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METHODS DEVELOPMENT (MD)
 

These records address the mamtenance and Improvement of existing equipment, 
instrumental and laboratory-based methods, the development of new test methods, 
Improvements to existing methods, general procedures and standards, mstrumentation 
and equipment, general laboratory pracnces, and resultmg documents therein 

Instructions given are for record copies When appropnate, electroruc media may be used 
and submitted for archival purposes All other copies are treated as informational unless 
separately scheduled 

1. MD POLICY 

Policies and guidehnes covenng all subjects included under this pnmary subject 
The records retained herem shall be broad m scope including documentation of 
the functions, policies, and policy decisrons of the agency related to MD 

Examples of records found in this category include 

•	 Communications regarding strategic planning, statements of VISIOn and 
mISSIOn regarding MD, formation of umts and their functionahty, and 
documents that describe the development of broad areas ofMD activtties 

Disposition: Permanent 

Recordkeeping Copies: Cut off at the end of the fiscal year m which policy or 
guideline IS Issued Transfer to the National Archives immediately after cut off 

2. MD INQUIRIES 

General mqumes and responses to specific agency research and development 
functions 

Examples of documents found in this category are 

•	 Requests for samples, test samples with specific charactenstics, reference 
matenals, or availability of methods 

•	 Inqumes mvolvmg venfication of methods, troubleshooting, and data-
shanng for both published and internal data 

•	 Requests for mformation on research testing regimes, protocols, and results 
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Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year m which inquiry IS 

resolved Destroy 1 year after cut off 

3.	 MARKET NEEDS ANALYSIS 

a	 Documents regarding agency research and development needs (identificanon and 
justification) and program pnonnzation decisions, 

Examples of documents found in the category are: 

•	 Requests from stakeholders for new or novel tests 

•	 Fmal reports on market needs analysis, research proposals (identification and 
justification of perceived research needs withm the Agency and/or external 
stakeholders) 

•	 Final minutes of meetings to identify and/or pnontize market needs 

•	 Project authonzation documents 

• Final approved assessment worksheets to summanze needs and justificanons 

Disposition: Permanent 

Recordkeeping Copies: Cut off at the end of the fiscal year in which project IS 

completed Transfer to the National Archives immediately after cut off 

b Intenm or draft documents regarding market needs analysis 

Examples of documents found in the category are 

•	 Draft versions of assessment worksheets to summanze needs and 
justificanons 

•	 Draft minutes of meetings to idennfy and/or pnontize market needs 

•	 Related commumcations such as discussion memos and correspondence 

•	 Suggestions from internal stakeholders/employees regarding new tests and/or 
process Improvements 
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Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year m which associated 
final documents are completed Delete or destroy 2 years after cut off 

4. TECHNICAL REPORTS 

Reports covering all subjects mcluded under this primary subject These reports 
summarize the progress, findmgs, and conclusions reached relative to specific 
projects The reports may also clarify and supplement mformation contamed m 
laboratory notebooks and other source data 

a FGIS scientific and techrucal pubhcations related to MD 

Examples of documents found m this category are 

•	 FGIS-generated external documents such as peer-reviewed Journal articles, 
books and book chapters, white papers, techmcal papers presented m 
conferences, review articles, letters to the editor, and pOSItIOnpapers 

•	 FGIS-generated mternal documents such as final project reports which 
summarize experimental plans, data, analysis methods, results, and 
conclusions 

•	 Fmal reports and products created as a result of an extramural research 
agreement 

Disposition: Permanent 

Recordkeeping Copies: Cut off at the end of the fiscal year m which document IS 
completed or published Transfer to the National Archives immedrately after cut 
off 

b Interim reports and presentations related to MD activrties 

Examples of documents found m this category are 

•	 Abstracts, poster presentations, presentation content, and workshop 
presentations (both external and workshops provided at USDA facihties) 

•	 Draft project reports (written documents summanzmg experimental plans, 
data, analysis methods, results, and conclusions) 

Disposition: Temporary. 
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Recordkeeping Copies: Cut off at the end of the fiscal year In WhIChassociated 
project IS completed or published Delete or destroy 2 years after cut off or 
whenever no longer needed for busmess purposes, whichever ISlater 

5. PRIMARY PROGRAM RECORDS 

Files and other records of major laboratones activities, and other activines whose 
pnmary functions are research, development, and/or testing (other than official 
inspection) Program correspondence and subject files maintained by laboratory 
officials, dIvISIOns,staff and researchers are included herem 

a Final approved records and work plans 

Examples of documents found In this category are 

•	 Final documents for approved work plans, annual work summanes, and 
detailed expenmental plans 

Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year In which final project 
report or work product IS completed Delete or destroy 10 years after cut off or 
whenever no longer needed for business purposes, whichever IS later 

b Intenm or draft documents regarding pnmary program records (5a) 

Examples of documents found m this category are 

•	 Draft and mtcnrn versions of work plans (quarterly work plan updates) and 
experimental plans 

•	 Communications regarding development of draft and intenm workplans 

Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year in which final project 
report or work product IScompleted Delete or destroy 2 years after cut off 

6. PROJECT DATA AND ANALYSIS FILES 

a	 Files mamtained by project managers and statY In laboratones and/or personnel 
engaged In activities related to MD functIons Included are laboratory notebooks 
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and equivalent project documents, test and tnal results, and all technical and 
progress reports not Included under SectIon 5 

