFICE SYMBOL 

& FINAL DISP. 
(3) 

TO 

FRC 
(4) (5) 

OTHER 

OFFICES 
AUTHORITY 

(6) 

1723 ProJect Operation - (continued) 

~ by subject 
number. 

then by assigned project 

Dispose I.year after material is super-
seded or system is discontinued. 

1..-

1730 

1731 

ERASABLE MEDIA 
Use for materials which store data in an 
erasable mode. These include magnetic
tape (analog, digital), drums, discs,
discs packs, data cel Is and other de- I 

vices. III nc Iudes: Scratch and test (de-bugg ing) 

I 
tapes, program tape or disc pack, raw I 

data input tapes, working (input/output) 

I tapes, val id transaction tapes, master 
fi Ie tapes, publ ication tapes, print

,tapes, summary and other data f iIe tapes
and security back-up. 

Scratch TaDe 
New tape or tape not included in tape 
library control, or fi les whose reten-
tion dates have expired. These are used 
by console operators or tape handlers to 
faci Iitate general computer runs such 
as sort and merge runs. 

SSDS 

* 
GRS 20 
Item I 

Pt 3 

*0 ispose by b Ianki ng immed iate Iy after 
use. 

:.-, 

1732 Test Tapes
Magnetic tape used in testing a pro-
posed system or program. 

a. Used by programmer for individual SSDS 
run testing and not under library con- * 
tro I. r 
*Dispose after system has been accepted I~ 
or discontinued whichever is sooner. 

I I SSDS 
I * 

~ 

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

*Dispose when program is discontinued • 

GRS 20 Pt 3 
Item 2 

GRS 20 Pt 3 
Item 3 & 4 

. ->; 
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EM~C 13 2-N DESCRIPTION AND FILING INSTRUCTIONS 
DISPOSITION 

USDA . EMSC 

CODE 

(11 

DESCRIPTION AND 

(21 

FILING INSTRUCTIONS 
RECORD OFFICE 

OFFICE SYMBOL 
at FINAL OISP. 

(31 

TO 
FRC 
(41 (51 

OTHER 
OFFICES 

AUTHORITY 

(61 

1733 

SDSPS/
SSPS 

Program Tape Or Disc Pack 
Material containing sequence
tions required to accompl ish 

/ 

cesSing of data or solving a 

a. Updated. 

of instruc-
the pro-
problem. 

*Dispose after third update cycle. 

* J 
b. Last update of a specific EDP I SDSPS/

lappl ication used in a terminated system/I SSPS 
jprogram. 1* 

GRS 20 
Item 5 

GRS 20 
Item 6 

pt 3 

Pt 3 

1734 

i*Dispose after agency has exhausted need I~ 

I for tape. 

I Raw Input Data ' 

j
Tapes containing data abstracted from 

source documents as other media and en-
I tered into the system for the first time, 

II a. Used to update with existing program! SSPS 
tape and needed to support reconstruc- j*

I tion of master fi le , 
I 

*DiSDose of first generation data on 
successful completion of fourth process-
ing machine pass. 

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

GRS 20 
Item 8 

GRS 20 
Item 9 

pt 3 

Pt 3 

*Dispose of after raw data is processed 
.into final data and proved satisfactory. 

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

i source document. 

SSPS 
*J GRS 20 Pt 

Item 10 
3 

*0 ispose as directed for "hard copy" or I' 

other fi les documenting the same pro-I cess, transaction, or case. 
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2-7~ DESCRIPTION AND FILING INSTRUCTIONS USOA • EMSC 

DESCRIPTION AND FIL.ING INSTRUCTIONS 

FRC 
OFFICES 

AUTHORITY 

(II (2) (4) 15) (6) 

1735 Working Tape (Input/Output)
Magnetic tape containing output or con-
trol within or from one run to a sub-
sequent run that manipulates, sorts and 
or moves data through the system(s); in 
cludes checkpoint, edit, correction, r 
ject Iist, unmatched data el iminating 
error, and re-run tapes. 

a. Used in an updated system. 

*Dispose after subsequent tapes con-
taining accepted detai I data have been 
created and proved satisfactory. 

SSPS 

* .J 
GRS 20 Pt 
Item II 

3 

b. Used 
project. 

in a one-time study surveyor SSPS 

* 
GRS 20 Pt 
Item 12 

3 

*Dispose after master 
proved satisfactoryo 

data tape is 

1736 Val id Transaction Tapes I 
Magnetic tapes containing val id fi Ie ofl 
items used with master data tape input'
fi Ie for creation of master data tape
output f iIeo Inc Iudes: 

a. Partially val id transaction after 
all outstanding items are Iiquated I 
from current status tapes; val id trans-, 
action after cumulative final master 

SDSPS/
SSPS 

GRS 20 Pt 3 
Items 13 & 14 

tape is prepared and found to 
and there is no necessity for 
cal analysis. 

be good,
statisti-

*Dispose after third update cycle. 

b. Used 
analysis. 

for additional statistical SDSPS/
SSPS 

Proposed 

Dispose I year after last use for this ,~
Ipurpose. 

, .\ 



1737 

,e
DESCRIPTION AND FILING INSTRUCTIONS USDA . EMSCEHSC 13 2-711., 

eOOE 

(11 

1737-1
 

, ' 

OESCRIPTION ANO FILING INSTAUCTIONS 

(21 "'"
 
System/Program Master Tapes
Magnetic media indexes of data created 
by merging prior master file with'val id 
transaction data to create a new master 
fi le , Includes: Information Retrieval 
Research project, statistical estimates 
economic statistics, published and un-
publ ished survey estimates, (data base) 
and others. 

a. Cumulative data. 

*Dispose after third update cycle. 

b. Non-cumulative data including data 
concerning economic census taken ~~rlng
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 to 
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. 

*DisDose after third update cycle. 

b. One-time study or survey. 

~ by subject or title of study or 
survey. 

*Dispose when master tape is blanked. 

AUTHORITY 

& FINAL OISP, FRC 
(3) (4) (61 

GRS 20 Pt 3SSPS 

j Items \6-37 

SSPS Proposed 

j*

SDSPS/ GRS 20 Pt 3 

SSPS 

* 

SSDPS/ GRS 20 Pt 3 

SSPS 

J
* 

"-'" 
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,)ISC 13 2- 71l DESCRIPTION AND FILING INSTRUCTIONS 
DISPOSITION 

COOE 

(t) 

DESCRIPTION 

(2) 

ANO FILING INSTRUCTIONS 
RECORD OF'F'ICE 

I-:O"'"F'F'''''I''"'CE,..,S::-cY.,..,M-=-BO,..,.L-.,--T....,O~OT HER 

a F'INAL DI5P. F'RC OF'F'ICES 
(]) (4) (5) 

AUTHORITY 

(6) 

1738 Data Tape Files 
Magnetic tapes containing: 

a. Summary data aggregates of in-
dividual observations from val id trans-
action or master data fi les that are 
disaggregates of publ ished data. 

SDSPS/
SSPS 

J* 

Proposed 

*Dispose after transaction and/or master 
data tape has been blanked. 

I SDSPS/
SSPS 

b. Sample and sub-sample data 
tapes containing individual observations 

I selected from a larger census or survey * 

IIf i Ie such as strati f ied or pure random I 

sample files with or without weighting
factors. Used in statistical analysis
or program pol icy formulation models-and,
simulation studies. 

Proposed 

Fi Ie by general program subject and 
assigned- numeric retrieval code. I 

which!" 
tape I

*Dispose 90 days after purpose for 
created has been served or data on 
becomes obsolete. 

1739 

~;. 

I 

Publ ication Tape
Magnetic tape containing source output
data extracted from the system (without I 
destroying source tapes). 

a. Reproduced and disseminated as a SSDSPS/
publ ication or used for reproducing a SSPS 
printed publ ication. * 

Fi Ie by publ ication title and assigned 

.Jnumeric retrieval code. 

*Dispose when recorded in Data Base or 
if not added to Data Base dispose at 

Iend of 5 year census cycle in which 
data was collected. I 

I 
b. Pr int tape used for producing re- I SDSPS/
quired printout of tabulations, tables'l SSPS 
registers, and reports. * 

1.>. " 

Proposed 

GRS 20 Pt 
Item 41 

3 
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EH$C 13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS USDA . EMSC 

DISPOSITION 

CODE 

It) 

DESCRIPTION ANO FILING 

(2) 

INSTRUCTIONS 
RECORD OFFICE 

OFfiCE SYMBOL 

& FINAL DISP. 
13) 

TO 

fRC 
(4) 

OFfIC!:S 

(5) 

OTHER AUTHORITY 

16) 

1739 Publ ication Tape - (continued) 

*Dispose after output has been reviewed,~
approved and released. 
(See 5640 and 6300 - PUBLICATIONS for 
record fi Ie of materials produced from 
tapes. See 6800 - HISTORICAL - DATA 
BASE for cumulative collection of sta-
tistical estimate data both publ ished 
and unpubl ished). 

1740 

1741 

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

ADP Program Control 
Use for materials containing common 
language source data, coded machine 
language instructions, uti Iity or pro-
cessor update and data pertinent to a 
specific run or cycle for program con-
trol. 

SSPS 

* 
GRS 20 Pt 3 

Fi Ie by subject or program title. 

*Dispose of individual and sets of !~ 
cards or tapes when superseded or I yea 
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 tape or pro-
cessing on electric accounting machine 
(EAM) equipment created after January I 
1970. 

a. Used 
disc for 

as backup
security. 

to magnetic tape or SSPS 
14 mos. 

Proposed 

Fi Ie by subject or title of source 
data and date. IJDispose 14 months after transfer to 
magnetic tape. 
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EM:::C13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS USDA EMSC 

DISPOSITION 

CODE 

(11 

OESCRIPTION AND 

(2) 

FILING INSTRUCTIONS 
RECORD OI'I'ICE 

OF"l'ICE SYMBOL 
& I'INAL DI5P. 

