
JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

Ni-5V{)-O~-! 
To:	 NATIONAL ARCHIVES & RECORDS ADMINISTRA TION Date received 

8601 ADELPHI ROAD; COLLEGE PARK, MD 20740-6001 11/7107
1 FROM (Agency or establishment) 

U S Department of Agriculture NOTIFICATION TO AGENCY 

2	 MAJOR SUBDIVISION In accordance with the provisions of 44 USC 3303a, the 
Research, Education, and Economics (REE) MIssion Area disposition request, Including amendments, IS approved 

except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

Cooperative State Research, Education, and Extension Service 
(CSREES) 

4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER DATE ARCHIVIST~E UNITED STATES 
202-401-5924Crystal	 Zeh ~ 1..1\.I~~b~ -U6	 AGENCY CERTIFICATION 

Ihereby certify that Iam authorized to act for this agency in matters pertainmg to the disposition of ItS 
records and that the records proposed for disposal on the attached _4_ page(s) are not needed now for 
the business for this agency or will not be needed after the retention periods specified; and that written 
concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 
GUIdance of Federal Agencies, 

[gJ IS not required	 D IS attached, or D has been requested 
DATE SIGNATURE OF AGENCY REPRESENTATIVE	 TITLE 

October 30, 2007 ~~L 
2-L	 Records Management Officer ?lvr ,	 ...... 

9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

See attached 
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Item Description of Item and Proposed Disposition
 
No.
 

4-H Peer RevIews 

Records Descrtptton 

Records document the Agency's peer review of cumcula, proposals, 
programs, workshops, and other documents. These peer revtews are not 
contmgent not connected to the award of agency fundmg Records consist of 
peer reviewed documents, peer review scores and commentary, and 
apphcations of prospective peer reviewers. 

The disposition instructions apply to records regardless of physical form or 
charactenstics. Records may be mamtamed in any format on any medium. 

NOTE Use 015, Funded Award and Agreement Case Files and 016, 
Unfunded Apphcation Case Files for peer reviews performed as part of 
competitrve or special grants or cooperatIve agreements 

Records Disposal Instructions 

a.	 4-H Juned Cumculum 

1	 Juned cumcula and review files. Includes ongmal subrmssions, 
letters of mtent, applications, and score sheets (individual and 
composite). 

a.	 Published cumcula files. 

DIspOSItIon. Temporary Cut off files when cumcula are 
published Destroy/delete immediately upon cutoff. 

b Conditionally-accepted cumcula files. 

Disposition: Temporary Ifnot eventually published or 
rejected, cut off when 3 years old Destroy/delete immediately 
upon cutoff. 

c Rejected cumcula tiles 

Dtsposrtion Temporary. Cut off files when cumcula are 
rejected Destroy/delete 6 months after cutoff 

Peer reviewer applicanons 

DIspOSItIon: Temporary Destroy/delete when 5 years old 

GRSor Action 
Superseded Taken 

Job (NARA Use 
Citation Only) 
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Item	 Description of Item and Proposed Disposition 
No. 

Published cumcula tracking log. 

Disposmon. Temporary. Destroy/delete when 4-H juned 
cumculum function no longer performed 

b.	 4-H Programs of Distmction 

1.	 Submitted manuscnpts. 

a.	 Accepted manuscnpt files 

Disposttion: Temporary. Cut off 5 years after superseded by a 
new version, or if not superseded by a new version, when 5 
years old. Destroy/delete Immediately upon cutoff. 

b. Revised and resubmitted manuscnpt files. 

DIspOSitIOn· Temporary. Ifnot eventually accepted or rejected, 
cut off files when 5 years old. Destroy/delete Immediately upon 
cutoff. 

c.	 Rejected manuscnpt files 

DISpOSItion· Temporary Cut off 1 year after rejected 
Destroy/delete immediately upon cutoff. 

2 Peer reviews and score sheets 

Disposmon Temporary Cut off when 5 years old Destroy/delete 
immediately upon cutoff. 

3.	 Peer reviewer apphcations. 

Disposinon Temporary. Cut off when 2 years old Destroy/delete 
immediately upon cutoff.
 

AuthonzatIon to Use 4-H Name and Emblem Records.
 

Records Descrtptton 

Use of the 4-H Club name and/or emblem by anyone other then the 4-H 
Clubs and those authonzed by them, representatives of the Department of 
Agnculture, the Land-Grant colleges and umversmes, and persons 
authonzed by the Secretary of Agnculture ISprohibrted by 18 U.S.c. 707 
The Secretary has delegated authonty to the Adrrumstrator of the Agency to 
authonze others to use the 4-H Name and Emblem The Agency has 

GRSor Action 
Superseded Taken 

Job (NARA Use 
Citation Only) 
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supersedes 
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Item 3 
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Item	 Description of Item and Proposed Disposition 
No. 

promulgated regulations at 7 CFR Part 8 that govern such use 

The Agency has three ways of authonzmg entmes to use the 4-H Name and 
Emblem: (1) charters, (2) memoranda ofunderstandmg, and (3) 
authonzation letters. Vanous nghts are attached to each of these means of 
authonzation. Charters are used to authonze entities that are the 
programmatic focus of the 4-H program, such as 4-H clubs or camps 
Charters are wntten by the National 4-H Headquarters. However, the states 
and counties track chartered entines and Issue, renew, and revoke charters 
for 4-H clubs and camps withm their state or county. Chartered ennties are 
mcluded m the 4-H tax-exempt status and must comply WIth national 4-H 
policies. 

Memoranda ofunderstandmg are used to recognize affihated orgaruzations, 
WhIChperform work that the national, state, or county 4-H programs cannot, 
such as the National 4-H Council, 4-H foundations, and 4-H alumni 
associations. These orgamzauons must comply WIth national 4-H policies, 
but cannot authonze others to use the 4-H name and emblem NOTE: 
Records related to developmg memoranda of understandmg are covered 
under a separate disposinon authority entitled, Memoranda of 
Understandmg. 

Authonzanon letters grant the use of the 4-H name and emblem to 
commercial vendors for a specific purpose and penod of time, such as to 
create merchandise or for use at an event. 

Records Disposal Instructions 

a.	 Records related to IRS tax exempt status. 

The IRS confers tax exempt status for all of 4-H upon the National 
4-H Headquarters, which acts as the conduit between the states and 
the IRS m reportmg chartered 4-H ennties that are approved to use 
the 4-H tax group exemption number and tax rdentification number. 
Records mclude but are not hrruted to: 

1	 LIStSof 4-H entrties approved to use the 4-H tax exemption 
2	 Letters from state extension directors to notify 4-H 

Headquarters of 4-H entities approved to use the 4-H tax 
exemption m their state 

3.	 Letters from 4-H Headquarters to 4-H ennties certifying that the 
4-H entity ISpart of a tax-exempt group 

DISpOSItIon:Cut off at the end of the fiscal year. Destroy/delete 3 
years after cutoff. 

USDAlCSREES 
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Item 
No. 

b_ 

Description of Item and Proposed Disposition 

Records related to authonzation letters 

GRSor 
Superseded 

Job 
Citation 

Action 
Taken 

(NARA Use 
Only) 

Records mclude but are not hrmted to applications; 
approval or demal; and other related records. 

letters of 

Disposition: Temporary. Cut off 5 years after authorization 
expires, or application IS demed or withdrawn. Transfer to Federal 
Records Center Destroy/delete 5 years after cut off. 
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