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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
LEAVE BLANK lNARA use only) 

(See tnstrucuons on reverse)	 JOB NUMBER 

TO NATIONAL ARCHIVES	 - (63-11-1j'V1
and RECORDS ADMINISTRATION lNIR) 

DATE RECEIVED WASHINGTON. DC 10408 
1 FROM (Agency or establishment) 11./ ::;'/10 

NOTIFICATION TO AGENCY 
Farm Credit Admmistration 

2 MAJOR SUBIVISION In accordance with the provisions of 44 USC 3303a the 
disposition request. Including amendments, IS approved 
except for Items that may be marked "disposmon not 

3 MINOR SUBDIVISION	 approved" or "withdrawn" In column 10 

DATE ARCHIVIST OF THE UNITED STATES 
4 NAME OF PERSON WITH WHOM TO CONFER 15 TELEPHONE 

John	 M. von Reyn Records Officer 703-883-4120 Il~'v~U~ , \6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency In matters pertammg to the isposinon of Its records and that the records proposed for 
disposal on the attached 11 pagers) are not now needed for the busrness of this agency or Will not be needed after the retennon periods 

specified, and that written concurrence from the General Accounnng Office, under the provisions of Title 8 of the GAO Manual for GUIdance 

01 Federal Agencies, 

[gl IS not required. o IS attached, or o has been requested 

DATE	 TITLESIGN5X:..0~NCY Rt; ~ESENTATIVE e.e(~~ O~(eJJ)11/24/2010 <2. --th-
7 9 GRSOR 10 ACTION 

ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
NO JOB CITATION USE ONLY) 

1	 Farm Credit Administration (FCA) Comprehensive Schedule attached It will replace all See attachment
 
existing records schedules for FCA Included with the schedule Is an Introduction (2 pages).
 
the Comprehensive Schedule (7 pages). a cross-walk from the new schedule to existing
 
schedules (5 pages). and a section that addresses NARA Bulletin 2008~. "Guidance for
 
Flexible Scheduling." (3 pages)
 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescnbed by NARA 

36 CFR 1228 
(Microsoft Office Version - FCA 9/98) 
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Farm Credit Administration - Comprehensive Records Schedule
 

Background Information 

About the Farm Credit Administration 

The Farm Credit Administration (FCA or Agency) IS an Independent agency within the executive branch of 
the U S Government FCA ISthe safety and soundness regulator for the Farm Credit System (FCS or 
System), comprised of Farm Credit banks, associations, related entities and the Federal Agricultural 
Mortgage Corporation (Farmer Mac) The FCS ISa nationwide network of borrower-owned, non-
depository tmancial institutions that provide credit to farmers, ranchers, producers and harvesters of 
aquatic products, rural homeowners, agricultural cooperatives, rural utility systems, and aqnbusinesses 

FCA was created by a 1933 Executive order of President Franklin D Roosevelt The Agency derives ItS 
powers and authorities from the Farm Credit Act of 1971, as amended (Farm Credit Act) The U S 
Senate Committee on Agriculture, Nutrition, and Forestry and the U S House of Representatives 
Committee on Agriculture oversee FCA and the FCS As an Independent federal Agency, FCA does not 
receive a Federal appropnation, but IS Instead funded through assessments paid by System institutions 
and by reimbursable activities 

FCA IS responsible for ensuring the safe and sound operations of the System It does this In two specific 
ways on-site examinations of FCS Institutions and issumq regulations to Implement the Farm Credit Act 
If a System institution violates a law or regulation, or If ItS operations are unsafe or unsound, FCA may 
use ItS enforcement authority to ensure that the problem IS corrected FCA also Issues and changes the 
charters of FCS institutions, reports to Congress on the fmancral condition and performance of the FCS, 
and approves the Issuance of System-wide debt obligations 

The Agency maintains ItS headquarters and a field office In McLean, Virginia There are also field offices 
In Bloomington, Minnesota, Dallas, Texas, Denver, Colorado, and Sacramento, California 

