NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-016-87-001

Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Superseded by DAA-GRS-2015-0006-0001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Superseded by DAA-GRS-2015-0006-0002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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK

(See Instructi ) FOB .

n. ns on ré

structions on reverse N1-16-87-1
79" GENERAL SERVICES ADMINISTRATION DATE RECEIVED

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

Nev. 25, 1986

T. FROM (Agency or establishment)

NOTIFICATION TO AGENCY

—U.S. Depay tur In accordance with the provisions of 44 U.S.C. 3303a
2. MAJUR SUBDIVISIUN the disposal request, including amendments, is approved

. except for items that may be marked ‘‘disposition not
—Office of the Seocretary approved”’ or “withdrawn’’ in column 10. If no records
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is

4 NAME OF PERSON WITH WHOM T

not required.
__Office of Information Resources Mgmt

ARCHIVIST OF THEUNITED STATES

s NN

f—

1

CONFER 5. TECEPHONE EXT. |GAT
Cherie Cozin %ZW ‘gg o/ | 447-9272 %Ay q
6. CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | 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: D is attached; or E] IS unnecessary.

B. DATE C.SIGNATURE OF AGENCY REPRESENTATIVE D.TITLE -
//Zgz,z //é % U2 2ot sfrmi S Noaed, %
9. GRSOR | 10. ACTION
”EM 8. DESCRIPTION OF ITEM SUPERSEDED | TAKEN
NO. (With Inclusive Dates or Retention Periods) JoB (NARS USE
CITATION ONLY)
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.
115-108 Qar T 4 NSN 7540—00-63 STANDARD FORM 115 (REV. 8-83)

NOF, NrE S 3l

Prescribed by GSA

FPMR (41 CFR) 101-11.4
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Destroy

Destroy

NC1-16-84-1

for matertal pertaining to the N/A
manpowe d to accomplish tasks. when 20 when S/0.
yrs. old.
FILE by subject.
1020 Statements of Missions and Functions NC1-16-84-1
Use for material pertaining to the Destroy A Destroy
missions and functions statements. when 20 W
yrs. old. T
FH-E :3; subiects
1030 Delegation of Authorit%
Use for material on delegations of Des troy N/A } Destroy N1-16-87-51(
authority to identified positions or when S/0. when S/0. supe e
persons, and temporary or limited a‘u_ﬁ%ﬁ&; .
delegations to positions or persons. NCI"/6’77‘J
FILE chronologically by major and H
minor subdivisions. NCI-16-8Y~/
H1030
40— tCommittees—and-Boards
1al material documenting Destroy N/A { Destroy GRS-16-12a
the accomplishmen icial 2 yrs. when 1 (2)
internal committees, boards, tas —-a.f.tef‘_\_\ yr. old.
forces, and work groups. termin- \\\\
e -chromotogerty-bysabdectr | oortire. —
1041 Committee Management _
Use for material pertaining to the Des troy N/A ] Destroy N1-16-87-1
continued monitoring of committee when 3 when 3 d
activities. yrs. old yrs. old 5Up?'$e¢§.
or when or when Qurnrities
FILE by committee title. no longer no longer NCI-1677-§
needed needed #
for ref- for ref-
erence. erence. NCi-1b=T77-2
22
NCi-1t- 8%~ |
# /oy

FORM IMD-18 (6/82)
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'u§oﬁangp-ulk A&Htt‘l'ﬂl:ll?&l?lKNEAﬂlMUBTI&TNI&l‘llhmulnnltﬂlalLAlb o
; LIEL LI
;E%:===; DESERIBTION AND TIONS- |
AND PILING INSTRUC one : o FION
wusssw | oursiron | rine b oF v i)
se for reports peftaining to D;;troy N/A § Destroy NC1-16-84-1
management improvements. when 3 when 3
yrs. old. yrs. old.
agency and subject.
1100-4
Use for memoranday~ceports, and other Destroy N/A § Destroy GRS-16-7
records documenting aswygnments, 1yr. when no
progress and completion ojects. after longer
the yr. needed.
FILE: Case file alphabetically by in which
title of project. the |
prodect
is
closed. \\‘N\\
1110 Management Policies and Procedures MIS
‘Use for material pertaining to the Destroy N/A § Des NC1-16-84-1
policies and procedures developed by when no when no
management to carry out the longer longer
requirements of programs. needed needed.
for ref-
-t ;}; SUbJGCt-
1120 Management System Development MIS,
Use for material pertaining to the 0B&PA N/A § Destroy N1-16-87-1
development of management systems. Destroy when no sl rsedel/
when no longer orIHes
FILE by subject. longer needed.
needed IUC/“/G" 77“2
for ref- H23
erence. Nel~16-8Y¥-1
R /120
———— £ WIS
‘\\\\”‘**-~ Use for material pertaining to the Destroy N/A § Destroy NC1-16-84-1
urance that project operations are when no when no
going longer longer
needed needed.
FILE by project na for ref-
erence.
1130 Management Studies and Analyses
Use for intra/inter agency management DestF Destroy NC1-16-83-1
improvement studies and analyses. when no when no 1100-2
Also includes related analysis and longer
feeder reports. needed
for ref-

FORM IMD-18 (/8D


http:pertaini.ng

s
T

vsoa/olng

wnmr‘ufm FOR ADMIMISTRATION m‘roarm PLAN

o v S e+ S5

v
[ ¢ s

- e ouPEITION %"&X""
) - w_-tlﬂi-_-c
1131 Workload Analysis and Measurement Y
Use for material pertaining to Destroy N/A J Destroy N1-16-87- 1
workload analysis and measurement. when no when no afergade
longer longer Horifreds !
FILE by subject and in chronological needed needed. NCi~16-77-2
sequence. for ref- 22S
erence. el /e3¢
3 Wysis MIS ZLF 4
1al pertammg to the Destroy N/A | Destroy NC1-16-84-1
analysis of the p of when no when no
continuing activities. .J.Q&q%'_\ longer
neede ——_1 needed.
FILE by subject. for ref-
erences |
1140 Management Improvement Programs MIS,0BPE&A
Use for material pertaining to Destroy N/A | Destroy N1-16-87-1
specific management improvement when no when no SU/JVISCCIC{/
programs. Tonger longe; author fres !
needed needed. - -2
FILE by subject. for ref- Ncléfpsz';
erence., NI~ 16-54-1
tr46-+— Reforn—08 MIS £ 1O
\ Use for material pertaining to the Destroy N/A J Destroy NC1-16-84-1
licies and procedures developed by when no when no
mana t to carry out the Reform longer longer
'88 program: needed needed.
for ref-
FILE by project name. erence.
1140-2 Federal Field Structure IS
Use for material pertaining to the \%Qﬁq\ When}] Destroy NC1-16-84-1
development of governmental policy and | when 6 3 when no
procedures and the monitoring and yrs. old. ?s\ onger
coordination of programs relating to old. '\r)\@aed\
the housing together of activities
which serve the same geographical \

