
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-016-87-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 3/11/2021 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items are active. 
Item 2000 remains active for records related to budget submissions and dated 2016 and previous only. 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 2000 
Superseded by DAA-GRS-2015-0006-0001 
* Budget submissions records dated 2017 and later only. 

Superseded by DAA-GRS-2015-0006-0002 
* Budget execution records only. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



LEAVE BLANK 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse) N1-16-87-1 
DATE RECEIVED To: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 Nev. 2 1986 
1. FROM (A1ency or establiahment) NOTIFICATION TO AGENCY 

-=-=��'"'=-:-����....., ....... '""'----""-'---A.A.:::...._.'"-'· C""""'U"""--'t""'U"'-'re=---'='e_________ � In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not 

::;--;7:"=".:'='=����:-;--:-".........,...___.......,....,.........,,_........,,....._1--____________ � approved" or "withdrawn" in column 10. If no records 
are proposed for disposal, the signature of the Archivist is 
not required.mt. 

5. TELEPHONE EXT. ARCHIVIST OF THE UNITED STATES 

447-9272 
\ 

�� � 

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 19' 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: 0 is attached; or [ii is unnecessary. 
D. TITLE 

/JJJ),,f-� �//"7L,#4� 

ITEM 

NO. 

115-108 

8. DESCRIPTION OF ITEM 
(With Inclwive Dotea or Retention Perioda) 

The ASA File Plan and Disposition Schedule 
manual (ASAR 3040-1) is being revised to include 
records of the Board of Contract Appeals,
Administrative Law Judges/Hearing Clerks' Unit,
Budget Planning and Analysis, General Counsel,
Governmental and Public Affairs, Personnel 
(Office of the Director and Awards Unit), and 
Advocacy and Enterprise. Revised dispositions
and/or retention periods are requested for items 
indicated on the attached pages. 

9. GRS OR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

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

TT C:: non;:i rt-mont- n-f l'l.nr, 1 
.:. MA.IUH :,u1:1u1v1:,1uN 

A-f-firo n-f t-ho C::orrot-~rv 
"· Mll'IUH :,u1:1u1v1:,1uN 

4. N 

5. 
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Destroy NCl-16-84-1 . when S/0 • 

FILE by subject. 

1020 Statements of Missions and Functions 0 NC 1-16-84-1 
Use for material pertaining to  the Destroy
missions and functions statements. when 20 

yrs. old . 

1030 Delegation of Authoritl 
Use for material on delegations of Destroy N/A Destroy Nl-16-87-1 
authority to identified positions or when S/0. when S/0. �e<Jer! 
persons, and temporary or limited rr1f1(!.J •. 
delegations to positions or persons. NC l-/(;;-?7-).
FILE chronologically by major and #fo 
minor subdivisions. NCI· 1�-&'1-I 

#1030 

se · ial material documenting Destroy N/A Destroy GRS-16-12a 
the accomplishmen l 2 yrs. when 1 ( 2) 
internal corm1ittees, hoards, tas yr. old. 
forces, and work groups. 

. 
1041 Cormtittee Management

Use for material pertaining to the Destroy N/A Destroy Nl-16-87-1 
continued ronitoring of co�mittee when 3 when 3 

5'.lperse(Je�activities. yrs. old yrs. old 
or when or when QJ.JJI,f"/', 1-f eJ 

FILE by committee title. no longer no longer NCl-lh-7?-�
needed needed 
for ref- for ref-
erence. erence. Nc1-11D-?7-z 

#"_21 

Nt1-11g- g'f- J 
lt/D'I-/ 

FORM IMD-11 (6/82) 

• 
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eports pertaining to Destroy N/A Destroy NCl-16-84-1 
t improvements. when 3 when 3 

yrs. old. yrs. old. 

1100-4 Project Contr 
Use for memoranda, eports, and other Destroy N/A Destroy GRS-16-7.records documenting a nments, 1 yr. when no 
progress and completion o oject s. after longer

the yr. needed. 
FILE: Case file alphabetically  in which 
title of project. the 

p ct 

1110 Mana nent Policies and Procedures MISro Use or material pertaini.ng to the Destroy N/A NCl-16-84-1 
policies and procedures developed by when no 
management to carry out the longer
requirel'IE!nts of programs. needed 

for ref-. 
1120 Management Sxstem Develoement MIS,

Use for material pertaining to the 0B&PA N/A Destroy Nl-16-87-1 
development of management systems. Destroy when no 

when no longer S1/£5Ji,ScYJ e;r/
,r,/il.J;

FILE by subject. longer needed. 
needed IJCJ-Il:r '/.'l-:J. 
for ref- *� 3 
erence. Ntl-lb-K't-' 

rtai ni ng to the Destroy N/A Destroy NCl-16-84-1 
ct operations are when no when no 

1 onge r longer
needed needed. 
for ref-
erence. 

1130 Management Studies and Analxses 
Use for intra/inter agency management Destr NCl-16-83-1 
improvement studies and analyses. when no 1100-2 
Also includes related analysis and 1 anger 
feeder reports. needed 

for ref-
• 

l'ORM IMD-11I6/12) 
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PIC.Al'IOllt ....... 

AIIIIT.IICIIUMY Ne, AIMIIMfTIATllll.DIINS&f-.11&.-. 

..... .. .... 
. 

' -

http:pertaini.ng


' r  

PIC o......Wc
NWIIa.a;; o,,.en 

1140 

1140-2 

Workload Ana �sis an easurement 
Use for mater al pertaining to 
workload analysis and measurement. 

FILE by subject and in chronological 
sequence. 

continuing activities. 

FILE by subject. 

Management Improvement Programs 
Use for material pertaining to 
specific management improvement 
programs. 

FILE by subject. 

rial pertaining to the 

. 
procedures developed by 

arry out the Reform 
'8 

FILE by 

Federal Field Structure 
Use for material pertaining to the 
developl'1!nt of governmental policy and 
procedures and the monitoring and 
coordination of programs relating to 
the housing together of activities 
which serve the same geographical 

• 

Destroy
when no 
longer
needed 
for ref
erence. 

Destroy
when no 

MIS,0BPAA 
Destroy
when no 
1 onge r 
needed 
for ref-

· erence. 

Destroy
when no 
1 onge r 
needed 
for ref-
erence. 

N/A Destroy
when no 
longer 
needed. 

N/A Destroy
when no 
1 onger 
needed. 

N/A Destroy
when no 
1 anger 
needed. 

N/A Destroy
when no 
1 onger 
needed. 

N 1-16-87-1 
sqJJe.rsed�d 
Oil. 'fl! vrrfJt.'.J � 

Nc.1-llr?'l◄.;i
#olS-

Nt I -/6 -'I</- I 
#II 

NCl-16-84-1 

Nl-16-87-1 

su�rst:.t:Jed
au:Mfht t;-c.s : 

Nct-(£-11-;J 
tt..:;s-

Net,. 1,-'icf,-I 
�,o 

NC 1-16-84-1 

NCl-16-84-1 

FORM IMD-11 (6/12) 
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Destroy 
when no 

onger 
nee 
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program planning,
tion, and Monitoring of 
, plans, and goals. 

FIL ically by major and 
mino ans. 

1200-1 Polic and Proce re 
Use for background terial which 
docur,ents the importan aspects of the 
deve 1 opl'lE!nt of Department po 1 icy �nd 
procedure. 

NOTE: See 3010-1 for disposition
record copy of Departmental 
directives. 

FILE by origin, series nuriber or in 
chronological sequence. 

1200-1-1 External or Non-Series Instructions 
Ilse for JT1ateri a 1 of a direct i ona 1 
nature which originates outside USDA 
or which originates within USDA but is 
not part of a formal Depart�ntal 
directive system. Includes cof!l!lents 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or in 

1200-2 Reports
Use for material pertaining to program
planning and evaluation reports. 

FILE by agency and subject. 

JT1oranda, other 
records docur.e nrents, 
progress �nd completion of pr
Includes weekly activity reports. 

FILE: Case file alphabetically by 

Destroy
when 3 
yrs. o 1 d. 

Destroy
when no 
1 anger 
needed. 

Destroy
when S/0 . 

Destroy
when 3 
yrs. old. 

Destroy
1 yr.
�f ter the 
yr.
which the 
project is 

N/A Destroy
when no 
1 onger 
needed. 

N/A Destroy
after the 
directive 
is issued 
or irmie
diately
when it 
is known 

· that no 
action 
wi 11 be 
taken. 

N/A Destroy
when 3 
yrs. old. 

N/A OP.Stroy 
when no 
longer
needed. 

' . 