(3) 

TO 
I'RC 
(4) 

OTHER 
01'1'ICE5 

(5) 

AUTHORITY 

(6) 

1742 ADP Source Data - (continued) 

b. Used as an interim transfer or 
abstract of source data from document 
to magnetic tape for program processing.
Includes for example: Surv~y and 
Estimate raw data processing. 

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

SSPS
* 

I~ 

Proposed 

(NOTE: Output materials such as prInt-
outs, registers, publ ications, etc.,
produced wi II be fi led and disposed with 
appropriate administrative or program
subject categorieso Generally print-
outs in subject files are of temporary
value and can be disposed when super-
seded or obsolete.) 

2000 ADMINISTRATIVE-MANAGEMENT SERVICES 

2010 PAPERWORK MANAGEMENT EMSC 
Use for materials relating to the over- ,3 
al I Paperwork Management Program. The Ii program covers interrelated management
services such as: Directives, forms,
reports and records management, and 
systems a_n~_~ys is~_ _ ~ "_= __ 

Includes for example: Correspondence __ -
functional reviews, the analysis and 
recommendations for potential appl ica-
tlons technologies such as word pro-
cessing and microfi 1m, and formal study
and survey reports. 

2 NC-83-75-1 

2020 

~. 

File: Case fi Ie by subject and alpha-
betically by Agency. 

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

FUNCTIONAL ASSISTANCE REVIEWS EMSC 
Use for reports of brief on-site visitsl 3 
designed to igen~ify problem ar:ea~! pr91 
vide Immediate corrective action 
where possible, or to lay a foundation 
for indepth study if necessary to 
promote and improve management of 

paperwork systems .. " -" : 

2 NC-83-75-1 
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EHSC13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS USDA FMSC 

clSPOSITION 

RECORD OFFICE 
COcE OESCRIPTION ANc FIL.ING INSTRUCTIONS OTHER AUTHORITY 

OFFICES
OFfiCE SYMBOL TO 

a fiNAL DI5P. FRC 
(l) 14) 15) (6)(11 (2) 

2030 

2040 

WORD PROCESSING/MICROFILM
Use for paperwork surveys conducted to 
evaluate various technological systems,
their appl ications in improving per-
formance as weI I as feasibility due to 
cost. 
Includes for example: Microfi Iming, 
word processing and simi lar processes. 

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

EMSC 
3 

2 

2 

NC-83-75-1 

NC-83-75- I 

2100 RECORDS MANAGEMENT 
Use for material relating to the control 
maintenance, disposition and security
of official records. 

I/O STORAGE LISTS 
Use for lists of record fi les stored by
or transferred to the Federal Records 
Center (FRC) since 1964 when OMS became 
functional. 

S/O NC-83-75-! 

Fi Ie by: 
accession 

Year of transfer 
number order. 

and in 

2120 

Dispose when al I items on a Iist have 
been destroyed by FRC. 

FILING SYSTEMS 
Use for fi Ie outl ines and approved
annual fi les maintenance plans. 

!~ 

EMSC 
S/O 

S/O NC-83-75-1 

2130 

Case Fi Ie: Alphabetically by agency. 

DISPOSITION 
Use for materials relating to the sched 
uling of records for disposal, and the 
dIspositIon of scheduled records on 
hand in offices, stored in local stagin~
areas or transferred to Federal Records 
Centers. 
Includes: Correspondence, proposed and 
NARS approved disposal schedules and rel 
tention plans. 

EMSC 
S/O 

S/O NC-83-75-1 

Case Fit <;:: A Iphabet rca tty by agency. 
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EMSC 13 2- 711 DESCRIPTION AND FILING INSTRUCTIONS	 USDA. F.MSC 

DISPOSITION 

RECORD OFFICE 

CODE DESCRIPTION AND FILING INSTRUCTIONS	 OTHER AUTHORITY 
OFFICESOFFICE SYMBOL TO 

& FINAL OISP, FRC
 

(II (2) (]) (4) (!I)
 (6) 

EMSC	 2 GRS 18-22150	 SECURITY 
Use for materials relating to the hand- 2 
ling and safeguarding of documents 
classified under the provisions of 
Executive Order 105010 

2170	 MAINTENANCE EMSC S/O NC-83-75-1 
Use for materials relating to systems' S/O
and techniques evolved to maintain rec-
ords for retrieval and scheduled dis-
posa I.

Includes: Vital Operating Records~
 
microfilm systems~ etc.
 

I
I Case File: Alphabetically by agency. 

2180 I RECORDS REPORTS EMSC S/O GRS 16-6 
Use for annual reports of records hold- 3 
ings and other records reportso ..I 
File: Alphabetically by agency and by

year date of reports.
 

2190	 AVAILABILITY OF INFORMATION I ~MSC 4 NC-83-75-1 

Use of materials c~lating to requests
for access to records under the Freedom 
of Informat ion Act. Inc Iudes for ex-
ample: Correspondence requests for re-
cord access and Relative Fi Ie Subject 
Indexes. 

Case Fi Ie: Alphabetically by agency. J 
2200	 FORMS MANAGEMENT 

Use for materials relating to the desig ~ 
development~ and printing of new and 
revised formso Also, for comments on 
standard and departmental forms used 
interna IIy. Inc Iudes for examp Ie: 

SDFG 2 S/O Proposed2210	 Forms Master F iIe
 
Use for maintaining one master file cop P
 
of each ~~w .or revised form issued for I
 
performance of SRS functions. 

File by designator and number or alpha-
betical Iy by titlea
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EMSC 13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS USDA. EMSC 

DISPOSITION 

COOE 

III 

OESCRIPTION ANO FIL.ING 

(2) 

INSTRUCTIONS 
AECORO OFFICE 

OFFICE SYMBOL 
/II FINAL OISP. 

(3) 
FRC 
(4) 

TO 
OTHER 

OFFICES 

IS) 

AUTHORITY 

(6) 

2210 Forms Master Fi Ie - (continued) 

Dispose 2 years after forms is super-
seded or cancel led. 

2220 Forms Rev iew 
Use for materials relating to forms 
effectiveness 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 
lor obso Iete. 

I

I~ 

ODD 
5 

S/O Proposed 

2300 jREPORTS MANAGEMENT
jUse for materials relating to the 
jReports Management Program. Inc Iudes-

\correspondence, an annual index of 
current recurring reports and a control 
file of al I proposed, currently re-
quired, cancel led or superseded recur-
ring reports prepared and includes for 

\
exampIe: Samp Ie blank report ing forms, 

reporting instructions, OMB clearance 
~ata, and Reports Cost Analyses. 

~ase File by: Assigned report Control 
tymbOI (RCS) number, or alphabetically
{by title. 

bispose of a Reports Control File 2 
years after the report is discontinued. 

NOTE: Fi Ie record copies of office 
~ared reports under the subject
~hich applies. Copies of reports re-
ceived from outside a fi Iing 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.) 
I( See 2722 - Reports for space ut iiizat ion 
jnd parking assignment report records.) 

ODD 
2 

2 GRS 16-8 

.... --------~------------------------------~----~--~--~--.-.---



e DESCRIPTION AND FILING IN;TRUCTI~N~ USDA • EMSCEMSC 13 2-71l' 
DISPOSITION 

RECORD Ol'I'IC£ 
CODE OESCRIPTION AND FIL.ING INSTRUCTIONS OTHER AUTHORITY 

0l'I'IC[5Ol'I'IC£ SYMBOL TO 

a I'IHAL DISP. I'RC 

(11 (Zl (3) (4) IS) (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 internal regulations officially
publ ished; informal bulletins, instruc-
tions-procedures issued for internal 
operation and functional performance. 

I EMSC S/O S/O NC-83-7S-1!DIRECTIVES 
!a. Use for directives, proposed, ap~ P 
!proved and published in the EMSC Manual. 

IFi Ie in number order.,-
SDCB S/O S/O Proposedlb. Use for directive memoranda (Example 
PCEM, AOM, OM, and TOM) issued by the 

/Administrator's Office and the Crop
I Reporting Board on basic program func-
Itions, responsibi Iities, pol icies and
I procedu res. 

I Fi Ie in alphabetical series by designa-
tor, and by number within each series. 
(See 1341 - Regulations for simi lar 
material originated outside EMSC and 
SRS) . 

I PROCEDURES -INSTRUCT IONS Issuing S/O S/O Proposed
Off ice Use for official material issued as a 
Pseries 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 wi II be fi led under
 
the appropriate subject, or with relate~
 
record material and disposed as shown I
 
for that subject.
 

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



41 

EHSC 13 2-711 DESCRIPTION AND FILING INSTRUCTIONS USDA • EMSC 

DISPOSITION 

RECORD OFFICE
 
COOE DESCRIPTION AND FIL.ING INSTRUCTIONS f-=:=~-:-;::-;~r--c;-::--; OTH[R
 AUTHORITYOFFICE SYMBOL TO on'lcu 

a FINAL OI5P. FRe 

(ll 12) 13) (4) (5) (6) 

2500	 COMMUNICATIONS MANAGEMENT
 
Use for materials on the preparation,

control and use of communications. In-
~Iudes for example: Correspondence, mall,

~elegraph and telephone.
 

EMSC __2510	 MAIL _,_ S/O GRS 12-73 ---.-Use for materials relating to the prompt

del ivery of mail and the use of official
 
ma iI covers. Inc Iudes: Postage and
 
Pa id 0
 

NOTE: The official record copy of the
 
POStage and Fees Paid report is the
 
ifinal computer print-out of the combined
 
Ibiannual reports input.
 

2520	 IFTS - TELECOMMUNICATIONS 2 NC-83-75-
use for requests, feasibl Iity surveys, 

Iand recommendations for installation,
relocation and removal of al I types of 
telecommunications equipment and ser-
vices. 
Includes: Facsimi Ie Transmission, radio,

telephone, telegraph, teletype and in- !
 
formation dealing with the management I
 
land usage controls establ ished for these
 
systems.
 

