
!REQUEST fOR RIECO!RDS .~' S!T!ON AUT~O!R~TV 
" (See I(lstructio, verse) 

: GlE!J\1ERAl S>;:RVICES ADMINISTRATiON 
NATiONAL ARCHIVES AND RECORDS SIERVICE, WASHINGTON, DC 20408 

1. 

~U-:-cn,...,l.:-:::· _O_f_Ag--'......r_i_c_u_l_t_u_r_e -I In accordance with the provisions of 44t:-:::e,...,d:-:-:-:::-::St,.."a,.,.t:-::e-:-=-:s".-D_e_p_a_r_t_m_e_n_t_'	 U.S.C. 3303a 
2. MAJOR	 SUBDIVISION the disposal request, including amendments, is approved 

Animal and Plant Health Inspection Service (APHIS) except for items that may be marked "disposition not 
,.....==:-;:o=:o;-;-;:;::-;-;:~---------------------___; approved" or "withdrawn" in column 10. If no records 

,MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 

Administrative Services Division not required. 
CONFER 

Gregory A. Ramsey 

I hereby certify that I 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 paqets) are not now needed for the businessof 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: IVl~ is attached,' or D is unnecessary. GAO concurrence is pending 
B. DATE	 D. TITLE 

Acting Head 
~ail& Records Management Section 

9. GRS OR 10. ACTION 7. SUPERSEDED TAKENITEM JOB (NARSUSENO. CITATION ONLY) 

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

The following are additions to the current schedule;

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

Import (1M), Port Operations Inspection (POI).
 

New categories to the current retention schedule are as folIo 
Equal Opportunity (EEO), International Programs (IP) 

'..
 

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

115-108 
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,.R.que.atfor Records OI'POSlf"~uthOrfty _ Continuation'	 JOB NO r PAGE OF'•	 1-' of 2~~--~~~----------------------------~~----~~~~
 8. 10.

1. a. DESCRIPTION OF	 ITEM SAMPLE OR	 ACTIONITEM NO	 (WI'" I"clua",.. O~I.' or R.tentlon P."ods' JOB NO.	 TAKEN 

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

1.	 Frs 10-1 Debt Management - Delinquent
Debts and Write Off of Delinquent Debts 

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

~. PrLmary Reepone1b1l1ty: 

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

h. All other off1cee: 

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

2.	 Frs 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. 

~. Pr1mary Reepone1b1l1ty: 

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

h. All other off1cee: 

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

115-203 Four COI)Ie•• Il'tCludlns o"9'nel. to be aubmlned to "'. "'alklMI Arcllin. STANDARD FORM 115-A 
R•• oW(! July t974 
PrMcn~d by G~neral ServIces 

Admfn.Slra"on 
I I •• j.:. ,. ': .• )Ft':' FPMR (41 CFR, 101-114 
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7. 
ITEM NO 

.. DESCRIPTION OF ITEM 
(W,'" t .. c:IU..... 0.1., or ".'."1'0" P.nOCl" 

11. 
SAMPLE OR 

JOB NO. 

10. 
ACTION 
TAKEN 

3. FIS 13 PROMPT PAYMENT ACT OF 1982 

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

a. Pr~mary Reapona~b~l~ty: 

Destroy 3 years after final 
is made." 

payment 

b. All other 

Destroy 3 
is made. 

off~cea: 

years after final payment 

4. FIS 13-1 Interest Penalties 

Correspondence related 
penalties incu~red due 
Payment Act of 1982. 

to 
to 

interest 
the Prompt 

~. Pr~mary Reapona~b~l~ty: 

Destroy 5 years after penalty payment. 

h. All other off~cea: 

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 1982. 

~. Pr~mary Reepone~b~l~ty: 

Destroy 5 years after invoice 
discounted. 

paid or 

b. All other off~cee: 

Destroy 5 years after 
discounted. 

invoice paid or 

115-203 Four Co;t .... IrteJlldtn9 ori9ln.l. 10 b •• ubmlned 10 "'. H.IIOMI Arcllt .... STANDARD I"ORM 115-A 
R.v'$4tCl July ,974 
PrMcnDeCl tly G~n~ral Se""c:es 

Admlnlstrallon 

I"·,, I':,", '';',.1''';' FP~R 14' CFA110'-I' 4 



JOB NO PAc;E OF 3 vof 28~.que4t for Record', OJ n Authority - Continuation 
J~------~----------------------------------~~~--~~~--~-8. 10.

