PERSONNEL
Use this subject for correspondence and related papers pertalning to persoonel matters.

HOTE: See EQUAL EMPLOYMENT OPPORTUNITY for general correspondence and similar papers related to that subject.
See FINANCIAL MAMAGEMENT for payroll accounting.

Meposal Authority:
Job Ho. NC1-310-80-2

RETENTION
Officlal Personnel Folders (OFF) maintained by Servicing Personnel

Offlces (SPO). See Ltem 71, Records Control Schedule, for apecific
. disposal information.
CODE TITLE DESCRIPTION OFFICE OF PRIMARY PONSIBILITY ALL OTHER OFFICES
PER PERSONNEL Use for policies and procedures RETAIN: Disposition pending MARS RETAIN: Disposition pending HARS
covering all items included under approval. approval.
this primary subject.
1 Authorizations Use for appointing authority and RETAIN: Dispoaition pending HARS RETAIN: Dispoeition pending MARS
poaition classification authority. approval. approval.
2 Benefite (Item 70a}) (Item 70a)
Destroy when 3 years old. Destroy when 3 years old.
2=1 Health Insurance (GRS 2, Ltem 22)
Destroy when 3 years old. HIA
1=2 Life Insurance (GRS 2, Item 221}
Destroy when 3 years old. N/ A
1-3 Retirement Correspondence, semorandums, annulty (Item B8) (Ttem 88)
eatimates, and other records used Destroy when 1 year old. Destroy when 1 year old.
toe assist retiring employees or
sarvivore clalm inesurance or retire—
ment benefits.
-4 Severance Pay (Item 70a) (Item 70a)
Dastroy when 3 years old. Destroy when 3 years old.
1=5 Unenployment Compensation (Item 70a) {Item 70a)
Desteay when 3 yeara old, Destroy when 3 years old.
3 Blographical Sketches (Item 70a) {Item T0a)

Destroy when 3 years old.

Destroy when 3 years old.

Classification and Dutles

Correspondence and other records
relating to the development of
clageification standards for Agency
poaltionsa.

(Item 78b)
Personnel Division: Destroy 10
years after position i{s abolished
or standard la superseded.

N/ A
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PERSONNEL

CODE

TITLE DESCRLFTION

RETENTION
Officlal Personnel Folders (OPF) malntained by Servicing Personmnel

0fficea (SPO).
di 1 information.
OFPICE OF PRIMARY RESPONSIBILITY

See Item 71, Records Control Schedule, for specific

ALL OTHER OFFICES

Appealn

(Item 73g(1))
Personnel Divislon and Servicing
Parmonnel Offlce:
after case lo settled.

Deatroy 5 years

(Item 73g(2))

Deatroy 3 years after case is
wettled.

§=1

Benchmark Jobs

(Ivem 78L)
Parrounel Divislon: Destroy 10
years after position 1s abolished
or standarvd is superseded.

Hin

Clasaification Standards

(Ltem 73a}
Servicing Perscnnel Office:
Destroy 5 years after position
is abolished or standard is
superseded .

N/A

44

Fosition Audite Haterial relating to lnapections,
surveys, desk awdite, and evaluations

of & temporary nature.

(Tvem 73c)
Destroy when superseded or
obaolete.

(Ites 73c}
Deptroy wnen supersedod or
obsolete.

4=5

Ponition Descriptions

(Item T3c(1))
Servicing Peraonnel Office:
Dastroy 5 years after position
is abolished or description is
superseded .

(Leem T3c(2))
Destroy when position is abolished
or description is superseded.

66

Prior Approvals

RETAIN: Disposition pending MARS
approval.

RETAIN:
approval.

DMaposition panding HARS

PFrototype Fositions

{Item 73b)
Personnel Division: Destroy 10
years after position la abolished
or standard is superseded.

N/ A

4-8

Hesearch Grade Evaluation

(Item 73h)
Executive Secretary: Destroy 3
montha alter emplovee leaves ARS.
If employee transfers within ARS,
tranafer case file to gaining
Personnel Office.
Pergonnel Divielon: Destroy
coplea after post review by USDA
Office of Personnel.
Supervisors and ARS Reglonal
Adalnlatratora: Destroy upon
recelpt of revised evaluation.

HiA




PERSONMEL

RETENTION

Dfficial Perscnnel Folders [UPF} maintained by Servicing Peraconel

offices (5PO).
digposal information.

See Item 71, Records Control Schedule, for specific

CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES

5 Court Attendance Includes correspondence pertalning to (Ivem 70a) (Item 70a)
attendance at court, jucy duty, Destroy when 3 years old. Deatroy when 3 years old,
witnessen, and depositions. Subdivide
1f voluse warrants.

& Employes Activities Includes correspondence and related (Item 70a} (Item 70a)
material on Combined Federal Campaign, Destroy when 3 years old. Destroy when 1 years old.
credit unioms, social cluba, welfare
organizations, savings bond drives,
blood donations, ete.