EMSC2530	 ITELEPHONE NC-83-75-'''2'-use for requests, service orders, and
 
\simi lar materials relating to the in-
stallation, relocation and removal of
 
local commercial telephone equipment and
 
service.
 
Includes: Field offices FTS services
 
and D.C. area commercial services.
 

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

2600	 PROCUREMENT MANAGEMENT 
Use for material deal ing with purchase
and ma intenance of equ ipment, pub Iica- I 
tions, printing, reproduction, services 

'and suppl ies for internal needs.
 
Includes: Contracts, grants, coopera-
tive arrangements, purchase orders,

fedstrips, requisitions, and Bi IIs of
 

::7lf Lad ing • 
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EI1SC 13 2-711' DESCRIPTION AN~ FILING INSTRUCTIONS USDA . EMSC 

DiSPOSITION 

CODE 

(11 

OESCRIPTION AND 

(2) 

FIL.ING INSTRUCTIONS 
on'ICE SYMBOL 

a FINAL OI5P. 
(3) 

RECORD OFFICE 

TO 

FRC 
(4) (5) 

OTHER 

OFFICES 
AUTHORITY 

(6) 

2600 PROCUREMENT MANAGEMENT - (continued) 

F iIe: By number. 

(SEE 4820 
available 
supporting 

- IMPREST FUND for records of 
funds, their disbursement and 

documents.) 

2610 PURCHASING 
Use for materials relating to the pro-
curement of suppl ies and equipment from 
vendors and GSA. 
Includes purchase orders, fedstrips,

,Bil Is of lading and copies of requisi-
tions received. 

a. $10,000 or less transactions 
Includes non-personal services, such 
as laundry, duplicating, binding, etc. 

b. Over $10,000 transactions 

EMSC 
3 

EMSC 

2 

2 

GRS 

GRS 

3-4a 

3-4a 

(2) 

(I) 

2620 

Includes requisitions on the publ ic 
printer (GPO). 

CONTRACTS 
Use for materials relating to contracts, 
grants and cooperative arrangements. 

a. No funds obligated. 

b. $10,000 or less transactions. 

6 

I 
I 

I 
EMSC 
S/O 

EMSC 
3 

S/O NC-83-75-1 

GRS 3-4a(2) 

c. Over $10,000 transactions EMSC 
6 

GRS 3-4a( I) 

2680 REPORTS 
Use for materials relating to supply
requ irements and prccuremen+ matters 
submitted for supply management purposes.
Inc Iudes for examp Ie: Input from otheri 
units for internal use or for trans-
mission to higher echelons for con-
so Iidat ion. 

EMSC 
2 

GRS 3-5 
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EHSC 13 2-71l' DESCRIPTION AND FILING INSTRUCTIONS USDA • EMSC 

eOOE 

(11 

2700 

2710 

2711 

DISPOSITION 

OESCRIPTION ANO FILING 

(21 

INSTRUCTIONS 
RECORD OFFICE 

OFFICE SYMBOL 
& FINAL DISP. 

(31 

TO 
FRC: 

(41 (51 

OTHER 
OFFICES 

AUTHORITY 

(61 

PROPERTY-SPACE MANAGEMENT 
~se for materials relating to 
~ble personal property, office 
and faci Iities. 

account-
space, 

PROPERTY 
Use for records of non-expendable
equipment, acquisitions, maintenance,
and disposal. These are such items as 
furniture, office machines, and motor 
vehicles. 
Includes: Receipted receiving documents 
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. 

EMSC 
4 

S/O GRS 
GRS 

8 and 
10-6 

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

Dispose: 4 years after equipment is 
d l sposed ; ----

I~ 

Disposal
Use for materials relating to the dis-
posal of excess personal property.
Includes for example: Reports of excess 
personal property for sale and disposi-
tion reports fol lowing GSA sale of the 
property . 

EMSC 
3 

GRS 4-5 

Case Fi Ie: By Disposal report number. 

Dispose 3 years fo IIow ing date property
is disposed. Pending fi les establ ished 
prior to sale may be disposed after 
sale takes place.
NOTE: Inventory documents. The run-
ning inventory is provided by a quart-
e~ly computer listing based on data 
provided by receipted purchase orders 
and paid invoices. This Iisting is 
disposed when superseded. 

~ 

EMSC S/O GRS 3-IOaThe biennial physical inventory record 
becomes part of the property case fi Ie 2 

for the "station". The computer Iist-
ing is physically verified and correct-
ed where necessary. The signed docu-
ment is held 2 years and disposed when 
superseded. ~ 
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2712 

2-7~ DESCRIPTION AND FILING INSTRUCTIONS USDA • [MSC 

In 

2713 

720 

DISPOSITION 

RECORD OFFICE 
DESCRIPTION ANO FILING INSTRUCTIONS 

OFFICE SYMBOL TO OFFICES 

OTHER AUTHORITY 

'" FINAL DISP. FRC 

IZI (3) (4) (5) (6) 

Loss/Theft
Use for materials relating to the loss 
or theft of accountable personal pro-
perty. 

EMSC 
2 

GRS 18-16b 

Case File: Alphabetically
division, city and state. 

by agency, 

Dispose:
inventory. 

Fol lowing the next physical 

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

EMSC 
3 

GRS 10-4 

File: By vehicle tag number. 

Dispose 3 years after date of report. 

SPACE AND FACILITIES EMSC GRS 11-2 

Use for materials relating to the pro-
vision and al location of office space
and its alteration and routine mainte-

2 

nance; installation and removal of faci-
Iities by contract or job order with 
GSA or commercial companies.
Includes for example: Requests for and 
assignments of space and its util ization 
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/contract 
for alteration, maintenance and faci-
Iities. 

D.C. Area 
by agency. 

- Case File: Alphabetically 

Dispose 2 years after 
ment is terminated. 

lease or assign-

EMSC NC-83-75-1Job Orders - D.C.
 
Use for space alteration and mainten-
 I 
ance, and facil ities installation and
 
removal, etc., job orders issued to GSA
 

'" 1 
21 



EI-l::C13 2-N 

CODE DESCRIPTION AND FILING INSTRUCTIONS 
AUTHORITY 

OFfiCES
FRC 

(11 (2) (4) (51 (6) 

se at end of fiscal year in which 
~...:...!:.~~ na payment is made and any remaining 
funds have been withdrawn or reobligated 

2722 
r reports' received and 

concerning space uti lization, 
ment'of parking space, etc. 

submitted 
assign-

S/O GRS 11-2b(2' 

3000 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 int 
government and interagency appointments,
cooperation and other programs.)
NOTE: Subjects not covered in the 
fol lowing categories may be fi led in 
logical order in the 3000 group. 

'\ , 

3200 GENERAL PERSONNEL PROCEDURES 
Use for material relating to the per-
formance of personnel management func-
tions and programs including agency
staffing plans. 

EMSC GRS 1-3 

3220 REPORTS 
Use for statistical and information 
reports prepared for internal use or 
compilation for interagency submission. 

EMSC 
2 

GRS 1-16 

File by:
the-report 

FPM Bulletin number requirin9
and/or report title. ,._.._-~ 

3250 PERSONNEL MANAGEMENT 
Use for materials containing instruc-
tions and pol icy development relating
to tnterpretations of Clvi I Service, 
Office of Personnel and 8~SC Directives 
on personnel management. 

EMSC 
2 

Proposed 

.~"
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Eloise13 2-7~ DESCRIPTIO~ AHD FILING INSTRUCTIONS USDA. U>1SC 

CODE 

II) 

3273 

277 

3279 

DESCRIPTION AND, FILING INSTRUCTIONS 

(2) 

PROCEDURES PROGRAMS AND 

or materials containing instruc-
Ions and pol icy development relating

interpretations of Civil Service,-'
ffice of Personnel and EMSC Directives 

personnel administration. 

AUDIT AND SURVEY 
se or correspondence, reports, and 

documents concern ing per sonne I manage-
nt inspections and survevs , desk and, 

other position audits, and evaluation or 
assistance visits. 

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

DIS~os~ when material filed is super-sede by a later report or document, 
or becomes obsolete due to major re-
organization or el imination. 

APPOINTMENT AUTHORITY DELEGATIONS 
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 slrnllar actions. 

Fi Ie by subject. 

Dispose I year after supersession or 
revocation. 

ORGANIZATION PLANNING AND CONTROL 
Use for materials relating to the func-
tions, development and structure of 
serviced agencies for position classi-
fication, staffing, recruiting and pro-
gram responsibil ity. 

F iIe by agency. 

AUTHORITY 

& ,INAL OISP. FRC 
(3) (4) (5) (6) 

Proposed 

2 

EMSC S/O NC-83-75-1 

S/O 

EMSC.._ s/O Proposed 
I 

,EMSC Proposed 
2 



3293 

CODE OESCRI ON AND FILING INSTRUCTIONS 

(11 (2) 

uments p aced on the right
the folder constitute the per-

nent record of an employee's st~tus 
nd service, and travels with an 

employee throughout his Federal career. 
documents and their order of fi ling 

by FPM 293. 

Documents leading to a formal 
~"'-!:-o-n--:b-'u'-·cons+ itut ing a record ofnot 

e action nor making a substantial con-
ibution to the employees record are 

I~o.mn~rary recordso These are described 
FPM Supplement 293-31-S5-7b and are 
be placed on the left side of the 

These documents include but are 
limited to: Personnel action re-

uests, letters of reference, preemploy-
inquiries, satisfactory performance

rating, debt correspondence,
admonishments, letters of caution, warn-
ing, reprimand, and similar discipl inary 
action, and extra copies of RIF notices. 
NOTE: AI I materials described above 
an on simi lar subjects of a potentially
derogatory or confidential nature wi II b 
disposed of as specified for Temporary
OPF records, whether they fi led in the 
OPF or in separate supplementary fi les. 