7. I. DESCRIPTION OF ITE'" SAMPLE OR ACTION
rTE"'NO (WI'" 1!>Clull.... 0.,., 0' R.,.'I/Ion Penods, JOB NO. TAKEN 

6. Frs 13-3 Public Funds 

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

CV, Primary Responsibil..ity: 

Destroy 3 years after payment iE:made. 

h. Al..l.. offices:other 

Destroy 2 years after made is made. 

TRV 5-2 International Travel 

related to international travel 
(202 -s) . 

GRS-9-1..-
~, Primary Responsibil..ity: 

Destroy when 3 years old. 

b. Al..l.. offices!other 

Destroy when 2 years old. 

Fou, CCIt).... Inc;ludlng onglnal. 10 b •• ubmlnecs 10 lito N.IIoNOI Arellly •• STANDARD FOAM 11S-A 
Rltv,Md July 197. 
P'Mcnbed DyG~n~,al S~""c~s 

Admln.strahon 
1.1'1' I.: .... ',':·.)11-; FPMR (., CFR) ,0'-". 



JOBHOfor Recordl n Authonty-Contlnuatlon . ~--~--~----------------------------------~~----~~~-----
.. DESCRIPTION OF ITEM
 

('N11fI I"CIU..... Olle, 0' Retention Penod,l
 

The following submission is an entire new 
tion to the current Administrative File 

System and Disposal - Retention Schedule. 
Part II of the Handbook - EEO matters were 
previously grouped with Personnel Section and 
it now it is a separate section. 

EQUAL EMPLOYMENT OPPORTUNITY 

category covers all phases and regulations
of Equal Employment Opportunity (EEO),
including special program: federal women's 
program, hispa~ic 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 pertaini

the Civil Rights Act of 1964,
the 1 Employment Opportunity (EEO)
Act 0 72, and any pertinent later 
legislat and agency EEO Committee 
meeting rec including minutes and 
reports. 

u,. Pr~ma.ry Reepone~b~11. ty 

Destroy when 3 years old,

superseded or obsolete, whic is
 
applicable.
 

b. A11 other off~cee: 

Destroy when 3 years old, or when 
superseded or obsolete, whichever is 
applicable. 

"eque.lt 

7.
 
ITEM NO
 

OF' 
4 "0;' 28 

I. 10. 
SAMPLE OR ACTION 

JOB NO. TAKEN 

GRS 1-2 g 

GRS 1-2 8 

115-203 four c~ .... IMlucUn9 onglnal. to be .ubmlnK to lIIe National Arch' .... STANDARD FORM 115-" 
Revised July t 974 
PrHcnbed by G.neral Se""ces 

Admln,strat.on 
I.,'" j.:. , .. ',';._]P:: FPMR (" CFR) 101-11' 

http:Pr~ma.ry
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,-----.~--~----------------------------------------------~--_r----~--~_r--------I. 10.
7. I. D£SC"IPTION OF ITEM SAMPI.E OR ACTIONITEM NO	 (WI'" IltClu..... 0118. or R8,.,n,0" P.nod., JOB NO TAKEN 

9. 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. 

VV. Pr1m.a.ry .Reepone1b1J.1ty: 

Retire to Federal Archives and Records 
Center (FARe) when 10 years old. tJestro'Sl 
when ~ years old. 

15b. AJ.J.other off1cee: 

Destroy when superseded or obsolete. 

10.	 REPORTS AND STATISTICS 

materials on Affirmative 
Subdivide as best suits 

t;t,. Pr1m.a.ry Reepone1b1J.1ty: 

Destroy 3 years after case 

AJ.J.other off1cee:h. 
Destroy 1 year after case is closed. 

11. EEO 2 Counseling Reports 

Summaries of counseling efforts on 
allegations of discrimination. 

~. Pr1mary Reepone1b1J.1ty: 

Destroy 3 years after case is closed. 

b. AJ.J.other off1cea: 

Destroy 1 year after case is closed. 

115-203 Four cop .... IftClllCllng origin. I. 10 be .ub"'ln~ '0 lit. HallOn.1 Arc"1 ...	 STANDARD FOAM 115-A 
Rf!y.sed July 197.
PrMcnbed Dy G~neral Sf!rvICf!5 

Admrnlslratlon 
'I',. I':, ", ',7·.)p,:, FPMR ,., CHI, 101-11 • 

http:Pr1m.a.ry
http:Pr1m.a.ry
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JOBHO"".A.quellt for Aecordl Disposition Authority - Continuation 

I· 

7. 
rTEt.4 NO 

-. __ ~----------------------------------------------------~----~----~----~~~~~~ 

I. DESCRIPTION OF ITE'" 
(WIlli IftCl"..... 0111' 0' R.,.nllon Paned,r 

8. 
SAMPLE OR 

JOB NO. 