FCA IS lead by a full-time, three-person Board, whose members are appointed by the President of the 
United States with the advice and consent of the Senate They serve six-year terms and may not be 
reappointed The President desiqnates one member as Chairman of the Board, who serves until the end 
of his or her own term The Chairman also serves as FCA's Chief Executive Officer (CEO) and, In that 
capacity, directs the administrative functions of the Agency 

FCA Comprehensive Records Schedule -Introduction 

FCA's Comprehensive Records Schedule ISarranged functionally and reflects Simplified and 
standardized recordkeepmq practices to better support the Agency's business processes The Agency IS 
currently working under a "patchwork" of schedules, usmq 40 NARA-approved records retention 
schedules that were approved over a 30 year period and 51 retention schedules from NARA's General 
Records Schedule These schedules were approved when most of the Agency's records were 
maintained In hard copy 

As a small agency of less than 300 employees, we produce a correspondingly small volume of records 
Where a large Departmental agency may have file rooms full of hardcopy records and store terabytes of 
data In multiple data centers, FCA produces relatively small volumes of records -file drawers of hardcopy 
records and gigabytes of data on a Single server In the case of administrative records, we may only have 
one folder for a particular record that IScovered In the General Records Schedule USing Simplified, 
standardized and flexible records retentions Will not only make work processes easier, but much more 
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efficient This IS particularly true for records maintained electronically, where a standardized retention will 
be much easier to administer 

Based on our current records retention schedule, we have Identified those records that the National 
Archives has viewed as permanent records and generally assigned a standard 20 year retention period 
(30 years for those than contain privacy and sensmve financial information), after which they will be 
transferred to the National Archives In certain Instances, particularly With electronic records, FCA may 
need to transfer physical custody of these records to the NARA earlier, With the understanding that their 
availability to the public will not occur until the legal transfer date The remainder of FCA records will be 
temporary records and will typically be held for 7 years or less, depending on the category of records 
Thrs 7 year retention IS based on the GAO audit period that applies to many of the government's records 
For certain administrative records, FCA will continue to use records retentions established In the NARA's 
General Records Schedule These exceptions are Identified In the schedule 

This schedule Incorporates the requirement of NARA regulation 36 CFR 1225 12(e) that all records 
schedules submitted after December 17, 2007, be media-neutral, unless the schedule Identifies a specific 
medium It also Incorporates the quidance contained In NARA's August 4, 2010, "Frequently Asked 
Questions about Media Neutral Schedules," that advises agencies to transfer permanent electronic 
records (either physically or legally) Within 2-3 years of creation 

Included With the new Comprehensive Records schedule ISa crosswalk from the new schedule to the 
existmq schedules used by FCA and a section that outlines FCA's need for flexible scheduling that 
addresses the questions posed In NARA Bulletin 2008-04, "GUidance for Flexible Scheduling" 

Questions pertaining to the new Comprehensive Records Schedule may be addressed to John von Reyn, 
Records Officer, at the Farm Credit Administration 
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FCA Comprehensive Records Schedule
 
Arranged functionally with Standardized Retentions
 

1. FCA General Mission Related Records.	 These records document the overall mission of the Farm 
Credit Administration and may be produced In various formats (print, electronic, audio-visual, etc) 
They Include decrsions made by the FCA Board, public and Congressional communications, quidance 
distributed by the Agency, and reports and correspondence discussmq the Agency's overall 
management and performance They consist of the followmq types of records 

1.1	 FCA Board Records. Records documenting decisions of the FCA Board, Board Meeting 
minutes, Notational Votes, Board Meeting Briefing Books and audio recordings of closed 
meetings 

1.2	 Public and Congressional Relations Records. Information and publications produced by 
the Agency that diSCUSSthe FCA and Farm Credit System, such as the Agency's annual 
reports, strategic plans, press releases, and speeches by FCA officrals, information 
disseminated to the public on FCA's WebSite, as well as Congressional hearing testimony 
by FCA officrals, and annual budget submissions to Congress and OMB and Congress 

