
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 11/16/2022 NC-096-75-001 

 

Schedule Number: NC-096-75-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 11/16/2022 

 

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These items, unless subsequently superseded, may be used by the agency to 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 other items not listed below remain 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 031 was superseded by NC1-096-78-01, item 1 

Item 036B was superseded by NC1-096-78-01, item 2 

Item 053A was superseded by NC1-096-78-01, item 3 

Item 409 was superseded by NC1-096-78-01, item 4 

Item 441 was superseded by NC1-096-78-01, item 5 

Item 441B1 was superseded by NC1-096-78-01, item 6 

Item 442A1 was superseded by NC1-096-78-01, item 7 

Item 442B1 was superseded by NC1-096-78-01, item 8 

Item 444A1 was superseded by NC1-096-78-01, item 9 

Item 444B1 was superseded by NC1-096-78-01, item 10 

Item 449A1 was superseded by NC1-096-78-01, item 11
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Revised November 1951 • ., 
Prescribed by General llerv1ces 
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Adm1n1strabon "" 

GSA Reg. 3-IV-106 
115-103 

DATE RECEIVED t----''----;:::-r±--,..---__;:."I 

a£p261alit 
DATE APPROVED N--C -1-------------------------------1 

(See Instructions on Reverse) 6-75 l 
TO: GENERAL SERVICES ADMINISTRATION, .. 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1 FROM (AGENCY OR ESTABLISHMENT) NOTIFICATION TO AGENCY 

U.S. DEPARTMENT OF AGRICULTIB.E 
2 MAJOR SUBDIVISION 

FARMERS HOME: ADMINISTRATION 

In accordance with the provisions of 44 U.S.C. 
3303a the disposal request, including amend­
ments, 1s approved except for items that may 
be stamped "dis osal not approved" or 

3. MINOR SUBDIVISION 

NATIONAL OFFICE 
l NAME OF PERSON WITH WHOM TO CONFER 

Mr. Olin R. Hall 
S CERTIFICATE OF AGENCY REPRESENTATIVE 

"withdrawn" 1n lumn 10. 

I hereby certi£y that I am authorized to act for the bead of this agency in matters pertaining to the dispoaal of record,, and tbat the rcc«ds described in thia li■t ot 

1chedule of .....a...~ages are proposed for diepoaal for the reason indicated: ("X" only one) 

A The records have 
ceased to have suffi• 
cient value to warrant 
further retention. 

B 

~ 
The records wdl cease to have sufficient value 
to warrant further retention on the expll'ation 
of the period of tune indicated or on the occur• 

24 Sept. l'l/4 
(Date) 

Y) 
- ., ~"--· 
As@oo~tlve) (li}i...:.'/ Director 

Business Se;rv:i•es Diyjsion 
(Title) 

7. 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Attached is a combined file/disposition manual for the 
National Office of the Farmers Home Administration. The 
records, which are arranged by broad subject categories 
and thereunder by individual file codes,~iate to the 'f\tR.­
agency's :e,;:9g_:i:am of' making a variety of'/1. insuf-ed., or guaran­
teed loan,;;;t&'~firalviduals, associations, parternships, cor 
porations, and public bodies in rural areas. The National 
Office is responsible for giving overall direction to the 
program, and its records reflect this concern. The actual 
day-to-day operation of the program is handled by the 
agencyts 1,750 County Offices, 42 State Offices, and a 
Finance Office in St, Louis, Missouri. It is in these 
offices that the official applicant and/or borrower case 
files and most fiscal records are to be found. 

The great majority of the National Office's records are of 
a general administrative or housekeeping nature and have, 
accordingly, been scheduled for retention periods suffici­
ent to meets its needs. Certain other records, however, 
that document general policies and procedures, major 
phases of the program, and other matters of broad functio 
al significance have been scheduled for permanent reten­
tion. The manual also provides for the length of time tha 
the records are to be retained in office space and in the 
ashington National Records Center. Permanent records wi 
e offered to the National Archives when their value to 

the agency has ceased. 

A copy 0£ this file/disposition manual is being submitted 
to the General 11.ccounting Office for its concurrence. 

9 
SAMPLE OR 

JOB NO 

b•al'Ming origlaal, to lie "1dmlinu to the National JlrcbhrH -• R~u Semce 

10 
ACTION TAKEN 
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One-digit codes are major divisions of the classification system snd are shovn for information purposes only• . 

" N~w 
Sub~ect 

t. C_ode 
~ 

• t\,1 

000 

000A 

000Al 

OOOB 

003 -

004 

004A 

.... _, 
Op4B 

• Q04C 
. . 

• • 

.1 !" 

004.D 

'004E 

004f 

Old 
Subject 
Code File P.eading 

ADMI~ISTRATION 

?etention Period 

CFU FRC Archive~ 

30 ADMINISTRATION AND INTER-AGENCY RELATIONS (GENERAL) .. 3 p 

30Ll7 

30Ll7 

12M4 

30C80 

LEGISLATION (GENERAL) 

LEGISLATION (By Number) (&enetFftB iilmhe,r t:h8ft imWA 
l ag te-l:e t:si"'n~ 
EMPLOYEES SERVING ON OTHER THAN Fl:nHA COMMI'ITEES, ETC. 
('When not applicable ~o a Specific file code.) 

ADMIHISTRATIVE AND INTER-AGENCY RELATIONS 
(By Agency) (Including agreements) 

·c4V8 OFFICIAL MEETINGS (GENERAL) . 
34V8 REQUESTS FOR APPROVAL OF MEETINGS OR ATTENDANCE 

BY EMPLOYEES 42120 

30Cll5 STATE ADMINISTRATIVE COMMITTEE MEETINGS 

PRESIDENT'S COMMITTEES (Contains correspondence 
from FmHA to the Secretary's Office concerning 
special committees established by the President, 

' 
14A 

such as "Employment of the Handicapped. 11
) 

14D MEETINGS CONDUCTED BY FmHA NATIONAL OFFICE 
I 

14E MEETL~GS CONDUCTED BY FmRA FIELD OFEICES 
(Including meeting agendas.) 

