NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-016-77-02

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 9/22/2021

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These items, unless subsequently superseded, may be used by the agency to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 except those listed below are active.

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 1 is superseded by N1-016-87-001, item 2100-1.

Item 2 is superseded by N1-016-87-001, item 2100-5 and 2130 and 2160.
Items 2 and 15 are superseded by N1-016-87-001, item 2160-3.

Items 3, 10, 14 are superseded by N1-016-87-001, item 2000.

Item 4 is superseded by N1-16-87-001, item 2450.

Item 6 is superseded by N1-16-87-001, item 1030.

Item 9 is superseded by N1-016-87-001, item 2020 and 2030a and 2030b.
Item 11 is superseded by N1-016-87-001, items 1260 and 1300-2.

Item 14 is superseded by N1-016-87-001, item 5060.

Item 15 is superseded by DAA-GRS-2015-0006-0002.

Item 16 is superseded by N1-016-87-001, item 1200-2.

Items 16, 17, and 26 are superseded by N1-016-87-001, item 1220.

Item 19 is superseded by N1-016-87-001, item 1440-1a and N1-016-87-001, item 1460.
Item 22 is superseded by N1-016-87-001, item 1041.

Item 23 is superseded by N1-016-87-001, item 1120.

Item 25 is superseded by N1-016-87-001, item 1131 and 1140.

Item 26 is superseded by N1-016-87-001, item 2010.

Item 28 is superseded by N1-016-87-001, item 3210-3.
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REQUEST FOR RECOR.'DISPOSITION AUTHORITY _‘

LEAVE BLANK

(See Instructions on reverse) JOB NO

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

WNC1 168 w7 02

1. FROM (AGENCY OR ESTABLISHMENT)
U.S. Department of Agriculture

DATE RECEIVE00 4 FEB 1977

2. MAJOR SUBDIVISION

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 US C 3303a the disposal re

Off] ce Of Manageme nt and J-:.l nance — R quest, including amendments. 1s approved except for items that may

3. MINOR SUBDIVISION

be stamped “‘disposal not approved” or “withdrawn™ in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
MAR 29 1977
Ma ry E. Mccoy 447-23 70 Dute Archvist of the United States

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

this agency or will not be needed after the retention periods specified.
[] A Request for immediate disposal.

page(s) are not now needed for the business of

[x] B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE

2-1-77

E. TITLE

7.
ITEM NO.

CY REDARESENTATIVE
0 8. DESCRIPTION OF ITEM

(With Inclusive Dates or Retention Periods)

D. SIG E OF AGEN
/E‘Mﬁ/ Chief, Records Management Section
[

9.
SAMPLE OR

10.
JOB NO. ACTION TAKEN

subject,- 1 cu. ft. per yr.)

Office of Management and Finance Schedule

Accoynting,Pol }',cy Fﬂgs_(armnged MM

|

Files consisting of memoranda and correspondence relating

to accounting policies, procedures, standards, systems,

instructions, codes and related matters. The Operations

and Financial Management Divisions maintain the record

copy .
a. Record Copy: Permanent. Offer to NARS when 25 years

old.

b. Reference Copies: Destroy when 2 years old or less.

Accounting Files.

&7 1 okea

LA agmege NCV= )27
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S,TANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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1

Files consisting of memoranda, correspondance, reports,

and other records relating to agency cost centers,

allowances, disbursements, distribution of costs, imprest

fund, indebtedness, obligations, payrolling, and related
matters.

a. Record Copy: Destroy when 3 years old.

b. Other Copies: Destroy when 2 years old or less.

3. Appropriations Files.

Published and unpublished records relating to statutory
authority allowing agencies to incur obligations and to
make payments out of the Treasury for specified

purposes. These files consist of appropriation
histories, appropriation acts, and continuing resolutions
The Budget and Legislative and Financial Reporting
Divisions maintain the record copy.

Record Copy: Transfer to FARC when 10 years old. Destroy
when 15 years old.

Reference Copies. Destroy when 2 years old or less.

4. Grants-in-aid Files.

Files consisting of memoranda, correspondence, and other
records relating to grants-in-aid.

Transfer to FARC when 5 years old. Destroy when 10 years

old.

Founr copien, including original, to be submitted 1o the National Archives and Records Sexrvice LRO 13— O-711-917



Standard Form No, 115-A

;t yised Novenher 1ust 3
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 B DESCRIPTION OF LTEM . ? 10
ITEM NO (WHTH INCLUSIVE DATES OR RETENTION PERIS™5) ~"\Jg'ﬁlr‘;00" ACTION TAKEN
5. Agents and Cert1fy1ng Officers Authorization Files.

Files consisting of memoranda and correspondence

relating to authorizations.

