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JOB NUMBER 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
N / - 5'IS - 0 '7 - / 

To	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received /
 
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 //)/3//06
 

1 FROM (Agency or establishment)
 
Grain Inspection, Packers and Stockyards Administration (GIPSA) NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION In accordance With the provisions of 44 usc 3303a, the 
disposition request, including amendments, IS approved 

I----,---:-:-:-:--:-:::-::=--=-c:-:-::-::::-::-:=-:-:::-:-:--------------------j except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or "Withdrawn" In column 10 

5 TELEPHONE NUMBER4. NAME OF PERSON WITH WHOM TO CONFER	 DATE ~T RF\~UNITED STATES 

(301) 734-3253Russ Cole ID'lAd-oll \... J~~ 
L 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency m matters pertammg to the disposmon of ItS records and that the 
records proposed for disposal on the attached __ page(s) are not needed now for the busmess for this agency or will not be 
needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 
provisions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

o ISnot required	 o ISattached, or o has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE	 TITLE 

July 30, 2007	 GIPSA Records Officer 
~ ?'~~~ 

9 GRS OR 10 ACTION TAKEN7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 
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ADMINISTRATIVE MANAGEMENT (ADM) 

ThIS category covers admmistrative subject files (records pertaining to management 
functions such as procurement of supplies, equipment, and services, property 
accountability, budgetmg, payrollmg, obligation and other accounting, travel, 
transportation of thmgs, personnel management, communications activities, records 
management, space, information, automated data processmg, etc.) trackmg and control 
records; orgamzational plannmg, development, simplification of procedures, records 
management acnvities; and admmistration of management Improvement programs. 

Instructions given are for record copies All other copies are treated as mformational 
unless separately scheduled Informational copres cannot be retamed beyond the retention 
penod for the recordkeeping copies. 

NOTE' CURRENTLY ALL RECORDS ARE IN HARDCOPY FORMAT IF RECORDS ARE 

CONVERTED TO AN ELECTRONIC FORMAT, A MUTUALLY AGREEABLE TRANSFER DATE WILL 

BE DETERMINED AT THE TIME THE RECORDS ARE CONVERTED TO AN ELECTRONIC FORMAT 

IN ACCORDANCE TO NARA NOTIFICATION PROCEDURES 

ADMINISTRATIVE SERVICES 

Records accumulated by indIVIdual offices that relate to the internal 
admimstratIOn or housekeepmg actiVIties of the office rather than the functions 
for whiCh the office eXIsts In general, these records relate to the office 
organizatIOn, staffing, procedures, and C01'l'1ffiUnicatIOns,including faCSImIle 
machme logs, the expendIture of funds, including budget records; day to day 
admmistration of office personnel including trammg and travel; supplies and 
office serViCes and eqUipment requests and receIpts; and the use of office space 
and utilities They may also mclude copIes of mternal activity and 'Norkload 
reports (mcludmg work progress, statistical, and narrative reports prepared m the 
office and forwarded to hIgher levels) and other matenals that do not serve as 
umque documentatIOn of the programs of the office This mcIudes general 
material relating to Admmistrative Management too broad to be filed under one of 
the more speCIfic subjects belo'll 

EXCEPT' Paperwork and Data Management, Personnel, Budget, and Property 
See appropnate subject. 

ReeOFdh,eepiog Copies:Temporary. Destroy when 2 years old GRS 23, Records 
Common to Most Offices Wuhin Agencies. uem I, Office Administrative Ftles 
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ROUTINE ADMINISTRATIVE POLICY FILES 

Item 1. Policy and guidelme files relating to admuustrative records such as
 
procurement, property, budget. payroll, accounting, travel and transportation, personnel,
 
communication acnvrties, records management, space, information, and automated data
 
processmg not covered by the General Records Schedules or elsewhere In this schedule
 

EXCEPT: Published instructions or directives which are filed In binders 
according to established Agency custom. Annual accumulation Less than one 
CUbICfeet per year. 

(I) Disposition: TEMPORARY. 

Recordkeeping Copies: Destroy/delete when no longer needed for 
administrative purposes 

REPORTS AND STATISTICS 

Reports covenng all subjects Included under this pnmary subject Case file by 
type of report as necessary 

Item 2, Record copy of substantive reports, such as annual summaries and
 
comprehensive non-recurring reports Case file special or one-time reports as needed
 

(2) Disposition: PERMANENT. 