1.3	 Agency Guidance. Documents that explain and Interpret how the Agency conducts ItS 
rmssion-cntrcal work, e g FCA's Examination Manual, Bookletters, Informational 
Memorandums and other formal communications that provide quidance to Farm Credit 
System Institutions and related entities 

1.4	 Agency Reports, Studies and Planning Documents. Significant reports, studies and 
planning documents that are related to the Agency's rrussion, audit and Investigative reports 
of mission-related activities and records documenting major re-orqaruzatrons Within the 
Agency Reports of Examination of Farm Credit System Institutions are covered In Item 2 1 

1 5	 Agency General MISSion-RelatedCorrespondence. General correspondence to and 
from external sources such as the Farm Credit System, Congress and other Government 
agencies pertaining to the Agency's mission and drscussmq the Agency's overall 
management and performance Correspondence related to specifrc mission functions such, 
as the exarmnation, policy development and corporate restructunnqs of Farm Credit System 
institutions, are filed In one of the more specinc categories descnbed later In this schedule 

DISPOSITION Permanent Transfer to the National Archives when 20 years old or 20 years after 
close of the project or case, whichever ISapplicable Records may be transferred to a Federal 
Records Center or to the National Archives prior to otttaet transfer date when volume warrants (The 
pnystce; transfer of records m electronic format should occur wnmn 2-3 years of their creation, With 
legal transfer at 20 years or sooner at the discretion of the Agency) FCA may retam copies of these 
records until no longer needed for reference purposes 

Note: Audio records of closed meetings are covered under GRS 21, Audiovrsual Records, Items 22, 
Records of Meetings Made Exclusively for Note Taking or Transcnptrons, EXCLUDING recordings of 
proceedings of Presidentral Commissions and other executive commissions 

2. Records pertaining to Examination of Farm Credit System Institutions.	 Under 12 USC 2254, 
FCA IS authorized to conduct examinations of Farm Credit System institutions FCA's examination 
records consist of records In all formats (print, electronic, audio-vrsual, etc) that document the 
examination and supervrsion of Farm Credit System institutions by the Farm Credit Administration 
They consist of the tollowmq types of records 
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2.1	 Reports of Examination of Farm Credit System institutions. Formal reports produced by 
FCA that document the scheduled examinations of Individual Farm Credit System 
Institutions 

DISPOSITION Permanent Transfer to the National Archives when 30 years old Records 
may be transferred to a Federal Records Center or to the Neiionel Arcruves pnor to official 
transfer date when volume warrants (The physical transfer of records In electronic format 
should occur within 2-3 years of the" creeuon, with legal transfer at 30 years or sooner at the 
discretion	 of the Agency) FCA may retain copies of these records until no longer needed for 
reference	 purposes 

2 2	 Farm Credit System Uniform Financial Data. Financial data reported to FCA by Farm 
Credit System institutions as part of formal reporting required under 12 USC 2257a The 
data are commonly referred to as Consolidated Reporting System (CRS) data These data 
are used to create financial reports to assist In examination planning, financial and policy 
analyses and rnorutonnq the financial strength of Farm Credit System Institutions 

DISPOSITION Permanent Transfer to the National Archives when 20 years old Records 
may be transferred to a Federal Records Center or to the National Archives pnor to official 
transfer date when volume warrants (The physical transfer of records In etectromc format 
should occur within 2-3 years of the" creation, with legal transfer at 20 years or sooner at 
the discretion of the Agency) FCA may retain copies of these records until no longer 
needed for reference purposes 

2.3	 Examination and MOnitoringof FCS Institutions - Background Documentation and 
Work Papers. Records pertaining to the examination of Farm Credit System Institutions, 
including financial and other Information provided by FCS institutions, used as support In 
prepanng Examination reports and rnorutonnq of FCS Institutions Also Includes tools and 
processes developed and used to monitor FCS institutions and conduct examinations 

DISPOSITION' Destroy/delete when 7 years old or 7 years after close of a project or case, 
or when no longer needed for documentation purposes, whichever IS applicable 