FORM IMD-18 (/82
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Use for material pertaining to Destroy N/A jDestroy NC1-16-84-1
projected program planning, when 3 when no
{mplementation, and monitoring of yrs. old. longer
opmgations, plans, and goals. needed.
bet1ca11y by major and
ivisions,
1200-1 Policy and Procedure
Use for background ™aterial which Destroy N/A } Destroy GRS-16-1d
documents the importanwn aspects of the |when no after the
development of Departmenta] policy and | longer directive
procedure. needed. is issued
or imme-
NOTE: See 3010-1 for disposition diately
record copy of Departmental when it
directives. is known
“that no
FILE by origin, series number or in action
chronological sequence. will be
taken.
1200-1-1 jExternal or Non-Series Instructions \\\\\\
Tse for material of a directional Destroy N/A stroy NC1-16-84-1
mature which originates outside USDA when S/0. wh S/0.
or which originates within USDA but is
not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or in
\.hlunu}ug;\ﬁ?‘l equences
1200-2 Reports
Use for material pertaining to program |Destroy N/A | Destroy N1-16- 87c}
planning and evaluation reports. when 3 when 3 S(a.{ﬁefS’c ed
yrs. old. yrs. old. 6)‘-/7 bes
FILE by agency and subject. NCI / 7'
B4blr
s RS,
o S | PO OYS Gentpal =
Lres moranda, reports and other Destroy N/A | Destroy GRS-16-7
records document nments, 1yr. when no
progress and completion of p after the longer
Includes weekly activity reports. yroi needed.
which the \L\‘
FILE: Case file alphabetically by project is ‘“~——-._____~_§\

titte—of plUqu..

h I ol
AR B ¥ ) =49 )

FORM IMD-18 (6/82)



1220

1240

1250

Program Goals:and Objectives

(5 [ (& F (3 __F ___ (§

cll hw_cubiack

Use for material pertaining to the Destroy N/A | N/A N1-16-87-1
program goals and objectives set when no SUpens £
forth to accomplish a particular goal. | longer W{%ts:
needed NCI~1e~17-S
FILE by position number. for ref- recf
erence. MCi-lo-T1: &
#llr/7
Program Planning NC"lb;f,(/{fo
Use for material pertaining to the Destroy N/A | N/A N1-16-87-1
planning set forth to accomplish when no b 8777/ cc(#d ,
effective approved programs. longer O‘Ulﬁﬂﬂ €s-
needed N - %“7’7‘9‘
FILE by subject. for ref- P16 20
erence. NU-16-8 -]
#2206
—ProgramReview—and-tvaiuaton
Use for material pertaining to _ Destroy N/A | N/A NC1-16-84-1
iteria used to evaluate programs and | when no
thetr results. longer
needed
FILE by sub in chronological for ref-
sequence. erence.
Program Impact Analysis
Use for material pertaining t Destroy N/A | N/A NC1-16-84-1
impact of certain programs. when no
longer
FILE by subject in chronological n d
sequence. \fg:d%&\
erence. \
Program Decision Systems
Use for material pertaining to systems | Destroy N/A § N/A NC1-16-84-1
developed to support decisions when no
necessary to continue an effective longer
program. needed
for ref-

A
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FORM IMD-18 (6/82)



USUA/OIRM=IND mm.ucuvnv POR ADMINISTRATION v‘ummn PLAN .

_g‘_ T

A

CLAR-
FICATION
NUMOER

e

(0
1260

Legislative Programs and Reports

Use for material pertaining to
approved legislative programs.
Includes comments and reports.

NOTE: For proposed legislation,
see 1300-2,

FILE by subject in chronological
sequence.

Destroy
when no
longer
needed
for ref-

erence.

DispATTia=

T e

N1-16-87-1

Sugesetlet/
aubhoridres :
NCI~16-77~2
1l
Ned ~16-09-1
H 1260

FORM IMD-18 (4/82)
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1300-2

1300-4

1300-5

mmu‘uuuv POR ADMINISTRATION m‘roumn PLAN

-

DEICRIP TION AND PILING INSTRVCTION)

‘Legislativé Prggosals -
Use for comments and other material on

legislative proposals.

NOTE: A1l Dffices: Office
responsible for preparing the material
will retain the file 3 yrs. and
destroy. Other offices will destroy
copies when 1 yr. old.

FILE chronologically by House and
Senate

(SEE
NOTE)

L0

N/A

i L (@ ¥ O 1 (¢

(SEE
NOTE)

AUTHORITY

N1-16-87-1

W’ldt‘; IS CUI T Csyundcn\.c

Use for general correspondence from
the public reflecting individual
opinions pertaining to general

rams of the Department not

ing any administrative action

NOTE: Records
and other groups a
this item since such

m farm organizations
not included in
inions are

agricultural programs and poli
For these records, see 1300.

FILE by control number and name.

Alphabetical Name File
Use as a record and cross reference
of signed incoming and outgoing mail
addressed to/by Secretary and his
immediate staff.

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

Reports
Tse ror material pertaining to
external relations reports.

Destroy
after 5
yrs.

NARA in 5
yr.
blocks
when 20
yrs. old,

Destroy
when 3
yrs. old.

N/A

N/A |

Destroy
after
lyr.

N/A

Qestroy
when 3
yrs. old.

NC1-16-84-1

NC1-16-84-1

FORM IMD-18 (6/82)



ormal- Agreements and-}
Understanding” -

Use for material relating to agree- Destroy N/A | Destroy NC1-16-87-1
ments between USDA agencies; between 5 yrs. 2 yrs.. 0GPA
USDA and other Federal, State and after after NC1-16-78-2
local agencies; and between USDA and expira- expira- #2 -5L¢4m el
nonfederal organizations or agencies tion or tion or M}Y
and foreign countries. These cancell- cancell-
agreements relate to providing or ation of ation of A/U‘Ib“W*l
obtaining various types of support agreement. agreement. Fi3Y
services including administrative
facilities, payroll and similar
support on a onetime or continuing
basis; and on a reimbursable or
nonreimbursable basis. Includes
cooperative agreements, memoranda of
understanding, amendments, review
comments, related correspondence, and
similar documents.
FILE alphabetically by agency or
organization, geographical location,
addressee name, or title.
4320 tegistative—-Branch—Relations NC1—16-84-1—
Use for general material pertaining to | Destroy N/A | N/A
USDA relations with the Legislative when 5
ch. yrs. old.
FILE by subject in chronological
sequence.,
1321 Senate Relations
Use for material pertainimeto USDA Destroy N/A | N/A NC1-16-84-1
relations with Senate members when 5
their staff. yrs. old.
FILE by subject in chronological
sequence.
1322 House of Representatives Relations K\\\\j
Use for material pertaining to USDA Destroy N/A A NC1-16-84-1
relations with House of when 5
Representatives members and/or their yrs. nld.
staff.
FILE by subject in chronological
— 1 Seguenca,—

FORM IMD-18 (6/82)
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(5
Use for matergai pertaining to Destroy N/A | MRMD NC1-16-84-1
photocomposition. when no Destroy
longer when no
ILE by job number in chronological needed longer
for ref- needed
erence. for ref-
erence.
1430 Publicatiompistribution MRMD NC1-16-84-1
Use for materigl pertaining to Destraoy N/A | Destroy
publication distxcibution. Includes when S/0. when
revisions and delesions to mailing change
lists. is com-
pleted.
NOTE: For directives dissribution
lists, see 3010-2.
FILE in chronological sequence.
1430-1 Congressional Inquiries and Orders OGPA
Use for Congressional inquiries and Destroy N/A § N/A GRS-14-3
their acknowledgements regarding
publications of the Department.
Includes requests submitted 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 OGPA
Unnumbered 8x5 cards used to record Destroy N/A | N/A NC1-16-78-2
quota of Farmers Bulletins and other 4 yrs. 20
publications allotted to each after
Congressman, the number distributed each
and charge against their quota and the | Congress
balance. adjourns.
FILE alphabetically in chronological
Seyuentes
1440 News Releases and Speeches OGPA
Use for copies of formal informational
releases and publications, press
conference transcripts, official
speeches, and indexes thereto.