NCl-16-84-1 

GRS-16-ld 

NC 1-16-84-1 

GRS-16-7 

FORM IMD-11 (6/12) 
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1220 

1240 

1250 

Pro ram Goa 1 s '. •nd Ob e ct ive s 
se or mater1a pert a rnrng to the 

program goals and objectives set 
forth to accomplish a particular goal. 

FILE by position number. 

Program Planning 
Use for material pertaining to the 
planning set forth to accomplish 
effective approved programs. 

FILE by subject. 

pertaining to 
evaluate programs and 

in chrono 1 o gi ca 1 
sequence. 

Program Impact Analysis 
Use for material pertaining 
impact of certain programs. 

FILE by subject in chronological 
sequence. 

Program Decision Systems
Use for material pertaining to systems
developed to support decisions 
necessary to continue an effective 
program. 

Destroy 
when no 
longer
needed 
for ref-
erence. 

Destroy
when no 
longer
needed 
for ref-
erence. 

Destroy 
when no 
1 anger 
needed 
for ref
erence. 

erence. 

Des troy 
when no 
longer
needed 
for ref-

N/A N/A 

N/A N/A 

N/A N/A NC 1-16-84-1 

N/A N/A NCl-16-84-1 

NC 1-16-84-1 

FORM IMD-11 (6/12) 
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Legfslative Pro ams and ReeortsrUse for materi a pertaining to 
approved legislative programs.
Includes comments and reports. 

NOTE: For proposed legislation, 
see 1 300-2. 

FILE by subject in chronological 
sequence. 

....... ,.. :,a 
t• ,. ,. 

Destroy N/A N/A
when no 
1 anger 
needed 
for ref-
erence. 

,:,111::: 

CAI 

Nl-16-87-1 
s� 
oJJlJ,ur,J1tS : 
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1300-2 Legislative·Proposals 

Use for corrments and other material on 
legislative proposals. 

NOTE: All Offices: Office 
responsible for preparing the material 
wi 11 retain the file 3 yrs. and 
destroy. Other offices will destroy
copies when 1 yr. old. 

FILE chronologically by House and 
Senate 

rom 
reflecting individual 

ertaining to general
f the Departnent not 
ny administrative action 

bey reparation of a form 
reply. 

NOTE: Records m farm organizations 
and other groups a not included in 
this item since such 1n1ons are 
constantly referred to b the 
Departrrient in the formulati of 
agricultural progra�s and poli es. 
For these records, see 1300. 

FILE by control number and name. 

1300-4 Alphabetical Narre File 
Use as a record and cross reference 
of signed inco�ing and outgoing �ail 
addressed to/by Secretary and his 
inwnediate staff. 

FILE alphabetically by geographical 
location, addressee, title,
organization or agency. 

1300-5 Reports
Use for material pertaining to 
external relations reports. 

• 

(SEE
NOTE) 

Destroy 
after 5 
yrs. 

ECR 
PERMAN 
Offer to 
NARA in 5 
yr.
blocks 
when 20 
yrs. oln. 

Oestroy 
when 3 
yrs. old. 

DISl'OIITION 

TO DIIPOIITIONPAN AUTNDlm 

N/A (SEE
NOTE) 

N/A Destroy NCl-16-84-1 
after 
1 yr. 

N/A NC 1-16-84-1 

N/A Destroy 
when 3 
yrs. old. 

FORM IMD-11 (6/12) 
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1321 

1322 

21111:n•n : • • • ....,nun••• 

Understandfng-,
Use for material relating to agree
Pents between USDA agencies; between 
USDA and other Federal, State and 
local agencies; and between USDA and 
nonfederal organizations or agencies 
and foreign countries. These 
agreer?ents relate to providing or 
obtaining various types of support 
services including administr�tive 
facilities, payroll and similar 
support on a onetime or continuing 
basis; and on a reimbursable or 
nonreimbursable basis. Includes 
cooperative agreeJTents, merx>randa of 
understanding, amendments, review 
comnents, related correspondence, and 
similar documents. 

FILE alphabetically by agency or 
organization, geographical location, 
addressee name, or title. 

aining to 
with the Legislative 

in chronological 

Senate Relations 
Use for naterial pertaini
relations with Senate 
their staff. 

FILE by subject in chronological 
sequence. 

House of Representatives Relations 
Use for material pertaining to USDA 
relations with House of 
Representatives rembers and/or their 
staff. 

FILE by subject in chronological 

....
........ 

Destroy
5 yrs.
after 
expi ra
tion or 
cancel l
at ion of 
agreement. 

Destroy
when 5 
yrs. old. 

Destroy 
when 5 
yrs. old. 

Destroy
when 5 
yrs. old. 

·Te 
NIIIIC 

N/A 

N/A 

N/A 

Destroy
2 yrs •.. 
after 
expi ra
tion or 
cancell
ation of 
agreement. 

N/A 

N/A 

NCl-16-87-1 
OGPA 

f.'lCl-16-78-2 
\12-=i 

�U-tb-51./-/ 
� I ?,14 

NCl-16-84-1 

NCl-16-84-1 

FORM IMD-11 (6/12) 
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e rt a i n i ng to 
OIT'lpOSl • 

number in chronological 

1430 Publicatio istribution 
Use for mater 1 pertaining to 
publication dis ibution. Includes 
revisions and delP. ions to nailing
lists. 

NOTE: For directives 
lists, see 3010-2. 

FILE in chronological 

1430-1 Congressional Inquiries and Orders 
Use for Congressional i nqui ri es and 
their acknowledgements regarding 
publications of the Department. 
Includes requests sub�itted to GPO 
for congressional requests of a 
large quantity of publications. 

FILE alphabetically, and by
requisition number in chronological 
sequence. 

1430-1-1 Individual Congressional Account Card 
Unnumbered 8x5 cards used to record 
quota of Farmers Bulletins and other 
publications allotted to each 
Congressman, the number distributed 
and charge against their quota and the 
balance. 

FILE alphabetically in chronological 

1440 News Releases and Speeches 
Use for copies of for�al informational 
releases and publications, press
conference transcripts, official 
speeches, and indexes thereto. 

Destroy
when no 
1 on ger 
needed 
for ref
erence. 

MRMD 
Destroy
when S/0. 

mos. 
af r 
tran 
rni ttal 
or reply. 

OGPA 
Destroy
4 yrs.
after 
each 
Congress
adjourns. 

OGPA 

N/A MRMD 
Destroy 
when no 
1 anger 
needed 
for ref
erence. 

N/A Destroy
when 
change
is com
pleted. 

N/A N/A 

N/A N/A 

NCl-16-84-1 

NC 1-16-84-1 

GRS-14-3 

NC 1-16-78-2 
20  

,oRM IMD-11 (6/12) 

., .,, ... , 



yrs. longer 
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CLMtl•
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1:ncfi ,. ••• 
1440-1 Press Re leases Ul:iJIA 

a.-Master set nf all releases issued PERMANENT. When Destroy Nl-16-87-1 
3 when noby the Department. The press releases 

also contain biographies of important
individuals and all nf the Secret�ry's 

Transfer 
s;��f: 

old. 
to NARA 
in 5 yr.
blocks 

needed NCJ-/1,-1?-:i
for ref II l'i speeches. 

when the erence. NCt-JtrJ,1J-;J.FILE nunerically by press release most 
#3number. recent 

records 
are 10 
yrs. old. 

Index to Press Releases OGPA 
b. 3x5 index cards. PERMANENT. When N/A Nl-16-87-1 

Transfer 3 s�secudFILE alphabetically by subject, to NARA yrs. diit),0-i41 
person, geographic location in 5 yr. old. 
(country and state), or originating blocks NCJ-11JJ-1e-;.
bureau. when the f¥S-

most 
recent 
records 
are 10 
yrs. old. 

� to 
NARA when 

1440-2 Speeches nf Secretary of Agriculture
Master set of the Secretary I 
speeches. 

N/A Destroy Nl-16-87-1s 
when no 'bll/'Jff!.S�dRr/l anger 
needed ciu.IJ,,r, Ir/Secreti'ry

leaves.NOTE: A duplicate set i s  given to 
each departing Secretary. for ref AJu--1,-11-1

p'ference. 
FILE in chronological sequence. 

14§0 - ·-- - -
Use ru, .. _,_--�--�nonsored radio or Destroy N/A N/A NC 1-16-�4-l 
television news releases. when no 

I Ul• :, - -

FILE by subject in chronological needed. - ·, 
-,��•�l!t:..1ft1ufe,;;;;,1'1i.ce-;;-------------+-----f---f------➔---==�-·-.... 
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CL, .... 
PICATIOM....... 
1460 

1480 

DIIClll,TIIII MO- PL- INITllUCTIONI 

Media and Publ c 1a son 
Use for media appearances by agency 
representatives and the prepared
material used when acting 
liaison. 

as public 

FILE by subject. 

artwork 

other 
e;ids, and 

FILE by subject in chronological 
sequence. 

