REQUEST FOR RECORDS Cg&@RSI TION AUTHORUT\%

) JOB N
(See Ipstructio) verse)

LEAVE BLANK

Wi-443-,-

TO: GENMERAL SZRVICES ADMINISTRATION DATE RECEIVED

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

»

10—~ 15— 90

1. FROM (Agency or establishment)

NOTIFICATION TO AGENCY

United States Department of Agriculture
2. MAJOR SUBDIVISION

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved

Animal and Plant Health Inspection Service (APHIS) except for items that may be marked "disposition not

3. MINOR SUBDIVISION

approved’” or “withdrawn’ in column 10. If no records
are proposed for disposal, the signature of the Archivist is

Administrative Services Division not required.
4. NAME OF PERSON WITH WHOM TO CONFER S. TELEPHONE EXT. |[DATE ARCHIVIST OF THE UNITED STATES
Gregory A. Ramsey (202)

447-5366 &//4( S .

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of ___28  page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: [X] is attached; or D isunnecessary. a0 concurrence is pending

B. DATE C.sIG TURE OF AGENCY REPRESENTATIVE D. TITLE
Acting Head
2/27/9£/ . Mail& Records Management Section

: i 4
ITEM / 8. DESCRIPTION OF ITEM

NO (With Inclusive Dates or Retention Periods)

9. GRS OR 10. ACTION
SUPERSEDED TAKEN

JOB (NARS USE
CITATION ONLY)

The following are additions to the current schedule;

Import (IM), Port Operations Inspection (POI).

Equal Opportunity (EEOQ), International Programs (IP)

This record disposition schedule is an amendment to APHIS
records disposition schedule NCI-310-77-2, This schedule
superseded Program Investigations and Violations (PIV) items
922a, 922b, 926 a, 926b, 932a, 932b, 936a, 936b, 937a, 937b,
938a, 938b, 94la, 941b, 942a, 942b, 945a, 945b, 946a, 946D,

Administrative Management (ADM), Fiscal Affairs (FIS),

New categories to the current retention schedule are as followp;

115-108 NSN 7540-00-634-4064

logoriy 0t dg,w.a&% PN NS NNT o e 278/

STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4



:lioquqct for Records Dlspcslh!nIAuthomy—Contlnuatlon' . JOB NO [nce o

. , > of 2%
v 3. DESCRIPTION OF ITEM SAMPLE OR aCTiON
TEM NO (With Inctusive Dates or Retention Penods) JOB NO TAKEN

The following submissions are additions Lo
the existing Administrative File System and
Disposal - Retention Schedule. Part II of
the Handbook.

1. FIS 10-1 Debt Management - Delingquent
Debts and Write Off of Delinguent Debts

Correspondence related to delinguent
amounts owed to the Government and the
write off those delinguent amounts.

a. Primary Responsibility:

Destroy 3 vears after collection of
amounts or write off date.

b. All other offices:

Destroy 3 years after collection of
amounts or write of date.

2. FIS 10-2 Credit Reports and Prescreening
for Loans, Contracts and Grants

Correspondence related to credit reports
and prescreening of potential candidates
for award of Government loans, contracts
and grants.

ﬂ,. Primary Responeibility:

Destroy 3 vears after completion of loan
repayment, and contract and grant fulfill-
ment.

b All other offices:

-

Destroy 3 years after completion of locan
repayment, and contract and grant
fulfillment.

118-203 Four copies. including origtnal. to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescnbec by Generat Services
Agmiristranon
Prre imere TEedRE FPMR (41 CFR) 101-114
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Requoit for Records Dispasition Authority —Continuation’ ’ 08 WO "‘9520‘ f528
- . i
: & DESCRIPTION OF ITEM ' 9. o,
‘ P
TEM NO (With inciusive Dates or Retention Penods) SAJSB lfoOR ATC;:gz

3. FIS 13 PROMPT PAYMENT ACT OF 1982

Correspondence related to the legal
regquirements that Executive departments
and agencies make payments on time, pay
interest penalties when payments are late,
and take discounts only when payments are
made on or before the discount date.

a_ . Primary Respronsibillity:

Destroy 3 years after final payment
is made.-

b. All other offices:

Destroy 3 years after final payment
is made.

4. FIS 13-1 Interest Penalties

Correspondence related to interest
penalties incurred due to the Prompt
Payment Act of 1982.

ﬂ, . Primary Responsibillity:
Destroy 5 years after penalty payment.

b_ All other officees: )
Destroy 5 years after penalty payment.

5. FIS 13-2 Early Payment Discounts

Correspondence related to early payment
discounts taken in accordance with the
Prompt Payment Act of 198%Z.