12. 

~. 

L11. 

Activity Reports 

Summarie lating to work activity
involved wit I Employment 
Opportunity. 

Pr1.mary Reepone1.b1.l1.ty: 

Destroy when 3 years old. 

All other off1.cee: 

Destroy when 2 years old. 

GfLS 1- 11J- h 

13. Committees, Meetings 

s, and committees relating to 
adminis activities and functions 
not having term sLgn LfLcance . 
Subdivide meet and committees, if 
necessary, and s and date span on 
folder. 

a... Pr1.ma.ry Reepone1.b1.l1.ty: 

Dest.roy when 2 years old. 

b. All other off1.cee: 

Destroy when 1 year old. 

GR-S J - d. 5 

14. KEO 4 COUNSELING AND MEDIATION OF 
COMPLAINTS 

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

~. Pr1.ma.ry Reepone1.b1.l1.ty: 

Destroy 3 years after case is closed. 

bAll other off1.cea:. 
Destroy 1 year after case is closed. 

115-203 fo .., C09 .... IftCludlng onglna .. 10 ba ... bmlned 10 lI\a National Archl" •• STANDARD fORM 115-A 
R~vlsed July 1974 

P'Hc:"bed by G~n~,al S~rvIC~S 

Adrnlnlstrahon 
, "" I.:.··· "~....1p ~ I'PMR ,41 CFRr 101-11 4 
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.pAGE OF • .Requelt for Aecordi Ol.po Authority- Continuation . 

7 of 28I·--------~----------------------------------------------------~----~----~----~r_--~~~8. 10.
1. I. O£SCRIPTION OF ITE'" SAMPLE OR ACTIONrTE'" NO	 (WI'" 1"Clu..... O"e. or Retention Penod., JOB NO. TAKEN 

EEO 4 Counseling Duty Counseling 

Case file on counselors, including
rial and related correspondence,


appll ons, records of ratings,

appoint letters, training records,

and recognit (Official file is kept

in personne 1) .
 

~. Pr~mary Reapona~b~l~ty:	 GRS 1-26-a. 

Destroy 3 years

of counseling.
 

h. All..other off~cea: 

Destroy 3 years after termination
 
of counseling.
 

EEO 5 SPECIAL EMPHASIS PROGRAMS 

General correspondence and material
 
relating to the programs listed below:
 

Federal Women's Program 

f. Other Special ograms (Includes

employment or physics y handicapped,
 
mentally retarded).
 

h. Housing 

Subdivide as best suits 

~. Pr~mary Reapona~b~l..~ty: 

Destroy when 5 years old. 

b. Al..l.. off~cea:other 

Destroy when 3 years old. 

115-203 Four CQ9Ie•. IftcJl>dlngongln.l. to be .uomlned to Ibe N.IIoNlI Archln.	 STANDARD FOAM 115-A 

R.Ylsed July 197" 
P'Hcnoed by G.".ral S.rvlces 

Ad""'"ISlrahon 
I.,',. I':,", ','; ·-1117	 FPMR (4' CFR) '0' -11 " 
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I' 

8. 10.7. .. OESCRIPTION OF ITE'" SAMPLE OR ACTIONITE'" NO	 (WI", 1"Clu..... 011., 0' R.,.nl.on P.rrods! JOB NO. TAKEN 

EEO 6 PROGRAM REVIEW 

eneral material and information on EEO 
A Action Plans. 

Report reviews of Affirmative 
Action 

a. Pr~ma.ry 

Destroy 5 years from 

b A11 other off:i.cee:. 
Destroy ·5 years from date of report. 

EEO 6-1 Affirmative Employment Program 

of annual report of 
Action Accomplishments. 

a".Pr~mary 

Destroy 5 years 

h. A11 other off:i.cea: 

Destroy 5 years from date of 

19.	 EEO 6-2 Federal Equal Opportunity

Recruitment Program
 

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

~. Pr~mary Reepone:i.b:i.1~ty: 

Destroy 4 years after case file is 
closed. 

b. A11 other off~cea: 

Destroy when case file is closed. 