Photography
Use for black ;ind white and colored 
originals and negatives, color 
transparencies and slide photo-
graphy and slide sets or filmstrips. 

a. One copy of a slide set and a 
filmstrip, with the audio track and 
script for each, for those productions 
released in both formats. Two copies 
of a slide set or filmstrip, with the 
audio track and script for each copy,
for those released in only one format. 

FILE by inventory number. 

Destroy 
when no 
longer 
needed. 

OGPA 
PERMANENT. 
Offer the 
appropri
ate cys.
of those 
re leased 
before 
1980 to 
NARA im
edi ate ly. 
Offer the 
appropri -
ate cys.
of those 
released 
after 
1979 to 
NARA 
after 
release. 

TO DI ... TION 
PAK AU,_IITY 

N/A N/A 

N/A N/A GRS-21-10 

N/A N/A NCl-16-80-2 
la 

,oRM IMD-11 (6/12) 
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Sound Record1 ngs 
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OGPA145 0-1 
Used to docurrent, carry on, or promote
substantive agency activities, 
procedures, and programs consisting of 
the 111aster tape, matrix or stamper, 
and one disc pressing for each r1ass-
produced multiple copy disc recording
and the original tape for each 
magnetic audio tape recording. 

a. Historical progra�s in USDA radio OGPA//1-rJ Nl-16-87-1 
series; remarks, interviews, and press PERMANENT. N/A N/A · S,uJ}fllyetiedconferences of USDA and governrrent Trans fer ' 1;cill.J/lf'Y officials; programs prepared for te �IAR� 

#�la 
individual radio stations; and other 
miscellaneous programs which are rore 
than 5 years old. 

FILE by subject, production or series 
title and thereunder chronologically. 

b. Programs in weekly series such as 
"Agriculture USDA" and "Consu�r Time" 
froriwhich a selection of 5 install
ments from each series will be made 
annually by the Department. 

FILE by subject production or 
series tit le and thereunder 

1:,1oeks 
0 p. pmd .Jt.lifttS

,.Oi1 = the 
on annu. al bo5i.5. * 

tec@At 
f'!!COid'S 
a,e 5 
yr!. el&. 

OGPA/R1-rl
PERMANENT. N/A N/A 

Tn.1Jsftr "Jeflrfy 
.a,c..c.u... Q( :,umu. -� () p 
RlJ 1 at iMtS P1),,J II I f-1,j,,s (1)
� NARA 

'f-1'-ST 

OGPA 

N.9-ll/1' (I/) Ot)
G nnu.� t loo.j,�. >k chronologically. 

c. Other recorded items not included 
in a or h. Destroy N/A N/A Nl-16-87-1 

or erase �1�e!1.2d
FILE by subject, production or and reuse a.fl}J.tr(Nj
series title and thereunder when no 
chronologically. 1 anger NCI-lb "1 f-:2

needed c}fe.for 
admin-
istrative 
use. 

FORM IMD-11 (6/12) 
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, USDAI.OIIM-1- ASSISTANT •l■TAIY POI ADMINISTIATION PILI/.OIITION ,LAM 

a.as•• 
,1cAT10N
MUMIII 

(6 

1480-1 

DIICIIPTION AND PII.INO INITIUCTIONI 

(2) 
b. Other copies 

FILE by inventory number. 

Still Color Picture Files 
a. Color photography consisting 0f 
negatives, captioned prints, and 
captioned slides or other 
transparencies l'lclintained in the 
photographic library which are used to 
docurrent, carry on, or pronote
substantive �gency activities, 
procedures, and programs. Record 
elements for color slides are an 
original and one duplicate; record 
elements for color photography are the 
negative and captioned print. 

FILE nurrerical ly by subject (USDA
photographic index guide). 

b. Caption cards to color 
photography. 3x5 index cards 
containing control number and caption. 

FILE alphabetically by subject (USDA 
photographic index guide. 

DIIPOIITION 
-■c•D VPl'ICI 

OPII
D■PmfflCIII 

'TO
PAIC 

OTNII
OPPICII 

(JJ (5) 

Destroy
when 

N/A N/A 

with
drawn 
fror,
distri
bution. 

OGPA 
PERMANENT. 
Break 

N/A N/A 

file 
every 5 
yrs. and 
offer to 
NARA 5 
yrs.
t.here
after, 
e.g.,
transfer 
1976 -
1980 
records 
in 1990. 
A 11 
ea 1 i er 
photo
graphy
should be 
transfer
red to 
NARA ir.1!1-
ediately. 

OGPA 
PERMANENT. 
Break 

N/A N/A 

file 
every 5 
yrs. and 
offer to 
NARA 5 
yrs.
there
after. 

DIIPOIITIOM
AUTNOIITY 

(6) 

NCl-16-80-2 
lb 

GRS-21-7a 

-s�:,1::!s 
(l}c/-1 /o-?9-4-

t o....,b 

GRS-21-7 
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PICATION 
NUMlllt 

(1) 

1480-2 

DISCIIPMlf ANO PILINe INITIIUCTIOW' 

lZI 

c. Color photography having limited 
administrative use or interest or not 
related to or needed to document 
substantive agency activities, 
operations, or responsibilities. 

FILE by subject and thereunder 
numerically. 

Still Picture Files 
a. Still photographs maintained to 
document, carry on, or promote
substantive agency activities, 
procedures, and programs consisting of 
the original negative and a captioned
print for each black and white image
including photography bearing the 
following identifying designation: N,
BN, ON, PN, CEN, ST, ARS, (C&F), BAI,
A, C, BPI (G), ARS (M&A), (TC), (C:I),
and State file (SCS). 

FILE alphabetically in nurrerical 
sequence. 

b. Still photographs having limited 
administrative use or interest such as 
line copy negatives �ade for 
publications, or not related to or 
necessary to rlocu11ent substantive 
agency activities, operations, or 
responsibilities including photo
graphy bearing the following
identifying designations: ARS-Home 
Economics; TX; ARS-VIS; OFAR-Charts 
and maps; and PMA (Numerical) and 
similar photography that lacks 
significance or longterm value. 

FILE alphabetically in nurrerical 
sequence. 

OPII 
D■NlmON-

,.
OGPA 
Destroy
when no 
l anger 
needed 
for 
admi n-
i strati ve 
use. 

OGPA 
PERMANENT. 
Break 
individual 
files 
every 10 
yrs. and 
offer to 
NARA 10 
yrs.
there
after, 
e.g.
Transfer. 
1970-1979 
in 1989. 

OGPA 
Destroy
when no 
longer
needed 
for 
admin-
i strati ve 
use. 

DISPOSITION' 

TO OTNaa. 
PAIC OPPICff 

N/A N/A 

N/A N/A 

N/A N/A 

DIIPOIITION 
AUTMOIITY 

l&I 

GRS-21-1 

NCl-16-78-2 
._:11aa 

NCl-16-78-2 
2flb 
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DISPOSITION 

PICATION 
NUMIII 

IICND 0,111C■ 

DlscatP110N AND PILING INITIUCTIONI o,i a � TO OTHII Dlll'OIITION 
DIIPGIITION OPPICIS AUTNOIITY PAIC 

( 1) (ZJ 

14 80-3 Slide Sets and Film Stri ps 
a. Use fore._... slide sets and 
filmstrips issued to teach better farm 
and home practices and to disse�inate 
information about the programs of 
USDA. 

NOTE : Transfer to NARA  one copy of a 
slide set and a filmstrip, with the 
audio track and script for productions 
released in both formats ; or two 
copies of a slide set or filmstrip , 
with audio track and script for each 
c opy, for those productions released 
in only one format. 

FILE alphabetically in nur-e'rical 
sequence. 

(If (II ,.J 

OGP A 
PERMANENT. N/A  N/A  N l - 16- 8 7 - 1  
( See 
Notee) f/£J)J (JJJJ},(h'I hf 
Trans fer 
to NARA  
upon 
re leas?.. 

b. Other copies. Destroy 
when 

drawn 

N/A N/A N l-16 - 8 7-1 

1IJW OJ.JJJ,,r-,1y 

14 80-4 Photography Con version and Storage 
Use for material pertaining to the 
tP.chnologies used in converting and 
storing col or images and photos to 
so� other medium. 

FILE by subject in chronological 
sequence. 