Ao Primary Responsibility:

Destroy 5 years after invoice paid or
discounted.

b. All other officecs:

Dastroy 5 years after invoice paid or
agiscounted.

115-203 Four copiles. inciuding original. 1o be submitied to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescnbed by General Services
Administranon
s aT.ae . TT.a3RT FPMR (41 CFR) 101-11 4
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Requeat for Records Disposition Authority — Continuation . J08 NO PAGE OF 3 . of 28
1. & DESCRIPTION OF ITEM 8. 10.
fTEM NO (With inClusive Dates or Retention Penods) SAMPLE OR ACTION

JOB NO. TAKEN

6. FIS 13-3 Public Funds

Material relating to APHIS Form 94 -
Record of Public Funds Received.

4 Primary Responsibility:
Destroy 3 years after payment is made.

b_ All other officese:
Destroy 2 years after made is made.

Q§§<E:t% TRV 5-2 International Travel

ials related to international travel
authorizass (202°s).

ARS—9—1-p
Q. Primary Reeponseibility:

Destroy when 3 years old.

b‘ All other offices:
Destroy when 2 years old.

115-203 Four copies. inciuding original. 1o be submimied to tho National Archives STANDARD FORM 115-A
Revised July 1974
Prescnbed by Generat Services
Agminmistrauon
e eT. 0. Tee)RT FPMR (41 CFR) 101-114



-~ ' ;

o

Request for Records Disposition Authority - Continuation ° J08 MO PACE OF 05 28
1]
1. 8. DESCRIPTION OF ITEM " 0.
TEM NO (With inclusive Dates or Retention Penods) SAJSSLNEOOR ﬁ-c:,égx

The following submission is an entire new
section to the current Administrative File
System and Disposal — Retention Schedule.
Part II of the Handbook - EEQO matters were
previously grouped with Personnel Section and
it now it is a separate section.

EQUAL, EMPT.OYMENT OPPORTUNITY

The category covers all phases and regulations
of Equal Employment Opportunity (EEOQ),
including special program: federal women’ s
program, hisparic program, native american
program, upward mobility program, cooperative
education program, physically handicapped,
mentally retarded, and housing; affirmative
action plans, report and statistics;
counseling and mediation; complaints - appeals.

EEO EQUAL EMPLOYMENT OPPORTUNITY

General correspondence and copies of
egulations with related records pertaining
the Civil Rights Act of 1964,

ual Employment Opportunity (EEO)

Act of 72, and any pertinent later

legislati and agency EEO Committee
meeting records including minutes and
reports.

&, Primary Responsibllity:
Destroy when 3 years old,
superseded or obsolete, which
applicable.

b_ All other offices:
Destroy when 3 years old, or when
superseded or obsolete, whichever is
applicable.

GRE 1—25-4g

GRE 1—-2564&

115-203

Four coples. inciuding ortginal, to be submitied to the Nationa! Archives

STANDARD FORM 115-A

Revised July 1974
Prescnbed by Gen
Agministration

eral Services

FPMRA (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation -

1

J08 NO

PAGE .
ACEOf S F .28

7.
TEM NO

& DESCRIPTION OF ITEM
(With inctusave Dates or Retention Penods)

9.
SAMPLE OR
JOB NO

10.
ACTION
TAKEN

9.

Jo N

<
10. \\E

11.

EEO 1 POLICY

Policy and guidelines covering all
subject under this primary. If needed,
subdivide by type or subject of policy
and cross reference to appropriate
subject category.

EXCEPT: Published instructions or
directives which are filed in binders
according to established Agency custom.

Primary Responeibility:

Retire to Federal Archives and Records
Center (FARC) when 10 years old. -Pestroy

when Xglyears old.
5

All other offices:
Destroy when superseded or obsolete.

2 REPORTS AND STATISTICS

1l materials on Affirmative
Subdivide as best suits

Includes
Action and E
user s needs.

Primary Reeponslbillity:
Destroy 3 years after case is

All other officesa: .
Destroy 1 year after case is closed.

EEO 2 Counseling Reports

Summaries of counseling efforts on
allegations of discrimination.

Primary Responesibility:
Destroy 3 years after case is closed.

All othaer offices:
Destroy 1 year after case 1is closed.