115-203 Fo .. , COCIIe •• Including ori9lnel. 10 lie .ullmlne<! 10 m. Nello,..1 An:llln. STANDARD FOAM 115-A 
RevIsed July 1974 
P,esCroDed Dy General ServIces 

Admlnistraiton 

I. I'" j':"" ',': ... ) II ~ FPMR (41 CFR) 101-" 4 

http:Pr~ma.ry
http:R.,.nl.on


on AuthOrity - Continuation 

.. O£SCRIPTIOH OF ITEM 
(WI'" tftClu..... Oa," or Relenl/on Penexlt) 

, IJOBNa 

c. 
SAMPLE OR 

JOB NO. 

r 
PAG," 

r~ 
OF

of.2R 

10. 
ACTION 
TAKEN 

20. 

~. 

EEO 6-3 Cooperative Education Program 

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

PrJ.mary ReeponeJ.bJ.1J.ty: 

Destroy 4 years after case file is 
closed. 

b. All other offJ.cee: 

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. 

~. PrJ.mary 

Destroy
closed. 

ReeponeJ.bJ.1J.ty: 

4 years after case file is 

~ All other offJ.cee: 

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 require student 
participation. 

a.PrJ.mary ReeponeJ.bJ.1J.ty: 

Destroy 4 years after case file is 
closed. 

h. All other offJ.cee: 

Destroy when case file is closed. 

115-203 Four CQ9Ie•• IncJlHlln9 onglnal. '0 be .ubmln.c! 10 lIIe Nallo~1 Archl .... STANDARD FORM 11S-A 

Rlrvlsad July '97. 
PrHc:rtbed by G~n~ral S~"'Ic:es 

Admlnlstrallon 
I, •• , I':,'" ':, ..]11: FP~R (4' CFR) '0'-" • 
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7. 
ITEM NO 

I. DESCRIPTION OF ITEM 
(W,'" II\C'u.... O"e. or Re'e"',()1'1 Penod., 

8. 
SAMPLE OR 

JOB NO. 

10. 
ACTION 
TAKEN 

t/l-. 

EEO 7-1 Agency Contacts 

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

Pri..ma.ry Reeponei..bi..li..ty: 

Destroy 4 years after case file is 
closed. 

b. All other offi..cee: 

Destroy when case file is closed. 

24. 

~. 

b. 

EEO 7-2 Historic Black Colleges and 
University Liaisons 

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

Pri..mary Reeponei..bi..li..ty: 

Destroy 4 years after case file is 
closed. 

All other offi..cee: 

Destroy when case tile is closed. 

25. EEO 7-3 Hispanic
Liaisons 

Colleges and University 

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

W. Pri..ma.ry Reeponei..bi..li..ty: 

Destroy 4 years after case file is 
closed. 

b. All other offi..cee: 

Destroy when case file is closed. 

115-203 four C09 .... includIng origl"el. '0 be lubmlned '0 lite Ne'klnal Arch", .. STANDARD FORM 11S-A 

R."sad July '97' 
P'Mc:nt>ed Oy G~"eral Se""c:e5 

Adm.nlstrallon 
1.1'" I.: •••. ',':'·.]P: FPMR 14' CFR, ,01-11' 
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f 11 or 2 8 

7. 
ITEM NO (WI'" 

.. D£SCRIPTION OF ITE'" 
I"CIU..... 011., or R.t.ntlon p.rIOd" 

II. 
SAMPLE OR 

JOB NO. 

10. 
ACTION 
TAKEN 

26. EEO 7-4 Identified Positions 

a. 

b. 

Case file records on agency contacts 
liaisons who identify positions and 
positions with students. 

Primary Responsibility: 

Destroy 4 years after case file is 
closed. 

All other offices: 

Destroy when case file is closed. 

and 
match 

27. EEO 7-5 Student Interns .. 

Case file records listing of all Summer 
Intern students in program. Back ground
information on student and schools 
participating in program. 

~.Primary Responsibility: 

Destroy 4 years after case file' is 
closed. 

b. All other offices: 

Destroy when case file is closed. 

28. EEO 7-6 Special Programs 

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

~. Prima.ry Responsibility: 

Destroy 4 years after case file is 
closed. 

h. All other offices: 

Destroy when case file is closed. 