1 II '"' � 
usee • �· --+ 0 ri al pertaining to agency 
sponsored film or V l  u- - r�rdiengs. 

FILE by subject in chrnnnlo gical 
sequence. 

from 
di stri -
but ion. 

OGP A 
Destroy
when no 
longer
needed 
for 
admi n-
i strati ve 
use. 

n .._ _  
- - - "'  ""'J
1 yr. 
after 

plP.tion 
of 
\, I  U 

N/A N/A N l - 16- 8 7 - 1  

YIJ,{)) Q1JJJ,arif1j 

. ,  I ll  . ,  I ll  
I ' I  
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CL&III• 

AIIIITAalTAIY POI MMINIITIATION PI ... INSITION PLAN 
DISPOUTIUN 

l■C-- urrlCS· 
PICATION DIICIUPTIGII MIi PILING INITIUCTIONI NUMIII 

( 1) 

1 490- 1 Motion Picture P roduction Files 
Files contain material pe rtaining to 
the p roduction of films, video tapes,
including clearance signed by 
individuals fo r use of their 
nar ration, acting, and music rights;
sc ripts; and a copy of each release 
giving full exhibition rights of the 
film to the television industry. 

FILE by p roduction numbe r. 

1 490- 2 Motion Pictu re Film o r  Video Tape 
Use to document, carry on, o r  p romote 
substantive agency activities, 
p rocedu res, and programs. In the case 
of Motion Pictu re Film: caITe ra 
o riginal, optical sound t rack, 
p rep rint el ements, and a sound 
p rojection p rint. In case of video 
tape: naste r, edit master, and dub 
fo r: 

a. Productions �ade fo r dist ribution. 

FILE by p roduction numbe r. 

b .  Special subject p roductions fo r 
use within the Department. 

FILE by p roduction numbe r. 

TO DISPOSITION 
PAIC OPPIC 

OTNIII AUTNOIITY 

(II  t• CIJ  
OGPA/V&FD 
PERMANENT. N/A N/A NC l - 1 6- 7 8-2 
Offe r to 24 
NARA 
along
with the 
ll10t ion 
picture 
p roduct-
ions to 
which 
they 
relate. 

OGPA/V&FD 

OGPA/V&FD 
PERMANENT. N/A N/A NC l - 1 6 - 7' 2  
Offe r to 26a 
NARA when 
withd rawn 
f rom 
distri
bution o r  
when 5 
y rs. old. 

OGPA/V&FD 
PERMANENT. N/A N/A NC l - 1 6 - 78-2 
Offe r to 26b 
NARA when 
no longeor 
needed 
fo r 
admini
storative 
use or  
when 5 
y rs. old. 

FORM IMD-11 (6/12) 
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Offei- 5 THI �s fer '/ f!l4 rly 

bQ . •IJ. 

, USDA/01111-IMD ASSISTAMT , •• TMIY POI ADMINISTIATION-PILI/.IITION..PLAM,. 

DISPOstTIOlli 
CLas•• I 

l'ICATION. DISClllf!TIOll:ANO .I'll.ING INITIUCTIONJ OPII& TO OTHIA.. DISPOSITION NUMIII D■PCIIITIOII PAK Ol'PICO,. AUTNIIIITY 

( 1) £ZI r m  ( 51  raJ 
c .  TV F i l m  Newsfeatu res OGPA /R &TV NC l - 1 6 - 78-2  

PERMANE NT . N /A N /A S ou n d  on  f i l m  n ewsc l ips sen t  t o  
commerc i a l  t e l evi si on st at i o ns f rom 

26c  

�- ac cu -whi ch  a represent at i ve s e l ect i on of  5 
rru l at i ons newsfeatu res wi l l  be made a n nu a l ly  by 

t he O epa rtment . of 
s e l ected 

F I LE by p rodu ct i on nu mbe r .  i t erns to 
NARA .. Ii J...

Qn q 'fJU.UJJ -e-Ye r, s cm .,... 

d .  T V  P ub l i c  Se rvi ce A n n ouncement s 
1 0  to  60 secon d spot an nou n cement s on 
a gr i cu l tu ra l  su bjects whi ch  h a ve a 
ge ne ral  pub l i c  i nte rest focus f rom 
wh i c h  a represent at i ve s e l ect i on of 5 
annou n cements wi l 1 be nade annu a l ly by 
t he Depa rtment . 

F I LE by p rodu ct i on nu mbe r .  

e .  Addi t i ona l  dup l i cat e pr i nts o r  
vi deo du bs i dent i f i ed i n  1490 - 2a , b,
a nd  t hose i t ems not s e l ect ed u n de r  
1 4 90-2c a n d  d .  

F I LE by produ ct i on nu mbe r .  

f .  Ot her  f i l ms or  vi deo t apes havi n g  
l i mi t ed admi n i strat i ve u s e  o r  i nt e rest  
su ch  as p rodu ct i ons whose su bject 
mat te r  is t ransi tory or  not  re l at ed t o  
or  needed t o  do cu ment su bs ta nt i ve 
age n cy act i vi t i es, ope rat i ons,  o r  
responsi biel i t i es.  

F I LE by pro du ct i on nu mbe r .  

OGPA/V&FD 
P ERMANE NT . 
O ffe r 5 
y r .  accu 
mu l at i ons 
of 
se l ect ed 
i t ems t o  
NARA 
eve ry 5 
y rs .  

OG PA 
Dest roy 
o r  e ra se  
when  n o  
1 a n ge r  
needed 
fo r 
admien -
i s t rat i ve 
use .  

OG PA/V&FD 
Dest roy 
o r  erase 
when n o  
1 an ge r  
needed 
fo r 
a dni n -
i s t rat i ve 
u s e .  

N/A N /A NC l - 1 6 - 78-2e. 
26d 

N/A N/A NC l - 1 6 - 78-2  
2 6e 

N/A N/A NC l - 1 6- 7 8-2  
26f 
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CL.AUi• 
DISPoitlOII 

AIIIST&c • •  , .., ,oa ......., •• , .. ,1.DISNIITIOII PLAN 

PICATION 
NUMIII 

IIC 

DISCIUT- ._ PIL .... INITIIUCTIONI OPIe& TO OTKIL DIIPOttTIO"l■Nln• PAIC OPPIC AU'fftOltt1'Y 

ID(1) 

g. Stock Motion Pictu re Film o r  Video 
Tapes 
Unedited footage productions p roduced 
fo r use in USDA consisting of o riginal 
negatives, wo rk prints, and video 
maste rs. 

FILE by can and roll number. 

1 490 -3  Video Record i n gs 
a. I Jsed to document, ca r ry on, o r  
p romote substantive agency activities,
p rocedu res, and prog rams consisting of 
the o riginal reco rding o r  the ea rliest 
generation of the recording. Included 
a re productions in the following
series 1 A Bette r Wayo1 1  ; "Ac ross the 
Fence 1 1 ; 

1 

and 1 Down to Earth I I  as we 1 1  as1 

othe r video p rograms. The Depa rtment 
annually will make a rep resentative 
selection of 5 video p roductions. 

FILE chronologically by title. 

(II 

UuPA/V&FD 
Offe r to 
NARA 
Stock 
Fill'I 
Lib ra ry 
(NNVS) 
fo r 
evaluat
ion. 
Accepted 
footage 
is main
tained 
pending
a rchival 
app raisalo; 
rejected 
footage 
is 
destroyed 
o r  
e rased. 

OGPA/R&TV 
PERMANENTo. 
Offer 
yea rly 
ac cumula
ti ans of 
p roduct
ions to 
NARA on 
an annual 
basis. 

..,( JI  

N/A N/A GRS -2 1 - 2 7  

N/A N/A NC 1 - 1 6 - 7 8-2  
29a  
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1,c .. , w,tc• CL&1•11 
PICATION DIICIIPTION ANI PILINe INITIUCTIONI OPIII � TD OTN■•MUMIII D18;,c:.fll'OM

D■P-ITICIN PAIC OPPICII AU ITY 

( Q  IZI (II { 51  (6) 

b .  V i deo recordi ngs n ot s e l ected OGPA 
u nde r a .  a n d  other  record i n g  h a vi n g  Des t roy N /A N /A NC l - 1 6- 78 - 2  

l i mi ted admi n i st rat i ve u se o r  i nteres t o r  e ra s e  29b 
o r  recordi n gs n ot rel ated t o  a n d  reu s e 
s ubs ta nt i ve a gency act i vi t i es ,  when no 
ope rat i on s , or  res pons i b i l i t i es .  1 a n ge r  

needed 
F I LE chrono l og i ca l ly by t i t l e . for  

admi n -
i s t rat i  ve 
u s e .  

