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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Schedule Number: N1-095-88-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 8/10/2022 

 

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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1010-1 is superseded by N1-095-10-004, item 2. 

Item 1010-2-1 is superseded by N1-095-10-002, item 1. 

Item 1010-2-2 is superseded by N1-095-10-004, item 4. 

Item 1010-3 is superseded by N1-095-10-002, item 2. 

Item 1100 is superseded by N1-095-10-002, item 3. 

Item 1200 is superseded by N1-095-10-002, item 9. 

Item 1200-2 is superseded by N1-095-10-002, items 8 and 10. 

Item 1220-2 is superseded by N1-095-10-002, item 11. 

Item 1220-4 is superseded by N1-095-10-002, item 12. 

Item 1230 is superseded by N1-095-10-002, item 13. 

Item 1240 is superseded by N1-095-10-002, item 14. 

Item 1240-1 is superseded by N1-095-10-002, item 15. 

Item 1240-2 is superseded by N1-095-10-006, item 1. 
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Item 1240-3 is superseded by N1-095-10-006, item 2. 

Item 1300 is superseded by N1-095-10-004, item 8. 

Item 1310 is superseded by N1-095-10-004, items 9 and 10. 

Items 1310-1 and 1310-2 are superseded by N1-095-10-004, item 11. 

Item 1320-1 is superseded by N1-095-10-004, item 12. 

Item 1340 is superseded by N1-095-10-004, item 13. 

Item 1340-2 is superseded by N1-095-10-004, item 14. 

Item 1340-3 is superseded by N1-095-10-004, item 15. 

Item 1340-3-1 is superseded by N1-095-10-004, item 16. 

Items 1350-3, 1350-4, 1350-5, and 1350-7 are superseded by N1-095-10-006, item 3. 

Item 1360 is superseded by N1-095-10-002, item 16. 

Item 1390 is superseded by N1-095-10-009, item 42. 

Item 1390-1 is superseded by N1-095-10-009, item 43. 

Item 1400 is superseded by N1-095-10-002, item 17. 

Item 1410 is superseded by N1-095-10-004, item 17. 

Item 1410-1 is superseded by N1-095-10-002, item 18. 

Item 1410-2 is superseded by N1-095-10-004, item 18. 

Item 1410-2-1 is superseded by N1-095-10-004, item 19. 

Item 1410-10-3 is superseded by N1-095-10-004, item 20. 

Item 1430 is superseded by N1-095-10-002, item 19. 

Item 1430-1 is superseded by N1-095-10-004, item 21. 

Item 1450 is superseded by N1-095-10-002, item 20. 

Item 1460 is superseded by N1-095-10-002, item 21. 

Item 1460-1 is superseded by N1-095-10-002, item 22. 

Item 1460-2 is superseded by N1-095-10-002, item 23. 

Item 1470 is superseded by N1-095-12-004, item 1. 

Item 1500 is superseded by N1-095-10-004, item 24. 
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Item 1510 is superseded by N1-095-10-004, item 25. 

Items 1510-1, 1510-1-1, 1510-2, 1510-3, 1510-5, and 1510-7 are superseded by N1-095-10-006, item 4. 

Item 1510-2-1 is superseded by N1-095-10-002, item 24. 

Item 1510-4 is superseded by N1-095-10-006, item 5. 

Item 1520-1 is superseded by N1-095-10-002, item 25. 

Item 1530 is superseded by N1-095-10-002, item 26. 

Item 1540 is superseded by N1-095-10-004, item 26. 

Item 1550-5-1 is superseded by N1-095-10-004, item 33. 

Item 1550-6-1 is superseded by N1-095-10-002, item 27. 

Item 1560 is superseded by N1-095-10-002, item 30. 

Item 1580-1 is superseded by N1-095-10-006, item 8. 

Item 1580-2 is superseded by N1-095-10-002, item 34. 

Item 1580 is superseded by N1-095-10-002, item 35. 

Item 1580-2 is superseded by N1-095-10-002, item 36. 

Item 1600 is superseded by N1-095-10-004, item 41. 

Item 1610 is superseded by N1-095-10-004, item 42. 

Item 1620-3-1 is superseded by N1-095-10-004, item 47. 

Item 1620-5 is superseded by N1-095-10-004, item 50. 

Item 1630-1 is superseded by N1-095-10-002, item 37. 

Item 1640 is superseded by N1-095-10-004, item 55. 

Item 1640-1 is superseded by N1-095-98-001, item 2. 

Item 1640-1 and 1640-2 are superseded by N1-095-10-002, item 38. 

Item 1640-3 is superseded by N1-095-10-004, item 56. 

Item 1640-4 is superseded by N1-095-98-001, item 1. 

Item 1640-4 is superseded by N1-095-10-002, item 39. 

Item 1640-5 is superseded by N1-095-10-002, item 40. 

Item 1640-6 is superseded by N1-095-10-002, item 41. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 1640-7, 1640-7-1, 1640-7-2 are superseded by N1-095-10-002, item 42. 

Item 1640-7 is superseded by N1-095-10-002, item 43. 

Item 1640-8 and 1640-8-1 are superseded by N1-095-10-002, item 44. 

Item 1640-9 and 1640-9-1 are superseded by N1-095-10-002, item 45. 

Item 1650-1 is superseded by N1-095-10-002, item 46. 

Item 1650-4 is superseded by N1-095-10-002, item 47. 

Item 1650 is superseded by N1-095-10-002, item 48. 

Item 1650-3 is superseded by N1-095-10-002, item 49. 

Item 1650-2 is superseded by N1-095-10-002, item 50. 

Item 1680 is superseded by N1-095-10-004, item 57. 

Item 1680-1 is superseded by N1-095-10-004, item 58. 

Item 1680-1 is superseded by N1-095-10-002, item 53. 

Item 1680-3 is superseded by N1-095-10-002, item 54. 

Item 1690 is superseded by N1-095-10-004, item 59. 

Item 1690-1 is superseded by N1-095-10-002, item 58. 

Item 1690-2 is superseded by N1-095-10-004, item 60. 

Item 1690-3 is superseded by N1-095-10-002, item 55. 

Item 1690-4 is superseded by N1-095-10-002, item 56. 

Item 1690-5 is superseded by N1-095-10-002, item 57. 

Item 1700 is superseded by N1-095-10-004, item 61. 

Item 1720 is superseded by N1-095-10-004, item 62. 

Item 1730 is superseded by N1-095-10-004, item 63. 

Item 1730-1 is superseded by N1-095-10-004, item 64. 

Item 1750 is superseded by N1-095-10-004, item 65. 

Item 1760-1 is superseded by N1-095-10-004, item 66. 

Item 1760-1-1 is superseded by N1-095-10-004, item 67. 

Item 1760-1-2 is superseded by N1-095-10-002, item 59. 
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Item 1760-1-3 is superseded by N1-095-10-004, item 68. 

Item 1760-2 is superseded by N1-095-10-004, item 69. 

Item 1760-2-1 is superseded by N1-095-10-004, item 70. 

Item 1760-2-2 is superseded by N1-095-10-004, item 71. 

Item 1760-2-3 is superseded by N1-095-10-004, item 72. 

Item 1770 is superseded by N1-095-10-004, item 73. 

Item 1770-1 is superseded by N1-095-10-004, item 74. 

Item 1770-2 is superseded by N1-095-10-004, item 75. 

Item 1770-3 is superseded by N1-095-10-004, item 76. 

Item 1770-4 is superseded by N1-095-10-004, item 77. 

Item 1770-5 is superseded by N1-095-10-004, item 78. 

Item 1790 is superseded by N1-095-10-004, item 81. 

Item 1800 is superseded by N1-095-10-002, item 60. 

Item 1800-2 is superseded by N1-095-10-006, item 9. 

Item 1810 is superseded by N1-095-10-002, item 61. 

Item 1830 is superseded by N1-095-10-002, item 62. 

Item 1830-1 is superseded by N1-095-10-002, item 63. 

Item 1830-2 is superseded by N1-095-10-002, item 64. 

Item 1830-3 is superseded by N1-095-10-002, item 65. 

Item 1840 is superseded by N1-095-10-004, item 82. 

Item 1840-1 is superseded by N1-095-10-004, item 83. 

Item 1840-2 is superseded by N1-095-10-004, item 84. 

Item 1840-2-1 is superseded by N1-095-10-004, item 85. 

Item 1840-3 is superseded by N1-095-10-004, item 86. 

Item 1840-3-1 is superseded by N1-095-10-004, item 87. 

Item 1840-4 is superseded by N1-095-10-004, item 89. 

Item 1840-5 is superseded by N1-095-10-004, item 88. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 1840-5-1 is superseded by N1-095-10-002, item 67. 

Item 1840-7 is superseded by N1-095-10-002, item 66. 

Item 1840-8 is superseded by N1-095-10-002, item 68. 

Item 1850-1 is superseded by N1-095-10-006, item 10. 

Item 1850-4 is superseded by N1-095-10-006, item 11. 

Item 1850-7 is superseded by N1-095-10-002, item 69. 

Item 1850 is superseded by N1-095-10-004, item 90. 

Item 1850-3 is superseded by N1-095-10-004, item 91. 

Item 1850-3-1 is superseded by N1-095-10-004, item 92. 

Item 1850-5 is superseded by N1-095-10-004, item 93. 

Item 1850-6 is superseded by N1-095-10-004, item 94. 

Item 1860 is superseded by N1-095-10-004, item 95. 

Item 1860-1 is superseded by N1-095-10-004, item 96. 

Item 1860-1-1 is superseded by N1-095-10-004, item 97. 

Item 1860-2 is superseded by N1-095-10-004, item 98. 

Item 1860-3 is superseded by N1-095-10-004, item 99. 

Item 1860-4 is superseded by N1-095-10-002, item 71. 

Item 1860-4-1 is superseded by N1-095-10-004, item 100. 

Item 1860-5 is superseded by N1-095-10-004, item 101. 

Item 1860-6 is superseded by N1-095-10-004, item 102. 

Item 1860-7 is superseded by N1-095-10-002, item 70. 

Item 1900 is superseded by N1-095-10-004, item 103. 

Item 1910-4 is superseded by N1-095-10-004, item 119. 

Item 1910-5 is superseded by N1-095-10-006, item 12. 

Item 1910-7 is superseded by N1-095-10-002, item 72 and N1-095-10-004, item 105. 

Item 1920 is superseded by N1-095-10-006, item 14. 

Item 1920-1 is superseded by N1-095-10-006, item 15. 
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Item 1920-1-1 is superseded by N1-095-10-002, item 73. 

Item 1920-1-2 is superseded by N1-095-10-002, item 74. 

Item 1920-2-1 is superseded by N1-095-10-002, item 75. 

Item 1920-2-2 is superseded by N1-095-10-002, item 76. 

Item 1920-4 is superseded by N1-095-10-006, item 16. 

Item 1920-4-1 is superseded by N1-095-10-006, item 17. 

Item 1920-5 is superseded by N1-095-10-006, item 18. 

Item 1920-6 is superseded by N1-095-10-006, item 19. 

Item 1920-8 is superseded by N1-095-10-006, item 20. 

Item 1930 is superseded by N1-095-10-006, item 21. 

Item 1930-1 is superseded by N1-095-10-004, item 128. 

Item 1930-1-1 is superseded by N1-095-10-004, item 129. 

Item 1930-1-2 is superseded by N1-095-10-004, item 130. 

Item 1930-2 is superseded by N1-095-10-004, item 131. 

Item 1930-2-1 is superseded by N1-095-10-004, item 132. 

Item 1930-2-2 is superseded by N1-095-10-004, item 133. 

Item 1930-2-3 is superseded by N1-095-10-004, item 134. 

Item 1930-2-4 is superseded by N1-095-10-004, item 135. 

Item 1930-2-5 is superseded by N1-095-10-004, item 136. 

Item 1930-2-6 is superseded by N1-095-10-004, item 137. 

Item 1930-2-7 is superseded by N1-095-10-004, item 138. 

Item 1950 is superseded by N1-095-10-004, item 139. 

Item 1950-1 is superseded by N1-095-10-004, item 140. 

Item 1950-2 is superseded by N1-095-10-004, item 141. 

Item 1950-3 is superseded by N1-095-10-002, item 79. 

Item 1950-3-1 is superseded by N1-095-10-004, item 142. 

Item 1950-4 is superseded by N1-095-10-004, item 143. 
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Item 1950-4-1 is superseded by N1-095-10-004, item 144. 

Item 1950-4-2 is superseded by N1-095-10-004, item 145. 

Item 1950-5 is superseded by N1-095-10-004, item 146. 

Item 1960-2 is superseded by N1-095-10-002, item 80. 

Item 1960 is superseded by N1-095-10-002, item 81. 

Item 1970 is superseded by N1-095-10-002, item 82. 

Item 1990 is superseded by N1-095-10-002, item 83. 

Item 2060 is superseded by N1-095-10-002, item 84. 

Item 2130 is superseded by N1-095-10-002, item 85. 

Item 2200 is superseded by N1-095-10-004, item 149. 

Item 2200-3 is superseded by N1-095-10-002, item 86. 

Item 2210 is superseded by N1-095-10-004, item 150. 

Item 2210-1 is superseded by N1-095-10-006, item 26. 

Item 2230-1 is superseded by N1-095-10-006, item 27. 

Item 2230-1-1 is superseded by N1-095-10-004, item 153. 

Item 2240 is superseded by N1-095-10-004, item 154. 

Item 2240-1 is superseded by N1-095-10-002, item 90. 

Item 2240-2 is superseded by N1-095-10-004, item 155. 

Item 2240-2-1 is superseded by N1-095-10-002, item 88. 

Item 2240-3 is superseded by N1-095-10-002, item 89. 

Item 2250 is superseded by N1-095-10-004, item 156. 

Item 2250-1 is superseded by N1-095-10-006, item 29. 

Item 2250-2 is superseded by N1-095-10-002, item 91. 

Item 2260 is superseded by N1-095-10-004, item 157. 

Item 2270 is superseded by N1-095-10-006, item 31. 

Item 2310-1 is superseded by N1-095-10-002, item 96. 

Item 2310 is superseded by N1-095-10-002, item 97. 
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Item 2310-2 is superseded by N1-095-10-004, item 160. 

Item 2320-1 is superseded by N1-095-10-002, item 98. 

Item 2320 is superseded by N1-095-10-002, item 99. 

Item 2330-3 is superseded by N1-095-10-002, item 100. 

Item 2340 is superseded by N1-095-10-004, item 164. 

Item 2340-1 is superseded by N1-095-10-004, item 165. 

Item 2350-1 is superseded by N1-095-10-004, item 168. 

Item 2350-2 is superseded by N1-095-10-002, item 101. 

Item 2350-3 is superseded by N1-095-10-002, item 102. 

Item 2350-4 is superseded by N1-095-10-002, item 103. 

Item 2360 is superseded by N1-095-10-004, item 169. 

Item 2360-1 is superseded by N1-095-10-006, item 32. 

Item 2360-2 is superseded by N1-095-10-004, item 172. 

Item 2360-3 is superseded by N1-095-10-004, item 170. 

Item 2360-4 is superseded by N1-095-10-004, item 171. 

Item 2360-5 is superseded by N1-095-10-004, item 173. 

Item 2360-6 is superseded by N1-095-10-004, item 174. 

Item 2370 is superseded by N1-095-10-002, item 104. 

Item 2380 is superseded by N1-095-10-002, item 105. 

Item 2380-1 is superseded by N1-095-10-004, item 175. 

Item 2400 is superseded by N1-095-10-004, item 179. 

Item 2400 is superseded by N1-095-10-002, item 106. 

Item 2400-1 is superseded by N1-095-10-006, item 33. 

Item 2410 and 2410-1 is superseded by N1-095-10-002, item 107. 

Item 2410 is superseded by N1-095-10-002, item 108. 

Item 2430-2-3 and 2430-3 is superseded by N1-095-10-004, item 188. 

Item 2430-2 is superseded by N1-095-10-004, item 189. 
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Item 2430-2-1 is superseded by N1-095-10-004, item 190. 

Item 2430-2-2 is superseded by N1-095-10-004, item 191. 

Item 2430-1 is superseded by N1-095-10-004, item 192. 

Item 2430-3 and 2430-4 is superseded by N1-095-10-004, item 193. 

Item 2430-5 is superseded by N1-095-10-004, item 194. 

Item 2440 is superseded by N1-095-10-004, item 195. 

Item 2440-1 is superseded by N1-095-10-004, item 196. 

Item 2440-2 is superseded by N1-095-10-004, item 198. 

Item 2440-3 is superseded by N1-095-10-004, item 197. 

Item 2400-4 is superseded by N1-095-10-006, item 34. 

Item 2420-5 is superseded by N1-095-10-006, item 36. 

Item 2430 is superseded by N1-095-10-006, items 37 and 38. 

Item 2430-2-3 is superseded by N1-095-10-006, item 39. 

Item 2440-4 is superseded by N1-095-10-004, item 199. 

Item 2450 is superseded by N1-095-10-006, items 40 and 41. 

Item 2450-1 is superseded by N1-095-10-004, item 201. 

Item 2450-2 is superseded by N1-095-10-004, item 200. 

Item 2450-3 is superseded by N1-095-10-004, item 202. 

Item 2450-4 is superseded by N1-095-10-004, item 203. 

Item 2460 is superseded by N1-095-10-004, item 204. 

Item 2460-1 is superseded by N1-095-10-004, item 205. 

Item 2460-2 is superseded by N1-095-10-002, item 109. 

Item 2470-1 is superseded by N1-095-10-006, item 42. 

Item 2480 is superseded by N1-095-10-002, item 110. 

Item 2500 is superseded by N1-095-10-002, item 111. 

Item 2510 is superseded by N1-095-10-004, item 216. 

Item 2510-1 is superseded by N1-095-10-004, item 217. 
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Item 2510-3 is superseded by N1-095-10-002, item 112. 

Item 2520 is superseded by N1-095-10-004, item 218. 

Item 2520-3 is superseded by N1-095-10-004, item 219. 

Item 2530 is superseded by N1-095-10-004, item 226. 

Item 2540-2c is superseded by N1-095-10-006, item 44. 

Item 2540-1-2 is superseded by N1-095-10-002, item 114. 

Item 2540-2a, 2540-2b, and 2540-2 are superseded by N1-095-10-002, item 113. 

Item 2550 is superseded by N1-095-10-004, item 233. 

Item 2550-1 is superseded by N1-095-10-006, item 50. 

Item 2550-1 and 2550-2 is superseded by N1-095-10-006, item 49. 

Item 2600 is superseded by N1-095-10-006, item 51. 

Item 2610 is superseded by N1-095-10-004, item 234. 

Item 2620 is superseded by N1-095-10-004, item 235. 

Item 2620-1 is superseded by N1-095-10-006, item 52. 

Item 2620-3 is superseded by N1-095-10-004, item 238. 

Item 2630 is superseded by N1-095-10-006, item 53. 

Item 2630-1 is superseded by N1-095-10-004, item 239. 

Item 2630-3 is superseded by N1-095-10-006, item 54. 

Item 2640 is superseded by N1-095-10-004, item 240. 

Item 2640-1 is superseded by N1-095-10-004, item 241. 

Item 2650 is superseded by N1-095-10-006, item 55. 

Item 2650-1 is superseded by N1-095-10-004, item 242. 

Item 2660 is superseded by N1-095-10-004, item 243. 

Item 2660-1 is superseded by N1-095-10-006, item 57. 

Item 2670 is superseded by N1-095-10-004, item 244. 

Item 2670-2 is superseded by N1-095-10-002, item 115. 

Item 2670-3 is superseded by N1-095-10-002, item 116. 
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Item 2670-4 is superseded by N1-095-10-004, item 245. 

Item 2670-5 is superseded by N1-095-10-004, item 246. 

Item 2670-6 is superseded by N1-095-10-002, item 117. 

Item 2680 is superseded by N1-095-10-002, item 118. 

Item 2700 is superseded by N1-095-10-002, item 119. 

Item 2710 is superseded by N1-095-10-002, item 120. 

Item 2710-1 is superseded by N1-095-10-006, item 58. 

Item 2720 is superseded by N1-095-10-002, item 121. 

Item 2720-1 is superseded by N1-095-10-004, item 247. 

Item 2720-2 is superseded by N1-095-10-002, item 123. 

Item 2720-2-1 is superseded by N1-095-10-002, item 122. 

Item 2720-3 is superseded by N1-095-10-004, item 250. 

Item 2730-2 is superseded by N1-095-10-002, item 124. 

Item 2760-1 is superseded by N1-095-10-002, item 125. 

Item 2760-2 is superseded by N1-095-10-002, item 126. 

Item 2760 is superseded by N1-095-10-004, item 258. 

Item 2770 is superseded by N1-095-10-004, item 259. 

Item 2780 is superseded by N1-095-10-002, item 128. 

Item 2790 is superseded by N1-095-10-002, item 129. 

Item 2800 is superseded by N1-095-10-002, item 130. 

Item 2810 is superseded by N1-095-10-002, item 131. 

Item 2810-1 is superseded by N1-095-10-002, item 132. 

Item 2810-2 is superseded by N1-095-10-002, item 133. 

Item 2810-3 is superseded by N1-095-10-002, item 134. 

Item 2810-4 is superseded by N1-095-10-002, item 135. 

Item 2820 is superseded by N1-095-10-006, item 59. 

Item 2830 is superseded by N1-095-10-006, item 60. 
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As of 8/10/2022 N1-095-88-002 

 

Item 2830 and 2830-2 are superseded by N1-095-10-002, item 137. 

Item 2850 is superseded by N1-095-10-006, item 61. 

Item 2850-1 is superseded by N1-095-10-004, item 265. 

Item 2880 is superseded by N1-095-10-004, item 266. 

Item 2880-2 is superseded by N1-095-10-004, item 267. 

Item 3000-1 is superseded by N1-095-10-002, item 138. 

Item 3000-3 is superseded by N1-095-10-002, item 140. 

Item 3110 is superseded by N1-095-10-006, item 63. 

Item 3110-1 is superseded by N1-095-10-002, item 142. 

Item 3110-2 is superseded by N1-095-10-002, item 143. 

Item 3110-2 is superseded by N1-095-95-001, item 1. 

Item 3110-3 is superseded by N1-095-10-002, item 144. 

Item 3120 is superseded by N1-095-10-004, item 274. 

Item 3130 is superseded by N1-095-10-004, item 275. 

Item 3150 is superseded by N1-095-10-004, item 278. 

Item 3170 is superseded by N1-095-10-004, item 279. 

Item 3170-1 is superseded by N1-095-10-004, item 280. 

Item 3220-2-1 is superseded by N1-095-10-004, item 291. 

Item 3220-3 is superseded by N1-095-10-004, item 293. 

Item 3230 is superseded by N1-095-10-004, item 295. 

Item 3240 is superseded by N1-095-10-004, item 296. 

Item 3250 is superseded by N1-095-10-004, item 297. 

Item 3260 is superseded by N1-095-10-004, item 298. 

Item 3300 is superseded by N1-095-10-002, item 145. 

Item 3310 is superseded by N1-095-10-002, item 146. 

Item 3320-1 is superseded by N1-095-10-002, item 147. 

Item 3320 is superseded by N1-095-10-002, item 148. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 3350 is superseded by N1-095-10-002, item 149. 

Item 3400 is superseded by N1-095-10-002, item 150. 

Item 3410 is superseded by N1-095-10-004, item 299. 

Item 3420 is superseded by N1-095-10-004, item 300. 

Item 3430 is superseded by N1-095-10-004, item 301. 

Item 3440 is superseded by N1-095-10-004, item 302. 

Item 3450 is superseded by N1-095-10-004, item 303. 

Item 3450-1 is superseded by N1-095-10-002, item 151. 

Item 3450-1-1 is superseded by N1-095-10-002, item 152. 

Item 3450-1-2 is superseded by N1-095-10-002, item 153. 

Item 3500 is superseded by N1-095-10-002, item 154. 

Item 3510 is superseded by N1-095-10-004, item 304. 

Item 3510-1 is superseded by N1-095-10-004, item 305. 

Item 3510-2 is superseded by N1-095-10-002, item 155. 

Item 3520 is superseded by N1-095-10-004, item 306. 

Item 3520-1 is superseded by N1-095-10-002, item 156. 

Item 3530 is superseded by N1-095-10-004, item 307. 

Item 3530-1 is superseded by N1-095-10-002, item 157. 

Item 3540 is superseded by N1-095-10-004, item 308. 

Item 3540-1 is superseded by N1-095-10-002, item 158. 

Item 3560 is superseded by N1-095-10-002, item 159. 

Item 3570 is superseded by N1-095-10-004, item 309. 

Item 3600 is superseded by N1-095-10-004, item 310. 

Item 3620 is superseded by N1-095-10-002, item 160. 

Item 3620-1 is superseded by N1-095-10-002, item 161. 

Item 3620-2 is superseded by N1-095-10-006, item 65. 

Item 3620-2-1 is superseded by N1-095-10-004, item 312. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 3700 is superseded by N1-095-10-004, item 313. 

Item 3710-1 is superseded by N1-095-10-010, item 11. 

Item 3900 is superseded by N1-095-10-004, item 314. 

Item 3900-1 is superseded by N1-095-10-004, item 315. 

Item 3900-2 is superseded by N1-095-10-004, item 316. 

Item 4000 is superseded by N1-095-12-004, item 2. 

Item 4000-2 is superseded by N1-095-12-001, item 1. 

Item 4060-1 is superseded by N1-095-12-002, item 1. 

Item 4060-1 is superseded by N1-095-12-004, item 3. 

Item 4060-3 is superseded by N1-095-12-004, item 4. 

Item 4060-4 is superseded by N1-095-12-002, item 2. 

Item 4060 is superseded by N1-095-12-002, item 3. 

Item 4070 is superseded by N1-095-12-004, item 5. 

Item 4080 is superseded by N1-095-12-002, item 4. 

Item 4080-1 is superseded by N1-095-12-004, item 7. 

Item 4080-2 is superseded by N1-095-12-004, item 6. 

Item 4080-3 is superseded by N1-095-12-004, item 8. 

Item 4100 is superseded by N1-095-12-004, item 9. 

Item 4110-1-2 is superseded by N1-095-12-004, item 10. 

Item 4110 is superseded by N1-095-12-004, item 11. 

Item 4110-1-1 is superseded by N1-095-12-004, item 12. 

Item 4110-2 is superseded by N1-095-12-001, item 2. 

Item 4110-1-3 is superseded by N1-095-12-001, item 3. 

Item 4200 is superseded by N1-095-12-004, item 13. 

Item 4210-1-2 is superseded by N1-095-12-004, item 14. 

Item 4210 is superseded by N1-095-12-004, item 15. 

Item 4210-1-1 is superseded by N1-095-12-004, item 16. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 4210-1-3 is superseded by N1-095-12-001, item 5. 

Item 4210-2 is superseded by N1-095-12-001, item 4. 

Item 4300 is superseded by N1-095-12-004, item 17. 

Item 4310 is superseded by N1-095-12-004, item 19. 

Item 4310-1-1 is superseded by N1-095-12-004, item 20. 

Item 4310-1-2 is superseded by N1-095-12-004, item 18. 

Item 4310-2 is superseded by N1-095-12-001, item 6. 

Item 4310-1-3 is superseded by N1-095-12-001, item 7. 

Item 4310-3 is superseded by N1-095-12-004, item 21. 

Item 4310-3-1 is superseded by N1-095-12-004, item 22. 

Item 4400 is superseded by N1-095-12-004, item 23. 

Item 4410 is superseded by N1-095-12-004, item 25. 

Item 4410-1-1 is superseded by N1-095-12-004, item 26. 

Item 4410-1-2 is superseded by N1-095-12-004, item 24. 

Item 4410-1-3 is superseded by N1-095-12-001, item 9. 

Item 4410-2 is superseded by N1-095-12-001, item 8. 

Item 4500 is superseded by N1-095-12-004, item 27. 

Item 4510 is superseded by N1-095-12-004, item 29. 

Item 4510-1-1 is superseded by N1-095-12-004, item 30. 

Item 4510-1-2 is superseded by N1-095-12-004, item 28. 

Item 4510-1-3 is superseded by N1-095-12-001, item 11. 

Item 4510-2 is superseded by N1-095-12-001, item 10. 

Item 4700 is superseded by N1-095-12-004, item 35. 

Item 4710 is superseded by N1-095-12-004, item 37. 

Item 4710-1-1 is superseded by N1-095-12-004, item 38. 

Item 4710-1-2 is superseded by N1-095-12-004, item 36. 

Item 4710-1-3 is superseded by N1-095-12-001, item 15. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 4710-2 is superseded by N1-095-12-001, item 14. 

Items 4800 and 4810 are superseded by N1-095-12-004, item 31. 

Items 4810-1 and 4810-3 are superseded by N1-095-12-004, item 33. 

Item 4810-1-1 is superseded by N1-095-12-004, item 34. 

Item 4810-1-2 is superseded by N1-095-12-004, item 32. 

Item 4810-2 is superseded by N1-095-12-001, item 12. 

Item 4810-1-3 is superseded by N1-095-12-001, item 13. 

Item 4820 is superseded by N1-095-12-004, item 43. 

Item 4820-1-2 is superseded by N1-095-12-004, item 44. 

Item 4820-1 is superseded by N1-095-12-004, item 45. 

Item 4820-1-1 is superseded by N1-095-12-004, item 46. 

Item 4910-2 is superseded by N1-095-12-001, item 16. 

Item 4910-1-3 is superseded by N1-095-12-001, item 17. 

Item 4820-2 is superseded by N1-095-12-001, item 18. 

Item 4820-1-3 is superseded by N1-095-12-001, item 19. 

Item 4900 is superseded by N1-095-12-004, item 39. 

Item 4910-1-2 is superseded by N1-095-12-004, item 40. 

Item 4910 is superseded by N1-095-12-004, item 41. 

Item 4910-1-1 is superseded by N1-095-12-004, item 42. 

Item 5120 is superseded by N1-095-10-010, item 18. 

Item 5120-1 is superseded by N1-095-10-010, item 17. 

Item 5120-3 is superseded by N1-095-10-009, item 1. 

Item 5120-3-1 is superseded by N1-095-10-010, item 16. 

Item 5160 is superseded by N1-095-10-010, item 29. 

Item 5170 is superseded by N1-095-10-010, item 31. 

Item 5170-1 is superseded by N1-095-10-010, item 30. 

Item 5300 is superseded by N1-095-10-009, item 2. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 5310 is superseded by N1-095-10-009, item 3. 

Items 5320 and 5320-3 are superseded by N1-095-10-009, item 4. 

Items 5320, 5320-1, 5320-2, 5320-3, 5320-4, 5320-5, and 5320-6 are superseded by N1-095-10-009, 

item 7. 

Item 5320-1 is superseded by N1-095-10-009, item 5. 

Item 5320-2 is superseded by N1-095-10-009, item 6. 

Item 5340 is superseded by N1-095-10-009, item 9. 

Item 5340-1 is superseded by N1-095-10-009, item 8. 

Item 5350 is superseded by N1-095-10-009, item 10. 

Item 5360 is superseded by N1-095-10-009, item 11. 

Item 5380 is superseded by N1-095-10-009, item 13. 

Item 5400 is superseded by N1-095-10-010, item 35. 

Item 5400-3 is superseded by N1-095-10-010, item 36. 

Item 5410 is superseded by N1-095-10-010, item 37. 

Item 5430-2 is superseded by N1-095-10-010, item 43. 

Item 5440-2 is superseded by N1-095-10-010, item 47. 

Item 5450-1 is superseded by N1-095-10-009, item 14. 

Item 5450 is superseded by N1-095-10-009, item 15. 

Item 5450-2 is superseded by N1-095-10-009, item 16. 

Item 5460-3 is superseded by N1-095-10-009, item 17. 

Item 5470-2 is superseded by N1-095-10-009, item 18. 

Item 5460-2 is superseded by N1-095-10-010, item 49. 

Item 5460-4 is superseded by N1-095-10-010, item 51. 

Item 5470 is superseded by N1-095-10-010, item 53. 

Item 5480 is superseded by N1-095-10-010, item 54. 

Item 5480-2 is superseded by N1-095-10-010, item 55. 

Item 5500 is superseded by N1-095-10-009, item 19. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 5510 is superseded by N1-095-10-010, item 56. 

Item 5510-2 is superseded by N1-095-10-010, item 57. 

Item 5540 is superseded by N1-095-10-007, item 2. 

Item 5570-1 is superseded by N1-095-10-010, item 59. 

Item 5590 is superseded by N1-095-10-010, item 61. 

Item 5580 is superseded by N1-095-10-009, item 20. 

Item 5590 is superseded by N1-095-10-009, item 21. 

Item 5710 is superseded by N1-095-10-009, item 23.  

Item 5720 is superseded by N1-095-10-009, item 24. 

Item 6360 is superseded by N1-095-10-010, item 67. 

Item 6370-1 is superseded by N1-095-10-007, item 4. 

Item 6400 is superseded by N1-095-10-010, item 68. 

Item 6410-2-1 is superseded by N1-095-10-010, item 73. 

Item 6410-2 and 6410-2-1 are superseded by N1-095-10-010, item 74. 

Item 6410-4 is superseded by N1-095-10-010, item 69. 

Item 6410-4-1 is superseded by N1-095-10-010, item 70. 

Item 6410-4-2 is superseded by N1-095-10-010, item 71. 

Item 6410-6 is superseded by N1-095-10-010, item 75. 

Item 6410-7 is superseded by N1-095-10-010, item 72. 

Item 6440-1 is superseded by N1-095-10-009, item 28. 

Item 6440 is superseded by N1-095-10-010, item 80. 

Item 6440-1-1 is superseded by N1-095-10-010, item 81. 

Item 6440-2-1 is superseded by N1-095-10-010, item 82. 

Item 6440-3 is superseded by N1-095-10-010, item 84. 

Item 6440-4 is superseded by N1-095-10-010, item 83. 

Item 6500 is superseded by N1-095-10-010, item 87. 

Item 6500-2 is superseded by N1-095-10-009, item 29. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 6500-3 is superseded by N1-095-10-010, item 88. 

Item 6500-4-3 is superseded by N1-095-10-010, item 93. 

Item 6510 is superseded by N1-095-10-010, item 92. 

Item 6530 is superseded by N1-095-10-009, item 30. 

Item 6540 is superseded by N1-095-10-009, item 31. 

Item 6550-1 is superseded by N1-095-10-010, item 96. 

Item 6550-3 is superseded by N1-095-10-010, item 98. 

Item 6550-4-2 is superseded by N1-095-10-010, item 101. 

Item 6550-6 is superseded by N1-095-10-010, item 97. 

Item 6580 is superseded by N1-095-10-009, item 32. 

Item 6600 is superseded by N1-095-10-010, item 105. 

Item 6600-1 is superseded by N1-095-10-010, item 103. 

Item 6600-1-1 is superseded by N1-095-10-010, item 109. 

Item 6600-1-2 is superseded by N1-095-10-009, items 33 and 34. 

Item 6600-1-2 is superseded by N1-095-10-010, item 128. 

Item 6600-2 is superseded by N1-095-10-010, item 107. 

Item 6600-2 is superseded by N1-095-10-010, item 117. 

Item 6600-2-1 is superseded by N1-095-10-010, item 110. 

Item 6600-2-1 is superseded by N1-095-10-010, item 119. 

Item 6600-2-2 is superseded by N1-095-10-010, item 102. 

Item 6600-2-2 is superseded by N1-095-10-010, item 122. 

Item 6600-2-3 is superseded by N1-095-10-010, item 104. 

Item 6600-2-3 is superseded by N1-095-10-010, item 123. 

Item 6600-3 is superseded by N1-095-10-010, item 108. 

Item 6600-3-1 is superseded by N1-095-10-010, item 106. 

Item 6610 is superseded by N1-095-10-010, item 115. 

Item 6610-1 is superseded by N1-095-10-010, item 118. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 6610-1-1 is superseded by N1-095-10-010, item 112. 

Item 6610-2-3 is superseded by N1-095-10-009, item 35. 

Item 6610-3 is superseded by N1-095-10-010, item 113. 

Item 6610-5 is superseded by N1-095-10-010, item 127. 

Item 6610-5-1 is superseded by N1-095-10-010, item 125. 

Item 6610-5-2 is superseded by N1-095-10-010, item 120. 

Item 6610-5-6 is superseded by N1-095-10-010, item 121. 

Item 6610-6-1 is superseded by N1-095-10-010, item 126. 

Item 6610-6-2 is superseded by N1-095-10-010, item 111. 

Item 6610-6-3 is superseded by N1-095-10-010, item 116. 

Item 6610-6-4 is superseded by N1-095-10-010, item 124. 

Item 6610-6-7 is superseded by N1-095-10-010, item 114. 

Item 6620 is superseded by N1-095-10-010, item 131. 

Item 6620-1 is superseded by N1-095-10-010, item 13 

Item 6620-2 is superseded by N1-095-10-009, item 37. 

Item 6620-2-1 is superseded by N1-095-10-010, item 130. 

2. 

Item 6620-2-2 is superseded by N1-095-10-009, item 36. 

Item 6620-3 is superseded by N1-095-10-010, item 133. 

Item 6620-4 is superseded by N1-095-10-010, item 129. 

Item 6630 is superseded by N1-095-10-010, item 137. 

Item 6630-1 is superseded by N1-095-10-010, item 138. 

Item 6630-2 is superseded by N1-095-10-009, item 40. 

Item 6630-3 is superseded by N1-095-10-010, item 136. 

Item 6630-4 is superseded by N1-095-10-009, item 38. 

Item 6630-4-1 is superseded by N1-095-10-009, item 39. 

Item 6630-5 is superseded by N1-095-10-010, item 134. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 8/10/2022 N1-095-88-002 

 

Item 6630-6 is superseded by N1-095-10-010, item 135. 

Item 6630-7 is superseded by N1-095-10-010, item 139. 

Item 6720 is superseded by N1-095-10-010, item 145. 

Item 6730 is superseded by N1-095-10-010, item 147. 

Item 6730-1 is superseded by N1-095-10-010, item 146. 

Item 7130-1 is superseded by N1-095-10-010, item 76. 

Item 7130-2 is superseded by N1-095-10-010, item 78. 

Item 7130-3 is superseded by N1-095-10-010, item 79. 

Item 7130-5 is superseded by N1-095-10-010, item 77. 

Item 7140-1-1 and 7140-1-2 are superseded by N1-095-10-009, item 46. 

Item 7140-2-1 is superseded by N1-095-10-009, item 52. 

Item 7140-5-1 is superseded by N1-095-10-009, item 49. 

Item 7140-5-3 is superseded by N1-095-10-009, item 48. 

Item 7140-5-4 is superseded by N1-095-10-009, item 51. 

Item 7140-5-7 is superseded by N1-095-10-009, item 50. 

Item 7150-1 is superseded by N1-095-10-007, item 8. 

Item 7180 is superseded by N1-095-10-009, item 55. 

Item 7310-2 is superseded by N1-095-10-009, item 56. 

Item 7310-1 is superseded by N1-095-10-009, item 57. 

Item 7320-1 is superseded by N1-095-10-009, item 58. 

Item 7400a&b are superseded by N1-095-10-009, item 59. 

Item 7400-1 is superseded by N1-095-10-009, item 60. 

Item 7420-1 is superseded by N1-095-10-009, item 65. 

Item 7430-1 is superseded by N1-095-10-009, item 66. 

Item 7440 is superseded by N1-095-10-009, item 67. 

Item 7450 is superseded by N1-095-10-009, item 68. 

Item 7490-1 is superseded by N1-095-10-009, item 72. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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As of 8/10/2022 N1-095-88-002 

 

Item 7510-3 is superseded by N1-095-10-009, item 73. 

Item 7510-2 is superseded by N1-095-10-009, item 74. 

Item 7510-1 is superseded by N1-095-10-009, item 75. 

Item 7520 is superseded by N1-095-10-009, item 76. 

Item 7540 is superseded by N1-095-10-009, item 77. 

Item 7570-3 is superseded by N1-095-10-009, item 78. 

Items 7710, 7710-5-1, 7710-5-2, 7710-5-3, and 7710-5-4 are superseded by N1-095-10-009, item 81. 

Item 7110-4 is superseded by N1-095-10-010, item 150. 

Item 7110-2-1, 7110-2-2, and 7110-2-3 are superseded by N1-095-10-010, item 152. 

Item 7110, 7110-1, 7110-2, 7110-3, 7110-5, 7110-5-1, 7110-5-2, 7110-5-3, 7110-5-4, 7110-5-5, and 

7110-5-6 are superseded by N1-095-10-010, item 153. 

Item 7130-7 is superseded by N1-095-10-010, item 162. 

Item 7130-8 is superseded by N1-095-10-010, item 163. 

Item 7140-4 is superseded by N1-095-10-010, item 164. 

Item 7140-4-1 is superseded by N1-095-10-010, item 165. 

Item 7140-1 is superseded by N1-095-10-010, item 166. 

Item 7140-8 is superseded by N1-095-10-010, item 167. 

Item 7140-9 is superseded by N1-095-10-010, item 168. 

Item 7140-9-1 is superseded by N1-095-10-010, item 169. 

Item 7140 is superseded by N1-095-10-010, item 170. 

Item 7140-6 is superseded by N1-095-10-010, item 171. 

Item 7140-8-1 and 7140-8-2 are superseded by N1-095-10-010, item 172. 

Item 7140-3 is superseded by N1-095-10-010, item 173. 

Item 7140-5 is superseded by N1-095-10-010, items 174 and 175. 

Item 7140-7 is superseded by N1-095-10-010, item 176. 

Item 7140-3-1 is superseded by N1-095-10-010, item 177. 

Item 7140-2 is superseded by N1-095-10-010, item 178. 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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Item 7160-3 is superseded by N1-095-10-010, item 185. 

Item 7170 is superseded by N1-095-10-010, item 186.
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6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters perta1nmg to the disposal of the agency's records, 
that the records proposed for disposal 1n this Request of ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accourt1ng Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or ~ 1s unnecessary 

B DATE 

3/10/88 Mary H. Davis Records Managerrent Officer 

7 
ITEM 
NO 

115-108 

8 DESCPIPTION OF ITEM 
(With Inclusiue Dates or Retention Perwds) 

Forest Service request approval for a conprehensive 
retention schedule and a single disposal authority to cover 
records created and maintained Service-wide under file series 
1010-7730. 'Ihe itemized Jab and it:Em numbers and General 
Records Schedule references appearing next to each file 
designation are curEently approved by the National Arclu.ves. 

last corrprehensive schedule was approved under NN-166-136 
n March 6, 1966. This schedule supersedes the enclosed job 
umbers. 