AUTHORITY 

& rlllAL OISP. F"RC 
(3) (4) (5) (6) 

EMSC GRS I-I* 

Upon se 
roces5'ed~and 

tional 
ithout d 

SUPRI,eme 

s, as 

EMS~ _ GRS 1-10 

* 
*Dlspose of these documents-on 
separatio of he em loyee or 
his trans anot er agency
(except i of func-
tions), 0 whe mate ial is I 
year old, whic ever is earl ier. 
See FPM Supplement 293-31-S5-
7b(2). 



EHSC 1;3 2-1" 
~- ----~----~~--~----

COOE OESCRIPTION ANO FIL.ING INSTRUCTIONS. OTHER 
AUTHORITY 

& FINAL OISP. FRC OFFICES 

(2) (3) (4) (S) (6) 

3296 .EMSC GRS 1-14 
e ronological journal fi Ie 

notification of personnel action fo 
turned by NFCo This journal fi Ie -

ilitates regulatory audit and/or
rsonnel management evaluation, and 

he compi lation of data for statistical 
ports. 

Copies chronc.l oq.ice l.lv by.+Irne-
(pay per iod , month) and..by type, 

action such as accession, change and 
paration, etc. File copies as they

received in ascending order by date. 

Forms covered by a CSC management
nspection may be placed in an inactive 
ile pending completion of the retention 
riod. 

3300 
se r correspondence and documents 

cerning general employment programs
nd functions. Include: Experts and 

nsultants; student employment and 
k-study programs; veterans programs;
rseas employment; reemployment rights 

employee transfer and detai 10 
Iso includes: 

3306 
ng Employment

Upward Mobil ity and 

3312 

File: Alphabetically 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 I copy 
of each description for 5 years after 
the position has been abol ished or 
supersededo 

File in assfgned posftion number order. 

\ 

2
 

, , 

EMSC 
3 

2 GRS 1-3 

3 
2 GRS 1-3 

EMSC 
5 

S/O GRS 1-7 



3330 

DESCRIPilON AND FILING INSTRUCTIONS usn" - U"l'';C 

CODE 

(11 

3332 

3335 

3351 

00 

3410 

DESCRIPTION AND 

(2) 

FILING INSTRUCTIONS 

6 FlNIlL OISP. 
(3) 

I'RC 
(4) (5) 

AUTHORITY 

(6) 

se correspondence and documents 
ncerning recruiting programs conduct-

to meet agency staffing needs. -
Includes records of qualifying tests 

iven for thts purpose as authorized by
he CSC. 

EMSC 
2 -

GRS 1-15 

of CSC 
EMSC 
2 - ---. 

GRS 1-5 

Certificate number. 

promotion cases. 

Case files in case number order. 

EMSC 
\ , 

NC-83-75-1 

GRS 1-17 

which 

se r correspondence an docu 
relating to the development of employees
through training, job enrichment or up-
ward mobil ity programs including
Executive Development. Also includes: 

Use r materials relating to the 
avai labi lity of training and education 
courses and the selection and schedul ing 
of employees for specific courses. 
NOTE: The record of sat isfactory 
cou rse comp Iet ion is kept in +he OPF 
(permanent) • 

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

GRS 1-18 



EI~SC 2-7~ USDA • [;,1SC 

CODE DESCRIPTION ANO FILING INSTRUCTIONS 
AUTHORITY 

& FINAl. DISP. FRC 

(11 (21 (3) (4) (5) (6) 

3410-1 

Consecutive assigned number 

3411 
for correspon ence, training plans 

and simi lar materials relating +o the 
over al I program. 

File b:	 Subjects. 

3412	 EXECUTIVE DEVELOPMENT PROGRAM 
Use for materials relating to the over 
al I program. Includes for example: 
Course schedules, training plans and 
simi lar items. 

(NOTE: Recommendations for employee 
Inclusion in the program, training 
courses completed, etc., wil I be 
officially fi led in the OPF of each 
employee involved in the program.) 

Fi Ie by:	 Subject. 

Dispose of program materials I year
after 'the end of the schedu Ied ,t:r~ In In9 
period. 

3430'	 PERFORMANCE EVALUATION 
Use for annual employee performance
'evaluation forms and career conference 
review case files. 

File: Alphabetically by surname and 
by .year date. 

EMSC	 NC-83-75...-1 
I 

EMSC-	 NC-83-75-1 
I 

,, 

EMSC	 Proposed
I 

EMSC S/O GRS 1-24 
2 



EM::;C1) 2-7~ Ut~~Klrl IU~ AND ~ILING INSTRUCTIONS USOII. wr.;r; 

COCE 

(II 

3451 

3451-1 

3500 

3511 

3550 

3571 

O~SCRIP. ANC FILING INST~UCTIONS 

(2) 

INCENTIVE AWARDS 
Use for correspondence and records of 
beneficial suggestions and other tangi-
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

~ias~ffication functions. Also, use
 
for pay administration, allowances,

dlfferent}als, and travel.
 

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

CLASSIFICATION
 
Use for materials containing instruc-
tions and pol icy 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 pol icy development relating
 
to interpretations of CSC and OP direc-
tives on pay administrationo
 

TRAVEL
 
Use for material on authorized payment

fo~ travel and transportation of emplo

ees for recruitment and training pur-
poses.
 

FI Ie by: Subject and year.

(See 4700 - TRAVEL AND TRANSPORTP-,TION
 
for other types of travel materidl).
 

EMSC 
2 

EMSC 
3 

\ , 

EMSC2 '-. 

EMSC 
2 

EMSC 
I 

AUTHORITY 

(6) 

GRS 1-2 

GRS 1-13 

Proposed 

Proposed 

NC-83-75-1 

•
 



EH!:C 1.3 2-7lJ	 DESCRIPTION AND FILING INSTRUCTIONS 

CODE DESCRIPTION AND FILING INSTRUCTIONS 

(11	 (2) 

3600 

leave. 

3610 
a. se or t mekeeper cop es of al I 
reports submitted to NFC for 
payment for. al I actively on-board or 
separated employeeso 

File: Alphabetically by surnameo 

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

Fi Ie by: Calendar year of submission 
and alphabetically by surname. 
<See 4510 - TIME, ATTENDANCE AND SALARY 
for compi led personnel, salary and 
leave reports.) 

3700	 PERSONNEL RELATIONS AND SERVICES 
Use for records of Employee-Management
complaints, grievances, adverse actions,
investigations and appeals. Also use 
for rehabi Iitation programs such as for 
alcohol ics, etc. 

3713 
es 

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

b. For cases resolved by the Civi I 
Ser~ice Commission which then become 
CSC records, Includes background docu-
ments pertaIning to the case but not 
included in the case fi Ie as submitted. 

ta F"lNAL OISP. I'RC 
(3) (4) (5) 

Time-

Keeper

2· 

Time-

Keeper

10-

EMSC 
3 

EMSC 
7 

AUTHORITY 

(6) 

GRS 2-8b 

GRS 2-8a 

NC-83-75-1 

GRS 1-27 



"J'j 

DESCRIPTIOH AND FILiNG	 USDA • F_MSC 

eOOE DESCRIPTION ANO FILING INSTRUCTIONS 
AUTHORITY on ICES8< FINAL OISP.
 

(11 (2) (3) (5) (61
 

3731 SUITABILITY	 EMSC NC-83-75-1 
Use for material relating to administra-
tively confidential materials referring
to the character, reputation and fitness 
of the person under consideration and 
required for employment by the Govern-
ment. For pre-employment inquiries and 
re-port-ss~ee 3293- (Temp v) _. _ 

File: Alphabetically by surname and 
separate from the OPF to avoid uninten-
tional disclosure. After appointment
medical data files are transferred to 
the Health Unit, and derogatory data 
flies are transferred to EDR. 

3732	 PERSONNEL SECURITY AND FOREIGN TRAVEL 
Use for temporary record materials. 

a. Travel authorization a~d medical 
abstracts. 

b. Copies of security clearance re-
quest, NAC Inquiries submitted, etc. 

File: Alphabetically by surname and 
dispose when action is complete. 
Record copies are located in the OPF,
OP Security Office and Investigation
records at the CSC. 

3735	 EMPLOYEE CONDUCT AND DISCIPLINE 
Temporary OPF records fi led apart from 
the OPF (See 3293 - OFFICIAL PERSONNEL 
FOLDERS) may be fi led in this category.
Retention and disposal for temporary
OPF left side of folder materials apply
for such records. 

1* 

. \ , 

cases 
false 
fraud 
mente 

EMSC 
2 

EMSC 
5 

EMSC 
I 

ridiction tim~ 
ticallyat

fter appo int-
except in 
ntional 
eption or 

n or appoint-

NC-83-75-[ 

NC-83-75-1 

GRS 1-10 



Et-iSC13 2-7~ DESCRIPTION AND FILING INSTRUCTIONS 
;::-J<.,,--...;...--r------

CODE DESCRIPTION AND FILING INSTRUC:rIONS· OTHER AUTHORITY 

FRC 
OF"F"lCES 

(11 121 (4) IS) (6) 

3735-1 EMPLOYMENT AND FINANCIAL INTEREST 
STATEMENTS 
Use for fi Iing administratively con-
fidential staternents required of certain 
classes .of Federal employees by Subpart 
D of Part 735 of Title 5, CFR, to 
meet administrative needs if confl ict 
of interest questions arise. 

EMSC 
2 

GRS 1-26 

File: Alphabetically by Surname. 

Dispose 2 years after employee leaves 
position In which statement is required 
or the agency, whichever is earl ier. 

\ , 

3750 COMPLAINTS AND GRIEVANCES 
Use for grievance and complaint
materials, other than EEO, which have 
not been formally submitted above the 
supervisory level for adjudication and 
decision. 

EMSC 
I 

NC-83-75-1 

File: Alphabetically by surname. 

Dispose:
decision. 