NOTE  : I F  THE I n MS I N  CATEGO !  I E S  
1 440- 1 490 DOCUMEr  TS THE M I SS I I  N O F  H E  
AGE NCY  , CONTACT J MD FO R D I S P O C I T I ON 

FORM IMD- 18  ( 6/82) 
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as-·references to 
i nvestiga � ....... u audi t  case fi les and 
related corresponden • e cards 
show case numbers, names, and o 
perti nent informati on helpful in 
i dent i fyi ng and locat i ng records. 

1710 Invest i 9ati ons 
Use for materi al pertaining to 
i nternal and external investigations 
of known or alleged i rregularities and 
vi olations of laws and regulations 
relating to Departmental program or 
personnel. Files consist of the 
of fi ci a 1 record copy of the 
investi gation report, correspondence, 
notes and attachments {signed
statements, copies of invoices, etc. )
and work papers {including computer 
printouts ). 

NOTE :  ALL OFFICES :  Offices 
responsible for preparing the material 
w i  1 1  retain the file for 3 yrs. and 
destroy copies when no longer needed. 

FILE by organization in chronological 
sequence. 

a .  Headquarters significant case 
files which 1 ) gain national attention 

N/A N/A · GRS-25-5 

OIG NCl-16-84-1 

PERMANENT. 6 See Note  Nl-16-87-1 
Offer to mos. 

Ntt-1"-'79-1  
because of considerable Secretarial, NARA 10 afte 
Congressional or public interest, and yrs. the 
2 ) after casea re deemed to be si gnificant for 
i nvesti gati ve or liti gation case is is lt / Q 
procedures. closed. clos 

ed. 

FILE alphabetically by headqua rter 
and regional designations 
case numbers. 

PORM IMD-11 16/12) 

Destroy 
when S/0. 



a.M11-
D�PTIG;lt MID PILING INITIUCTIONI 

UIDA/OIU-IMD
.,!. -.. '• 

•. , 

Dt ltTION 

PICATIR 
NUllllf' ' •  - • •  • .-=,; • . , I "  • • - '1111  TO OTM. ■,L DtlPOSITIOM

o•��PAIIC AU�l�ff 

n da and  Head N/A N/A - 2 
ch  a re of  an  quarters GRS -25-Ja 
but n ot a nd 

p i c  i nvest i gat i on Regi ons . 
case le of su ch Destroy 
materi a l  wo r from a n  when 5 
i n di vi dual that ue i n  y rs .  o l d .  
nature t hat an 1 nves 
warra nted ; materi a l  rece 
other offi ces for i nformat i on 
only i n  wh i ch there a re no  
i nvest i gat i ons case fi l es ; and 
requests for i n vesti gati on fromf 
agenci es t hat wou l d  be hand led 
admi n i strat i vely by the requesti ng 
a gency . 

F I LE a l p habet i ca l ly by headqua rt ers 
and re gi ona l  des i gnati ons and then 

1 7 20 Audi ts O I G , OB&PA 
F i l es cons i s ti ng of the offi ci a l  
record copy of the audi t report a nd 
rel ated wo rk pape rs ( i nc l u di n g 
computer pri ntouts ) ,  correspondence , 
memoranda and  exh i bi t s .  These records 
pert a i n  to the revi ew and appra i s a l  of 
the Depa rtment ' s  programs and 
management ope rati ng procedures , 
p l a ns and po l i ci e s ,  and a l so t o  
Department -rel ated act i vi t i es w i t h  
externa l  enterpri ses such a s  
associ at i o ns ,  corporati on s ,  etc . 

NOTE : ALL OFFI CES : Offi ces 
re spons i b le  for prep a ri ng t he l'lateri al 
wi l l  retai n the fi l e  fo r 3 yrs .  a nd 
destroy cop i es when no l onge r needed .  

F I LE by organizat i on i n  chrono l o gica l 
sequence . 

l'ORM IMD-11 ( 6/12) 
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PICATION DIICIIPTION MD PILINI INITIUCTIOQ ...., .. .
NUllll!f e■NIITION 
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� 11:i Headquarters and Regions - all Destroy N/A See Note GRS-25-4 
tsilE- fi l es .  when 8 sc.tfJf!)�d

yrs. old . aidAtN1nHf FILE alphabetically by h eadquarters 
and regional designations and then by ,JC.I - L "-19 ,. I 
case numbers. 
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· USDW�•---- ASSISTANT •■TAIi\' POR ADll•STIIATION PILJUTION·PLANr ... .... 
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DISPOIITIW 
IICOID OPPIC■ · CLAlll

flCATION i DISCIIPTION AN9 PILINO INITIIUCTIONI DPII TO OTHII DISPOSITION MUMIII DIIPOIITICllt- PAIC OPPICII AUTHOIITY 

2000 BUDGET DEVELOPMENT , PRE S ENTAT I ON 
ANO EXECUTION 08 .\PA N/A Dest roy 

Use for mat e r i a l  of a gen e ra l  n atu re Dest roy 3 y rs .  
wh i ch pe rt a i ns to the p repa rat i on ,  3 yrs.  a ft e r  
deve l oprnent , revi ew , ad just rnen t ,  a fter  c l ose of 
su bmi ssi on , a n d  approva l  o f  t he c l ose o f  F Y  
bu dget . I n c l u des  repo rts, sc hedu l es F Y  cove red 
c h a rts, est i mates, and  re l at ed cove red by
docu ments wh i c h do n ot f i t e l sewhe re by bu d get . 
i n  t h i s  c at e go ry .  bu dget . 

F I LE by age n cy .  

· 2000 1 
Use for  ack grou n d  mater i a l  wh i c h Dest roy N /A Dest roy GRS - 1 6-l d 
docu rnents t h e  i "l)o rt ant  aspects of t he when n o  aft e r  t he 
deve l oprnent  of Depa rt rnenta l  p o l i cy a n d  1 o n ge r  d i re ct i ve 
p cedu re . n eeded . i s  i ssu ed 

or  i mme 
30 1 0- 1  f o r  d i sposi t i on of  d i  at e ly 

f Depa rtrnenta  1 when i t  
i s  k n ow n  
t hat no  

F I LE by o r i gi n , se ri  n umbe r o r  i n  a ct i on 
ch ron o l o gi c a l  sequence . w i l l  be 

t aken . 

2000- 1 - 1  E xte rna l  o r  Non -Seri es I nst ru ct i o 
Use fo r mat e ri a l  of a d i rect i o n a l  N/A Dest roy NC l - 1 6-84 - 1  
n atu re wh i ch  o ri gi n ates outsi de U SDA when S /0 .  
o r  whi ch  o r i gi n ates w i t h i n USDA but i s  
n ot pa rt o f  a forma l  Depa rt rnenta l  
d i rect i ve system. I n c l u des c o�nts 
and  othe r mate r i a l  on  proposed a nd  
exi st i n g  i ns t ru ct i ons. 

F I LE by o r i gi n , se r i es numbe r or i n  
ch ron o l o gi c a l  sequence . 

2000-2 R epo rts 
Use for  mat e r i a l  pe rta i n i ng  to bu d get Dest roy N/A Dest roy 
deve l oprnen t ,  present at i on a n d  when w hen 
execu t i on reports . 3 y rs.  3 y rs .  

o l d .  o l d .  
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l■C•D OPPICI CLAIII
PICATION \ DIK'mPTION AND I'll.ING INITIIUCTIONI 

' ...... OPIeI TO OTHIII DISPOIITIOND■PmmGN PAIC OPPICIS AUTNOIITY 

( :II  ("1 (JJ=m=: " • L ,. _  L _ "" ,  (2) 
,,, : 

� �:- ;nr �moranda,• reports, and other Destroy
records uv �u _ i no assignments, 1 yr . 
progress and completo1 01 1  u - ��cts. afte� the 

FILE : Case file alphabetically by whicnh71.�, ��-..J 
title of project. project 

is 

2010 Bud get P lann i ng OB&PA 
Use fo r material pertaining to budget Destroy 
planningo. 10 y rs. 

after 
NOTE : Working papers and background close 
material are to be destroyed 1 y r. of FY  
after close of FY covered by the covered 
bud get. (GRS-5-4o) 

budget.
FILE by agencyo. 

20 20 Budget Deve l opment OB&PA 
Use for mate rial pertaining to budget PERMANENT. 
estimates, justifications, and B reak 
supplementa ry material such as files 
explanatory notes, narratives, and annually. 
pro gram performance. Also includes Transfer 
p revious supplementary or amended to NARA 
budget material. in 5 yr.

blocks 
FILE by agency. when most 

recent 
recor ds 
are 20 
yrs. oldo. 