NSN 7540-00-634-4064 

9 GRSOR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

STANDARD FORM 115 (REV 8·83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11 4 
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CHAPTER 40 - FILE DESIGNATIONS AND DISPOSITION 

~ - Def1n1t1ons. (See also sec. 30.5.) 

1. All Off1ces. The term "Offices" refers to each organi­
zational unit such as the Washington Office, Regional Office, 
(including Supervisor's Office, Ranger District and similar 
units), Stations (including Research Work Units), and Area; and 
subunits such as a Staff in the Washington Office or the 
Regional Office, or a Research Work Unit within a Station's 
Headquarters. The disposition instructions apply only to those 
organizational units and subunits responsible for maintaining 
documents that are records material for their program area(s), 
office operations, or require a response. (See section 24.5). 

2. All Other Offices. When specific instructions are given 
to only one organizational unit (for example, the Washington 
Offic~), the remaining or "other" organizational units (Regional 
Office, Experiment Stations, Supervisor's Office, and Ranger 
District) are collectively given different instructions for 
disposing of the same documents. The disposition instructions 
apply only to those organizational units and subunits respon­
sible for maintaining documents that are records material for 
their program area(s), office operations, or require a response. 
(See section 24.5). 

3. Block. Transfer of a series of records covering a . 
specified period of time, such as a 5-year (1980-85) or 10-year•~. 
(1980-90) block. 

4. Cut-Off. Terf¥nation of a file at regular intervals to 
facilitate continuous disposal or transfer (also called 
"f1lebreak"). 

5. Deleted. File designation is removed from the filing 
system. 

0 

6 • .H.LA. Not applicable. Documents on the subJect matter 
are never received or generated at that organizational level. 

7. Offer to NARA When 20 Years Old. This term provides 
direction to the federal records centers when to offer stored 
records to the National Archives. 

8 • .lL..!l. A 3-month (one quarter) retention period. 

9. Or1g1nat1ns Off1ce. The disposition 1nstruct1ons apply 
only to the unit or subunit which or1g1nates particular studies, 
reports, audio-visual products or other records materials. 

*-FSH 1/88 AMEND 40-* 
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10. f. Stands for permanent records. 

11. "See Note." Directs reader to the "Note" under the 
description of the file designationt giving additional instruc­
tions not addressed in the retention columns. 

12. ll, Unscheduled recordst having no approved disposi­
tion authority, and cannot be destroyed or shipped to a Federal 
records center for storage unless special authority is received 
from the Washington Office. 

13. "When Adm1n1strat1ve Use Ceases." Time identified by 
office personnel when particular records are no longer needed 
and can be destroyed (also termed, "when local need ceases") . 

.!ll - FILE PLAN FOR FILE DESIGNATIONS AND RETENTION PERIODS. 
Organize all Forest Service material according to the file plan 
1n section 41, which provides primary, secondary, and tertiary 
filing levels by file designation and retention periods for 
records. Refer to chapters 20 and 30 for more information on 
filing and d1sposit1on of records. 

*-FSH 1/88 AMEND 40-* 
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N L~q ,;--t'1-':i 
~, 1010 Laws, Regulations, and Orders (Includes 

general correspondence notifying units of 
new laws, regulations, and orders; also 
s1gn1f1cant correspondence such as that 
initiated by the Forest Service or by 
external agencies (Office of General 
Counsel, Office of Budget and Management, 
Department of Justice, and so forth) that 
interprets or clarifies new and existing 
laws, regulations, and orders. File 
written comments from OGC on specific 
rules initiated within the Forest Service 
in the 1010-2-1 Rulemaking. Also file 
correspondence on rules and regulations 
proposed by other agencies under 
1010-2-2.) Establish case files as 
needed, and apply retention period when 
the file 1s closed • 

.N.Q.t.e: HQ: Destroy records when 10 years 
old or no longer needed for admlllis-
tra ti ve use. 

This file designation was previously 
1020. File records under the appropriate 
secondary or tertiary code 1n this 
series. 

1 Federal Register Liaison (Includes 
general correspondence, records related 
to yearend reports, instructions on the 
preparation of all types of Federal 
Register documents, and other activities 
carrier out by the Federal" Register 
Officer.) 

*-FSH 1/88 AMEND 40-* 
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1010 

2 Regulations (Includes general corres­
pondence related to Office of Management 
and Budget review of rules and depart­
mental directives on procedures on 
rulem~king; correspondence not related to 
a specific rule proposal; suggestions for 
revisions of rules from the general 
public or field units; records related to 
the regulatory program and agenda.) 
Establish subJect folders as needed. 

Rulelll1'lking (Case files on each proposed 
and final rule developed by Forest 
Service, and each review of an existing 
regulation. Contains file copies of all 
rule documents submitted to the Federal 
Register, background data on which the 
proposed and final regulation is based, 
analysis conducted on the rule, coo:ments 
received from the public, transcripts of 
any !Jleetings or hearings on the rule, and 
any other data considered in the promul­
gation of the final rule. See FSM 1013.) 

~: .Qr.idnating Staff: (Official 
.E.i~- Transfer closed file to 
the FRC 1n 5-year blocks. Offer to NARA 
when 20 years old. 

AlLP.ther Offices: Duplicate records. 
Destroy when reference value ceases • 

• 
Rules Proposed By Other Agencies 
(Includes Forest Service comments on 
rules proposed by other agencies.) 
Establish case files as needed, and apply 
the retention period when the file is 
closed. 

*-FSH 1/88 AMEND 40-* 
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1010 

Federal Register Policy Notices 
(Includes correspondence and file copies 
of all Notice documents including papers 
showing rationale, Justification, and 
analysis leading up to the policy sub­
mitted to the Federal Register about 
pending FS policies and correspondence 
related to 0MB review of policy.) Estab­
lish case files, as needed, on proposed 
and final Notices. Apply retention 
period after case file is closed • 

..NQj&: 0ngwat1ng Office: Permanent. 
Transfer to FRC in 5-year blocks. Offer 
to NARA when 20 years old. 

All other Offices: Duplicate records. 
Destroy when reference value ceases. 

3-1 Federal Register Routine Notices (Includes 
notices of meetings, availability of 
publications, notices of management 

iJIV -)le,{, _ 13 '- decisions, and so forth.) 

~►1e 1030 Forest Service Mission (Do not use 
-.-dt use for material which can be classified 

under a specific subject.) 
tJt,,f-q~ 11--i 

n--r:-- 1. 100 Directives (Includes general 
\.P{;?vL µ I correspondence. ) 

AJlJ-'/fi'-1t'-7 
iv 1 Record Copies (Record copy of directives 
,§t'//'K.jl / issuance or amendments, interim 

directives and related material. Case 
file numerically by title and amendment 
numbers. Files should contain a printed 
copy of new or revised material and a 
copy of superseded material.) 

.NQ.t.e.: Originating Offices (WO Directives 
Section, Information Systems Staff, and 
field units): 

*-FSH 1/88 AMEND 40-* 
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RETENTION 
,u~ ~RI9R .... ,.. 

1100-1 

PERMANENT: Transfer records to 
FRC 2 years after issuance. 
Offer records to NARA 25 years 
after issuance. 
All Other Offices (WO and field 
units): 
Retain duplicate copy of manu­
scripts in office. Destroy l 
year after issuance. Do not 
send to FRC. 

Directive system components 
(Correspondence and related 
records on policies and respon-
sibilities for establishment of 
directives and the design, main­
tenance, and improvement of the 
directive system.) 

1120 Directive Writing, Preparation, 
and clearance (Correspondence 
and records relating to direc­
tive system training and direc-

~#'/ 1130 

tive writing techniques.) 

Directive Distribution and 
Maintenance (Includes correspon­
dence on recopciliation of dis­
tribution records and questions 
on policies, standards, and 
responsibilities.) 
Note: Requests for amendments, 
supplements, interim directives, 

*-FSH 4/86 AMEND 36-* 
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RETENTION 

I 'R, ?!RISR VDt"'' 

1130 

or emergency directives, and 
changes in distribution of such 
items should be destroyed when 
filled, canceled, or superseded. 

1200 Organization (Includes General 
correspondence. Do not use for 
material which can be classified 
under a specific subject.) 

2 Special Studies and Reviews 
(Studies requested by Management 
in assessing the needs of the 
organization. The studies may 
be substantive. For example, 
studies that affect overall FS 
organization, regional, or WO 
organization: or are otherwise 
of special significance to the 
FS. Other studies are routine 
in nature. For example, a work­
load measurement or a study of 
the organization's typing pool.) 

NOTE: ALL Offices: 

Significant Studies - Final 
Report: , 
Permanent. Offer to NARA in 
5-year blocks when 20 years old. 
Routine Studies: Destroy routine 
studies and related background 
papers when 3 years old. 

*-FSH 4/86 AMEND 36-* 
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RETENTION 
, ... ~RISR HI' 

1200 

N,J~ 4s:. r;-(,2-1 Significant Studies 
~i:tM! (Background Papers) 

Organization and Position 
Management (Includes general 
correspondence not related to 
items listed below.) 

Historical Organization Matters 
(Establishment reorganization, 
and abolishment of significant 
units and studies identified as 
having historical value. cases 
under this designation will be 
selected on the basis of unique­
ness, first of its kind, unusual 
impact. All other cases will 
be filed under 1220-3 described 
below). Note: Offer to NARA 
when 20 years old. 

3 Unit Reorganization Matters 
(Includes organization studies, 
requests for reorganization, 
approvals, charts, functional 
statements, and correspondence.) 

Organization Charts 
Note: Applicable only to 
responsible offices initiating 
the chart. Offer to NARA when 
15 years old. 

*-FSH 4/86 AMEND 36-* 
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RETENTION 
,1w nRiim ,n:,,.• 

1220 

f,Jl/45'-f;-, 5 Position Management (Includes 
reviews, studies, and general 
correspondence which evaluate 
and analyze positions and struc­
tures within the organization.) 

~-,1.3 

/'Iii 11,£.-/3{.p 1230 
-dtViZ ts r 

Delegations of Authority and 
Responsibility (Includes letters 
of authorization, imprest fund, 
and special designations.) 

/VCl-qf. ~t/- :2- 1240 
~ # '., 

Standards (Includes general 
correspondence.) 

1 Inventory of Administrative 
Units (Includes inventory and 
historical summary of all admin­
istrative units by Regions, 
National Forests, Ranger Dis­
tricts, National Grasslands, and 
National Recreation Areas.) 
Note: WO: Retain current 
inventory in office. Destroy 
obsolete material as the inven­
tory is updated. 
All Other Offices: Destroy when 
no longer needed. 

,. 
2 Field Office Locations 

(Includes establishment, reloca­
tion, and abolishment requests 
and approvals field units and 
facilities.) 

*-FSH 4/86 AMEND 36-* 
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RETENTION 
,.,., ~R¼RR VVt' 

1240-2 

Note: Applies only to office 
approving the location or 
relocation. 

3 Names for Administrative Units 
and Related Sites and Areas 
(Includes markers, dedications, 
memorials, and structures.) 
Note: WO: and RO: Approving 
office will retain in the office 
as long as needed. 

All Other Offices: copies are 
non-record material in these 
offices and should be destroyed 
when no longer needed. 

1250 Technology Transfer (Deleted. 
File existing records under 
1320.) 

1300 Management (Includes general 
correspondence pertaining to 
management function. Does not 
include material that can be 
filed under specific secondary 
subjects.) 

~#~ 1310 Methods of Doing Business 
(Includes general correspon­
dence, work force management 
and planning records and Annual 
Administrative Management 
Report.) 

*-FSH 4/86 AMEND 36-* 
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RETENTION 

/llV ~RISR 'C'Dt" 

1310 

1 0MB Circulars (Includes records 
pertaining to procedures for 
determining whether an activity 
should be performed in-house or 
by contract; AD-772, Gov/con­
tract Operation of commercial/ 
Industrial Activity Review and 
the backup records for A-76 
review of activities.) 

NOTE: All Offices: Destroy 
records when 5 years old or when 
subsequent internal review is 
completed. 

2 Inventory (AD-771, commercial/ 
Industrial Activities and con­
tract Inventory. An ongoing 
inventory of commercial or 
industrial (C/I) goods and ser­
vices information.) 

~#f 1320 

NOTE: All Offices: Destroy 
records when 0MB Circular A-76 
is superseded or inventory is 
no longer required. 

Technology Transfer (Includes 
general correspon~ence pertain­
ing to Service-wide Technology 
Transfer process.) 

*-FSH 4/86 AMEND 36-* 
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RETENTION 
,... RRI9R 1101"\ 

1320 

NOTE: Collection of historical 
records documenting the estab­
lishment of Technology Transfer 
Program created between 1972 
and 1983. 

WO: Permanent. Offer to NARA 
when 20 years old or when no 
longer needed for administrative 
use, whichever comes sooner. 
All Other Offices: Not 
Applicable. 

1 Reports (Includes Annual 
Technology Transfer Report and 
Biennial Report.) 

~: All Offices: Destroy field 
reports 2 years after the report 
is published. 

2 Technology Transfer council 
(Includes meeting minutes, agen­
das, and backup material related 
to activities of the council, 
which is made up of Associate 
Deputy Chiefs who set technology 
transfer policies for the FS. 

!QI!: .!Q: Permanent. 
NARA in 5-year blocks 
years old. 
All Other Offices: Not 
Applicable. 

Offer to 
when 20 

*-FSH 4/86 AMEND 36-* 
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1330 Direction (Deleted. Also 
1330-1 Reports. File any 
existing records under 1300 and 
apply retention period.) 

t,l/llt6fo-t3{,, 1340 Management Improvement 
~,,c# ~" Administration 

Q..Rg 1 _1).t:AJ.•) 1 Employee Suggest ions 

t/NlfD,-/3/p 2 
~#2.A 

3 JJCi-</5"-f"J.-J!, 
.J'ltL-... # I 

~f::I :z., 3-1 

NOTE: All offices destroy 2 
years after approval or 
disapproval. 

Management studies 

Patents (Includes general 
correspondence pertaining to 
the patent process.) 

Patent case files (This file 
contains documentation such as 
(OGC-3) search and application 
reports from patent attorney, 
NTIS-303 form from the inventor 
and other records related to 
the patent process.) 

NOTE: All Offices: Destroy 
closed case fil~ 3 years after 
date of closure. 

*-FSH 4/86 AMEND 36-* 
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RETENTION 
,, ... RRIQ2 HI" 

1340 

4 

l'ICJ-qs--7'-ll 350 
.Jk;,,._, It I 

Reports (Deleted. File existing 
records under 1300 and apply the 
retention period.) 

Committees (Includes general 
correspondence and summary 
reports.) 

NOTE: case folder all commit­
tees alphabetically by name of 
committee. Dispose of duplicate 
files maintained by committee 
management officer 3 years after 
termination of committee. 

1 Statutory Committees (Records 
regarding committees established 
by Federal law. It may be an 
advisory committee or inter­
agency committee.) 

NOTE: Office or official 
responsible for the assembling 
and maintenance of reports, 
records, and other papers of 
the committee: 
PERMANENT - Transfer records to 
the records center 3 years after 
termination of the committee. 
Offer records to the National 
Archives and Records Service 10 
years after termination of the 
committee. 
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RETENTION 
/D.V ~Rum ror, 

1350-1 

All Other Offices (Duplicate 
records) Destroy 3 years after 
termination of the committee. 
If the official committee file 
is maintained by another agency: 
All Offices (Duplicate records) 
Destroy 3 years after term1na­
t1on of the committee. 

2 ~dvisory Committees 
(Committees established or 
utilized by the President or a 
Government official. Also 
includes advisory committees 
established by the Department 
or Forest Service at the dis­
cretion of the secretary.) 

Note: See disposition instruc­
tions for 1350-2-1 and 1350-2-2 
to apply retention period. 

2-1 National 
Note: Office or official 
responsible for the assembling 
and maintenance of reports, 
records and other papers of the 
committee. 
PERMANENT - Transfer records to 
the records center 3 years after 
termination of the committee. 
Offer records to the National 
Archives and Records Service 10 
years after term1nat1on of the 
cor:imittee. 
All Other Offices (Duplicate 
records) - Destroy 3 years after 
termination of the committee. 
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RETENTION 
, n., RR¼~R var 

1350-2-1 

If the official committee file 
is maintained by another agency: 
All Offices {Duplicate records) 
- Destroy 3 years after termi­
nation of the committee. 

Regional 
Note: Office or official 
responsible for the assembling 
and maintenance of reports, 
records, and other papers of 
the committee. 

PERMANENT - Transfer records to 
the records center 3 years after 
termination of the committee. 
Offer records to the National 
Archives and Records Service 10 
years after termination of the 
committee. 

All Other Offices (Duplicate 
records) - Destroy 3 years after 
termination of the committee. 
If the official file is main­
tained by another agency: All 
Offices (Duplicate records)--::::-" 
Destroy 3 years after termina­
tion of the committee. 

Interagency committees 
Note: The 3-year retention 
applies to the office or offi­
cial maintaining the official 
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RETENTION 
/'DV ~R¼g~ 'll''DI"'' 

1350-3 

committee file. Destroy all 
duplicate committee files. 
Destroy all duplicate files when 
use ceases or upon termination 
of the committee. 

4 Departmental Committees 
Note: The 3-year retention 
applies to the office or offi­
cial maintaining the official 
committee file. Destroy all 
duplicate files when use ceases 
or upon termination of the 
committee. 

S Agency Committees 
Note: The 3-year retention 
applies to the office or offi­
cial maintaining the official 
committee files. Destroy all 
duplicate files when use ceases 
or upon termination of the 
committee. 

6 Liaison Membership (FS 
representative on external 
organizations.) 
Note: ALL OFFI£ES: Retain 
records in office. Destroy 6 
months after assignment is com­
pleted or termination of the 
committee. Destroy duplicate 
case files 3 years after termi­
nation of the committee. 
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Operational Committees and Working Groups 
.NQ.t.e.: All OFFICES: Destroy records when 
3 years old or when no longer needed for 
reference • 

Meetings (Includes external, In-Service, 
staff and public meetings. Functional 

'activities or projects resulting from a 
meeting should be filed under appropriate 
subjects. See also 1350 and 2250.) 

Forms (Correspondence on the forms 
management program too general to be 
filed in a specific management study or 
analysis and design file described 
below.) 

Note 1370-1 deleted. File under 1370 and 
apply retention. 

Studies (Correspondence, reports and 
other documents related to specific form 
improvement, forms reduction or similar 
study or projects.) 

Analysis and Design (Correspondence 
and other documents related to the 
design, analysis, printing, storage and 
distribution of a specific form, 
including the record copy of each version 
of the form). 
lurt&: This designation is applicable 
only to the office responsible for the 
design and management of the form. 
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1380 Reports Management (Correspondence 
related to the management of the reports 
program but too general to be filed in a 
specific project or analysis file.) 

1 Reports (Including only management 
narrative and statistical reports. 
Folder alphabetically by type of report. 
All other reports will be filed under 
appropriate subjects.) 
.NQt.e: Storage of Statistics: Statistics 
serving management as a continuing 
reference are to be kept in a Reference 
Material File. 

2 Projects (Correspondence, reports, and 
other doouments related to specific 
report improvement, reports review or 
similar study or project.) 
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Analysis (Correspondence 
and other documents related to 
analysis of a specific report, 
including a copy of each form 
or format used in making the 
report.) 

Public-Use Reporting Forms 
(Correspondence and other docu­
ments related to the clearance 
of forms or questionnaires used 
to gather information from the 
public.) 

Information Management (Includes 
general correspondence and form 
FS 1300-3, National Information 
Requirements Proposal, used to 
modify or propose national 
information requirements.) 

Plans and Studies (Includes the 
final report of the Information 
Resource Management Plans, spe­
cial studies and other reports 
leading to information planning 
and policy-making.) 

NOTE: All Offices: Destroy when 
3 years old or no longer needed 
for administrative use, whichever 
comes later. 

Controls 

Management Reviews (Includes 
review schedules, general corre­
spondence not related to a spe­
cific review, and functional 
assistance trips. Secondary 
files include 1440 files dated 
prior to 1980.) 
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1410-1 

1 General Management Reviews 
{Formerly GII's and GRI's. 
Includes the review report, cor­
reactive action plan, and 
follow-up correspondence until 
action is completed and case is 
closed.) 

Note: Record copy is maintained 
only by the office making the 
review. Other offices with 
copies will retain as long as 
needed and then destroy. 

2 Program Reviews {Formerly GFI's. 
Includes the report on review 
of specific programs, correc­
tive action plan, and follow-up 
correspondence until action is 
completed and case is closed.) 

Note: All Offices: Office 
making the review shall retain 
the record copy in files 5 years 
or until the next program review 
is conducted and then destroy. 
Other offices with copies will 
destroy when no longer needed. 

Activity Reviews (Form~rly LIT's. 
Includes the report on review 
of specific activities within a 
program, corrective action plan, 
and follow-up correspondence 
until action is completed and 
case is closed.) 
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1410-3 

..NQ.t&: All Offices: Office making the 
review shall retain the record copy in 
files 5 years or until the next activity 
review is conducted and then destroy. 
Other offices with copies shall destroy 
when no longer needed. 

S,.{E;<.ft.,)f1420 GAO Audits (Includes audit reports and 
related correspondence.) 

r.+.-·· ., 14 3 O 
\~~ 

1440 

/..,' c 1- ltv - S tf - I 

~,1120 

Internal Audits (Includes audit 
reports and corrective action 
correspondence related to specific 
audits. This item was formerly 
identified as 1450 Special Reviews.) 

General Correspondence (Includes 
correspondence of a general nature not 
related to a specific audit.) 

External Accounting and Auditing 
(Includes annual statistical and cost 
reports, surveys, program reviews, 
general correspondence and related 
documents concerning the audit of grants, 
agreements, and contracts with the Forest 
Service. File material relating to a 
specific external audit in 1440-1.) 
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1440 

1 External Audit Case Files 

tJ4- q.;./Ji- ~1450 

~It c1 'f 

rJ I_ q.5" ... t'1-t I 1460 

J.lfffnl 

(All material relating to a specific 
audit, including but not limited to, 
audits, action plans and reports, 
activity reviews, and related 
correspondence.) 
~: Destroy 8 years after resolution 

· of audit findings and corrective actions. 

Special Audits, Reviews and 
Investigations (Includes correspondence, 
reports, and documents related to 
investigations conducted by the Office of 
Investigation.) 

Cooperative Forestry Assistance 
Reviews (Includes review schedules, 
general correspondence not related to a 
specific review.) 

1 Cooperative Management Reviews 
(Includes the review report, corrective 
action plan and follow-up correspondence 
until action is completed and case is 
closed.) 

2 Cooperative Program Reviews 
(Includes the review report, corrective 
action plan and follow-up correspondence 
until action is completed and case is 
closed.) 

Note: Record copy is maintained only 
by the office making the review. Retain 

7 

.3 
u 

u 

u 

the record copy in files until the next 
program review is conducted, and then destroy. 
All other offices: Destroy records when 
5 years old. 
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Research Reviews 

External Relations 

Inqu1r1es 

Leg1slat1ve Affairs (Includes 
correspondence and general mate­
rial not covered by a specific 
secondary subJect.) 
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Bills (Bills affecting 
FS program activities, legisla­
tive reports, and related 
records. File chronologically 
by House and senate Bill number. 
see 1510-1-1 for disposition of 
Bill files selected and identi­
fied as having continuing value 
to FS.) 

Bills Identified as Having 
continuing Value to FS (Files 
will be selected on basis of 
significance and impact of 
legislation on FS programs and 
basic authorities. Includes 
legislative reports, correspon­
dence, and related records.) 
Note: WO (Legislative Affairs 
staff):-Destroy 75 years after 
file is closed. 
All Other Offices: Not 
applicable. 

FS Legislative Program and 
Proposals {Includes proposals 
recommended by rs for inclusion 
in the Department's proposed 
legislative program, copies of 
proposals submitted by field 
units, and related correspon­
dence. See 1510-2-1 for dispo­
sition of legislative program 
and proposals files selected and 
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1510-2 

identified as having historical 
or continuing value to FS.) 

2-1 Legislative Program and 
Proposals Identified by FS as 
Having Historical or Continuing 
Value (Includes correspondence, 
proposals, and related records. 
Files will be selected on basis 
of significance and impact of 
legislation on the program. 
File chronologically. Remove 
all copies of Bills from folders 
before transferring records to 
FRC.) 

Note: WO {Legislative Affairs 
Staff):PERMANENT - Transfer 
records to FRC 2 years after 
file is closed. Offer records 
to NARA 10 years after file is 
closed. 
All Other Offices: Not 
applicable. 

3 Other Executive Legislative 
Proposals (Includes proposals 
prepared by othe~ Departments 
which are submitted to FS for 
review and comment, and related 
correspondence.) 
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Congressional Briefings, Oversight 
Hearings and Investigations (Includes 
correspondence, testimonies, transmittal 
letters, reports, and related documents.) 

Drafting Services (Includes requests 
for drafting service, legislative drafts 
and·transrnittal letters, and related 
correspondence. If the proposed 
legislation is subsequently introduced in 
the House or Senate, the records will be 
transferred to a case folder and filed 
under 1510-1 Bills.) 

Congressional L1a1son (Records of contacts 
with Congress (1ndiv1dual members of the 
House and Senate), including committees.) 

State Legislation (Records relative to 
State legislative proposals, testimonies 
given by FS representatives, regarding FS 
activities, and related correspondence.) 

.NQ.t.e.: All Qft:ii;;;~s: Retain records in 
office. Destroy when reference value 
ceases. Do not send to FRC. 
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1510 

.NQ.t.e.: Maintenance and disposition of 
records under 1510 are handled on a 
calendar year basis. The disposition 
periods will be applied after the file is 
closed. 

1520 Public Service Programs (Includes 
correspondence concerning public service 
programs that cannot be directly related 
to a specific program such as HOST. Do 
not use for public involvement programs, 
which are to be filed in 1620.) 

1 HOST Program (Includes correspondence 
and related material concerning the 
public service program known as HOST.) 

1530 Interdepartmental (Including AID, 
Interior, Commerce, Defense, Justice, 
U.S. Postal Service, HHS, Treasury, 
State, Labor, ACTION, and Federal 
Regional Council.) 

1 Foreign Visitors (Deleted. File 
existing records under 1550-5-1.) 

.NQ.t.e.: 1530-2 and 1530-2-1 are deleted. 
File existing records under 1550-1 and 
apply the retention period. 
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t/tilh (, - I 30 1540 Intradepartmental (Folder alpha-
.)/:E;,o#S't betically by agency, such as AMS, FAS, 

1 

OGC, OIG, and SCS.) 

International Organization; Inter­
national Travel (General Correspondence 
pertaining to International Forestry 
activities that are too broad to file 
under a specific subject heading.) 
Establish subject folders as needed. 

Bilateral Relations Between US 
and Other Countries (The file contains a 
variety of records documenting Forest 
Service activities with specific coun­
tries. Includes general correspondence 
to and from countries; trip reports; 
information copies of reports and 
evaluations from projects carried out in 
specific countries through cooperative 
agreements and memorandums of under­
standing; proposals and reports generated 
from scientific and technological 
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1550-1 

exchanges (i.e., PL 480) between the US 
and specific countries; and records that 
document specific activities between U.S. 
cooperators Forest Service and non-Forest 
Service employees and other countries.) 
Establish folders alphabetically by 
Region and country. 

2 Relations With International 
Governmental Organizations (Includes 
general correspondence, reports, and 
information copies on the activities of 
international governmental organizations 
such as the World Bank, Organization of 
American States (OAS), InterAmerican 
Development Bank and so forth; United 
Nations agencies and programs such as Man 
and the Biosphere (MAB), United Nations 
Educational, Scientific and Cultural 
Organization (UNESCO), United Nations 
Development Program (UNDP), United 
Nations Environment Programs (UNEP), 
European Econanic COllillUnity (EEC), 
Organization for Econanic Cooperation and 
Development (OCED), International 
Tropical Timber Organization (ITTO), and 
other agencies/statutory bodies.) 
Establish subject folders by UN agency or 
statutory body, or major project as 
needed. 
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1550-2-2 

open to virtually all nations. 
The Congress serves as a forum 
for the exchange of views and 
experiences, and for the discus­
sion of matters that may lead 
to formulating broad recommenda­
tions applicable on a regional 
and world-wide basis. The func­
tion of the Congress is advisory 
and is held every six years in 
a host country. The Forest 
Service furnishes leadership to 
the U.S. National Committee, 
established to coordinate US 
participation at each Congress. 
usually the delegate is the 
Chief of the Forest service.) 

3 US Government Agencies With 
International Programs (Includes 
general correspondence and 
reports created from inter­
governmental agreements between 
the Forest Service and the State 
Department, AID, Department of 
the Intetior, Peace Corps gov­
ernment agencies other than 
USDA.) Establish SUbJect 
folders as needed. 

NOTE: File records leading to 
formal agreements with govern­
ment agencies under 1530 Inter­
governmental. File record 
material dealing with specific 
countries under 1550-1 
bi laterals. 
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1550 

2-1 Food and Agriculture 
Organization (FAO) (File con­
tains general correspondence, 
briefing books, reports, posi­
tion papers, on the United 
States and Department of Agri­
cultural [via Forest Service] 
role in the development of 
international forestry-related 
issues. The Forest Service is 
involved 1n FAO activities such 
as: council, conference, com­
mittee of Forestry Development 
in the Tropics, Committee on 
Forestry, Study Groups, General 
Sessions; and Latin American, 
Asian, and North American For­
estry Commissions. The Chief 
of the Forest Service, and/or 
selected Delegates serve on 
various committees and commis­
sions to represent the United 
States interest 1n forestry 
activities.) Establish folders 
by subject matter on councils, 
conferences, committees, commis­
sions, study groups, and so 
forth. 

2-2 World Forestry Congress (The 
file consists ~f briefing books, 
reports, and numerous informa­
tion copies. The World Forestry 
congress consists of scientists, 
technicians, administrators, and 
others interested in forestry 
and its allied fields. It 1s 
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RETENTION 
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1550 

4 USDA International Programs 
(Includes general correspondence 
documenting the Forest service 
direction with Department of 
Agriculture agencies that have 
scientific and technology 
exchange programs, PL 480 pro­
grams, and so forth. Examples 
would be Foreign Agricultural 
service (FAS), Soil conservation 
Service (SCS), Office of Inter­
national cooperation and Devel­
opment (OICD), Extension 
Service, and so forth.) Estab­
lish subject folders as needed. 

5 

NOTE: File records leading up 
to formal agreements with USDA 
agencies under 1540 Intragovern­
mental. File record material 
dealing with specific countries 
under 1550-I Bilaterals. 

Forest Service International 
Programs (Includes general 
correspondence related to pro­
graMs of an international scope 
that are unique to the Forest 
Service.) 

International •visitors and 
International Volunteers 
(Includes general correspondence 
related to arrangements and 
agendas for visitors and volun­
teers from other countries.) 
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1550 

5-2 Forestry Support Program 
(Includes correspondence on the 
general technical support the 
Forest Service gives AID, other 
than disasters. Records related 
to specific activities in coun­
tries should be filed under the 
B1laterals or the appropriate 
subJect heading.) 

5-3 International Skills File (File 
of foresters and natural 
resource specialists seeking 
international employment in the 
us and abroad. Individual files 
contain SF 171, biographical 
sketch, contact sheet, corre­
spondence and related records. 
File is updated annually. 
International Forestry Staff 
provides this as a service to 
AID. OICD handles all the 
personnel functions.) 

5-4 Disaster Assistance Support 
Program (Includes general corre­
spondence related to disasters 
in other ~ountries and the 
disaster-related assistance 
provided by the Forest Service 
through AID.) > 
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RETENTION 
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State, County, and Local 
Agencies (Includes relat1onsh1ps 
with soil conservation 
districts.) 

Appeals and Litigation 
(Includes general correspondence 
and congressional 1nquir1es not 
related to a specific case.) 

Appeals and Lit1gat1on Cases 
(Includes all administrative 
appeals filed under 36 CFR 
211.18 and administrative law­
suits filed against the Forest 
Service. Excludes supply or 
construction contract appeals, 
see 6320; or FOIA/PA appeals, 
see 6270; or grazing board 
appeals, see 2230.) 

NOTE: All Offices: Destroy 
records 7 years after case file 
1s closed. 
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1550 

6 Relations With Non-Governmental 
Organizations (Includes general 
correspondence, reports, working 
papers, studies, and other 
related records showing Forest 
Service activities with inter­
national and domestic organiza­
tions interested in an exchange 
of scientific information con­
cerning natural resources. 
These organizations are non­
governmental. Examples are 
t·lorld Resource Institute (WRI), 
Institute for Environment Devel­
opment (IIED), private voluntary 
organizations such as CARE, 
consulting firms, 1nst1tutions 
such as universities, and so 
forth.) Establish SUbJect 
folders as needed. 

6-1 International Union of Forestry 
Related Research Organizations 
(IUFRO) (Includes general corre­
spondence, publication ideas, 
research plans, sc1ent1fic group 
meeting minutes, IUFRO Congress 
records and the div1s1onal group 
research activ1t1es showing how 
TUFRO helps Federal, State and 
private fores"try research orga­
n1zat1ons world-wide to exchange 
scientific information related 
to various disciplines.) 
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Reports (Includes a monthly 
report and index by fiscal year 
of Appeals decisions. This is 
a tracking system for appeals 
and lawsuits.) 

Grants and Agreements 
(Includes general correspondence 
on broad grant and agreement 
programs, including interagency 
agreements memorandums of under­
standing, collection agreements, 
employment, training, and volun­
teer agreements, indirect cost 
negotiation agreements, and 
recommendations to external 
organizations on assistance 
program policies. Does not 
include correspondence that 
pertains to policy guidance, 
interpretations of law, or pro­
cedural instructions.) 

1 Interpretations (Includes all 
correspondence on grants and 
agreements that provides direc­
tion, procedural instructions, 
or policy guidance.) 

2 Grants and Agr~ements Case 
Files (Case folders filed alpha­
betically to be used only for 
grants and agreements that are 
too broad in nature and scope 
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to be classified under specific 
existing subjects such as 4040-1 
Cooperative Agreements, 
Research.) 
Note: Destroy 10 years after 
the grant or agreement has been 
terminated. 

Defense and Emergency 
Operations {General correspon­
dence regarding disasters and 
emergency protection of life 
and property. File fire­
related disaster assistance 
records [FEMA] under 3140-1.) 

NOTE: 1 Damage Surveys and 
Reports is deleted. File Damage 
Surveys under 1590-3; Reports 
under 1590 and apply the reten­
tion periods.) 

Civil Defense (Includes general 
correspondence and records 
related to Regional Emergency 
Staffs [RES], State Emergency 
Boards [SEB], and County Emer­
gency Boards [CEB].) 

Disaster Plans (Includes 
relocation sites, transporta­
tion, communications, order of 
succession and related records.) 
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1590-2-1 

.NQI.E: WO, RO, A, and ES: Destroy 
records 3 years after plan is tenninated 
or superseded. 
All Other Off1ces: Destroy when no 
longer needed. 

2-2 Identification Cards (FEMA 11-2) 
r,~ (Deleted. File existing records under 

v-~•1'JJ..-f.:i.~ 1590 and apply retention period.) 

2-3 Major Disasters (Deleted. File any 
.~#-5" existing records under 1590 and apply the 

retention period.) 

3 Rural Fire Defense (Includes general 
correspondence.) 

4 Cooperation (Deleted. File existing 
,-)tr-M.- t:J I records under 1580 and apply retention 

period.) 

4-1 Memorandums of Understanding and Agree­
ments (Deleted. Last document was issued 
in 1967. Destroy any existing documents 
upon issuance of this directive.) 
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1590 

5 Search and Rescue (Includes general 8 8 NA 8 8 
correspondence.) 

-!)t;r1,_,.t:t .? 5-1 Cooperative Agreements (Deleted. File 
existing records under 1580 and apply 
retention period.) 

f{f\)100-I&- 1600 Information Services 5 5 5 3 3 
j;t;J;. # (p&- 1 Inquiries 1/4 1/4 1/4 1/4 1/4 ,e 

a,1.~14-3 
1610 Plans (Folder alphabetically 3 ~#,61 

10 10 10 3 
by type.) 

i'I l,/-t/,; _:; "3 /D 1620 Public Involvement Programs 5 5 5 3 3 
(Records and general correspondence ~-

,JJ;~;::J I regarding public involvement programs too 
broad to file under a specific secondary 
or tertiary subject.) 

.Jih-r-.-#r ~ 1 Woodsy 0...,1 Environmental Program 3 3 3 3 3 
(Includes general correspondence on items 
informing the public of environmental 
cleanup proJects and licensing program.) 

*-FSH 5/88 AMEND 41-* 
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aJ.,.- # 3 1-1 Licenses and contracts (Case 
~ folders filed alphabetically.) 

NOTE: All Offices: Destroy case 
folders 3 years after the case 
is closed. 

Natural Resource and 
Environmental Education Program 
(Includes general correspon­
dence. File in folders desig­
nated internal or external, if 
desired.) 

cooperative Agreements (Including 
supplements, revisions, and 
related correspondence.) 

.!Q!!: All Offices: Destroy 3 
years after case is closed. 

4 Cooperative Outdoor Environ­
mental Programs (Includes tree 
planting and all other outdoor 
programs involving cooperation 
with the public regarding the 
environment.) 

cooperative Agreements and 
Memorandums of Understanding 
(Including·supplements, revi­
sions, and related 
correspondence.) 
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1620-4-1 

NOTE: All Offices: Destroy 3 
years after case closes. 

5 Group Contacts (Ref. USDA FS-19 
Privacy Act System description. 
Identifies 100 key national 
interest groups that FS main­
tains contact with. Also 
includes planning and coordina­
tion records related to the 
Group Contact Program.) 

5-1 

6 

cooperative Activities 
(Includes speeches and demon­
stration or •show-me• trip 
information.) 

Public Participation Program 
(Includes general correspondence 
and background papers related 
to establishing direction and/or 
standards.) 

~'" 6-1 
Planning (Includes plans and 
correspondence in preparation 
for future events.) 

NOTE: All Offic~s: Destroy 1 
year after completion of project. 

Public Involvement Activities 
and Techniques (Includes methods 
and activities for accomplishing 
public involvement.) 
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1630 

NOTE: All Offices: Destroy 1 
year after completion of 
proJect. 

Analysis and Evaluation of 
Public Response (Materials 
related to collection analysis 
and evaluation of comments from 
the public: for example, let­
ters, response forms, petitions, 
and so forth.) Establish as 
case files. 

NOTE: All Offices: Destroy 1 
year after case is closed or 1 
year after completion of 
project. 

Publications (Includes corre­
spondence, clearances, and other 
related records.) 

Forest service Publications 
(Printed or duplicated material 
that is distributed to meet 
specific needs of the general 
public, other agencies and 
departments and cooperators as 
well as the needs of the agency. 
Arrange FS pu~lications by num­
ber or series title, whichever 
applies. Refer to FSM 1631.11 
for material considered 
publications.) 
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RECORDS MANAGEME'IT ~-IANDBOOK 

NOTE: Originating Office: 
"'(Qilice of public affairs staff 
only): Permanent. Maintain a 
file of publications as records 
copies. Transfer to FRC when l 
year old or when l cu. ft. is 
accumulated. Offer to NARA when 
5-years old in 5-years blocks. 

All Other Offices: Destroy when 
no longer needed, superseded, or 
obsolete. 

/VCl-o/~~E3--t0 2 Printing and Distribution 
(Includes correspondence regard­
ing the administration and 
operation for printing and dis­
tribution for publication.) 

.Jt!;:;.,v-,1 l'j 

G;cS /3-µ 

~#~0 
(;,l SI J-~ 

3 Mailing Lists (Correspondence, 
request forms, and other records 
relating to changes to mailing 
lists.) 
Note: All Offices: Destroy after 
revision of mailing list or 
after 3 months, whichever is 
earlier. 

4 Administrative Reports 
(Includes administrative infor­
mation such as quarterly reports 
for publications, inventory, 
budget, manuscript status and 
statistical data. Excludes pub­
locations called "reports.") 
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RETENTION 
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Audio-Visual (Includes general 
correspondence related to still 
photography, prints, slides, 
slide-tape and multi-media pro­
grams, exhibits, motion pic­
tures, and other audio-visual 
type records.) 

Still Photography (Includes 
official portraits and record 
photographs of personnel func­
tions that provide documentation 
of essential transactions of the 
Forest service; or contains 
information unique in substance, 
arrangement, or manner of presen­
tation, and is unavailable in 
another form; or documents events 
of phenomena which are signifi­
cant; or utilizes significant new 
technology and represents an 
advance in the state of the 
art. This file also includes 
the machine-readable database 
(PIC database) housed at the 
Fort Collins computer Center. 
It serves as a finding aid for 
identification and retrieval of 
photographic data. Organize 
photo files using instructions 
in Photography Management Hand­
book, FSH 1609~21.) 
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1640-1 

Note: Originating Office: Review 
local photo collection for origi­
nal photo material having 
archival value. Submit whichever 
of the following is applicable 
or available along with documen­
tary data to the WO, Office of 
Information Staff every 3 years: 

(1) original black-and-white 
negatives, 

(2) duplicate negatives, 

(3) color transparencies, and 

(4) color negatives. 

WO: Public Affairs Office Staff: 
Collect original photographic 
material and documentary data 
from field units and transfer to 
NAL every 5 years to become 
part of the Permanent Image 
Collection. 

National Agricultural Library: 

A. Photo Image Collection. 
Permanent. Break file every 5 
years. Offer collection to NARA 
when 5-years old. 
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B. Machine-readable database: 
NAL provides updated microfiche 
copy annually to NARA or on an 
as needed basis, whichever is 
applicable. Transfer database 
to NARA when program is discon­
tinued or terminated. 

Copy Image (Copy Image may be 
retained permanently if an origi­
nal image is not available. The 
image or the information about 
the image may be retained in 
paper form, film form, computer 
data base form, or other appro­
priate forms.) 
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1640-2 

NOTE: All offices: (1) If the 
original is unavailable: 
PERMANENT. Break data file 
every 5 years. Offer to NARA 
through the Washington Office 
when records are 10 years old 
or no longer needed for admin­
istrative use, whichever comes 
first. 

(2) If original is available: 
Non-record material. 

3 Still Photos Having Limited Use 
(Includes photographs of limited 
administrative u_se or subject 
matter that is of no importance 
as a historic record. Does not 
include photos described under 
1640-1, 1640-2, or 1640-4 of 
this schedule.) 

NOTE: All offices: Destroy 
records when l year old or when 
no longer needed for administra­
tive use. 