FORM IMD-18 (4/82)
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1440-1 Press Releases -
a.~ Master set of all releases issued PERMANENT. | When] Destroy N1-16-87-1
by the Department. The press releases | Transfer 3 when no Sau% i‘
also contain biographies of important to NARA yrs. | longer orInes
individuals and all of the Secretary's | in 5 yr. old. § needed NCI-1b~ 77-2
speeches. blocks for ref- A’M
when the erence. - _
FILE numerically by press release most ”C,/:ib ~M-2
number. recent 3
records
are 10
yrs. old.
Index to Press Releases OGPA
b. 3x5 index cards. PERMANENT. | When} N/A N1-16-87-1
Transfer 3 - ¢/
FILE alphabetically by subject, to NARA | yrs. qum%afq
person, geographic location in5yr. old. —0%-
(country and state), or originating blocks N+ 78-2
bureau. . when the AS
most
recent
records
are 10
yrs. old.
1440-2 Speeches of Secretary of Agriculture 22£2¥$tr
Master set of the Secretary's to N/A | Destroy N1-16-87-1
speeches. NARA when when no ol
Secretary longer S%i;ﬁ/
NOTE: A duplicate set is given to leaves. needed
each departing Secretary. for ref- Ne-16-T2
erence. 7Y
FILE in chronological sequence.
+488———|-Radio—andTalavision
se acy=-sponsored radio or Destroy N/A § N/A NCT-T6-83-1
television news releas when no
FILE by subject in chronological needed. 1
—1sequemce-

FORM IMD-18 (6/82)
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CLASH-
PICATION
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1460

-

ODESCRIP TION AND PILING INSTRUCTIONS

Media and Public Liaison

DISPONTION

lse for media appearances by agency Destroy N/A §N/A N1-16-87-1
representatives and the prepared when no Jﬁlﬁx»;%yig
material used when acting as public longer CUitﬁfT?
jaison. needed.
Hais Nel-16-71-
FILE by subject. 19
~ or viewgraphs, routine artwork Destroy N/A EN/A GRS-21-10
for flyerss ers, letterheads, and 1yr.
other graphic and exhribit material. after
final
FILE by subject in chronological i= -
sequence. cation or TP
when no |
longer ““-~“~\~\\
freededs —
1480 Photograph
TUse for Elack and white and colored
originals and negatives, color
transparencies and slide photo-
graphy and slide sets or filmstrips.
a. 0One copy of a slide set and a OGPA
filmstrip, with the audio track and PERMANENT, N/A ] N/A NC1-16-80-2
script for each, for those productions | Offer the la
released in both formats. Two copies appropri-
of a slide set or filmstrip, with the ate cys.
audio track and script for each copy, of those
for those released in only one format. | released
before
FILE by inventory number. 1980 to
NARA imm-
ediately.
Offer the
appropri-
ate cys.
of those
released
after
1979 to
NARA
after
release. -

FORM IMD-18 (6/82)
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1450-1 Sound Recordings
Used to document, carry on, or promote
substantive agency activities,
procedures, and programs consisting of
the master tape, mtrix or stamper,
and one disc pressing for each mass-
produced multiple copy disc recording
and the original tape for each
magnetic audio tape recording.
a. Historical programs in USDA radio nGPA/A +TV/ N1-16-87-1
series; remarks, interviews, and press | PERMANENT. | N/A | N/A edCd
conferences of USDA and government Transfer MM
officials; programs prepared for tre=MARA— .
individual radio stations; and other BBy, YQ)ML/ QC'LUMW PNU'F/’U’]‘P
miscellaneous programs which are more | bleeks p LeHMS on Afa
than 5 years old. when=tire prod é X
mest  On|amulel basis.
FILE by subject, production or series tecent
title and thereunder chronologically. | records
are—5—
yrs—oid,
b. Programs in weekly series such as OGPA/(WV
"Agriculture USDA" and "Consumer Time" | PERMANENT. }| N/A § N/A N1-16-87-1d
from which a selection of 5 install- Sffer—5— susclle
ments from each series will be made yaas Thyasfer 95"'/)’ (J.LLngY"I :
annually by the Department. aczua  accUMu alwx of L=f-2
RHJ&%#-BRS[A'D"“/I' "Z) NCI /"
FILE by subject production or to-NARA by g #5b
series title and thereunder exe.py._s— ‘ U 1005,8 X
chronologically. Gnn
c. Other recorded items not included 0GPA
in a or h. Destroy N/A | N/A N1-16-87-1
or erase 34/26756112‘(
FILE by subject, production or and reuse auﬂ-m‘y ‘
series title and thereunder when no ’
chronologically. longer NC/ 167 F-2
needed
for Kye.
admin-
istrative
use.

FORM IMD-18(4/82)
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i |
3 - ¢
b. Other copies .
FILE by inventory number.
1480-1 Still Color Picture Files

ori s
OIS POSITION

(

70

e—
DISPOSITION

a. Color photography consisting of
negatives, captioned prints, and
captioned slides or other
transparencies maintained in the
photographic library which are used to
document, carry on, or prorote
substantive agency 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 numerically 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.

Destroy

when
with-
drawn
from
distri-
bution.

OGPA
PERMANENT.
Break
file
every 5
yrs. and
offer to
NARA 5
yrs.
there-
after,
eogo,
transfer
1976 -
1980
records
in 1990.
Al
ealier
photo-
graphy
should be
transfer-
red to
NARA imm-
ediately.

0OGPA
PERMANENT.
Break
file
every 5
yrs. and
offer to
NARA 5
yrs.
there-
after.

N/A

N/A

N/A

N/A

N/A

DISPOSITION
AUTNORITY

NC1-16-80-2
1b

GRS-21-7ad£d
Ay

SQW Uperihes
Nel~1—79-4

|avb

GRS -21-7

FORM IMD-18 (6/82)
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c. Color photography having limited OGPA
administrative use or interest or not Destroy N/A § N/A GRS-21-1
related to or needed to document when no
substantive agency activities, longer
operations, or responsibilities. needed
for
FILE by subject and thereunder admin-
numerically. istrative
use.
1480-2 Still Picture Files OGPA
a. Still photographs maintained to PERMANENT. |§ N/A § N/A NC1-16-78-2
document, carry on, or promote Break a8s. D708
substantive agency activities, individual
procedures, and programs consisting of | files
the original negative and a captioned every 10
print for each black and white image yrs. and
including photography bearing the offer to

following identifying designation: N, | NARA 10
BN, DN, PN, CEN, ST, ARS, (C& ), BAI, yrs.
A, C, BPI (G), ARS (M&A), (TC), (CI), there-

and State file (SCS). after,
e.qg.
FILE alphabetically in numerical Transfer.
sequence. 1970-1979
in 1989,
b. Still photographs having limited OGPA NC1-16-78-2
administrative use or interest such as | Destroy N/A | N/A 26
line copy negatives made for when no
publications, or not related to or longer
necessary to document substantive needed
agency activities, operations, or for
responsibilities including photo- admin-
graphy bearing the following istrative
identifying designations: ARS-Home use.