I year after date of final 

3752 ACTION AND APPEALS 
Use for action case files, other than 
EEO, of background materials such as 
investigative reports, correspondence
and reports from operating offici?ls,
supervisors and other em~loyees, and 
material collected through the final 
adjustment reports or withdrawal notice 
Includes for example: Complaints and 
Grievances formally submitted above the 
supervisory level for adjudication and 
decision; adverse actions and appeals;
accident and injury compensation, and 
other simi lar actions. 

Fi Ie by: Surname or by case number as 
appl icable. 

Dispose of cases reso Ived with in the 
agency of origin I year after employee
leaves the agency. 

~ EMSC 
I 

NC-83-75-1 

_____ -00("" ( .• ,. • - • .., •.• i;! . 



EMSC13 2-7~ OESCRIPTIO~ AND FILING USDA. U.1Sr: 

CODE DESCRIPTION AND' FILING 

(2) 

INSTRUCTIONS t-=;:;-.-:::-:-::-,-;:;-:.::--r--::::---I 

a F"INAL DISP. 
(3) 

F"RC 
(4) 

OT H l R 

on ICES 

(5) 

AUTHORITY 

(6) 

3752 ION AND APPEALS - (continued) 

of cases submitted to Civi I 
~.=.L.';'=-~ ce Commission for adjudication 
year after employee leaves agency. 
(See 3713 - EOUAL EMPLOYMENT OPPORTUNITY 
for simi lar materials on equal opportu-
n ity. ) 

EMSC 
I 

NC-83-75-1 

3800' 

3810 

ANNUITIES AND'SAFETY 
for correspondence and uments 

relating to injury compensation, retire-
ment, and Iife and health benefit in-
surance programs. 

SAFETY 
Use for correspondence, documents, and 
reports relating to the Safety Program. 
Includes occupational health, motor 
vehicle accident reports, personal 
injury reports and reports of compen-
sation. 

, , 

EMSC 
2 

NC-83-75-1 

File: Alphabetically
subj ect. 

by surname or by 

3831 

Dispose 2 years after year date of 
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 VEHICLE OPERATOR PRO-
GRAM for applications, permits issued,
etc. ) 

RETIREMENT 
Use for correspondence, reports and 
documents accumulated prior to official 
refirement personnel action. 

EMSC 
6 mos. 

NC-83-75-1 

File: Alphabetically by surname. 

3870 

Dispose after the official retirement 
personnel action is fi led in the OPF. 

LIFE INSURANCE 
Use for co~puter printout reports. 

NFC S/O GRS 1-20 

File by: Pay period 
superseded. 

and dispose when 



-----

3890 

EII;SC 13 2-711 DESCRIPTIO'" AND FI.!tIG I HSH:=I;CTI S . usn" . F.MSC 

CODE 

(0 

3900 

3930 

4000 

4010 

4100 

___ -----, --- DISFOSITION 

DESCRIPTION AND FILING INSTRUCTIONS OFl'ICE 
OFriCESYMBOl TO OTHER AUP10RITY 
a Fn;I.l OISf'. ~RC O•• ICES 

(2) (3) (4) (51 (61
---f-------

EMSC NC-83-75-1HEALTH BENEFITS 
a. Use for correspondence relating to I 
the program. 

File by: Subject. 

b. Use for computer printout report. NFC S/O GRS 1-20 

File by: Pay period and dispose when
 
superseded.
 

GENERAL AND MISCELLANEOUS 
Iuse for correspondence and documents 

relating to specific functions or pro-
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 overal I personnel
 
program. 

MOTOR VEHICLE OPERATOR PROGRAM EMSC S/O NC-83-75-1 

Use for records of operator identifica- S/O
tion card numbers issued, applications 
for government vehicle operator per-
mits and their cancellation, reissue, 
or renewal. 

Fi Ie by: Identification number and dis-
pose when superseded or obsolete.
 

BUDGET AND FINANCE 

OMF 4WORKING CAPITAL FUND 

BUDGET
 
Use for al I records relating to per-
formance of budget and appropriation

functions. 

File by: Fiscal year. 

DEVELOPMENT 
Use for records of initial preparation

and development of budget estimates
 
and the presentation and justification

to arproval authority. 

(No+e: See next page.) 

4110 



OEseR I PT IOtt AND F I LIIIG USfl" . !-MSC 

CODE 

(11 

4110 

4111 

4112 

- 4120 

4130 

4131
 

4132
 

DESCRIPTION AND FIL:~~G n~STRUCT10N:; 

(2) 

ELOPMENT - {continued) 

Includes for example: Planning, esti-
tes, and supplementary material such 

s explanatory notes, narrative and 
program performance, etc.; AID, Gold,-
Rol Iing and Printed Budgets plus sup-
plementary or amended budget material. 

File: Alphabetically by-agency_ 

Planni 

Estimates 

ENACTMENT 
Use-for records pertaining to the pro-
cess of legislative determination and 
approval of the Budget Plan. Includes 
Congressional Hearings, bil Is, reports, 
proceedings, and debates and the Publ ic 
Laws relative to the Agricultural appro-
prlationso 

File: May be case fi led by subject when 
feasibleo 

EXECUTION 
Use for records of approved budget
implementation and the maintenance of 
financial controls over appropriated
funds. 
Includes for example: Apportionment,
al location, allotments and workplans,
obi igations and outlays, cei I ings, re-
quirements, reimbursements and non-
appropriated funds. Also includes 
status reports of appropriated fund 
acounts and approtionments: 

Interim 

Year-End 

OTHER AUT<iORITY 

F"RC 
OFFICES 

(4) (5) (6) 

EMSC 

I " 

EMSC 
P 

EMSC 
2 

3 3 

2 

GRS 3-4 

NC-83-75-1 

GRS 5-6 

EMSC 
2 

2 GRS 5-6 

EMSC 
4 

EMSC 
5 

S/O 

3 GRS 

GRS 

3-5 

3-5 



Er:~C 13 2-7~ DESCRIPTION. AND FILING	 USDA. EI,ISe 
,d-" --~--~-------.j	 

0'-+ 

CODE DESCRIPTION AND FILING INSTRUCYIONS 
AUTHORITY 

& FINAL DISP. FRe 

(11 (2)	 (3) (4) (S) (6) 

4160
 
or budgetary report records. In-

ludes analyses, measuring and repor~ing
on financial results of the work pro-
gram carried out under the approved bud-
get.
(See 4180 - lEGISLATIVE for legislative
reports. )
NOTE: Reports concern inq hiqh-l-I ghts.'of' 
significant accomplishments in-budge~ary
and financial management such as conso-
lidation of individual agency obi Iga-
tions and accounting systems into a 
single operating system, and the automa-
tion of fiscal and account maintenance 
are retained permanently. 

4180	 lEGISLATIVE 
Use for material relating to proposed
and enacted legislative programs exclu-
sive of budget appropriations. 
Includes Congressional Records, Congres-
sional queries and repl ies, 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.) 

4200	 ACCOUNTING 
Use for records of 'financial administra-
tion, control and operation which sup-
port, and maintain the integrity of 
a II ocated fund s. 

4210	 AllOCAT IONS 
Use for records of appropriated funds 
receipt and their allotment. 

4220	 ALLOTMENTS 
Use for the summary records of allot-
ments obi igation status ("7M" reports) 
which immediately support the general
ledger. These ~re GAO record docu-
ments.
 
(See 4390 - GENERAL LEDGER.)
\ 

I 

EMSC	 NC-83-75-1 
3 

N/A S/O 

NFC 
4 

NFC 
10 

3 

2 

2 GRS 

GRS 

7-3 

6-5 



~ 
E~~~C1.3 2- 7~ ----------~--------~ DESCRIPTION AND FILING INSTRUCT 

CODE 

(0 

DESCRIPTION AND 

(2) 

FILING INSTRUCTIONS I-=c=-:-:-~:-::-:-:-:-::-:-:--T--::~--i 

& F"lNAL D'SP. 
(3) 

rRC 
(4) 

0 r HER 

orrrct,s 

(5) 

AUTHORITY 

or routine 6ccounting records of 
llo+ed fund obi igations subsidiary t.o 
he summary allotment status records. 

Include obi igation estimates paid and 
npaid, classified expenditure listings

("IW" reports) and simi lar materials. 

4260	 S 

4270 
se or summary records of transferred 
nd received funds deposited for goods

or services and claims.
 
(See 4400 - BILLING AND COLLECTION.)
 

4300	 EXPENDITURES 
Use for records of fund disbursement 
and expenditure accounting.
Include payments, non-expenditure fund 
transfer and related subjects. 

10	 D ISBURSErvlENTS 
Use for records of al loted fund dis-
bursement and those used as posting
and control media supporting the 

enera I Iedger. 

4311	 Schedules 
Record copies of SF-1166 Iistings of 
Department of Treasury checks issued as 
payment for purchased goods and services 
contracts, etc. These Iistings are GAO 
record documents. 
(See 4620 - PAID - COMPLETED VOUCHERS 
for paid disbursement vouchers and 
supporting papers.) 

4320	 CHECKS 
Use for records of checks (other than 
payrol I) issued, stolen, misplaced,
muti lated or destroyed. 

4390	 GENERAL LEDGER 
Use tor expenditure summary records 
for al lot~ent accounts. 
(See 4400 - BILLING AND COLLECTION far 
payment and collection General Ledger.) 

NFC 
4 

2 GRS 6-5 

NFC 
4 

NFC 
4 " 

2 

2 

GRS 

GRS 

6-lb 

6-5 

NFC 
4 

2 GRS 7-4 

NFC 
10 

3 

NFC 
4 

2 GRS 6-6 

NPC 
10 

3 3 GRS 7-2 



DESCRIPTIONE~:~C 13 2-7~~.----~----~~------~ AND FILING USOfl . 
66 

l~.I':;(: 

CODE 

(t) 

DESCRIPTION AND 

(2) 

FILING INSTRUCTIONS 

6 FINAL DISP. 
(3) 

I'RC 
(4) (5) 

AUTHOR I TV 

(6) 

4410 

4420 

30 

4500 

4510 

4520 

4530 

4600 

or records of ling, payment,
Ilectlon and deposit. • 

(See 4640 - ERRONEOUS BILLING and 4820 
IMPREST FUND.) 

se or records of bi Iling ope(ation.
 