2.4.	 Examiner Commissloning/Training Records. FCA employees who are hired as FCA 
examiners undergo a formal process In order to become commissioned examiners Records 
created dunng this process Include training matenals, tests, and tracking records 
documenting each employee's progress through the commissioning process When the 
employee receives his/her cornrmssion, a Standard Form 50, "Notification of Personnel 
Action" IS Included In the employee's Official Personnel Folder documenting the 
commissioning Speciahzed "post-commission" training provided to commissioned 
examiners IS also covered by this category 

DISPOSITION. TEMPORARY 

a	 Employee Commissioning Training Records - Destroy/delete 7 years after 
employee's commissioning or Withdrawal from the program 

b Training materials/tests Destroy/delete when superseded or when no longer needed 
for reference 

2.5	 Enforcement Actions. Documents and work papers pertaining to enforcement and 
supervisory activities of FCS Institutions 
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DISPOSITION: TEMPORARY Destroy/delete when 7 years after close of an enforcement 
action, or when no longer needed for documentation purposes, whichever ISapplicable 

3.	 FCA Policy Development Records. Under 12 USC 2252(a)(9), FCA Issues rules and regulations 
necessary or appropnate for carrying out ItS responsibilities under the Farm Credit Act These are 
records In all formats (prmt, electronic, audio-visual, etc) that document the development of Agency 
regulations and policies pertaining to the mission of the Farm Credit Administration They consist of 
the tollowmq types of records 

3 1	 Public Rulemaking File. This ISa formal file available to the public containing copies of 
proposed and final regulations that have been published In the Federal Register It Includes 
any substantive analyses by the Agency on a rulernakmq, comments submitted on a 
rulernakmq and Agency responses to comments received from the public 

DISPOSITION Permanent Transfer to the National Archives when 20 years old Records 
may be transferred to a Federal Records Center or to the National Archives pnor to official 
transfer date when volume warrants (The physical transfer of records In electronic format 
should occur within 2-3 years of their creetion, with legal transfer at 20 years or sooner at 
the discretion of the Agency) FCA may retain copies of these records until no longer 
needed for reference purposes 

3.2	 Regulation and Policy Development Records. Records produced In the development of 
Agency regulations and pohcies but not necessary for long-term documentation purposes 
They Include non-substantive draft, background matenals and non-substantive comments 
received from the public 

DISPOSITION: Destroy/delete when 7 years old or 7 years after close of the project, or 
when no longer needed for documentation purposes 

4.	 Farm Credit System Institutions Corporate Restructuring and Prior Approval Records. Under 
12 USC 2252(a)(2) and (a)(13)-(15), FCA Issues and approves amendments to federal charters of 
Institutions of the System, as well as approves other types of activrtres of FCS Institutions, Including 
funding requests These records are In all formats (pnnt, electroruc, audio-vrsual, etc) They consist 
of the tollowmq types of records 

4.1	 Corporate Documents of Farm Credit System Institutions These documents Include 
Charters, By-laws and other substantive matenals that document mergers and terntonal 
realignments of FCS institutions 

DISPOSITION Permanent Transfer to the National Archives 20 years after close of the 
Institution Records may be transferred to a Federal Records Center or to the Nettonet 
Archtves prior to otttcie; transfer date when volume warrants (The phYSical transfer of 
records In electtomc format should occur Within 2-3 years of their creation, With legal transfer 
at 20 years or sooner at the discretion of the Agency) FCA may retain copies of these 
records until no longer needed for reference purposes 

4.2	 Corporate Restructuring and Prior Approval Records. These records Include
 
correspondence, background documentation and work papers, drafts and other
 
documentation pertaining to corporate restructunngs and pnor approvals, Including
 
shareholder disclosure documents that are not needed for long term preservation
 

DISPOSITION: Destroy/delete 7 years after close of the project or close of the Institution, or 
when no longer needed for reference purposes, whichever IS applicable 
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4.3	 Funding requests. Pursuant to 12 USC 2160(b)(2), the Federal Farm Credit Banks 
Funding Corporation (Funding Corporation) must obtain FCA's approval for determining the 
terms and conditions of the Farm Credit banks' Interests In System-wide Issuances FCA 
reviews requests submitted by the Funding Corporation and after reviewing them, notifies 
the Funding Corporation of approval or disapproval Documentation maintained Includes 
funding requests submitted by the Funding Corporation and related background information, 
offering Circulars, term sheets, sale confirmations, Issuance activity reports, FCA 
approval/disapproval forms and supporting information, and other Similar documentation 