Browsing File (Includes photo­
graphic prints and slide copies 
which are not permanent records 
if their original source-image 
is part of the Permanent Image 
collection, housed at NARA and 
the Forest Service.) 
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1640-4 

NOTE: All offices: Retain 
r'ecords in office. Destroy when 
no longer needed for administra­
tive use. 

5 Slide Sets, Filmstrips and 
Multi-media Programs (Includes 
internal personnel and adminis­
trative filmstrips, $lide sets 
and multi-media programs that 
reflect the mission of the 
agency or document events or 
phenomena that are significant.) 

.!!Q!!: Originating Office: 
PERMANENT. Forward an original 
and one copy or 2 copies of each 
slide set, filmstrips and accom­
panying audio recordings or 
scripts to the Washington Office 
for offer to NARA 5 years after 
the program is completed. 

5-1 Internal Personnel and Admin­
istrative Training Filmstrips 
and Slide Sets (Includes photo­
graphic prints and slide sets 
that do not ref}ect the mission 
of the agency. ) 

NOTE: All Offices: Destroy 1 
yea"r" after completion of train­
ing program. 
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Graphic Arts (Includes posters, 
original artwork and other 
graphic art records that 
explain, instruct, advertise, 
or illustrate agency programs 
and functions. Examples would 
be Smokey Bear Posters, Woodsy 
owl coloring Sheets, and origi­
nal artwork of unusual or out­
standing merit.) 

!Q!!: Originating Office: 
PERMANENT. Break file every 5 
years. Offer to NARA when 
records are 10 years old or when 
no longer needed for administra­
tive use, whichever comes first. 
Artwork shall be offered as 
follows: 

1. Posters: 2 copies 
2. Original art: Original and 

a photographic copy if one 
exists. 

All Other Offices: Duplicates. 
Detroy when no longer needed • . 
National Films (Agency-sponsored 
films created for use in more 
than 2 Forest Service Regions 
with a planned life of a year 
or more, or a film produced in 
the Washington Office for 
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1640-7 

national use; informational, 
educational, recruiting films; 
training films that explain 
agency functions or activities; 
research and development, fact­
finding and other study films 
which are deemed historically 
significant. This file would 
also include stock footage, out­
takes, trims created during the 
course of an agency-sponsored 
production.) 

NOTE: Washington Office: 
1'I'>original Footage: PERMANENT. 
Submit original negative or 
color original plus separate 
sound track, and an intermediate 
master positive, or duplicate 
negative plus sound track and 
projection print and related 
scripts to NARA 5 years after 
it's withdrawn from 
distribution. 

(2) Stock Footage, outtakes, and 
Trims: Offer immediately for 
deposit in the 5tock Film 
Library, Motion Picture, sound, 
and Video Branch, Special 
Archives Division, NARA. 
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All Other Offices: Prints: Offer 
to other Forest Service units 
when no longer needed for admin­
istrative use. If offer not 
accepted, destroy. 

Local Agency-Sponsored Films 
(Motion picture films created 
by Regional Offices for planned 
use in more than 2 Forest Ser­
vice regions. These films high­
light a local problem, event, 
and so forth.) 

NOTE: All Offices: Offer to 
Forest Service units when no 
longer needed for administrative 
use. If offer is not accepted, 
destroy. 

Miscellaneous Films {Films 
acquired from outside sources 
for personnel and management 
training.) 

NOTE: All Offices: Offer to 
other Forest Service units when 
no longer needed for administra­
tive use. r~ not needed, 
destroy. 

National Video Productions 
(Agency-Sponsored video produc­
tions created for use in more 
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8-1 

than two Forest Service regions 
with a planned life of a year 
or more, or a video production 
produced in the WO for national 
use. This would include tele-

. vision news releases and infor­
mation reports; (excluding 
Smokey Bear and Woodsy Owl): 
training programs that explain 
agency functions or activities, 
and other video productions 
deemed historically significant. 

NOTE: Washington Office: 
PERMANENT. Original video pro­
duction. submit the original 
edited master and a duplicate 
copy to NARA, 5 years after it's 
withdrawn from production. 

All Other Offices: Copies: Offer 
to other Forest Service units 
when no longer needed for admin­
istrative use. If offer not 
accepted, destroy. 

Local Agency-Sponsored Video 
Productions (Video productions 
created by Regibnal Offices for 
planned use in more than two 
Forest Service regions. These 
videos highlight a local prob­
lem, event, and so forth.) 
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NOTE: All Offices: Offer to'FS 
Units when no longer needed for 
administrative use. If offer 
is not accepted, destroy. 

National Audio Productions 
(Agency-sponsored audio produc­
tions created for use in more 
than two Forest Service Regions 
with a planned life of a year 
or more or an audio presentation 
produced in the WO for national 
use. This would include radio 
spots, information and public 
service radio programs, recruit­
ment materials, speeches, inter­
views and oral history 
recordings; scripts and finding 
aids for those deemed histori­
cally significant.) 

.!Q!!.: Washington Office: 
PERMANENT. Original audio pro­
duction: Offer NARA the original 
master recording plus a dupli­
cate tape copy or disc pressing, 
5 years after it's withdrawn 
from distribution. 

All Other Offices: copies: Offer 
to FS units when no longer 
needed for administrative use. 
If offer is not accepted, 
destroy. 
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Local Agency-Sponsored Audio 
Production (Audio productions 
created by Regional Offices for 
planned use in more than two FS 
Regions. These productions 
highlight a local proble~, 
event, and so forth.) 

NOTE: All Offices: Offer to FS 
units when no longer needed for 
administrative use. If offer 
is not accepted, then destroy. 

Press, Radio, and Television 
(Includes general correspondence 
with media on specific books, 
magazine articles and speeches, 
as well as media requests for 
information.) File standard 
inquiries under 1600-1. 

1 Press Releases {Issued by FS 
units.) 

!Q!!: Issuing Office: Permanent. 
Offer to NARA in 5-year blocks 
when 10 years old. 

All Other Offites: Destroy 
copies when 2 years old. 
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,J:/:i:;_il4~ if 2 Clippings (Includes newspaper, 
magazine, and trade or technical 
journal clippings relative to 
activities or matters 1n which 
FS is concerned, and reprints 
of articles in non-Federal Gov-
ernment publications.) 

Radio and Televison (Includes 
working papers and background 
material developed for talk 
shows, interviews, public ser­
vice, panel discussions, news 
shows, and records regarding 
personal contacts.) 

Policy Speeches (Includes policy 
speeches and by-lined articles 
for the Chief, Associate Chief, 
and forestry-related speeches 
for USDA Assistant Secretary for 
Natural Resources and Environ­
ment; and selected policy 
speeches of Regional Foresters 
and Forest Supervisors.) 

NOTE: WO, RO, A, and SO: Perma­
ri'eri'E. Offer to NARA in 5-year 
blocks when 10 years old. 
All Other Offic€s: Destroy 
records when 2 years old. 
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1660 Interpretive Service (Deleted. 

1670 

1 

File records under 2390.) 

Library (Includes correspon­
dence and related records per­
taining to library management 
and service functions.) 

Translations (Includes English 
version of material (on For­
estry) originally published in 
some other language such as 
French, Spanish, Russian, and 
so forth.) Establish folder as 
needed, by kinds or request. 

1680 History Program (General corre­
spondence of a routine nature, 
including cooperation among 
History coordinators.) 
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Archival History (Includes 
history files such as biogra­
phies of persons of interest to 
the public and historical com­
munity; oral histories; Forest 
histories not part of official 
FS publications (See 1630-1); 
information concerning special 
events such as anniversaries of 
the FS, commemorations, dedica­
tions, and so forth; research 
papers and reports of historical 
value excluding those under 
1680-3 Reports; publications 
such as •History Line• [in orig­
inating office only]; and other 
items deemed to be of historical 
value.) File speeches under 
1650-4. 
NOTE: All Offices: Permanent. 
Offer to NARA in 5-year blocks 
when 20 years old. 

Although 1680 is permanent at 
all office levels, material 
known to exist in the Washington 
Office should not be duplicated 
and archived.by field offices. 
Nonrecord copies of important 
historical documents, including 
those with other file designa­
tions, should be filed by the 
history coordinator under 
1680-2. (FSH 1680). 
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~ #JI 2 Administrative History (File 
consisting of working copies of 
duplicate records (paper and 
microfilm) having historical 
importance to the Forest Ser­
vice. The original exist some­
where else in the agency. 
Examples are important corre­
spondence, newspaper clippings, 
reports, and so forth.) See FSH 
1680 for administrative history 
file. 

3 

NOTE: All Offices: Retain file 
inoffice. Transfer to FRC is 
not authorized. Destroy when 
administrative use ceases. 

Historical Report and Studies 
(Includes internal documents 
produced by the Historians for 
other units, such as: Legisla­
tive ~ffairs, Office of Informa­
tion, Gray Towers National 
Historic Site, and Policy and 
Analysis. Contents address or 
describe historical background 
of policy issue,.s, recommenda­
tions on the preservation of 
historical sites, and other 
topics of historical interests.) 
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~33 1690 

1 

2 

3 

NOTE: WO: Permanent: Offer to 
NARA in5-year blocks when 20 
years old. 
All Offices: (Duplicates) 
Destroy when 3 years old. 

Internal Communications 
(Records and correspondence too 
broad to file under a specific 
secondary subJect.) File stan­
dard 1nquir1es under 1600-1. 

Early warning Alert (Form 1600-13) 

Daily News Digest (Daily summary 
of news items on nationwide 
activities, used to keep the 
Chief and Staff groups current 
on news pertaining to FS. 
Includes summaries of current 
newspaper clippings, magazine 
articles, or other media items.) 
NOTE: WO: Destroy when 2 years 
old. 
All Other Offices: Destroy when 
superseded or obsolete. 

Internal Newsletter (Includes 
Hashington Office •Friday News­
letter.• cov~rs policy and 
administrative needs such as: 
safety, tra1n1ng, incentive 
awards, or similar official 
subJects.) 
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NOTE: Issuing Offices: RO, A, 
anaES: Permanent: Offer to 
NARA in Io-year blocks when 10 
years old. 
WO: "Friday Newsletter": Destroy 
when agency use ceases. 
All Other Offices: (Duplicate 
copies): Destroy in agency when 
superseded or obsolete. 

Chief and Staff Notes (Contains 
information from daily meetings 
held by the Chief and primary 
Washington Office Staff on 
Agency policies, activities, 
and issues.) 

WO: Public Affairs Office 
Staff: Permanent. For records 
maintained electronically, 
print a paper copy of the Notes 
and place in the official 
files. Break file annually. 
Transfer to National Archives 
when 5 years old in 5-year 
blocks. 

All Other Offices: Destroy when 
reference value ceases. 

5 Standard Sessions (Agendas 
containing subject of policy, 
organization, training and other 
areas affecting the agency; 
including the issue, decision 
made, and background documents.) 
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WO: Deputy for Administration: 
Permanent. Break file annually. 
Transfer to National Archives 
when 5 years old in 5-year 
blocks. 

All Other Offices: Destroy when 
reference value ceases. 

Civil Rights (General corre­
spondence concerning civil 
rights too broad for filing 
under a specific subject.) 

1 Inquiries (Routine acknowledge­
ments and transmittals.) 

1710 

.!JI;;;.:# 3 

1 

1720 

Program Management (Corre­
spondence relating to program 
planning techniques in the 
establishment of action items, 
and in the evaluation of efforts 
to achieve equality.) 

Civil Rights Affirmative 
Action Plans Case folders for 
individual units.) 

Public Notification (Corre­
spondence relating to distribu­
tion of information concerning 
services and/or products avail­
able to the public, that is, 
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wood permits, Christmas tree 
permits, and recreation facili­
ties.) 

Civil Rights Impacts (General) 
correspondence not relating to 
any specific impact statement.) 

l Civil Rights Impact Statements 
(Case files and material relat­
ing to specific impact 
statement.) 

Training (Correspondence, 
memoranda, reports and other 
records relating to the availa-
bility of training and employee 
participation in training pro­
grams offered by Government 
agencies or non-Government 
institutions.) 
NOTE: All Offices - Destroy 
when 5 years old or when super­
seded or obsolete, whichever is 
sooner. 

Reports (Informational Reports 
or miscellan~ous materials from 
other agencies or organizations 
not originating within the 
Forest Service.) 
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Civil Rights Accomplishment 
Reports (case folders for indi­
vidual units.) 

Title VI Status Reports 
{Reports that insure that no 
person is denied participation 
or the benefits of any program 
or act1v1ty of the Forest ser­
vice because of race, color, or 
national origin. case folders 
for individual units.) 

Equal Employment Opportunity 
(General correspondence and 
copies of regulations with 
related records pertaining to 
the Civil Rights Act of 1964, 
the EEO Act of 1972, and any 
pertinent future legislation: 
and agency EEO committee meeting 
and records including minutes 
and reports.) 
NOTE: All Offices - Destroy 
when 3 years years old, or when 
superseded or obsolete, which-
ever 1s applicable. 

1 Special-Emphasis Programs 
(General correspondence relating 
to below listed programs.) 

~#/:> 1-1 Federal Women's Program 
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Hispanic Employment Program 

Native American Program 

Special Programs 

Upward Mobility Program 

cooperative Education Program 

Other Special Programs (Includes 
employment of physically 
handicapped, mentally 
retarded.) 

Housing 

complaints and Appeals (Case 
files of complaints and appeals 
with related correspondence, 
reports, exhibits, withdrawal 
notices, copies of decisions, 
records of hearings and 
meetings.) 

Federal Financial Assistance 
Program (General correspondence 
relating to issues not specifi­
cally listed 'below.) 

Programs covered by Title 
VI (Set up case folders for 
individual programs as needed.) 
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RETENTION 
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2 Assurances (Case files 
consisting of correspondence, 
agreements, plans, and related 
records.) 

3 Compliance Reviews (case 
files consisting of reviews, 
background papers and correspon­
dence relating to contractor 
employment practices.) 

4 Complaints (Case files of 
complaints with related corre­
spondence, reports, exhibits, 
withdrawal notices, copies of 
decisions, records of hearings 
and meetings. ) 

5 Noncompliance (Case files 
consisting of correspondence, 
noncompliance notices, reports, 
and related records.) 

l 

Direct Programs (Includes 
correspondence, complaints, and 
reports. Set up individual case 
folders as needed.) 

Minority Participation and 
Targets (Set up individual 
folders for each activity, that 
is, recreation, range (grazing), 
timber management {free use per­
mits), and cooperative forestry 

*-FSH 4/86 AMEND 36-* 
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(BY FS AND FRC) 
WO RO&A ES SO OTHER 

1780-1 

s:f;;,,Ji, 3 0 
(m1nor1ty landowners assistance.) 

1790 Minority Business Enterprise (Includes 
correspondence, questionnaires, and 

17 - v . related records.) /!l-7.,-JL-3 
1800 Human Resource Programs (Includes 

\l.:z\ ~~ 1 general correspondence related to human 
resource programs too broad to file 
elsewhere.) 

Inquiries (Standard replies to public 
inquiries and congressional inquiries 
that are routine acknowledgments for all 
HRP programs.) 

-...f);/};,'ll. -#3 2 Reports (Includes form FS-1800-16, Human 
Resources Programs Accomplishment Report 
submitted by each HRP Program which 
contains narratives and statistics on 
accomplishments collected by field units 
and consolidated in the Washington Office, 
for use 1n the Annual Report made to 
Congress.) 

.Nm&: rlQ: Permanent. Transfer records 
to FRC when 1 cu. ft. 1s accunrulated. 
Offer to NARA 1n 5 year blocks when the 
most recent records are 20 years old. 

All Other Offices: Dest;•oy records when 
5 years old. 

Hosted Human Resource Programs (Includes 
general correspondence, policy and pro­
cedural records, reports, studies, and 
records related to special outreach 
efforts for hosted human resource 
programs.) 

1820 (Deleted. File any existing records 
under 1800 and apply the retention 
period.) 

*-FSH 1/88 AMEND 40-* 
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RETENTION 
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(BY FS MID FRC) 
WO RO&A ES SO OTHER 

~L:.+'r-~- 1830 Volunteers Program (Includes general 
correspondence, policy clarifications and 
other records related to special outreach 
efforts.) 

1 Volunteers Records (Case files containing 
FS-1800-7, Agreement for Individual 
Volunteer Services, FS-1800-8, Agreement 
for Sponsored Voluntary Services, hours 
workPd, accomplishments, training 
received, SF-1164, Claim for Reimburse­
ment for Expenditures Official Business, 
medical records, and correspondence.) 

lk>..t&: AlLQ~: Destroy records 3 
years after case file is closed. 

N<!/-Cf,;",,1f-f84o Youth Conservation Corps (YCC) 

-JI;~ I 1 Environmental Work Learning 
Program (Correspondence relating to the 
program.) 

*-FSH 1/88 AMEND 40-* 
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RETENTION 
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1840 

Work Plans (Includes project 
work plans, form 1300-4, corre­
spondence, and related records.) 
Note: SO: Retain records in 
office. Destroy 3 years after 
plan 1s revised or after final 
action. 
All Other Offices: Not 
applicable. 

1-2 Environmental Awareness Plans 
(Includes plans for environ­
mental awareness learning, 
scorecards, and related 
records.) 
Note: so: Retain records in 
office-.- Destroy 3 years after 
plan is revised or after final 
action. 
All Other Offices: Not 
applicable. 

2 Staff-Enrollee Living 
(Correspondence, rosters, and 
other records relating to youth 
accountability. ) 

3 Accident control, Health and 
Welfare Program (General corre­
spondence and other records 
relating to the protection of 
enrollees' physical and mental 
health while participating in 
the YCC program.) 

*-FSH 4/86 AMEND 36-* 
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1840 

3-1 Safety Plans (Includes 
project hazard analyses, unit 
safety plans; that is, rescue 
and emergency medical aid plans, 
safety plans covering specific 
hazards of jobs and activities.) 
Note: SO: Retain records in 
office-.- Destroy 3 years after 
plan is revised. 
All Other Offices: Not 
applicable. 

4 Enrollee Pay (General cor­
respondence concerning enrollee 
pay.) 

4-1 Enrollee Pay Records 
(Includes BR Forms UC-507, ASC 
pay printouts, advance payment 
vouchers, and related records. 
Records maintained by imprest 
fund cashiers for advance pay­
ment will be filed under the 
6540 file designation.) 
Note: SO: ( Including records 
transferred from YCC camps.) 
Retain records in office. 
Destroy when 3 years old. 
All Other Offices: copies of 
BRASC computer printouts.) 
Retain records in office. 
Destroy 3 months after the end 
of the period covered. 

*-FSH 4/86 AMEND 36-* 
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RETENTION 
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Youth Recruitment and 
Selection {Includes correspon­
dence, recruiting plans, coop­
erative agreements with State 
officials coordinating youth 
recruiting, and related 
records.) 

Inquiries on Recruiting 
and Selection (Routine acknowl­
edgements and transmittals.) 

Applications (Recruiters 
file of applications and related 
information on applicants. 
Records covered under USDA-FS-30 
system description.) 

~: YCC State Recruiter 
Offices: Retain records on 
non-selected applicants in 
office. Destroy by September 30 
of each year. 
All Other Offices: Not 
applicable. 

Administrative support 
(Correspondence and other 
records relative to administra­
tive support of YCC program.) 

Staff Training (Corres-
pondence reports, and other rec­
ords relative to staff partici­
pation in training programs.) 
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1840 

6-2 Program Materials (Cor­
respondence relative to YCC pro­
gram materials. Records per­
taining to procurement of 
materials will be filed under 
the 6300 series.) 

7 Enrollee Records (Includes 
application forms, medical his­
tory forms, copies of BR Forms 
UC-507, evaluation of enrollee's 
performance by camp staff, and 
accident and injury forms. 
Records covered under USDA-FS-27 
and 29 system descriptions.) 

Note: SO: (Records transferred 
from YCC camps.) 
List of names and addresses of 
enrollees. Retain list in 
office. Destroy when 5 years 
old. 

Parental permission portion of 
application forms, medical his­
tory forms, and accident forms 
- Transfer records to FRC upon 
closure of pr~gram. Destroy 40 
years after closure of program 
(July 1, 2022). 
All other records - Destroy 
upon completion of session. 
All Other Offices: Not 
applicable. 
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1840 
f/4-Cf.;- 7i-5' 

Jfw--# I~ 1-1 Alternates (Application forms 
of alternates.) 
Note: SO: (Records transferred 
from YCC camps.) Destroy upon 
completion of session. 
All Other Offices: Not 
applicable. 

8 Reports (Includes annual 

~ 11 9 

reports submitted to the 
President and the congress out­
lining the accomplishments of 
the YCC program for the previous 
summer, summary reports prepared 
by BRASC, narrative reports pre­
pared by field units, and study 
reports. Arrange by name of 
report.) 
Note: WO: PERMANENT - Transfer 
recordsto FRC when 5 years old. 
Offer records to NARA when 10 
years old. 

Grant Program (Correspondence 
relative to routine operations 
of the program, and records per­
taining to technical assistance 
provided to State YCC programs.) . 
Inquiries on Grants (Routine 
acknowledgements and 
transmittals.) 
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RETENTION 
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State Grant case File (Includes 
original grant application and 
other records required in the 
State grant approval and funding 
process.) 

Note: All Offices: (Duplicate 
copies) Destroy when 2 years old 
or upon closure of the program, 
whichever is earlier. 

The original State grant appli­
cation is retained by BRASC in 
salt Lake City by Interior and 
will be destroyed 7 years after 
the date of the termination of 
the program or when audit is 
completed, whichever comes 
first. 

Audits (Includes reports, 
correspondence, and related 
records of regular and special 
audits of State grant projects.) 
Note: All Offices: Transfer 
records to FRC 2 years after 
completion or final action, or 
retain records in office. 
Destroy 5 years•after completion 
or final action. 

10 Planning and Distribution 
of Funds (Correspondence and 
other records relative to the 
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distribution of YCC fund by States for 
both Federal and State programs.) 
..NQ..1&: All Off1ces: Retain records in 
office. Destroy when 5 years old. 

,.J..-

'WrlL# :xJ 10-1 Plans (Fund distribution plans for 
projects. Case folder as needed for 
individual proJects.) 

..NQ..1&: All Off1ces: Retain records in 
office. Destroy 5 years after plan is 
revised or after final action. 

11 Interagency Agreements Interagency 
agreements concerning YCC, supplements 
and revisions to agreements, and related 
correspondence. 

~ WO: PERMANENT - Transfer records 
to FRC 3 years after agreement expires or 
terminates. Offer records to NARA 10 
years after agreement expires or 
terminates. 
All Other Offices: Retain records in 
office. Destroy 3 years after agreement 
expires or terminates. 

*-FSH 5/88 AMEND 41-* 
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1850 Job Corps Civilian Conservation 
Centers (General Correspondence 
concerning Job Corps too broad to file 
under a specific secondary or tertiary 
subject.) 

2 Job Corps (Includes survey records, 
establishment recorrts, and related 

, correspondence for individual centers. 
Arrange case folders alphabetically by 
center name and location.) 
~: \!Q: PERMANEITT - Transfer records 
to FRC 3 years after center is closed. 
Offer records to NARA 10 years after 
center is closed. 
SQ;_ Transfer records to FRC 3 years 
after center is closed. Destroy 10 years 
after center is closed. 
All Other Offices: Not applicable. 

3 Corpsmember Personnel (Correspondence, 
reports, and related records pertaining 
to incidents involving corpsmembers, and 
other records too broad to file under a 
specific tertiary subject.) 

3-1 Corpsmember Personnel Records 
(Correspondence and records relative to 
conduct, discipline, education, 
vocational training awards, assignments, 
and investigations and corpsmember health 
records.) 

*-FSH 5/88 AMEND 41-* 
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(BY FS AND FRC) 
WO RO&A ES SO OTHER 

.No.!&: Job Corps centers: 
a. Terminated Corpsmember: Transfer 
personnel records to local FRC 30 days 
after termination. Destroy 75 years 
after date of birth of corpsmember. 
Send copy of Transmittal and Receipt 
Form, SF-135 (with accession number) to 
the Regional Office responsible for the 
center. 

Inquiries from corpsmembers terminated 
prior to November 1, 1986, will be 
handled by the Regional Office 
responsible for the center. 

b. Deceased Corpsmember: Within 10 days 
after death, transfer entire personnel 
records to Department of Labor, National 
Health Office, Employment and Training 
Administration Office of Job Corps, Room 
N4508, Francis Perk1ngs Building, 
Washington, DC 20210. 

All Other Offices: Not applicable. 

Corpsmember Health Records 
(Deleted. See 1850-3-1.) 

3-3 Placement (Correspondence and related 
records pertaining to placement of 
corpsmembers; for example, jobs and other 
training programs.) 

*-FSH 5/88 AMEND 41-* 

3 3 3 3 3 



41--64 

RECORDS MANAGEMEITT HANDBoa< 

RETOOION 
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1850 

!)/;",-,._ 14 3 I 4 Education and Training (Correspondence 3 3 3 3 3 
and related records pertaining to 
education and training provided for 
corpsmembers, too broad to file under a 
specific tertiary subject.) 

-J,t;'K-#3::L 4-1, Recreation Plans (Includes center (See Note) 
recreation plans and related 
correspondence.) 
.Nm&: All Q[[11::e~: Retain records in 

office. Destroy 3 years after plan is 
superseded or obselete. 

✓6; i'-' ft 3_3 4-2 Basic Education (Correspondence relating 3 3 3 3 3 
to individual center programs.) 

~t-~,._, rl3t 4-3 General Education Development (GED) 3 3 3 3 3 ' ' 
(Correspondence relating to individual 
center programs.) 