Destroy 3 years after revocation of authorization.

6. Delegations of Authority Files.

Files consisting of memoranda and correspondence showing
delegations of authority at the office level.

Destroy when 10 years old.

7. Treasury Department Disbursing Officers Files.

Files consisting of memoranda and correspondence relating
to Treasury Department Disbursing Offices.

Destroy when 3 years old.

8. Accounting Irregularities Files.

Files consisting of accounting authorization irregularitigs.
Transfer to FARC when 5 years old. Destroy when 15
years old.

9. B dqet Estm tes and Ju t1f1cat1ons Files (arranged RS 5-2
7 / o’ b3

Files consisting of publications relating to

Agriculture Departmenf budget estimates, justifications,
and Department allowances which have been consolidated

at the Department level. Budget and Operations Divisions
maintain the record copy.

a. Record Copy: Permanent. Offer to {IARS when 25

_years o]d

fonr copics, lndudu\g original, to be submitted to the National Aschives and Rccacds Service PO 1 - O 711 917
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10.

1.

12.
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(WIHEH ERCLUSHY 12 155 OR BLTENTION PIPIONs

b. Reference copies: Destroy when 2 years old or less.

ééﬁ;ffﬂﬁft Department Btggfizfqrrespondence (arranged GAZ
M&M%— 1/2 cu. ft. per yr.)

Files consisting of correspondence and memoranda relating
to budget formulation, policy and program guidance, and
program and financial planning. The Budget and Operationg
Divisions maintain the record copy.

a. Record Copy: Permanent. Offer to NARS when 25

years old.

b. Reference Copies: Destroy when 2 years old or less.
Congressional Publications and other files relating to
the Agriculture Department Budget.

Publications include. copies of the Presidentts budget,
Explanatory Notes, House and Senate Hearings, House and
Senate Notes, bills, resolutions, acts, Digest of
Enacted Legislation, pending and proposed legislation,
legislation program and related records.

a. Record Copy: Destroy when 25 years old.

b. Reference Copies: Destroy when 2 years old or less.
Committees and Meetings Files.

Files consisting of minutes and reports of committees,
boards, commissions, councils, associations, and similar
organized bodies relating to employee activities and

other non-budgetary matters at the staff level.

9
SAMPLE OR
JOB NO

0.
ACTION TAKEN

|

Fonr copirn, including originaul, to be submitted to the National Archives and Records Scrvice

GPO 1% 3—0-711-917



Standard Form No, 116-A

evisind Noave n!hwr 1uay
Preseribd by Gesiernl Sorvieces Admnuntration
OFA Reg, 3LV 104

1156 w2

. Job No,—

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
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of > pages

7
{TEM NO.

13.

14.

15.

8 DLLCIYPTION OF 11Em
(WHHINCLUSIVE EATES OR RETENTION PERIODS)

5es£rbymﬁhen 3 years old.

Claims Files.

Files consisting of memoranda and correspondence
relating to claims by the Federal government under the
Federal Claims Collections Act.

Transfer to FARC 3 years after settlement. Destroy 13
years after settlement.

Budget Obligations Files.

Files consisting of orders, contracts, memoranda and
correspondence relating to amounts of orders placed.
contracts awarded, services received and similar
transactions. The records include memos-assessments,
obligation register, printing and reproduction, purchase
orders, recurring obligations, request to bill and
related files which beccme part of the Budget presentation
and execution files. The Operations Division maintains
the record copy.

a. Record Copy: Destroy when 2 years old.

b. Other Copies:

Budget Execution Files.

Files consisting of memoranda, correspondence and other
records related to implementation of the approved budget
The

plan and the maintenance of financial controls.

files consist of allotments, apportionments, rescissions

and deferrals, operating budgets, outlay plans and

9
SAMELE OR
108 110

10
ACTION TAKEN

Foar copivs, including original, to be subimitted to the National Archives und Records Service

GPO :1%3--0-711-917
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16.

17.
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reports, reimbursements, functional transfer antl T
reimbursable agreements, financial statements, fund
reviews and related records. The Budget and Operations
Divisions maintain the record copy.

a. Record Copy: Destroy when 3 years old.

Program Structure Dictionary (arranged chronologically -
1/5 cu. ft. per yr.)

USDA publication relating to operating goals of the
Department including multi-year program planning,
evaluation, budgeting and reporting of these goals.
Record Copy: Permanent. Transfer to FARC when 3 years
old. Offer to NARS when 15 years old.

Finance and Credit Files.