Includes fees, charges, rates; agreement
 
obligations; Bills open and cl osed and
 
Register.
 

COLLECTION
 
Use for records of payment accruals,
 
deposits and related matterso
 
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.)
 

GENERAL LEDGER
 

EMPLOYEE ACCOUNTS
 
Use for records of leave and payroll.

Includes salary payment, leave usage,
 
claims and simi lar employment datao
 

TIME, ATTENDANCE AND SALARY
 
Use for machine processed records of
 
input reports used to issue checks and
 
personnel data reportso

(See 3610 - TIME AND ATTENDANCE REPORTS
 
for timekeepers record copieso)
 

CHECKS - PAYROLL
 
Use for records of checks issued, stolen
 
misplaced, mutilated or destroyedo
 

SALARY AND LEAVE
 
Use for records of employee salary
 
payment and leave usageo
 

VOUCHERS'
 
Use for rpcords of certified fund dis-
bursements
 0 

Includes for example: Property, fupplie 

and s~rvlce~ received. 

NFC 
4 

NFC, 
4 

NFC 
10 

NFC 

NFC 
4 

NFC 
4 

2 GRS 6-5 

2 GRS 6-5 

3 3 GRS 7-2 

S/O 

2 GRS 6-60 

2 GRS 6-6b 



EII,:;C13 2-14 DESCRIPTIOH AND FILING USDA. f M5C 

CODE DESCRIPTION AND FILING INSTRUC'"IONS OTHER 
AUTHORITY 

OrnCES 
& FINAL OISP" F"RC 

(0 (21 (3) (4) (5) (6) 

4610 

4620 

4630 

4640 

4650 

4700 

4710 

4720 

4730 

4740 

4750 

MENTS
 
se for copies of documents held for
 

pletion or receipt.
 

PA ID - COMF)LETED VOUCHERS
 
Use for receipted or completed documents'l
 
accrual vouchers and certification
 
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.)
 

UNPAID VOUCHERS
 
Use for documents on which exception

is made or which cannot be certified
 
for payment.
 

ERRONEOUS BILLING
 

REFUND/ADJUSTMENT
 

AUDIT (ADMINISTRATIVE)

(See 1350 - MANAGEMENT CONTROLS for
 
External and Internal Audit report

records. )
 

TRAVEL AND TRANSPORTATION
 
Use for records relating to the request,

authorization, approval and review of
 
travel by al I methods.

(See 4400 - BILLING AND COLLECTION.)
 

TRAVEL
 

ADVANCE FUNDS
 

ALtOWANCES
 
(Per diem, mileage, etc.)
 

SPECIAL PROVISIONS 

REQUEST-ACCOUNTABILITY 

TRANSPORT USDA PROPERTY AND
 
EQUIPMENT
 

N/A 

NFC 3 
10 

NFC 
I 

after 
clears 

NFC 
4 

NFC 
4 

NFC 
4 

NFC 

NFC 

NFC 

NFC 

NFC 

NFC 
I 

NFC 

(GAO)
(NN-171....4#1) 

GRS 6-2 

2 GRS 6-6b 

2 GRS 6-6b 

2 GRS 6-6b 

GRS 9-5b 



00 

EHSC 1.3 2-7ij DESCRIPTIOH AND FILING 
;::-"; 

CODE DESCRIPTION AND FILING INSTRUCYlONS 
! AUTHORITY 

(11 

4800 

4820 

4900 

4910 

4920 

&- FIliAL OIS? rRC 
(2) (31 (41 (51 (61 

records concerning accounting
unctions involving imprest fund, et~. 

(See 4400 - BILLING AND COLLECTION.) 

EMSC 2 GRS 6-6b 
or records of funds avai lable, 

isbursement and supporting documents. 
Includes for example: Routine internal 
audit and inspection, registers'and'
fiscal control material. 

4 

(See 1320 - AUTHORITY 
records of authority 

DELEGATION 
to receive 

for 
f und s ,) " 

OPERATING COSTS 
Use for records of current operating
costs and relationship of costs to func-
t ions, and performance. Inc Iudes cost 
reduction and improved effectiveness: in 
operation.
(See 1360 - MANAGEMENT IMPROVEMENT for 
administrative records relating to this 
subject. ) 

WOR~ MEASUREMENT EMSC GRS 6-6a 

se for records of workload and manhour 2 
expenditure for assigned functions. 

COST REDUCTiON - MANAGEMENT IMPROVEMENT 
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. 

4 

b. Record copies of 
reports not required
above. 

Agency program
by Department or 

EMSC 
S/O 

3 2 NC-83-75-1 

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



E)t,~~13 2-74 DESCRIPTION. AND FILING US(ll\ • U1<;C 

CODE 

(Il 

OESCF\lPTION AND 

(2) 

FlL.n,;:; INSTRUCTIONS 

II< rlNAL DIS? 
(3) 

FRC 
(4) 

on IC[S 

(5) 

AUTHORITY 

(6) 

5000 

5100 

INFORlv1ATION MANAGEMENT 
Materials relating to the management
of Information, its collection, printing
reproduction, publ ication and distri-
bution. Includes for example: History,
Libraries, Publ ications, press releases,
articles, lectures and speeches,. and 
other aspects of publ ic relations.' 

ARTICLES, LECTURES AND SPEECHES 

File: Alphabetically by title or 
subj ect. 

OA/ODD/
01 

P 
, , 

3 3 Proposed 

5200 

One copy master set only is subject to 
permanent retention. Copies of such 
materials which are publ ished are not 
subject to such retention and may be 
destroyed 3 years after issue. 
(See 5510 - DEVELOPMENT for articles 
collected for publication.) 

PRESS RELEASES N/A 2 

Fi Ie: Numerically by FY. 

NOTE: 
master 

Office 
record 

of Communication 
set. 

has 

5300 HISTORY MANAGEMENT 
Use for materials reflecting informati 
of continuing interest concerning the 
organization and its structure, func-
tional responsibi Iities and their per-
formance. Also, simi lar subjects such 
as statistical contributions to the 
national or world agricul~ural economy. 

01 
P 

* Proposed 

Case Fi Ie: By subject. 

*Offer to Archives 
ments when material 
purposes. 

in cubic foot incre-I~-------4~ 
has served agency 

(See 6800 - HISTORICAL for published
and unpubl ished SRS program statistical 
data ,de~iving from surveys.) 



E~:;C13 2-7q AND FILING	 USDA - f ~.lS(~~,----~----~-~------~ DESCRIPTion 

CODE DESCRIPTION MW FILING INSTRUCTIONS 
AUTHORITY on ICESa FINAL DISP. FRC 

(1) (2)	 (3) (4) (51 (6) 

00 OA/ODD Proposed 
se for the management of Iibraries of 3 

co I lec+ed centra IIy for re-

Alphabetically by title and/or
 
su ec-r.
 
(NOTE: The materials kept by a library


not records.)
 

5500 .DI~.t,~I- s/O Proposed 
se for ma i ing Iis+s of add resses ,b~:t-lng

receiving memoranda, directives, news- \·..Of f lce 
letters, publ ications and o+her informa- ..S/o'
tion materials. 

Fi Ie: by subject or title of material
 
distributed or by assigned Iist code.
 

5600	 PUBLICATIONS
 
Use for the development, clearance,
 
comments received on issued publ ications
 
and one copy master fi les of publ ished
 
information. 

5610	 DEVELOPi·1ENT Ot/SDSB/ Proposed
Use for materials related to the de- ...I?~~)ng'
velopment of publ ications for printing OJf ice 
and distribution. Includes for ex- I 
ample: Collection of information, and 
publ ication format. 

File: by subject. 

(NOTE: Arts and graphics are usable
 
forlmore than one publ ication and should
 
be fi led as reference materials by

sub j ec L) 

5620	 CLEARANCE _'' 9.1/SDS Proposed
Use for materials related to the ap- I Issu-: . 
proval processing of materials for pub- .lng .. 
Iication, printing and distribution. Off ice 

I 
Fiie: by subject then by title of
 
publ ication cleared if needed.
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5630 OOMMENTS 
Use for corrospondence contaInIng
comments or suggestions concerning 
published meterlels. 

FIle: Sy subject, then by title of 
pubTlcatlon If needed. 

5640	 MASTER FILE 
Use for one copy sets of each publIca-
tion Issued. 

FIle: Alphabetically by tItle then In 
ascendIng Issue date order. 

• 
Offer to ArchIves fOl' permanent reten-

tlon In cubIc foot Increments contaInIng
approximately 3 years accumulatIon. 
(See 6300 - PUBLICATIONS for SRS pub-
lished Information.)
(See 6430 - REPORTS for unpublished SRS 
reports of research project fIndings.) 

5700	 PRINTING 
Use for materIals relating to the con-
tract, purchase or other methods of 
hevlng InformatIon printed and If 
necessary bound for dIstributIon. 

FIle: By subject, then by title of
 
pubTlcatlons ;0 be printed or by name
 
of printIng facility as needed.
 

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

(See 2610 - PURCHASING for records of
 
Purchase Orders Issued for prIntIng
 
and bIndIng.)
 

• 
6000 SRS PROGRAM RECORDS 

Use for materIals relatIng to the de-
velopment and performance of programs
desIgned to accomplIsh the functions 
assigned to the Stetlstlcel Reporting
Service Agency • 

(Note: See next page.) 

II\lCORD CNr,ICe
 
CW'ICtlYM8OL TO OTNl" AIITHO,UTY
 
•	 "NAL DII". ntC O"'CU
 

III C4' III C8'
 

01/ Proposa<.l
SDSS/
IssuIng
Office 
I 

01/ 3 5/0 Proposed
SDSS/
Issuing
Off Ice 
P 

I<II~"'-----ll--' 

Issu Ing 2 Proposed
Off Ice 
2 

I 
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6000 

6020 

.'
 