J,,t~,,___ tr J ~ 4-4 Vocational Education (Correspondence 3 3 3 3 3 
relating to individual centers programs.) 

~~~~p 5 Clothing (General Correspondence) 3 3 3 3 3 
1krt&.:. File records pertaining to 
procurement and supply of clothing under 
the 6300 series. File records of 
clothing issued under the 6400 series. 

*-FSH 5/88 AMEND 41-* 
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RETENTION 

(JtV ~R¼SR 1"1H''I 

Interagency Agreements 
(Correspondence and records 
relative to the agreements 
between USDA, Department of 
Interior, and the Department of 
Labor. Includes revisions and 
amendments to agreement.) 

Note: WO: PERMANENT - Transfer 
recordsto FRC 3 years after 
agreement expires or terminates. 
Offer records to NARA 10 years 
after agreement expires or 
terminates. 
All Other Offices: Retain rec­
ords in office. Destroy 3 years 
after agreement expires or 
terminates. 

7 corpsmember Welfare Association 
and Management (Include corre­
spondence, minutes of official 
meetings, and other related rec­
ords except financial accounta­
bility. File financial 
accountability records under 
6520.) 
Note: SO and Job cor?s centers: 
iet"iin record$ in of ice. 
Destroy when 3 years old. 
All Other Offices: Not 
applicable. 
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RETENTION 
{UV ~Rl8R Hi" 

vocational Skills Training 
(Correspondence) 

ProJect Work Plans (Plans 
and related correspondence. 
Includes cooperative work 
proJects.) 
Note: All Offices: Transfer 
records o FRC 2 years after 
plan is superseded or obsolete 
or retain records in office. 
Destroy 5 years after plan is 
superseded or obsolete. 

semiannual VST Accomplishment 
Reports (Includes reports and 
related correspondence.) 

Facilities (case files 
consisting of correspondence, 
plans, prospectuses, and other 
related records.) 
Note: so and Job corps centers: 
Transfer records to FRC 2 years 
after structure 1s removed, or 
retain records in office. 
Destroy 5 years after structure 
is removed. If center is closed, 
records will be ~orwarded to so. 
RO: Retain records in office. 
Destroy 3 years after structure 
is removed. 
All Other Offices: Not 
applicable. 
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1850 

-!ft;~ 9-1 General Correspondence (Correspondence 
'f3 pertaining to to facilities, too broad to 

-<,,. file 1n a specific case folder.) 

10 Reports (Includes facility l!lspect1on 
:;i,;;1(.,# 4 'f reports, annual national review reports 

by DOL, morning report recap1tulat1on, 
quarterly reports.) 

..NQ.t.g: il.Q: Transfer records to FRC when 3 
years old. Destroy when 10 years old. 

RO, so, and JQb CcrQ~ ~~Dt§r~: Transfer 
records to FRC when 2 years old or retain 
records 1n office. Destroy when 5 years 
old. 

All Otb~r O((ic~~; Not applicable. ;} Nt-cfs:.g,tp-J 
1860 Senior Comnrunity Service Employment 

~LJI, 7 
Program (Includes general correspondence 
related to policy clarifications and 
other records too broad to file under a 
subject heading.) Establish subject 
folders as needed. 

*-FSH 1/88 AMEND 40-* 

RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

3 3 3 3 3 

(See Note) 

3 3 3 3 3 

t , . 
" 



I 
l. 

41--68 

P;-CORDS MANAGEMENT HANDBOOK 

1860" 

Coordination and Cooreration (Includes 
general correspondence related to various 
senior progra~~ conducted by State 
Governments and other organizations. 
Files include copies of agreements from 
other sponsoring org~niz~tions and 
sharing of quarterly progress reports.) 

1-1 Equitable Distrib11t10n Pl,ms (Includes 
plans from States requesting enrollee 
slots. These are copies provided to all 
sponsors.) 

2 Recruitment and Selection (FS-1800-21B 
Application for the program.) 

_Np_t._e_. All_QfLi.c .. e_$_: Destroy when no 
longer needed or when applicant is found 
ineligible. Applications accepted f0r 
enrollment are filed in accord~nce with 
FSM 1866. 

3 Enrollee Work-Site Records (Includes 
orientation, certification, safety 
training documentation, traming records, 
assessll\':'nt and plans, transition to 
unsubsidized employment, follow-up 
documentation after placel'!IP.nt and other 
records related to the work-site (FSM 
1866) • 

.Nnt~: .AJJ ..... Qfi.1-.c.e.~: Des~roy records 3 
years after separation from employment. 

*-FSH 1/88 AMEND 40-* 
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41--69 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

Reports (Includes quarterly progress 
reports FS-1800-G, and narrative attach­
ments which are required by the Depart­
ment of Labor for congressional testirrony 
on the status of the program; file also 
includes reporting of local proJect 
data.) Establish subJect folders as 
needed . 

.N.Qtg: File financial records such as 
Report of Cumulative Obligations, 
Quarterly Report of Cumulative Contribu­
tions and so forth under 6550 Accounting 
and apply retention period. 

Enrollee by State (Includes the report on 
the number of enrollees by State.) 

~: All Offices: Destroy when no 
longer needed. 

5 Special or Experirrental ProJects 
(Includes proposals, agreement forms, 
correspondence, strategies and tech­
niques, and other records related to 
improve unsubsidized placement for older 
Americans.) Establish folders by 
proJect • 

.N.Qtg: All Offices: Destroy records 3 
years after termination of special 
proJect. 

*-FSH 1/88 ~MEND 40-* 
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RETEtll'ION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

1860 

6 Planning and Distribution of Slots 
(Includes correspondence relating to the 
capability and distribution of Senior 
Comrrunity Service Employment Program 
(SCSEP) slots. Includes local project 
data prepared on a yearly basis.) 

A} e, 1 ...t.j(,8J.- J., 1870 

Ji-5'YK.--# I 

Interagency Agreement (Includes the 
Interagency Agreement, supplements, 
modifications, closeout documents, and 
financial status report.) 

~= HQ: Permanent. Break file every 
10 years and transfer to the FRC. Offer 
to NARA when 20 years old. 

All Other Offices: Destroy 3 years after 
the agreement expires or terminates. 

Young Adult Conservation Corps (Includes 
general correspondence, subject files, 
memoranda, studies, reports and other 
records related to YACC.) 

Work Plans (Includes Project Work Plans, 
FS-1900-4, correspondence and related 
records.) 

~= SQ: Destroy 3 years after plan is 
revised or no longer needed for 
administrative use. 

All Other Offices; Not applicable. 

2 Safety Plans (Includes correspondence 
and records related to safety. ) Records 

*-FSH 1/88 AMEND 40-* 
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RETENTION 
f'O• ~RISR "L'D,, 

referring to serious incidents, 
deaths, OWCP and Tort Claims 
file under 6180: 

Staff-Enrollee Living (Includes 
correspondence, roster and 
other records related to youth 
accountability 1n residential 
programs.) 
Note: All Offices: Destroy upon 
closeout of program 

Youth Recruitment and Selection 
(Includes general correspon­
dence, with employment service 
and general public, inquiries 
from youth and request for 
information on the program.) 

Enrollee Pay (Includes general 
correspondence concerning 
enrollee pay.) 

Enrollee Pay Records 
(Includes copies of BRASC pay 
print outs, BR form UC-507 
(Employment Notification) and 
related records.) Records 
maintained by_ imprest fund 
cashiers for advance payments, 
file under 6540-6. 
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1870-5-l 

Note: All Offices: Destroy 
copies of BRASC payroll print­
outs upon closure of the pro­
gram. The original enrollee pay 
record will be retained by 
BRASC. BRASC will transfer 
records to National Personnel 
Record Center (NPRC), St. Louis, 
Missouri and destroy 56 years 
after the date of last entry on 
the date of the last entry on 
the enrollee record. 

6 Enrollee Records (Personnel 
records of separated enrollees. 
Includes YACC-2 forms, medical 
history form, evaluation of 
enrollee's performance, accident 
and injury forms and related 
records.) 
Note: WO, RO, ES, §.QL Remove 
medical records from the per­
sonnel folder for each separated 
enrollee. (A) Personnel 
records-Transfer to Local FRC. 
Destroy on July 1, 1989. (B) 
Medical records-Transfer to 
Local FRC. Destroy July 1, 2022. 

' 7 Program Materials (Includes 
correspondence relative to YACC 
program materials.) File pro­
curement of materials under 
appropriate 6300 heading. 
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1870-7 

Note: All Offices: Destroy when 
2 years old or upon close-out 
of the program, whichever is 
earlier. 

8 Reports (Includes annual reports 
submittted to the President and 
congress highlighting accom­
plishments of program, study 
reports, narrative reports pre­
pared by field units.) 
Note: WO: Offer to NARA when 
20 yearsold. 

9 State Grant Program (Includes 
general correspondence, reports, 
and records related to the 
administration of State Grant 
Program.) 

State Grant case Files (Includes 
SF 424 application, letter of 
credit, Governor's designated 
rep., and other related rec­
ords.) File project reports 
under 1410. 
Note: All Offices: Destroy 
duplicate copjes of State grant 
case files when 2 years old or 
upon closure of the program, 
whichever comes first. The 
original State grant application 
will be retained by BRASC and 
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destroyed 7 years after the date 
of termination of the program 
or when audit is completed, 
whichever comes first. 

10 Enrollee Targets (Includes 
correspondence and records 
related to enrollee targets.) 
Note: All Offices: Destroy when 
2 years old or upon close out 
of the program, whichever is 
earlier. 

11 On Board Strength Report 
(Includes correspondence and 
related records.) 
Note: All Offices: Destroy when 
2 years old or upon close out 
of the program, whichever is 
earlier. 

12 Interagency Agreements 
(Includes interagency agree­
ments, YACC supplements, revi­
sions to agreements.) 
Note: WO: Permanent. Offer 
to NARAwhen 20 year old. 
All Other Offices: Destroy 3 
years after agreement expires 
or terminates. 
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Planning (Includes corre­
spondence and reports relating 
to the various planning pro­
cesses at all levels in the 
Forest Service; and records that 
cannot be readily identified 
with one of the specific pro­
cesses described in 1910 thru 
199 0. ) 

1 Inquiries (Includes inquiries 
for all 1900 series.) 

1910 National Resource Planning 
(Includes general correspondence 
and material relating to the 
Nation's renewable resources and 
development of the Forest Ser­
vice program at all levels, and 
not covered by a specific sec­
ondary·subject.) 
NOTE: All Offices: If files 
IiEeled 11910 1 are limited to 
general correspondence, destroy 
when 5 years old. 

If files labeled •1910• include 
files described in· 1910-1 
through 1910-4, use the follow­
ing disposit;ion: 
WO, RO & A, and ES: Destroy 
records when 25 years old. 
All Other Offices: Destroy 
records when 5 years old. 
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1 President's Statement of 
Policy (Includes correspondence, 
review comments, and suggestions 
for the President's Statement of 
Policy transmitting RPA Assess­
ment and Program to congress. 
The final Statement of Policy 
is filed under 1910-5.) 

2 Assessment (Includes general 
correspondence, public comments, 
and other assessment-related 
material including organiza­
tions, structure, plans, commit­
tees and assignments, depart­
mental direction and review, 
public participation and other 
review, congressional oversight 
activities, and coordination 
with other agencies. Includes 
material prepared for formal 
distributing for review and 
comment, reporting process, or 
explaining the assessment.) 

2-1 Assessment DATA BASE 
(Machine readable and directly 
related records.containing 
information on·assessment analy­
sis and finding; information on 
costs, supply, demand, consump­
tion, elasticity, and population 
for past and future years. Data 
is organized, collected, and 
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1910-2-1 

grouped by geographic 
locations.) 

NOTE: All Offices: Destroy in 
agency when administrative use 
ceases. 

2-2 Assumptions (Includes materials 
relating to development of basic 
assumptions for assessment 
analysis, ~opulation projec­
tions, estimates of economic 

2-3 

2-4 

2-5 

2-6 

activity, analyses of alterna­
tive future relationships 
between basic assumptions and 
resource use.) 

Land Inventory (Includes 
information and public 
comments.) 

Recreation (Includes information 
and public comments.) 

Wilderness (Includes information 
and public comments.) 

Wildlife and.Fish (Includes 
information and public 
comments.) 

~-/:J J'a.J 2-7 Range (Includes information and 
public comments.) 
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2-8 Timber (Includes information 
and public comments.) 

2-9 water (Includes information and 
and public comments.) 

~ #J5° 2-10 

~;#/? 2-12 

Minerals and Other Resources 
(Includes information and public 
comments. Resources include 
minerals, urban forestry, wet­
lands, air, and items not 
included in the renewable 
resource categories in 1910-2-4 
thru 2-9.) 

Multiresources Interactions 
(Includes information and public 
comments related to interactions 
between resources as a result 
of management and use, and tech­
niques for analyses of these 
interactions.) 

Description of Forest Service 
Programs (Includes information 
and public comments relating to 
the Forest Service Programs and 
responsibilitie~ called for in 
section 3 (a) (3) of the Forest 
and Rangeland Renewable 
Resources Planning Act of 1974.) 
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3 Program (Includes general 
correspondence and other program 
related material including orga­
nization structure, plans, com-
mittees, other assignments, 
public participation, other 
reviews, departmental direction 
and review, congressional over­
sight activities, and coordina­
tion with other agencies. Also, 
material prepared for formal 
distribution for review and 
comments, reporting progress, 
or explaining the program.) 

Program DATA BASE 
(Machine-readable and directly 
related records containing 
information on program develop­
ment from an analysis of alter­
natives. The system is designed 
to support the development of 
national alternatives for long 
range strategies in the manage­
ment of natural resources (land, 
labor, and capital) and their 
outputs, effects, and services 
they produce • . 
The data contains information 
on supply, cost, productivity, 
environmental and social impli­
cations for a SO-year span in 5 
and 10-year periods.) 
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NOTE: All Offices: Destroy in 
igen'cy the master file, backup 
tape, and record copy of the 
user's guide when administrative 
use ceases. 

3-2 Direction (Includes copies of 
directions and issues pertaining 
to the RPA Program development 
process, except for direction 
relating to policy issues and 
analysis which are included in 
1910-4 and 1910-3-3.) 

Analysis (Includes material 
specifically relating to the 
analysis procedures used in the 
RPA program development process; 
unit cost analysis, benefit 
value analysis, discount rate 
analysis, present net worth, 
physical biological, social, 
and other economic analysis.) 

3-4 Recreation (Includes public 
comments, process and analysis 
results.) 

Wilderness (Includes public 
comments, process and analysis 
results.) 
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RETENTION 
H>< ~Rm~ 'C'l>I" 

Wildlife and Fish (Includes 
public comments, process and 
analysis results.) 

Range (Includes public comments 
process and analysis results.) 

Timber (Includes public comments, 
process and analysis results.) 

Water (Includes public comments, 
process and analysis results.) 

Minerals (Includes public 
comments, process and analysis 
results.) 

Human and community Development 
(Includes public comments, pro­
cess and analysis results,) 

Lands (Includes public comments, 
process and analysis results.) 

Soils (Includes public comments, 
process and analysis results.) 

Facilities (Includes public 
comments, process and analysis 
results.) 

Protection (Includes public 
comments, process and analysis 
results.) 
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4 Policy Issues (Includes all 
material and directions relating 
to Policy issue identification, 
organization, and procedures, 
but does not include decisions 
or rationale for them which 1s 
to be found within resource 
element files 1910-3-4 thru 
1910-3-15.) 

II l!-tj 5 .-tJ/ -i 5 

~ "II-- I 
~ 

Reports of the Forest Service 
(Includes President's Statement 
of Policy and any congressional 
revisions, the Annual Report of 
the Forest Service as required 
by section 8 of the Act, pub­
lished Assessment, published 
Report to Congress on the 
Nation's Renewable Resources.) 

N cl-- tJS--RI- (, 
~#.eS 

NOTE: WO: Offer to NARA when 30 
years old in 10-year blocks. 

Public Involvement in Planning 
(Includes correspondence con­
cerning overall public involve­
ment activities and comments 
concerning RPA which do not 
relate to a particular resource 
element, program, or assessment 
documents spec~fically.) 
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RPA Special Studies (Studies 
conducted to support the RPA 
Assessment or Program activi­
ties. These studies relate to 
supply and demand for natural 
resources, economic values, and 
other activities in support of 
the RPA process. The case file 
includes approved proposals and 
funding, progress reports, con­
tracts or cooperative agree­
ments, projects conducted to 
support the studies and final 
reports.) Establish case file 
by study number assigned by the 
Washington Office. 

WO: (a) Final Report. Permanent. 
Offer to NARA 25 years after the 
casefile is closed. (b) Remain­
ing casefile material: Destroy 
25 years after the casefile is 
closed. 

RO, A, and ES: Destroy records 
25 years after case file is 
closed. 

All Other Offices: Destroy 
records 5 years after case file 
is closed. 

Unfunded proposals: All 
Offices: Destroy in agency 
when obsolete. 
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Land and Resource Management 
Planning (Includes general cor­
respondence not covered by spe­
cific secondary subjects. 
Includes memorandums, review 
comments, negotiation decisions 
and direction for planning 
between national, Regional, 
Forest, or state levels within 
the FS: negotiations, inter­
related planning, significant 
correspondence with congress 
and the general public which is 
signed by the Chief and Deputy 
Chiefs.) 

Regional Planning (Includes 
correspondence and information 
related to regional planning 
which includes communication 
between regions or with the 
National or forest levels from 
a given Region; or correspon­
dence with other agencies, State 
and local governments, or with 
private individuals or interest 
groups. File the final regional 
plan and any amendments under 
1920-1-2.) 

Regional Planning Process 
(Includes documentation of 
planning process used at the 
Regional level, required by 
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Section~ regulations; team 
meeting minutes, decisions, 
direction from the Chief, 
Regional Forester, Area 
Director; the work plan, corre­
spondence, data information 
files, or other documentation 
of analytical procedures, col­
lection procedures, or any gen­
eral process actions proposed 
or used throughout the planning 
process. Must maintain all 
evidentiary material as poten­
tial legal or court evidence.) 

Note: !.:_ Paper not filmed: 
RO: Permanent. Offer paper rec­
o'ras to NARA when 20 years old. 

All Other Offices: Destroy paper 
records when 10 years old. 

B. Paper that is Filmed: If 
desired, a microform may be made 
to replace original paper rec­
ord. The microform shall be 
made in accordance with the pro­
visions of 36 CFR 1230. Destroy 
the original r~cords when micro­
forms are reviewed and found 
satisfactory. 
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C. Film: RO: Permanent. 
Microfilm annually or as appro­
priate. Transfer one silver 
original and one copy to FRC 
annually or as volume warrants. 
Offer to NARA in 5 years blocks 
when 20 years old. (For example: 
1982-1986 block would be offered 
to NARA in FY 2006.) 

All Other Offices: Destroy 
microform records in office 
when 10 years old. 

Regional Decision Document 
(Includes EIS, final Regional 
Plan, amendments, and 
revisions.) 

NOTE: ~ Paper not filmed: 
RO: Permanent. Offer paper 
'!'1n!ords to NXRA when 20 years 
old. 
All Other Offices: Destroy paper 
records when 10 years old. 
B. Pa~er that is Filmed: If 
aesire, a microform may be made 
to replace the original paper 
record. Th~•microform shall be 
made in accordance with the pro­
visions of 36 CFR 1230. Destroy 
the original paper records when 
microforms are reviewed and 
found satisfactory. 
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c. Film: RO: Permanent. 
Mfcrofilm annually or as appro­
priate. Transfer one silver 
or191nal and one copy to FRC 
annually or as volume warrants. 
Offer to NARA in 5-year blocks 
when 20 years old. (For example: 
1982-1986 block would be offered 
to NARA in FY 2006.) 

All Other Offices: Destroy 
microform records in office 
when 10 years old. 

Monitoring and Evaluation 
(Includes the written procedural 
requirements, results of moni­
toring activities and evaluation 
of information.) 

1-4 Regional Planning Criteria 
(Includes evaluation and deci­
sion criteria and processes 
criteria, correspondence, and 
documentation records; mainly, 
the interdisciplinary team and 
the Regional Forester.} 

1-5 Public comments·crncludes 
comments from the public which 
must be considered in the devel­
opment of plans, and correspon­
dence documenting response and 
status information.) 
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2 National Forest Planning 

Nc1-qs--r:i.-172-1 
~ # 3 

(Includes Correspondence and 
information related to forest 
planning including communication 
between RO and NF, and between 
WO and RO. File final National 
Forest Plan and any amendments 
under 1920-2-2.) 

National Forest Planning 
Process (Includes planning pro­
cess used at the National Forest 
level, required by Section 6; 
decisions and direction given; 
the work plan, correspondence; 
data information files or other 
documentation of analytical pro­
cedures, collection procedures, 
or any general process actions 
proposed or used throughout the 
planning process. Must maintain 
as evidentiary material as 
potential legal or court 
evidence.) 
Note: !.:_ Paper not filmed: SO: 
Permanent. Offer paper records 
to NARA when 20 years old. 
All Other Offices: Destroy 
paper records when 10 years old. 

B. Paper that is Filmed: If 
desired, a microform may be made 
to replace original paper rec­
ord. The microform shall be 
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IVCJ4~f 2-17 2-2 

~~'1 

made in accordance with the pro­
visions of 36 CFR 1230. Destroy 
the original paper records when 
microforms are reviewed and 
found satisfactory. 

c. Film: SO: Permanent. 
Microfilm annually or as appro­
priate. Transfer one silver 
original and one copy to FRC 
annually or as volume warrants. 
Offer to NARA in S years blocks 
when 20 years old (for example, 
1982-1986 block would be offered 
to NARA in FY 2006). 
All Other Offices: Destroy 
microform records in office 
when 10 years old. 

National Forest Decision 
Documents (Includes EIS, the 
final Forest plan, amendments 
and revisions.) 
Note: A. Paper not Filmed: 
SO: Permanent. Offer paper 
records to NARA when 20 years 
old. 
All Other Offices: Destroy 
paper records when 15 years old. 
a. Paaer that is Filmed: If 
aesire, a microform may be made 
to replace original paper rec­
ord. The microform shall be made 
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in accordance with the provi­
sions of 36 CFR 1230. Destroy 
the original paper records when 
microforms are reviewed and 
found satisfactory. 

c. Film: SO: Permanent. 
Microfilm annually or as appro­
priate. Transfer one silver 
original and one copy to FRC 
annually or as volume warrants. 
Offer to NARA in 5 years blocks 
when 20 years old (for example, 
1982-1986 block would be offered 
to NARA in FY 2006). 
All Other Offices: Destroy 
microform record in office when 
15 years old. 

Monitoring and Evaluation 
(Includes the written procedural 
requirements, the results of all 
fields monitoring activities and 
the evaluation of information.) 

National Forest Planning 
Criteria (Includes evaluation 
and decision.criteria and pro­
cess criteria applied throughout 
the planning process; correspon­
dence, and documentation records 
mainly between the so and the 
interdisciplinary team.) 
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Public comments (Includes 
comments from the public which 
must be considered in the devel­
opment of plans, and correspon­
dence documenting response and 
status information.) 

State Forest Resources Planning 
(Deleted. File any existing 
records under 3900 Statewide 
Forest Resource Planning and 
apply the retention period.) 

3-1 State Forest Resource Plans 
(Deleted. File any existing 
records under 3900 and apply 
the retention period.) 

3-2 Special Projects (Deleted. File 
any existing records under 3900 
and apply the retention period.) 

~/7 4 Wilderness Designation (Includes 
maps, tabular data, correspon­
dence, background information 
for ongoing special studies 
related to areas proposed for 
wilderness desi.gnation: and 
information which supports the 
congressional action taken. 
Excludes management of estab­
lished wilderness, which is 
filed under 2320.) 
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1920-4 

4-1 

4-2 

NOTE: WO & RO: PERMANENT Offer 
to NARA when 20 years old. 
All Other Offices: Destroy 
records when 10 years old. 

RARE II (Includes study, 
background data, correspondence 
and other records relating to 
the roadless area review and 
evaluation 1977-78. File future 
wilderness designation informa­
tion under 1920-4.) 

Public comments on RARE II 
(Includes comments and sugges­
tion from the public concerning 
areas proposed for wilderness 
designation.) 

~~• 5 NRA Designation (Includes 
maps, tabular data, correspon­
dence, and background material 
relating to studies for National 
Recreation Areas. File alphabet­
ically by name of area. Use 
2370 for management of estab­
lished NRA' s. ) 

NOTE: WO & RO: PERMANENT. Offer 
toNARA when 20 years old. 
All Other Offices: Destroy rec­
ords when lo years old. 
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~a/ 6 Wild and Scenic River 
Designation (Includes maps, 
tabular data, background infor­
mation and correspondence relat­
ing to studies of potential 
wild, scenic, and recreational 
rivers. Folders alphabetically 
by name of river. Use 2350 for 
management of rivers designated 
in national system.) 

coastal zone Management 
(Includes correspondence regard­
ing coordination, monitoring, 
review, and imple~entation of 
state programs for management 
of coastal zones, particularly 
as they apply to federal activi­
ties per coastal zone Management 
Act as amended (PL-92-583.) 

~ ol3 8 Special Management Areas 
(Includes planning information 
and correspondence for areas 
designated for special manage­
ment studies: Mount St. Helen's 
or other special disaster areas. 
Excludes management records 
filed under subjects, such as 
2800 Minerals.) 
NOTE: WO & RO: PERMANENT. 
oller to NARA when 20 years old. 
All Other Offices: Destroy rec­
ords when 10 years old. 
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Program Development and 
Budgeting (Includes general cor­
respondence and material not 
covered by a specific secondary 
subject; preparation of short­
term program proposals; develop­
ment of budgets; and direction 
for the national, Region, Area, 
Station, and local levels. 
Excludes items in 6520, includ­
ing allocations.) 

NOTE: WO: Offer permanent rec­
ords toNARA in 5-year blocks 
when 20 years old. 

~~ 1 Program Planning (correspondence 
and reports documenting the 
development, operation, and 
maintenance of a program devel­
opment and budgeting process: 
and procedures that encompass 
all program areas and organiza­
tional levels. Excludes instruc­
tion packages and annual budget 
proposals, which are filed in 
1930-1-1 and 1930-1-2.) 

Program Budget Development 
Instructions (Includes corre­
spondence transmitting and/or 
revising the final instructions 
and record copy of package.) 
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1930 

WO Alternative Budget Proposals 
(Includes the initial budget 
presentation with alternatives, 
subsequently required alterna­
tives in written form, and 
related computer generated 
reports. ) 

2 Budget Presentation (Includes 
correspondence directly related 
to the budget estimates and 
presentation of the Forest Ser­
vice budget. WO material is 
filed under 1930-2-1 thru 2-7.) 

Department Presentation 
(Includes budget material 
requested by the Department for 
formal submission: backup mate­
rial; spread sheets, executive 
summary; analysis papers; ques­
tions and answers generated 
after formal submission.) 

~") 2-2 0MB Presentation ( Includes 
material used in the Depart­
ment's formal presentation 
(marked-up 5 • s ).,; backup mate­
rial; spread sheets; executive 
summary; analysis papers; ques­
tions and answers generated 
after formal submission; and 
the Budget Appendix material.) 
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congressional Presentation 
(Includes Hearing preparation 
materials: capability state­
ments: questions and answers and 
inserts for the record: and mis­
cellaneous requests from the 
subcommittees, committees, and/ 
or congressional members and 
their staffs.) 

Projects (Includes all files 
not directly associated with the 
Department, 0MB or congressional 
presentation (outlay report, 
inflation, and receipts.) 

Agency and Department 
Estimates (Notebook prepared 
after •fine tuning• of final 
submission. Includes copy of 
cover letter and formal submis­
sion material.) 

Explanatory Notes (Final 
publication) 

Historical summaries 
(Includes •bed sheets,• reports 
on obligations by object class, 
personnel summaries, and infor­
mation digests.) 
NOTE: WO: Destroy records in 
igencywhen administrative use 
ceases. 
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1930-2-7 

All Other Offices: Not 
Applicable. 

3 Program Planning and Allocation 
Data Base (Machine-readable bud­
get proposals and allocations 
on the ADVENT System. The sys­
tem is designed to facilitate 
the development, presentation, 
and justification of annual 
agency budgets. The data con­
tains information on costs, 
resource activities and outputs 
for the current year, budget 
year, and program personnel 
year.) These machine-readable 
records consist of the following 
computer files: 

!Q!!_: (1) Master Projects and 
Definitions Files: contain for­
est specific information related 
to total projected resource 
requirements for all FS projects 
and code definitions used by 
fiscal year. 

WO: Permanent. WO offer the 
master files maintained at FCCC 
to NARA when 10 years old. 
All Other Offices: Destroy 
printouts when need ceases. 
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1930-3 

(2) ADVENT Budget Formula­
tions and Final Budget Alloca­
tions Files: consist of ADVENT 
generated budget formulations 
and final budget allocation for 
FS on a regional level by fiscal 
year. 

WO: Permanent. WO offer the com­
puter budget formulation and 
allocation files maintained at 
FCCC to NARA when 10 years old. 
All Other Offices: Destroy 
printouts when need ceases. 

(3) Other Reports, Update, 
Aggregate, Matrix Generating and 
Linear Programing, and Reforma­
tion Data Files 

WO: Destroy computer records 
maintained at FCCC when 10 years 
old. 

-95-P~ , All Other Offices: Destroy ti/~',.; printouts when need ceases. 

1940 Annual Work Planning (Deleted. 
File any existing records under 
the appropriaie file designa­
tions for 1930 and 6520 and 
apply retention periods.) 
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RETENTION 
(n< ~RHm 1:-1,,.., 

Na-qs-81-1019 so 
~15'" 

Environmental Policy and Pro­
cedures (Includes correspon­
dence and general material 
relating to analysis and deci­
sionmaking processes required 
by the National Environmental 
Policy Act of 1969, not covered 
by a specific secondary 
subJect.) 

~.:/t/h 1 ProJect Environmental 
Assessment (Includes material 
on site-specific projects sup­
porting project environmental 
assessments. Assessments are 
filed in project files.) 

2 Program Environmental 
Assessment (Includes material 
supporting program environmental 
assessments. Assessments are 
filed in program files.) 

3 Forest Service Environmental 
Impact Statement (EIS) (Includes 
material supporting an EIS as 
well as the actual Environmental 
Impact Statement.) 

NOTE: A. Paper ~ecords: All 
Offices: --
Cl) If not filmed, destroy rec­
ords in agency when no longer 
needed for reference.(2) If 
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RETENTION 
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filmed, destroy paper records 
in agency once film is verified. 
B. Film: (1) WO: PERMANENT. If 
records are microfilmed, it 
shall be in accordance with the 
provisions of 36 CFR 1230. Offer 
a silver original plus one 
duplicate copy to NARA in 5-year 
blocks when administrative use 
ceases. 

(2) All Other Offices: Copies 
of Film: Destroy when no longer 
needed for reference. 

comments (Includes correspon­
dence related to EIS's from 
other government agencies, the 
general public, and other 
sources.) 

Other Federal Agency Environ­
mental Impact Statements (Set 
up case folders as needed.) 
NOTE: All Offices: Destroy when 
3 years old or administrative 
use ceases, whichever comes 
later. 

• 
Statements (Includes statements 
for actions directly affecting 
NFS lands or FS, S&PF or 
Research programs, or where FS 
is a cooperating agency.) 
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1950-4-1 

tf G(-0,t;;"-81- I 6 

~,;t~ 4-2 

NOTE: WO: Destroy when 3 years 
olaoradministrative use 
ceases, whichever comes later. 
All Other Offices: Destroy when 
IS years old or when administra­
tive use ceases, whichever comes 
later. 

comments (Includes comments 
on other agency statements 
because of special expertise or 
indirect effect on FS programs.) 

NOTE: All Offices: Destroy when 
l year old or when administra­
tive use ceases, whichever comes 
later. 

5 state Environmental Impact 
statements (Set up case folders 
as needed.) 

Policy Analysis (Includes 
general correspondence and mate­
rial concerning routine trans­
actions, such as trip reports, 
individual letters and memoranda 
answering requests, and progress 
reports not directly related to 
a specific study.) 
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RETENTION 
PERIOD 

41--101 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

Policy and Interpretations (Deleted. 
File any existing records under 1960 and 
apply the retention period.) 

Case Studies (Includes reviews, 
anqlyses and study reports, staff papers, 
and any related records that analyze 
current Forest Service or emerging policy 
issues. Case file by year and subject 
matter.) 

.liru&: WQ: ..eE.RMA.N.Efil. Offer to NARA in 

5-year blocks when 20 years old. 

All Other Offices: Destroy when 10 years 
old or when no longer needed, whichever 
comes sooner. 

Economic and Social Analysis (Includes 
general correspondence related to 
technical and procedural direction for 
conducting economic and social 
analysis.) Excludes economic and social 
analysis casef1le material which should 
be filed under the appropriate file 
des1gnat1on for that subject. For 
example, an economic and social analysis 
related to an EIS 1s filed under 1950-3, 

*-FSH 5/88 AMEND 41-* 
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Special Plans and Studies (Case files 
consist of a Plan which contain the 
details of the research findings that 
will be tested for local or national 
application, a Justification, coopera­
tors, questions that the study will 
answer, the methodology, cost and 
funding, followup, and final report. 
The studies may be routine or substan­
tive, such as studies affecting more than 
one reg ion) • 

~: Office Orig1nat1ng the Study: 
Destroy study and related background 
papers when 10 years old. 

All Other Offices: Destroy copies of 
studies when 5 years old. 

1:1.o.t.e: 1990-1, 1990-2 records 
related to Surface Environment 
and Mining (SEAM) are now filed 
under 4310. 

f\.·,_q.;-~7-/J..2060 Ecosystem, Classification, 
Interpretation and Application 

2070 Biological Diversity 
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RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES so OTHER 

2100 Environmental Management u u u u u 

2110 Water Quality (Deleted. File 
any existing records under 2530 
and apply the retention period.) 

2120 Air Resource Management (Deleted. 
File any existing records under 2580 

.and apply the retention period.) 

2130 Solid Waste Management u u u u u 

2140 Integrated Pest Management 
(Deleted. File any existing 
records under 3400 and apply 
the retention period.) 

2150 Pesticide Use, Management and u u u u u 
Coordination (Includes corre-
spondence and records relating 
to authorities, responsibilities 
and definitions.) 

*-FSH 5/88 AMEND 41-* 
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RETENTION 
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2150 

l Pesticide Uses (Correspondence 
and other records relating to 
reviews of uses, and preparation 
of forms.} 

2 conduct of Projects (Include 
correspondence relating to proj­
ect planning, project work 
plans, and project safety 
plans.} 

3 Training and Certification of 
Applicators (Correspondence and 
other records relating to train­
ing and certification require­
ments for applicators, and 
training authorizations.) 

4 Pesticide Selection, Application, 
and Monitoring (Correspondence 
and other records relating to 
pesticide selection, safety, 
formulation, registration, 
aerial application, ground 
application, posttreatment 
evaluation, and environmental 
monitoring.) 

5 Safety in Pesticide Uses 
(Correspondence and other rec­
ords relating to safety. 
Includes pesticide exposure, 
transportation, storage, dis­
posal, and treatment.) 
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2150 

6 

2170 

tf"ll1 -l'./{,'fi-2200 
,.j)t( J 1l ff I 

Pesticide Use Reports 
(Includes post treatment evalua­
tion reports and reports on 
accidents and incidents involv­
ing pesticides.) 

Energy Management 

Range (General correspondence 
files consisting of correspon­
dence pertaining to Range activ­
ities too broad to file under a 
specific file subject.) 

Inquiries (Routine acknowledg­
ments and transmittals.) 

Training (Records and corre­
spondence relative to all facets 
of range management training.) 
Note: All Offices: Destroy 
when 5 years old, or 5 years 
after completion of a specified 
training program. 

Policy and Direction (includes 
correspondence relating to policy 
or program direction concerning 
range conditions, criteria for 
classifying grazing lands, 
directed to other agencies on 
policy matters, or signed by the 
Chief of the Forest service or 
the Secretary of USDA.) 
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2200 

Note: ~ Permanent. Send to 
FRC I year after policy is 
superseded. Offer to NARA, in 
s year blocks, 25 years after 
policy is superseded. 
All Other Offices: Retain rec­
ords 1n office. Destroy when 
no longer needed. 

2210 Range Management Planning 
(Correspondence of a general 
nature pertaining to proposed 
activities which may not have 
developed fully to create a 
specific case folder in the 
items following. File corre­
spondence of permanent value 
under 2200-3) 

1 Range Allotment Management Plans 
(Includes correspondence, maps 
and overlays, photos, trend 
transect records, grazing 
capacity estimates, tabulations, 
utilization records--permitted 
and actual use--related summary 
report materials and administra­
tive studies related to range 
analysis; enyironmental assess­
ment and decision notices; and 
the allotment management plan. 
Includes ranges from which 
grazing may currently be 
excluded and previously prepared 
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2210-1 

range analysis files. contains 
all files previously designated 
as 2210-1, 2210-2, 2210-3, and 
2220. case file by allotment.) 

Note: SO: Permanent. Transfer 
to FRC !year after the plan is 
revised or superseded. Offer 
to NARA, in 5 year blocks, 30 
years after plan is revised or 
superseded by new plan. 
All Other Offices: Destroy 3 
years after plan has been 
revised or superseded. 

Grazing and Livestock Use Permit 
System (Files consisting of gen­
eral correspondence and related 
records too broad to file under 
s~ecific secondary subject. 
File appeals to grazing boards 
in pertinent case folders.) 

l Fees (Files consisting of 
general correspondence relative 
to standard and regulations and 
related discussions leading to 
the determination of the fee 
charged for grazing or crossing 
of livestock on National Forest 
lands and on other lands under 
Forest Service control. 
Note: WO' RO:$ Offer to NARA 
when 10 years o ,d. 

trQ1JsFer rcc.urrli la ~/JIZC wJe11 
3 yea ,..s o-f d · 
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RETENTION 

rn, ~RI9R 1:'nr' 

Fee Studies (Case files con­
sisting of all study material 
collected, including working 
papers, statistical summaries 
developed, or other information 
used in support of fees charged. 
Files are arranged chronologi­
cally. Records regarding monies 
collected for grazing are filed 
under 6530.) 
Note: Retention period begins 
after study is completed. 

2. Application (Files consisting of 
application, supporting docu­
ments, and other supplemental 
information used in determining 
whether a permit should be 
issued.) 
Note: SO: If application is 
approvea;-file in the appropri­
ate case file under 2230-3. If 
disapproved, file records in 
general correspondence under 
2230 and apply retention period. 
All Other Offices: Not 
applicable. 

3 Permit Case Files (Includes 
case files consisting of autho­
rizing documents, supplements, 
amendments, correspondence, and 
related records. Establish 
files by PERMIT TYPE: Term 

*-FSH 4/86 AMEND 36-* 

!WO 

50 

RO 
& ES 
A 

' 
3 3 

{ ee 

( Jee 

0 
so T 

fl 

3 3 

Not e) 

¥ , . 
" 

Not e) 



41--108 

RECORDS MANAGEMENT HANDBOOK 

RETENTION 
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2230-3 

(Grazing Agreements, Private 
Land), Temporary, Livestock 
Use, Other Permits. See FSM 
2230. Arrange case file alpha­
betically by name of permittee.) 
Note: SO: Transfer to FRC 10 
years after file is closed. 
Destroy 75 years after file is 
closed. RO: (Duplicate rec­
ords) Reta!n records in office. 
Transfer to FRC is not autho­
rized. Destroy when administra­
tive use cases. 
All Other Offices: Not 
applicable. 

NOTE: 2230-3 cattle and Horses, 
2230-4 Private Land, 2230-5 
Sheep and Goats, and 2230-6 
Other Permits, file designations 
are deleted. Refile existing 
records under 2230-3 Permit case 
Files and apply retention period. 

3-1 Permittee card File (Includes 
Form FS-2200-8, Annual Record 
of Permitted use. card docu­
ments permitte~, number, and 
type of livestock allowed to 
graze, and billing for season.) 
Note: SO: Retain records in 
office until no longer needed, 
then destroy. Do not send to 
FRC. 
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RETENTION 
/T>V ?!RI9R .... ,. 

2240 Improvements (General corre­
spondence files consisting of 

0e:s 1:f I~ ,w n . -, 6, , 

J:lii.»c'#)I-

N e.,1-9s- 1q-1 
~#I') 

correspondence too broad to file 
under a specific secondary.) 

Structural (Correspondence and 
supporting documentation regard-
ing structural improvements made 
to National Forest lands includ­
ing items such as cattle guards, 
fences, gates, corrals, and 
water developments. File record 
of authorities and agreements to 
build such improvements under 
various cooperative programs 
between Forest service and per­
mittees in the appropriate per­
mittee case folder (Under 
2230-3.) 
Note: Retention period applies 
after improvement is completed.) 

Inquiries (Files consisting of 
general inquiries or requests 
for information regarding struc­
tural improvements.) 

2 Nonstructural (Inquiries and 
files of a general nature, too 
broad to file under a specific 
tertiary.) 
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2240 

~#,;i.0 2-1 Pesticides (Correspondence 
regarding spraying of pesticides 
and other treatments of woody 
plants, noxious farm weeds, 
other plants, including those 

Nq-CJf"..tt-!> 3 ~.,,,..,, 

IV'CJ-'lr--19--1 2250 

~*~~ 

of a poisonous variety, rodents, 
predators, insects, and dis­
eases. case files created when 
necessary and arranged 
alphabetically.) 
Note: WO & RO: Offer to NARA 
when l0yearsold. 

Incidents (Case folders con­
sisting of any correspondence 
and supporting documentation 
regarding any complaints or 
complications resulting from any 
non-structural improvements to 
National Forest System lands. 
May include statements and other 
supporting data and 
photographs.) 

Cooperation (General corre­
spondence too broad to fit into 
a specific case file concerning 
various organizations, such as 
conservation organizations, the 
Farmer's Union, the Farm Bureau, 
and other recognized groups that 
are not specifically chartered.) 
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RETENTION 
PERIOD 

'TlV li'C.: Aun .,.,,., 

Advisory Boards (Files include 
copies of charters, correspon­
dence, notice of meetings, min­
utes, memberships, rosters, 
by-laws, and all supporting 
documentation of business con­
ducted by Grazing Advisory 
Boards. case files arranged 
alphabetically by board.) 
Note: SO: Offer to NARA when 
10 yearsold. 

Associations (Files pertaining 
to various organizations formed 
by National Forest grazing per­
mittees. They include specific 
documentation such as member­
ship, minutes of meetings, memo­
randums of understanding, agree­
ments, renewals, and general 
correspondence.) 
Note: Retention period begins 
after termination of 
association. 

Wild Free-Roaming Horses 
and Burros (General correspon­
dence. Piles containing mate­
rial of a general nature, too 
broad to fit into a specific 
case file.) 

*•FSH 4/86 AMEND 36-* 

WO 

10 

25 

10 

RO 
& 
A 

10 

25 

10 

~ ES so 
I 

10 p 10 

2S 25 25 

t . 
< . 

10 10 10 



41--112 

RECORDS MANAGEMENT HANDBOOK 

RETENTION 
, .. , PERIQ!? VD,., 

2260 

1 Cooperation (Piles consist of 
correspondence and cooperative 
agreements between Forest ser­
vice and other State or local 
government agencies, permittees, 
or private landowners regarding 
maintenance of wild horses and 
burros. Arrange materials in 
case folders, by cooperators, 
and include documentation of 
joint land management plans for 
those properties immediately 
adjacent to National Forests 
which wild horses use as their 
natural range. May include 
cooperative agreements between 
Forest service and State Live­
stock Boards regarding determi­
nation of ownership in cases of 
dispute.) 
Note: WO and RO: Destroy 25 
years after completion of agree­
ment. All Other Offices: Do 
not send to PRC. Destroy 3 
years after termination of 
agreement. 

Designated Ranges (Piles 
consisting of co~respondence 
and manage1nent plans concerning 
those lands specifically desig­
nated by the Chief of the Forest 
Service as having emphasis 
placed on horse maintenance 
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RETENTION 
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2260-2 

rather than multiple use. case 
files by specific area.) 

3 Management Plans (Case file by 
specific area containing all 
inventories of horses, statis­
tical data regarding mainte­
nance, studies, and maps. All 
documentation regarding use of 
any specific area for grazing 
of wild horses in conjunction 
with multiple use management of 
public lands. May include 
public input regarding horse 
maintenance.) 
Note: SO: Permanent. Tranfer 
to FRC lyear after plan is 
revised or superseded. Offer 
to NARA, in 5 year blocks, 30 
years after plan is revised or 
superseded. 
All Other Offices: Destroy 10 
years after plan has been 
revised or superseded. 

Relocation and Disposal (Files 
consisting of correspondence 
regarding adoption, relocation, 
and final disposal of wild 
horses. These plans are specifi­
cally formulated for individual 
ranges where overcrowding of 
wild horses has occurred. The 
animals are either placed under 
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2260-4 

flU-'1!"-?9--1 2 2 7 o 

~30 
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private maintenance or relocated 
to other National Forest areas. 
Files may also include corre­
spondence involved in settling 
any disputes arising out of wild 
horses causing damage to private 
lands. case folders by areas, 
as necessary). 
Note: WO & RO: Destroy when 
10 years old. 
All Other Offices: Transfer to 
FRC 3 years after closed. 
Destroy 25 years after case is 
closed. 

Information Management and 
Reports (All 2200 reports, 
including annual grazing sta­
tistical, final study reports. 
Separate folders as needed by 
name of report. Includes one­
time reports). 
Note: WO: Offer to NARA after 
10 yearsold. 

Range Management Information 
System (Includes data pertaining 
to forest-range, grazing per­
mits, annual grazing authoriza­
tions, actual grazing use, and 
improvements.) 
Note: 
WO: Offer to NARA annually. 
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2300 Recreation Management 

l Inquiries 

2 Programs (Including Operation 
Outdoors.) 

2310 Planning and Data Management 
(Including plans covering camp­
grounds and picnic grounds, 
resorts, organization camps, 
recreation residences, swimming 
areas, and commercial public­
service sites.) 
Note: 
Regional Offices onlf: Retain 5 
years. Apply retention period 
when the plan is superseded by 
a new or revised plan. (File 
planning reports under 2310-2 
and retained permanently.) 
All Other Offices: Destroy when 
use ceases. 

1 RIM Documents 
Note: 
WO (Recreation Management only): 
Permanent retention. Records 
dating from 1939 will be on 
microfilm. Record copies of the 
microfilm sh·a11 be offered to 
the National Archives and Rec­
ords service. 
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RETENTION 
( RV ~iqg~ ,,..,.,. 

2310-1 

l 

2330 

All Other Offices: Destroy when 
use ceases. 

Reports 

Wilderness, Primitive Areas, 
and Wilderness study Areas 
(Folder alphabetically by type 
and name of area.) 

Reports 

Publicly Managed Recreation 
Opportunities (Including camp-
grounds, picnic grounds, boating 
sites, swimming sites, play­
ground, park, sport sites, and 
campground fee system.) 

Reports 

Privately Provided Recreation 
Opportunities (Including winter-
sports sites, avalanche control, 
organization-camp sites, conces­
sion sites, and recreation resi­
dence sites.) 

2350 Trail, River, and Off-Road 
Vehicle Management (Including 
general undeveloped· areas, 
recreation roads, recreation 
trails, water areas.) 
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RETENTION 
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Special Interest Areas 
(Includes general correspondence 
concerning special interest 
areas too broad to be filed 
under a specific subject. 
Excludes correspondence of per­
manent value.) 
Note: Screen all files in 2360 
series prior to PY 1982 for 
2360-1 records. 

1 Policy and Direction (Includes 
correspondence relating to 
policy or program direction, 
directed to other agencies on 
policy matters, or signed by 
the Chief of the Forest service 
or the Secretary of USDA.) 
Note: wo, RO~ so: Permanent 
records. Sen to PRC when 10 
years. Offer to NARA when 20 
years old. 

2 Inventory Records (Includes 
overview reports-summaries of 
cultural resource information· 
by specific areas; site inven­
tory records-site inventory 
forms, photographs, site maps, 
descriptions, project inventory 
records-repocts of areas inven­
toried, resources located, and 
recommendations.) case file by 
site. 
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RETENTION 
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2360 

J Compliance Records (Includes 
evaluation reports-records of 
test excavations, studies; 
determination of eligibility; 
reports prepared for the advis­
ory council on historical pres­
ervation, plans for mitigation.) 
case file by site. 

4 Data Recovery Records (Includes 
excavation results and findings; 
analysis; data forms, photo­
graphs of artifacts; records of 
location and description of 
artifacts stored in curatorial 
institutions.) case file by 
site. 

5 Protection Records (Includes 
actions taken to protect 
resources; emergency removal of 
cultural resources.) case file 
by site. 

6 Public use and Enhancement Records 
Records (Includes records of 
use and adaptive re-use of cul­
tural resources, including 
restoration an~-stabilization; 
development and interpretive 
proJects; related publications.) 
case file by site. 
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Note: RO, SO: Retain records 
in office. Destroy when admin-
1strat1ve value ceases. Do not 
send to FRC. 

All Other Offices: Not 
applicable. 

Other Nationally Significant 
Areas (Areas of national sig­
n1f1cance, such as wild and 
scenic rivers and, National 
Recreation Areas.) 

Landscape Management 

Interpretive Service (Including 
on-the-ground activities which 
add to visitors' enjoyment, 
knowledge, or appreciation of 
National Forests.) 

Plans (Includes documentation 
for facility designs, exhibits. 
Description of what types of 
programs are going on. Plans 
are site specific.) 

u 

u 

5 

10 
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RETENTION 
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2400 Timber Management (Includes 
general correspondence and Con­
gressionals of a routine nature 
related to timber management and 
other records too broad to be 
filed under a specific subject 
heading. Screen this file 
annually for records to go under 
2400-1 Policy.) 

NOTE: If desired, a microform 
record may be made to replace 
the original paper records in 
this series. If temporary 
records are microfilmed, see 
section 45.22. If records 
designated as permanent in this 
series are microfilmed, transfer 
the paper records to NARA in 
accordance with the approved 
disposition once the microfilm 
is verified. Retain the micro­
film copies in agency. Destroy 
when no longer needed for admin­
istrative use. 

l Policy (Includes correspondence 
relating to timber management 
policies, program and direction; 
policy signed by the Chief of 
the Forest service or by the 
Secretary of USDA. File also 
includes Congre~sionals of a 
substantive nature which require 
more than a routine response; 
correspondence from the private 
sector organizations and indi­
viduals seeking clarification 
on Forest Service policy, plans, 
decisions in Timber Management.) 
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2400-1 

~ 3 

NOTE: WO: Permanent. Break 
file every 5 years and transfer 
to FR.C. Offer to NARA in 5 
year blocks when 20 years old, 

2 Inquiries (Includes transmittals, 
acknowledgment and inquiries of 
a routine nature. Do not file 
Congressionals here.) 

3 Studies, Administrative (Case 
files containing correspondence, 
reports and other records 
relating to the study and devel­
opment of guidelines designed to 
resolve a specifically identi­
fied problem.) 

NOTE: ALL OFFICES: Retention 
period begins after the case 
file is closed. 

Special Projects (Includes 
general correspondence, periodic 
reports and other records 
related to special projects with 
broad application across timber 
management functions such as 
Heli-Stat, Cyclocrane and so 
forth.) 

NOTE: WO: Permanent. Offer 
records to NARS when the project 
is completed and the records are 
no longer needed in the agency. 

All Other Offices: Destroy 
records when administrative use 
ceases. 

*-FSH 5/87 AMEND 38-* 

41--119c 

RETENTION 

I"' ~~RrnR J;'V{'\ 

RO 0 
IWO & ES so T 

A i 

1 1 1 1 1 
Z+ Z+ Z+ Z+ Z+ 

5 5 5 5 5 

' ' (E ee ~ot, ) 



41--1 F 
RECORDS MANAGEMENT HA~-JDOK 

RETENTION 
,... ~RI8R 1:'DI' 

Timber Resource Management 
Planning (Includes correspondence 
related to timber management 
planning process; congressional 
and public inquiries about inven­
tories (including surveys), land 
su1tabil1ty and allowable sale 
quantity; records pertaining to 
the planning and establishment 
of sustained yield units; and 
other related records.) Estab­
lish subject folders as needed. 

NOTE: File sustained-yield unit case files under the appropriate 
file designation in 2460 and 
apply the retention period. 

1 Timber Management Plans (The 
Final Plan and amendments for 
the management of timber 
resources on the National 
Forests. These plans have a 
ten-year cycle. Some may pre­
date 1960. Since TM plans are 
no longer generated this is a 
closed series.) 

NOTE: WO, SO: Permanent. 
o1'1er all Final Plans and amend­
ments to NARA in 1991. Do not 
transfer to the FRC. 

All Other Offices: Destroy when 
superseded or obsolete. 
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~, 2420 Timber Appraisal {Includes 
correspondence and comments 
related to the policy and man­
agement of the timber appraisal 
program.) 

NOTE: WO: Break file every 
5 years and transfer to FRC. 
Offer to NARA in 5-year blocks 
when 20 years old. 

1 Appraisal Data (Includes 
general correspondence, other 
records related to all price 
and cost components or factors 
involved in the timber 
appraisal.) 
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Studies (Includes records 
related to studies including 
index sales involving appraisal 
data.) 

Selling Values and Costs 
(Includes general correspondence 
and records related to develop­
ing tables, graphs, and instruc­
tions for use of selling values 
and production cost appraisal 
items.) 

Profits, Stumpage, and Base 
Period (Includes general corre­
spondence and records related 
to the development and use of 
profits and risk, stumpage value 
and base periods and base period 
values appraisal items.) 

2 Price, Supply and Demand Trends 
(Includes data series, graphic 
displays, background material, 
historical and projected trends, 
general correspondence and other 
records dealing with market 
conditions/appraisal 
relationships.) 

3 Rate Redetermination, Damage 
Appraisal and Stumpage Rate 
Adjustment (Includes general 
correspondence, instructions 
and records related to Rate 
Redetermination, Damage, Com­
parison, Standard Price 
Appraisals and Stumpage Rate 
Adjustment.) 
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RETENTION 
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Reports (Includes records 
related to the development of 
appraisals and appraisal reports 
not covered 1n individual timber 
sale case folders or under the 
above designations.) 

Appraisal Methods (Includes 
general correspondence and other 
records related to the theory 
and application of appraisal 
methods and approvals for use.) 

NOTE: WO: Break file every 5 
years and transfer to FRC. 
Offer to NARA in 5-year blocks 
when 20 years old. 

Studies (Includes records 
related to both internal and 
external studies of appraisals 
and appraisal methods, 

Commercial Timber Sales 
(Includes authorizations and 
correspondence related to poli­
cies for commercial timber 
sales; Congressionals related 
to policy interpretations and 
clarifications from private 
citizens and private sector.) 

NOTE: WO: Break file every 5 
years and transfer to FRC. 
Offer to NARA in 5-year blocks 
when 20 years old. 
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1 Timber Export Restrictions 
(Includes policy, administra­
tion, reports and other records 
related to timber export 
restrictions.) Establish case 
files as needed. 

Preparation, Advertisement, 