Economics; TX; ARS-VIS; OFAR-Charts
and maps; and PMA (Numerical) and
similar photography that lacks
significance or longterm value.

FILE alphabetically in numerical
sequence.

FORM IMD-18 (6/82)



. USOA/OIRM—IMD ASSISTANT 'uuav FOR ADMINISTRATION m.ugouﬂon PLAN Y

1 DISPOSITION
cLASS - RECOND
PICATION OESCRIPTION AND PILING INSTRUCTIONS orie T0 DISPOSITION
NUMBER osrosrrion | parc | OFFICEs AUTHORITY
™ X T
1480-3  ]S1ide Sets and Film Strips OGPA
a. Use foremsdw® slide sets and PERMANENT. |N/A [N/A N1-16-87-1
filmstrips issued to teach better farm | (See neu)m,)v
and home practices and to disseminate Notegd
information about the programs of Transfer
USDA. to NARA
upon
NOTE: Transfer to NARA one copy of a release.
slide set and a filmstrip, with the
audio track and script for productions
released in both formats; nor two
copies of a slide set or filmstrip,
with audio track and script for each
copy, for those productions released
in only one format.
FILE alphabetically in numerical
sequence.
b. Other copies. Destroy N/A I N/A N1-16-87-1
when
o ehe nw aubﬁmly
drawn
from
distri-
bution.
1480-4 Photography Conversion and Storage OGPA
Use for material pertaining to the Destroy N/A § N/A N1-16-87-1
technologies used in converting and when no :
storing color images and photos to longer nw WU”"}’
some other medium. needed
for
FILE by subject in chronological admin-
sequence. istrative
use.
}43&=;__~V€dec aﬁi‘iilq — Sestioy NA—-N GRS—21-31
erial pertaining to agency 1 yr.
sponsored film oF cordiegs. after
FILE by subject in chrnnnlogical -;?2€?Bﬁ—__‘J_-—"‘"““-—-______
sequence. of —
+rairings

FORM IMD-18 (6/82)



AWS?A““I?MY POR ADMINISTRATION FIL

USDA/0IRN~IMD SPOSITION PLAN
T DISPOSITION
e
““‘“. A DESCRIP TION AND FILING INSTRUCTIONS
1] WL ] (8 )
1490-1 Motion Picture Production Files OGPA/V&FD
Files contain material pertaining to PERMANENT. | N/A I N/A NC1-16-78-2
the production of films, video tapes, Nffer to 24
including clearance signed by NARA
individuals for use of their along
narration, acting, and music rights; with the
scripts; and a copy of each release motion
giving full exhibition rights of the picture
film to the television industry. product-
jons to
FILE by production number. which
they
relate.
1490-2 Motion Picture Film or Video Tape OGPA/V&FD
Use to document, carry on, or promote
substantive agency activities,
procedures, and programs. In the case
of Motion Picture Film: camera
original, optical sound track,
preprint elements, and a sound
projection print. In case of video
tape: master, edit master, and dub
for:
a. Productions made for distribution. | OGPA/V&FD
PERMANENT. | N/A | N/A NC1-16-782
FILE by production number. Offer to 26a
NARA when
withdrawn
from
distri-
bution or
when 5
yrs. old.
b. Special subject productions for OGPA/V&FD
use within the Department. PERMANENT. N/A § N/A NC1-16-78-2
Offer to 26b
FILE by production number. NARA when
no longeo
needed
for
admini -
stoative
use or
when 5
yrs. old.

FORM IMD-18 (6/82)



. USDA/QIRM-IMD

CLASN-

FICATION.

DESCRIPTION AND FILING INSTRUCTIONS

™

————
c. TV Film Newsfeatures
Sound on film newsclips sent to
commercial television stations from
which a representative selection of 5
newsfeatures will be made annually by
the Department.,

FILE by production number.

d. TV Public Service Announcements

10 to 60 second spot announcements on
agricultural subjects which have a
general public interest focus from
which a representative selection of 5
announcements will be made annually by
the Department.

FILE by production number.

e. Additional duplicate prints or
video dubs identified in 1490-2a, b,
and those items not selected under
1490-2¢c and d.

FILE by production number.

f. Other films or video tapes having
limited administrative use or interest
such as productions whose subject
matter is transitory or not related to
or needed to document substantive
agency activities, operations, or
responsibidities.

FILE by production number.

(
me | messsnsmedbel s es—
OGPA/R&TV

PERMANENT.
DEfFer—S- THg
¥»#, accu-
mulations
of
selected
items to
NARA

ayepp=t UM

____DuronTIN.

yes~ ba 3.

OGPA/V&FD
PERMANENT.
Offer 5
yr. accu-
mulations
of
selected
items to
NARA
every 5
yrs.

OGPA

Dest roy
or erase
when no
longer
needed
for
admien -
istrative
use.

OGPA/V&FD
Destroy
or erase
when no
longer
needed
for
admin-
istrative
use.

N/A

N/A

ASSISTANT S.!TAIY POR AMNISTRATION-FILUD‘SITMPLMA;

- .

N/A

N/A

0IsP0 TION
AUT

NC1-16-78-2
26¢c

NC1-16-78-2e
26d

NC1-16-78-2
26e

NC1-16-78-2
26f

G

NALA

GAW%M (/S DA

FORM IMD-18 (6/82)



USDA/OIRM-IND DISPOSITION PLAN "
FICATION
o .ll DESCRIBTION AND PiLING INSTRUCTIONS
g. Stock Motion Picture Film or Video | OGPA/VAFD
Tapes Offer to N/A | N/A GRS-21-27
Unedited footage productions produced NARA
for use in USDA consisting of original | Stock
negatives, work prints, and video Film
masters. Library
(NNVS)
FILE by can and roll number. for
evaluat-
ion.
Accepted
footage
is main-
tained
pending
archival
appraisalo
rejected
footage
is
destroyed
or
erased.
1490-3 Video Recordings OGPA/R&TV
a. llsed to document, carry on, or PERMANENTe | N/A J N/A NC1-16-78-2
promote substantive agency activities, | Offer 29a
procedures, and programs consisting of | yearly
the original recording or the earliest | accumula-
generation of the recording. Included | tions of
are productions in the following product -
series "A Better Wayd; "Across the jons to
Fence"; and "Down to Earth" as well as | NARA on
other video programs. The Department an annual
annually will make a representative basis.

selection of 5 video productions.

FILE chronologically by title.

FORM IMD-18 (6/82)



., USDA/OIRM-MD

ASSISTANT 0‘!74!7 POR ADMINISTRATION FII.I/‘OSWION PLAN

“r .