'ﬁ?amgﬁew

GR9

| = 25

g,
4+

115-203

Four copies. including original. to be submirted 10 the Nationa! Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Adrmnistration

FPMRA (41 CFR) 101114
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~Request for Records Disposition Authority —Continuation ’ 708 NO P‘.GE6°‘ ¢ g
L [¢]
TEM NO (With inctusive Dates or Retention Penods) Jo8 NO. TAKEN
12. EQ 2-2 Activity Reports
elating to work activity
involved wit ual Employment
Opportunity.
A, Primary Responsibillity: '
Destroy when 3 years old. GRS |- 25- h

13.

14.

All other officese:
Destroy when 2 years old.

EEO 3 Committees, Meetings

Meetings, and committees relating to
administrytive activities and functions

Subdivide meetI and committees, if
necessary, and showsname and date span on
folder.

Primary Responeilbility:
Destroy when 2 years old.

All other offices:
Destroy when 1 year old.

EEO 4 COUNSELING AND MEDIATION OF
COMPLAINTS

Case files of counseling activities

with related correspondence , report,
exhibits, notices and copies of
settlement agreements. Subdivide as best
suits user s needs.

Primary Responesibllity:
Destroy 3 years after case is closed.

All other offices:
Destroy 1 year after case is closed.

GIS<L= 25-| h

GRS - a5

F—QEL %/

Lo

115-203

Four coples. including original. 1o be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnibed by General Services
Administration

FPMR (41 CFR) 101-11 4



XOB NO PAGE OF.

Request for Records Disposition Authority — Continuation © 77 of 28
| 7 & DESCRIPTION OF ITEM " 10.
TEM NO (With inclus:ve Dates or Retention Penods) sgg;zsoon gﬁf;g:

\ EEO 4 Counseling Duty Counseling

Case file on counselors, including

rial and related correspondence,
ions, records of ratings,
appointmemxs _letters, training records,
(Official file is kept

and recognitil
in personnel).

c-

. Primary Responsibillity:

Destroy 3 years after termina
of counseling.

b_ All other offices:

of counseling.

16> EEO 5 SPECIAL EMPHASIS PROGRAMS

Federal Women s Program

employment or thSlCé
mentally retarded).

h. Housing

N

Subdivide as best suits user

Y/ Primary Resronsibillity:

-

Destroy when 5 years old.

b_ All other offices:
Destroy when 3 years old.

Destroy 3 years after termination

General ccocrrespondence and material
relating to the programs listed below:

b. ispanic Empldyment Program

c e American Program

d \obllity Program

e. Cooperatin Education Program

f. Other Spe01al ograms (Includes

vy handicapped,

GRS 1—-28-a

Gl n-%—j

GRS I- 25- | 4

115-203 Four coples. including original. to be submifted to the National Archives

Revised July 1974

STANDARD FORM 115-A

Prescnbed by General Services

Agmimisiratson

FPMRA (41 CFR) 101-11 4
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- Requast for Records Disposition Authority — Continuation 708 MO Fres o 28
7 8. DESCRIPTION OF ITEM 5 0.
. t
TEmM NO {With inciussve Dates or Retention Penods) SAJ:;;%EOOR A.rc:'égx

TR

19.

b.

, Primary Respon

EEO 6 PROGRAM REVIEW

eneral material and information on EEO
TSrmative Action Plans.

Action Programs:

Primary Responsibility: S
Destroy 5 years from date of ™%

All other offices:
Destroy b years from date of report.

EEO 6-1 Affirmative Employment Program

cy copy of annual report of
Affir ive Action Accomplishments.

lity:
Destroy 5 years from

All other offices:
Destroy 5 years from date of

EEQO 6-2 Federal Equal Opportunity
Recruitment Program

Case file material from liaisons
monitoring program through correspondence
or on site.

Primary Responsibility:

Destroy 4 years after case file is
closed.

All other offices:
Destroy when case file is closed.

/

AGrRs 1—25—h—3

QRS 1—-25-h-3

GRS 1—-25—h-{4

GRS 1-2Z5—h—j4

118-203

Four coples. inciuding ortginal, to be submitied 1o the Nationa! Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Agministranon

FPMR (41 CFR) 101-11 4
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l " | 408 NO

_‘ROQUQ'st for Rocord's Dlsposmoh Authority-Contlnuatlon' ",“90‘;,1’-. 28
. L DESCRIPTION OF ITEM SAMP"L.E OR AC1'|9|.ON
TEM NO (With inclussve Dates or Retention Penods) JOB NO. " TAKEN
20. EEO 6-3 Cooperative Education Program

Case file material from liaisons
monitoring the Intern Program
through correspondence or on site.

4. Primary Responsibility:

Destroy 4 years after case file is
closed.

b' All othexr officee:
Destroy when case file is closed.

21. EEO 6-4 Title 4 (Non-Discrimination)

Case file material from liaisons
monitoring program through correspondence
or on site.