and Award (Includes developing 
the 5 to 10 year timber sale 
program, environmental assess­
ment of sales, layout of sale 
units and transportation facili­
ties, preparation of prospectus 
and advertisement, and meeting 
all requirements for awarding 
the sale.) 

Debarment and suspension 
(Includes general correspon­
dence, policy and direction con­
cerning debarment and suspension 
of bidders under 41 CFR 1-1.604; 
Letters from OGC except those 
pertaining to specific 

Debarment and suspension Cases 
(Case files which document firms 
or individuals that have been 
recommended for suspension or 
debarment under•41 CFR 1-1.604. 
Close file when debarring offi­
cer decides not to suspend or 
debar or when debarment period 
has expired.) 

Note: Retention period begins 
a ter case file 1s closed. 
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~,2-3 small Business Programs 
(Includes the development and 
administration of the sale pro­
gram set aside for small busi­
ness. This involves 5 year 
recomputation of shares, pro­
tests of size class, semi-annual 
analysis procedures, Special 
Salvage Timber Sale program, 
and reports.) 

Note: WO: Break file every 5 
years and transfer to FRC. 
Offer to NARA in 5-year blocks 
when 20 years old. 
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Change in Status (Includes 
adjustment and extension, modi­
fication and assignments, termi-
nation, cancellation, and 
damages.) 

Timber Sale Administration 
(Includes general correspondence 
regarding contract compliance, 
deposits, payments, and road 
loans.) 

5 Wood Residue Utilization 
Program (Includes proposals, 
plans, general correspondence 
and records related to the proj­
ect implementation concerning 
the wood utilization program. 
Also includes personal use 
charge firewood program.) 

Designating, Cruising, Scaling, 
and Accountability (Includes 
general correspondence and 
records related to the basic 
authority and policy for desig­
nation and measuring trees and 
forest products. Describes the 
criteria for presale measurement 
sales.) 

Designation (Includes activities 
of marking individual trees or 
units of trees to carry out the 
silvicultural prescriptions.) 
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Measurement (Includes corre­
spondence related to cruising 
and scaling and records related 
to the measurement systems 
involved 1n cru1s1ng, tree mea­
surement sales, and scaling and 
measurement certifications.) 

Development (Includes corre­
spondence and other records 
related to the development of 
marking rules, programs, scaling 
handbooks and procedures.) 

Note: All Offices: Destroy when 
superseded or obsolete. 

Reports (Includes Check Scale 
and Log Accountability Reports 
which contain volume determina­
tion records for presale and 
scaling needs.) 

(Note: Scale and cruise records 
and reports pertaining to indi­
vidual timber disposal cases 
should be filed in appropriate 
2450 or 2460 case files.) 
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RETENTION 
/ flY ~RH?R Ht"' 

Sale Contracts and Permits 
(Includes correspondence related 
to policy for timber sale con­
tracts; Congressionals related 
to policy interpretation, clari­
fication and so forth.) 

NOTE: ilO: Break fl le every 5 
years and transfer to FRC. 
Offer to NARA in 5-year blocks 
when 20 years old. 

l Preparation and Interpretation 
(Correspondence related to the 
preparation and interpretation 
of Standard Contract and Permit 
Forms.) 

2 Development (Correspondence 
related to the development of 
new or revised provisions, con­
tract and permit forms.) 

3 Timber Sale Contracts {Case 
files containing correspondence 
and records pertaining to the 
sale, award, and administration 
of individual timber sales.) 
screen closed timber sale con­
tract case file for title evi­
dence. Transfer records to 
5490-3 Land St3tUS Title and 
follow retention instructions. 

Note: Retention period begins 
after case file is closed. 
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Timber Sale Permits (Case files 
containing correspondence and 
records pertaining to the prepa-
ration and administration of 
individual permits for the sale 
of timber, firewood, Christmas 
trees, or other forest 
products.) 

Note: Retention period begins 
after the case is closed. 

Uses of Timber Other Than 
Commercial Timber sales 
(Includes general correspon­
dence, inquiries, policy and 
direction related to adminis­
trative use, miscellaneous pro­
ducts, free use, settlement and 
sustained yield units.) 

Administrative Use, Miscellaneous 
Products, Free Use, Settlement 
(Case files containing corre­
spondence, direction, and infor­
mation by specific use as in 
disaster relief, free use and 
administration, timber settle­
ment, timber selected and 
offered in exchange, sales of 
seized and innocent trespass 
materials, sales of other forest 
products and timber property 
sales.) 

Note: Retention period begins 
after case file is closed. 
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~72 Sustained-Yield Units (Case 
files containing general corre­
spondence, direction, and infor­
mation. Set up case folders by 
units.) 

NOTE: RO: Permanent. Offer 
record"sto NARA 5 years after 
case file is closed. 

All Other Offices: Destroy 
records 5 years after the case 
file is closed. 

Silvicultural Practices 
(Includes general correspondence 
related to silvicultural prac­
tices in the Forest service and 
outside of the agency.) 

NOTE: Screen this file annually 
for records to go under 2470-1 
Policy. 
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~l Policy (Includes correspondence 
related to policy including 
interpretation and implementa­
tion of National Forest Manage­
ment Act (NFMA) and National 
Environmental Policy Act 
(NEPA)~ File also contains Con­
gressionals of a substantive 
nature that address policy 
interpretations and clarifica­
tions from the private sector, 
individuals, and organizations.) 

NOTE: WO: Break file every 5 
years and transfer to FRC. 
Offer to NARA in 5-year blocks 
when 20 years old. 

Silvicultural Systems and 
Related cutting Methods 
(Includes general correspondence 
related to even and unevenaged 
management, clearcutting, shel­
terwood, seed tree, thinning, 
selection, salvage and so 
forth.) 

Reforestation (General 
correspondence and reports con­
cerning all as~ects of site 
preparation, protection of 
reforestation and committees 
working on reforestation 
matters.) 
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4 Forest Tree Nurseries (Includes 
general correspondence, reports 
and other data on the construc­
tion, development, improvement 
of nurseries.) 

Tree Nurseries Cases (Case files 
containing correspondence, 
reports and other records 
related to specific nurseries.) 

NOTE: All Offices: Destroy 
closed case file when no longer 
needed for administrative use. 

Tree seeds (Includes general 
correspondence, reports and 
surveys related to the tree 
improvement program.) 

Tree Seed Cases (Case files 
containing seed production plan, 
correspondence, reports on pro­
duction of orchards and so 
forth.) 

NOTE: All Offices: Destroy 
closed case file when adminis­
trative use ceases. 

6 Forest Tree Improvement 
(Includes general correspon­
dence, reports and other records 
related to tree improvement 
program.) 
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RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES so OTHER 

2470 vc -7C:-t4-0007 Ii I 1 Timber Stand Improvement (Includes 5 15 15 15 15 
~'/7 correspondence and reports related to 

release, thinning, pruning, fertilization 
and pesticides.) 

8 Examination and Prescriptions 10 10 10 10 10 
_ffe- (Examination/Prescriptions, Stand 
:/:flf ~ Modeling and Stocking Levels, Training 

and Certification.) 

2480 Protection of Timber Sale Areas and 5 5 5 5 5 

.~#'/1 Timberlands (Includes general corre-
spondence related to reduction of risks, 
hazards, erosion control and other 
silvicultural practices.) 

2490 Timber Management Information System u u u u u 
1 Case Records and Reports u u u u u 

2500 Watershed Management (Includes general 3 3 3 3 3 
r.:orrespondence related to responsi- i 

;,J (!.. J-t/S:!3- bilities, coordination with other . . , 
~ -;J,, / resource management and correspondence 

too broad to be filed under a specific 
subJect heading.) 

*-FSH 1/88 AMEND 40-* 
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.Nat&: Screen all folders in the 2500 
series for significant correspondence and 
documentation for resource data on 
selected watershed case files and file 
under 2510-3. 

Inquiries (Includes standard transmittal 
or reply to inquiries.) 
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2510 Watershed Planning (Includes 
general correspondence, inven­
tories, reports and other rec­
ords documenting watershed 
improvement plans for long-term 
improvement activities for burn 
areas, storm and flood areas, 
damage from geologic agents, 
avalanches and natural 
disasters.) 

l Watershed Planning Projects 
(Case files containing evalua­
tions of damage, request for 
funding, allocations of damage 
of approved projects and follow­
up reports.) 

NOTE: All Offices: Destroy 
records 3 years after case is 
closed. 

2 Soil and Water Surveys For 
National Assessment (Includes 
assessments of current situa­
tions and trends in watershed 
conditions, soil stability, 
productivity, water quality, 
and so forth, needed to meet 
soil and water resource planning 
assessment goals.) 
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RETENTION 
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3 Resource Data (Includes case 
files on selected watersheds 
which document the watershed 
condition, water resource his­
tory, past events that influence 
current watershed conditions; 
provides a data base for support 
services, soil and water inven­
tories, and assigning watershed 
priorities. The documentation 
may include reports on water 
resource developments, support 
services, water soil and 
resource inventories, hydrologic 
analyses, and other documenta­
tion that characterizes the con­
dition of the watershed. Estab­
lish case files according to the 
NFS coding system.) 

NOTE: screen all folders in the 
2500 ser'ies for significant cor­
respondence and documentation 
for resource data on selected 
watersheds. 

All Offices: Retain records in 
office. Do ~ot send to FRC. 
Destroy records when resource 
data case file is no longer 
needed for administrative use. 
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RETENTION 
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Watershed Protection and 
Management (Includes general 
correspondence, memorandums and 
reports related to implementa­
tion of watershed improvement 
proJects, and support services 
to other resource management 
activities that do not fit under 
a specific case file.) 

Watershed Condition Assessment 
(Includes general correspondence 
related to guidelines, proce­
dures, criteria, and standards 
for classifying watershed 
conditions.) 

2 watershed Improvement (Case 
files containing documentation 
for implementation, maintenance 
and evaluation of watershed 
improvement projects.) 

NOTE: All Offices: Destroy 
records 3 years after case is 
closed. case is closed when 
maintenance and evaluation are 
no longer applied. 

2-1 Cooperative Emergency Watershed 
Rehabilitation_{Includes case 
files pertaining to rehabilita­
tion programs.) 
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2520-2-1 

NOTE: All Offices: Destroy 
rec'ords 3 years after case is 
closed. 

3 Emergency Burn Area Rehabilita­
tion (Includes case files which 
document emergency rehabilita­
tion burn area reports, requests 
for funding and all records per­
taining to proJect.) 

NOTE: All Offices: Destroy 
rec'ords 3 years after case is 
closed. 

Support Services (Case files 
containing documentation of spe­
cial watershed management ser­
vices required to fulfill a 
watershed role when another 
activity is occurring such as a 
timber sale.) 

NOTE: All Offices: Destroy 
rec'ords 3 years after case file 
is closed. 

~#JO 5 Monitoring }?lans (Case files 
containing plans and other docu­
mentation evaluating the effects 
of management activities of a 
resource.) 
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2520-5 

NOTE: All Offices: Retain 
i"ecords in office. Do not send 
to FRC. Destroy when administra­
tive use ceases. 

6 Riparian Areas (Includes general 
correspondence on policy, delin­
eation of areas, management, 
guidelines of areas having dis­
tinctive resource values and 
characteristics that comprise 
riparian ecosystems, file also 
contains direction and guide­
lines for streams and lakes 
classification. 

7 Floodplain and Wetland Protec-
tion (Case files which include 
documentation on floodplain man­
agement and wetland protection.) 

NOTE: All Offices: Destroy rec­
orcii 20 years after case is 
closed. 

8 Natural Disaster and Flood 
Damage surveys (case files con­
taining information on damage 
estimates, photos, copies of 
request for funding, and related 
records.) 

*•FSH 4/86 AMEND 36·* 

110 

u 

u 

RO 
& ES so 
A 

u u u 

(: ee Not 

u u u 

0 
T 

i 

u 

e> 

u 



41--129 

RECORDS MANAGEMENT HANDBOOK 

RETENTION 

(RV ~R¼!lR ll"DI"' 

2530 Water Resource Management 
(Includes general correspondence 
and other records too broad for 
a specific case file that 
relates to water resource inven­
tories, hydrologic inventories, 
water resource management, 
barometer watersheds and water 
resource management support 
services,) 

1 Barometer Watersheds (Includes 
case files containing documen­
tation that measures the impact 
of watershed practices on water 
resources for typical watershed 
sites. case studies include the 
plan of work, standards of oper­
ation, reports and so forth.} 

NOTE: All Offices: Retain 
l'e'cords in office. Do not send 
to FRC. Destroy when administra­
tive use ceases. 

water Resource Investigations 
(Collection data necessary for 
conducting forest management 
planning implementation; data 
includes surface and ground 
water suppli4s, climate, water 
quality, terrestrial features, 
hydrologic.surveys, and so 
forth.) 
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RETENTION 
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('( C,i- q ~ .,.13-8 
2530-2 

Note: ES and SO: Retain records 
Tnoffice. Do not send to FRC. 
Destroy when administrative use 
ceases. 
All Other Offices: Destroy 3 
years after case is closed. 

3 Water Quality Management 
(Interpretative reports based 
on analyses of water quality 
data.) 

NOTE: ES and SO: Retain records 
Tnoffice. Do not send to FRC. 
Destroy when administrative use 
ceases. 

All Other Offices: Destroy 
records 3 years after the case 
is closed. 

4 Cooperative Water-Related 
Activities (Includes flood fore­
casting, weather modification, 
and water measurement.) 

NOTE: All Offices: Destroy 
records 3 years_ .a·fter case is 
closed. 

Outservice water Resource 
Development ProJects (Includes 
river basin programs, advisory 
committee and coordination with 
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RETENTION 
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2530-5 

~/7 2540 

other agencies; and outservice 
water development projects.) 

NOTE: All Offices: Destroy 
records 3 years after case is 
closed. 

water Uses and Development 
(Includes general correspon­
dence, memorandums and other 
records too broad to fit under 
a specific subject heading that 
relates to National Forest water 
rights (Outside request for 
changes in policy; 

In-Service request for clarifi­
cation of policy for authoriza­
tion to assert claims under 
certain authorities or to use 
specific quantification method­
ologies: municipal supply water­
sheds, and water quality 
management.) 

1 water Rights (Includes case 
files documenting water right 
use. Pile contains the original 
permits, licenses, reserved 
water right notification, court 
decrees, proof of shares and 
other records verifying water 
right use. Also includes back­
ground and working papers.) 

*-FSH 4/86 AMEND 36-* 

RO 
WO & 

A 

3 3 

u u 

¥ ES so 
I 

3 3 3 

t 
'• .. 

u u u 



41--132 

RECORDS MANAGEMENT HANDBOOK 

RETENTION 
I... ?§RIRR .... ,. 

2540 

1-1 Water Uses Rights and Require­
ment Inventory (Includes inven­
tory, maps documenting the 
purpose, location, volume and 
type of water use.) 

Municipal supply Watersheds 
(Includes agreement that spec­
ifies terms under which FS 
conducts activities with munic­
ipalities; some are 
congressional. 

Case file contains management 
plans, specific management 
classification, notice of 
restrictions, boundary posting 
records, maps, and inspection.) 
Establish case files as needed. 

!!Q!!: supervisor's Office: 

A. Files related to agreements 
created hf Executive Order, 
Presidential Proclamation, 
Legislation, Secretary's Agree­
ment: PERMANENT. Offer the orig­
inal agreement apd the records 
created leading'up to the agree­
ment to NARA 1 year after the 
agreement is signed. 
a. Por records created after the 
agreement is signed: Break file 
every lo years and transfer to 
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2540-2 

FRC. Offer to NARA in 10-year blocks 
when 20 years old. 

All Other Offices: When the agreement is 
signed, send file to the Supervisor's 
Office so the SO can retrieve and con­
solidate (•.-nth the permanent file 
described above) any pertinent records 
not in the file when the agreement was 
signed. 

c. Files related to agreements created 
_solely by Regions and Supervisor's Office 
levels and not created by legislative 
action. 

All Offices: Destroy records in agency 
when administrative use ceases. 

2550 
/1,C,J-{j;- !3-f 

Soil Management (Includes general 
correspondence, memorandums and other 
records pertaining to soil management 
which do not fit under a specific 
secondary subJect heading.) 

u.~l, /:f ~ 

1 Soil Interpretation (Case files include 
documentation related to soil management 
support services, soil quality monitor­
ing, special soil investigations, soil 
interpretations and cooperative soil 
programs.) 

.NQ.t.e: Or1g1nat1ng Off1c~: Retain 
records in office. Do not send to FRC. 
Destroy when administrative use ceases. 

All Other Offices: Destroy records 3 
years after case is closed. 
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2550 

2 FPsource Inventories (Includes soil 
resource inventory reports and support 
documentation.) 

lm..te.: .Qrmna.t:.1ng Office: Retain 
• records in office. Do not send to FRC. 

D~stroy when administrative use ceases. 

All Other.Off1ces: Destroy records 3 
years after case is closed. 

2560 and 2570 file designations are deleted. 
File any existing records under 2530 and 2500 
and apply the retention periods. 

2580 Air Resource Management (Includes general 
correspondence) 

1 Inquiries (Includes routine transmittals 
and inquiries.) 

2 Class I Areas (Includes general corre­
spondence and other records related to 
the identification, protection, and 
management of National Forest lands 
designated as Class I areas including 
problems associated with air quality 
related values in those areas and 
redesignation proposals submitted from 
States.) Establish case files as needed. 

3 Prevention of Signficant Deterioration 
(PSD) (Casefiles containing the appli­
cation, data collected that determines 
the effects of a proposed major em1tt1ng 
facility and concurrences or non-con­
currences with EPS's proposed exemptions 
and variances, and approvals.) 
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RETENTION 
PERIOD 

(BY FS AND FRC) 
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2580 

4 Training (Includes correspondence u u u u u 
and records related to training personnel 
in this agency, States and other 
agencies.) 

5 Inventorying and Monitoring of Resource u u u u u 
Values Affected by Air Pollution 
(Includes reports and summary of data.) 

6 Pollutants (Includes general corre- u u u u u 
spondence on different types of 
pollutants and th~ir effects on the 
environment.) 

2590 Weather Program u u u u u 

2600 Wildlife, Fish, and Sensitive Plant p 10 10 5 5 

/vt,f- l/'i' - J:J.- s-
Habitat Management (Includes general 
correspondence related to policy and 

\ .. Ju7}1\_, # I 
procedures; congressional and responses 
to the public related to wildlife and 
fisheries policy; also includes corre-
spondence too broad to be filed under a 
specific subJect heading.) 

!!QIE: WO: Offer to NARA in 10-year 
blocks when 20 years old. 

Jii,1c IJ. ;1 ~ Inquiries (Transmittals of replies to 1/4 1/4 1/4 1/4 1/4 

Gti~' N-J 
standard 1nqu1ries.) 

*-FSH 5/88 AMEND 41-* 
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2610 Cooperative Relations (Includes general 
correspondence, Memorandums of 
Understanding with States, Bureau of Land 
Mz,,agement, and other organizations 
outside the Gov't. Est~bl1sh as case 
files by name of cooperator.) 

xlQ: Destroy 25 years after case file is 
'closed. 
~: Destroy 10 years after 
case file 1s closed. 
A.l.L..Q.ther Off1ces: Destroy 5 years after 
case file 1s closed. 

2620 Planning (Includes general correspondence 
related to pre-planning analysis for 
habitat proJects for w1ldl1fe and fish 
species.) 

1 Plans (Includes State-wide Comprehensive 
plan and other specific wildlife and fish 
plans for species other than threatened 
and endangered. Records are established 
as case files. Regional and Forest Plans 
are filed under 1920 Land Management 
Planning.) 

.NQIE: .RQ: State Comprehensive Plan 

.Q!lly: PERMANENT. Offer to NARA in 
10-year blocks when 20 years old. 
Destroy all other records in the case 
file 10 years after the case is closed. 

All other Offices: Destroy records 10 
years after the case file 1s closed. 

2 Studies, Adrnin1strat1ve (Includes case 
files which analyze the effectiveness of 
certain proJects and record factors which 
affect the management of wildlife and its 
environment and recreational uses of 
th€se resources.) 

*-FSH 5/88 AMEND 41-* 
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RETENTION 

t'A.V ~R¼S~ Hr' 

2620-2 

tl.fe,J-'i~-K'-;;..~5 All Offices: Destroy 10 years 
Y" after case file is closed. 

3 surveys (Includes general 
correspondence and survey data 
which determine the abundance 
of wildlife by species and popu­
lation trends.) 

.Jtl;;::;,u:tt r' 2 6 3 0 Habitat (Includes general 
correspondence and plans related 
to the actual projects and 
implementation of practices 
designed to correct or enhance 
habitat conditions, coordination 
of habitat projects with other 
FS activities such as timber, 
range, minerals and geology.) 

~CJ 

NOTE: WO: Offer to NARA in 
10-yearblocks when 20 years 
old. 

l Improvement Work (Includes 
project case files of actual 
proJects being conducted. Case 
files contain structural imple­
mentation of improvement activ­
ities such as'fish structures, 
watering facilities, and nest 
structures.) 

NOTE: All Offices: Destroy 5 
years after case file is closed. 
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RETENTION 
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2630 

2 

3 

~.;,.Ji 2640 

Needs (Deleted. File existing 
records under 2620-3 surveys, 
and apply the retention period.) 

Special Areas (Includes general 
correspondence and plans related 
to areas designated for inten­
sive management such as zoologi­
cal or botanical areas. Records 
are established as case files.) 

NOTE: All Offices: Destroy 
records 5 years after case file 
is closed. 

Stocking and Harvesting 
(Includes general correspon­
dence and records related to 
the stocking and harvesting of 
wildlife and fish species on 
National Forest lands.) 

Stocking Projects (Includes 
special projects related to 
exotic fish and wildlife 
species.) 

WO and SO: Destroy 10 years 
after case file is closed. 
RO, A, and ES: Destroy 25 years 
after case file is closed. 
All Other Offices: Destroy 5 
years after case file is closed. 
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RETENTION 
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~;/J.3 2650 Wildlife and Fish control 
(Includes general correspon­
dence related to predator and 
rodent control; animal damage 
control reports and reviews; 
procedures for control between 
the Bureau of Land Management, 
Fish and Wildlife Services, and 
state agencies.) 

NOTE: WO: Offer to NARA in 
10-yearblocks when records 
are 20 years old. 

1 Predators and Rodent Control 
Projects (Includes records on 
predator and rodent control 
activities.) 

NOTE: Destroy records 5 years 
after case file is closed. 

~l'f 2660 Administration (Including 
general correspondence, inspec­
tion guides, and training 
materials.) 

.J;::/i;,v ~1, 1 

.. 

Reports (Includes the Annual 
Report on all animal and fish 
population on National Forest 
lands.) • 

NOTE: WO: Offer to NARA in 
10-yearblocks when records are 
20 years old . 
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~ #' 1(, 2 6 7 O Threatened, Endangered, and 
Sensitive Plants and Animals 
(Includes general correspon­
dence too broad to oe filed 
under a specific subJect 
heading.) 

~,o 1t11 
~SI t./-o 

~/8 

\ 
\ 

1 Inquiries (Transmittals of 
replies to standard inquiries.) 

2 Cooperation (Includes general 
correspondence, biological opin­
ions on formal consultations 
with Fish and Wildlife services; 
cooperative agreements with the 
International convention Advis­
ory Committee (ICAC), th~ Endan­
gered Species scientific Author­
ity (ESSA), the USDA Endangered 
Species work, state agencies, 
and so forth. Establish records 
as case files.) 

NOTE: All Offices: Offer records 
to NARA in 10-year blocks, 20 
years after case is closed. 

3 Planning (Includes general 
correspondence, inventories and 
studies, recover¥ plans, action 
plans, reintroduction activities 
for the protection and recovery 
of classified species. Records 
are established as case files.) 
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RETENTION 
PERIOD 

41--141 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

2670-3 

Jic.t.e.: All Off1ces: Offer records to 
NARA in 10-year blocks, 20 years after 
case 1s closed. 

Class1ficat1on and Habitat Designation 
(Includes federal, state and regional 
list of threatened and endangered 
species, federal register notices, 
rulemaking for listings; and habitat 
designation. Establish case file by 
1nd1v1dual species or group.) 

.NQ!;e: All Offices: Destroy 5 years 
after case file is closed. 

Taking (Includes prohibitions, permits, 
Federal Register notices, and comments on 
pernnt request.) 

Species (Includes general correspondence 
and case files related to any species in 
the management program listed on the 
Endangered Species Act (ESA) of 1973,) 

Jic.t.e.: All Offices: Screen this file for 
nonrecord material prior to offering to 
NARA. Offer case files in 10-year 
blocks, 20 years after the case file is 
closed. 
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7 Legislation and Regulations (Deleted. 
File any existing records under the 
appropriate file code under 1010 Laws, 
Regulations, Orders.) 

2680 Habitat Management in Classified Areas 
(Includes general correspondence and 
plans related to wildlife and fish 
habitat.) 

/1,t /-Cj(-Y7- J 2700 

~14-/ 

Srecial Uses Management (Includes 
general correspondence and records of a 
routine nature related to special use 
management.) Establish subJect files as 
needed. 

~./f':2,, 
(_ (;ffl.S N - 3) 

~~ 

1 Inquiries (Includes routine transmittals 
and acknowledgments for the 2700 series.) 

2710 Special-Use Authorizations (Includes 
general correspondence and documents 
related to special use applications; the 
preparation and administration of special 
use permits; fee regulations, fee system 
and fee administration.) Establish 
subJect folders as needed. 

All Off1ces: Destroy records when 3 
years old or no longer needed for 
administrative use. ' 

*-FSH 1/88 AMEND 40-* 

RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

5 5 5 5 5 

3 3 3 3 3 

1/4 1/4 1/4 1/4 1/4 

(See Note) 



41--142b 

RECORDS MANAGEMENT HANDBOOK 

RETENTION 
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I Admin1strat1ve Studies 
(Includes appraisals and studies 
to revise special use fees and 
studies assessment and 
evaluation.) 

NOTE: WO and RO: 

(a) Studies: Permanent. Trans­
fer to the National Archives in 
5-year blocks when 10 years old. 

(b) Supporting documentation: 
Destroy when 5 years old. 

All Other Offices: (Copies): 
Destroy when no longer needed. 

2720 Special uses Administration 
(Includes general correspondence 
and records on current and newly 
recognized kinds of land uses. 
File correspondence on specific 
cases in case files.) 

NOTE: WO: Permanent. Transfer 
to the National Archives in 
5-year blocks when newest rec­
ords are 5 years old. Destroy 
extraneous material when perma­
nent records are transferred. 

All Other Offices: Destroy 
records when 5 years old or no 
longer needed for administrative 
use. 
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2720 

#'~ 1 Applications (File consist of 
applications and supporting 
documentation used in deter­
mining whether to issue a 
permit.) 

NOTE: All Offices: If applica­
tion is approved, establish case 
file under 2720-2 or 2720-3. If 
disapproved, file here and 
destroy when 10 years old or 
when administrative use ceases, 
whichever comes first. If with­
drawn, destroy when referen~ 
value ceases. 

NOTE: File appeals under 1570. 

2 Special Use Permits (Case file 
includes active authorizations, 
superseded authorizations on the 
same facility, correspondence 
and reports except material 
under 2730, 2770 and 2820. See 
sec. 44.4 for retention period 
for records created under Alaska 
Nataive Claim Settlement Act of 
1971.) Establish case file by 
kind of use, permittee and other 
identifying in~ormation. 

Note: All Offices but SO: Send 
any official records to the 
Supervisor's Office for integra­
tion with the official file. 
Destroy duplicate copies of case 
file material when reference 
value cease. 

SO: Destroy records 5 years 
after case file is closed. 
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RETENTION 
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2720 

3 Easements (Case file includes 
correspondence, applications, 
letters of approval, documents 
on the easements granted, and 
so forth.) Arrange folders by 
proJect name or number. 

All Offices but SO: Send any 
official records to the Super­
visor's Office for integration 
with the official file. Destroy 
duplicate copies of case file 
material when reference value 
cease. 

SO: screen file for documents 
deemed necessary for a permanent 
title file and follow instruc­
tions under 5490-3. 

Retain the rest of the case file 
material in the office. Destroy 
after project is terminated and 
no longer needed for administra­
tive use. 

2730 Road and Trail Rights-of-Way­
Grants (Includes correspondence 
related to right-of-way grants, 
not related to a specific case.) 

Applications (File consist of 
applications and supporting 
documentation used in deter­
mining whether to issue a 
permit.) 
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RETENTION 
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2730-1 

All Offices: If application is 
approved, establish case file 
under 2730-2, 2730-3-1, 3-2, OR 
3-3. If disapproved, file here 
and destroy when 10 years old 
of when adm1n1strat1ve use 
ceases, whichever comes first. 
If withdrawn, destroy when 
reference value ceases. 

NOTE: File appeals under 1570. 

2 Department of Transportation 
Easements (Case file includes 
correspondence, applications, 
letters of approval, documents 
on the easements granted, and 
so forth. See sec. 44.4 for 
retention period for records 
created under Alaska Nataive 
Claim Settlement Act of 1971.) 
Arrange folders by proJect name 
or number. 

Note: All Offices but SO: send 
"ari'y""off1cial records to the 
Supervisor's Office for inte­
gration with the official file. 
Destroy duplicate copies of case 
file material when reference 
value cease. 
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RETENTION 
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SO: Screen file for documents 
deemed necessary for a permanent 
title file and follow instruc­
tions under 5490-3. 

Retain the rest of the case file 
material in the office. Destroy 
when proJect is terminated and 
longer needed for administrative 
use. 
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Rights-of-Way Authorizations 
(Includes general correspondence 
not related to a case file.) 

Permits (Case file includes 
application, active authoriza­
tions, correspondence, reports, 
and so forth.) Establish case 
file by kind of use, permittee 
and other identifying 
information. 

Note: All Offices but SO: Send 
any official records to the 
Supervisor's Office for integra­
tion with the official file. 
Destroy duplicate copies of case 
file material when reference 
value cease. 

SO: Destroy records 5 years 
alter case file is closed. 

3-2 FLPMA Easements (Federal Land 
Policy and Management Act ease­
ments authorize rights-of-way 
grants outside of designated 
wilderness who pay a roaµ fee. 
Case file includes correspon­
dence, application, easement 
granted, and so forth.) Arrange 
folders by project name or 
number. 
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2730-3-2 

Note: All Offices but SO: Send 
ari'yofficial records to the 
Supervisor's Office for integra­
tion with the official file. 
Destroy duplicate copies of case 
file material when reference 
value cease. 

SO: Screen file for documents 
deemed necessary for a permanent 
title file and follow instruc­
tions under 5490-3. 

Retain the rest of the case file 
material in the office. Destroy 
after project is terminated and 
no longer needed for administra­
tive use. 

FRTA Easements (Forest Road and 
Trail Act Easements authorizes 
the issuance of easements to 
landowners who Join the Forest 
Service in providing permanent 
road systems the serves lands 
administered by both parties. 
case file includes correspon­
dence, applications, easement 
granted, and so forth.) Arrange 
folders by pro-ject name or 
number. 

Note: All Offices but SO: Send 
any official records to the 
Supervisor's Office for integra­
tion with the official file. 
Destroy duplicate copies of case 
file material when reference 
value cease. 
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SO: Screen file for documents 
deemed necessary for a permanent 
title file and follow instruc­
tions under 5490-3. 

Retain the rest of the case file 
material in the office. Destroy 
after project 1s terminated and 
no longer needed for administra­
tive use. 
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2740 

2750 

Memorandums of Understanding 
(Deleted. File existing records 
under 1530, 1540, or 1580 and 
apply the retention period.) 

Easements (Deleted. File 
existing records under the 
appropriate secondary or ter­
tiary file codes in the 2700 
series.) 

Withdrawals (Includes general 
correspondence not related to a 
specific withdrawal.) 

l Forest service Withdrawals 
(Case file consisting of the 
report of the withdrawal includ­
ing the mineral report, corre­
spondence with Bureau of Land 
Management, copies of published 
order establishing or altering 
the withdrawal and other perti­
nent records.) 

Note: All Offices: Upon com­
pletion of withdrawal action, 
transfer the case file to 5490-3 
Land Status Record Title to 
become a permanent title file. 
See file designation 5490-3 for 
retention instructions for title 
records. ' 
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2 Other Agency Withdrawals Of 
National Forest Service Lands 
(Case file consisting of the 
report on the withdrawal includ­
ing mineral report, correspon­
dence with Bureau of Land 
Management, copies of published 
order regarding the purpose of 
the withdrawal and other perti­
nent records.) 

All Offices Except SO: Upon 
completion of withdrawal action, 
transfer title evidence in the 
case file to 5490-3 Land Status 
Record Title to become a perma­
nent title file. see file 
designation 5490-3 for retention 
instructions for title records. 

Destroy the non-title record 
material in the case file 10 
years after the case file is 
closed. 

SO: Retain a project file con­
taining information, correspon­
dence and agreements necessary 
for continuing management and 
coordination of the withdrawal 
use. Destroy 1o'years after the 
withdrawal is vacated. 

Federal Power Act Projects 
(Includes general correspon­
dence not related to a specific 
project.) 
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Preliminary Permits/Investigation 
Special-Use Permits (File con­
sist of applications and sup­
porting documentation used in 
determining whether to issue a 
permit.) 

All Offices: If permit is fol­
lowed with an application for 
license or exemption, follow 
procedures for 2770- 2. If not 
followed with an application for 
license or exemption, destroy 
5 years after the preliminary 
permit or proposal becomes 
inactive. 

NOTE: File appeals under 1570. 

2 Licensed and Exempt Projects 
(Case file includes active Fed­
eral Energy Regulatory commis­
sion and Forest service project 
applications, authorizations, 
correspondence, reports, and so 
forth.) Establish authorization 
or easement case file by proJect 
name, number, applicant and 
other identifying information. 

All Offices but SO: Send any 
official records to the super­
visor's Office for integration 
with the official file. Destroy 
duplicate copies of case file 
material when reference value 
cease. 
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.srt;;J;z~ 2780 

RD: If RD maintains the offi­
cTal file, apply the super­
visor's Office retention period. 

SO: 
TIT Disposition instructions if 
special use permit is issued: 
Destroy case file 10 years after 
project is terminated. If 
denied, destroy 5 years after 
application is denied. 

(2) Disposition instructions if 
easement is issued: screen file 
for documents deemed necessary 
for a permanent title file and 
follow instructions under 
5490-3. 

Destroy case file after project 
is terminated and no longer 
needed for administrative use. 

Terms and conditions (Includes 
general correspondence related 
to the purpose, meaning, and 
utility of approved clauses; and 
records documenting the develop­
ment, review, and approval of 
general purpose.clauses and spe­
cial purpose clauses.) 

WO, R&A: Originating Unit: 
Destroy records when 20 years 
old. If the clause is not 
adopted, destroy when reference 
value ceases. 

All Other Offices: Destroy 
records when 5 years old. 
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Reports (Includes the Forest 
Land Use Report (FLUR) which is 
information on special-use 
authorizations as an in-house 
management tool for control, 
budgetary, and planning 
purposes.) 

All Offices: Destroy print-outs 
when no longer needed. 
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Minerals and Geology (Includes 
general correspondence and 
related records pertaining to 
mineral and geology management 
overall policy, regulation 
development, directions and 
procedures.) 

NOTE: WO: Offer to NARA 1n 
5-yearblocks when 20 years old, 

1 Inquiries (Includes standard 
transmittal or reply.) 

..;i;::;;,.. #3 2810 Mining Claims (Includes general 
correspondence, policy and regu­
lations, d1rect1ons, and proce­
dures perta1n1ng to locatable 
minerals; lands open to mineral 
entry and types of mining claims 
covered under the 1872 mining 
laws.) WO segregate files by 
Regions. 

NOTE: WO: Offer records to NARA 
in 5-year blocks when 20 years 
old. 
All Offices but ES: File all 
materials pertaining to (P.L. 
87-851) Mining Claims Occupancy 
Act under 2810-4~ 
ES: Not Applicable 
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1 Locations (Includes general 
correspondence and other records 
regarding validity and use or 
title and patent applications.) 
Establish case file alphabeti­
cally by claimant. WO segregate 
by Regions. 

NOTE: All Offices but ES: 
Destroy records 20 years after 
the case file is closed. 
ES: Not Applicable. 

surface Rights (Includes general 
correspondence and other records 
regarding the Multiple-Use 
Mining Act [P.L.84-167)). Estab­
lish case files alphabetically 
by claimant and by BLM or FS 
area number. Regions segregate 
by State. WO segregate by Region 
and State. 

NOTE: WO: Transfer to FRC when case fiI'e is closed. Destroy 20 
years after the case file is 
closed. 
RO: Transfer records to WO after 
study is completed. Retain 
duplicate copies in office. 
Destroy when administrative use 
ceases. 
All Other Offices: Not 
Applicable. 
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3 Within Power Site Withdrawals 
(Includes general correspon­
dence, mining claims, and other 
records related to Mining Claims 
Rights Restoration Act [P.L. 
84-359].) 

NOTE: All Offices but ES: Trans­
fer to FRC when the case file 
is closed. Destroy 20 years 
after case file is closed. 
].§_: Not Applicable. 

4 Occupancy Act (Includes general 
correspondence and related 
records pertaining to the 
Mining Claim occupancy Act 
[P.L.87-851].) Establish case 
files alphabetically by claim­
ant. Regions segregate by 
State. WO segregate by Regions 
and State. 

NOTE: WO: Transfer to FRC when 
cai'e isclosed. Destroy 20 years 
after case is closed. 
RO: Transfer records to WO after 
ieudy is complet~d. Retain 
duplicate copies in office. 
Destroy when no longer needed 
for administrative use. 
All Other Offices: Not 
Applicable. 
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Inquiries (Includes standard 
transmittal or replf.) 

Mineral Leases, Permits, and 
Licenses (Includes general cor­
respondence and records per­
taining to policy and and regu­
lation developments, direction 
and procedures concerning per­
mits or leases issued by BLM.) 
wo segregate file by Regions. 
File records related to inter­
agency agreements under 1580. 

NOTE: WO: Offer to NARA in 
5-yearblocks when 20 years old. 

Inquiries (Includes standard 
transmittal or reply.) 

Oil and Gas (Includes leases 
and permits.) Establish case 
file alphabetically by name of 
permittee, leases or numerically 
by BLM number. WO segregate 
files by Regions. File related 
appeal cases under 1570. 

Geothermal (Includes leases 
and permits.) Establish case 
file alphabetically by name of 
permittee, leases or numerically 
by BLM number. WO segregate 
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2820-3 

files by Regions. File related 
appeal cases under 1570. 

4 Coal (Includes l~ases and 
licenses.) Establish case file 
alphabetically by name of per­
mittee, leases or numerically 
by BLM number. WO segregate 
files by Regions. File related 
appeal cases under 1570. 

5 Phosphate {Includes leases and 
permits.) Establish case files 
alphabetically by name of per­
mittee, leases or numerically 
by BLM number. WO segregate 
files by Regions. File related 
appeal cases under 1570. 

6 Other Leasable Minerals 
(Includes leases and permits 
for miscellaneous minerals.) 
Establish case files alphaoeti­
cally by name of permittee, 
leases or numerically by BLM 
number. WO segregate files by 
Reg1ons. File related appeal 
cases under 1570 • 

• 
NOTE: All Offices but ES: 
Des€roy in agency j years after 
case file is closed or when 
administrative use of the closed 
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2820-6 

file 1s no longer needed, which­
ever comes sooner . 

.ES: Not Applicable. 

Mineral Reservations and Rights Out­
standing (Includes correspondence, 
policy, and regulations related to the 
administration of areas subJect to 
reservations or rights outstanding.) 
WO segregate folders by Regions • 

.NQ.t.e.: WQ: Offer records to NARA in 
5-year blocks when 20 years old. 

Inquiries (Includes standard transmittal 
or reply.) 

Mineral Operation Permits (Includes 
permits and other records filed alpha­
betically by mineral ownership, perm1ttee 
or mineral operation being conducted on 
NFS lands.) 

~: WQ: Transfer to FRC when case 
file 1s closed. Destroy records 50 years 
aner case file is closed. 

ES: Not Applicable. 

All Other Offices: Destroy records 25 
years aner the case file 1s closed. 
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RETENTION 
PERIOD 
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2840 Reclamation (Deleted. File any existing 
records under 2800 and apply retention 
period.) 

fl,!(# .qr;✓ gt;-7 2850 Mineral Materials (Includes general p 20 20 20 20 

jj§yJi,:-t 
correspondence related to the sale, free 
use, and management of mineral materials 
and other records too broad to file under 
the secondary file designation.) 

.NQt.e.: }iQ: Permanent. Transfer to the 
National Archives in 5-year blocks when 
20 years old. 

-OtiJ~ 1 Permits (File includes correspondence, (See Note) 
contract forms permits, permittee 
information, inventories, evaluations, 
development plans, operating plans, 
appraisals, forms, and other records 

"' documenting the activities of the 
specific proJects or sites of mineral ,. 
excavation.) Establish files by sale, 
proJect, site, or perm1ttee. f , . .. 
.NQ.t..e.: All O((i.i;:es: Destroy when no 
longer needed for administrative use. 

2860 Forest Service Authorized Prospecting and u u ll u l{ 

tJ {!_ 1---CJ r-'i :;-'7 
Mineral Collecting 

Geologic Resources and Services (Includes 20 20 10 10 5 2880 
S}ii:;vlk I tf general correspondence, policy state-

ments, direction and prd'Cedures related 
to geologic resources and services.} 

.J& 14~Q-;10) 

(tf'.S 1.J-0) 
Inquiries (Includes standard transmittal 
or reply.) 

1/4 1/4 1/4 1/4 1/4 
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Geologic Information (Includes 
records related to the develop­
ment of geologic resources 
(ground water, mineral materi­
als, underground spaces); 
assessment and description of 
geological special areas for 
visitor knowledge and apprecia­
tion of National Forests.) 

3 Geologic Inventory Data 
(Includes data for the prepara­
tion of area land and resource 
management plans including wil­
derness study plans.) 

NOTE: All Offices: Retain geo­
logic inventory data for the 
same time period as required 
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for the specific planning docu­
ment. Hefer to 1910, 1920, 1950 
and 1990. In cases where the 
related plan is scheduled for 
PERMANENT retention, keep data 
for 20 years, then destroy. 

Geologic Investigation Data 
(Includes data for studies of 
the feasibility, design, con­
struction and maintenance of 
proJects and facilities.) File 
alphabetically by project or 
facility. 

NOTE: All Offices: Retain geo­
logic investigation data for the 
same time period as required for 
the specific proJect under file 
designations 7170 Materials 
Engineering, 7410-1 Water Sup­
ply, 7530 Dams and so forth. In 
cases where the plan is sched­
uled for PERMANENT retention, 
keep data for 20 years, then 
destroy. 

Geologic Repot?ts ( Includes 
reports relating to geologic 
investigations or inventories 
containing conclusions and 
recommendations on FS 
facilities.) 
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2880-5 

Nvl~-8'/.,,),3000 ~.,,./ 

NOTE: WO, RO, and A: Destroy 
when 25 years old or no longer 
needed for administrative use. 
All Other Offices: Destroy when 
10 years old or no longer needed 
for administrative use. 

State and Private Forestry 
(Includes general correspon­
dence. Excludes correspondence 
and records relating to policy.) 

l Policy (Includes correspondence 
and records related to State 
and Private Forestry policy, 
Advisory committee, NASF, 
authorities, responsibilities, 
organization, and general or 
administrative practices.) 
NOTE: WO. Permanent. Transfer 
to FRCwhen s years old. Offer 
to NARA in 5-years blocks when 
20 years old. Cooperative 
agreements previously filed 
here, file under 1580. 

2 Inquiries (Routine transmittals 
and letters of a personal 
nature.) · 

NOTE: Records previously filed 
under 3000-2 through 3000-2-6, 
file under 3000 primary and 
apply retention period. 
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3000 

$;1L-#'-f 3 Special Projects (Includes action plans (See Note) 
and followups, special reports or sum-
maries, and related working papers which 
address State and Private obJect1ves or 
r,esponsibil1ties.) Establish as case 
files. File all original speeches under 
1650-5. Retain duplicate copies of 
speeches in the case file . 

.NQ.t&: All Q([lQS::S: Destroy records 3 
years after case file 1s closed. 

,§i:r;il.. r!- ', 4 National Association of State Foresters 3 
(NASF) (Includes records relating to NASF 

3 3 3 3 

and its activities. Excludes policy type 
records which should be filed under 
3000-1.) 

,,.,)'- q::.~..- f{~. t/-
Cooperative Fire Protection (CFP) 3 I 3100 3 3 3 3 ._1f;:;;.., . .,.; I (Includes general correspondence too 
broad to file under a specific secondary 
or tertiary subJect.) 

~ ~,,, 1 Inquiries (Includes standard 1/4 1/4 1/4 1/4 1/4 
-~C~t:I!.:?" transmittals or replies to routine . 
( ~;i~S .1-,~3) inquiries for all program areas.) 

, T . _, 2 Planning (Includes correspondence 5 5 2 2 2 ~--dl..· iT ....J 
related to all components of Cooperative 
Fire Protection Programs.) 

;..G• .-tt.f 3 Prevention (Includes general corre- 3 3 3 3 3 
spondence related to prevention except 
correspondence pertaining to the Smokey 
Bear Program.) 

*-FSH 5/88 AMEND 41-* 
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3110 Smokey Bear Program (Includes general 
correspondence covering subjects such as 
public service advertising, the Adver­
tising Council, radio and television 
stations, newspapers, and magazines; 
teaching unit, Junior Forest Ranger pro­
gram, and collateral materials; licensing 

'and violations of use of Smokey Bear, 
Prism Corporation; parades, costumes, 
fairs, schools, National Zoo exhibit at 
Zoo and/or Smithsonian; Golden, Silver 
and Bronze Smokey Bear Awards, citations, 
and other awards; and other subject 
matter specif1cally related to the 
administration of the Smokey Bear program 
excluding cooperative agreements and 
licensees.) Establish folders by subject 
matter . 

.No.t&: ilQ: Permanent. Transfer records 
to the FRC when 3 years old. Offer to 
the National Archives when 20 years old. 

All Other Offices: Destroy records when 
3 years old. 

Cooperative Agreements (Includes supple­
ments, revisions and related 
correspondence.) 

~: ilQ: Permanent. Transfer expired 
or terminated agreements to the FRC when 
1 cu. ft. is accumulated. Offer to the 
National Archives when 20 years old • 

.RQ&A: Destroy records 3 years after 
agreement terminates or expires. 

AU Other Offlces: Not Applicable. 
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(BY FS AND FRC) 
WO RO&A ES SO OTHER 

Smokey Bear Licensees (Includes inquiries, 
signed license by Chief, copy of 
notarized bond surety, approvals and 
disapprovals of merchandise.) 

liQ: Destroy closed file when no longer 
needed. 

All Other Off1ces: Not Applicable. 

Fire Equipment and Supply ~anagement 
(Includes general correspondence related 
to excess equipment, supplies, and 
purchasing of supplies by States.) 

Wildland Fire Protection Program 
(Includes general correspondence and 
records related to Federal technical and 
financial assistance provided to States 
1n protecting State and private lands in 
all aspects of fire protection.) 

Extreme Fire Situation Program (Includes 
general correspondence, studies, and 
reports related to fire suppression 
assistance to States.) 

Federal Emergency Management Agency 
(FEMA) (Includes general correspondence, 
studies, and reports related to FEMA fire 
assistance program.) 

*-FSH 5/88 AMEND 41-* 
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3150 Rural Comrrrunity Fire Protection (RCFP) 
(Includes general correspondence and 
records pertaining to assisting States in 
organizing, equipping, and training rural 
fire organizations in communities with 
less than 10,000 population.) 

3160 F1re Equipment, Supplies (Deleted. File 
any existing records under 3120 and apply 
the retention period.) 

3170 Cooperation (Includes general corre­
spondence related to fire protection with 
Federal, State, and local governments.) 

1 Cooperative Agreements (Includes supple­
ments, revisions, and related 
correspondence.) 

~: All Offices: Destroy records 3 
years after agreement expires or 
terminated. 

2 Interstate Forest Fire Protection Compacts 
(Includes regional coordinating effort 
with States to assist in fire protection 
activities. File contains supplements, 
revisions, and related correspondence.) 

.NQ.t.e.: All Offices: Destroy records 3 
years after agreement expires or 
terminates. 
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~JI,:, 
3180 Records, Reports, Studies, and Publica­

tions (Includes general correspondence.) 

Reports (Includes input source documents 
for the FS-3100-8 Annual Wildfire Report 
and other reports documenting expendi-
tures. The report contains data on acres 
protected, number of wildfires and acres 
burned by cause and size class on State 
and private forest lands; also the report 
of State legislation that affects State 
fire programs.) 

.NQ.t&: All Offices: Destroy records when 
2 years old or no longer needed for 
administrative use. Published report is 
reference material. The record copy of 
Annual Wildfire Report, National Forest 
Fire Report, Rural Fire Prevention and 
Control Program Financing are published 
and ma1nta1ned by public affairs staffs 
under 1630-1 FS Publications. 

~= Washington Office: Fire and 
Av1at1on Management Staff: Collection of 
the Annual Wildlife Report and National 
Forest Fire Report, Rural Fire Preven­
tion and Control Program F1nanc1ng 
records created from 1911-1983. 

Transfer collection to the National 
Archives when the schedule is approved. 
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3180 

2 Studies (Includes the Eff1c1ency Analysis 
Report documenting alternative program 
actions for more eff1c1ent fire pro­
tection. An Efficiency Analysis 1s 
conducted on an as-need basis when 
opportunities for program improvements 
are ident1f1ed. The file also includes 
special studies that may lead to setting 
policy and are conducted at the Regional 
level; or at the Washington Office level 
when the issue 1s national 1n scope.) 
Establish folders by reports and special 
studies. 

~: All Offices: Retain in office. 
Do not transfer to FRC. Destroy when 
reference use ceases. 

3190 Program Admin1strat1on (Deleted. File 
any existing records under 3100. 3190-1 
file under 3150. 3190-2 file under 1590. 
Apply retention periods to all refiles.) 

Rural Forestry Assistance (Includes 
general correspondence related to broad 
policy on cooperative forestry assistance 
programs.) 

Inquiries 

2 Training (Includes correspondence related 
to training for State Foresters and 
private landowners.) 

*-FSH 1/88 AMEND 40-* 
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~¥ 3210 Forest Management Assistance 
(Includes general correspondence 
related to non-federal land 
resource management assistance 
and technical assistance.) 

1 Reports (Includes Annual 
Financial Status Report and 
Accomplishment Report.) 

NOTE: control records previ­
ously filed here, file under 
1410. 

3210-2 Cooperative Agreements is 
deleted. File Agreements under 
1530, 1540, or 15801 3210-3 
Financing and 3210-4 Plans are 
deleted. File under appropriate 
6500 designation. 

3220 cooperative Nursery Production 
(Includes general correspondence 
related to assistance in fur­
nishing tree plant stocks.) 

1 Nursery Production Assistance 
(Includes general correspon­
dence, administrative studies, 
and reviews related to coopera­
tive forestri•tree nursery 
programs.) 
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3220-1 

NOTE: Cost-sharing conservation 
program records previously filed 
here, file under 3300 Forestry 
Incentives. 

2 Seed Handling and Testing 
(Includes general correspondence 
related to the cleaning, drying, 
extracting, and testing of tree 
seeds conducted by the National 
Tree seed Laboratory. File 
administrative studies under 
4110-1-2 study Plans.) 

NOTE: Forestry Loans previously 
filed here, file under 3300 
Forestry Incentives. 

Seed Bank (Includes case studies 
containing correspondence with 
foreign researchers, us phyto 
certificate, packing list, 
receipt of registered mail, 
foreign import permit, report 
of money received and bill for 
collection.) 

WO: (National Tr:ee Seed Labora­
torx> Paper Records: Destroy 
paper records when 5 years old. 
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3220-2-1 

2-2 

Microfilm Record: If desired, a 
microfilm record may be made to 
replace original paper records. 
(1) The microfilm shall be made 
in accordance with the provi­
sions of 36 CFR 1230. (2) 
Destroy the original paper 
records when the microfilm is 
reviewed and found satisfactory. 
(3) Destroy the microfilm record 
when 5 years old. 

All Other Offices: Not 
Applicable. 

Seed Testing (Includes test 
request sheet, laboratory work­
sheet, radiograph, germination 
sheet for each treatment, tetra­
zolium test sheet, and corre­
spondence on test interpreta­
tions.) 

WO: (National Tree Seed Labora­
tory) (l) A master microfilm 
record and working copy shall 
be made to replace the original 
paper record~. (2) The microfilm 
record shall' be made in accor­
dance with the provisions of 36 
CFR 1230. (3) Destroy the origi­
nal paper records when the 
microfilm is reviewed and found 
satisfactory. 
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3220-2-2 

Microfilm Master: Destroy in 
agency when no longer needed 
for reference. 
working Copy: Retain in office. 
Destroy when 5 years old. 

All Other Offices: Not 
Applicable. 

International Exchange of seed 
(Includes general correspon­
dence, records of policies and 
procedures, exchanges [records 
of seed transfers] of seed and 
pollen internationally.) 

International seed Trade 
(Includes general correspondence 
and records of policies and pro-
cedures related to the control 
of forest reproductive material 
moving in international trade.) 

cooperative Tree Improvement 
(Includes general correspon­
dence, studies, and reports 
related to cooperative forestry 
tree improvement programs cov­
ered under P.L. 95-313.) Estab­
lish as case files. 

NOTE: WO: Destroy records 15 
year's alter case file is closed. 
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41--165 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

RO, A, and ES: Destroy records 10 years 
after case file 1s closed. 
All Other Offices: Destroy records 3 
years after case file 1s closed. 

3230-1 Tree Seed and Planting Stock file 
designation is deleted. File existing 
records under 3220-1 N•Jrsery Production; 
3230-2 Tree Improvement file designation 
is deleted. File records under 3230; 
3230-3 Tree Planting file designation 1s 
deleted. File existing records under 
3220-1. 

Forest Products Ut1l1zat1on 
(Includes general correspondence and 
records related to assistance for 
improvement of harvesting, processing, 
marketing and use of wood, wood products, 
and wood for energy.) 

Forest Soil and Water Management 
(Includes general correspondence and 
other records related to protection and 
improvement of soil fertility and 
productivity on non-federal forest lands, 
and the quality, quantity and timing of 
water yield; technical assistance to 
other agencies.) 

Urban Forestry Assistance 
(Includes general correspondence related 
to providing technical assistance to 
states for the protection, development, 
and management of forest land in and near 
urban areas.) 

*-FSH 5/88 AMEND 41-* 
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Ji;~-~~ 3300 Forestry Incentives (Includes general 5 5 5 5 5 
correspondence between the Washington 
Office and field units on procedures and 
policies about forestry incentives 
passed down from the Agricultural 
Stabilization and Conservation Program. 
File also contains records that do not 

' fit under the other file designations in 
this series.) 

$,wid ~ 1 Inquiries 1/4 1/4 1/4 1/4 1/4 

Cf.A~ 14-3) 3310 Cost-Sharing Programs (Includes 5 5 5 5 5 