14'C& 14 F ME:S'"'.:'12{GS CONDUCTED BY GOVEI<l,Nr~;T ACE!',C: ES 
o_~s, :::, :!:SC pc;D,\) 

'35 

~5 

3 

3 7 p 

2 

2 -

2 

5 
. . 

. . . 

3 
. 

2 

2 

Authority 

' 

"" 

.,. 

' 



004G 

Q04i 

006A 

007 

008 

008A 

010 

011 

012 

620 

020A 

020B 

- --,-
- .. '.:ct: I 

_ I :l_:' 

14G 

14H&l4i 

14Fl 

14Fl 

CONDUCTED BY COLLEGES 

CONDUCTED.BY GREAT PLAINS 

CONDUCTED BY CIVIC GROUPS 

DEFENSE (GENERAL) 

DEFENSE KI:NUTES OF MEETINGS 

2 

2 

2 

2 

3 

36&38S26 mrrr;GENCY PLANS (INCLUDING REPORTS CONCERNING , 
GY SHORTAGE - , GASOLINE, ELECTRIC I TY, FUEL OIL ,ETC. 4 

UR..!J. REHABILITATION CORPORATION (GENERAL) 3 

CO?JJORATION TRUST FUNDS '(By State) (Correspondence 3 
ar.dcdocuments re the administration of the State 
KK orporation Trust runas.J 

30C25 & Fm.it.\ oaGANIZATION AND STAFFING (GENERAL) -- 5 
30R32 

12T5& 
, 12M4 

36 

36 

NATIO~~L OFFICE ORGANIZATION AND STAFFING 5 

FIM..1'-;CE OFFICE ORGANIZATION AND STAFFU,G 5 

fSTATE AND COUNTY OFFICE ORGANI~~TION AND STAFFING 5 

(Changes in National, State and County 1 
ffice addresses and telephone numbers.) 

~';AG21ENT (GENERAL) 

lfofLS TASK FORCE, COMMITTEE, SURVEY, ETC. (By title) 

!TASK FORCES, COMMITTEES, SURVEYS, ETC., (OTHER THAN 
FmEA) 

3 

3 

3 

12 

5, 

5 

5 

5 

5 p 

.:. : .. 

GRS 18 (27) 



021 

. Q21A 

t.,, 
1' 021B 

......._ 

021C 

021D 

021E 

021F 

021G 

'021E 

O~li 

. 021J 

, 
022 

r 

30P45 

30P45 

~OP45 

20F54 

20F54 

20F54 

30P45 

30P45 

30P45 

30P45 

' 30A52 

PROCEDURES AND FOR.."'15 (GENER/.L) 3 

National Fm.HA MASTER MANUAL RECORD OF PROCEDURES :2.S-
AN~ FOR.l-~ (One copy of each issuance from the )l<f 
inception of the Agency.) 

NATIO~,AL PROCEDURES WORKING PAPERS (BY NlJMBER) 
SE?JES 000 thru 029 · *10 
..SERIES 030 thru 495 ~10 
(Each Instruction and each sheet revision retained 
in Directives Management Branch until Instruction, 
completely revised.) *Retained in CFU 10 FYs from 
revision date reflected on folder label. , 

NATION#-.L FORM WORKING PAPERS (BY NUMBERS) 10 

STATE PROCEDURES WORKING PAPERS (BY STATE IN 
NUMERICAL ORDER) 
~ Retain 10 FYs from end of FY of latest date on 

last document. 

STATE .FORMS WORKING PAPERS (BY.STATE IN NUMERICAL 
ORDER) 

\ 

*Retain 10 FYs from end of FY of latest date on 
last document. (Contains copies of State Instruc· 
tions which merely implement policies established 
in National Instructions when such supplementatior 
is needed because of State statutes and laws.) 

?-.ATIO!{AL PROCEDURES CORRESPONDENCE (BY ~u11BER) 

I FU,ASCE OFFICE PROCEDL'RE~ coRREsPmrnn;cE 

IFEDE?~.L REGISTER CORRESPO~l)ENCE 

I FEDERAL REGISTER WORKING PAPERS 
I I !,'ATIO~..A.L BL1..LETIN WORKING PAPERS (BY KU'MBER) 

All'.:::DRITY REDELEGATIO~;s ( GEXER.\1.) 

*10 

*10 

s 
I 

3 

3 

10 

' 3 

! 
3 

p 

,.. 

... 
. . 

I 
-

I 
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::ct 
... "' 

022A 30A52 

.. Ci22B .. 30A52 

J24 30M7 

025 2B22 

026 36 

030 2A27 

030A 

' 
) 

0.31 

.. I 
I 

<nLA. I 
! 

; , 

. 
?l:e ~~~li~[ Lr~ ~~s ~r~\~\ES ~~~~c~i~y ------------------+---+--+-----+~....:_....:...::......:...:.::..._ ___ _ 

AUTHORITY REDELEGATIONS Ai.'ID "ACTINGu DESIGNATIONS-­
NATIOl1AL OFFICE AND FINANCE OFFICE (Copies only) 

AUTiiORITY REDELAGATIONS AND "ACTING" DESIGNATIONS-­
STATES (Copies only) 

MA.."'tAGE.MENT IMPROVEMENT COST REDUCTION 

ADMINISTRATIVE BONDS (EMPLOYEES)--GENERAL 

WORK MEASUREMENT (GENERAL) 

BUDGET DIVISION (GENERAL) 
Correspondence and other material related to the 
Budget Division as a whole. 