Recordkeeping Copies: Retire to FRC when 10 years old Transfer to National 
Archives and Records Admuustranon (NARA) when 20 years old Annual 
accumulation, Less than one cubic f•• t per year 

NOTE Agency agrees to transfer all permanent electronic records to NARA In
 

accordance to 36 CFR 1235 44-50
 

Item 3, ACtIVItyReports
 
Summanes of specific action or work performed by GIPSA personnel
 

(3) Disposition: Temporary 

Recordkeeping Copies: Destroy when 2 years old. 

Item 4, All other reports. 
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L4) Disposition: Temporary 

Recordkeeping Copies: Destroy when 2 years old 

ORGANIZATIONS AND FUNCTIONS 

Item 5, HIstory of Orgamzation. 

Includes opening or discontmuance of offices and reorganizations Also includes
 
organizational functions statements EXCLUDING budgeting for new units Annual
 
accumulation: Less than one CUbICfeet per year. See BUD
 

C5) Disposition: PERMANENT. 

Recordkeeping Copies: Retire to FRC when 10 years old. Transfer to NARA 
when 15 years old 

NOTE Agency agrees to transfer all permanent electronic records to NARA In
 

accordance to 36 CFR 1235 44-50
 

Item 6, Planning 

Records include matenal relating to agency-wide orgamzatIonal goals and objectives 

(6) Disposition: Temporary 

Recordkeeping cOPies'],i,fc0 7c ~~, eJ;, ;tt1f.,7,fe';f."ABA s; 
when 15 years old	 ~ er~ ~ ~/(I2/)/~ 

jr.tJ-vn UIPS It- ~ ~a.-,{ ~~ 
Item 7, Charts 

Includes proposed and adopted organizational charts prepared by organizational staff
 
Annual accumulation Less than one cubic feet per year
 

(1) Disposition:	 PERMANENT. 

Recordkeeping Copies: Retire to FRC when 10 years old Transfer to 
NARA when 15 years old 

NOTE Agency agrees to transfer all permanent electrontc records to NARA In
 

accordance to 36 CFR 1235 44-50
 

Item 8, Delegations of Authonty [See note after Item 4d(2) ] 
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Includes order-of-succession and functional or signing delegations Division level or
 
higher. Annual accumulation Less than one cubic feet per year.
 

Disposition: Temporary 

Recordkeeping Copies: Cut off at end of calendar. Destroy/delete 5 
years after cut off 

Item 9, Includes order-of-succession and functional or signing delegations to offices
 
below the Drvision level
 

( q)	 Disposition: Temporary 

Recordkeeping Copies: Destroy 3 years after delegation canceled 

[NOTE: EXCEPT Travel authonzations See TRV 1.]
 

Item 10, Temporary Delegations
 

Designations for one to act for another on temporary basis, such as dunng leave and
 
Illness
 

{lo7 Disposition: Temporary 

Recordkeeping Copies: Destroy when 3 years old 

PROJECTS 

Item 11, General admirustrative records relatmg to a specific GIPSA project 

(I J) Disposition: Temporary 

Recordkeeping Copies: Destroy when 3 years old.
 

Item 12, Background matenal
 

d2) Disposition: Temporary.
 

Recordkeeping Copies: Destroy when superseded or obsolete 

Item 13, Case files records and related correspondence on approved projects having 
preccdenual significance Includes basic documentation and final report or other 
substantive material Annual accumulation Less than one CUbICfeet per year Show title 
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and date span of project as' ADM 5 PROJECT No 00 Service Guide to ADM
 
Operations.


6gJ Disposition: PERMANENT. 

Recordkeeping Copies: Retire to FRC 5 years after complenon of project. 
Transfer to NARA when 15 years old. 

NOTE Agency agrees to transfer all permanent electronic records to NARA In
 

accordance to 36 CFR 123544-50
 

Item 14, All other projects. 

( /4) Disposition: Temporary
 

Recordkeeping Copies: Destroy 5 years after completion of project.
 

Item 15, Proposed projects 

(r;7 Disposition: Temporary
 

Recordkeeping Copies: Destroy when 5 years old, If no further action IS taken.
 

Item 16, Workpapers and draft report of project. 

Ubi Disposition: Temporary.
 

Recordkeeping Copies: Destroy 3 years after completion of project.
 

COMMUNICATIONS 

Item 17, Directones 

Correspondence and other matenal on updatmg office directones and listings, Agency 
directories, organizations, and/or firms and similar matters 

(/7) Disposition: Temporary. 

Recordkeeping Copies: Destroy when change has been made and venfied. 

Item 18, Mamtam directones used In day-to-day operations on desk top or in bookcase
 

Qf» Disposition: Temporary
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Recordkeeping Copies: Destroy when superseded or obsolete 

Item 19, All other material 

(lq) Disposition: Temporary 

Recordkeeping Copies: Destroy when 3 years old. 