——
0

CLASN- RECON
FICATION DESCRIPTION AND PILING INSTRUCTIONS
NUMBER ouflamion |l | SIER
(LA -_—
b. Video recordings not selected OGPA
under a. and other recording having Destroy N/A | N/A
limited administrative use or interest | or erase
or recordings not related to and reuse
substantive agency activities, when no
operations, or responsibilities. longer
needed
FILE chronologically by title. for
admin-
istrative
use.
NOTE: IF THE ITHMS IN CATEGORIES
1440-1490 DOCUME N OF JHE

AGENCY, CONTACT

TTS THE MISSIC
MD FOR DISPOS{

ITION

[BOSTION -

DISPOg ;lON

B I S——

NC1-16-78-2
29b

FORM IMD-18 (6/82)



Aam‘ SECRETARY FOR ADMINISTRATION P

US04/01AM=IND SPOUTION PLAN
R
QA
FicA DRICRIP TION AND PILNIQ NISTRUCTIONS
NUMaR
wwﬂmm e 016
ndex cargs used as references to Destroy N/A | N/A
investigatien—and audit case files and | when S/0.
related correspondences e cards
show case numbers, names, and o
pertinent information helpful in -"““--~__~L__-_
identifying and locating records. —-_______§§~
+LEaiphabetically-—by-name.
1710 Investigations 0IG
Use for material pertaining to
internal and external investigations
of known or alleged irregularities and
violations of laws and regulations
relating to Departmental program or
personnel. Files consist of the
official record copy of the
investigation 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
will retain the file for 3 yrs. and
destroy copies when no longer needed.
FILE by organization in chronological
sequence.
a. Headquarters significant case PERMANENT. | 6 See Note
files which 1) gain national attention | Offer to mos «
because of considerable Secretarial, NARA 10 afte
Congressional or public interest, and yrs. the
2) are deemed to be significant for after case
investigative or litigation case is is
procedures. closed. clos
ed.
11 Doctnaoy see Ne%e
AL hbad il 4
10 yrs. mos .
- after afteg
FILE alphabetically by headquarters———J case is the
and regional designations and then by ~§73§§UT' J-case:
case numbers. is ‘“~~—______ﬂ
clos
ad

GRS-25-5

\

NC1-16-84-1

N1-16-87-1
LS
wutherity :

NCI~1b~-M-1
#la

\

FORM IMD-18 (4/82)



USDA/O01RM-IND ASSISH&_.CR!‘!’ARY FOR ADMINISTRATION ?it.mujm_ PLAN wr
B B DISPONTION
FICATION ascasPTIoN o "
o Caiame = w "'.‘ '“"".’."n!‘ OPl & 4
N T | owbeiton [Fhac | eNs | WRERSY
- W, —— —
se for correspondence, memoranda and Head- N/A § N/A - 2
elated material which are of an quarters GRS -25-3a
igative nature but not and
to specific investigation Regions.
case files. example of such Destroy
material would be~a. letter from an when 5
individual that would $0 vague in yrs. old.

nature that an investigati s not
warranted; material received fr
other offices for information purpos
only in which there are no
investigations case files; and
requests for investigation from_
agencies that would be handled
administratively by the requesting

agency.

FILE alphabetically by headquarters
and regional designations and then

.

1720

by.-ca5e—Fumber

Audits

Files consisting of the official
record copy of the audit report and
related work papers (including
computer printouts), correspondence,
memoranda and exhibits. These records
pertain to the review and appraisal of
the Department's programs and
management operating procedures,

plans and policies, and also to
Department -related activities with
external enterprises such as
associations, corporations, etc.

NOTE: ALL OFFICES: Offices
responsible for preparing the material
will retain the file for 3 yrs. and
destroy copies when ng longer needed.

FILE by organization in chronological
sequence.

0IG,0B&PA

FORM IMD-18 (6/82)




mm’ SECRETARY POR ADMINISTRATION

ol v1520u Tioy PLAN

DISPONT .
r%:'v?o.u DASCAIPTION AND PILING INSTRUCTIONS e bt .‘ } ) A
NuuesN LT T ' u&#wg :::; :m m%
l'r .
See—Note—f-6RS=25=4-
X ¥ Headquarters and Regions - all Destroy N/A | See—Note— | GRS-25-4 l
| orge- files. when 8 S apensepe
yrs. old. ol
FILE alphabetically by headquarters 4.
and regional designations and then by Nel-1b=T79 -
case numbers. ¥ 3a
* 'Q/meemw ul/Cher/Tc CQ%"’!,L/JD/')
s(qmﬁwn‘ cuse (les yoH produetd

i

FORM IMD-18 (6/82)



- USDA/OIRM=IND

TR

ASSISTANT lall’klv POR ADMINISTRATION Pll.l/b‘ﬂm'ﬂ.tﬂ'

‘ DISPOSITION
CLASN. : e RECORD OPPICE
AT | DESCRIPTION AND PILING INSTRUCTIONS " omle 10 OTHER DISPOSITION
. DISPOSITION: PARC oPFICES AUTHORITY
o { (4
2000 BUDGET DEVELOPMENT, PRESENTATION
“AND _EXECUTION OBA&PA N/A ] Destroy N1-16-87-1
Use for material of a general nature Destroy 3 yrs. i;jf??fcauuj
which pertains to the preparation, 3 yrs. after orihes:
development, review, adjustment, after close of - am -
submission, and approval nf the close of FY /VCI /b 77 A
budget. Includes reports, schedules FY covered /¢3//0, 1
charts, estimates, and related covered by
documents which do not fit elsewhere by budget.
in this category. hudget.
FILE by agency.
- 2086=t— Fe
Use for background material which Destroy N/A} Destroy GRS-16-1d
N documents the important aspects of the | when no after the
development of Departmental policy and| longer directive
cedure. o needed. is issued
or imme-
: 3010-1 for disposition of diately
record copyNQf Departmental when it
directives. is known
that no
FILE by origin, seri number or in action
chronological sequencey will be
taken.
2000-1-1| External or Non-Series Instructions_
Use for material of a directional Destroy N/A] Destroy NC1-16-84-1
nature which originates outside USDA hen S/0. when S/0.
or which originates within USDA but is
not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions. \\\\\\
FILE by origin, series number or in
chronological sequence.
2000-2 Reports
se for material pertaining to budget Destroy N/A | Destroy
development, presentation and when when
execution reports. 3 yrs. 3 yrs.
‘ old. old.
—FHE-by—ageneyr—and—subiesty

FORM IMD-18 (4/82)



WSTA.IICIIYAIY FOR ADMINISTRATION FILE/DISPOSITION PLAN

USDA/OtRN-1MD o
L
“DISPOSITION
CLASSI- : RECORD OPPICE [
: OISPOSITION PARC orPICES AUTHORITY
ﬂ 3 lm
O3 e
~Hsa for memoranda, reports, and other Destroy N/A | Destroy GRS -16-7
records ing assignments, 1yr. when no
progress and completdo pcgjects\. after the longer
r. in needed.
FILE: Case file alphabetically by | whicohe—l
title of project. project \
closeds —
2010 Budget Planning OB&PA
Use for material pertaining to budget Destroy N/A } Destroy N1-16-87-1
planninge 10 yrs. 5 yrs. W d
after after aﬁfy
NOTE: Working papers and background close close of
material are to be destroyed 1 yr. of FY FY NU‘/@“'M';
after close of FY covered by the covered covered A0
budget. (GRS-5-49 by by
budget. budget.
FILE by agencyo
2020 Budget Development 0OB&PA
Use for material pertaining to budget PERMANENT. | When§ Destroy N1-16-87-1
estimates, justifications, and Break 3 1 yr.
supplementary material such as files yrs.} after SLWC}‘M{
explanatory notes, narratives, and annually. old.] close of auder H/
program performance. Also includes Transfer FY Nu-lb‘??'l
previous supplementary or amended to NARA covered F"Cy
budget material. in 5 yr. by
blocks budget.
FILE by agency. when most
recent
records
are 20
yrs. olde