CONGRESSIONAL RECORD (Excerpts relating to FHA) 
(Retained in Budget Division for 2 FYs, then sent 
to CFU.) 

BUDGET FORMULATION AND PRESENTATION (INCLUDES 
ESTIMATES) 

Material covering the initial development, 
preparation, presentation (hearings), and 
justification of budget estimates. (Retained in 
Bud&et Division for 2 FYs, then sent to CFU.) 

Bl'DGET E~ACTMENT {LEGISLATl'IE) ,.,vt,c,_p1<..-. 
Copies of reports and bills. *Current~Congress 
(1st and 2nd sessions) held by Congressional 
Liaison. ffv~ -p--r-~-(irwCono-resses held by CFU 

~ 0 

l-1) CYs for each Congress. 

3 

l 

3 

3 

3 

,3 

3 5 

r 

' 3 5 p 
I 

I • 

I 
I 
I 

I $ *WCY 
' 
I 



031B 

.... 
,I" 

032A 

036 

036A 

036B 

036C 

v.36D 

.G36E 

" 
050 

050A 

. 

. 
... 

--------------------------.----------""T"""-----
- - ~~r:~ 
""' :· '2 

2A27 

NEW, NO&\f.AL AND PROJECTED PAYROLL COSTS (Retained in 
Budget Division for '2 FYs. then sent to·(CFU.) 

BUDGET EXECUTION (INCLUDES APPORTION1-1ENTS, 
OBLIGATIONS, FUND AUTHORIZATIONS AND ALLOCATIONS)-­
GENERAL 

BUDGET EXECUTION (INCLUDES APPORTIONMENTS, 
OBLIGATIONS, FUND AUTHORIZATIONS AND ALLOCATIONS)-­
BY STATES 

(Retained in Budget Division for 2 FYs, then 
sent to CFU.) 

. . 

CF'"j 

3 

2 

3 

PROG?~¾~ AND BUDGET STUDIES, ANALYSES AND REPORTS 3 
(Retained in BU for; 2 FYs, then sent to CFU.) 

STATEMENT 11 - Administrative and Insured Fund 
-«- Accounts Status Re__port. Ret.ained in Budget Division. 

~~.t .cz..~~;~i.,,~~>~ ;>-t.G.1.,,.t-:;.- :tc..;;..~ ~ . .,,..... ~~ .. ( • 

:it( 

A52-IG 

Pl5-IG 

STATE!-!E~"'T #4 - Status of FmHA loans showing cumula- 10 
tive advances, maturities, repayments, delinquencies 
and balances (report). Retained in Data Division 
4 FYs, then sent to CFU. 
STATE:!-!ENT ~6 - Summary Statement of FmHA Program by 
MaJor Purposes for All Funds Allosated to fmHA. 
Retai_ne~ in Budget Diviston ,1.vovld cr~./.-»,.,_,,,,,,___./4<:.0 t;_.,-.-i 
~ ~ ~-L ..;...- ,.-,....e:,,..,-t,. ~\.,,,,!.1/J....., -V/'-""'1..-~ <L 

BUDGET PERSONNEL ROSTERS (Retained in Budget 
Di vision for 2 FYs. then sent to CFU.) 

PAYROLL EXPENDITURE REPORTS (Retained in Budget 
Division for 2 FYs, then sent to CFU.) 

ALDITS A.~D IN\~STIGATIONS OTHER THA..~ CAO (GENER~L) 

FBI REPORTS (EXCLUDING FWIA E~LOYEES AND 
UNAUTHORIZED ENTRY INTO COUNTY A.~D STATE OFFICES) 

For FBI reports conce min€, Erp loyee:s use code 

3 

3 

2 

2 

II 11 i I 232. For unauthorized entr1 reports, ~se coce I 
110A or ll0Al. 111 n • L , 1 ¥-: ~ .... .!'!t.- ~s...r-.c "C"roJ'~~+es;-.,1,,(;,;(..1 rq.:::f:,.J "f"'l,<'«1-$-l'a,· ~s .. n-~- w,JI,,.,.., .("'"~..,;o•. 

CRS 5 (6) 

s 

10 p-

5 

,. 
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Xew 
Suo -E:Ct 

. i:oce 

050B 
. 

- . 
-· - -
·051 
. 

051 

052 

052A 

I 

·• 053 

_ 0-53A 

070· 

Cle 
S..:.njec:: 
Coce 

A..52-IG 

A..52-IG 

A..52-IG 

OA SPECIAL AUDITS, 01 INVESTIGATIONS ANU 'SURVEYS 
((By title) 

'!l<. Retain 4 FYs from end of FY in which last 
document is processed. 

OA AUDITS FOR STATE AND COUNTY OFFICES 
(By headquarters city - by State) 
~Retain 2 FYs from end of FY in which last 

document is processed. 

OA AUDITS FOR NATIONAL OFFICE AND FINANCE OFFICE 
¥< Retain 5 FYs from end of FY in which last , 

docUC1ent is processed. 

,~; :~scr~c::10~ 153 l 
Exi-:itn t A 

, Page 6 

Retention Per1oc 

CF~ F?.C Arc~ives Autho-::-i ::y 

*S 

Pl5-IG OI INVESTIGATIONS (By Name when pertaining to an *4 

2A51 

2A..5 l 

'34E24 

individual or associ~tion. By Headquarters City 
when pertaining to 9ffices.) 
~Retain 4 FYs from end of FY in which last document 

is processed or 4 FYs from end of FY in which 
employee is separated, whichever is later. 

DISCRil1INATION COMPLAINTS (INCLUDING INVESTIGATIONS) 
(By Name of Complaintant - By State) 

fl- Retain 4 FYs from end of FY in which last 
document is processed or 4 FYs from end of FY in 
which employee is separated, whichever is later 

GAO AUDITS (GENERAL) 

GAO AUDIT REPORTS (INCLUUING CORRESPONDENCE) 
(By Title) 
~ Retain 10 FYs from end of FY in which last 

document is processed 

VL,LLf.~ 

IJSFOR.'i.ATION (GENERAL) 

10 

*10 

3 

P. 