6100 

"-
OEseR I PT I 014 Alt1) Fill ''0 IIfST'RUCT I U~OA • r.Ms/: 

D•• C .. IPTION AND ,.LIMO LHIT\IIIUCTIONI 
AUTIlOItfTY 

• "MAL DIIP. rile 
(I) (I) 141 ") 

SRS PROGRAM RECORDS ...(con+ Inued ) 

File: Records under the appropriate
subject code and categor~y Inc Iuded In 
this services. 
(See 1010 - COMMITTEES for records of 
Advisory 80erds ~nd Program planning 
committee meetings.)
(See 1330 - OBJECTIVES for agency pro-
gram planning records.) 

PROGRAM DEVELOPMENT OA/ODD 5 Proposed
Use for collectIon of materials re- P 
lating to the development of: 

a. A potential or proposed new program
~nd submission for approval; 

b. Proposed major modification of an 
existing program.
Includes for ex~mple: Correspondence,
data, report, and other documents 
originated outside the agency, submis-
sIon to the Program Planning Committee 
and the Committee decision. 

Case File alphabettc~1 Iy by subject. 

Transfer to FRC 5 ye~rs after date of 
last Item filed. 

ASSISTANCE 
Use for materials 
provided to otner 
USAID programsv
TrainIng, statistical surveys and stu-
dies and reports concernIng foreign 

relating to asslsta 2 
countries through

Includes for example: 

agricultural economy. 

File alphabetically by country 
SUDJect and/or project title. 
(See 1500 - EXTERNAL RELATIONS 
ministrative materials relating
International assistance.> 

thon by 

for ad-
to 

•
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DESCRIPTION AND FILING INSTRUCTIONS OTHlAI CWVICIIVMSO&. AUTHCl$II'I'Y 
OFf'ICU

• VlKAL OIlP. r~~ 
(II III (41 (5' III 

6210 

•
 
62201 

•
 

CLEARANCE (OMB)
Use for malt:jr'Il!ISrelating to OMB s+a-
tlstlcal review and clenrance required
when e burden Is Imposed on the public.
[)eta co II ect Ion or record keep r ng by the 
public constitutes such a burden. 
Includes for example: Forms, regula-
tions, and statistical programs or pro-
Jects. 

DOCKETS 
Use for materials submitted for clear-
ance'processlng. Includes for example: 
Transmittal forms, supporting documents 
detailing the purpose, estImated cost,
end data co I Iect Ion or recor-d keep Ing 
requirements Involved, etcs Attached 
may be forms, contracts or regulations
descr Ibing data co IIact r on or record 
keeping requIred of the public. 

File alphabetically by submittIng agency 
then by date received for processing. 

Dispose 7 years after form or plan be-
comes closed, discontinued, expired or 
obsolete. 

RC 
7 

~ 

3 Proposed 

INDEX 
Use for SRS-2 card forms prepared de-
tal ling pertInent Infonmetlon on each 
docket receIved. 

RC 
7 

N/A Proposed 

File: Alph~betf~al Iy by agency then In 
~asslgned number order. 

Dispose 7 years after form or plan be-
comes closed, discontinued, expired or 
obsolete. 
(See 1343 - CONSULTANT OPINIONS for 
opinions prepared or obtained concerning
proposed form, program or project.)
(See 6400 - RESEARCH and 6220 - SURVEY 
DESIGN for projects and materials on 
whIch clearance Is required • 

I 

I+-
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6300 

6310 

6320 

•
 
6330 

O.SCRIPTION AND 'ILINO INSTRUCTIONS 

121 

L1CATIONS 
per do Ica IIy SRS pub IIshed da'h~ 

reports of statistIcal estimates, 
,r..•........ andrch project findings studies. 

are publicatIons whIch are printed
Issued to the public, federal, state 
local government offices and 

prepared by 

, or less frequent. summaries of 
InterIm publicatIons, such as: AgrTcul-

ral PrIces, Crop Production, Field 
, Fresh Fruit and Vegetable PrIces,

Livestock Slaughter, Manufactured Diary
ucts, Vegetable and Fruit MarketIng,

Europe AgrIcultural SituatIon,
nd others. Also, use for periodic

publIcatIons for whIch no summary Is 
Issued. and one-time publ !shed reports. 

File single copy record sets In year and 
sus groups alphabetically by title 
n In ascending Issue date order. Tra 

fer Items Issued during one 5-year censu 
period at end of the next census year. 

INTERIM 
Use for publIcations Issued at 
scheduled Intervals and summarized 
annually or less often 0 

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. 

AUTHOAITV 
• 'INAI. Oilit. ,..C

III 1.,' 

S/O 

SDSPU 
P 

5 5/0 Proposed 

SDSPU 
7 

* 7 Proposed 

• Upon Completion of a current census re-
view, records for year(s) prIor to the 
most recent census may be transferred 
to the FRC. 



6340 

6400 

6411 

EMSC 2-7' DESCRIPTION ANO FILING INSTRUCTI LJSDA • r.MSr. 

CODK 

• (II 

•
 

•
 

O•• C: .. lflTION AND "".INO INIT .. UC1°10N, 

II) 

reports of completed 
In-house research projects distributed 
to prlvete research groups, Institutions 

nd to federal and state government
agencIes. 

by title. 
for unpublished re-

In-house research 

or materials relating to approved 
proposed research projects and therr 
design, development, modIficatIon and 
testIng. Also, for materIals relating
to the maIntenance and operatIon of re-
search programs. These evolve from 
projects and are not fully operatIonal
Includes: Area-Prame, Sampling Frame,
Sampling Studies, New Survey TechnIques, 
FIeld Forecasting and others • 

PROJECTS 
Use for materials 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 - OBJ[CTIVES for records of 
project proposal and final decIsIon re-
port on whether to proceed.) 

COOPERATIVE 
Use for materials relating to research 
projects conducted cooperatively with 
eductlonal Instrtutlons or other out-
sIde research groups. Also, use for 
reImbursable projects conducted by or 
for other government agencies. 
Inc Iudes for examp Ie: Propos ed proJect
statement, approval, clearance, sIgned
cooperatIve or Inter-agency agreement,
progress reports, perIodic payment
authorizations or receipt notIces, and 
frnaI project repor+s , 

(Note: See next page.) 

AUTNOR~TY 

RD 2 S/O Proposed
P 

RDB/RSB 3 2 Proposed
10 

r:J 
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6411 

6412 

•
 

6420 

COOPERATIVE - (continued) 

rile alphabetically by name of nroup,
Tnifltutlon or agency, thon by project 
tltlev 

Dispose 10 years after project Is com-
pleted and fully operational, or has 
been d I scon+l nued, 
(See 6200 - CLEARANCE for records of 
SRS/OMB clearance action needed for 
certain projects.) 

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

In-Hou!';o
Use for materIals relating to research 
project~ conducted by the SRS research 
staff • 
Includes for example: Proposed project 
statement, approval, clearance (If re-
quired), development progress reports
and final project reports. 

FIle	 alphabetically by project tItle, 
by subj ec t If needed. 

10 years after project has been 
l.;n-S'&"co-:-·or fu I I Y operat lon-nued becomes 

I wIthout further major modificatIon. 
(See 6200 - CLEARANCE for records of 
SRS/OMB clearance actions needed for 
certa In projec+s , ) 

PROGRAMS 
Use for moterlals relating to the con-
struction and maintenance of programs
which evolve from research projects.
These are semi or fully operatIonal 
but are often subject to modIfIcation. 
Includes for example: Area/Sampling
Frame, Aer le I Photos and ~1aps. 

RDNS/ 3 2 Proposed

RSFS/

RSSS/

RDYS 

RSFS	 Proposed
I 

• 
FIle alphabetically by program +l+Ie 

n by subject and/or geographIcal 
area • 

(See	 6020 - PROGRAM DEVELOPMENT.) 

h 
I 
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6421 

6422 

.'
 
6423 

6430•
 

DI'Clltl~TION AND I"II.INO INSTIitUCTIONS 

(I) 

Aerial Photos 
Use for aerial photos used for stratifi-
cation and allotment of land areas for 
survey. 

Ell! alphabetIcally by geographical area 

Dispose I year after the sample frame 
covered by the photo has been replaced
by another. 

Area/Sampling Frames 
Use for materials relating to U.S. land 
area IdentIfication by usage for Agri-
culture or other purposes. Also, use 
for stratification, apportionment, se-
lection and rotation of land areas for 
probabIlity sample survey to estimate 
agricultural production. 

F I Ie by subJect then by geograph Ica I 
area or year data Is applied or was 
collected. 

Dis after area frame Is 
res 

(NOTE: The area frame retaIns the 
serna-structure for 10 years then Is 
restructured. The selected sample
frame Is rotated and replaced at 20% 

the sample area per year.) 

for U.S. land area maps Identifying 
land use. MaterIals are used In sample 
survey site selectIon, apportionment,
rotation, and to relate sample survey 
data with land use. 

File alphabetically by geographical
area shown. 

after area frame Is 

REPORTS 
unpublished reports of research 
fIndings. 

(Note: See next page.) 

AUTHORITY

1., 
RSFS s/o Proposed
I 

., 

RSFS 5/0 Proposed
I 

RSFS 5/0 Proposed
I 

RD :5 2 Propo~edP 



IO-~ 

DISC 1, 2-716 4IIlSCRIPTIO~ AND FILING INSTRUCTIONS .~ USDA. I.MSC 

CIIP081TION '. 

___ I_" 

6430 

6500 

•
 

6(·00 

•
 

OI'C"IIiTION AND 'II.INO 

f--. Cl_'. 

REPORTS ~ (continued) 

IIIlCOtID O.. ,ICII - f • 
INn Ave nONI ~--:-%=r.-.' ...-.""- -OTHIII . AUTltOllfTVCW,IU .YMDOL· 'U' O'''CII 

• 'IliA" OIlP, 'lile 
_ II. '" (I' '8'.-.-------~~-..;.---+---I~---+-----.--

rE..!l!. e lphebe+lce llv by project title 
or subject. 