Examples of documents found In this category are 

•	 Expenmental data (raw electronic data (may be multivariate) directly from 
Instruments, raw handwntten or typed data, descnptive sample data, and 
electronic files with descnptive data merged with raw multivariate data) 

•	 Data analysis documents (electronic files that Include working and final data 
analysis WIth descnptIon and interpretation of results) 

Disposition: Temporary 

Recordkeeping Copies: Cut off a the end of the fiscal year In which data and 
analysis products are determined to be superseded or obsolete Delete or destroy 
10 years after cut off or whenever no longer needed for busmess purposes, 
whichever IS later 

b	 Intermediate data determmed by competent screntific or technical personnel either 
to be duplicated In techmcal reports or elsewhere In project case files, or 
sufficiently documented through Internal databases or other record-keeping 
means, or to be of such routme or fragmentary nature that their retention would 
not add significantly to the related project file 

Disposition. Temporary 

Recordkeeping Copies Cut off at the end of the fiscal year In related project IS 

completed or terminated Delete or destroy 1 year after cut off 

7. EXTRAMURAL RESEARCH AGREEMENTS 

a	 FInal documents and records (other than those covered under records retentIon 
schedules) resulting from external collaborative activities In the event that the 
final output of the extramural collaboration results In a final or published report or 
technical file, then such documents shall be archived accordmg to the cntena 
defined m Section #4. 

Examples of documents found in this category Include 

•	 Fmal project proposals, raw project data, meetmg documents, presentations, 
and reports 
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Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year m which project IS 
completed Delete or destroy 10 years after cut off or whenever needed for 
busmess purposes, whichever ISlater 

b	 Intenm or draft documents regardmg extramural research agreements 

Examples of documents found in this category mclude 

•	 Draft project proposals, project data (electronic and handwntten), and mtenm 
project status presentations and reports 

Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year m which associated 
final documents and projects have been completed Delete or destroy 5 years after 
cut off 

8.	 DEVELOPMENT OF CALIBRATIONS, QUALITY ASSURANCE, AND 
GLP PROCESSES 

Records and data that support the development, implementanon, and update of 

•	 Mathematical calibrations and physical adjustments for mstruments and 
equipment used for official inspection 

•	 Quality assurance processes used to assess and mamtam the rehabihty and 
accuracy of official mspection activities 

•	 Quality assurance and Good Laboratory Practice (GLP) processes for ensunng 
the rehabihty of MD actrvines 

a	 Records and data that support the development, implementation, and updates of 
cahbrations for equipment and instrumentation used for official mspection such 
as Image-based testing, spectroscopic and spectrometnc methods, and moi sture 
meters 

Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year in which 
instrumentation or equipment that used the calibration IS superseded or obsolete 
Delete or destroy 10 years after cut off 

b	 Documentation of MD activities related to development and implementation of 
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quality control and quality assurance processes used for official mspection 
services 

Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year In which affected 
quality control processes are superseded or obsolete Delete or destroy 10 years 
after cut off 

c	 Documentation of actrvmes performed to develop and Implement quality 
assurance and GLP systems related to MD acuvities 

Disposition: Temporary 

Recordkeeping Copies: Cut off at the end of the fiscal year In WhICh affected 
quality control/GLP processes are superseded or obsolete Delete or destroy 10 
years after cut off 

d	 Intermediate records and matenals determined by competent scientific or 
technical personnel either to be duplicated In techmcal reports or elsewhere In 
project case files, or sufficiently documented through Internal databases or other 
record-keeping means, or to be of such a routine or fragmentary nature that their 
retention would not add SIgnificantly to the project file may be destroyed 1 year 
after completion or termmation of related projects 

Disposition Temporary 

Recordkeeping Copies Cut off at the end of the fiscal year In which related 
project IScompleted or terminated Delete or destroy 1 year after cut off 

9.	 PROPRIET ARY AND CONFIDENTIAL INFORMATION 

Records and matenals that are propnetary or confidential In nature, such as 
manufacturers' details of technical specifications, evaluanon results, propnetary 
mformation, andlor sensinve information that has been shared for GIPSA's 
Internal use only for MD actrvrties Records Include documents such as non-
disclosure agreements that define USDA and collaborators' responsibrhties 
regarding the handling of confidential documents, data, pubhcations, or physical 
samples 

a	 Agreements such as propnetary, confidentiahty, and materials transfer 
agreements, and documents that extend or terminate such agreements 

Disposition: Temporary 
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Recordkeeping Copies: Cut off at the end of the fiscal year in which agreement 
is terminated or expired. Delete or destroy 5 years after cut off. 

b. Material that is shared under the aforementioned agreements. 

Examples of documents found m this category are: 

•	 Data, interpretation, and final analysis of matenal provided for confidential 
evaluation purposes. 

•	 Data, proprietary design information, and other confidential documents 
supplied or acquired during collaborative research. 

•	 Data, proprietary design information, and evaluation data required of a 
manufacturer or other vendor in the course of conducting procurements. 

Disposition: Temporary. 

Recordkeeping Copies: Destroy according to the terms of the agreement. If no 
terms exist, cut off at the end of the fiscal year in which mformation is superseded 
or obsolete. Delete or destroy 5 years after cut off. 
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