ﬁ, Primary Responeibility:

Destroy 4 years after case file is
closed. ' .

b All other officeoe:
Destroy when case file is closed.

22. EEO 7-1 SUMMER INTERN PROGRAM

Correspondence and general material
pertaining to the Summer Intern Program.
All activities regquire student
participation.

4. Primary Reeponsibility:

Destroy 4 years after case file is
closed.

b_ All other offices:
Destroy when case file is closed.

115-203 Four coples. inciuding original. 1o be submitted to the Nationsi Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Genera! Services
Admiristiranon

FPMR (41 CFR) 101-114
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"Request for Records Disposition Authority —Continuation CIo of" 28
1. 8 DESCRIPTION OF ITEM SAM,’CE OR AC"I(’,I.ON
TEM NO (With inctusive Dates or Retention Penods) JOB NO. TAKEN
23. EEO 7-1 Agency Contacts

Case file records on all agency contacts
involved in the Summer Intern Program.

Z2 Primary Responagibility:

Destroy 4 years after case file is
closed.

b‘ All other officeas:
Destroy when case file is closed.

24 . EEQO 7-2 Historic Black Colleges and
University Liaisons

Case file records on Historic Black
Colleges and University involved in the
Summer Intern Program.

A. Primary Resoponeslibillity:

Destroy 4 years after case file is
closed. ' )

). A1l other officee:
Destrov when case file is closed.

25. EEO 7-3 Hispanic Colleges and University
L.iaisons

Case file records on Hispanic Colleges
and University involved in the Summer
Intern Program.

4/, Primary Reeponsibillity:

Destroy 4 years after case file is
closed.

b. All other officees:
Destroy when case file is closed.

115-203 Four copies. including original. 1o be submitied to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by Generat Services
Agministration

FPMR (41 CFR) 101 -11 4
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j.PAGE OF,

Request for Recordi Disposition Authority — Continuation - VEO of 28
v & DESCRIPTION OF ITEM SAMPLE OR ACTION
TEM NO With inctusive Dates or Retention Periods) JOB NO TAKEN
26 . EEQO 7-4 Identified Positions

Case file records on agency c¢

positions with students.

&, Primary Responseibility:

Destroy 4 vears after case fi
closed.

b. All other officee:
Destroy when case file is clo

27 . EEQO 7-5 Student Interns

Case file records listing of
Intern studsnts in program.
information on student and sc
participating in program.

A, Primary Responsibility:

Destroy 4 years after case fi
closed.

b_ All othexr offices: '
Destroy when case file is clo

liaisons who identify positions and match

ontacts and

le is

sed.

all Summer
Back ground
hools

le is

sed.

28. EEO 7-6 Special Programs

Case file records relating to special
program for Summer Intern Program.

. Primary Responsibility:
Destroy 4 years after case file is
closed.

b. All other offices:
Destroy when case file is closed.

115-201 Four coples. including artginal. to be submitied to the Nationa) Archives STANDARD FORM 115-A

Revised July 1974

Prescnbea by Generat Services
Agministration

FPMR (4% CFR) 101-11 4
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'Roque_tt for Records Dlsposltlon Authority - Continuation
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. 7| JoB NO

PAGE Of) ,f 28

7.
TEM ND

& DESCRIPTION OF ITEM
With inclusive Dates or Retention Penods)

9. 10.
SAMPLE OR ACTION
JOB NO. TAKEN

29.

30.

The following submissions are proposed
additions to the existing Program File
System and Disposal — Retention Schedule.
Part III of the Handbook.

EEO 8 POSTERS

General correspondence on signs and
posters, all signs and posters; paper,
cardboard and other mediums; for
informational, educational, or

regulatory purposes. Case folders on
planning, design, art work, graphics,

and related materials. Subdivide as

best suits user s needs. Also applies to
posters provided by USDA or other sources.

Primary Responsibility:

Destroy when superseded, obsolete, or no
longer needed for reference.

All other offices:

Destroy when superseded, obsolete, or no
longer needed for reference.

POI 13-2 First—-Class Mail (Domestic)

Material on the collection of prohibited
agricultural products/items being
intercerted in First-Class Mail.

Primary Respongsibility:
Destroy when 3 years old.

All other officee:
Destroy when 2 year old.

115-201

Four coples, including anginai. to be submifted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Agminisiration

FPMR (41 CFR) 101-11 4
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.'Roque,st for Records Disposition Authority —Continuation ) 08 NO P'icf?)ogf. 28
7. 8. DESCRIPTION OF ITEM 9. 10.
TEM NO (With Inciusive Oates or Retention Penods) SAJgSLNEOOR ATC::?:

The following submissions are proposed changes
to the current retention period on an item by
item basis, to the existing Program File System
and Disposal - Retention Schedule. Part 111
of the Handbook, copies of the current

schedule is provided for comparison.