DISPOSITION: Destroy/delete when 7 years old or 7 years after close of a project or case, 
or when no longer needed for documentation purposes, whichever IS applicable 

5.	 Farm Credit Administration - Legal Matters. These are records In all formats (print, electroruc, 
audio-visual, etc) and consist of formal legal opiruons, legal advice and reviews, litigation mvolvmq or 
affecting the Agency, and other matters requmnq legal review, such as quidance on ethics matters, 
Criminal referrals and financial disclosures by Agency employees Legal opinions and advice 
requested by FCA offices are maintained by the requesting office In the record keeping system to 
which the opinion/advice pertains 

5.1	 Legal Opinions -Internal. Legal opinions Issued within the General Counsel's office 
Legal opinions and advice Issued outside the office are maintained by the requesting office 
Prior to July 2005, legal opinions were filed by subject In FCA's Central Files 

DISPOSITION Permanent Transfer to the National Archives when 30 years old Records 
may be transferred to a Federal Records Center or to the National Archives prior to otiictel 
transfer date when volume warrants (The pnysice! transfer of records In eiectroruc format 
should occur within 2-3 years of their creation, with legal transfer at 30 years or sooner at 
the discretion of the Agency) FCA may retain copies of these records until no longer 
needed for reference purposes 

5.2	 Litigation Pertaining to the Farm Credit Administration. 

A. Litigation affectingllnvolving FCA. 

DISPOSITION Permanent Transfer to the National Archives when 30 years old Records 
may be transferred to a Federal Records Center or to the Netionel Archives prior to oittctel 
transfer date when volume warrants (The pnystce; transfer of records In electtontc format 
should occur Within 2-3 years of their creation, With legal transfer at 30 years or sooner at 
the discretion of the Agency) FCA may retain copies of these records until no longer 
needed for reference purposes 

B. Litigation of interest, but not directly affecting FCA 

DISPOSITION: Destroy/delete when 7 years old or 7 years after settlement of a case, or 
when no longer needed for documentation purposes, whichever IS applicable 

5.3	 Criminal Referrals. Documentation and work papers pertaining to referrals of known or 
suspected Criminal Violations by FCS borrowers or FCS employees to the U S Attorney's 
office and FCA or Secret service for Investigation and possible prosecution 

DISPOSITION: Destroy/delete when 7 years old, or when no longer needed for 
documentation purposes, whichever IS applicable. 
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6. FCA Administrative Records.	 These are records In all formats (pnnt, electronic, audio-visual, etc) 
that pertain to the day-to-day operations of the Agency, rather than the mission of the Agency They 
Include documentation pertaining to the operation of administrative programs, administrative qutdance, 
and administrative records maintained by FCA offices They Include 

•	 Audits, Inspections and Internal Control Programs 
•	 Communications Mall and Couners, Telecommunications 
•	 Financial Management Including accounting, Investments, FCS assessments, budget
 

development and Implementation
 
•	 Information requests, such as FOIAlPnvacy Act and other public mqumes such as borrower 

complaints 
•	 Information Technology - Computer System Backup FIles will continue to be covered under 

NARA's General Records Schedule 
•	 Personnel (Includes Equal Employment Opportunity, Ethics, Pay and Benefits, and Employee 

Programs) Otticiel Personnel Folders, Employee Performance, Fmenctet DIsclosures, Grievance, 
Dtscnmmeiton Complaints vall contmue to be covered under NARA's General Records Schedule 

•	 Procurement 
•	 Property Management, including supplies and vehicles 
•	 Records Management 
•	 Secunty and Safety 
•	 Training of employees 
•	 Travel of employees 

6.1.	 Administrative Program Records. Records accumulated by the office responsible for 
adrmrustennq the program Certain administrative records will be covered under the National 
Archives' General Records Schedule (GRS) - see below 