FORM IMD-18 (6/82)



ASSISTANTY nITMV FOR ADMINISTRATION PILI/.O%T 100 PLAN

. USD4/OIRM-IND. i -
DISPO
cLASN- . RECORD :
_FICATION | DESCRIPTION AND PILING INSTRUCTIONS " oma 10 OTHER )
. NUMBER OISPOSITION oFFiCEs AUTHORITY
s————
2030 Budget Presentation NC1-16-84-1
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 PERMANENT. | When] N/A N1-16- 87 1
submitted to Congress for approval. Transfer 3 W
to NARA yrs. R
in 5 yr. | old. caucthoritips.
blocks NCI- ™02
when most 9
recent VNI
records ’VLL M;i)(/ /
are 20 20
yrs. old.
b. All other copies. Destroy N/A | Destroy N1-16-87-1
when no when no 5‘%"*52/144
longer longer
needed needed QJ‘LUM” H"‘S
for for A/C/’/6 77-L
reference. reference. /
nu e-f
2040 Budget Execution 0B&PA ' Pé
Use for material pertaining to Destroy N/A } Destroy N1-16- &5’ 1
approved budget implementation and 10 yrs. 10 yrs. o
maintenance of financial controls over | after after W‘e’ h[C[fS ,
appropriated funds. Include close of close of Quithort
apportionments, allocations, FY FY Ao~ V]~
allotments and workplans, obligations covered covered NU}J{@ ,77 s
and outlays, ceilings, requirements, by by /3
reimbursements, and nonappropriated budget. budget. /\/q ~/6—-P¢—/
NOTE: Include here financial data
only if it is directly budget
supportive. Use 2100 for regular
accounting documentation,
FILE by agency.

FORM IMD-18 {6/82)



AWS‘I’A‘ICIITARY POR ADMINISTRATION FILE/DISPOSITION PLAN

0
ey
L NANC T AL—MANAGEMENT-AACEOUNTING-

B— E———— —

UEDA/OIRN-IMD S .
CL“'- ) "
FICATION | DESCRIPTION AND FILING INSTRUCTIONS ori s

. NUMBER DISPOSITION

BFM-ORERA
material pertaining to overall] Destroy N/A] Destroy NC1-16-84-1
financial ma nd account1ng when 3 when 2 NC1-16-77-2
activities not specifica yrs. old. yrs. old. 2 & 17
in the following categories. T ——
S
FILE by subject in chronological hﬁN‘nN‘~““““‘-~_,~_-__~NMMM
SegUenety
2100-1 Policy and Procedure OFM,0B&PA
Use for background material which Destroy N/A} Destroy GRS -16-1d
documents the important aspects of the| when no after the W}QUQ
development of Departmental policy and| 1longer directive MM‘),', .
procedure. needed. is issued
or imme--~ | NCJ-/6~T7-2-
NOTE: See 3010-1 for disposition of diately A
record copy of Departmental when it
directives. is known
that no
FILE by origin, series number or in action
chronological sequence. will be
taken.
=t=H—Fxternat-or—Nomr=Sertes—instructions Hestroy NA—Pestroy NG1—16-84~1-
tj: Use for material of a directional when S/0. when S/0.
ure which originates outside USDA
or w originates within USDA but is
not part formal Departmental
dicectige system~_lIncludes comments
and other material o
existing instructions.
FILE by origin, series number or in
chronological sequence. \\\\\‘*-\\\\
210082 Financial Priorities OFM ‘\\\\~
Use for material pertaining to the Destroy N/A stroy NC1-16-84-1
status or activities of all financial when 3 \\gﬁaa»g\\\\\
priorities. yrs. old. yr. old.

FILE by agency in chronological

PV Te Y1

T~

DL
JTQTUCTETS

FORM IMD-18 (6/82)



. USOA/OIRM-4D ASSISTANT s‘nnv FOR ADMINISTRATION mm.ommnm i oy,

cLaSH .- )
F'l‘f‘::l.o‘l | DRSCRIPTION AND PILING INSTRUCTIONS " o 10 OTHER DISPOSI TION
- DISPOSITION PARC OPFICES AUTHORITY
L) D —1

2166=3 nternal—Contrels QEM
Use for material which pertains to the | Destroy N/A | Destroy NC1-16-84-1
plans of organizations and all the when 3 when 1

rdinated methods and measures yrs. old. yr. old.

by an agency to safeguard
ck the accuracy and
accounting data,
efficiency, and
rescribed

assets,
reliability
promote operatio
encourage adherence
managerial policies.

FILE by agency in chronological

sequence.
2100-4 | Systems Review and Analysis F\SFE\\\\\\\\
Use for material which pertains to Destroy N/A § Destroy NC1-16-84-1

fndirect cost reviews and when 3 \\\\\ when 1
negotiations, Departmental financial yrs. old. r. old.
management studies, and assessments of
Departmental and Agencies' reporting
needs.

FILE by agency in chrono1ogica1»

Sequentes

2100-5 Reports 0B&PA '
se for financial Destroy N/A | Destroy N1-16-87-1
management /accounting reports. when 3 when 3 SLfrg)sed Ll
. yrs. old. yrs. old. vitres
FILE by agency and subject. A/C/"fb}??‘a?, Ha2
v S ST el fe g:‘é.’/ad-.f
M TTOJeECL—COoNLTOT o™
or memoranda, reports, and other Destroy N/A | Destroy GRS-16-7
records nenting assignments, 1 yr. when no
progress and comp [e€Ty rojects. after longer

the yr. needed.

FILE alphabetically by title of "17rwdxuﬂl_~_

project. the [

project “-~,-~_~\J

ol
WL TUOT e

FORM IMD-18 {6/82)



USDA/OIRN-1MD M’T“lﬂﬂ’“' POR ADMINISTRATION FILE/DISPOSITION PLAN
DISPOSITION

CLASH -~
PICATION

 NUMBER | DESCRIPTION AND PILING INSTRUCTIONS

OISPOSITION
AUTNORITY

{2

2116 -Accounting—Systems OFM
\‘\\\\\\\ Use for material pertaining to Destroy N/A § Destroy NC1-16-84-1
accounting systems approved by GAQ; when 3 when 1

nagement advisory services for yrs. old. yr. old.

regulations.

FILE by agency in ch

sequence.
2110-1 Financial Systems OFM
Use for material which documents U Destroy N/A ] Destroy NC1-16-84-1
wide accounting and reporting systems, . when 3 when 1
e.g., an Accounting Systems Library. yrs. old. yr. old.

FILE by agency in chronological

sequence. \\\\\\

2120 Cash Management OFM
Use for material which pertains to the | Destroy N/A §| Dest NC1-16-84-1
effective management of the when 3 when 1
Government's cash which encompasses yrs. old. yr. old.

cash advances and cash held outside
the cash account of the Treasury.

FILE by agency in chronolngical

sequences

2130 Debt Management OFM,0B&PA
Use for material which pertains to the } Destroy N/A | Destroy N1-16-87-1
effective management of amounts owed when 3 when 1 S S0,
to the Government which includes yrs. old. yr. olde authmritres:
analyzing the status of Government 2
receivables in terms of delinquencies, ”C’“/b',ﬂ'
age of delinquencies, write-offs, and e
expected future losses. Nel-16-0¥ -~/

. . #2/30
FILE by agency in chronnlogical

sequence.