. \ . 

... 

https://GENER.AL


F.iA l""'S Ct"U.C t .:.():" l~J . .. 
Exl:ibi t A 

Pa~e 7 

~ew C. ld Rete~tion Pe~ivd 
Sub~ect Suh3ect 

. 

Code Coce :r1.le ~;;ac i.::g CFJ FRC Arc:-iives Au-::hori ':.y 
-

0 70A 36 WEEKLY REPORT l ' 

0 71 12M4 MAILL~G LIST REQUESTS (Requests by outsiders to be 1 • 
placed on mailing list to receive FHA recurring 
information, and requests by FHA to receive 
recurring information from outside sources.) 

0 71A 34S29 SPEECHES, RADIO AND TV BROADCASTS (GENERAL) 3 

0 71Al SPEECHES, RADIO AND TV BROADCASTS AND TAPES . 3 3 p . 
(Retained by Information Division for 3 xrs., then 
sent to CFU for arc~ving.Q A J7.,.,.,,Q. 0~~£-.cU,,.?11.q,ef-J 
~•'It-<• ✓ (.o> 1T4..+..:10 G,c,1 '. ""' llc!ltcl.,.I -t'""t'-' r-,,.Jl ;0 -,. , "i r,:,.,A_a.,,_JT,it) 

0 71B 34R24 NEWS CLIPPINGS (GENERAL) 3 ·-

0 71B1 
i {J 1 Jr.!,{",{,) 

3 3 7 NEWS CLIPPINGS~(Retained by Inf~nn.ation Division 
for 3 yrs., then s~nt to CFU for archiving.) 

0 71C 34R24 NE"',./$ RELEASES (GENERAL) 3 

0 71Cl NEWS RELEASES (Retained by Infor~ation Division 3 3 ~ 
for 3 yrs., then sent to cru for archiving.) -. 

' 
0 71D 34R24 FARM FAMILY OF THE YEAR (GENERAL) 3 -

·O 7101 FARM FAMILY OF THE YEAR (Finalist) (Retained by 3 3 p ~ 

Information Division for 3 yrs., then sent to CFU 

' 
for archiving.) 

I .. 
: ~ 

. 
0 71E 34R24 BUILDING OUR AMERICAN COMHlJNITIES 3 

q 72 34P65 DISSEMINATION OR RECEIPT OF PAMPHLETS AND OTHER 1 GRS 14 (3) 
PUBLICATIONS (GENERAL) 

I 
t,~,:.,_1 .. .z.f-w:+L..J 

, 
0 72A 34P65 I PA.'l.fPHLETS (FORMS FHA 121-40 RELATED CORRESPOh'U- 1 

A 
' I EN.CE) --1 

- -



~ew Cl::: 
jlU}~:c: Sw.bJECt 
Code CoC2 

0 73 

l 
. 

, 100 

JJ l 2.A27 
. 

. 
1 02 2C28 S.. 

2C49 
. 

1 04 l2P74 

1 04A 12P75 

1 05 32Cl08 
-

} 10 38S26 

- 1 lOA 38S26& 
30il66. 
12T5 

• 
l lOAl 38S26 
~ 

. UTS 
30i16 

, . 
' , 

PHOTOGRAPHS (Retained by Infonnation Division for 
3 yrs., then sent to CFU for archiving.) 

BUSINESS SERVICES 

BUSINESS SERVICES (GENER.AL) 

IMPREST FUND--NATIONAL OFFICE (Retained in Property 
& Procurement Mgmt. Branch, BS Division, for 
three FYs, then dest=oyed.) 

CHECKS ANU BONDS (INCLUDING LOST FUNDS) 

. . 

AVAILABILITY OF MATERIALS AND RECORDS (INCLUDING 
FORM IBA 104-1) {Correspondence concerning material 

~2de available und~r the Public Information Act.) 

EXEMPT RECORDS DENIED {Correspondence concerning 
records denied under the Public Information Act.) 

IDENTIFICATION CARDS (CORRESPONDENCE ONLY) 
(Official accountability records retained in 
BS Di vision.) 

SPACE AND EQUIPMENT (GENERAL) 

-· 

F:i.t\ I-sc~~,:i· .. u- 151 1 

Exrib1tA 
• Page 8 
' 

?.ete~tion Period 

CFJ . :RC Arc::-.ives Authc::-i ::y 

3 

2 

2 

2 

10 

l 

2 

3 p 

GRS 3 (3) 

GRS 14 (3&.4) 

STATE OFFICE SPACE AND EQUIPMENT (INCLUDING * 

GRS 11 ( 16.2) 

GRS 11 (1&2) • 
UNAUTHORIZED ENTRY REPORTS) (By State) 
~ Retain in Position 1 original lease and renewals 

thereof 2 FYs from end of FY in which original 
lease expires. Position 3 material will be retainEd 
4 FYs. 

COL'"NTY OFFICE SPACE AND EQUIPMENT (INCLUDING * 
lTNAUTHORIZED ENTRY REPORTS) (By State) 
~Retain in Position l original lease and renewals 

thereof for 2 FYs from end of FY in which 
original lease expires. Position 3 material will 

be retained 4 FYs. 

GRS 11 {1&2) 

. ... 

.. 



'1 
New Old 
Subject Subject 
Code Code 

: 

I 
110A2 38S26 & .. 12TS 

110B 36 & !. -' 12T5 
. -- . 
ill 120 20P47 & 

·1 20i15 

120A 20P47 & 
20115 

120B 20P47 & 
20i1S 

120C 20P47 & 
20i15 

120D 20C73 

I 
I • 

120D1 20C73 
. 