DISPOSITION Destroy/delete when 7 years old or 7 years after close of a project or case, 
or when no longer needed for documentation purposes, whichever ISapplicable Records 
may be transferred to a Federal Records Center prior to destruotton or deletion when 
volume warrants 

6.2.	 Administrative GUidance. These Include directives, manuals, training matenals and other 
procedural quidance pertaining to administrative functions Also Includes mailing list and 
address information 

DISPOSITION Destroy/delete when superseded or when no longer needed for reference 
Record sets of formal directives, procedural and operating manuals, publications, and 
management Improvement reports submitted to the Office of Management and Budget 
(OMB) and the case files documenting their development are potentially permanent records 

6.3.	 Office Administrative Records. Records accumulated by mdrvidual offices that relate to 
the Internal administration or housekeeping activities of the office rather than the functions 
for which the office exists In general these records relate to the office organization, staffing, 
procedures and communications, the expenditure of funds, day-to-day administration of 
office personnel Including training and travel, small purchases, supplies and office services 
and equipment requests and receipts (under small purchase threshold) They may also 
Include copies of Internal activity and workload reports prepared In the office and forwarded 
to higher levels 

DISPOSITION Destroy when 3 years old or when no longer needed for reference 
purposes 
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FCA Administrative Records still covered under NARA 's General Records Schedule 

Certain Agency administrative records senes will continue to be covered under NARA's 
General Records Schedule, as noted below 

Official PeF60nnel	 +raRsferree eFAJ;l19yees +raRsfer t9 Rlrln9 AgenGY J;ler 
F-tIe&	 InstrUGtl9ns In the Feeeral Pers9nnel Manual (Auth9nty GRS 

~, IteFA~a) 
Separatee eFAJ;l19yees +ransfer t9 Natl9nal ReG9reS Center 
'l""/~,,~ ~"~. ~~~~.~+,~~	 III, ,+I .. ~ .. +. ~D C' ~ , ,+~~ ~""\ 

Employee gestr9Y 4 years after eate 9f aJ;lJ;lralsal 
Pel'fofmance Files (Auth9rlty GRS~, IteFA2dfaU4H 

Administfative gestr9Y 4 years after case ISGI9see 
Gfle~/ance, (Auth9nty GRS 1, IteFA30a) 
DlsclplinafY and 
Advefse Action Files 
Leave Bank Files gestrey ~ year after the ene 9f the year In whlGh the file IS 

Glesee (Authenty GRS ~, IteFA37, "genatee beave Pre~raFA 
,...~~~ Col ...."."\ 

Discfimination QestF9y 4 yeaFS after res91utl9n ef Gase 
Complaint Case Files (,6,utherlty GRS ~, IteFA~aa) 

FCA Computef gelete,ieestrey InGreFAental eaGkuJ;ltaJ;les \'/hen sUJ;lerseeee ey 
System Backup a full eaGkuJ;l,er '".'hen ne 19nger neeeee fer systeFA resteratlen, 
Files whlGhever IS later (Auth9rlty GRS~4, IteFA4aPH 

Qelete,lElestr9Y full eaGkuJ;ltaJ;les wheR SeGeRElsueSeEjueRt 
eaGkuJ;lls '/erlflee as sUGGessful er 'NheR ne leRger Reeeee fer 
systeFA resteFatl9R, whlGhever IS later (Autherlty GRS~4, IteFA 

~ 
Financial Disclosufe gestrey when €i years ele eXGeJ;lte9GUFAeRtsneeeee IR 
Reports en~elA9 IAvestl9atiens Will ee retalAee until Re leRger Reeeee 

III ,-,+h,., .. +.. ~DC ')/:: ,+......... ')\
 

7. Short-Term Informational Records and Non-Record Materials. These are records In all formats 
(pnnt, electroruc, audio-visual, etc) of short-term Interest that are retained by offices and employees for 
informational and reference purposes 

7.1	 TfansitofY recofds of short tefm interest having minimal dOGUmentafY Of e'/idential 
\'alue. IRGlueoe are SUGhreGores as 