~~~11 general correspondence on procedures, 
direction, and guidelines from the 
Agricultural Stabilization and 
Conservation Program that the Forest ,, 
Service passes on to field units related 
to cost-sharing programs such as the 
Forestry Incentive Program, Agricultural 
Conservation, and so forth. The period 
of payment is 10 years. The file also 
contains evaluations and reports which 
are jointly conducted by ASCS and the 
FS.) Establish folders by program. 

rtf 5 3320 Taxation (Includes general correspondence 5 5 5 5 5 
';,, nA.,#. on forest taxation laws and incentives.) 

,, \_,, #~ Reports and Studies (Includes reports (See Note) 
'.'.,.-ti ~I\.., • and studies written on a contractual and 

non-contractual basis to provide 
taxation and finance information to 
potential users for educating private 
landowners on tax laws and other incen-
tives provided by Congress. 

*-FSH 5/88 AMEND 41-* 
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These reports are unique and done on an 
as-needed basis. The data from the 
reports and studies are used in a variety 
of forestry and tax publications. This 
file does not include material for tax 
booklets that are published annually 
through the Government Printing Office, 
covered under 1630-1.) 
..N.a!&: Orig1nat1ns Office: Permanent. 
Transfer to FRC when 1 cu. ft. has 
accumulated. Offer to NARA in 5-year 
blocks when 20 years old. 

All Other Offices: Destroy copies of 
published and unpublished material when 
no longer needed for administrative use. 

Loans (Includes general correspondence 
related to the availability of loans 
under the Farmers Home Administration 
Loan Program for forestland owners, wood 
harvesters, and wood processors.) 

Insurance (Includes general correspondence 
related to technical assistance provided 
to the Federal Crop Insurance Board of 
Directors in the develo{lllent of timber 
insurance plans.) 

Conservation Reserve (Includes general 
correspondence related to the Forest 
Service providing technical assistance 
for tree-planting under a special conser­
vation program jointly administered by 
ASCS. The program 1s authorized from 
1985-1990 and its purpose is to take 
highly eroded cropland out of 
production.) 

*-FSH 5/88 AMEND 41-1 
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/,/Cf- </5 -$ i - I I 3400 Forest Pest Management (Includes general p 25 5 5 5 

Jj;~ /J, I 
correspondence and other records related 
to authorities and responsibilities 
applicable to Forest Pest Management.) 

MITE.: WO: eermgnent. Offer to NARA in 
5-years blocks when 20 years old. 

~c~a-;.,,,?/ 
1 Inquiries 1/4 1/4 1/4 1/4 1/4 

((_~;, ,~-3) 3410 Pest Detection (Includes correspondence, 10 25 5 5 5 
\. field surveillance reports, detection 
~11---1!) surveys, their planning and conduct. 

-~--iJ n'- °# 1 3420 Pest Management Evaluations 10 25 5 5 5 
(Includes correspondence, biological 
evaluations, economic evaluations, and 

~' environmental assessrr~nts.) 

*-FSH 5/88 AMEND 41-* 
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control Project standards 
(Includes correspondence cri­
teria and supporting documenta­
tion necessary to support con­
trol projects.) 

3440 Special -Pest Management Project 
(Includes correspondence and 
case files related to non­
funding activities of special 
projects. Activities include 
loss assessments, pilot proj­
ects, thinning and demonstration 
areas. Folders arranged alpha­
betically by name of project.) 
NOTE: WO: Destroy 10 years 
after case file is closed. 
RO & A: Destroy 25 years after 
case file is closed. 
All Other Offices: Destroy 5 
years after case file is closed. 

3450 Administration (Includes corre­
spondence, Annual Condition 
Report and other records related 
to the funding and financing of 
insect disease prevention and 
suppression activities. Folders 
are arranged by subject matter 
and/or geographic location.) 
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3450 

l Reports (Includes Forest Insect 
and Disease Management Accom­
plishment Report. Machine­
readable statistical file 
yielding reports which provide 
a breakdown of financial expen­
ditures for major insects and 
diseases on Federal lands and 
accomplishment data on projects 
funded.) 

~go.. 1-1 

NOTE: WO (FCCC):(l) Computer 
Tapes Permanent: Retain tapes 
at Fort Collins computer center. 
Offer tapes to NARA when record 
material is 20 years old.(2) 
Pa1er copy:(computer printout 
on y): Retain in offices. 
Destroy when no longer needed 
for administrative use. 
RO & A: Paper copy (computer 
printout only): Retain in 
office. Destroy when adminis­
trative use ceases. 
All Other Offices: Not 
applicable. 

Expenditure summary Report 
(Textual report.which provides 
a breakdown of financial expen­
ditures for major insects and 
diseases on state and federal 
lands. Arrange in chronological 
order.) 
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3450-1-1 

Reports created after 1971 
(Paper only. This information 
is not in machine-readable 
form.} 

NOTE: WO: Permanent. Offer 
paper records to NARA in 5-year 
blocks when 20 years old or when 
no longer needed for administra­
tive use, whichever comes 
sooner. 
All Other Offices: Destroy when 
no longer needed for administra-
tive use 

Collection of Expenditure and 
Accomplishment Reporting Data 
created from 1906-1971. (This 
represents data collected before 
the installation of an automated 
system in 1971.) 

NOTE: WO: Permanent: Offer col­
Tectionto NARA when 30 years 
old or when no longer needed for 
administrative use. 
All Other Offices: Not 
applicable. 

Special Forest Pests (Includes 
correspondence and case files 
pertaining to the management of 
specific insects such as gypsy 
moth, Douglas-fir tussack moth 
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3460 

and bark beetles; diseases such 
as dwarf mistletoe.) case files 
are established by subject 
matter. 

NOTE: WO: Destroy 10 years 
after case file is closed. 
RO & A: Permanent: Offer to 
NARA 25 years after case file 
is closed. 
All Other Offices: Destroy 5 
years after case file is closed. 

File Designations 3470 and 3480 
are deleted. File any existing 
record under 3460 and apply 
retention periods. 

Cooperative Watershed (Includes 
general correspondence too broad 
to be filed under a specific 
heading; policy information gen­
erated by SCS; also general 
reports to the Soil Conservation 
service. ) 

NOTE: 3500-2 Reports is 
Deleted. File existing records 
under 3500 and ~pply retention 
period. 

l Inquiries 
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Watershed Protection and Flood 
Prevention (Includes general 
correspondence related to P.L. 
566 which ensures that all for­
est and rangelands are evaluated 
and considered from a multiple­
use standpoint on multiple-use 
watershed projects.) 

Reports (Includes reports of 
activities accomplished on proJ­
ects by acres, compiled by proJ­
ect, summarized by Regions and 
the Washington Office.) 

Small Watershed ProJects (Case 
files which contain applica­
tions, correspondence planning 
process, forestry reports pre­
pared on each proJect, watershed 
workplan contract documents, 
project accomplishment reports, 
EIS's.) Folder filed alphabeti­
cally by program or proJect. 

NOTE: All Offices: Destroy 
r'ecords 10 years after case is 
closed. 

River Basin Programs (Includes 
general correspondence related 
to comprehensive and special 
planning efforts that will 
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3520 

result in the best use or com­
bination of uses of water and 
related land resources.) 

1 River Basin Studies (Case files 
containing proposals, plans of 
work, correspondence, reports, 
and financial data.) 

~? 3530 

~~3540 

NOTE: All Offices: Destroy 
records 15 years after case is 
closed. 

Flood Prevention Program 
(Includes correspondence per­
taining to P.L. 534 which 
ensures restoration and preser­
vation of desirable watershed 
conditions on forest lands.) 

Flood Prevention Projects (Case 
files contains proJect plans, 
correspondence, reviews, bud­
getary information, workplans, 
and accomplishment reports.) 

NOTE: All Offices: Destroy 
records 25 years after case is 
closed. 

Emergency Watershed Protection 
(Includes general correspon­
dence pertaining to emergency 
measures used to assist local 
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areas on forest lands affected 
oy fire, flood, or other 
disasters.) 

Emergency Projects (Case files 
contain records such as applica­
tions, approvals, and completion 
reports.) 

NOTE: All Offices: Destroy 
records 25 years after case is 
closed. 

Reports is deleted. File exist­
ing records under 3540 and apply 
retention period • 

Interagency Programs (Includes 
general correspondence pertain­
ing to States, counties, munici­
palities, and other local groups 
involved in watershed programs.) 

Hydrologic surveys and Analysis 
(Includes correspondence related 
to program direction, planning, 
conducting, and evaluating 
hydrologic suzveys and analysis 
in response to a cooperative 
watershed management study or 
program. File technical reports 
in the project folder under 
3570.) 
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~ltf 3600 

water Quality Protection and 
Improvement (Deleted. File any 
existing records under 3250 and 
apply the retention period.) 

Rural Resource Conservation and 
Development (Includes general 
correspondence too broad to be 
filed under a specific subJect 
heading.) 

1 Inquiries 

~/5' 3610 Rural Development (Includes 
general correspondence and other 
records pertaining to the coor­
dination of forestry activities 
with other USDA Committees and 
outside agencies, to help sup­
port State and local concerns 
in eliminating problems in rural 
areas.) 

NOTE: WO: Offer to NARA in 
5-yearblocks when 20 years old. 

Reports (Includes the Annual 
Rural Development Report which 
is a consolidated report from 
field units summarizing special 
projects with USDA to help 
farmers. Also, the Annual Needs 
Assessment Report required by 
USDA.) 
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~/7 3620 Resource Conservation and 
Development (Includes general 
correspondence related to work­
ing with State and local govern­
mental units and sponsors for 
the purposes of improving the 
social, economic and environ­
mental conditions of an RC&D 
area; identifying forestry 
activities and opportunities 
which will help sponsors with 
new and expanded problems to 
meet the needs of their rural 
citizens.) 

NOTE: WO: Offer to NARA in 
5-yearblocks when 20 years old. 

Resource conservation and 
Development (RC&D) Projects 
(Case files containing applica­
tions, plans, and changes in 
forestry.) 

NOTE: All Offices: Destroy 
records 10 years after case is 
closed. 

2 Reports (Annual Report for RC&D 
Projects and National Accom­
plishment summary Report.) 

NOTE: WO: Offer•to NARA in 
5-year blocks when 20 years old. 
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File economic development 
regions and multicounty planning 
records under 3600 and apply 
retention period. 

Annual Forestry Plan of Work 
(Report containing funding needs 
for the RC&D.) 

Organization Management Assis­
tance (Includes correspondence 
and other records related to 
technical assistance provided 
to State Foresters or equivalent 
officials in the areas of man­
agerial assistance. Includes 
systems studies and analysis, 
employee development and train­
ing and managerial improvement.) 

NOTE: Records previously filed 
under 3700-1 through 3730 are 
consolidated under 3700. 

3800 Urban Forestry Assistance 
(3800, 3810 and 3820 are 
deleted.) File any existing 
records under 3260 and apply 
the retention period.) 

3900 ' Statewide Forest Resources 
Planning (Includes general cor­
respondence concerning state 
forest resource planning and 
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coordination with the Forest 
Service. Excludes correspon­
dence with a specific plan or 
special project.) 

State Forest Resource Plans 
(Includes state plan, revisions, 
amendments, tables, attainment 
reports, and correspondence con­
cerning development and publica­
tion of the state plan.) case 
flle by State. 

NOTE: All Offices: Destroy 
when plan is superseded. 

Special Projects (Includes 
correspondence, work plans, 
reports, and documents concern­
ing projects between state offi­
cials and the Forest Service.) 
Case file by State. 

NOTE: All Offices: Destroy 
when administrative uses ceases. 

Research • 

General Correspondence 

Statistical Methods 

NOTE: 4040 Cooperation is 
deleted. File records under 
4080 Research Administration. 
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4000-2 

4050 Research Programs is 
deleted. File records under 
4070 Research Program Formula-
tion and Documentation. 

File 4050-5 Program Reviews 
under 1470 Research Reviews. 

~~J'f 4060 Research Facilities (Do not use 3 
when correspondence concerns a 
spec1f1c building or related 
structure as covered under 
7 300. ) 

~#I> 
1 Construction (Does not include 

material filed under 6320 
Contracting.) 

~#:Ii 2 Experimental Forests and 
Ranges 

~-#-I? 
3 Research Natural Areas 

Note: Retain in current files 
as long as facility is in use, 
then transfer to Forest Service 
history file as applicable. 
Dispose of remainder. 

~IS' 4 Equipment (Retai1'l while in A 
active use.) 

5 Ecological Reserve (Deleted. 
File any existing records under 
4060-3 and apply retention 
period.) 

Ntl "Jl/- ~S" 4070 Research Program Formulation p 

~J,fp and Documentation 
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4070 

vf;;i....,#'7 1 Policy (General guidelines for p 10 10 10 10 
forrrrulation of Research Programs and 
directly related to specific functional 
responsibilities; Example, overall 
policy.) 

,%i'-.P'f 2 Program Formulation and Planning p 10 10 10 10 
(Gu1del1nes for overall program 
forrrrulat1on and planning.) 

~ ~ q 2-1 Projects (Includes overall Research p 10 10 10 10 
Work Units Pioneering Research Work 
Units, Multifunctional Research Work 
Units.) 

J:r;;.iA-iJ}D 2-2 Long Range Planning for Forestry Research p 10 10 10 10 

jb11 3 Application for Research Results p 10 10 10 10 
(Overall guidelines.) 

J2b;;,t.,tJ. I ~ 4 Program Reporting (Overall p 10 10 10 10 
guidelines.) 

_ 4080 Research Administration 3 3 3 3 3 1/1 -C/J-!7-;y (General correspondence.) 
rl c,,J- n<J- ~, ~ 

Cooperative Agreements (Research p 25 25 25 25 ~ # 1 ,L .J agreements wit~ universities, colleges, 
institutions, and organization arms of 
the Forest Service, including reports.) 

*-FSH 5/88 AMEND 41-* 
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4080 

1/c: / 7 r./-- :J.;s- 2 Contracts and Grants (Public Laws 480, 

's,-t__-:;-;1c..,,t-4 lf 733, 106, and 934 Programs. Folder by 
country or organization and study, 
dividing studies into pending, approved, 
and rejected, including reports.) 

-:>tr~\/-#) 3 Interagency Agreements (Case folders 
as needed.) 

4100 Timber Management Research 

!)Qyiv .,J I q 
1 General Correspondence 

~2 Inquiries 

( (-f:-c_, I -J -':) 4110 Programs 

1 Program Formulation (Set up individual ' , f-,. 1.-j 
'-J--G· > '--- folders, as needed, for specific programs 

such as silviculture, forest measurements 
and management planning, genetics, 
timber-related forest crops and 
environmental tree culture.) 

*-FSI-1 5/88 AMEND 41-* 
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4110. 

~f;.3 1-1 

~a.l/- 1-2 

~-t}~ 1-3 

~a."" 2 

·• ~jl ,;J .:l. 3 

4200 

Research work units 
(Including Pioneering Research 
Work Units, Multifunctional 
Research Work Units, Multi­
ProJect Programs, Research and 
Development Programs, Research, 
Development, and Application 
Programs, including 
descriptions.) 

Problem Analysis 

study Plans 

Reports 

Dendrology 

Wildlife, Range and Fish Habitat 
Research 

1 General Correspondence 

Inquiries 

Programs 

Program Formulation (Set up 
individual folders, as needed, 
for specific programs such as 
taxonomy, ecology, physiology, 
for~ge values, measurement, 
sampling, design, techniques, 
livestock range management, 
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Inv ~RH?R ""n" 

ttc-17~-~,t 
4210-1 

wildlife habitat management, 
range-use relations, and 
range-pest relations.) 

Research Work Units {Including 
Pioneering Research work Units, 
Multifunctional Research work 
Units, Multi-ProJect Programs, 
Research and Development Pro­
grams, and Research, Develop­
ment, and Application Programs, 
including descriptions.) 

~J/ 1-2 Problem Analysis 

1-3 

2 

4300 

study Plans 

Reports 

watershed Management and 
Rehabilitation Research 

~-3'/ 1 General Correspondence 

dl,,,J?tt 2 Inquiries 

( ~s i'-1-~) 4310 

~L-, 

Programs 

l Program Formulation (Set up 
individual folders, as needed, 
for specific programs such as 
classification methods, damage 
prevention, erosion, hydrology, 
measurements, rehabilitation, 
and water yield improvement.) 
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4310 

~311-1 Research work Units (Including 
Pioneering Research work Units, 
Multi-functional Research Work 
Units, Multi-Project Programs, 
Research and Development Pro­
grams, and Research, Develop­
ment, and Application Programs, 
including descriptions.) 

~39 1-2 Problem Analysis 

~.JJ1 1-3 Study Plans 

~ 1/-b 2 Reports 

/16/-QS-il-/0 3 

~ ti- 30 
Surface Environment and Mining 
(SEAM) (Includes material that 
describes the authorities, 
oojectives, and responsibili­
ties for Surface Environment 
and Mining.) 

surface Environment and Mining 
Program (Includes material 
relating to the research, 
development, and application 
program for environmentally 
safe techniques for the explor­
ing, reshaping, restoration, 
revegetation, and rehabilita­
tion of surface-mined lands to 
help meet the Nation's energy 
crisis.) 
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4310 

3-2 

N e,-/74-~\ 5 
4400 

~lf/ 1 

sli,~ 2 

~s- Jl/-J 4410 

surface Mining control and 
Reclamation (Includes back­
ground papers and so forth, 
leading to determination of 
appropriate Federal officials 
on questions or suitability for 
surface mining and on valid 
existing rights.) 
NOTE: All Offices: Deleted. 
File any existing records under 
4310-3 and apply the retention 
period. 

Forest Fire and Atmospheric 
Sciences Research 

General correspondence 

Inquiries 

Progra1ns 

1 Program Formulation (Set 
up individual folders, as 
needed, for specific programs, 
such as forest fire science, 
atmospheric science, and fire 
control technolQgy.) 

Research work Units (Including 
Pioneering Research work Units, 
Multifunctional Research Work 
Units, MultiProject Programs, 
Research and Development 
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4410 

1-2 

1-3 

2 

Programs, and Research, Develop­
ment, and Application Programs, 
including descriptions.) 

Problem Analysis 

study Plans 

Reports 

4500 Forest Insect and Disease 
Research 

~#f8 l General Correspondence 

· L,. # •Jf 2 Inquiries 
~~J'/-3) 

4510 Programs 

Program Formulation (Set up 
individual folders, as needed, 
for specific programs such as 
control methods, insect identi­
fication, insect survey tech­
niques, and forest insects.) 

Research Work Units (Including 
Pioneering Research work Units, 
Multifunctional Research work 
Units, Multi-Project Programs, 
Research and Development Pro­
grams, and Research, Develop­
ment, and Application Programs, 
including descriptions.) 
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, UV t~Rrn~ ,,.,,, 