31. PIV 11-1 Humane Treatment
Reports of alleged violation from the
field which upon review at Headquarters NCI-310-
and/or OCG disclosure insufficient or no 77-2

evidence of a violation. See PIV 11-4
for violations.

&, Primary Reeponelbillity:
Destroy 1 year after case is closed.

h_ A1)l other offices:

Destroy upon notification from
Headquarters that case is closed.

32. PIV 11-3 28-Hour Law

Reports of alleged violation from the
field which upon review at Headgquarters NCI-310-
and/or OCG disclosure insufficient or no T7-2

evidence of a violation. See PIV 11-4
for violations.

. Primary Responsilibillity:
Destroy 1 year after case is closed.

5. All other officee:

Destroy upon notification from
Headguarters that case is closed.

33. PIV 12 ACCREDITED VETERINARIANS

Routine cases NCI-310-
T77-2

a,_ Primary Responslibllity:
Destroy 5 years after case is closed.

b- All other officee:
Destroy 2 years after case is closed.
115-203 Four coples. including originai. 1o be submitied to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescrnibed by General Services

Agminisiration
e jat, e . ST e dRT FPMR (41 CFR) 101-11 4
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“Requast for Records Disposition Authority — Continuation %08 NO PAGE 2 v 08
I NO 8. DESCRIPTION OF ITEM SAM,‘L'E OR Aé?,'ON
(With Inclussve Dates or Retention Pernods) JOB NO. TAKEN
4. PIV 13-1 Animal Quarantine
Reports of alleged violation from the
field which upon review at Headquarters NCI-463-
and/or OCG disclosure insufficient or no 85-1
evidence of a violation. See PIV 11-4
or violations.
Q. Pri v Responelilbility:
1 year after case is closed.
b_ All othe offices:
Destroy upsn notification from
Headquarters\ that case is closed.
Precedent-setting cases including court
cases.
Note: Record copies Wf case files are
sent to the Office of e General Counsel
from which they are scheduled for retentio#
in NCI-16-78-4. . '
ﬂ/. Primary Responsibillity:
Destroy 7 years after case is slosed.
(OGC will retain it"s copy and fer top NCI-463-
NARA 25 years after case is closed in 85-1

accordance with NCI-6-78-4, Item

All other offices: .
Destroy 2 years after case is closed.

Routine cases

Primary Responesibility:
Destroy 5 years after case 1s closed.

All other offices:
Destroy 2 years after case is closed.

115-202

Four copies. inciuding original, to be submitied to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Generai Services
Administration

FPMR (41 CFR) 101-11 4
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- Request for Records Disposition Authorlty—Contlnuatlor; . 708 O PAGE ‘1"5 OF 28
rer no L DESCRIPTION OF ITEM SAMPLE OR aCTiON
(With inclusive Dates or Retention Pennds) JOB NO. TAKEN
35. PIV 14 VETERINARY BIOLOGICS
Precedent-setting cases including court NCI-310-
cases. T77-2

Note: Record copies of case files are

sent to the Office of the General Counsel
from which they are scheduled for retention
in NCI-16-78-4.

&, Primary Reeponelbillity:

Destroy 7 years after case is closed.
(OGC will retain it" s copy and offer top
NARA 25 years after case is closed in
accordance with NCI-6-78-4, Item la).

b, All other offices:
Destroy 2 years after case is closed.

Routine cases

A Primary Reeponsibillity:
Destroy 5 years after case 1is closed.

b_ All other offices:
Destroy 2 years after case is closed.

115-201 Four coples. including original. to be submitied to the Nationa! Archives STANDARD FORM 115-A
Revised July 1974
Prescnbed by Generat Services
Admirustranon
e jaTe e . 7 T.e)RT FPMR (4Y CFR) 10111 4
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_Requast for Records Disposition Authority - Continuation J08 NO PARE 2F of 28
“J- NO 8. DESCRIPTION OF ITEM SAM:LE OR Ag,?,'ON
(With inctusive Dates or Retention Penods) JOB NO. TAKEN
36. PIV 15 PLANT AND PLANT PEST QUARANTINE
Precedent-setting cases including court NCI-310-
cases. T7-2

Note: Record copies of case files are

sent to the Office of the General Counsel
from which they are scheduled for retention
in NCI-16-78-4.