115-203 Four COCIIeI.Including original. 10 b•• ubmlned to ttl. Nallon.1 Archl" .. STANDARD FORM 115-A 

R~vlsed July t97~ 
Pr~cn~d Dy G~n~ral S~""C~S 

Administration 
I 1-., I.: .•• · ";'-111: FPMR (~1 CFRI 101-11 4 
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:Aeque.at for Records Ol.po Authority - Continuation 

II. 10. 
I. DESCRIPTION OF ITEM SAMPLE OR ACTION 

(WI!I'II"CIU..... Oil., 0' R.'.'"lon P.nod,) JOB NO. TAKEN 

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. 

tv. Prj.mary ,Reo8lponaj.bj.lj.ty: 

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

h. All other offj.cee: 

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

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

30. POI 13-2 First-Class Mail (Domestic). 

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

~. Pr1mary Reaponaj.bj.11ty: 

Destroy when 3 years old. 

~ All other offj.cee: 

Destroy when 2 year old. 

115-203 Four copk>•• ItteJudln9 ori<Jlnal. '0 be aubmlned '0 11'0. Na'ional Arclll ...	 STANDARD FORM 11S-A 

R.Ylwd July 197. 
P'Mcnt>ed by G~n.ral S.rvlcrs 

A.dmlnlstratlon 
I "" i':,", ',~'4)JI ';	 FPMR (41 CFRll01-114 

http:Reo8lponaj.bj.lj.ty
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8. 10.
7. I. DESCRIPTION OF ITEIo4 SAMPLE OR ACTIONITEIo4 NO (WI'" IftClu..... O.,e. 0' Rel."IIO" P."OOS) JOB NO. TAKEN 

following submissions are proposed changes
 
the current retention period on an item by
 

tem basis7 to the existing Program File System
 
d Disposal - Retention Schedule. Part III
 

of the Handbook copies of the curren t
 7 

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. 

a. Pr~mary Reepone~b~l~ty: 

Destroy 1 year after case is closed. 

h. All other off~cee: 

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 Headquarters NCI-310-
and/or OCG disclosure insufficient or no 77-2 
evidence of a violation. See PIV 11-4 
for violations. 

~. Pr~mary Reepone~b~l~ty: 

Destroy 1 year after case is closed. 

h. All other off~cee: 

Destroy upon notification from 
Headquarters that case is closed. 

33. PIV 12 ACCREDITED VETERINARIANS 

Routine cases	 NCI-310-
77-2 

t4,. Pr~mary Reepone~b~l~ty: 

Destroy 5 years after case is closed. 

b. All other off~cee: ..,Destroy c: years after case is closed. 
115-203 FoOl'COCIIe•. IftCllldlng origl".I. 10 bo .uDmln.cl 10til. NalloMI .rchl ....	 ST.NDARD FORM 11S-A 

RO!v.wcl July 1974 
P'O!$C'.Decl Dy GO!nO!,a, SrntlC0!5 

AClmlnlSlraiton 
FPMR ,., CFA, 101-11 •1.1'" '.:. '" ·.:· ...)11: 
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~A.~&JItt.tfor Recordl 

7. 
ITEM NO 

Disposition Authority - Continuation 

I. D£SCRIPTION OF ITEM 
(WI'" IftCIU..... 011 •• 0' R.,.n"on P."OOI' 

JOB NO 

I. 
SAMPLE OR 

JOB NO, 

PAGE OF 

, 14 of' 
10. 

ACTION 
TAKEN 

28 

PIV 13-1 Animal Quarantine 

Reports of alleged violation from the 
field which upon review at Headquarters
and/or OCG disclosure insufficient or no 
evidence of a violation. See PIV 11-4 

r violations. 

NCI-463-
85-1 

£V. 

h. 
year after case 

notification 
that case is 

is closed. 

from 
closed. 

Precedent-sett 
cases. 

cases including court 

Note: Record copies
sent to the Office of 
from which they
in NCI-16-78-4: 

case files are 
General Counsel 
led for retenti 

~. 

b. 

Pr~mary Reepone~b~1~ty: 

Destroy 7 years after case is osed. 
(OGC will retain it's copy and fer top
NARA 25 years after case is close 
accordance with NCI-6-78-4, Item 

A11 other off~cee: 

Destroy 2 years after case is closed. 

NCI-463-
85-1 

Routine cases 

(N. 

b. 

Pr~ma.ryReepone~b~1~ty: 

Destroy 5 years after case 

A11 other off~cee: 

Destroy 2 years after case 

is 

is 

closed. 

closed. 