~5~ 1-2 Problem Analysis 

~#- 53 1-3 Study Plans 

Jh;,vf-~'1 2 Reports 

4700 Forest Products and Harvesting 
Research 

~~~ <.> l General Correspondence 

~pt'~ 2 Inquiries 
(~S 14-3) 

4710 Utilization Programs 

l Program Formulation (Set up 
individual folders, as needed, 
for specific programs such as 
anatomy, chemistry, composition 
boards, construction and con­
tainers.) 

Research work Units (Including 
Pioneering Research work Units, 
Multifunctional Research Work 
Units, Multi-Project Programs, 
Research and Development Pro­
grams, and Research, Develop­
ment, and Application Programs, 
including descriptions.) 

~ It, {o 1-2 Problem Analysis 

~tl "7 1-3 Study Plans 
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1 

1-1 

1-2 

1-3 

2 

4800 

1 

4810 

41--187 
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Reports 

Engineering Programs 

Program Formulation (Set up 
individual folders, as needed, 
for specific programs, including 
system engineering techniques.) 

Research Work Units (Including 
Pioneering Research work Units, 
Multi-functional Research Work 
Units, Multi-ProJect Programs, 
Research and Development Pro­
grams, and Research, oevelop-
1nent, and Application Programs, 
including descriptions.) 

Problem Analysis 

Study Plans 

Reports 

Forest Resources 
Economics Research 

Inquiries 

Forest Inventory and Analysis 
(Includes general correspon­
dence related to inventory and 
analysis procedures.) 
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rv c.,..,, n tf-?Jo 
4810 

l Program Formulation (Set up 
individual folders, as needed, 
for specific programs.) 

2 

3 

Research work Units 
(Including Pioneering Research 
work Units, Multifunctional 
Research work Units, Multi­
ProJect Programs, Research and 
Development Programs and 
Research, Development, and 
Application Programs, including 
descriptions.) 

Problem Analysis 

Study Plans 

Reports 

Forest survey Programs 
(Includes inventories, tech­
niques, and timber cut removal) 

Renewable Resources Economics 
(Includes general correspon­
dence related to procedures and 
diJ:ection.) 

l Program Formulation (Set up 
individual folders, as needed, 
for specific programs.) 
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4820 

1-1 

1-2 

1-3 

2 

Research Work Units (Including 
Pioneering Research Work Units, 
Multifunctional Research Work 
Units, Multi-Project Programs, 
Research and Development Pro­
grams, and Research, Develop­
ment, and Application Programs, 
including descriptions.) 

Problem Analysis 

Study Plans 

Reports 

4900 Forest Recreation and Urban 
Forestry Research 

1 General Correspondence 

2 Inquiries 

4910 Programs 

I Program Formulation (Set up 
individual folders, as needed, 
for specific programs such as 
economics, facilities, 
resources, and users.) 

Research Work Units (Including 
Pioneering Research Work Units, 
Multifunctional Research work 
units, Multi-Project Programs, 
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4910-1-1 

l-2 

1-3 

2 

5100 

l 

2 

3 

Research and Development Pro­
grams, and Research, Develop­
ment, and Application Programs, 
including descriptions. 

Problem Analysis 

study Plans 

Reports 

Fire Management 

Inquiries 

Studies, Administrative 

Training 

Wildfire Prevention (Includes 
general correspondence related 
to plans.) 

Plans (Folder by plan.) 

Cooperative Forest Fire Pre­
vention Program (Deleted. File 
any existing records under 3110 
and apply retention period.) 

5120 Presuppressiorr Management 

1 Fire-Danger Rating 

2 Fire-Weather Forecasting 
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~# 5140 
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Plans {Current, annual--folder 
by plan.) 

Dispatching 

Fire suppression 

Fire Organization 

Reports (Includes reports, 
plans and programs pertaining 
to fire suppression and organi­
zation. File fire reports under 
5180.) 

Prescribed Fire 

Appraisal Methods 

Statistical Appraisals 

Fuel Management 

Hazard Reduction (Folder by 
area.) 

~11•<Jo 2 Plans, Burning (Folder by unit.) 

Reports (Includes annual fuel 
treatment report which summa­
rizes accomplishments of fuel 
treatment on National forest 
lands.) 
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RETENTION 

f ,,, ~Rli?R ---

5160 Fire Management Equipment and 
supply Program (Includes inspec­
tion, maintenance, storage, 
financing of fire equipment.) 

Jlp-;a:;44 ~ 5170 Fire Management Cooperation 

~ctl .?13: 
l Agreements (Folder alphabeti­

cally by agency association, or 
individual.} 

~,e,l ;JI}'(" 5180 Fire Reports 

.ct> 'tJ'lY 5190 Management 

-£# 8 <H,, 1 Administrative Fire Analysis 

~ p iil?1 2 FFF Standards 

...!Jli;;,0,11 'f,1'},8, 3 National Fire Planning 

t./CJ-'is-- g3.3 5 3 o O 

~#I 

Law Enforcement (Includes 
general correspondence and mate­
rials too broad to be filed 
under a specific subJect 
heading.) 

NOTE: Records pertaining to 
identification cards and tres­
pass cards previ9usly filed 
under 5300-1 and 5300-2, file 
under 5320-2. 
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5310 Planning (Includes Law Enforce­
ment Plan which identifies prob­
lems, trends, workloads at each 
organizational level, staffing 
needs that outline how field 
units will conduct law enforce­
ment program.) 

NOTE: WO, RO, SO: PERMANENT. 
Offer records to NARAvwfien 25 _1 years old. in1oye~<'bloc.,..s 
ES: Not Applicable. 
iil Other Offices: Destroy 
records when 25 years old. 

Investigation (Includes general 
correspondence and records per-
taining to types of investiga­
tions, procedures, reporting, 
reports to OIG, and directions.) 

1 Investigative cases (Investiga­
tions related to fraud, abuse 
and misuse by FS personnel and 
non-FS personnel.) Establish 
case files as needed. 
NOTE: All Offices: Destroy 10 
years after case file is closed. 

2 Pocket credentials (Includes 
documentationAand records of 
credential cards for special 
agents and special officers.) 
Establish case files as needed. 
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NCA-t;r.,.a3-3 
5320-2 

NOT8: All Offices: Destroy 10 
years after the case file is 
closed. 

~g 3 Investigation Procedures (Includes 
records pertaining to procedures 
involving suspect's rights, 
recording equipment, statement 
procedures, evidence and other 
related records.) 

~ 5 3 3 0 

#NJ{pf,-/~{p l 

~patJ.1:/. 2 
~"~~ 
~1'.i?' 3 

&ii JI; 3;z:, 4 

JJ,;'Aft 302 2 5 

~,13.:>'f 6 

NOTE: All Offices: Destroy 10 
years after investigative case 
file is closed. 

Law Violations (Includes 
general correspondence and 
records related to law 
violations.) 

Fire 

Occupancy 

Property 

Range 

Timber 

Wildlife 

NOTE: File above folders by type 
ina7or alphabetically by name 
of offender. 
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Reports (Includes the Law 
Enforcement Management Reporting 
System (LEMARS), cooperative Law 
Enforcement Activity Reports, 
and Annual Report. Data for 
these reports are stored on 
computer tape.) 

NOTE: All Offices: Computer 
I'iiput Reports. Destroy in 
agency when no longer needed 
for administrative use. 

WO: Law Enforcement Management 
Reporting System (LEMARS): 
PERMANENT. Have FCCC cut off 
annually. Transfer master files 
and related documentation 
(record layout, codes, and other 
specific information necessary 
to use the file) to NARA when 
10 years old. 

1 Case Reports (Includes case 
files containing data which 
enables reviewing officials and 
attorneys to access the prosecu­
tive merits of a case to present 
in court.) 

NOTE: All Offices: Destroy rec­
ords 10 years after the case 
file is closed. 
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~# J'I 5370 

Action and Procedures (Includes 
records and reports pertaining 
to violation prevention and 
enforcement, including related 
activities with Federal, State 
and local law enforcement 
agencies.) 

Cooperative Law Enforcement 
(Includes cooperative agree­
ments with state and local 
authorities.) 

NOTE: All Offices: Destroy 
records lo years after agree­
ment is terminated. 

Training Standards (Includes 
policy and procedures, corre­
spondence and memorandums 
related to levels of training 
standards for employees with 
law enforcement duties.) 

.J;/J;;._//:J,/S' 5380 Equipment (Includes correspon­
dence, memorandums and other 
records related to policy on 
law enforcement firearms, chemi­
cal agents, self-defense, defen­
sive equipment, uniforms, 
vehicles and specialized 
equipment.) · 
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5380 

NOTE: 5390 Damage Appraisal and 
craTms is deleted. File any 
existing records under 5300 
primary and apply the retention 
period. 

5400 Landownership 

-~brtS: 
Gl(S N-:; 

~~" 

1 General Correspondence 
(Correspondence concerning land­
ownership too broad to be filed 
under one of the more specific 
suoJects.) 

2 Inquiries (Routine acknowl­
edgements and transmittals.) 

3 Plans (Land adJustment plans 
and related correspondence for 
National Forests, National 
Grasslands, and Land Utilization 
Project areas, and right-of-way 
procurement plans for current 
and anticipated needs for 
rights-of-way over non-Federal 
lands and interests in lands. 
Arrange by type of plan.) 

Note: 
SO: Transfer records to FRC 2 
years after plan has been com­
pletely revised or has been 
superseded by a new plan, or 
retain records in office. 
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5400 

Destroy 5 years after plan has 
been completely revised or 
superseded by a new plan. 
All Other Offices: (Duplicate 
records) Retain records in 
office. Destroy 3 years after 
plan has been completely revised 
or superseded by a new plan. 

5410 Appraisals (Correspondence 
including principles, approaches 
to value, procedures, controls, 
and other information relating 
to valuation of real property.) 

NC.l-<lS:F2-1'f ,5420 
·~ iff 
:;eea~ 
~ ·1/eJJJS 
$(-t- 3. 

A/~l-'"/S - ?t, :J. 
J#·&2Ji!> l 

v{ftlf)t q 

Purchases and Donations 

Note: All 5420-2 and 5420-3 
records are to be screened for 
documents deemed necessary for 
a permanent Title file as spe­
cified under 5490-3. Retention 
for 5420-2 and 5420-3 applies 
to documents which will not 
become part of the title file. 

General Correspondence (Corre­
spondence concerning land pur­
chases and donations, not 
related to specific case.) 
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Donations (Including adminis­
trative sites. Includes corre­
spondence, purchase agreements, 
contracts, land surveys, grants, 
patents, deeds, deed of trust 
or mortgage, title insurance 
policy, abstract of title, cer­
tificate of title, Torrens cer­
tificate of title, or other such 
related documents. Arrange 
files alphabetically by name or 
grantor.) 

Note: All Offices: Retain 
records in office. Destroy 
after title file is created and 
administrative or legal use 
ceases. Transfer to PRC not 
authorized. 

Unconsummated case Piles 
(Includes corresponence, title 
evidence and related documents 
except final deed and final con­
veyance documents.) 

Note: All Offices: Retain 
closed case files until local 
need ceases, then destroy. 
Transfer to PRC is not 
authorized. 
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~~ 

5420 

3 Purchases (Including Adminis­
trative sites. Includes corre­
spondence, survey, deeds, con­
demnation documents where appli­
cable, appeals, other title 
evidence, and related documents. 
Arrange files alphabetically by 
name of seller.) 

Note: All Offices: Retain 
records in office. Destroy 
after title file is created and 
administrative or legal use 
ceases. Transfer to FRC not 
authorized. 

3-1 Unconsummated Case Files 
(Includes correspondence, title 
evidence and related documents 
except for final deed and final 
conveyance documents.) 
Note: All Offices: Retain 
closed case files until local 
need ceases, then destroy. 
Transfer to FRC not authorized. 

-; 1'<7 5430 Exchanges 
Note: Screen all 5430-2 records 
for documents ueemed necessary 
for a permanent title file as 
specified under 5490-3. Reten­
tion for 5430-2 applies to docu­
ments which will not become part 
of the Title file. 
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General Correspondence 
(Correspondence concerning land 
exchange, not related to a spe­
cific case.) 

Exchanges (Including correspon­
dence, letters of negotiation, 
explanatory notes, exchange 
agreements, proposals, plans, 
or contracts, appraisals, 
appeals, objections and related 
decisions, land descriptions, 
field examinations, surveys, 
certificated of possessions, 
statements of intent, environ­
mental assessments, statements 
of value and appraisal, state­
ments of disposal, certificates 
of title or title insurance 
policy, certifications and proof 
of publications, and other 
related documents. Arrange 
files alphabetically by name of 
exchange proponent and identify 
by RLM serial or tract number.) 

Note: All Offices: Retain 
records 1n office. Destroy 
after title flle is created and 
administrative or legal use 
ceases. 
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Unconsummated Case Files 
(Includes correspondence docu­
ments incidental to Land adJust­
ments except final deed and 
final conveyance documents.) 
Note: All Offices: Retain 
closed case files until local 
need ceases, then destroy. 
Transfer to FRC not authorized. 

Partial Land Interests (Except 
right-of-way) 

Note: Screen all 5440-2 records 
~documents deemed necessary 
for a permanent title file as 
specified under 5490-3. Reten­
tion for 5440-2 applies to docu­
ments which will not become part 
of the title file. 

General Correspondence (Corre­
spondence concerning partial 
land interests, not related to 
a specific case.) 

Partial Land Interests (Includes 
correspondence evaluations, 
appraisals, scenic or conserva­
tion easements, mineral deeds, 
documentation of NEPA compli­
ance, environmental assessments 
or statements, mortgages, deeds 
of trust and vendors liens, 
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5440-2 

leases, and related documents. 
Arrange files alphabetically by 
name of grantor.) 

Note: All Offices: Retain 
records in office. Destroy 
after title file is created and 
administrative or legal use 
ceases. Transfer to FRC not 
authorized. 

Unconsummated Case Files 
(Includes correspondence, docu­
ments incidental to acquisition 
of partial land interest except 
final deed, and final conveyance 
documents.) 

Note: All Offices: Retain 
closed case files until local 
need ceases, then destroy. 
Transfer to PRC not authorized. 

~& ,fl#f' 5450 Trt-1-e Claims, Sales, and Grants 

Note: screen all 5450-2 records 
for documents deemed necessary 
for a permanent title file as 
specified under 5490-3. Reten­
tion for 5450-2 applies to docu­
ments which will not become part 
of the title file. 
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General Correspondence 
(Correspondence concerning title 
claims, sales, and grants of 
lands under the Jurisdiction.) 

Title Claims, Sales and Grants 
(Includes correspondence, land 
use permits, warranty deeds, 
aerial photographs, plats, maps, 
environmental assessments, per­
mit applications, general land 
office survey plats and notes, 
litigation reports, deeds 
appraisals, grants, certified 
letters, affidavits, patent 
applications, patents, land 
classification studies and 
maps, bills of sale, tax 
assessment records, court deci­
sions or settlements, sale 
notices, notices of award, 
appeals, and related documents. 
Arrange files according to the 
specific subject and, there­
under, alphabetically by name 
of claimant, purchaser, or 
grantee.) 

, 
Note: All Offices: Retain 
records in office. Destroy 
after title file is created and 
administrative or legal need 
ceases. Transfer to FRC not 
authorized. 
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5450 

2-l Unconsummated Case Files 
(Includes correspondence, docu­
ments incidental to sales and 
grants except for final deed and 
final conveyance documents.) 
Note: All Offices: Retain 
closed case file until local 
need ceases, then destroy. 
Transfer to FRC not authorized. 

,iu--95- 19 ✓;i. 
A,,-111.3 1 

tJvl-- ~ r --<a~t lf 
~ #!3 2 

Rights-of way Acquisition 

Note: screen all 5460-2 records 
for documents deemed necessary 
for a permanent title file as 
specified under 5490-3. Reten­
tion for 5460-2 applies to docu­
ments which will not become part 
of the title file. 

General correspondence (Corre­
spondence concerning the acqui­
sition of right-of-way, no~ 
related to a specific case.) 

Rights-of-Way Acquisition 
(Permanent easements acquired 
over private.or other lands not 
administered by Forest service. 
Includes correspondence, 
appraisals and options, if made, 
certification of cost of right­
of-way and improvements, record 
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5460-2 

NC- q~_,1f- c}..; 3 
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of payment, and related docu­
ments. Arrange files by project 
name or number and grantor.) 

Note: All Offices: Retain 
records in office. Destroy 
after title file is created and 
administrative or legal use 
ceases. Transfer to FRC is not 
authorized. 

Unconsummated Case Files 
(Includes correspondence, docu­
ments incidental to rights-of­
way acquisition except final 
deed and final conveyance 
documents.) 
Note: All Offices: Retain 
closed case files until local 
need ceases, then destroy. 
Transfer to FRC is not 
authorized. 

Construction and Use Agreements 
and Supplements (Case files 
pertaining to road right-of-way 
construction and use agreements 
with other lando~ners or land 
administering agencies for Joint 
development and use of roads and 
road systems. Includes supple­
ments to the agreement, corre­
spondence, and related docu­
ments. Arrange case files 
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alphabetically by name of 
cooperator.) 

Note: RO: Transfer records to 
FRC 3 ye'ars after agreement is 
terminated. Destroy 25 years 
after terminated. 
SO: (Duplicate records) Retain 
records in office. Destroy 
when reference values cease or 
when agreement is terminated. 
Do not send to FRC. 
All Other Offices:_ Not 
applicable. 

Temporary Rights-of-way (Term 
easements and permits acquired 
for temporary roads over private 
or other lands not administered 
by FS. Includes title approval, 
certification of cost, record 
of payment, and related docu­
ments. Arrange case files by 
proJect name or number and 
grantor. 
Note: RO and SO: Retain 
records1n office. Destroy 3 
years after easement or permit . . 
expires. · 
All Other Offices: Not 
applicable. 

*-FSH 4/86 ~END 36-* 

RO 
two & 

A 

0 
ES so T 

I 

( ee Not e) 

• '• .. 



41--208 

RECORDS MANAGEMENT HANDBOOK 

RETENTION 
'1:1' ~RH?R 'C'1)l"\ 

5470 Reservations and Outstanding 
Rights (Including timber, resi­
dency, occupancy, easements, 
improvements, water, grazing, 
and other rights or reserva­
tions on acquired land.) 

1 General correspondence 
(Correspondence concerning 
reservations and outstanding 
rights, not related to a spe-
cific case.) 

2 Requests, Appl1cat1ons, and 
Permits (To exercise reserved 
or outstanding rights. Arrange 
case files alphabetically by 
name of owner of right.) 

Note: 
RO: Transfer records to FRC 3 
years after expiration or termi­
nation of right. Destroy 25 
years after expiration or termi­
nation of right. SO: (Dupli­
cate records) RetaTrtrecords in 
office. Destroy when reference 
value ceases. Do not send to 
FRC. 
All Other Offices: Not 
applicable. 
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5480 Condemnation 

1 General Correspondence 
(Correspondence concerning con­
demnation actions, not related 
to a specific case.) 

2 ProJect Case Files (Includes 
correspondence, reports, and 
related documents. Arrange case 
file alphabetically by name of 
owner.) 

5490 

1 

Status 

General Correspondence 
(Correspondence concerning 
status of lands.) 

Reports (Includes annual 
statistical reports covering 
National Forest areas, land 
exchanges, and land donations; 
rights-of-way reports; land 
acquisition program and accom­
plishment reports. Arrange 
alphabetically by type of 
report.) 

Note: WO: PERMANENT, Offer to 
NARA when 10 years old. 
RO: Destroy wh.en 25 years old. 
All Other Offices: Retain rec­
or 1n of ice. Destroy when 
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RETENTION 
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reference value ceases. Do not 
send to FRC. 

Land Status Title 

Note: Title file consists of 
certain documents from consum­
mated cases in 2730-2, 5420-2, 
5420-3, 5430-2, 5440-2, 5450-2, 
5460-2, 5510, and 5540 and other 
file designations containing 
title evidence. (See FSM 5490.) 
These documents are necessary 
for the protection of the United 
States title and interest in 
land. (The title file includes: 
(a) title opinions, decisions, 
reports and title insurance 
policies; (b) certifications or 
letters of acceptance; (c) deeds 
and other conveyance documents 
to and from the United States; 
(d) certificates of possession 
and of use and consent; 
(e) option contracts, offer to 
donate and statement of intent 
to exchange; (fl letters of case 
approval; (g) publication 
notices; (h) vouchers and tax 
notices; (1) statement of sum­
mary estimate •of value and value 
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approval; (j) letters of notifi­
cation to other Government agen­
cies; (k) clearinghouse (A-95) 
letters; (1) deeds and other 
documents relative to outstand-
ing rights; also, {m) any other 
documents deemed essential for 
protection of the United States 
title to land or interest in 
land including, but not limited 
to, maps, plats, drawings, pho­
tographs, letters, memorandums, 
and other legal documents. 
Arrange alphabetically by 
granter.) 

A. Washington Office: Send all 
consummated case files to 
the appropriate Regional 
Office for screening and 
preparation of the permanent 
title file. Do not send to 
Washington FARC. 

B. Regional Office: Screen all 
consummated cases for title 
file documents. 
(1) Title file: PERMANENT: 

a title file shall be 
microfilmed in accor­
dance with the provi­
sions of 36 CFR 1230; a 
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microfilm copy shall be 
made for the Regional 
Office and the Super­
visor's office: the 
original Title file 
forwarded to FARC when 
the local need for the 
original file ceases 
and the microfilmed 
copies have been 
reviewed and found 
satisfactory; offer 
original title file to 
NARA in 5 year blocks 
75 years after the most 
recent case in each 
block is consummated. 

(2) RO: Microfilm copy: 
Retain in office. Do 
not send to FRC. 
Destroy when no longer 
needed for administra­
tive or legal use. 

(3) consummated case file: 
Destroy the case file 
documents that do not 
become- 'part of the 
title file, as indi­
cated in disposition 
instructions for · 
2730-2, 5420-2, 5420-3, 
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5430-2, 5440-2, 5450-2, 
and 5460-2, and other 
file designations con­
taining case files with 
title evidence. 

c. Supervisor's Office: (1) 
Duplicate records. Retain 
records in office. Do not 
send to FRC. Destroy after 
microfilmed title file is 
received from the Regional 
Office. 
(2) SO: Microfilm copy. 
Destroy when no longer 
needed for adn1nistrative 
or legal use. 

D. All other offices: Not 
Applicable. 

Boundary Atlas Records (Deleted. 
File existing records with 
boundary modification files 
under 5510-1. 
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Land Classification (Includes 
general correspondence too broad 
to be filed under a specific 
heading,) 

NOTE: Originating Unit: 

Photographing Boundary Map 
Changes 

Uhen boundary changes of large 
color maps take place, 8 x 10 
color positives or 8 x 10 black 
and white negatives may be made. 
Offer the original map material 
to NARA 5 years after the film­
ing is complete, All photo­
graphic sets and portions of 
photographic sets may be dis­
tributed to other field units 
and destroyed when no longer 
needed. 

Microfilming Boundar! Modifica­
tions and Land Trans er Records 

If desired, a m1croform may be 
made of boundary modifications 
and boundary transfer records 
in accordance with 36 CFR 1230, 
When the microform is reviewed 
and found satisfactory follow 
the disposition instructions for 
the paper records under 5510-1 
and 5540-1. Destroy the micro­
form when no longer needed for 
administrative use. 

1 Inquiries 
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f'l('A-qS--ft/--(f 
~#;L 5510 Modification (Includes general 

correspondence on the estab­
lishment of National Forests, 
National Grasslands, purchase 
units, and modification of 
boundaries; also procedural 
aspects. File correspondence 
related to a specific case 
under 5510-1.) 

\ 

1 Boundary Modifications 
(Consummated and unconsummated 
case files containing the Estab­
lishment Reports which give 
background rationale for estab­
lishin~ units which include the 
publics interest, resources 
involved, and the intent of man­
agement; Establishment Documents 
such as maps, plats, and dia­
grams Secretarial Orders, Land 
Orders, Executive Orders, Presi­
dential Proclamations, Acts of 
Congress which establish a 
National Forest or Grasslands; 
Environmental Impact Statement; 
Wilderness Studies and related 
documents.) 

NOTE: WO: Send all consum­
mated case files to the 
appropriate Regional Office. 
Do not send tq Washington FR.C. 
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5510-1 

RO: Ori,inal paper records: 
"PlRMANEN : Transfer closed 
case files to the FRC in 5 year 
blocks. Offer to NARA when 75 
years old. 

All Other Offices: Duplicate 
records: Destroy case file 
material when no longer needed 
for administrative use. 

5520 Wildland Studies (Deleted. 
File any existing records under 
5500 and apply the retention 
period.) 

5530 Ownership Adjustment (Deleted. 
File any existing records under 
5400-3 and apply the retention 
period.) 

5540 Lands Transfers and Interchange 
(Include general correspondence 
related to the acquisition of 
land transfers which cannot be 
filed under a specific case.) 
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Land Transfers Analyses (Consummated 
and unconsummated case files 
which contain analyses of land 
transfer proposals; reservoir 
proJects; public domain and 
National Forest; authorities 
under which land was transferred, 
such as by Executive Order, 
Presidential Proclamation, Act of 
Congress and so forth.) 

HQ: Send all consummated case 
files to the appropriate Regional 
Office. Do not send to 
Washington FRC • 

.BQ.: Some of the documents in the 
Lands Transfer case file may 
become part of the permanent 
Title file which is maintained 
under 5490-3. Screen all 5540-1 
Land Transfer case files for 
title evidence and file under 
5490-3. 

The retention period below is for Land 
Transfer documents which do not become 
part of the Title file. 

Ongrnal paper records: PERMANENT: 
Transfer closed case f1l~s to the FRC in 
5 year blocks one year after the most 
recent case files in the block are 
closed. Offer the records to NARA 75 
years after mst recent file is closed. 

All Other Offices: Duplicate records: 
Destroy case file material when no longer 
needed for administrative use. 
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5550 National Recreation Areas (Deleted. File 
any existing records under 2370 and apply 
the retention period.) 

5560 Administration (Deleted. File any 
existing records under 5500 and apply 
retention period.) 

Aviation Management (Includes general 
correspondence and records related to 
general aircraft, policy, and responsi­
bilities.) 

1 Inquiries 

11/ C, ;-9f'-~~;</5710 
I~-;.:,(; 

Aviation Administration (Includes 
records pertaining to planning special­
ized aviation activities and operations, 
aviation personnel qualifications, 
equipment and so forth.) 
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$, r_;ft 7 5720 Aviation Safety (Includes records 
pertaining to accident and incident 
investigation.) 

~: 5730-5760 file designations are 
deleted. File any existing records under 
5700 and apply the retention periods. 

Personnel (Includes general 
correspondence related to personnel 
management, contributions, and campaign 
activities.) 

~ S Jll--(3 1 Inquiries 

Reports 

Office of Personnel Management (Deleted. 
File any existing records under 6100.) 
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RETEITTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

6120 Programs, Standards, Actions Documents 

Actions (Deleted. File records under 
appropriate subJect heading under 6130.) 

2 Documents (Includes general 
correspondence, memorandums and related 
records pertaining to delegations, 
delegated authorities, personnel 
bulletins, program operations and 
procedures and other documents not 
covered under 6120.) 

,2. (,),~ I - 1-b( J-) 2-1 Official folders ·~ 
.NQt.e.: For disposition, see FSH 6209.11, 
sec. 33.2. 

/'/ /1/ /L-l- - I 3{_, 
Y ii iji ~ 3 Programs J,lic,,eW 

,Jia .Of 5:3 /?)6 4 Reports 

;2i ,, 
1 

_ 
3 

a.., 6130 Employment and Status Changes ( Includes 
CA~ general correspondence, response to 

applications, and subject matter too 

*-FSH 1/88 AMEND 40-* 

3 

3 

5 

p 

3 

3 3 3 3 

3 3 3 3 

(See Note) 

5 5 3 3 

5 5 3 3 

3 3 3 3 • ', ., 

0 



6130 

RECORDS MANAGEMENT HANDBOOK 

broad to be filed under a spe­
cific heading.) 

l Recruitment (Includes corre­
spondence related to recruitment 
needs, SF 39. Request for Certi­
fication, OF-5 and related 
records. ) 

2 Employment Actions (Includes 
applications for specific vacan­
cies, letters of offer, poten­
tial candidates who apply, 
vacancy announcements, non­
selected applicants, declined 
offers, promotions, reassign­
ments, assignments to other 
agencies, reemployment rights 
and details of employees of 30 
days or more.) Establish as case 
files. Individual actions are 
filed in the official personnel 
folder. 

NOTE: All Offices: Destroy 
records 5 years after case file 
closes or after OPM review, 
whichever comes first. 

2-1 Applications (Includes general 
correspondence and records 
related to responses to applica­
tions which will not be kept; 
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6130-2-1 

unsolicited out-of-agency 
cations for employment.) 
applications for specific 
cies under 6130-2. 

appli­
File 
vacan-

NOTE: All Offices: Destroy 
upon receipt of OPM inspection 
report or when 2 years old, 
whichever is earlier, providing 
requirements of Federal Person­
nel Manual are observed. 

2-2 Probationary Period (Includes 
AD-773 and records documenting 
the probationary period for 
supervisors and managers before 
the assignment becomes final.) 

NOTE: All Offices: Destroy 
when 1 year old or upon comple­
tion of probation period, which-
ever comes first. 

7 Reduction in Force {RIF) 
(Includes general correspon­
dence and records related to 
reduction-in-force action, 
directions and procedures.) 

7-1 RIF case files (Includes 
documentation of individual 
actions, general and specific 
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6130-7-1 

notice of RIF actions, copy of 
retention register, offer of 
position, declaimation of posi­
tion.) Establish by geographic 
area. 

NOTE: All Offices: Destroy 5 
years after case file is closed 
or after OPM review, whichever 
comes first. 

8 Intergovernmental Personnel 
Act (Includes correspondence, 
mobility assignments between 
Federal and State government 
and employee; description of 
work.) Copy of IPA agreement is 
maintained with payment record 
under 6540-7 if payment is 
involved. 

NOTE: All Offices: Destroy 5 
years after agreement 
terminates. 

9 Senior Executive Service 
(Includes general correspon­
dence on the SES program and 
candidates~) 
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6130 

9-1 Senior Executive Service 
Employment (Includes appoint­
ments, promotions, awards, bio­
graphical sketches and other 
related records.) Establish as 
case files. 

NOTE: WO: Destroy 5 years 
after fIIe is closed or after 
OPM review, whichever comes 
first. 
All Other Offices: Not 
applicable. 

Senior Executive Service 
Candidate Development Program 
(Includes general correspon­
dence, announcement criteria, 
application, and other records 
pertaining to SES Candidate 
Development Program.) 

Employee Development, Perfor­
mance, Awards (Includes general 
correspondence, letters of 
appreciation, and commendation.) 

Employee Development (Includes 
policy, responsibilities and 
delegations, training records 
and reports, (including the 
agency training office copy of 
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SF-182 Request, Authorization, Agreement 
and Certification of training), Annual 
Training Report, supervisory training, 
and executive development. Case file by 
subJect as needed.) 

~ All Offices: Destroy when 5 years 
old or 5 years after completion of 
specific training programs. 

Performance Evaluation 
(Includes general or case files of forms, 
memoranda, and correspondence.) 
.NQ.t&: All Offices: Destroy 3 years 
after date of appraisal. 

Performance Rating of Record for non-SES 
appointees (Includes performance rating 
of record and the performance plans on 
which they are based.) 
.NQt&: All Offices: Destroy 3 years 
after date of appraisal. 
Supporting documents: Destroy 3 years 
after date of appraisal or when no longer 
needed, whichever is sooner. 

Performance Rating of Record for SES 
,appointees (Includes performance 
rating of record and the performance 
plans on which they are based.) 
~: All Offices: Destroy 5 years 
after date of appraisal, exclusive of any 
interim service as a Presidential 
appointee. 
Supporting documents: Destroy 5 years 
after date of appraisal or when no longer 
needed, whichever is sooner. 
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Appeals (Includes memoranda, 
correspondence and other records 
relating to employee appeals of 
performance rating.) 
.liQ!&.:. All Off1ces - Destroy 3 years 
after final settlement of case. 

Incentive Awards (Includes cash and 
honor awards. ) 
.liQ!&.:_ All Off1ces - Destroy 2 years 
after approval or disapproval. 

Employee Assistance Program 
(Includes general correspondence related 
to the Employee Assistance Program, 
CONCERN.) 

Classification, Pay, Uniforms 
(Includes authority for payment of 
reporting for duty expenses.) 

Position Classification and Job 
Evaluation (Includes general 
correspondence.) 

Policy and Principles (Includes 
general correspondence and records 
relating to general guidelines for 
formulation of classification programs.) 

Standards (Includes OPM stan-
dards determining title, series 
and grade based on duties 
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responsibility and qualifica­
tion requirements.) 
Note: All Offices: Destroy 
when superseded or obsolete. 

standards Development (Includes 
general correspondence and 
records related to the develop­
ment of standards for classifi­
cation of positions peculiar to 
the agency and OPM approval or 
disapproval.) 

Note: All Offices: Destroy 5 
years after position is abol­
ished or description is 
superseded. 

Position Descriptions 
Note: Position description, 
exclusive of those containing 
fire - fighter duties: (a) Dis­
pose of one copy 5 years after 
position is abolished or 
description is superseded: 
(b) Dispose of other copies 
when position is abolished or 
description is superseded. Posi­
tion descriptjons containinr­
firefighter duties: Retain in 
office pending further decision. 
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Evaluation Process (Includes 
correspondence, subject files 
related to the evaluation of 
positions being classified. 
Washington Offices segregated 
files by Regions.) 
Note: All Offices: Destroy 
when position 1s abolished or 
description is superseded. 

Appeals (Includes case files 
relating to classification 
appeals.) 

Note: All Offices: Destroy 3 
years after case is closed. 

Pay Rates and Systems (Includes 
general correspondence related 
to pay too broad to be filed 
under a specific secondary or 
tertiary heading.) 

General schedule Pay system 
(Includes general correspondence 
related to GS employees' pay, 
OPM salary tables issued 
annually.} 

Federal Wage System (Includes 
general correspondence related 
to wage employees, wage 
schedules.) 
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Other System (Includes general 
correspondence related to PL-313 
employee, Administratively 
determine fire pay plan, SES 
employee pay schedules.) 

;1/r./ I(;. t,, - 1 3 (_~ 
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3 Pay Administration (Includes 
general correspondence related 
to employee pay problems, pay 
checks, pay days: policy and 
procedural memoranda concerning 
pay administration and corre­
spondence too broad to be filed 
under a specific tertiary sub­
ject heading. ) 

Premium Pay (Includes general 
correspondence, memoranda 
related to overtime, comp time, 
compensable travel, maximum pay 
limitation, hazard pay and 
differentials.) 

Fair tabor Standards Act (FLSA) 
(Includes correspondence, memo­
randa and other records related 
to pay under FLSA.) 

Note: This designation was 
previously titled compensable 
travel. File these records 
under 6150-3-1. 
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Allowances (Includes general 
correspondence memoranda and 
other records related to Remote 
Site Allowance, cost of living 
allowance, uniforms and types 
of employee allowance.) 

Waivers and claims (Includes 
general correspondence and case 
files related to waivers of over 
payment and back pay claims.) 

Note: All Offices: Destroy 
after GAO audit or 3 years after 
case is closed, whichever is 
earlier. 

Payroll Records and Services 
(Includes general correspondence 
instructions and records related 
to T&A preparation, earning 
statements, payroll register, 
payroll deductions, allotments.) 

Note: All Offices: Destroy 
after GAO audit or when 3 years 
old, whichever is earlier. 

Garnishments {Includes general 
correspondence, memoranda and 
other records pertaining to AD 
747.) 
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general correspondence too broad 
to be filed under a specific 
subject heading.) 
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1 Hours of Duty (Includes general 
correspondence, policy and pro­
cedures related to hours of duty 
such as daily and weekly sched­
uling of work, special tours of 
duty.) 

1-2 

Holidays (Includes general 
correspondence, memoranda 
related to policy and procedures 
concerning holidays and holiday 
designation.) 

Alternative Work Schedules 
(Includes general correspon­
dence, policy and implementing 
instructions concerning alterna­
tive work schedules.) 

Leave 
Note: The comprehensive payroll, 
which includes the leave record, 
prepared by NFC is sent to the 
National Personnel Records r.en­
ter (NPRC) and retained for 56 
years. Time reports on all 
employees except casual fire­
fighters: Destroy after audit 
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by GAO or after 3 years, which­
ever is earlier. 

Personnel (Yellow copy of T&A 
reports, copies of scannable 
forms, certified electronically 
transmitted T&A reports, and 
supplemental time and attendance 
records, such as sign-in/ 
sign-out sheets, overtime 
approvals, leave authorizations, 
and work reports, used for time 
accounting under flextime 
systems.) Destroy after GAO 
audit or when 3 years old, 
whichever is sooner. NFC sends 
original payroll copy of T&A to 
Fort Worth Records Center where 
they are held 6 years to meet 
the limitation for claims under 
the Fair Labor Standards Act. 
Timekeeper pink copy: Des troy \ 
2 years after the end of the payJ 
per1ad . .,,, 

Leave Administration (Includes 
general correspondence concern-
ing leave.) , 

Fire Time re1orts (OF-288 Emer­
gency Fire F ghter Time Report) 
for casual firefighters: Trans­
fer to NPRC for 56 years reten­
tion. These reports should 
r,ertain only to emergency or 
'pick up" firefighters. Regular 
firefighters are covered by pay­
rolls prepared by NFC. 
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Leave Restoration case Files 
(Includes documentation and 
general correspondence in iden­
tifying criteria to determine 
forfeited annual leave.) 

Note: All Office: Destroy 
closed case file 6 years after 
the date of determination. 

Personnel Relations and Services 
(Includes general correspon­
dence and records pertaining to 
labor and employee relations not 
related to a specific case.) 

Labor Relations (Includes 
employee-management cooperation. 
case files contain the formal 
certificate of representation, 
current negotiated agreement, 
third party action and corre­
spondence related to the spe­
cfic local.) 

Note: Originating Office: 
Close case file after Local 
union ceases to exist. Destroy 
5 years after close of case. 
All Other Offices: (Duplicate 
records) Destroy when super­
seded or obsolete. 
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6170 

2 Employee Organizations (Deleted. 
File any existing records under 
6100.) 

3 suitability, Security, and con­
duct (Includes general corre­
spondence and records related 

3-2 

to the administration and opera­
tion of the personnel security 
program.) 

Suitability (Includes general 
correspondence and National 
Agency Check Inquires (NACI} to 
determine the character, reputa­
tion and fitness of an employee 
or applicant.} Maintain investi­
gation reports separately from 
the official personnel folders 
in locked files. 
Note: All Offices: Destroy 
upon not1ficat1on of death or 
not later than 5 years after 
separation or transfer of the 
employee or no later than 5 
years after contract relation­
ship expires, whichever is 
applicable. 

Security (Include~ lists or 
rosters showing the current 
security clearance of 
individuals.) 
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~ All Offices: Destroy when 
superseded or obsolete. 

Conduct (Includes correspondence, 
dence, memoranda and other records 
related to code of ethics and standards 
or' ethics.) 

~ All Offices: Destroy when no 
longer needed for admin1strat1ve use. 

Conflict of Interest (Includes 
AD 392 Statement of Employment and 
Financial Interest.) 
~ All Offices: Destroy 2 years 
after separation of employee or 2 years 
after employee leaves the position for 
which the statement 1s required. 

Grievance, Appeals Files 
(Records originating on the review of 
grievance and appeals raised by agency 
employees, except EEO complaints. These 
case files include statements of wit­
nessess, reports of interview and 
hearings, examiner's findings and 
recommendations, a copy of the original 
dec1s1on, related correspondence and 
exhibits, and records relating to a 
recons1derat1on request.) 

.NQt.e.:. All Offices: Destroy 3 years 
after case is closed. 
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6170-5 

G~/~ S /- 3/(b) 5-1 Adverse Action Files. 
(Case files and related records created 
in reviewing an adverse action disci­
plinary removal, suspension, leave with­
out pay, reduction-in-force) against an 
employee. The file includes a copy of 
the proposed adverse action with sup­
porting papers, statements of witnesses, 
employee's reply; hearing notices, 
reports and decisions, reversal of 
action; and appeal records, EXCLUDING 
letters of reprimand.) 

11Qt.e..:_ All Offices - Destroy 4 years 
after case is closed. 

6180 Insurance and Annuities 
(Includes correspondence.) 

1 Compensation for InJury 
(Includes forms, reports, correspond­
ence and related medical and investi­
gatory records relating to the on-the-job 
injuries, whether or not a claim for 
compensation was made, EXCLUDING copies 
filed in the Employee Medical Folder and 
copies submitted to the Department of 
Labor. 

~: All Offices: Cutoff on 
tennination of compensation or when 
deadline for f1l1ng a claim has passed. 
Destroy 3 years after cutoff. 
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6180 

C!-ta J- 3:2...> 1-1 Fatalities (Includes correspondence 
and records relating to the prevention 
and investigation of job-related accident 
which contribute to the death of 
employees, civilian conservation corps 
enrollees, cooperation, specialists under 
contract services and users of the 
National Forest.) 

.NQ.t&: All Off1ces: Cutoff on 
termination of compensation or when 
deadline for filing a claim has passed. 
Destroy 3 years after cutoff. 

~.g :1-~ ,l. 2 Insurance 

C~~ :i-.J-.-:x 

2-1 Air Travelers 

3 Retirement (Includes old age, survivors 
and disability insurance. Case file as 
needed.) 

5 Unemployment Benefits (Deleted. File and 
existing records under 6180 primary). 

7 Life Insurance 

9 Health Benefits 

6190 Special Activities (Deleted. 
existing records under 6100.) 

File any 
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WO 

6200 Office Management 

1 Inquiries 

6210 Procedures (Deleted. File ex1st1ng 
records under 6200 and apply the 
retention period.) 

6220 Records Creation (Deleted. File existing 
records under 6230 and apply the 
retention period.) 

5 

1/4 

6230 Records Creation, Maintenance, and 5 
Disposition (Incl,ud~~;__g~tv,j.. . -~, , 
correspondence.411:·¼'.Lma,. .u.L•~(.°i..,hvV-c.-;, (,. 1_,..,__fh'v"·'-
1.,. ,'d.·U·:J , ,_,_ i , l,_, _) • • 

Disposition (Includes basic doc\..llllentation 
of records description and disposition 
programs, including SF-115, Request for 
Records Disposition Authority; SF 135, 
Records Transmittal and Rece~pt and 
SF 135A, Continuation; SF 258, Request To 
Transfer, Approval, and Receipt of 
Records to National Archives of the 
United States; and related documen­
tation.) 

.NQ.l&.:_ All Offices: Destroy when related 
records are destroyed, or transferred to 
the National Archive or when no longer 
needed for administrative or reference 
purposes. 
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6230 

1-1 Shelf Lists (Deleted. File 
existing records under 6230-1.) 

Vital Records 

Note: All Offices: since 
indispensable records are 
copies, they may be destroyed 
when superseded or obsolete. 

4 Classified Records security 
(Includes general correspondence 
and report files pertaining to 
the administration of security 
classification, control, and 
accounting for classified docu­
ments, including receipts, 
destruction certificates, and 
inventory.) 
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Classified Document Container 
Security Files (Includes forms 
or lists used to record safe and 
padlock combinations, names of 
individuals knowing combinations 
and comparable data used to con­
trol access into classified docu­
ment containers.} 
Note: All Offices: Destroy when 
superseded by a new form or list, 
or upon turn-in of container. 

Facilitating Services 
(Including telephone, telegraph, 
messenger service, reception 
servi~e, duplicating work, 
internal communications.} 

Report 

Mail Management (Includes 
fees-paid material and distribu· 
tion adjustments for circular 
memoranda and similar in-Service 
materials.} 

Office Equipment (Including 
evaluation of types, guidelines 
for furniture and machines.} 

6270 Availability of Records 
(Consists of records made avail­
able to the public to the maxi­
mum extent possible under the 
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Freedom of Information Act 
(FOIA) and Privacy Act (PA), 
and safeguards to be provided 
for individuals against the 
invasion of personal privacy.) 

1 FOIA Requests, Administrative 
Files and Reports (Correspon­
dence and supporting documents 
including access granted to 
records and response to requests 
for records that do not exist; 
records that implement the FOIA, 
incl~ding notices, memoranda and 
routine correspondence/records. 
Also, recurring reports and one­
time information requirements 
relating to the Forest Service 
implementation of the FOIA, 
including the ~nnual report to 
Congress.) 

r;J,.S Jli-1'-3'1J, 1-1 FOIA Denials (Denial access to 
all or part of records requested 
when request is not a~pealed.) 
If request is appeale, corre­
spondence becomes a part of the 
FOIA appeal file. 

- FOIA Appeal Fil2s (Files created 
in responding to administrative 
appeals under the FOIA for 
release of information denied 
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6270-1-2 

by the Forest Service units 
consisting of the appellant's 
letter, a copy of the reply 
thereto (denial) and related 
supporting documents.) 
NOTE: All Offices - Destroy 6 
years after final determination 
by the Forest Service or 3 years 
after final adjudication by 
courts, whichever is later. 

FOIA Control Files (Files main­
tained for control purposes in 
responding to requests, includ­
ing registers and similar rec­
ords listing date, nature and 
purpose of request, and name of 
requestor such as FS-6200-4 
Freedom Of Information 
Documentation.) 

Privacy Act Request, Administra­
tive Files and Reports (Files 
created in response to requests 
from individuals to gain access 
to their records or to any 
information in the records that 
pertain to them, as provided 
for by the Act. Files contain 
correspondence and supporting 
documents granting access to 
all the requested records and 
responding to requests for 
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6270-2 

records that do not exist; 
records that implement the PA, 
including notices, memoranda, 
routine correspondence/records. 
Also, recurring reports and 
one-time information require­
ments relating to agency imple­
mentation, including annual 
reports to the Congress of the 
United States, the Office of 
Management and Budget, and the 
Report on New Systems.) 

Denials of Access (Denial 
of access to all or part of the 
records requested. If request 
is appealed, correspondence 
becomes a part of the PA appeal 
file.) 

Privacy Act Amendment Case 
Files (Files relating to an 
individual's request to amend a 
record; and to any civil action 
brought by the individual 
against the Forest Service as 
provided under the Act.) 
NOTE: All Offices - Dispose of 
in accordance with the approved 
disposition instructions for 
the related subject individual's 
records; 4 years after final 
determination has been made by 
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6270-2-2 

the Forest Service, or 3 years 
after final adjudication by 
courts, whichever is later. 

2-3 Privacy Act control Files 
{Files maintained for control 
purposes in responding to 
requests, including registers 
and similar records listing 
date, nature of request, and 
name of requestor such as OF 
203, Privacy Act Information 
Request.) 

6300 
Ne./- 9G-il/ -I 
~#/ 

Procurement (Includes general 
correspondence and other records 
related to management, policy, 
interpretation of procurement 
practices established for orga­
nizational levels of FS. File 
also includes pertinent laws, 
regulations and translations 
previously filed under 6310 and 
6320.) 

1 Inquiries 

2 Reports (Quarterly Reports 
submitted to USDA, GSA and 
congress which include AD-760, 
Report of Individual Procure-
ment, SF 281, FPDS-Summary of 
contract Actions of $10,000 or 
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Less and Subcontract Data on 
Selected Prime contracts, and 
so forth.) 

4 Procurement Preference Programs 
(Includes general correspon­
dence, reports and procedures 
for establishment of goals for 
Small Business Administration, 
SBA S(a) Contracts, Women-Owned 
Businesses and Minority 
Businesses.) 

GAO/OGC Opinion (Includes 
general correspondence and deci-
sions pertaining to procurement 
policy.) 

Purchasing (Including adminis­
trative material regarding pur­
chasing, requisitioning, and 
related items such as policies, 
procedures, negotiations, spe­
cial and directed sources of 
supply, foreign purchases, 
taxes, inspection and accep­
tance, transportation, use of 
forms, pertinent laws and regu­
lations, translations.) 

Purchase Orders 
(Including Equipment Agreements, 
Requisitions, Special Approvals 
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6310-3 

1838 Purchase Orders, AD-744, and 
AD-633.) Transactions of $25,000 or 
less and construction contracts under 
$2,000. 

~ All Offices - Destroy 3 years, 
after final payment. 

,.It/'/_ t -,_..,,,~ 6 Supply Schedules, Catalogs, Pricelists 
.;-?:,..Jlt: I' "')~, 

.:,,, " r ; ·7 
Note; NONRECORD. Destroy when obsolete 
or superseded. 

(_Y /l (1 '-1. -~ 6320 Contracting (Includes general 
<::.--rl'i..:. J ~ correspondence regarding contracting and 

related procedures.) 

1 Bids, Proposals and Contracts (Includes 
/"I.I) c• _ ~ -1 a(i) disputes and appeal~ in related case 
l::-n~ ✓ folders.) Transactions of more than 

$25,000 and all construction contracts 
exceeding $2,000 • 

.NQJ&: All Offices: Destroy 6 years and 
3 months after final payment. 

1 , . ) 1-1 Solicited and Unsolicited Unsuccessful 
&l(SJt, bl, Bids and Proposals (Includes records 

{fA!L related to unsuccessful bids and 
'-s-l h (J.Xa1'~proposals.) 

*-FSH 1/88 AMEND 40-* 

RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

(See Note) 

2 2 2 2 2 

(See Note) 