•	 ROUtlROR9tlfiGatieRs of mootlR9s, sGheeuliR9 ef FAeetlR9s aRe V..,eFkrelatoe tnJ;lsaRe 
VISitSaRe othor sGheduliR9 related actlvltlos 

•	 ReutlAe rOEjuosts for IRfoFFAatl9ReF J;lUeIiGatleRSaRe ceJ;lles ef reJ;llies 'NhiGh FOEjulre 
R9 admlRlstrat,ve aGtloR, Re J;l9IiGYeOGISleRaRe R9 sJ;loGlalG9mJ;lllatlen er reseaFGh 
fer reJ;lly 

•	 +ransmlttal IRfeFFAatienthat deos net add any InfeFmatien t9 that G9ntaIAod In tho 
transrmttod matonals 

• QuasI offiCial netlGOSthat d9 net serve as the easls ef efflclal actlens, 
• +0 ee and task lists that sorve as remlAdors 
•	 Roforonce/oxtra C9J;lIOSef decuFAonts whore the receFd C9J;lyIS flloe IA an A90RCY 

recerdkoeJ;lIR9 systoms 

DISPOSITION: gestrey IFAFAedlately,eF wheR ne lenger needed fer reference, or accerdlA9 
te a J;lredeterFAlAedtlFAeJ;lenedor euslAess rule (e ~ , IFAJ;lleFAentlA9the auto delete feature 

Page 8 



Farm Credit Administration - Comprehensive Records Schedule 

of electroniC mall systems) (N 1 GRS 04 5, Item 1) GRS 23, Records Common to Most 
Offices 'Nithin Agencies, item 7, Transitory Files. 

7.2	 Non record Materials Non reoord materials are U S Gevernment owned documentary 
materials that do not meet the conditions of records status (see 36 § 1222.12(b)) or that are 
speCifically exoluded from the statutory definition of reoords (see 44 USC 3301) There are 
three specific oategorles of materials excluded from the statutory definition of reoords. 

(a) Library	 and museum material (but only If such material IS made or aoqUired and 
preserved solely for roferenoe or exhibition purposes), Including physical exhibits, 
artifacts, and other material objects lacking eVidential value. 

(b) Extra caples	 of doouments (but only If the sale reason suoh copies are preserved ISfor 
conveAlenoe of referenoe) 

(c) Stocks	 of publications and of processed doouments Catalogs, trade Journals, and other 
publications that are received from other Government agencies, commerolal firms, er 
private Institutions and that reqUire no action and are not part of a case on which action IS 
taken (Stocks do not Include serial or record sets of Agency publications and prooessed 
documents, Including annual reports, brochures, pamphlets, books, handbooks, posters 
and maps 

DISPOSITION: Purge when no longer needed for referenoe. 

7.3	 Employee Electronic Storage Areas. These are electronlo storage areas used by Agenoy 
employees for creating and storing the employee's copy of documents (Including Incoming 
and outgoing emalls) and storing roference caples (including emalls), maintaining personal 
calendars and task lists FiRal documeRts that oocumeRt the AgeRcy's BusiRess are Rot 
maiRtaiRed here they are filed iR the o#icial AgeRG}' recordkeepiRg systems. 

DISPOSITION. Purge when no longer needed for roference &4I::1tRonty'Non reGore 36 
CFR 1222 16 (b)f3)J Note: The Agenoy routinely deletes employee email and personal 
drives 6 months after the employee separates from the Agency 

7.4	 Shared and Collaborati¥e ',!'Jork Areas. These are electronlo storage areas used by 
Agenoy employees for oreatlng and sharing caples of documents and storing referenoe 
ooples of doouments. FiRat oo6umeRts that oo6umeRt the AgeRG}"S BusiRess are Rot 
maiRtaiRed here they are filed iR the 0#i6ial AgeR6y re60rdkeepiRg systems. 

DISPOSITIOt>J Purge when no longer needed for roference. &4I:J#)onty. Non reeoo''fJ 36 
cm 1222 16 (b}f3H 
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