"5-21)3 1'001' C09ie., IncJlHllng orig'nal. 10 II•• ullmln.cS 10 "'. liIalloNO' Are"", ••	 STANDARD FORM 11S-A 
Rav,se-d July 197. 
P,ascnDed by Gene,al SarvIC!!S 

Admlnlsrraiion 

I I'" I':,'" '.';--),11: FPMR ,., CFR) 101 -11 • 

http:ullmln.cS
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1. 
ITEM NO 

Dllposltlon Authorlty- Continuation 

I. DESCRIPTION OF ITE"" 
(WI'" IltClu..... 0.... 0' R.t.nllon P.nnd., 

. 1JOB NO 

I. 
SAMPLE OR 

JOB NO. 

I PAGE , OF15 of 
10. 

ACTION 
TAKEN 

28 

35. PIV 14 VETERINARY BIOLOGICS 

Precedent-setting
cases. 

cases including court NCI-310-
77-2 

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. 

~. 

h. 

Pr~mary Reepone~b~l~ty: 

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). 

All other off~cee: 

Destroy 2 years after case is closed. 

Routine cases 

/iY. Pr~mary Reepona~b~l~ty: 

Destroy 5 years after case 

h. All other off~cee: 

Destroy 2 years after case 

is 

is 

closed. 

closed. 
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II. 10.
1. I. DESCRIPTION OF ITEM SAMPLE OR ACTIONITEM NO	 (WI'" Inclu" ... Olle. or Retention Pened.) JOB NO. TAKEN 

36. PIV 15 PLANT AND PLANT PEST QUARANTINE 

Precedent-setting cases including court NCI-310-
cases. 77-2 

Note: Record copies of case files are 
sent to the Office of the General Counsel 
from which they are scheduled for retentior 
in NCI-16-78-4. 

~. Pr~mary Reepone~b~1~ty: 

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 la). 

b. A11 other off~cee: 

Destroy 2 years after case is closed. 

Routine cases 

f),. Pr~mary Reepone:1.b:1.1~ty: 

Destroy 5 years after case is closed. 

h. A11 other off~cee: 

Destroy 2 years after case is closed 
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The following submission is an entire new 
section to the current Program File System 
and Disposal - Retention Schedule. Part III 
of the Handbook 

INTERNATIONAL PROGRAMS 

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

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

Examples: (Japan) IP 12 PRECLEARANCE 

(Spain) IP 7 ANIMAL DISEASES/PEST 

37. IP INTERNATIONAL PROGRAMS 

b. 

~. 

A11 other off1cee: 

Destroy when 2 years old. 

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. 

Pr1mary Reepone1b111ty: 

Destroy when 3 years old. 
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a.	 10.
7. I. DESCRIPTION OF ITEW SAMPI.E OR ACTIONITEW HO	 (WI'" I"CIU ..... D••• , or R•• en"on PenOd., JOB NO. TAKEN 

38. 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. 

Pr~marY Reepone~b~1~ty: 

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

h. A11 other off~cee: 

Destroy when superseded or obsolete. 

39. 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. 

Pr~mary Reepone~b~1~ty: 

a.PERMANENT. Retire to FARC when 10 years olld. 
Transfer to NARA when 15 years old. 

k A11 other off~cee: 

Destroy when 2 years old. 
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1. I. DESCRIPTION 0': ITEM SAMPLE OR ACTIONrrE/o,1 NO fW,'" IncIU..... Olle, 0' Relenllon Penod,' JOB NO. TAKEN 

39. lContinued 

b. Agenc~ reference copy of above report. 

Pr1mary Reepone1b1l1ty: 

~. Destroy when superseded or obsolete. 

All other off1cee: 

b. Destroy when 2 years old. 

c. All other reports. 

Pr1mary Respone1b1l1ty: 

~. Destroy when 2 years old. 

All other off1ces: 

h.Destroy when 2 years old. 

40. IP 2-1 Activity Reports 

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

~. Pr1mary Respons1b1l1ty: 

Destroy when 3 years old. 

b. All other off1cee: 

Destroy when 2 years old. 
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It. 10.7. I. DESCRIPTION OF ITE'" SAMPLE OR ACTIONIfE'" NO	 (WI'" ."CIU..... D.... or Re.e"',on Penodsl JOB NO. TAKEN 

4.1. IP 3 COMMITTEES, MEETINGS
 

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

~Pr1mary Respone1b1l1ty: 

Destroy when 2 years old. 

b.All other off1cee: 

Destroy when 2 years old. 

b.	 Case file copy of minutes and related 
material, iLcluding 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 representative~ 0 

assignments. 