N/A Destroy GRS -16-7 
when no 
1 onger 
needed. 

r----_ 

N/A Destroy 
5 y rs. 
after 
close of 
FY 
cove red 
by
budget . 

When Destroy
3 1 y r .  
y rs. afte r 
old . close of 

FY 
covered 
by
budget. 
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USDWOIIIM-IMD ASSISTANT A■TAIY ,oa ADMINISTIATIOM P1L■1&s1:110tt , ... 
DISPOSITION:

•■c•D OPPIC■ · 
l'ICATION 
MUMIII i DllcalPTION ANO PILING INITIUCTIONI OPII TO OTHII. DISPOSITION

AUTHOIITY DIIPOIITION PARC OPl'ICII 

( 1) 

2030 

2040 

(JJ 

Budget Presentation 
Use for copies of the budget (original 
or revised ) submitted to Congress for 
approval. 

FILE in chronological sequence. 

a. One record copy of the budget 
submitted to Congress for approval. 

b • A 1 1  ot her cop i es • 

Budget E xecution 
Use for materi a 1 pertaining to 
approved bud�et implementation and 
maintenance df financial controls over 
appropriated funds. Include 
apportionments, allocations, 
allotments and workplans, obligations
and outlays, ceilings, requirements, 

( JI  

PERMANENT. 
Transfer 
to NARA 
in 5 yr.
blocks 
when most 
recent 
records 
are 20 
yrs. o 1 d. 

Destroy 
when no 
1 anger 
needed 
for 
reference. 

OB&PA  
Destroy 
10 yrs.
after 
close of 
FY 
covered 
by
budget. 

(4) 

When 
3 
yrs.
old. 

N/A 

N/A 

( JJ  

N/A 

Destroy 
when no 
1 anger 
needed 
for 
reference. 

Destroy 
10 yrs.
after 
close of 
FY 
covered 
by
budget. 

,.. 
NC l-16-84-1 

N l-16-87-1 

ai)J/Jor1 1-ta·. 
AJCl /f,-11-J.. 

,vuii-
--

# Cfr,,-r y-1
;;2 0-30 

N l-16-8e7-1 

c)�)&5WC/_cwtj,r,I t,CJ 
NU-{6- 7/� 

f±- 1 S-
NC/ -/6-Pff -l  rei mbu rser.ent s, a net nonappropri ated 

funds. 

NOTE: Include here financial data 
.Q!!.!.t if it is directly budget 
supportive. Use 2100 for regular 
accounting docur.entation. 

FILE by agency. 

FORM IMD-18 (6/82) 

. . 

.. 

Nl-16-87-1 
~.sedJ.JI 
dw/iuri"6. 

NC./-J(p-??-J 
pt- '1 

/vl./-/(p ·8'+·/ 
/t-2,(J~C) 

, . 



AIIIIT .. ICIITAIY POI ADMINISTIATION P I  .. DISPOSITION PLAN 
DISPOSITION 

l■C•D OP ICR ·a.as■-
l'ICATION DISQIPTION AND I'll.ING INIT.UCTIONI o,a 1 TO OTHII DISPOSITION MUM■■• 

1 

DIIP■ITIOII PAIC O Pl'ICII AUTNOIITY 

veral 1 Destroy N /A Destroy NCl-16-84 -1 
when 3 when 2 NC 1 -16-77-2 

a ct i vi ti es yrs. old. yrs. o l d. 2 & 17 
in the foll owing catego 

FILE by subject i n  chronolog i cal 

2100 -1 Poli cx and Procedure OFM, OB& PA 
Use fnr background material which Destroy N /A Destroy GRS-16-ld 
documents the important aspects of the when no after the �ll!.�cl 
developr:ent of Departrental pol i cy and longer directive 
procedure. needed. i s  issued c.J,tl!i()i,ty � 

or imme- - ·  N e r/(?-?7 -i 
NOTE : See 3010 -1 for di spos ition of di ately Ft- I
record copy of Departmental when it 
directives. is known 

that no 
FILE by orig in, series number or i n  action 
chronological sequence. wi 1 1  be 

taken. 

ts i de USDA 
n USDA but i s  

no rt mental 
diorect iove s cormients 
and othe r mat d and 
exi sting i nstru ct i . 
FILE by  or i g i n, seri es number 
chronolog i cal sequence. 

2100o-2 Finan cial Pr i or it ies OFM 
Use for material pertaining to the Destroy NC 1 -16-84-1 
status or a ctivities of all f i nanc i al when 3 
pr i orities. yrs. old. 

FILE by agency i n  chrono log i cal 

FORM IMD-18 (6/82) 

ut,uo,....,• 

, 

material perta1n1ng too 
financial nd accounting 

specifica · ed 



. 

CL .... 

2100-5  

h 

, USDWOIIUW• ASSISTANT •■TAIY ,oa ADMINISTIAno. PILl/&IITIOM-PLAN-
DISPOSITIM-

PICATION 

IICOIIO OPPICI· 
1 DISCIIIPTION AND PILINO INITMICTIOIQ TO OTHIR DISPOSI TION NUMlla. PAIC OPl'ICII AUTNOalTY 

i ch perta i ns  to t he 
ati ons and a l l t he 

hods and measu res 
gency to safegua rd 

ass e accu racy and 
re l i  ab 1  t i ng dat a ,  
promote ope · i en cy ,  a n d  
encou rage adhe ri bed 
mana ge ri a l  po l i ci es .  

F I LE by a gency 
sequence . 

2 100-4 Sxstems Review and Ana lxs i s  
Use for mate ri al whi ch  perta i ns  to  
i ndi  rect cost  revi ews a nd 
negot i at i on s ,  Departmenta l  f i nan c i a l 
management studi es , and  assess ment s of 
Depa rtment a l  and Agenci es  I report i ng 
needs . 

F I L E  by agency i n  chronol ogi ca l . 

Dest roy 
when 3 
y rs .  ol d .  

N /A Dest roy 
when 1 
y r .  o l d .  

N C l - 16-84-1  

0FM 
Dest roy 
when 3 
y rs .  ol d .  

N C l - 1 6-84- 1 

Reeorts  0B&PA 
Use  for  f i nanci al  D est roy N/A Dest roy N l - 1 6-87-1  
management /a�count i ng report s .  when 3 when 3 

y rs .  o l d .  y rs .  o l d .  �e5 
F I LE by a gency and subject .  NCJ-1 �'ll-;J, tt.;. 

NC/ �11:, A!C/_-/. 
iF- � l04·S 

, report s ,  and  othe r 0est roy N /A Destroy GRS - 1 6- 7  
s ,  1 yr . when no 

progres . after 1 onge r 
t he yr • needed . 

F I LE a l phabet i cal l y  by t i t l e  
p roject . 

FORM IMD- 18 (6/82) 

in 

------ - -- --

assignment 
rojects 

of 



:;�se� 

,Jc.t - 1  ft,-,'/- /  

. .u�o•• •• AIIIST&c.■TAIY PO.AmlNISTIATIM PIIDISPOSITION PLAN 
DISPOSITION

•■c•D OPl'IC■ · CLAIII• 
PICATION i DISCIIPTION AMO PII.INO INITIUCTIONI OPI I TO OTHIII DIIPOIITIONMUMIIR DIIPGIITION l'AIC OPPICII AUTNOIIIT-Y 

rt a i  n i  n g  to  Dest roy N/A Dest roy NC l - 1 6-84 - 1  
stems approve d  by GAO ; when 3 when 1 
vi so ry se rvi ces for  y rs. o l d .  y r .  o l d .  
t erns ;  mon i tori ng system 

d roces ses  and t he 
c oo r  acc ount i ng system 
regu l at i  

F I LE by a ge n cy i n  ch 
sequen ce .  

2 1 1 0 - 1  F i nanc i a l  sxstems OFM 
Use fo r mat e ri a l  wh i ch docu men ts U Dest roy N/A Dest roy NC l - 1 6 -84 - 1  
w i de account i ng a nd report i n g systems, when  3 when 1 
e . g . ,  an Accou nt i ng Systems L i bra ry .  y • o 1 d .  y r .  o l d .  

F I LE by a ge n cy i n  ch rono 1 o gi ca  1 
seq uence . 

2 1 20 C ash Management OFM 
Use fo r �ate ri a l  wh i ch pe rt a i ns t o  t h e  Dest roy N/A NC l - 1 6-84- 1 
effect i ve ma nagement o f  t he when  3 
Government ' s  cash wh i ch encompasses y rs.  o l d .  
cash ad va n ces and cash he l rl ou tsi de 
t h e  cash acc ount  of t h e  Treasu ry . 