I/ Primary Reseponsibility:

Destroy 7 years after case is closed.
(OGC will retain it"s copy and offer to
NARA 25 years after case is closed in
accordance with NCI-16-78-4, Item 1la).

b_ All othex officee:
Destroy 2 years after case is closed.

Routine cases

. Primary Reeponelibility:
Destroy 5 years after case is closed.

é_ All other offices:
Destroy 2 years after case is closed

115-203 Four copies. inciuding ortginal. 1o be submitied 10 the Hations: Archives STANDARD FOAM 115-A
Revised July 1974
Prescribed by Generat Services
Agministration
G T, e . LT eedRT FPMRA (41 CFR) 101 =11 4
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" Request for Records Disposition Authority - Continuation 08 NO "=°‘13‘ of 28
7. & DESCRIPTION OF ITEM S 19.
TEM NO (With inciusive Datos or Retention Penods) s‘:g;LNEOOR erirl(lg:

37.

The following submission is an entire new
section to the current Program File System
and Disposal - Retention Schedule. Part II1
of the Handbook

INTERNATIONAL PROGRAMS

This category deals with international
activities with particular emphasis on
protecting American agriculture and
enhancing U.5. =xports.

NOTE: The files in this section follow the
APHIS file plan; however, files are set up
by country.

Examples: (Japan) IP 12 FPRECLEARANCE

(Spain) IP 7 ANIMAL DISEASES/PEST

IP INTERNATIONAL PROGRAMS

General correspondence and related
material concerning animal and/or plant
diseases/pests in foreign countries too
broad in scope to be filed under specific
subjects.

. Primary Responalbility:
Destroy when 3 years old.

b_ All other offilces:
Destroy when 2 years old.

115-20)

Four copiles, Including ortginal, to be sudbmitied 1o the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Generail Services
Agminmistranon

FPMR (41 CFR) 101 =114
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PAGE OF .
"18 of" 28

1.
ITEM NO

0 DESCRIPTION OF ITEM
(With inciussve Dates or Retention Penods)

8. 10.
SAMPLE OR ACTION
JOB NO. TAKEN

38.

39.

IP 1 POLICY

Policy and guidelines covering all
subjects included under this primary.

If needed, subdivide by type or subject
of policy and cross reference to
appropriate subject category. If needed,
subdivide by type or subject of policy
and cross-reference to appropriate
subject category.

EXCEPT: Publica*“ions, instructions, or
directives which are filed in binders
according to established Agency custom.

Primary Responsibllity:

Permanent. Retire to Federal Archives and
Records Center (FARC) when 10 years old.
Transfer to National Archives and Records
Administration (NARA) when 15 years old.

All other offices:
Destroy when superseded or obsolete.

IP 2 REPORTS AND STATISTICS

Reports an statistics covering all
subjects included under this primary.
Case file by type of report.

EXCEPT: Final project reports which
should be filed under IP 6
PROJECTS.

a. Record copy of substantive reports,
such as annual summaries and
comprehensive nonrecurring reports.

Primary Responelbillity:

PERMANENT. Retire to FARC when 10 years ol
Transfer to NARA when 15 years ocld.

All other offices:
Destroy when 2 years old.

d .

115-20)

Four coples. inciuding ariginal. to be submitted o the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by Generai Services
Admimistration

FPMR (41 CFR) 101114
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_Request for Records Disposition Authority - Continuation %08 no PAace % of 28
v, 9 of
7 & DESCRIPTION OF ITEM " 0.
ITEM NO (With inclusive Dates or Retention Penocds) s;:g:;foon eri‘;('g:

39. [Continued

b. Agency reference copy of above report.

Primary Reeponesibility:
#. Destroy when superseded or obsoclete.

All other officee:
5.Destroy when 2 years old.

c. All other reports.

Primary Responsibility:
&. Destroy when 2 years old.

All other officees:
b‘Destroy when 2 vears old.

40. IP 2-1 Activity Reports

Summaries of specific sction or work
performed by program or administrative
personnel.

A4.. Primary Responsibility:
Destroy when 3 years old.

é_ All other offices:
Destroy when 2 years old.

115-203 Four coples. inciuding originai. 1o be submitied to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbec by General Services
Agminisiranon

FPMR (41 CFR) 101-114
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41. IP 3 COMMITTEES, MEETINGS

&, Meetings and committees relating to
rrogram functions not having long-term
significance. Subdivide meetings and
committees, if necessary, and show name
and date span of folder.