(See 6340 - PUBLICATIONS - RESEARCH for 
records of published (In-house) re-
search project findings.) 
(See 4410 - BILLING for rAcords of 
funded research project bl I lIngs.) 

STUDIES SOCSS 
Use for meterlals relating to special RSSS 
studIes and reports. These may pedaln P 
1'0 any phase of the agrlcultlJral econo-
rrr{ such as: farm IHat hous lnq, labor, 
or expenditure; commodIties (ex: corn,
cotton, hogs, etcal. Also, may pertaIn 
to the publIc acceptance, value and/or
Improvement of survey techniques and 
SRS functIons, operatIng procedures and 
sImIlar matters. Includes for example: 
Reimbursable studIes and reports,
special one-time surveys, and sampling
procedure studleso 

~ alphabetIcally by subject. 

(See 1330 - OBJECTIVES for the records 
of study proposal statement for studIes 
conducted for SRS, also the record copy
of the fInal decision report on whether 
to p,'oceed.) 

(NOTE~ Records of work performed on 
a reImbursable basIs are tho property
of the requestor.
are for reference 
stroyed when they
for thIs purpose.) 

SURVEYS 
Use for materials 
paratIon for and performance of surveys.
They are conducted to determine the 
condition of the Agricultural economy
for a specific time period. Such sur-
veys Include but are not limited to such 
elements as: (I) the acreage,
pnoductlon end yIeld of CROPS (fIber, 

Copies kept by SRS 
only and may be de-
have no further value 

relatIng to the pre-

5 5 Proposed 

(Note: See next page,) 
IJ 
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6600 SURVEYS - (continued) 

fruit, grain, hay, seods, vegetables
and others); (2) Co Id storage; (3) da Iry 
products (Butterp cheesct mllkp etco);
(4) farm labor; (5) fertilIzer (distri-
bution, manufacture, stocks, etc.); 
(6) livestock; (7) poultry; (8) prices
(paid and receIved, etc.); (9) slaughter,
Collected data Is processed and sum-
marized by geographical area, state 
or In some Instances by commodity, 
product or economic elemente SummarIes 
are then processed to provIde In-
dications whIch are the basis for state 
and national forecasts and estimates. 
(See 6700 - ESTIMATES for national 
summary mat-erlals and fln~1 processIng 
of survey data.)
(See 6300 - PUBLICATIONS for tho sta-
tIstical estimates of survoy data pub-
lIshed and distributed to the public.) 

SURVEY DESIGN 
Use for materials produced for use In 
performing area, enumeratIve, mall, 
multi-frame and other types of surveys. 
Includes for example: Survey specifi-
cations; forms and manuals for the 
collectIon and processIng of survey data. 

~ alphabetically by commodity or 
ITITl9 of survey, 

(SeA 2210 - FORMS for master file record 
copies of survey forms designed for 
data collectIon.)
(See 2420 - PROCEDURES - INSTRUCTIONS 
for records of survey specificatIons and 
manuals dIstributed for the collectIon, 
processIng and edItIng of survey data.) 
(See 6200 - CLEARANCE for record- of OMS 
clearance on forms). 

(NOTE: At the end of the 5 year re-

• 
tention perIod survey design records may 
be destroyed If component records refer-
enced above are complete.) 

SDCB 5/0 Proposed
5 

(~ 
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6620 DATA COLLECTION 
Use for mater 181s conte In Ing co I.Iec+ed,
tebul8ted, processed end summarized rew 
survey date. 
Includes for 8X8mple: QuestIonnaIres
(enumer8tlve IntervIew and sample survey 
data sheets, etc.>, manual and 
mechanIcal d8t8 tabul8tlons, forecast 
IndicatIons, survey comments, and 
SUll'll'ftSry sheets. 

6621 IQuest Ianne Ires
[Use for materIals contaIning raw Input
survey data collected by Interview, 
mall end/or samplIng techniques. 

File In groups, alphabetIcally by sur-
vey subject, commodIty and/or ppoduct. 

•
Dlsrose 2 years after year of accumu-
let on or 2 years after re-survey If 
survey Is not repeeted annually. 

6622 Tabulations 
Use for materIals containIng raw Input
survey data transcrIbed from question-
naires for manual or computer process-
Ing. Includes for example: Listing
end tabulation sheets, and computer
print-outs. 

:~~e~na~~o~~~h~~e~~!~,~n~yy:~~v~~
subject, commodity or producto 

Dispose 14 months after processing. 

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

• 
6623 Summaries 

IUse for materials containing summarlzod 
raw survey data by geographical area 
(county, district or sample strata)~ 
These serve as the basis for aggregate
survey Indlcatlonsv Includes for 
~xample:
bomputatlons, national summarIes, crop
reportIng board recommendations and 
work sheets, state summaries and/or
shuttle sheets, change slips, etco 

Survey-
Ing
Off Ice 
2 

J 

N/A Proposed 

Survey-
Ing
Office 
14 mos. 

S/O Proposed 

I~~ 

Survey-
Ing
Off Ice 
7 

* 7 Proposed 
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6623	 ~ummerles ~ (continued) 

~lle In groups for each census, 
~ebetlcally by geographIcal area 
title, then by survey subject, commodity 

; or product. 

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

6323..1	 National Summaries 
Use for print-out materIals which con-
taIn princIple survey results for each 
by commodIty. 

~ alphabetically ,by statse 

•
Upon completion of a current census re-
vIew, records for veart s) prior +o the 
most recent census may be transferred 
to the FRC. 

6323-2	 State Surmtarles 
Use for materials containing computed 
output tables for each commodity and 
agrIcultural element surveyed.
Includes: EnumeratIve (Area-Prame),
MultI-frame, and Objective YIeld sur-
veys. 

~ by alphabetically tItle and date of 
survey. 

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

6630	 COMMENTS/RECOMMENDATIONS
Use for materials containing comm~nt5 
and recommendations concernIng summariz-
ed survey data, IndicatIons and forecast 
IndIcators .. 

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

D.SPOIIT.ON 

"ECORO0""£ 
~OP''-''='C=I'''''=YM8'''''''''''o&'''''''''--'''TO'''''''' OTHER AUTHCIIIITY 

•	 ',NAL OIlP. rile O"ICII 
131 leI leI (s. 

SDSB 7 Proposed* 
7 

Survey- 7 Proposed* Ing

Off Ice
 
7 

M_I-----~ 

Survey- 7 Proposed* lng'
Off Ice 
7 

, , 

http:D.SPOIIT.ON
http:O.,C:,,'''T.ON
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6700	 ESTIMATES/INDICATIONS
Use for materials relating to official 
statistical forecasts and estimates. 
These are based on survey IndicatIons 
and analysis, comments and recommenda-
tions. Mey also be based on computa-
tions for certain commodities, products
or other economic elements. They re-
flect projected total production,
yleldD grade, price, sales, damage,
disposition and other statistIcs for 
various commodities, products and other 
elements of the agricultural economy
for Individual states and/or the natIon 
as a whole. Includes for example: Do-
cuments used to record official estI-
mates and survey Indlcatlonsc 

• 
File alphabetIcally by commodIty, pro-
duct or subject then by state or g6O-
grl'lphlcalarea • 

Transfer document records of official 
estimates and survey Indications after 
Input to Data Base. 

(NOTE: Record documents for official 
estimates and survey Indlelatlons not 
Input to Data Base wll I be retained 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-
v~ys conducted through which rl'lwdata Is 
obta Ined.)
(See 6800a - HISTORICAL DATA - Data Base 

,for estimates and survey Indications 
maintained In the Data Base System.) 

6800	 HISTORICAL 
Use for automated and hard copy collec-
tions of publIshed and unpublIshed col-
lections of data. . 

SDSB/	 Proposed* ED 
p 

• (See 5300 - HISTORY MANAGEMENT for 
administrative records and other 
hIstorical materIals). 

(Note: See next page.) 

\ ,., 
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II1S10RICAL - <Contilluod) 

,I. Data Aa50 

,Mllgnetlc mod l a cO:ltflinjil~ cumutat lvo 
stfltl:.tlc(ll lnc l ce+or-s and o:;tirrwtos 
rn l a t l nq to survevs of commodities
 
oi'hor Alemonts of the Qgricultural
 

oconomv ," i (Sea 173d - DATA TAPE FILE). 

iTranSfer date! eligible for retirement
I to the Nat Iona r Mach I ne Roadab I e 

i I\rch i ves on magneti c +ape , I nsur e 
proqram documentat r on for r'et r iova I 
dd td from transferred Data B()SCl are 
ferrert with +no dati'! +apet s}, 

Ih. M;'IlU3!
 

,Hilrd copy co l l oc+Ions of publl'~hml
 
' 

istatlstiCC11 os t lma+os re le t l nq to com-imodfty ()nd product surveyso 

IIF i I n by commod I ty then by s+e+o , 

i ' 
rhe~;u en i Icc+ Ions i.lrc used In dily--rO-

Idi'lY work oy 
:r-uf~rl:~I1C(lu 

irr"ih('d s l nco 

I

!:;uod~ A':'> rof 
\rhc'y are not 
i($ee (i300 -
'publlce t I ons 
is co l lacted.) 

!
 
iTRA IN: M;

luse for 
115(')0 I n 

1 ';uhJnct'i 
It l s+ lea I 
others. 
I nc l udes: 

commodi'ty stilTIstklan:"3 for 
They Include a! I da+a puh-

«uch ste+l s+Ics wnre is-
or'once need is continuous
 
01 l q l b l o for rotiremeni'.
 

PlIBLlCATIONS for recor-ds of 
from which this ma+er l a! , 

ma+or I a! ') pr opa red Lly SWi and 
1T~ 1n f n~l ~R'; por sonno I iII such 
,'5 Survoy mo+hods , Clnd ~)ta-
Compu+a+ Ion methods ?IS 
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