F I LE by a gency i n  c h ron o l og i c a l  . 
2 1 30  Oebt Management OFM , 0B&PA 

Use fo r mate ri a l  wh i ch pe rt a i ns to t h e  Dest roy N/A Dest roy N l - 1 6 -87 - 1  
when 1 

au.lJ, tt1-lie� � 
effect i ve ma n agement o f  � mou n ts owed 
to t he  G o ve rnment wh i ch i nc l u des 

when 3 
y rs .  o l d .  y r .  o l d e. 

a na ly z i ng  t he st atus of G ove rnment IJCI-/IJJ/1-,_, 
p- ;;2. 

# 1/JO 

rece i vab l es i n  te rl'IS of  de l i nq uen ci es, 
age o f  de l i nq uenc i es, wr i t e -o f fs, and  
expect ed  f u t u re l osses. 

F I LE by a ge n cy i n  ch rono l og i c a l  
S P.quence . 

FORM IMD-18 ( 6/82) 



· USOUOIIM-IMD ASSISTANTe-■TAIY ,01 ADMIIISTIAffON PILl/&SI TION PLAN . . . 

CLU■• 
FICATION 

: MUMIII 
i DISCIIPTION AND PILING INITIUCTIONI 

DISPOSITION 
IICOID OPPIC 

OPII TO OTHII
DIIP.ITION PAIC OPPICII 

DISPOIITION
AUTHOIITY 

pe rt a i  n i  n g  t o  Dest r oy 
when 3 

N/A D e s t r oy 
when 1 

NC l - 1 6-84- 1 

F I LE by a gen cy 
seque n ce . 

y rs .  o l  d .  y r .  o l d .  

2 150  Reve nues  
U s e  fo r riate  r i  a 1 perta i n i n g  to 
reve nues  . 

F I LE by a gen cy i n  c h rono 1 o g i  c a  1 

, 
D e s t r oy 
when 3 
y rs .  o 1 d .  

NC l - 1 6 -8 4 - 1  

2 1 60  C o s t  D i  s t r i  but i on 
U s e  for mate r i  a l  perta i  n i  n g  to t h e  
p rora t i  on of Dep a rt l'!le nt a l  cent ra l  i z ed 
e xpenses  d i s t r i  buted t o  t h e  a genci  e s . 

F I LE by a ge n cy a n d  s u b j e ct . 

0FM , PDS , 
0B &PA 
D e s t r oy 
5 y r s  . 
a f t e r  
c l os e  of 
FY 
c o ve red 
by 
bu d ge t .  

N/A Des t r oy 
5 y rs .  
a f t e r  
c 1 os e o f  
F Y  
c o ve red 
by
b u d get . 

N l - 1 6 - 87 - 1  

��tftr 
NC I-/f, -'l'J- :,..,

#,;t 
NC.,/-/�r 'fil-1 

p;t �  / faO 

ge nera 1 . n a t u r e  Des t r oy 
3 y r s . 
after  
c l  ose of  
FY  
c o ve red 
by 
bu dge t . 

N/A Des t r oy 
3 y rs • 
a fte r 
c l os e  of 
FY 
c o ve red 
by 
bu d get  . 

NC l - 1 6 - 84 - 1  

2 1 60-2  P l a n n i  n g ,  D e ve l  oe re n t 2 a n d  Aee r o va l  
Use  f o r  mat e ri a l  pe rt a i  n i  ng  t o  W o rk i  n g 
C a p i t a l  F u n d  bu d get p repa rat i o n ,  
p l a nn i  n g ,  a nd f i  na l  a p p roved bu d get s .  

F I LE by a gen cy a n d  s u b j e ct . 

Des t r  
5 y r s . 
afte r 
c l os e  of  
F Y  
c ove red 
by 

D es t r oy 
5 y rs . 

fte r 
c l o  
F Y  
c o ve red 
by 

NC 1 - 1 6  - 84 - 1  

FORM IMD-18 ( 6/82) 
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�a. t-l  S' 

ASIIIT&c.■TAIY ,ow AIMINISTltATIOM .. IDISNSITION PLAN ' < 

. ..., 

DISPOSITIGlt 
■ICOU OIIPICCL.AUi. 

PICATION i DISCIIPTION AND PILIN8 INITIUCTIONI OPIII TO OTH■• DISPOSITION
D■PmlTIGN PAIC OPPICII AUTHOltTY 

..,
2160-3 Fi nanci al Rev i ews OFM, 0B�PA 

Use for mater i al pertai n i ng to WCF Destroy 5 N/A Destroy 5 Nl -16-87-1 

�sedid-
ahl:Ji r,- 1f1v 

yrs.
after 

yrs.
after 

fund rev i ews, su11111ary rev i ews and 
i ndi v i dual cost centers revi ews of a 

Na-A,-?f;;. f i nanci al nature. close of close of 
FY FY 

FILE by agency and subject. covered covered 
by /VC I -J�-Fl/-1 

budget. budget. tt:- � /(D0-3 

De!itroy 5 N/A Destroy 5 NC 1 -16-84 -1 
i on o ntra 1 agen cy yrs. yrs. 

after after(GSA, DOL )  to  Departmental 
; FTS ,  SLUC, OWCP, etc. 

2160-5 Worki n Ca i ta 1 Fun 
D i str ibutoi ons 
Use for materi al pertai n i  n to Work i ng 
Cap ital Fund cost center expe
d istr i buti on to user agPnci es of 
Pri nt i ng Plant, and Cop i er Serv i ces, 
etc. 

. 
FILE by agency and sub ject. 

2160-6 Deeartment Centrali zed Rei �bursable 
Program Cost D istr i buti ons 

Use for materi al perta in i ng to 
Departmental centrali zed costs or 
expenses r.iacle through speci al 
re i mbursable accounts wh i ch are 
prorated to the agenci es, e.g., Offi ce 
of Personnel train ing programs and 
Health Serv i ces. 

close of close of 
FY FY 
covered covered 
b.y by
budget. budget. 

OFM 
Destroy 5 N/A ' Destroy 5 NC 1-16-84-1 
yrs. yrs.
after after 
close of close of 
FY FY 

covered 

budget. 

PDS 
Destroy 5 5 NCl -16-84-1 
yrs.
after 
close of 
FY 
covered covered 
by
budget. budget. 

FORM IMD-18 16/82) 

subject. 
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Grants 

0B&PA 
Use for material pertaining to the 

Destr
oy 

N/A 
N/A 

5 yrs. 
Nl-16-8

7-1 

rr, fi -e.,5
 : 

transfer of money �r property to 
assist recipients to accomplish a 

after 
case file 

N
C

l-/
6
 .,,

1
-:Z

 
public purpose authorized by statute, 
including all formu

la, project or 
is 
closed. 

#
4

other grants and cooperative 
agreeme

nts, and cost shariong arrange
me

nts not specifically described 
in

 
the following categories. 

FILE by agency. 

-
u

 
''-'

 
_
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-

" 
-

-

·•--
for material pertaining to 

Destroy 
N/A 

N/A 
GRS-3-16 

indexes, 
, ... :,;: ...

-
re 

logs or other 
when S/0. 

records relating to con
1.

, ,. � 
:

"
 

assign
ing numbers of 

ident
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or---_
projects, applications and grants. 
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IJCJ-/riJ �&cJ.-/ 

U.WOIIM • ASSISTA.c..TMY POii MMINISTIATION Plt.'DISPOSITION PLAN 
DIWOSITION

•■C- OPPICa Q.MII-
PICATIOII I DIICWTIIII AN9 PILINe INITIIUCTIOMI OPIII TO OTNU DIIPNTION: ••- D■NIIT- PAIC Ol'PICft AUTIINlff 

( 

,· rep o rt s  a nd ot her Des t r oy N/A Destroy GRS - 1 6 - 7  . ng a s s i  gnment s , 1 y r .  when no 
l et i on of p r oject s .  after  t he l on ge r  

y r .  i n  needed.  
F I LE : C a se  f i l e  wh i ch the  

t i t l e  of  p r oject . p roject 
i s  
c l os ed .  

2 510 C l a i ms A ga i  nst  t h e  U . s .  PDS 
Use fo r ma t e ri al  p e rt a i n i ng  to c l a i ms D i spose  D i spose NC l - 1 6 - 84 - 1  
s u bmi tted  by c l a i ma nt s  a ga i n s t  t he of  1 y r .  1 y r .  
u .s . after  afte  

f i n a l  f i n a l  
F I LE by a gen cy ,  subje ct , a n d  c l a i ma n t .  d i s p os - d i s p os -

i t i on of  i t i on o f  
• . 