&4, Primary Responsibility:
Destroy when 2 years old.

b. All other offices:
Destroy when 2 years old.

b. Case file copy of minutes and related
material, including agendas, of
substantive or significant meetings or
committees concerned with broad aspects of
the Agency, such as advisory organizations
and interagency committees. Includes
committees chaired by representative or
records maintained by IP representatives of
assignments.

EXCEPT: Program meetings or committees
which should be filed under the specific
rrogram category.

a. Primary Responegibility:

PERMANENT. Transfer to NARA when
20 years old.

b. All othexr offices:
Destroy when 2 years old.

115-203 Four copies. inciuding original. 10 be submitied 1o the Naotional Archives STANDARD FORM 115-A
Revised July 1974
Prescnbed by General Services
Agministiraton
e et ae . WTae)RT FPMR (41 CFR) 101-11 4
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$. 10.
SAMPLE OR ACTION
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42.

43.

IP 3-1 Arrangements

Includes such material as meeting
arrangements, invitations, extra copies
of agendas, accommodations, authority to
attend, workpapers, acceptances, and
regrets. If necessary subdivide and file

by type.

Primary Responailbility:
Destroy when 1 year old.

All other officee:
Destroy when 1 year old.

IP 4 CABLES/FASTOS

Official "UNCLASSIFIED" communications
relating to agriculture too broad to be
filed in one of the more specific
subjects.

EXCEPT: "CLASSIFIED" communications will
be filed as stated in this Handbook under
section entitled “"Handling of Classified
and Unclassified Material Received from
the Foreign Agriculture Service (FAS)".

Primary Responsibility:
Destroy when 1 year old.

All othexr offices:
Destroy when 1 year old.

115-203

Four coples. including original, to be sudmitted 1o the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Genera! Services
Agminisiration

FPMR (4 CFR) 101-11 4
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44.

45.

IP 5 ANIMAL CARE
General correspondence and related

material regarding the humane care of
animals in foreign countries.

Primary Responsibility:
Destroy when 3 years old.

All otherxr offices:
Destroy when 2 years old.

IP 6 PROJECTS

General material on projects.

Primary Responseibility:
Destroy when 3 years old.

All other offices:
Destroy when 2 years old.

Reference material.

Primary Responsibility:
Destroy when supersede or obsolete.

All other offices:
Destroy when superseded or obsolete.

115-201

Four coples. inciuding originai. 1o be submifted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Generat Services
Agministration

FPMRA (41 CFR) 101-11 4



N 1

Case file records and related
correspondence on approved projects
Having precedential significance.
Includes basic documentation and final
report or other substantive material.
Show title and date spran of project, as:
IP 6 PROJECT NO. 00 (Spain) African
Swine Fever - FY 80.

Primary Responsibility:

PERMANENT. Retire to FARC 5 years

after completion of project. Transfer to
NARA 15 years after completion of
project.

All other offices:
Destroy when 2 years old.

All other projects.

Primary Responelbillity:

Destroy 5 yveers after completion
of project.

All other offices:
Destroy when 2 years old.

Proposed projects.

NOTE: When a proposed project is
approved, remove and file with prcject
case files.

Primary Reosponeslibillity:

Destroy when 5 yvears old if no further
action is taken.

All other offices:
Destroy when 2 years old.

Request for Records Disposition Authority — Continuation 708 MO A O of 28
1. L DESCRIPTION OF ITEM SAMP‘L'E OR At:‘T"fON
TEM NO (With inciusive Dates or Retention Penods) JOB NO TAKEN
45. |[Continued

115-201

Four coples. including original, to be subminied to the Nationa) Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Agministranon

FPMR {41 CFR) 101-114
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45.

45.

47.

Continued

A.

Workpapers and draft reports of project.

Primary Responslibility:

Destroy 3 years after completion of
project and final report.

All other offices:
Destroy when 2 years old.

IP 7 ANIMAL DISEASES/PESTS

General correspondence and material
dealing with the introduction, spread,
gquarantine, treatment, or containment of
animal diseases/pests in foreign
countries (e.g., hog cholera,
brucellosis, screwworm, scabiles, etc.).
If necessary, subdivide into program filesT

EXAMPLE: (Mexico) 1IP 7-1 ADP- Screwworn

Primary Responeibllity:
Destroy when 3 years old.

All other officeo:
Destroy when 2 years old.

IP 8 ENVIRONMENTAL QUALITY

General correspondence and material
dealing with the effects of APHIS
international animal/plant programs
on the environment.

Primary Responsibillity:
Destroy when 3 years old.

All other offices:
Destroy when 2 years old.

115-20

Four copiles. inciuding original. (o be sudbmitied to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Agminmistration

FPMR (41 CFR) 101-11 4
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48.