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

~.Pr1mary Rsepone1b1l1ty: 

PER~ENT. Transfer to NARA when
 
20 years old.
 

b. All other off1cea: 

Destroy when 2 years old. 
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I J08 NO.Req.u•• t for Records Disposition Authority-Continuation 

f. 
rTE'"NO 

42. 

43.
 

a. DESCRIPTION OF ITE'"
 
(Wt'" Irtelu..... Olin 0' R.'."'ton P.nodSI
 

IP 3-1 Arrangements 

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

a. Pr~mary Reepone~b~1~ty: 

Destroy when 1 year old. 

b. A11 other off~cee: 

Destroy when 1 year old. 

IP 4 CABLES/FASTOS 

Official "UNCLASSIFIED" communications 
relating to agriculture too broad to b8 
filed in one of the more specific
subjects. 

EXCEPT: "CLASSIFIE·D" 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)". 

~. Pr~mary Reepone~b~1~ty: 

Destroy when 1 year old. 

b. A11 other off~cel8l: 

Destroy when 1 year old. 

i. 10. 
SAMPLE OR ACTION 

JOB NO. TAKEN 
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t. 
rTE'" NO 

a. DESCRIPTION OF ITEIoI 
(WI'" IftClu..... O"e, or Rel.nllon Penod,' 

i. 
SAMPL.E OR 

JOB NO. 

10. 
ACTION 
TAKEN 

44. IP 5 ANIMAL CARE 

General correspondence and related 
material regarding the humane care 
animals in foreign countries. 

of 

pt.,. Pr:1.ma.ry 

Destroy 
Reapone:1.b:1.l.:1.ty: 

when 3 years old. 

b. Al.l. other off:1.cee: 

Destroy when 2 years old. 

45. IP 6 PROJECTS 

General material on projects. 

~. Pr:1.mary 

Destroy 
Reepone:1.b:1.l.:1.ty: 

when 3 years old. 

b. Al.l. other off:1.cee: 

Destroy when 2 years old. 

Reference material. 

~. 

b. 

Pr:1.m.a.ry Reepo:n.e:l.b:1.l.:1.ty: 

Destroy when supersede 

Al.l. other off:1.cee: 

Destroy when superseded 

or obsolete. 

or obsolete. 
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ACTION 
TAKEN 

45. Continued 

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 span of project, as: 
IP 6 PROJECT NO. 00 (Spain) African 
Swine Fever - FY 90. 

~. 

L0. 

Pr:1.ma.ry Reapona:1.b:1.l:1.ty: 

PERMANENT. Retire to FARC 5 years
after completion of project. Transfer 
NARA 15 years after completion of 
project. 

All other off:1.cea: 

Destroy when 2 years old. 

to 

All other projects. 

Vv. Pr:1.mary Reapone:1.b:1.l:1.ty: 

Destroy 5 years after completion
of project. 

b. All other off:1.cee: 

Destroy when 2 years old. 

Proposed projects. 

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

is 
project 

ty. 

h. 

Pr:1.mary Reepone:1.b:1.l:1.ty: 

Destroy when 5 years old if 
action is taken. 

All other off:1.cee: 

Destroy when 2 years old. 

no further 
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'7. 
ITEM NO (WI'" 

I. DESCRIPTION OF ITEM 
Ir>elu.... 0 .... or R.,.'IIlon P."Od" 

I. 
SAMPLE OR 

JOB NO. 

10. 
ACTION 
TAKEN 

45_ Continued 

Workpapers and draft reports of 

/f.;. Prj...mary Reeponej...bj...lj...ty: 

Destroy 3 years after completion
project and final report. 

bAll other offj...cee:. 
Destroy when 2 years old. 

project. 

of 

IP 7 ANIMAL DISEASES/pESTS 

General correspondence and material 
dealing with the introduction, spread,
quarantine, treatment, or containment of 
animal diseases/pests in foreign
countries (e.g., hog cholera, 
br-uceLloe i.e , screwworm, scabies, etc.).
If necessary, subdivide into program files 

EXAMPLE: IP 7-1 ADP'(Mexico) ScrewWorr 

~. Prj...mary Reeponej...bj...lj...ty: 

Destroy when 3 years old. 

bAll other offj...cee:. 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. 

~. 

b-

Prj...mary Reeponej...bj...lj...ty: 

Destroy when 3 years old. 