' . 

• 12002 20C73 

' AGRICULTURAL SERVICE CENTERS 

NATIONAL OFFICE SPACE AND EQUIPMENT (INCLUDING 
S~TRVEY OF TELEPHONE EQUIPMENT) 

PROPERTY AND SUPPLY (GENERAL) 
(Including correspondence concerning proposed 
Federal Procurement Regulations and Federal 
Property Management Regulations) 

PROPERTY AND SUPPLY--PROCUREMENT--NATIONAL OFFICE 

BOPERTY AND SUPPLY--PROCUREMENT--FINANCE 
OFFICE 

PROPERTY AND SUPPLY--PROCUREMENT--STATE AND 
COU1"TY OFFICES (By State) 

~OCUREMENT CONTRACTS (By name and Contract Number) 
(Separate file for each contract) Includes all 
related reports. Retain in Property & Procurement 
Branch, BS Division, until expiration of contract 
a~d final invoice is paid. *Retain in CFU 3 FYs 
from "closed" date shown on folder label. 

PENDING PROCUREMENT PROJECTS (By Project Title) 
Retain in Property and Procurement Branch, BS Div., 
until contract number is assigned and file code 
"120D" is used; or project is canceled or deferred 
and file code-120D2°is used. 

CM;CELED OR DEFERRED PROPOSED PROJ[CTS (By Project 
Title) Retain in Property and Procurement Branch, 
BS Division, 1 FY from date of last document. 

FHA I:-istru.ct · 0,1 lS-3 1 
Exhibjt A 

P.age 9 

Retention Period 

CFU 

4 

4 

2 

2 

2 

2 

*3 

3 

FRC Archives Authority 

4 

GRS 3 (3) 

GRS .3 (3) 

GRS 3 (3) 

GRS 3 (4a) 

... 

.. . 



Neu 
Subject 
Code 

12 

12 

OE . . 
lA 

-

1B 12 

l 22 

-

j 

- - i 

Old 
Subject 
Code 

20S25 

20R41 

. 

42B16 

File ~eading . 

VENOORS (GENERAL) 

REQUI,SITIONS (By Vendor or Seller) 
(Maintain in aJphabetical order by name of vendor 
or seller. Establish separate file when volume 
warrants.) (Includes Forms FHA 033-1, 120-40, 
AD-33, SF 1034, etc.) 

BILLS OF LADING 

PROPERTY AND SUPPLY CUSTODY (GENERAL) 
' . 

,. . " . ~ ,_ 
....... ~. --- . ... .. . 

'Reter,tion Period 

CFU FRC Archives Authority 
. ... . 

, 

2 GRS 3 (3) . . 

-

2 GRS 3 (3) . 

. 3 GRS 9 ( lb) 

3 
I 

' 
I - ,--



:,·e~, 
Sub i:ct -
".:oce . 

L22A 

U.iB 

123A 

140 

140A 

Cl~ 
~ . .:.!.,ti~c~ 
c~~~ F 1. le r:eacing 

20Ml6 GSA MOTOR VEHICLES 

42 TRAHSPORTATION REQUESTS {GENERAL) 

26P56 DISPOSITION OF ADHINISTRATIVE EQUIPMENT 

0isPi1-tfl!?~ .~F c~P~£lt,e!.2'.:l~ ~A~ d..-~ .,t~-
•"'r->"'-'( 

20P4 l -&. REPRODUCTION- -PRINTING -{-H!-GI:,B-B-H!G-P-R-l .. \9;.f-NG--PJ:'-POI\'FS} 
I 

121-13 & crn£1UNICATIONS WRITTEN AND TELEPHONE (GENERAL) 
12TS 

12M3 

12M3 

12043 
l2F70 

MAIL SURVEY AND POSTAL COSTS 

FHA RECORDS {GENERAL)· 

:GGRB-5-HGl:i!H-NG-s-fS-TA!f E--&-C-BUtFf¥-r 

... :.., - : '. 

?, et e :-: t ion Pc::- i -:,c 

:., 1·:::1( A 
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L6Jffi ACQUISITION . 
(Correspondence concerning transfer of 4A and 4B 
borrower case folders from State 6ffice to the 
Na,tiona 1 Office in accordance with FHA Instruc­
tion 152.1, IV A 1 e.) 

~lD ACQUISITION - 4A and 4B BORP.OWER CASE FOLDERS 
(These are case folders maintained in State Offices 
for rea 1 estate borrowers whose'"UR• . .?t=:'"'securi ty has 
been acquired by the FHA and subsequently dispos~d 
of outside the program. These folders will contain 
copies of the "IN" and "OUT" deeds and other 

• pertinent'maserial.) 

NATIONAL OFFICE RECORDS (GENERAL) 
(Includes correspondence concerning vital records) 
FEDER.AL RECORDS CENTIR ACrES_S.!QNS EXCLUDING :· - o< f.\14.,;l"a1«7-
FINANCE OFF,1.CF. ($F135~-9Y Access ion Number) 
RiMIIHHli A!-'t,,:ff.; in RF&C Branchl BS Div • ., 

u.~,t.~ \ ~.J._,.,,;.,,~--~..,t.. t\c.e.." l\ei.oc. be.~"' 
DISPOSITION,AU]l:ORITY (SF-115 J_p_.. e..,{'-:..t .. { ... .::±-
RE' ?t' ?PAD t iiii/i!::;o't?S° ~n RF&.C BranoM, BS Division-· 

'4. "'-47 I Ad -\ "'-,:, - ,-i "c. "-4> c.cL. '\ h .._ u &. t,..., c. ._~ ~ c.""' 