(See Note) 



41--246 

RECORDS MANAGEMENT HANDBOOK 

RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES so OTHER 

6320-1-1 

lmt&: All Qt:f:lc~::1: 

(1) Relating to small purchases as 
defined in the Federal Acquisition 
Regulation; 48 CFR, Part 13. 
Destroy 1 year after date of award 
or final payment, whichever is 
later. 

(2) Relating to transactions above the 
small purchase limitations in 48 
CFR, Part 13. 

(a) When filed separately from the 
contract file. Destroy when 
related contract is completed. 

(b) When filed with contract case 1'' file. Destroy with related 
contract case file. 

Qt;~ :3-i (d)1-2 Bidders Lists (List or cards of (See Note) • 
acceptable bidders.) " 

.N2t.e..:. All Ot:t:1~ - Destroy when 
superseded or obsolete. Destroy 
Consolidated List of Debarred Ineligible 
Contractors when no longer needed. 

/Jl/· o/5°-l>'·H 1-3 Areas of Surplus Labor (Publ1cat1on 1/4 1/4 1/4 1/4 1/4 
cation issued quarterly indicating area ) Jt(';.,1.,1;g trends of labor surplus.) 

*-FSH 1/88 AMEND 40-* 
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RETENTION 
PERIOD 

41--247 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

6320-1-3 

.NQIE: 6320-1-4 Labor Provision and 
6320-2 Cooperation designations are 
deleted. File existing records under 
6320 and apply retention period. 

6330 Specifications, Standards, and 
Qualified Products (Includes general 
correspondence.) 
.NQIE: 6330-1, 6330-2 and 6330-3 are 
deleted. File existing records under 
6330 and apply retention period. 

<;:AS q _ /(l 6340 Shipments (Including receipt 
and checking.) 

6,--t,J q6~to Transportation (Of Things.) 

Government Bills of Lading -
Domestic (Memorandum copy) 
.NQIE: Destroy 3 years after period of 
the account. 

Government Bills of Lading -
International (Records of shipments of 
household goods moved by freight 
forwarders. ) 
~ All Offices - Destroy 6 years 
after the period of the account. 

6360 Printing (Including free printing, 

fJN /Mtr 134 
~p,J J1 ~St:t 

field printing, reprints, printing 
equipment.) 
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RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES so OTHER 

// .'\! Jr.A· - I 3 '-' 6400 Property (Includes general correspondence 5 5 5 3 3 
;[, -1=4 il'i6, too broad to file under a specific '1 ...... ' 

heading.) 

C1.s: ,4-3 1 Inquiries 1/4 1/4 1/4 1/4 1/4 

2 Reports (Deleted. File record material . under 6400 primary.) 

f/fv'Jlll' -13/. 6410 Personal Property (Includes 5 5 5 3 3 
~;_ ;J ',1(1- general correspondence.) 

~ 2 Disposition 5 5 5 3 3 

_g;;._11-~ 2-1 Sale (Includes correspondence and 5 5 5 3 3 - "-" documents relating to the actual sale of 
properties.) 

t/Cl-9:t- j 3 -f 
3 Excess and Surplus (Includes corre- 3 3 3 3 3 

spondence and forms relating to the 
y_ J-r,0 ti J., declaration of personal property as 

excess and surplus and the acquisition of 
(:~.'i; 4 -~ excess personal property.) 

4 Records and Inventory (Includes 5 5 5 5 5 
.si;ne ti3 inventories of accountable personal 

property such as AD-112, Report of . 
Unserviceable, Lost or Damaged Property, 
AD-113, Fiscal Inventory Report For The 
Period Ending and PMIS/Property Report 
11350.) 

*-FSH 5/88 AMEND 41-* 
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Registers (Includes registers 
of GBLs and other accountable 
forms.) 

NOTE: All Offices: Destroy after 
GAO audit and records no longer 
have administrative use. Do not 
send to FRC. 

~#S-- 4-2 Registers for Items of Tangible 
and Other Value (Includes regis­
ters for subway tickets, I.D. 
Badges, keys, building passes, 
and so forth.) 

6 

NOTE: Apply the retention after 
register is closed. Register 
is closed when each item is 
accounted for. Do not send to 
FRC. 

Transfer and/or Receipt 
(Including donations and AD-107, 
Report of Transfer/Disposition/ 
construction of Property.) 

Reports (Recurring and non­
recurring reports such as Utili­
zation and Disposal of Excess 
and surplus Property; AD-109, 
Report of Request for Excess 
serviceable Property; and 
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6410-7 

6420 

6440 
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AD-120, Report of Excess Per­
sonal Property; AD-126, Report 
of Acceptance of Gift of Per­
sonal Property; Exchange/Sale 
of Personal Property.) 

Stores and cupboard Stock 

Real Property (Includes general 
correspondence and other records 
such as AD-87, Request for Use 
for Thomas Jefferson Auditorium.) 

Excess (Includes reports, dis­
position instructions and corre­
spondence related to excess real 
property. See NOTE under 6440-1-1 
for disposition'"'iS'f' records con-
sidered necessary and and con­
venient for the use of real 
property transferred to another 
Federal agency or sold, donated, 
or traded to a non-Federal 
entity.) 

1-1 Surplus (Includes reports, dis­
position instructions and corre­
spondence related to surplus 
property, as well as records 
related to the sale, donation 
or trade of surplus property.✓ 
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RETENTION 
{n-U nRH?~ 'l:Dl"'' 

6440-1-1 

,rn: WO, RO & A, ES, and SO: 
Destroy records 10 years after 
unconditional sale of release 
by Gov't or conditions, restric­
tions, mortgages or other liens. 

All Other Offices: Retain rec­
ords in office. Destroy when 
adm1n1strat1ve use ceases. See 
below for disposition of records 
considered necessary and con­
venient for the use of real 
property transferred to another 
agency, sold, donated or traded 
to a non-federal entity. 

NOTE: Records (such as abstract 
or certificate of title) neces­
sary or convenient for the use 
of real property sold, donated 
or traded to non-federal owner­
ship or transferred to Federal 
ownership shall be conveyed to 
the new custodian upon comple­
tion of sale, trade, donation 
or transfer proceedings. 

Quarters (Includes general 
correspondence, and direction 
for quarters management.) 
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RETENTION 
/11V ?PH?R 1"DI"' 

6440-2 

2-1 

2-2 

Rental Rates (Includes reports, 
printouts, correspondence, con­
tract information regarding the 
establishment of rental rates.) 

Inventory and Rate Setting 
(Includes Government Quarters 
Inventory Form FS-6400-1.) 

NOTE: All Offices: Destroy when 
superseded or obsolete. 

Space Management (Includes 
parking spaces. Folder by 
Federal, GSA.) 

Leases (Includes determinations, 
findings, market surveys, 
solicitation, award and adminis­
tration of acquisition of lease­
hold interest in real property 
under Forest service leasing 
authority. File disputes and 
appeal material by case folder.) 

NOTE: All Offices: 

(1) Transactions of more than 
$25,000 and all 
construction contracts 
exceeding $2,000. 
Destroy 6 years and 3 
months after final payment. 

(2) Transactions of $25,000 or 
less and construction 

,contracts under $2,000. 
Destroy 3 years after 
final payment. 
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RETENTION 
/V.V ~R!9Q J.'DI" 

6440 

4 Reports (Recurring and non­
recurring reports such as Annual 
Report of Real Property Leased 
to the U.S., report of space 
used by building, rental housing 
survey.) 

Accounting, bookkeeping, and 
other records may be maintained 
1n accordance with regulations 
or procedures prescribed by GAO 
or Treasury. 

Finance and Accounting 

surety Bonds (Includes 
securities on bonds.) 
NOTE: Official copies of the 
bond and attached powers of 
attorney. 

Bonds purchased prior to 
January l, 1956. Dispose 15 
years after bond becomes 
inactive. 

Bonds purchased after December 
31, 1955. Dispose 15 years after 
end of bond premium period. 

Other records 1 including corre­
spondence, extra copies of 
bonds, and related papers. 
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RETENTION 
/ 11.V ?§RISR 'C'D,.. 

6500-1 

Dispose 5 years after case 
closure or end of premium 
period whichever is later. 

2 Irregularities (Includes 
1nvest1gations.) 

3 Membership Certificates (REA) 

Note: SO: Retain in office. 
Destroywhen superseded or 
obsolete. 

All Other Offices: Not 
applicable. 

6510 Appropriations and Funds 
(Symbol numbers, availability, 
and use.) 

Financial Management 

Financial Plans (Includes 
budget estimates, work plans, 
summaries of financial informa­
tion, reports summarizing budget 
information and other records 
outl1n1ng plans for disbursing 
appropriations.) 

Note: All Offices: Destroy 6 
years and 3 months after the 
close of the fiscal year 
involved. 

2 Manpower Allocations (Only 
records relating to how ceiling 
allocations are used. File other 
material such as transfer-of­
station under 6120 and other 
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6520-2 

6(<s 6-1 b 

(J,/?..} t-/tl (J) 
{L,:,t.J_, ~-, h 

fiscal related functions under 6130. 
See Ch. 300f FPM). 

~: All Offices: Destroy 6 years and 
3 months after the close of the fiscal 
year involved. 

Collections (Includes general 
correspondence related to collections.) 

Billings and/or Receipts (Includes 
deposits, adjustments, and uncol­
lectibles; that is FS-6500-89, SF 1080, 
SF 1081.) 

~: All Offices: {1) GAO-Site Audit 
Records: Destroy 6 years and 3 months 
after the period covered by the account. 
(2) Related Agency Records: Destroy 
copies of memorandum and related 
documents when 1 year old. 

2 Collection Officers 

.N.Q.t.e: All Offices: ( 1) GAO-Site Audit 
Records: Destroy 6 years and 3 rronths 
after the period covered by the account. 
(2) Related Agency Records: Destroy 
copies of memorandum and related 
documents when 1 year old. 

3 Reports (Deleted. File existing records 
under 6570 and apply the retention 
period.) 

6540 Payments 

/,J N /(.(, -/3~ 
,, • ..,,J-- $/( /'} -irorL .., r:, 
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6540 

4 Checks (Lost, canceled, undeliverable.) 

~ All Off1ces: (1) GAO-S1te Aud1t 
Records: Destroy 6 years and 3 months 
after the period covered by the account. 

• (2) Related Agency Records: Destroy 
copies of memorandum and related 
documents when 1 year old. 

5 GAO (Includes preaud1t inquiries, 
{}i..' .S L, - IC£{:;,) exceptions, d1sallowances, settlements.) 

~: All Offices: ( 1) GAO-Site Audit 
Records: Destroy 6 years and 3 months 
after the period covered by the account. 
(2) Related Agency Records: Destroy 
copies of memorandum and related 
documents when 1 year old. 

6 Imprest Fund Cashier Designations 

(5:s l , lct(J..) 

:!,< 1-.' ) b - I b 

.NQ.t.e.: All Offices: (1) GAO-Site Aud1t 
Records: Destroy 6 years and 3 months 
after the period covered by the account. 
(2) Rtlated Agency Records: Destroy 
copies of memorandum and related 
documents when 1 year old. 
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6540 

7 Vouchers and Related Documents 
(Includes SF 1081, SF 1097, timeslips, 
expense accounts adjustments, contracts; 
and related records of Certifying and 
Disbursing Officers.) 

BQll.:.. , All Offices: ( 1 ) GAO-Site Audit 
C--1<~ &- /ti {:;i,J Records: Destroy 6 years and 3 roonths 

after the period covered by the account. 
(2) Related Asency Records: Destroy 

lb copies of meroorandum and related 
{;,,l S -f - documents when 1 year old. 

Passenger Transportation File 
(Includes copies of travel vouchers 
(AD-616), travel advance forms (AD 615), 
transportation requests (SJ 1169), travel 
authorization (AD-202), authorization for 
in-service expenditures, FS 6500-46, 
Foreign travel itinerary, AD 750, and all 
supporting papers.) 

Exception; 
Transportation Records (freight and 
passenger) Forward copies of voucher­
schedules, together with supporting basic 
documents, covering payments to carrier 
for transportation services, each month, 
after the statement of transactions has 
been accomplished. Forward to: 

General Services Administration 
FZA Chester A. Arthur Building 
Washington, DC 20406 

*-FSH 5/88 AMEND 41-* 

RETENTION 
PERIOD 

(BY FS AND FRC) 
WO RO&A ES SO OTHER 

(See Note) 

3 3 3 3 3 



/l,'c/-9.s::f'-3-74 
..u;--n<-#-J> 

3 

p 

3 

R£TE.AflJoN 
PERIOD 

WO ( By FS AND FRC) 
Ro&A E:s so 

5 
5 

5 3 :l 
..I 

5 
5 

5 3 3 
<See Note) 

p 
p 

3 3 3 
3 3 3 

3 
3 3 3 

<See Note) 



41--258b 

RECORDS MANAGEMENT HANDBOOK 

6550 

Jt;;..:µ,11 4-3 Air Tanker Cost Analysis (Includes 
working papers and cost analysis of 
flying planes and keeping them up to 
date.) 

~: All Offices: Destroy 3 years 
aft'er contract is terminated. 

6 Reports 

6560 Bonding Administration 
(General Correspondence) 

-~ f. ~ 0 -/ 0&.6570 Claims Against the United States 

1-1 
(t/':J' b- X· b{J) 

a. 

(Claims against the United States for 
moneys which have been administratively 
(1) disallowed in full or, (2) allowed in 
full or in part, and final payment of the 
amount awarded, EXCLUDitli claims covered 
by 6270-3.) 

~: All Offices: Destroy records when 
6 years, 3 months old. 

Claims for the United States 
(Claims paid in full or by means of 
compromise agreement pursuant to 4 CFR 
Part 103 EXCLUDING claims covered by 
6570-3.) 

~: All Offices: Destroy when 6 years 
and 3 months old. 

Collection Action Terminated 
(Claims for which the Government's right 
to collect was not extended.) 

.N2t.e.: All Offices: Destroy 10 years, 
3 months after the year in which the 
Government's right to collect first 
accrued. 
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6570 

r}~<;; IC ~b(~ 1-2 
/J 

Collection Action Not Terminated 
(Claims for which the Government 1s 
entitled (per 28 U.S.C. 2415) to 
additional time to initiate legal action. 

~: All Offices: Destroy 3 months 
after.the end of the extended period. 

Claims Not Owed (Claims which the 
agency administratively determines are 
not owed to the United States after 
collection action was initiated • 

.t:l!::rt&!. All Offices: Destroy when 6 
years, 3 months old. 

3 Claims Subject to Litigation 
(Claims that are affected by a court 
order or that are subJect to litigation 
proceedings.) 

~: All Offices: Destroy when the 
court order is lifted, litigation is 
concluded, or when 6 years, 3 roonths old, 
whichever 1s later. 

l\,1<..'/-C/:/-'S3 -1 
--:--1,>,-~/l.f 6580 WCF Financial Management (Includes 
~D, general correspondence, budget reports, 

and rate computation worksheets.) 

·'\}J-t/(,g7~
1
~00 Systems Management (Includes general 
~ correspondence, budget reports, and rate 

.,,,,.'1].;..,.._, tt / computation worksheets. ) 

/',; \~ J- f':,-- 7J 01 

;J;,y.,;#/ 

Coordination and Plans (Includes 
general correspondence relating to 
systems coord1nat1on, long- and 
short-range plans and budget estimates.) 
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systems coordinating council 
(Includes general correspondence 
relating to activities of the 
council and minutes of meetings.) 

ADP Plans (Correspondence 
relating to USDA and FS overall 
ADP plans and submissions for 
0MB A-11 reports, approvals, and 
justifications. Includes long­
range plans for computer appli­
cations and data base systems, 
and planning records relative 
to coordinating council activi­
ties and workload forecasting.) 

Note: Paper Records - .!'!Q.:_ 
PERMANENT Transfer records to 
FRC S years after plan has been 
completely revised or superseded 
by a new plan. Offer records to 
NARA 10 years after revised or 
superseded. R, ES, & A: Retain 
records in office. Destroy 3 
months after plan has been com­
pletely revised or superseded 
by a new plan. 

All Other Offices: Not 
applicable. 

Tapes (A-11 Reports) - WO: 
Transfer tapes to FRC when 3 
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6600-1-2 

years old for proper storage 
under controlled environmental 
conditions. Destroy when 10 
years old. 

All Other Offices: Not 
applicable. 

2 Security and Privacy Program 
Management (Includes correspon­
dence relating to the establish­
ment, authorization, and 
delegation of security program 
offices, and to general adminis­
tration of ADP, data and tele­
communications security.) 

Systems Facilities (Includes 
correspondence relating to ADP 
and telecommunications security 
facilities, including physical 
factors; that is, access con­
trol, power, fire, and the 
actual facilities; that is, 
computer hardware, software, 
telecommunication lines, and 
other equipment.) 

2-2 Application Systems 
(Includes correspondence relat­
ing to security and privacy in 
computer design and review.) 
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r/ ci--9~-11-3 
6600 

\ 

~#'? 2-3 Data Base Systems (Includes 
correspondence relating to 
security and privacy in data 
base systems.) 

3 Standards Program Management 
{Correspondence relating to FS 
standards program. Includes 
plans, reviews, approvals.) 

k13-l 

Note: These standards are 
retained permanently in the 
1100-1 directives file and 
incorporated in the Forest 
Service directive system. 

National and Departmental 
Standards (Correspondence with 
other agencies and the Depart­
ment about the Federal Process­
ing Standards (FIPS), American 
National Standards Institute 
(ANSI), International Standards 
Organization (ISO), Departmental 
Information Processing Standards 
(DIPS), or other standards 
programs.) 

Note: 
FIPS and DIPS standards should 
be kept in FIPS binders and the 
appropriate FSH binders, 
respectively. 
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6600-3-1 

~ro 6610 

Standards, (FIPS, DIPS, and 
ap~licable Federal or American 
Na 1onal Standards): Retain 1n 
office. Destroy when superseded 
or obsolete. 

Computer Technology Management 
(Correspondence relating to 
overall policies for computer 
technology management.) 

1 Planning (General correspondence 
relating to computer activity 
plans, long and short-range 
facilities plans, and workload 
forecasting.) 

1-2 

2 

computer Management Plans 
(Correspondence and records 
relating to technical plans for 
computing activities.) 

Workload Forecasting (Reviews 
and analysis of future demands 
for computing resources, depart­
mental studies, and related 
correspondence.) 

Management and Administration 
(General correspondence relating 
to computer science administra­
tion and management.) 
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Reports (Includes reports 
required GSA, 0MB and USDA. Set 
up separate folders by report 
name and number.) 

Studies (General studies 
relating to ADP management and 
administration, and related cor­
respondence, set up case 
folders for individual studies 
as needed,) 

Study Reports (Final study 
reports only.) 
Note: WO PERMANENT - Transfer 
to FRC when 3 years old. Offer 
records to the National Archives 
and Records Service (NARA) when 
10 years old. Records on com­
puter tape should be offered to 
NARA for proper storage at the 
time paper records are trans­
ferred to FRC. 
R, ES, & A: Transfer records to 
FRCwhen 2 years old or retain 
records in office. Destroy when 
5 years old. 

NOTE: Final study reports that 
were not forwarded to WO in some 
form (Summary) should be sent 
for inclusion in WO's offer to 
NARA.) 
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6610-2-3 

f(U ... q5--?S-:J 
~:#18 3 

Other Offices: Not applicable. 

computer Technology Standards 
(Correspondence relating to 
equipment, data communication, 
programming languages, ADP 
security and privacy and review 
and approval of service-wide 
computer technology standards.) 
Note: These standards are 
retained permanently in the 
1100-1 directives file and 
incorporated in the Forest 
Service directive system. 

Training and Information 
services (Includes training 
plans, programs, and correspon­
dence relating to general ADP 
and computer technology train­
ing. Does not include reference 
aids. ) 

Technical Authorization 
(Includes general correspondence 
relating to the administration 
of ADP and data communications 
equipment, software, and ser­
vices acquisition. Includes all 
material not rnafntained in the 
procurement file under 6310 or 
6320.) 
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Selection and Acquisition 
(Correspondence, requests, and 
approvals for hardware, soft­
ware, data communications, ADP 
services and supplies.) 

Sharing Programs (Includes 
records on availability and use 
of equipment, services, and 
other products other than by 
lease or purchase. Also 
includes Federal Government 
sharing programs and GSA Sharing 
coordination--Form 2068.) 

Technical Services (Includes 
correspondence relating to ser­
vices obtained from outside 
sources or provided within the 
FS, including material on coor­
dination, cooperative agree­
ments, meetings, user relations 
and problems, and workload.) 

Note: The disposition period 
should be applied after agree­
ment expires or terminates. 

USDA Services (General corre­
spondence, agreements, computer 
printouts and microfiche related 
to the cost and workload report­
ing for Departmental computer 
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6610-6-1 

~as 6-2 

Centers and other related rec­
ords. Includes and may require 
case folders for Fece, wee, Noee, 
and Keec. 

NOTE: WO(Feec): Destroy computer 
tapes when 3 years old. 

Commercial Services (General 
correspondence, agreements, and 
related records.) 

Institutional Services 
(General correspondence, agree­
ments, and related records.) 

Support Services for WO 
(Correspondence regarding pro­
duction furnished to functional 
users.) 

Facilities Technology 
(Includes correspondence, stud­
ies and other materials relating 
to computer technology other 
than telecommunications systems; 
that is, computer hardware, 
operating systems, general pur­
pose software, utility programs, 
programming languages, FORTRAN, 
COBOL. See 6240 for telecommuni­
cations systems.) 
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6610-7 

\ 

NOTE: Correspondence and 
Related Records WO, R, ES, & A 
Transfer records to FRC when 2 
years old or retain records in 
office. Destroy when 5 years 
old. 

All Other Offices: Not appli­
cable. Studies WO, R, ES, & A: 
Transfer recordsto-FRC2 years 
after study is closed or com­
pleted, or retain records in 
office. Destroy 5 years after 
study is closed or completed. 

All Other Offices: Not 
applicable. 

Computer Software Management 
(Includes correspondence relat-
ing to broad policy issues 
involved in the management of 
computer programming and systems 
activities.) 

Planning (General correspondence 
relating to computer application 
plans and workload forecasting.) 

~31 
2 Reviews and Evaluation (Records 

relating to reviews and evalua­
tion of proposed and existing 
computer applications.) Note: 
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If the review and evaluation 
results in approval of project, 
place records in a case folder 
and file under 6620-2-2. 

Disapproved Systems: Transfer 
records to FRC 2 years after 
final action or retain records 
in office. Destroy 5 years 
after final action. 

Correspondence (General 
correspondence relating to the 
management of the review and 
evaluation process.) 

Project case Folders (Case 
folders by project number and 
name. Includes only projects 
which have gone to feasibility 
study point or beyond.) 

Note: The disposition period 
should be applied after discon­
tinuance of the system. 

~ ~ti 3 Systems Support and Training 
(Correspondence and documenta­
tion relating to specific proj­
ects for which applications 
support activities are assigned 
to computer Science and Tele­
communications Staff. Includes 
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correspondence relating to 
training needs and sources.) 

Computer Applications Standards 
(Correspondence relating to 
application development stan­
dards, national application 
development strategies and 
practices, including Regions, 
Experiment Stations, and the 
Area Office development 
programs.) 

Note: These standards are 
retained permanently in the 
1100-1 directive file and 
incorporated in the Forest 
service directive system. 

Data Management (Includes 
correspondence relating to broad 
policy issues involved in the 
management of data management 
activities.) 

Planning (General correspon­
dence relating to data management 
plans and workload forecasting.) 

Technology (Correspondence 
relating to software and hard­
ware support for data base 
design and operations. Includes 
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reviews and evaluations of 
existing and proposed data base 
management software.) 

Data Management Standards 
(Correspondence relating to data 
base development, management and 
operation standards, and review 
and approval of Service-wide 
data standards.) 
Note: These standards are 
retained permanently in the 
1100-1 directive file and 
incorporated in the Forest 
Service directive system. 

Data Base Design (Correspondence 
and documentation relating to 
the specification, design, 
review and evaluation of data 
base systems.) 

Note: If the review and evalua­
tion results in approval of 
project, place the records in 
a case folder and file under 
6630-4-1. 

Disapproved Systems: Transfer 
records to FRC 2 years after 
final action or retain records 
in office. Destroy 5 years 
after final action. 
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Project case Folders (Case 
folder by proJect number and 
name. Includes only projects 
which have gone to feasibility 
study point or beyond.) 

Note: The disposition period 
should be applied after discon­
tinuance of the system. 

Data Base coordination 
(correspondence on multi-unit 
inputs and establishment of 
data bases.) 

Data Base Operations & Support 
(Correspondence and operating 
guides for using national and 
Chief and Staff data base 
systems. ) 

Note: Retain operating guides 
in office. Destroy 3 years 
after superseded or obsolete. 

Training (Correspondence, 
training plans, programs, and 
evaluations.) 

Safety and Health Program 
(Includes General 
correspondence.) 
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AdministraH,.... )....,, 
J;b:i x_,, ;J f-/.:n . ., ,L t..,:i...,,' • 

Occupat ionffiu~ ~c~~-v 
, ._ . ~ ,l, ic.e .. t'.."-

jr') .:: &i ..-t. ~ 
. - ' ~- .. -, ' ,f"C,._L i Accident R ~1,L• -- · 

t . . , ·. I • l-1<. , r Inves 1gat .J,(/l,<..'\...::_;,;;;, •r✓_~, ,) ~ 
· -f,_ ,_,'-- fu....,.___,, 

Accident Ir ~ -
folders. l l T- ' 
tor's notes, a~~~aent brief, 
analysis, appendix material, 
description of the investiga­
tion, and related correspon­
dence.) (Correspondence and 
operating guides for using 
national and Chief and Staff 
data base systems.) 

~ 6740 Hazardous Materials 

~ ~: File any records pertain­
ing to Personal Protective 
Equipment and Clothing under 
6710.) 

6750 Hazard-Classification Rating 
System (Deleted. File existing 
records under 6710.) 

6760 Blasting and.Explosives 

*-FSH 4/86 AMEND 36-* 

RETENTION 
PERIOD 

(BY ES AND FRC) 
RO 0 

WO & ES so T 

A H 
I_ -.., .., .., ., .J 

5 5 5 3 3 

5 5 5 3 3 

5 5 5 3 3 

5 5 5 3 3 

5 ~ 5 3 3 

-&) 
\:I 



6770 

7100 
t{e,/J/S'-80~/ 
~J 

~;.i 
1 

~#'-> 1 
G,1\S Jt/-~ 

~# 'f 7110 

RECORDS MANAGEMENT HANDBOOK 

Radiological Safety (Deleted. 
File existing records under 
6740.) 

Engineering Operations 
(General correspondence) 

cooperation (Filed in case 
folders alphabetically by 
cooperators.) 

Inquiries 

Management (General 
correspondence) 

Engineering Skills and 
Utilization 

-~s 1 

~.;f(p 2 Technical Data Systems 
(General correspondence) 

~~ ,J..__ .. 
' ~ Cf 2 - 3 

_,J 

Engineering Publications 
(General correspondence not 
related to a specific 
publication.) 

Publication case Files 
(Including manuscript draft and 
related data. ) 

Information Retrieval 
(General correspondence) 
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7110 

~/() 3 Multiple Activities Analysis 
(Includes correspondence and 
documents related to analysis 
of special engineering manage­
ment activities.) 

~ #- II 4 

A,+1:i 4-1 

A ,;--,.a 4-2 

,..ii;;,_At-/ 'I 5 

~~JS' 5-1 

~,~ 5-2 

Certification Program 
(General corrrespondence) 

Preconstruction (Test data 
and related correspondence.) 

construction (Test data 
and related correspondence.) 

computer Applications 
(General correspondence) 

Coordination 

Training 
NOTE: Destroy when 5 years old 
or 5 years after completion of 
a specific training program. 

Documentation (Includes general 
correspondence and specific 
detail of a completed 
application.) 
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user Assistance (Includes 
general correspondence, request 
and other data on use of com­
puter application.) 

Contracts and cooperative 
Arrangements (Case Folders. 
These are non-record copies used 
as a working file. The official 
record copies are filed under 
appropriate designations.) 

Programs (Case files} 

Equipment Development 
and Test (Includes general cor­
respondence relating to equip­
ment development, test, trial 
and standardizations, programs, 
projects, and facilities.) 

~ ~ 1 Program (Records about the 
activities including budget 
matters.) 

2 Projects (All records relating 
to a specific project assigned 
for development and testing. 
Case folders QY projects.) 

Note: See Note 1 at end of ---,. 
series. 
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Facilities (Records pertaining 
to the buildings, laboratory 
and other equipment used by the 
Equipment Development and Test 
Centers (EDCs).) 

Note: See Note 2 at end of 
series. 

Reports (Includes progress 
reports and final reports on 
projects developed and tested 
by EDCs.) 

Note: See Note 1 at end of 
series. 

Fleet Equipment 
(General Correspondence) 

Acquisition, Identification 
and Classification 

Fleet Assignment and Utiliza­
tion (Correspondence on assign­
ment and use of motorized 
equipment.) 

Use and Storage (Includes tear 
sheets.) 
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Inspection, Maintenance and 
Repair (Records relating to 
vehicle or heavy equipment 
reports, and documents recording 
maintenance and repair of spe­
cific pieces of equipment.) 

5 Disposal of Fleet Equipment 
(General correspondence only. 
Disposal actions are filed under 
property management.) 

~32, 6 

~336-1 

Qualification, Testing and 
Training of Drivers, Operators, 
and Mechanics (Including corre­
spondence, forms and data used 
in qualifying, testing and 
training.) 

NOTE: Destroy 3 years after 
separation of employee or 3 
years after recision of authori­
zation to operate Government­
owned vehicle, whichever is 
sooner. 

Operators cards 

Note: Destroy 3 months after 
return to issuing office. 
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7130 

~ if 7 HRP Fleet Equipment (General 
correspondence on the use of 
equipment by HRP activities.) 

~3S 8 Interagency Motor vehicle 
Pools and Systems (General 
correspondence and records on 
assignment.) 

~#olo 9 Annual Motor Vehicle and 
Equipment Reports (Includes 
correspondence and summary 
reports on equipment utiliza­
tion costs.) 

~ #"3f 

Geometronics (General 
correspondence) 

l Base Series Maps (General 
Correspondence) 

1-1 Primary Base Series 
(Project case folders) 

NOTE: a. One copy of all pub­
lished maps shall he 
sent to the NARA for 
PERMANENT retention 
submiosion to be made 
the end of each fis­
cal year by the unit 
producing the 
map( s). 
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~40 1-2 

b. All Offices: Destroy 
all other material 
on completion of 
project. 

Secondary Base Series 
(Project case folders) 

NOTE: a. One copy of all pub­
lished maps shall be sent to 
NARA for PERMANENT retention. 
Submission to be made the end 
of each fiscal year by the unit 
producing the map(s). 

b. All Offices: Destroy all 
other material on completion of 
project. 

2 Visitor Information Maps 
(General correspondence) 

Visitor Information Maps 
(Project case folders) 

NOTE: a. One copy of all pub­
lished maps shall be 
sent to NARA for 
PERMANENT retention. 
Subntission to be made 
the end of each fis­
cal year by the unit 
producing the map(s). 
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7140-2-1 

b. All Offices: Destroy 
all other material 
on completion of 
project. 

Project Support (General 
Correspondence) 

Projects (Case folders by 
projects, working papers and 
other data used in preparing 
maps for special projects.) 

NOTE: Destroy when project is 
completed. 

4 Aerial Photography (General 
Correspondence) 

Projects (Case folders by proj­
ects, working papers, and data 
used to prepare aerial photo­
graphs for special projects.) 

NOTE: Destroy when project is 
completed. ~" t.\C.,\'~$/ 

1v ~'/7 4-2 Negatives and Ir.dexes 
NOTE: ASCS - PERMANENT. Offer 
to'1«RA when 40 years old, in 
5-years blocks. Aerial photo­
graphic records (negatives and 
indexes) are maintained by ASCS 
in Salt Lake City, Utah. 

see A-sc.s 
N CJ-l'IS---'t-<-tf 
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Remote Sensing (General 
correspondence) 

Remote Sensing coordination 
(Includes correspondence relat­
ing to efforts of coordination, 
both internal and external, to 
optimize benefits from and meet 
simultqneously, needs which are 
specific to remote sensing.) 

Note: WO, RO: Permanent. 
Transfer to FARC when 3 years 
old. Offer to NARA when 20 
years old, in 5-years blocks. 

All Other Offices: Destroy when 
l year old. 

5-2 Training (Including all 
training material related to 
remote sensing.) 

NOTE: 
Destroy when 5 years old or 5 
years after completion of spe­
cific training program. 

User Assistanc~ 

Programs (Including FS-FAP, 
USDA and other.) 
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Projects (Case Folders) 
NOTE: Destroy upon completion 
of project. 

Remote Sensing Projects (Aerial 
Photography Negatives/Indexes.) 
NOTE: ASCS - PERMANENT. Offer 
to NARAlmen 40 years old, in 
5-years blocks. Aerial photo­
graphic records (negatives and 
indexes) are maintained by AFSC 
in Salt Lake City, Utah. 

Policy and Testimony 
(Copies of Congressional testi­
mony and correspondence.) 

~ #Sy, 6 Geographic Names 

NOTE: a. Paper Copy: Destroy 
when no longer needed 
for administrative 
use. 

b. If microfilmed, 
destroy paper copy 
when ascertained that 
the microform has 
been made in accor­
dance with GSA regu­
lations and are 
adequate substitutes 
for the paper 
records. 
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c. Microfilm Copy: 

Reports 

cooperation 

Destroy when no 
longer needed for 
administrative use. 

0MB Circular A-16 (Federal 
Geodetic control committee) 

0MB circular A-16 
cu. s. Geological surveys) 

\ ~ hi 9 Development (General 
correspondence) 

~7150 

Projects (Case folders by 
projects.) 

NOTE: Destroy when project is 
completed. 

surveying (General 
correspondence) (Includes loca­
tion, marking, and posting of 
lines.) 

Surveys (Project folders by 
.Forest, file by type of survey; 
that is, Forest Service, BLM, 
private, and other.) 
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Jl}rn1't f,f" b 

NOTE: 
a":'R'evional Office or Super­
visors Office: See Note 3 at 
end of series. 

b. All Other Offices: Destroy 
when 5 years old. 

2 Remonumentation (By type, such 
as Forest Service, BLM, private, 
and other.) 

~: 

a. Re¥ional Office or Super­
visors Office: See Note 3 at 
end of series. 

b. All Other Offices: Destroy 
when 5 years old. 

3 Reports 

a. Regional Office or Super­
visor's Office: See Note 3 at 
end of series. 

b. All Other Off1ces: Destroy 
when 5 years old. 
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Signs and Posters (General 
correspondence). (All signs and 
posters--cardboard, metal, wood, 
plastic--whether on roads, 
trails, airports, portals, 
recreational area, use, or for 
informational, educational, or 
regulatory purposes.) File 
records pertaining to procure­
ment of these items under the 
6300 series. 

Planning 

Installation and Maintenance 

Reports 

Materials Engineering 
(General Correspondence) 

Planning 

Projects (Case folders by 
projects. ) 

Design 

Projects (Case folders by 
projects.) 

~'ii:, 3 construction . 
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Projects (Case folders by 
projects.) 

Maintenance and Operations 

Projects (Case folders by 
projects.) 

Training 
NOTE: Destroy when 5 years old 
or 5 years after completion of 
a specific training program. 

Projects (Case folders by 
projects.) 

Studies 

Projects (Case folders by 
projects.) 

Trial Use 

Projects (Case folders by 
Projects.) 

Internal Energy conservation 
(General correspondence relating 
to practices within the Forest 
Service geared toward meeting 
the National need for attaining 
greater energy sufficiency.) 
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NOTE: Offer to NARA when 25 
years old. 

Communications and Electronics 
(General correspondence) 

communications Management 

communications Planning 

Reports (Includes technical 
characteristics which contain 
critical performance parameters 
for radios procured by Forest 
Service.) 

Radio Communications 

Wire communications 

Electronics 

Radio Frequency Management 

Buildings and Other Structures 
(General correspondence) 

Buildings and Related Facilities 
(General correspondence related 
to site development, design 
standards, construction, and 
reports.) 
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7310 

l Reports 

2 Projects (Case filders by 
projects. ) 

NOTE: See Note 4 at the end of 
the series. 

Originating Of£ice: All as 
built plans and specifications 
are nonrecord material. Do not 
send paper records or microfiche 
to the FRC.) 

Tramways, Ski Lifts, and Tows 
(General Correspondence) 

l Projects (Case folders by 

~/00 7400 

projects.) 

NOTE: See Note 4 at end of 
series. 

Public Health and Pollution 
control Facilities (Includes 
correspondence in general area 
of activities of public health 
and pollution control, not 
involving policy,or a specific 
report of facility.) 
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NOTE: 
a. Washington Office: 
PERMANENT. Ofter to NARA when 
20 years old in 5-year blocks. 

b. All Other Offices: 
when 2 years old. 

Reports 

Training 

Destroy 

NOTE: All Offices: 
when 5 years old or 
after completion of 
training program. 

Destroy 
5 years 
a specific 

Administration (General 
correspondence) 

Water Supply 

Sewage 

Solid waste 

Pollution Abatement 

Water Supply (General 
Correspondence) 

Projects (Case folders by 
projects.) 
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NOTE: See Note 4 at end of 
series. 

Waste Water (General 
correspondence.) (Includes 
storage and treatment,) 

l Projects (Case folders by 
projects.) 

NOTE: See Note 4 at end of 
series. 

~#Ill 7440 Effluents 

~tt ua..- 1 4 so 

~/13 7460 

Air Quality Stationary 
sources 

Solid waste (General 
Correspondence) 

1 Collection (Case folders by 
projects,) 

2 

NOTE: See Note 4 at end of 
series. 

Disposal (Case folders by 
projects.) 

NOTE: See Note 4 at end of 
series. 
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RETENTION ,.,.,. ~aurn J:'ll(" 

7460 

3 Storage (Case folders by 
proJects.) 

NOTE: See Note 4 at end of 
series. 

Toxic Mater 1al 

vector Control 

Food Service (Includes general 
correspondence related to the 
operation of food service facil­
ities, coord1nat1on between 
States or other Federal agen­
cies, State and local health 
agencies, and Regional Offices 
of the Forest Service. Excludes 
correspondence concerning a spe­
cific site. File reports, 
inspection results, and other 
site-specific correspondence in 
7490-1) 

1 Project case Files (Includes 
correspondence and related 
reports concerning management 
reviews, approval of project 
criteria and design drawings, 
construction spec1f1cations, 
recommendations of needed cor­
rective actions, inspection and 
supervision of construction, and 
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RETENTION 
/U" ~RtSR 1:"D" 

7490 

~#{Jt> 7500 

G,AS 1-,0-b(I) 1 

~ #1:ll 

ensurance of compliance with 
State or county requirements for 
safe food service facilities. 
case folder by proJect.) 

NOTE: See Note 4 at end of 
series. 

Water Storage and Transmission 
(General correspondence. File 
reports and projects under 
7560.) 
Note: 7500-2 and 3 are deleted. 
File under 7500 and apply 
retention period. 

Training 
Note: Destroy when 5 years old 
or 5 years after completion of 
a specific training program. 

Administration (Includes 
correspondence relating to proj­
ect classification system and 
project administrative review, 
approval and supervision. Site 
specific information is to be 
filed under 7560.) 

Note: 7510-1 deleted. File 
reports under 7560. 

7520 Planning and Design (Includes 
general correspondence and 
design documents regarding the 
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sequence of planning and design 
work. Designs, plans, or 
reports pertaining to a spe­
cific site are to be filed 
under 7560. ) 

Note: 7520-1 deleted. File 
report under 7560 • 

Site Investigation and Design 
Standards for Dams (Includes 
general correspondence relating 
to site investigation, design 
criteria for dams and specific 
project investigation and design 
records which are too broad in 
nature to be filed with a spe­
cific project. Project files 
for dams are to be filed under 
7560.) 

NOTE: 
a. Washington Office: 
PERMANENT. Offer to NARA when 
20 years old in 5-year blocks. 

b. All Other Offices: Destroy 
when 2 years old. 

, 
Note: 7530-1 and 2 deleted. 
File reports and projects under 
7560. 
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Design Standards and criteria 
for Channels and Other Water 
control Structures (Includes 
general correspondence too 
broad in nature to be filed 
with a specific proJect.) 

NOTE: 
Washiniton Office: PERMANENT 
offer o NARA when 20 years old 
in 5-year blocks. 

All Other Offices: Destroy 
when 2 years old. 

Note: 7540-1 deleted. File 
projects under 7560. 

construction (Includes general 
correspondence relating to con­
struction inspection and man­
agement for Forest Service and 
special-use projects. File 
site specific reports under 
7560 projects.) 

NOTE: 7550 Water - Control 
Structures is deleted. Merge 
any files under 7540. 

Management system (Includes 
general correspondence relating 
to the inventory, operation, 
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maintenance, and inspection of 
water storage and transmission 
structures. Includes corre­
spondence regarding project 
files in general. File site 
specific information in the 
appropriate secondary 7560 
files.) 

Dam Projects (Includes all 
substantive materials such as 
initial designs, plans, specifi­
cations, displays of drainage 
area, hydrologic data, surveys, 
certificates of compliance, 
reports, inventories, or other 
data relating to building and/or 
maintenance of a specific facil­
ity. case folders by struc­
ture.) 7560-1 Report deleted. 
File reports under appropriate 
secondary. 
Note: See Note 6 at end of 
series. 

Channel Projects (Includes all 
substantive material such as 
initial designs, plans, specifi­
cations, surveys certificates 
of compliance,' inventories, 
reports, or other data relating 
to building and/or maintenance 
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of a specific facility. case 
folders by structure.) 

Note: See Note 6 at end of 
series. 

All Other control ProJects 
(Includes all structures other 
than dams and channels which 
relate to the storage, control, 
or transmission of water. 
Include all substantive mate­
rials such as surveys, certifi­
cates of compliance, reports, 
designs, plans, specifications, 
inventories, or other data 
relating to building and/or 
maintenance of a structure. 
case folders by structure.) 

Note: See Note 6 at end of 
series. 

Dam-Management System 
(General correspondence} 

1 Inventory 
NOTE: See Note 4 at end of 
series. 

2 Operation and Maintenance 
NOTE: see Note 4 at end of 
series. 
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Inspections 
NOTE: see Note 4 at end of 
series. 

Electrical Engineering 
(General correspondence) 

Electrical Power Generation 
(General correspondence) 

1 Projects (Case folders by 
projects.) 
NOTE: see Note 4 at end of 

Electrical Transmission 
(General correspondence) 

Projects (Case folders by 
projects.) 
NOTE: See Note 4 at end of 
series. 

Electrical Distribution 
(General Correspondence) 

Projects (Case folders by 
projects.) 
NOTE: See Note 4 at end of 
series. 

Electrical Service (General 
Correspondence) 
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7640 

~l50 l Projects (Case folders by 
projects. ) 
NOTE: See Note 4 at end of 
series 

~/57 7650 Premises Wiring System 
(General correspondence) 

1 Projects (Case Folders by 
projects.) 
NOTE: See Note 4 at end of 
series. 

~ts:J 7660 Electrical Utilization 
Equipment (General 
correspondence) 

~,si, 

~*IS1 
GPS1-~obu) 

Projects (Case folders by 
projects.) 
NOTE: See Note 4 at end of 
series. 

Transportation System 
(General correspondence on 
overall system.) 

1 Reports 

2 Training 
NOTE: Destroy when 5 years old 
or 5 years after completion of 
a specific training program. 
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Transportation Planning 
(Correspondence pertaining to 
roads, trails, highways, air­
fields, other special facili­
ties, and traffic-control 
systems too broad to file under 
a specific secondary or tertiary 
subject.) 

1 Transportation Information 
System (TIS) 

2 Studies and Analysis 
(Case folders) case studies 
pertaining to area or project 
planning prior to or not related 
to the development of a project. 

3 Plans (Forest development 
transportation plans.) 

~N,,J.,, 3-1 Inventory 

j 

4 Project-Development Planning 
(Case folders by projects.) case 
studies which are specifically 
planned for project development •. 

cooperation (Records pertaining 
to working relations and coordi­
nation between Forest Service 
and other puolic land management 
agencies, Federal Transportation 
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Highway Administration, State 
Transportation or highway agen­
cies, and private ownerships). 

Cooperative Agreements 
NOTE: Destroy 10 years after 
termination of agreement. 

Memorandums of Understanding 
(MOU) 
NOTE: Destroy 10 years after 
termination of MOU. 

Other Agreements (Including 
road-rental agreements.) 
NOTE: Destroy 5 years after 
termination of agreement. 

Projects (Case folders by 
projects. ) 
NOTE: See Note 4 at end of 
series 

Development (General 
correspondence) 

Roads {General correspondence, 
including records, pertaining 
to FS road-safety program.) 

Designs, Standards, and 
Specifications 
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Construction (General 
correspondence relating to road 
construction.) 

Structures 

Projects (Case folders 
by projects.) 
NOTE: See Note 4 at end of 
series. 

Forest Highways (General 
correspondence) 

Projects (case folders by 
projects.) 
NOTE: see Note 4 at end of 
series. 

Trails (General 
correspondence) 

Designs 

Structures 

Projects (Case folders by 
projects.) 
NOTE: See NQte 4 at end of 
series. 

water Facilities (General 
correspondence) 
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7720 

~i½t2 4-1 Designs 

4-2 

4-3 

Construction (General 
correspondence relating to con­
struction of water facilities.) 

Projects (Case folders by 
projects.) 
NOTE: See Note 4 at end of 
series. 

~#-/S 5 Airfields (General 
correspondence) 

~Ji/, 5-1 

~'ft'/37 5-2 

~ fl, / r 'i' 5 - 3 

Designs 

construction 

Projects (Case folders by 
projects,) 
NOTE: See Note 4 at end of 
series. 

Transportation System Operation 
(General correspondence) 

~IF l'J6 1 Traffic Management Operations 

~-# /'fl 1-1 Traffic Studies (Case 
folders) 

~# 19«- 2 Road User's cost Sharing 
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RETENTION 
/ 11.~ ?!RrnR 1:'Dr 

Regulation and Control 
(Including rule permits, agree­
ments, closures, enforcement 
procedures, etc., for roads, 
trails, and other facilities.) 

Road Maintenance 

ProJects (Case folders by 
proJects.) 

Structure Maintenance 

Projects (Case folders by 
projects.) 

Forest Highway Maintenance 

Projects (Case folders by 
projects.) 

Trail Maintenance 

ProJects (Case folders by 
projects.) 

Water Facility Maintenance 

Projects (Case folders by 
projects.) 

Airfield Maintenance 
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RETENTION 
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9-1 Projects (Case folders by 
projects.) 

774( Federal Lands Highway Programs 

*-FSH 5/87 AMEND 38-* 

WO 

10 

u 

RO 
& ES so 
A 

10 10 20 

u u u 

0 
T 

I 

20 

u 

• 



- 41--305 

RECOaDS MA~AGEMENT HANDBOOK 

N {!,/-9§-/()-/ Note l 

,vc1-;r-t'o-J 

Equipment Development Centers: Maintain proJect records and 
reports until no longer needed for administrative use. 
Entire record may be microfilmed in accordance with the pro­
visions of 36 CFR 1230 and the originals destroyed after the 
microfilm copies have been reviewed and found satisfactory. 
Destroy microfilm copy when no longer needed for 
administrative use. 

Note 2 

Equipment Development Centers: Facilities records shall be 
maintained for a period of not less than 7 years after the 
life of the facility. Entire record may be microfilmed in 
accordance with the provisions of 36 CFR 1230 and the 
originals destroyed after the microfilmed copies have been 
reviewed and found satisfactory. Microfilm copy: Destroy 
7 years after the life of the facility. 

N eir-q 0-84 N6TE 3 
~#J--

a. Regional Offices or sulervisor's Offices: surveying 
records shall be maintained un 11 no longer needed for 
administrative or legal use. Regions should work with each 
State to determine tne legal status of microform survey 
records. Where microform records are acceptable as legal ~ 
evidence and/or original data are on file with a State or ';, 
local Government unit, the record should be microfilmed in 
accordance with the provisions of 36 CFR 1230 and the 
original destroyed after the microfilmed copies have been 
reviewed and found satisfactory. Destroy microfilm copy 
when no longer needed for administrative or legal use. 

b. All Other Offices: Destroy when 5 years old. 
"llllt. #t1--9S'--&6--I 4 . ..., Note 

a. Regional Offices: The Regional Forester shall 
retain these records for a period of not less than 7 years 
after the life of the project and shall designate the unit 
responsible for this retention. When retention beyond 10 
years is required, entire record should be microfilmed in 

*·FSH 4/86 AMEND 36-* 
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accordance with the provisions of 36 CFR 1230 and the 
originals destroyed after the microfilmed copies have been 
reviewed and found satisfactory. This includes all Forest 
service facilities. Destroy microfilm copy 7 years after 
the life of the facility. 

b. All Other Offices: Destroy when 10 years old. When 
retention beyond 10 years is required, entire record should 
be microfilmed in accordance with the provisions of 
36 CFR 1230 and the originals destroyed after the micro­
filmed copies have been reviewed and found satisfactory. 
This includes all Forest Service facilities. Destroy micro­
film copy when no longer needed for.administrative use. 

N0-1 r-to-1 Note 5 

a. Regional Office and Forest Supervisor's Office: 

Paper copy and microfilm copy made in accordance with the 
FPMRs: DISPOSAL NOT AUTHORIZED. 

b. All Other Offices: Destroy when 10 years old. When 
retention beyond 10 years is required, entire record should 
be microfilmed in accordance with the provisions of 
36 CFR 1230 and the originals destroyed after the micro­
filmed copies have been reviewed and found satisfactory. 
This includes all Forest service facilities. Destroy micro~! 
film copy when no longer needed for administrative use. •· 

Note 6 

a. Regional Offices: The Regional Forester shall 
retain these records for a period of not less than 7 years 
after the life of the project and shall designate the unit 
responsible for this retention. When retention beyond 10 
years is required, ent-ixe record should be microfilmed in 
accordance with the provisions of 36 CPR 1230 and the 
originals destroyed after the microfilmed copies have been 
reviewed and found satisfactory. This includes all Forest 
service facilities. Microfilm copy: PERMANENT. Offer the 
silver original microfilm and diazo copy to NARA after the 
microfilmed copies have been reviewed and found satisfactory. 
Regional Office will retain a diazo copy of the microfilm. 
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42 - SUBJECT INDEX TO FILE DESIGNATIONS. The index lS 
alphabetized by subJect and keyed to the numerical file 
designations. Use the index to classify and file records. 
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Paper Copy: PERMANENT. If records are not microfilmed, 
offer to NARA 1 year after life of facility. 

b. All Other Offices: Destroy when 10 years old. When 
retention beyond 10 years is required, entire record should 
be microfilmed in accordance with the provisions of 
36 CFR 1230 and the originals destroyed after the micro­
filmed copies have been reviewed and found satisfactory. 
This includes all Forest Service facilities. Destroy 
microfilm copy when no longer needed for administrative use. 
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