49.

IP 9 EXPORTS (by United States)

General correspondence and material
dealing with assisting in the foreign
exportation of animals, plants, and
related products from the United States
to Other countries. If necessary
subdivide by specific commodity.

EXAMPLE: (Japan) IP 9 EX Papayas

(Malaysia) IP 9 EX Semen

Primary Responsibllity:
Destroy when 3 years old.

All other offices:
Destroy when 2 years old.

IP 10 IMPORTS (to United States)

General correspondence and material
relating to import requirements for the
importation of animals, plants, and
releted products.

EXCEPT: Material relating to importing
specific animal, plant and animal/plant
products see IP 12 PRECLEARANCE.

Primary Respronsibility:
Destroy when 3 years old.

All other offices:
Destroy when 2 years.

115-203

Four copies. inciuding originai. to be submitted to the Nationa) Archives

STANDARD FOAM 115-A

Revised July 1974

Prescnbed by Generat Services
Administration

FPMR (41 CFR) 101-114
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50. IP 11 PLANT DISEASES/PESTS
General correspondence material dealing
with the introduction, spread, guarantine,
treatment, or containment of plant
diseases/pests in foreign countries
(e.g., citrus canker, MOSCAMED (Medfly),
Africanized honey bee). If necessary,
subdivide into program files.
EXAMPLE: (Guatemala) 11-1 ©PDP MOSCAME]
& Primary Responsibilility:
Destroy when 3 years old.
é_ All other offices:
Destroy when 2 years old.
51. IP 12 PRE-CLEARANCE
Genersl correspondence and material
relating to pre—-clearance of bulk
exports of too broad to be filed
under one of the more specific subjects
below.
ﬂn Primary Responsibility:
Destroy when 3 years old.
é. £11 other officea:
Destroy when 2 years old.
b2. IP 12-1 Fruits/Vegetables/Flowers
Correspondence and material on activities
relating to pre-clearance of specific
commodity at foreign sites before
departure to United States.
EXAMPLE:
IP 12-1 PRE Granny Smith Apples
M. Primery Responsibility:
Destroy when 3 years old.
b. All other officea:
Destroy when 2 years old.
115-203 Faur coples. inciuding original, 1o be sudmitied to the National Archives STANDARD FORN 115-A

Revised July 1974

Prescnbed by General Services
Agministration

FPMR (41 CFR} 101-114
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53.

54.

55.

« Primary Responsibility:

IP 12-2 Military

Correspondence and material on activities
relating to preclearance of military
personnel and equipment at foreign sites
before departure to the United States.

EXAMPLE: 1IP 12-2 PRE BRIGHTSTAR

Destroy when 3 years old.

All other officees:
Destroy when 2 years old

IP 13 STERILE INSECT TECHNIQUE

Correspondence and material relating to
Sterile Insect Technique production

in foreign countries. Program case files
involving specific outbreaks including
identification; location, treatment,
water source, etc.

EXAMPLE: (Guatemala) 13 SIT MOSCAMED

Primary Responslibillity:
Destroy 15 years after case is closed.

All other officepo:
Destroy when 3 years old.

IP 14 SURVEY/DETECTION

Correspondence and material relating to
Survey,/Detection activities for plant
and animal diseases/pests in foreign
countries. Subdivide by specific type
of survey to suit user’'s needs.

Primary Responsibility:
Destroy when 3 years old.

All other officeo:
Destroy 2 years old.

115-20)

Four copies. inciuding original, 1o be submified to the Nations! Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Agministration

FPMR (41 CFR) 101-11 4
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56.

57.

58.

IP 15 REGULATORY

Correspondence and material concerning
regulatory regquirement for new methods
and techniques for survey, control,
and regulation of plant and animal
control in foreign countries.

Primary Responsibility:
Destroy when 3 years old.

All other offices:
Destroy when 2 years old.

IP 16 RESEARCH/METHODS DEVELOPMENT

Correspondence and material concerning
research of new methods and techniqgues
for survey, control, and regulation of
plant and animal programs.

Primary Responsibility:
Destroy when 3 years old.

All other offices:
Destroy when 2 years old.

IP 17 TREATMENTS (TRE)

Correspondence and material relating to
treatments and technigues used to prevent
the spread of plant and animal diseases/
pests in foreign countries. Subdivide
case file specific treatment as best
suits users needs.

Primary Responeibility:
Destroy when 3 years old.

All other offices:
Destroy when 2 years old.

115-203

Four coples. inciuding onginal. to be submiticd to he National Archives

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Generat Services
Agmimistration

FPMR (41 CFR) 101 =114
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