Files consisting of memoranda, correspondence, contracts,
and other records relating to credit, collection, and
finance including financial investigations, establishing
credit standards in connection with sales, leases, and
contracts; extension of credit and prosecution of
collections; handling of securities received by the
Department and related financial and credit functions.
a. Loans--DESTROY when 3 years old.

b. Taxation and Revenue--(1) for State Tax Cases to be
settled in U.S. Courts, transfer to FARC 3 years after

settlement. Destroy when 8 years old. (2) all others:

Destroy when 3 years old.

SAMPLE OR

9

JOBR NO

10.
ACTION TAKEN

Fowas copics, including original, to be submitted to the National lrchives and Records Service

WU 1—O-711 917
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18.

19.

20.

21.

B DELCRIPTION OF 11EM
GV INCLUSIVE DATES OR RLTLHHION PERISDS) "‘Mm EOR

JOB HO

10

ACTION TAKEN

Speech Files (arrange - 1/8
cu. ft. per yr.Y

Speeches given by the Director of the Office of Managemen

-

and Finance and his principal assistants. Includes
textual copy and audiotape if any.

a. Record Copy: Permanent. Offer to NARS when 15 years
old.

b. Other Copies: Destroy when obsolete or superseded.
Information Files.

General informational activities of the office and its
relations with the public including dissemination of
information through the use of publications, exhibits,
graphics, film, recordings, press and radio releases.
The Office of Communication maintains the record copy
of all of the above.

Reference Copies: Destroy when 6 years old.

Audit Reports (arranged chronologically - 1/8 cu. ft.
per yr.)

a. OMF Audits: Permanent. Offer to NARS when 3 years
old. Reference Copies: Destroy when 2 years old.

b. Other Audits: Destroy when 2 years old or less.
Administrative Regulations.

Office of Operations maintains record copy.

Reference copies: Destroy when obsolete or superseded.

Four copies, including originol, to be submitted to the Nutional Archives and RPcords Suvu:u

%) 193~ (0-T1 1.
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10
ACTION TAKEN

Files consisting of memoranda, correspondence, minutes,

and other records relating to committee management.
Destroy 2 years after expiration of committee. The
Management Division maintains the record copy.
Management Information Systems.

Files consisting of material relating to the development
and accomplishment of Management Information Systems,

MBO targets and objectives of the agency.

Organization charts and related records.

a. Charts: (1} Record copy: Permanent. Offer to NARS
when 20 years old.

(24 Other copies: Destroy when 2 years
old or when obsolete or superseded. '

b. Other records: Destroy when 6 years old or sooner if

Gy how 310w
110 vl
/
PTEN N0
22. Committee Management Files.
23.
Destroy when 6 years old.t
24. Organization
1J&ﬂQ!(Ni2i 7,/
1/12tcu. ft. per yr.J
ho longer needed.
25.

Management Imprﬁvement Files (appranged

by subjecgd- 1/8 cu. ft. per yr.
Files consisting of production studies, work measurement
material and review of their effectiveness.

Destroy when 6 years old.

Four copiee, includug g orj grectl, to Le sahaottod e cthe Nationed e taves and e ardy Seivice

Gl v b VL 917
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26. Planning Files.

Files consisting of memoranda, correspondence, reports,

studies and other records relating to comprehensive

mission-oriented policies and program planning

styuctuges for def1 De artment missignps, goals, / -
Ww CHUALL W/% /7 /(Maﬂ W/7
obJedtives as a%1ie by ‘agency or program where

necessary. These records may include missions, non-USDA |
agency planning, national planning, and research related

to various agricultural programs such as forestry,

dairy groducts, and food stamps
O 1) 4 / %&fd{’a/w/ﬂm P

b. DESTROY work material in.study files 3 years after

study has been completed.

c. DESTROY background material when obsolete.
d. DESTROY completed studies when 10 years old.
27. Program Files.

Files consisting of memoranda, correspondence, reports,

stydies nd other records gglat1nq to %fye]og1ng
)gggﬁtmen goa obJec%Zves Tase file by program

or agency where necessary. These records include
analysis and evaluation, budget cycle, and missions
related to farm income, exports, producation and

marketing efficiency, and other agricultural programs.

Four copirs, includ ey origined, to he sabanitted 1 the Nativaad Archives end Hecords Service GOl O F1E-ot7
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b. DESTROY work material in study files 3 years after
study has been completed. !
c. DESTROY background material when obsolete.

d. DESTROY completed studies when 10 years old.

28. ADP Files.

Plans for use of ADP in obtaining specific program

or administrative reports and required information;
special studies or projects covering proposed
applications, including the feasibility of systems,
designing systems requirements, and formation of
comiittees, study groups or teams for such projects;
equipment capabilities and selection. Subject headings
include:

a. Procedures: DESTROY 3 years after obsolete or super-
ceded.

b. Equipment: DESTROY 2 years after use of equipment

is discontinued.
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