All other offj...cee: 

Destroy when 2 years old. 

115-203 1'0'" C09Ie •. ".cludlng original. 10 b•• ubmln~ 10 III. Nallonal Arch",." STANDARD FORM 115-'\ 
R.y,wd July 1974 
PrHcn~d Dy G.n.,al S.""C.5 

Admlnlstrarlon 
"',. I':, ,.. '':'·.)11'; FPMR (4' CFR) 101-114 



1JOB NO . t PAGE o~·.R.q~o..t for Recordl Dllp·o"tlon Authority- Continuation I -, 25 of 28 

8. 10.
1. .. DESCRIPTION OF ITEM SAMPl.E OR ACTIONITEM NO (WI'" Inclu..... 0.". or RetentIon Penod., JOB NO. TAKEN 

48. 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 

tfY. Pr1.ma..ry Reepo:ne1.b1.l1.ty: 

Destroy when 3 years old. 
.. 

h. All other off1.cee: 

Destroy when 2 years old. 

49. IP 10 IMPORTS (to United States) 

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

the 

EXCEPT: 
specific
products 

Material relating to importing
animal, plant and animal/plant
see IP 12 PRECLEARANCE. 

~. Pr1.ma..ryReepo:ne1.b1.l1.ty: 

Destroy when 3 years old. 

b. All other off1.cee: 

Destroy when 2 years. 

115-203 Four c09ie •. lnc:Judlng or!<Jlnll. 10 be .ubmlned 10 "'e HllloNlI Arclll .... STAHDARD FOAM 
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7. I. DESCRIPTION OF	 ITE'" SAMPLE OR ACTIONIT£'" NO	 (W11f\ IftClu"... Dill. or Rlllnllon Plnod., JOB NO.	 TAKEN 

50.	 IP 11 PLANT DISEASES/pESTS 

General correspondence material dealing
with the introduction, spread, quarantine,
treatment, or containment of plant
diseases/pests in foreig~ countries 
(e.g., citrus canker, MOSCAMED (Medfly),
Africanized honey bee). If necessary,
subdivide	 into program files. 

EXAMPLE:	 (Guatemala) 11-1 PDP MOSCAME.lb 

~. Pr~mary .Reapone~b~l~ty: 

Destroy when 3 years old. 

b. All other off~cea: 

Destroy when 2 years old. 

51.	 IP 12 PRE-CLEARANCE
 
General correspondence and material
 
relating to pre-clearance of bulk
 
exports of too· broad to be filed
 
under one of the more specific subjects

below.
 

a. Pr~mary Reepone~b~l~ty: 

Destroy when 3 years old. 

6. All other off~cee: 

Destroy when 2 years old. 

52.	 IP 12-1 Fruits/Vegetables/Flowers 

Correspond~nce and material on activities 
relating to pre-clearance of specific
commodity	 at foreign sites before 
departure	 to United States. 

EXAt1PLE: 
IP 12-1 PRE Granny Smith Apples 

tv. Pr.un.a.ryReapone~b~l~ty: 

Destroy when 3 years old. 

h. All other off~cee: 

Destroy when 2 years old. 
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II. 
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JOB NO. 

10. 
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TAKEN 

53. 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: IP 12-2 PRE BRIGHTSTAR 

~. 

D. 

Primary Responsibility: 

Destroy when 3 years old. 

All othe.r offices: 

Destroy when 2 years old 

54. 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. 

(Guatemal'a) 13 SITEXAMPLE: 

A. Pr~ry Responsibility: 

Destroy 15 years after case is 

~ All other offices: 

Destroy when 3 years old. 

MOSCAMED 

closed. 

55. 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. 

4.. Primary Responsibility: 

Destroy when 3 years old. 

~ All other offices: 

Destroy 2 years old. 
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56. IP 15 REGULATORY 

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

()...Pr1..mary Reepone 1:1.1..b1..ty: 

Destroy when 3 years old. 

l. All other off1..cee:fl. 
Destroy ·when 2 years old. 

57. IP 16 RESEARCH/METHODS DEVELOPMENT 

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

~.Pr1..mary Reepone1..b1..11..ty: 

Destroy when 3 years old. 

b. All other off1..cea: 

Destroy when 2 years old. 

58. IP 17 TREATMENTS (TRE) 

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

~. Pr1..mary Reepone1..b1..11..ty: 

Destroy when 3 years old. 

b. All other off1..cee: 

Destroy when 2 years old. 
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