F1NA...~CE OFFICE RECORDS 
(Including SF135) 

TRAVEL (GENERAL) (Includ 
two or more employees.) 
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(Includes all documents related to an individual's 
travel as reflected in the 160 a!ld 170 Series, i. e. 
travel authorization, reioburse~ent, chan~e of 
official station, accident reports, etc.} 

t"~etain 4 FYs from end of FY in which last docur.ient 
1 s processed. [2 
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I TO:tT CLAIMS (GENERAL) 

TO~T CLAIMS (By Name of Claimant) 
*Re~ain four FYs after FY in which settled. 

P:::R.Sv~~,EL MAi.'l'AGEMENT, SERVICES &. ACTIVITIES 
(G::~;~.L) 

Ex::c:,.;n VE' DEVELOPMENT 0.. MERIT PROMOTION • 

S'IT"DE~T TRAINEES (GENERAL) 

P:::i{SQ~~EL MANAGEMENT AND EVALUATION f!_-i!-G-bYB-fN& 
R.£""2?."::S) 
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E.V..PLOYEE RESPONSIBILITIES AND CONDUCT (GENERAL) 

PER5C~0:EL REPORTS (GEt-;ERAL) NOTE: All reports in 
the 11 209 11 series are computer printouts. 
E~::..[i~-I~G ~FEff E LEVEL ( FORM 113-A REPORT LONG o-r~•<o. L>o--e • FO?:-:J., .. r1.1le i binders by CY and se: 6 rE:gated 

! according to ~ational Office, financL Office and 
j St~t~. Current year ~aintained by PE D1,~sion. 
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32J4 

32J4 

i 2Pl0 

l 
I 

' 2Pl0 

I 3205 

32016 

File i-!.eacbg 

CONSOLIDATED REPORT--"EMPLOYMENT PAYROJ;_L P,~S~~L 
ACTIONS." (Form 113A Report Long F~nnJ,..)t'~~'ci"'"1.n 
binders. by CY. c.:ez;:;;,.,..,_,_,{ - C' t-=14- .,_,..,i_,J ,:r,:.:,.,.,_.,_,.,.,..,.cJ;,,,,.,Lt,A_ 
/'/~-Jf'-1'> ~-~ ~ lt,:.an•y ir .. ,,,;,:; n, . .;;e,...,) -I: ~4(,;i,,..J a:r.-:::r.o,.,J 

".'$>V<'l,/_{--'W Lt..:. c:fa.,,_.jt,).-tl.,.;.._, ~ufa~ 
MA,.\"POWER REPOR.TS--"PERMANEN FULL TIME CLASSIFICA-
TION ACT EMPLOYEES." Filed in binders by CY 

MINORITY/WOMEN REPORT 
Filed in binders. 

REPORT OF RETIREMENTS 
Filed in binders. 

I 

REPORT ON LENGTH OF SERVICE 

?.ete:.t:ion 

F?.C 

3CY 

3CY 

2CY 

2CY 

COMPLETE PERSONNEL DATA FLOW BY SERIES AND GRADE, lOCY 
SECOND ORGANIZATIONAL LEVEL OF AGENCY, AGENCY AND 
USDA. Permanent full-time wage system employees by 
calendar year. • 

OCCUPATIONAL DISTRIBUTION 

POSITION CLASSIFICATION 

JOB DESCRIPTIONS (OBSOLETE) (By National Office, FO, 
~ State)~Retain 5 FYs from end of FY in ~hich the 
position was abolished. 
TI1IB AND ATTENDA~CE REPORTS (EXCC:l'T "FINAL" T&A) l (Separate folder for each eraployee.) *Timekeepers 

!retain current and prior leava year T&A's and 
'!attachments. Before sub1:-iission to CFU, timekeepers 

I 
will staple together Tl,:A' s (with attachments) by 
leave year for each employee and show lenve year on 

! covering sheet. 
I i THS AND .\TTENDA~?GE REPCKi'S (FINAL) (A-Z file) 
, -s:Retaio 10 CY after CY in which "final" Tfu\ occurs. 
I 
1 OFFICE HOURS 

! OVERTIME WORK 
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2'39 

240 . 
240A 
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30S7 
32E8 
32El9 
32F34 

PlS 

32Rl5 

£,.l.fPLOYMENT, ELIGIBILITY, SECURITY INvtSTIGATIONS, 
EXJ._'HNATIONS 6. FINGER PRINTING. (GENERAL)' 

E!1PLOYMENT INQUIRIES (~,i sat~ ) 
(N\•, \1\.-\-M""- i~ 4' ....,-, -. • _.. .le ,c... 

RECRUITMENT . 

I PERSO:NNEL ACTION JOUR."iAL RECORDS (COPIES) 
~ ..• , ... 

32Pl5 -; PE?,S_ONNEL e8fif1!¥JS!JNDENCE POLBER& (By Name) 
~All material will be d~stroyed 2 months after• 

32Pl5 

12D43 

32C54 

32A6l 

32T26 

34\"3 

ec-.? loyee is se·parated from the rol 1s EXCEPT the 
"Restricted" material which will be retained 4 FYs 
from the end of the FY in which the employee is 
seoarated or 4 FYs from the end of the FY in which I th~ last document is processed, whichever is later. 

I 

TE.l.fPORARY FIELD PERSONNEL .QORR:@Jf Oflb!J0fi 
(Maintained in A-Z folders)* Destroy 1 FY after 
termination date. 

TRASSFER OF OFFICIAL PERSONNEL FILES - Form 
FHA 2 3 2 - 2 ,u 12-)u.lJ<1.. IL.1 .... ~ 

COL-:1TY AND STATE CO?-r1ITTEES (GENERAL) 

REDUCTION-IN-FORCE A.\1) REASSIGN~I.ENTS SYSTEX 

E~LOYEE TRAINING A."'"D DE VELOP~NT 

I TRA.I~H;G FOREIG~ VISITORS 
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1 
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Subject 
Coco! 