FORM IMD-18 (6/8D)



MSTMY&‘QITA.Y FOR ADMINISTRATION 'II.I/’OSH’IOH PLAN

. USDA/OIRM-1MD ™~ 2
o DISPOSITION
CLASSI- A RECORD c
. NuMBER osrosition | ranc | oFriCES AUTHORITY
by
i) Xt ¢ @ ) () E—
P140— Hrabtrties -BS
4¥\“‘“-4 Use for material pertaining to Destroy N/A | Destroy NC1-16-84-1
1Tablities. when 3 when 1
yrs. old. yr. old.
FILE by agency in €
sequence.
2150 Revenues m
Use for material pertaining to Destroy ~N/A_ } Destroy NC1-16-84-1
revenues. when 3 1
yrs. old. yr. old,
FILE by agency in chronological ~\\“-\~\\\\~\
sequences
2160 Cost Distribution OFM, PDS,
Use for material pertaining to the 0B &PA
proration of Departmental centralized Destroy N/A | Destroy N1-16-87-1
expenses distributed to the agencies. | 5 yrs. 5 yrs. :igawsedlﬁL
after after autharitres:
FILE by agency and subject. close of close of NCI~16-77- 2~
FY FY 8ga
covered covered NCI-lb~FdA
by by i 2100
budget. budget.
#Ulk;ﬂiCd}):td}L FUHGL G'r_.ivg
Ef? Use for material of a general nature Destroy N/A |} Destroy NC1-16-84-1
which pertains to WCF. 3 yrs. 3 yrs.
_ after after
ncy and subject. close of close of
FY FY
covered covered
by by
budget. budget.
2160-2 Planning, Developrent, and Approval
Use for material pertaining to Working | Dest N/A | Destroy NC1-16-84-1
Capital Fund budget preparation, 5 yrs. N~\““w 5 yrs.
planning, and final approved budgets. after fter
close of o f
FILE by agency and subject. FY FY
covered covered
by by
—Hrrdgets brdgets =

FORM IMD-18 (6/82)
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ASSOST‘KII?AIY FOR ADMNISTRATION PILE/DISPOSITION PLAN

[N
>

USDA/01aN-1D :
—— {
« DISPOSITION
CLASSI. : RECORD OPPIC
AChTion | DESCRIPTION AND FILING INSTRUCTIONS " ome 0 DISPOSITION

OTHER
orriCEs

AUTNORITY

2160-3 Financial Reviews OFM, 0BAPA
Use for material pertaining to WCF Destroy 5 N/A} Destroy 5 N1-16-87-1
fund reviews, summary reviews and yrs. yrs. 511}1”52 )
individual cost centers reviews of a after after QL or1es
financial nature. close of close of ~
FY FY N~ T2
FILE by agency and subject. covered covered Fars
by pei-lo~8Y-1
budget. budget. H 3 1e0-3
260 5 R3S
‘ Use for material pertaining to the Destroy 5 N/A| Destroy 5 NC1-16-84-1
distribution of central agency yrs. yrs.
billings (GSA, DOL) to Departmental after after
encies; FTS, SLUC, OWCP, etc. close of close of
FY FY
FILE agency and subject. covered covered
by by
budget. budget.
2160-5 Working Capital FuniCost OFM ,
Distributoons Destroy 5 N/A} Destroy 5 NC1-16-84-1
Use for material pertainimg to Working | yrs. yrs.
Capital Fund cost center expe after after
distribution to user agencies o close of close of
Printing Plant, and Copier Services, FY FY
etc. covered covered
. b
FILE by agency and subject. budg budget.
2160-6 Department Centralized Reimbursable PDS
Program Cost Distributions Destroy 5 N Destroy 5 NC1-16-84-1
Use for material pertaining to yrs. - S.
Departmental centralized costs or after a
expenses made through special close of close
reimbursable accounts which are FY FY
prorated to the agencies, e.g., Office } covered covered
of Personnel training programs and by
Health Services. budget. budget.
CILE hasacan ol PO S PN
T % e b UJ ugcur J W WAV e e Y

FORM IMD-18 (6/82)



ASSISTANT u’.dbﬁ< POR ADMINISTRATION 1_-.-\'024.0: PLAN

.+ USDA/OIRM=IND -
L DISPOSITION

CLASS = . RECORD OPPICE

.PICATION | DESCRIPTION AND FILING INSTRUC TIONS " omia ,

NUMBER IS POSITION T0 o.uﬁonmﬁ

Ud‘ J—ﬂ‘! s |

2450 Grants 0B&PA
Use for material pertaining to the Destroy N/A ] N/A N1-16-87-1
transfer of money or property to 5 yrs. MRQR
assist recipients to accomplish a after !
public purpose authorized by statute, case file )
including all formula, project or is NCi-(677-2
other grants and cooperative closed. rd
agreements, and cost sharimg arrange-
ments not specifically described in
the following categories.
FILE by agency.

JHHNMM@HWHH ene—Controt—ites OFEM
~tso for material pertaining to Destroy N/A§ N/A GRS-3-16

indexes, tegistars, logs or on:m1 when S/0.

records relating to co
assigning numbers of dam:ﬁdﬂwdzm
projects, applications and grants.

Lﬂumm Uu‘ WQOE\F
M v

 ——

/

FORM IMD-18 (6/82)



ASSOS?A.‘ICIITW POR ADMINISTRATION FILE/DISPOSITION PLAN

U£DA/OIRN.. 14D .
PICATION “
: & | DRSCREPTION AND FILING INSTRUCTIONS
ﬂ *r—-—_
———-k —
—Project—€ontrol
Use for memoranda, reports and other Destroy N/A § Destroy GRS-16-7
rds documenting assignments, 1yr. when no
progr nd completion of projects. after the longer
yr. in needed.
FILE: Case file abetically by which the
title of project. project
is |
closed.
2510 Claims Against the U.S. PDS
Use for material pertaining to claims Dispose '~N¢A\ Dispose NC1-16-84-1
submitted by claimants against the of 1 yr« 1 yr.
u.S. after aft
final final
FILE by agency, subject, and claimant. | dispos- dispos-
ition of ition of
2520 Debt Claims PDS,
Use for material pertaining to claims 0B&PA ‘
by the United States. Destroy N/A § Destroy GRS-6-1a
FILE by agency, subject, and claimant. | and 3 and 3 s
mos. mos . WW’@
after after Nes-16-77- 2
period period H)3
covered covered Nel~/6-89-/
by by %9
account. account. A32Q
~3838——1But ensationbebts DS
terial pertaining to dual Dispose N/A | Dispose NC1-16-84-1
compensation. of 1 yr. of 1 yr.
’ : after after
FILE by subject. final
dispos- -~“-L"d¢‘nni:?m*ﬁ
ition of ] ition o ‘~‘"““‘-—~“M“
€a5es €356
 §

FORM IMD-18 (/82



. USDA/OIRM-IMD. ASSISTANT s‘ruvrawoﬂux‘nmm . .
e DISPOSITION
CLASS _ ucuans_
PICATION: INSTRUC TIONS- or & T0 THER OISPONTION -
nasse oouncn Y
T T r
O L NE—

i

3200-3

3210

3210-1

design requirements, feasibility
studies, and cost/benefit analyses.

FILE by agency and project name.