2520 D e bt C l a i ms P DS , 
Use  for  mat e ri a l  p e rt a i n i n g t o  c l a i ms OB&PA 
by the  U n i t ed St ates . Dest r oy N/A D es t r oy GRS -6-la  

6 yrs . 6 yrs . 
F I LE by a ge n cy ,  subje c t ,  a n d  c l a i ma nt .  a n d  3 a n d  3 7ittr:::; mos .  mos . 

a ft e r  a ft e r  rve1-1b-?t· J 
p e ri o d  pe ri  od 14 1a 
c o ve red c o ve red 
by by #)S� C accou n t . a ccount . 

N/A D i s pose  NC  1 - 1 6 - 84 - 1  
o f  1 y r .
a f t e r  

F I LE by s u bject . f i  n a l  
d i  s pos -
i t i on of 

FORM IMD-11 (6/82) 

-

compensatio~ 



•■coae••n:a.Cl♦l■v 
PICAT'°"4 INITIIUCTIONI....... TO 

, •• I 

Use for printed f inal reports Destroy N/A N/A NC 1 -16-84-1 
containing the statistical, tabulation when no 

d an analysis of t he findings of a longer
st or survey including a narrative needed 
descr1 · on of methodology employed. for 

reference. 

FILE by subject 1 
sequence. 

3200-3 Project Control 
Use for memoranda, reports and N/A Destroy GRS-16-7 
records documenting assignments, when no 
progress and completion of projects. longer

needed. 
FILE: Case file alphabetically by in w 
title or project. the 

project 
is 
closed • .  

3210 Design and Develoerrent 0IRM 
I lse for material of a general nature Destroy N/A Destroy 6-84-1 
related to applications design and when 3 when S/0. 77-2 
develop rrent. yrs.  old 

321 0-1 Information Requirements Studies 0IRM 
Use for materi a 1 pertaining to Dispose N/A Dispose Nl-16-87-1 
information requirerrents studies and of when of when ��riRcl.system developrrent projects. Included no longer no longer
are user req uests, analytical reports, needed. needed. cfJJJ).,.,.,f1/ :
design requirements, feasibility 
studies, and cost/benefit a nalyses. NU-/(:, 1'1-;l 

FILE by agency and project name. 

FORM IMD- 11 (6/12) 

UIN/OIM 1• - . 
·-.i"'!'I. -..-----------------,...------""""'!~!I!!!!'!!!!!!~-------. 

DI ......... 
. AUft■■lf.Y· 



AIIIST.SICl■T AIY ,oa MM1•1T1AT10N ,Ls,o11T10N ,LAN . · •  

I DIICadtTION MIi PII.IM INITIUCTIOMI 

to design,
peration of an 

stem including system 
user guides and manuals, 

in and report
speci . a nc1a rd operating 
procedur , grams, flow 
charts, codi ions, test 
plans, referenc s 
applicable software ce 
materials, job instruct 
similar or related files. 

FILE by  agency and project narre. 

3210-3 ADP Test Files 
Use for material pertaining to the 
testing of ADP equiprrent and/or data 
processing rrethods and procedures and 
to the trial application of existing 
or proposed data processing systems. 
Included are requests for tests,
approvals or disapprovals, test 
reports, and communic�tions relating 
to the test. 

Resource Acquisition 
Use for material pertaining to 
planning and preparing for initial 
acquisition (including selection, 
evaluation, procurenent, and in
stallation)a· of ADPE, office automation 
equiprrent, multiple equiprrent when 
part of a system, auxiliary equiprrent, 
and attachrrents for existing
equiprrent; and ADP software and 
services. Includes application 
studies, system specifications and 
reports of their review, manufac
turer ' s  proposals and evaluation 
thereof, docurents relating to 

DIWOSI ION 
IICOID Ol'PICa 

OPU TO OTHII DISPOSITION
DIINIITION PAIC OPPICU AU'TNOIITY 

Dispose N/A Dispose NC 1 - 1 6-84 - 4  
of when when 
no longer no 
needed. longer

needed. 

Dispose Dispose GRS -20, Part 
of when of when I I ,  2 
no longer longer 
needed. ded. 

OIRM 
Oestroy N/A Destroy N l - 1 6 -87-1  
after 10 after s��di_tl 
yrs. 5 yrs. ;QU;/:fir,I 1-tt.J 

or 
discon /JC  J-/tp-'YJ-;l
tinuance,
which 1:t :;). I 
ever is NG1 -1�-?CJ--/ first. 

FORM IMD-11 (6/12) 



•&;

Q.AII&'!'!
FICA111il 
NUMII .. 

of pol i cy and 
hich is published in the 

b. Use or back ground m�teri al which 
docunents important aspects of 
the developme of the DPM or ot her 
Departnenta l di r 

NOTE : 
record copy of Departmenta 
not published in the DPM. 

FILE by origin , series nu111ber or 
in chronol ogical sequence. 

4000-1-1 E xternal or Non-Series Instructions 
Use for materi al of a directional 
nature which originates outside USDA 
or which originates within I ISDA but 
is not. part of a formal Departnental 
directive syste111. Includes coment s 
and other material on proposed and 
existing instructions. 

FILE by origin, series number or 

4000-2 Reports 
Use for statistical reports relating 
to USDA personnel programs and 
functions and manpower managenent and 
evaluation. 

FILE by agency and subject report. 

ports and other 

progres 

FILE : Case file alphabeticc1lly by 
title of project. 

Destroy 
when no 
longer 
needed. 

Destroy
when no 
longer 
needed. 

Destroy
when S/0. 

OP 
Oestroy 
when 2 
yrs. old. 

N/A Destroy
when S/0. 

N/A Destroy
after 
the 
directive 
is issued 
or i IT!mee
di ately 
when it 
is known 
that no 
action 
wi 1 1  be 
taken. 

N/A Destroy 
when 2 
yrs. old. 

N/A Destroy 
when no 
longer
needed. 

GRS-16-l c 

GRS-16-ld 

NC l - 16-84-1 

GRS-16-7 

FORM IMD- 18 (6/82) 

See 3010-1 



11)q-/(p·l'J8'-2., # .  

ernl!W!n 

•◄ IICNTMW NII t■•11nA-... &........ .._,_ 

..,.,_ 
.... 

"ll'lllt"I# 

4 1 30-3 

computat i ons o 
l eave ,  and l i st of awa rdees • 

. 

DeEartmental  Awards 
Depa rtment level awa rds or h i  ghe r 
(Secretary ' s  Awards , Pres i dent i a l , 
etc .  ) 

a .  Paper cop i es 

OP 

Destroy 
a fter 
mi cro -

N/A Dest roy GRS - l - 1 2b 
when 1 
y r .  ol d .  

N/A N/A Nl-16-87-a. 
f i  lmi ng. 

NU-,1,�111-1, tty, Jr3 
b .  Mi crofi l med copi es Destroy N/A N /A N l-16-87-1 

when no 
l anger 
needed . �Ki 

Ide '(130 ·s 

ni zati ons . 

N/A Destroy GRS - 1- 1 2a  
when 2 ( 2 )  
y rs .  ol d .  

FO RM IMD-11 (6/12) 

4 I 

------

and nominations from 



USDA/01..,_.MD ASSISTANT •■TAIY POa ADMIIIITIATION fll&.1/...YIOM PLMl ·.• . .. •- ·  
Cl.MIi-

i Dac.a.TIGIN AND •LINO INITIUCTIONI TO OTND DIIIIOM'IIOII&: •= PMC o,�- AUft■am 

5060 Departmental B lanket Purchase 
A rrangements 

Use for documentation of blanket 
purchase arrangements, e.g., letters, 
purchase orders, or other documents 
stating to vendor the person (so)
authorized to make individual 
purchases, how purchases wi 1 1  he 
placed, i.e., by telephone or 
designated persons ordering and pick 
up supplies from the vendor. 

FILE by vendor 's  names. 

aining to the 
sts of persons who are 
pa rt i cu la r  professi on o r  

ecial ski lol and who are 
or emp l oyees of the 

cont 

5080 Disputes 
Use for riaterial pertaining t 
disputes arising relating to the 
contractor. · Included is a copy of 
contractors claims to the Procure1T1ent 
Contracting Officer and a copy of the 
Contracting Officer 's  decision. 

FILE in chronological sequence. 

5090 Socioeconomic Procurer,ent 
Use for material pertaining to lists 
of individual (so) and or fir�s t hat 
are both socially and economically 
disadvantaged. 

PD-00 N/A N/A
Destroy 
when S/0. 

Oestroy 
when S/0. 

PD-00 N/A N/A NC l -16-84-1 
Destroy
when S/0.  

PD-00o, N /A NC 1-16-84-1 
OAE 
Destroy
when S/0. 
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