32T26 

32T26 

32S2 
32C59 
22134 6.. 
32Hl2 

32W12 

32A54 

32S48 

32Sl•8 

36 
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32U2 

32Lll1 

32R49 
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I 

F1. le ¥.eac bg 
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TRAINING FOREIGN VISITORS (Material accumulated 
by Foreign Training Representative and 'later sent 
to CFU) 

1 •TRAINING-PLAIN LETTERS 
, 

TR...\INING CENTER - :NOR~!.:\i.'l, OKL.t;H01-!A 

D{?LOYEE RELATIONS AND SERVICES 

• . 
CO~..BINED FEDERAL CAMPAIGN 

E2-'.? LOYE E SUGGESTION AMO AWARDS PROGRAM (GENERXL) 

E:-'.?LOYEE SUGGES'tIONS (ADOPTED) (By Name) 
·. Retain two FYs after closed. 

2-'.?LOYEE SUGGESTIOlIS (REJECTED) (By State) 
*Retain two FYs after closed. 
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LEGAL ASSISTANCE AVAILABLE TO EMPLOYEES 

E~..PLOYEE ORGANIZATIONS &. REPRESENTATION 

ASSOCIATION OF COUNTY SUPERVISORS 
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• 382 30H7 COMPUTER PROGRAMMING 

4 PROGRAM OPERATIONS -
-

4A C41 INDI V1DUAL APPLICANT/BORROWER CASE FILE MATERIAL 
~eta in 3 FYs from date of last document 

4B C81 ASSOCIATION APPLICANT/BORROWER CASE FILE MATERIAL 
*Retain 3 FYs from date of last document 

400 2S60 PROGRAM OPERATIONS (GENERAL) 
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. • • .. 
480A 6Cl6 CENSUS 

.. 

.. 

400B 36 .. CI V1 L RIGHTS (GENERAL) . 
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409 
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410A 

420 

420A 

422 
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426Al 
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Code 

2C49 

12A41 

30Cl 

42 

46R70 

28V6 

28 

26A4 

26A39 

18Cl09 

22P55 

28D64 

28D64 

l -1 '1 .,. 

?.ete~tion ?e.iod 

• r1._e r.ea(.,1.:1g CFV 

OPERATIONS REVIEWS 

TREASURY DEPT. BANK DESIGNATIONS 
(Including supervised bank accounts and Federal 
Reserve Bank Designations) 

COUNTY OFEICF. MANAGEMENT SYSTp,f 

iJORK 01.{r:Af:l'rZATION - GENER.Al. 

NATiONAL UFFI{.:E Tl:UP Rf:PORTS (\File Keport in 4A or 
4B when concerning a specific applicant/borrower, 
and place X-Reference in this file. 

., 

3 

3 

3 

3 

3 

RURAL DEVELOPMENT - SPECIAL PROJECTS (Including 5 
correspon1Jnce and reports on Assistance for PlanninB 
Ul.S tr1.C: CS. 
PM-trbrE-~f PLICATIONS (GENERAL) 3 
rorrespondence concerning applicants for FmHA assist~ a nee. 
CREDIT REPORTS 3 

REAL PROPERTY (GENERAL) 

REAL PROPERTY ACQUISITION (GENERAL) 

REAL ESTATE APPRAISALS 

CONSTRUCTION AND REPAIR (Housing, farm buildings, 
water and waste systems, etc.) 
PROEERTY INSURANCE 

~ATIONAL FLOOD INSL'RA.~CE 

f HL'D FLOOD INSURANCE PROGRAM (BY STATE) 
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~27A 
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22Tl7 

36 

6F7 

28 

28 

TITLE CLEARANCE AND LOAN CLOSING 

ESCROW AGENTS (By State) 
(Including Designated Attorneys) 

' 

BORROWER SUPERVISION 

LOA.i.~ AND GRANT MAKING (GENERAL) 

AMERICAN SAMOA AND GUAM 

LOA."! ASSISTANCE TO INDIANS 

TRUTH IN LUIDING 

_, 430 

440 

440A 

440B 

440C 

441 28P71 OPERATING, EMERGENCY, EMERGENCY LIVESTOCK, AND 
ECONO--rt!C OPPORTUNITY LOANS (GENERAL) 

441A 

441B 

441Bl 

' 441B2 

441C 

I. 
I 

28P71 

28D64 

28D64 

28D64 

28L65 

OPERATING LOANS (GENERAL) 
(Includes Economic ppportunity and Guaranteed 
Operating loans) 

DfERGENCY LOANS (GENERAL) 

EMERGENCY LOANS (By State) 

EMERGENCY LOAN DESIGNATIONS (By State) 
(Includes presidential, Secretarial and State 
Director designations, and Federal Register 
Document) 

E?-ERGENCY LIVESTOCK LOANS 

CFJ FRC Arc~ives 
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442 

\42A 

442Al 

4428 

442B1 

442C 

•. 444 

28Wl0 

28wl0 

28Wl0 

28Wl0, 
46R69 & 
46R70 

28li10, 
46R69 &. 
46R70 

28Wl0 

28111 

28F75 

CC~ITY LOAN PROGRAMS (GENERAL) 
(Correspondence concerning two or more association­
type loan divisions--Water and Waste Disposal Loan 
Division, Community Facilities Loan Division, and 
Business and Industrial Loan Division) 

W~TER AND WASTE DISPOSAL (GENERAL) 
(Includes Water and Waste Disposal loans and grants, 
Rural Development, and Comprehensive Area Plans) 

WATER AND WASTE DISPOSAL (By State) 
(Includes Water and Waste Disposal loans and,grants, 
Rural Development, and Comprehensive Area Plans) 

COMMUNITY FACILITIES LOANS (GENERAL) 
(Includes Watershed, Resource Conservation & 
Development, and Community Recreation Facility 
loans,and Industrial Development grants) 

C~ITY FACILITIES LOANS (By State) 
(Includes Watershed, Resource Conservation & 
Development, and ColIIIluni ty Recreation Facility -· 
loans, and Industrial Development grants) 

FARM REAL ESTATE LOAN PROGR.AM--ASSOCIATIONS 
(Includes Grazing, Shift in Land Use, Irrigation 
and Drainage, Timber Development, and Indian 
Tribal Land Acquisition Associations.) 