Use for printed final reports Destroy N/A] N/A NC1-16-84-1
containing the statistical, tabulation| when no
d an analysis of the findings of a longer

st or survey including a narrative needed
descriptjon of methodology employed. for

reference.
FILE by subject Tmgchronological

sequence.
Project Control
Use for memoranda, reports and er Destroy N/A | Destroy GRS-16-7
records documenting assignments, 1 yr. when no
progress and completion of projects. longer
needed.

FILE: Case file alphabetically by
title or project.

project K\\\\\

is :

closed..
Design and Development OIRM
lJlse for material of a general nature Destroy N/A Y} Destroy C1-16-84-1
related to applications design and when 3 when S/0. N
development. yrs. old

T FHEby—systemnames

Information Requirements Studies OIRM
Use for material pertaining to Dispose N/A ] Dispose N1-16-87-1
information requirements studies and of when of when
system development projects. Included no longer no longer ,S{M{Qdéd
are user requests, analytical reports, | needed. needed. CUlLﬂVr7ﬁ/’

N6 T1-2

FORM IMD-18 (/82)



ASSIST.SIQITARY FOR ADMINISTRATION v&uwaﬂon PLAN

USOA/OIRN=IND .
P ‘o
DISPOSI TION
CLASSI- : e RECORD OPPICE
. | DESCRIPTION AND PILING INSTRUCTIONS '
_ mainen ourcertion | sanc | OrFIcEs AUTHOR!
(
Use for material pertaining to design, { Dispose N/A | Dispose NC1-16-84-4
development, and operation of an of when when
lication system including system no longer no
jnstcuctions, user guides and manuals, | needed. longer
input, Seytput, and report needed.
specificathaps, standard operating
procedures, blTegk diagrams, flow
charts, coding inXguctions, test
plans, reference to copies
applicable software and erence
materials, job instructions,
similar or related files.
FILE by agency and project name.
3210-3 ADP Test Files OIRM
Use for material pertaining to the Dispose N/A | Dispose GRS-20, Part
testing of ADP equipment and/or data of when k§\\\w of when II, 2
processing methods and procedures and no longer no longer
to the trial application of existing needed. ded.
or proposed data processing systems.
Included are requests for tests,
approvals or disapprovals, test
reports, and communications relating
to the test.
LJLE b?y Dﬁt:cm TTUIC e
Resource Acquisition OIRM
Use for material pertaining to Destroy N/A ]| Destroy N1-16-87-1
planning and preparing for initial after 10 after 174
acquisition (including selection, yrs. 5 yrs. %g’ﬁdgb:
evaluation, procurement, and in- or
stallation)aof ADPE, office automation discon- ch/b-')’?—;l
equipment, multiple equipment when tinuance,
part of a system, auxiliary equipment, which- 1+ 4
and attachments for existing ever is NCA <Jb-29~/
equipment; and ADP software and first.
services. Includes application
studies, system specifications and
reports of their review, manufac-
turer's proposals and evaluation
thereof, documents relating to

FORM IMD-18 (4/82)



uiow/oima=igh AssisTANT @RETARY FQ8 ADMMSTRATION FiL.8/ 04 TION BLAy
FICAT DESCRIBTION ANR FILING INSTRUCTIONS (
md' T | oweciien [ i | cendl I
TF — - =
; p—— — o -
a. Record copy of policy and Destroy N/A ] Destroy GRS -16-1c
procedure which is published in the when no when S/0.
DPM. longer
needed.
b. or background material which Destroy N/A § Destroy GRS-16-1d
documents important aspects of when no after
the developmens, of the DPM or other longer the
Departmental dirawsii needed. directive
is issued
NOTE: See 3010-1 for osition of or immee
record copy of Departmentaldirectives diately
not published in the DPM. when it
is known
FILE by origin, series number or that no
in chronological seqtience. action
' will be
taken.
4000-1-1 jExternal or Non-Series Instructions
Use for material of a directional Destroy \R7A\\ Destroy NC1-16-84-1
nature which originates outside USDA when S/0. en S/0.
or which originates within IISDA but
is not part of a formal Departmental
directive system. Includes comments
and other material on proposed and
existing instructions.
FILE by origin, series number or
. el Toaiealso .
400n-2 Reports op
Use for stat1st1ca] reports relating Destroy N/A | Destroy GRS-1- 16
to USDA personnel programs and when 2 when 2 Szﬂf%;
functions and manpower management and yrs. old. yrs. old. nva
evaluation. UC"/6’77’5—
FILE by agency and subject report. # é‘ /*2
% P1 UJELL Controt— P
or_memoranda, reports and other Destroy N/A [ Destroy GRS-16-7
records ass1gnments, 1 yr. when no
progress and completida after longer
JZEL%Eéh‘_~_ needed.
FILE: Case file alphabetically by in whi
title of project. project h-~"7“--~;____4
is

celaco

\

CITUJIC

FORM IMD-18 {6/82)



S jal including Destroy N/A  ]Destroy GRS-1-12b
correspondence, orts, when 1 when 1
computations of service and sic QU;LJZBiL‘~‘- yr. old.
leave, and list of awardees. —]
\.
FHE—n—0PF= I —
4130-3 Departmental Awards opP
Department level awards or higher
(Secretary's Awards, Presidential,
etc.)
a. Paper copies Destroy
after N/A IN/A N1~16-8771
micro-
£11mi ng. We--95-2, 29
. NeI-1b-8¢-1, W X3
b. Microfilmed copies Destroy N/A EN/A N1-16-87-1
when no seqadl
Tonger W
needed. vet-16-9-1
#4130~
Wﬁm« ds on 3
X and nominations from Destroy N/A | Destroy GRS-1-12a
or to other governme i when 2 when 2 (2)
private organizations. 'jvrs-.---el-dv_..,d_______T yrs. old.
\-‘»\
lFiLE PR o T

FORM IMD-18 (4/82)



USDA/OIRM-~IND

‘R

assistant M erany ron awmisTRATION i@ osion rLan

-~ ¢

QA ass-
 PICATION
. AMSSe

i DUSCRIPTION AND PILING INSTRUCTIONS

1 s S—— —

5060

Departmental Blanket Purchase
Arrangements
Use for documentation of blanket
purchase arrangements, e.g., letters,
purchase orders, or other documents
stating to vendor the person(sd
authorized to make individual
purchases, how purchases will be
placed, i.e., by telephone or
designated persons ordering and pick
up supplies from the vendor.

FILE by vendor's names.

PD-00
Destroy
when S/0.

N1-16-87-1

menceded,

arifres,

NCI-b~ T
iy

N -1b-8%-!
ESbGLO

5080

5090

Consuttimg—Services

Use for material pertaining to the
lists and costs of persons who are
mbers of a particular profession or
ss a special skild and who are
ers or employees of the
contractors

FILE in chronolog

Disputes
Jse for material pertaining

disputes arising relating to the
contractor. - Included is a copy of
contractors claims to the Procurement
Contracting Officer and a copy of the
Contracting Officer's decision.

1 sequence.

FILE in chronological sequence.

Socioeconomic Procurement

Use for material pertaining to lists
of individual(s9 and or firms that
are both socially and economically
disadvantaged.

PB~00
Destroy
when S/0.

PD-00
Destroy
when S/0.

PD -00q
0AE
Destroy
when S/0.

N/A

N/A

4
N~
p -

N/A

N/

NC1-16-84-1

NC1-16-84-1
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