FARM REAL ESTATE LOAN PROGRAM--INDIVIDUALS 
(Includes Fann Ownership, Recreation, and Soil 
and Water loans to individuals, and Guaranteed 
loans to individuals.) 

RURAL HOUSING LOAN PROGR.A~ (GE~ERAL) 
(Includes single family and ~ultiple family 
housing loans) 

3 

3 7 

3 

3 "'f 

3 

3 r 

3 
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444A 

· 444Al 

.4B 

444Bl 

444C 

449 

l 9A 

449Al 

Coce 

28F75 

28F75 

28F75 

28F75 

28Wl0 

28Wl0 

28Wl0 

2C49 

2014 

I 

se;GLE FAI1ILY HOUSING LO • .\.."iS (GENERAL) 

SI~GLE FAMILY HOUSING LOANS (By State) 
{Inclµdes self-help housing and conditional 
commit~ents to builders and sellers for single 
family dwellings. Also includes correspondence 
concerning Interest Credits.) 

HliLTIPLE FAMILY HOUSING LOf~S (GENERAL) 

IWJLTIPLE FAMILY HOUSING LOANS (By State) 
(Includes rental and cooperative housing, labor 

I 
1housing loans to individuals and associations, • 
technical assistance for self-help housing and rural 
housing site loans to organizations.) 

INELIGIBLE, SUSPENDED, OR DEBARRED PERSONS DEALING 
WITH RH APPLICANTS OR PARTICIPANTS 

GU.~>t.~~TEED LOAN PROGRAM (GENERAL) 
(Correspondence concerning a specific type 
guaranteed loan will be filed in the applicable 
loan program folder) 

BUSe~ESS AND INDUSTRUAL LOA."-lS (GENERAL) 
(Includes Co-op loans) 

BUSI~{ESS AND INDUSTRIAL LOANS (By State) 
(Includes Co-op loans and any reports) 

ACCOU~ns SERVICING (GE!'.ERAL) 
(Including Federal Statute of Licitations and 
Last Pronissory Notes correspondence.) 

SER\"I:C!~G AND COLLECTIOSS 

I 
ISECL"RITY LIQ[IDATID~ l FORECLOSL1lI 

. . 

FHA I~scr~ct~v~ !52 l 
Exr:ib'it A 
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456 

462 

465-

480 

490 

.490A 

490B 

490Bl 

490B2 

490Bti-

490B5 

490B6. 

490B7. 

i 

2A9 

28S7 

28S7 

28i24 

26M30 

36 

36 

36 

i 36 

36 

1. 36 
' 
l 36 
I 
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DEBT SETTLEMENT 

CHATTEL SECURITY SERVICING (GENERAL) 

REAL PROPERTY MANAGEMENT (GENERAL) 

INSURED LOANS LENDER RELATIONSHIP 

RESERVED MINERAL INTERESTS (GENERAL) 
(Government-owned reserved minerals covered by 
PL 760, 81st Congress, are now handled by the 
Department of Interior.) 

REPORTS (GENERAL) 

MISCELLANEOUS REPORTS (NON-RECURRING REPORTS) , 

RECURRING REPORTS 

,ANNUAL SURVEY OF TELEPHONE EQUIPMENT 
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AWARDS 

CIVIL RIGHTS COMPLIANCE REVIEW 

REPORT TO WHITE HOUSE ON MINORITY AFFAIRS 

CONSTRUCTION CONTRACTS (NONDISCRIMINATION 
AGREEMENTS) 

EQUAL EMPLOYMENT OPPORTUNITY 
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EHPLDYEES ALCOHOLISM A.i.'ID PROBLEM DRINKING 

COHHERCIAL PRINTING REPORT 

EARLY WARNING REPORT 

FEDERAL ASSISTANCE REVIEW (FAR) PROGRAM 

FEDERAL EMPLOYMENT OF VIET NAM ER...\ VETERANS 

FEDERAL RECEIPTS & EXPENDITURES FEDERAL OUTLAYS 

FOREIGN TRAVEL 

• GR.AZ.ING A.i.-s:J'D OTHER SHIFTS IN LAND USE 

' , 
INTERIN FINANCE 

PERSONNEL MANAGEMENT AND EVALUATION 

PROGRM-1 PLANNING, BUDGETING AND EVALUATION _ 

REAL PROPERTY LEASED TO THE UNITED STAJES 
(OFFICE SPACE) ' · 

TIHESAVING AND WORK UfPROVRMENT 

WORK 1 ::Eli,SUREMENT REPORT 
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ENERGY CONSERVATION REPORTS 
(Includes Fonns NTIS-231, "Quarterly Directory of 
Federal Energy Infonnation Products," AD-478 and 
EC-2, "Quarterly Report on Motor Vehicles and 
Mileage," etc.) 

AL'\JNUAL SUMMARY OF RECORDS HOLDING 
(SF-13 6 )o.- <ls.._:,1.a.l.e .;:t; 

AL'it·lUAL REPORT OF RECORDS HOLDINGS (STATE AND COUNTY) 
Form FHA-150-4 ere..y.u,-ia.t£~t 

I . j 
REPORT OF LOAN AND GRANT OBLIGATIONS 

ANNUAL REPORT OF APPLICANT CHARACTERISTICS 

Qlh\±lTBRL¥ AMB SEMI-ANNUAL REPORT OF THE FmHA 
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