6-1 Savings Bond Campalgn

7 Employee Awards and (Item 70a) (Item 70a)

ﬁ;ﬂﬂl Destroy when 3 years old. Daatroy when 3 years old.

T=1 Departmental Records relating to awards made at the (Item 75b(1}) (ltem 75b(2))
Department level or higher. Does not Personnel Divieion: Destroy when Destroy whem 5 years old.
inelude copy of award filed im OPF. 10 years old.

7-2 Incentive Awarda {(Item 75e(1)) (Irem 75e{2))

Personnel Divislont Destroy when Destroy when 2 years old.
10 years old.

7-3 Length of Service and (Item 75¢) (Lrem 75¢)

Sick Leave Deptroy when 1 year old. Destroy when 1 year old.

T-4 Letters of Commendation (Item 754) (Irem 75d)

and Appreciation Destroy when 2 years old. Destroy when 2 yeara old.

T-4-1 Congratulatory Lettera - 1983

T=4-1 Congratulatory Letters - 1984

7=5 Hemoriale/Tributes

7=5=1 Charles Valentine Riley Memorials

Program
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RETENTION
0fficial Personnel Folders (OPF) maintained by Servicing Personnel
0fficea (SPO). See Item 71, Records Control Schedule, for specific
di;ﬁlu.l information.
CE 0 MAR

BOE ~ TITLE DESCRLPFTLON

16 utaide {Item 75e(1)) (Item 75e(2))
Personnel Divislon: Destroy when Destroy when I years old.
10 years old.

T-6-1 Acceptance of Forelgn Decorations

7-6-2 Review of Outalde Awards (GRS 1, Item 12a{2)) (GRS 1, Item 12a(2)})
Destroy when 1 years old. Destroy when 1 years old.

7-7 Suggestions (Esployes)

] Employee Relationa (Ltem 70b(1)) {Ltem 70b(2))
Personnel 0ffices: Destroy when Destroy when 3 years old.
5 years old.

8-1 Appeals and Grievances (Item B2a) (Item 82a)

Destroy 3 years after case is Destroy 3 years aftver case is
closed . closed.

-2 Conduct and Responsibilities Use for general correspondence, (GRS 1, Item 28) (GRS 1, Item 28)
mamorandums, and other records relat- Destroy when superseded or Destroy when supateeded or
ing to codes of ethics and standards ohsolete. obaolete.
of conduct.

B-2-1 Conflict of Interest Statements of employment and financial (Item 80)
interasts and related records (AD-392 Servicing Personnel Office:
or equivalent form}. Destroy 2 years after separation LI

of employee or 2 years after
employee leaves the positiom for
which statement is required.
8-2-2 Debt Complaints (Item 82b)
Permonnel Officest Destroy 4 Hia
yaars after case is settled.
8-2-3 Gratultiea (Item 70L{1)} (Item 70b{2)})

Personnel Offlces:
5 years old.

Destroy when

Destroy when 3 years old.




PERSONNEL

RETENTION

Officlal Personnel Folders LOPF) maintained by Serviclng Personnel
0ffices (SF0). See Item 71, Records Control Schedule, for specific
disposal information.

CODE TITLE DESCHIFTION QFFICE OF PRIMARY RESFONSIBILITY ALL OTHER OFFICES
B-2-4 Outside Work Includen permission to engage in (GRS 1, Item 25) (GRS 1, Ttem 25)
outaide work. Destroy 2 years after separation Destroy 2 years after separation
of employee or 2 years after of employee or 2 years after
employee leaves the positlom. employee leaves the positiom.
B-2-3  Polirical Activities (Item 70b{1)} (Item 70b(2))
Persounel Offices: Destroy when Deatroy when 3 years old.
5 years old.
B8-3 Misciplinary and Adverse (Item Blc)
Actiona Sarvicing Persomnel OEfice:
Destroy 4 years after case is H/A
settled.
9 1 nt Includes correspondence and proposals (Item 70b(1)) (Ltem 70b(2))
with supporting papers. Does not Persoonnel Offices: Destroy when Destroy when 3 years old.
include OPF copy. 5 years old.
9=1 Inquiriea About Former (Item T0c{3))
Emplovees Servicing Personnel OFfflce: N/A
Dertroy when 6 months old.
9=2 Job Retentlon and Restoration (Item 7OB(1)) (Item TOB(2))
Personnel 0fflces: Destroy when Destroy when 3 years old.
5 years old.
9=3 Pre—eaployment Interview (Ites 74m)
Expanaen Personnel Offices: Deatroy when 2 H/A
years old.
9-4 Special Categorles (Item TOR(L)D (Tvem TOLL2))
Personnel Offleces: Destroy when Destraoy when 3 years old.
5 years old.
9=h=1 Host Enrollee Program (Item T4o)
Personnel Divielon: Deatroy when H/A
5 years old.
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FPERSOHNEL

RETENTLON

Officlal Persconel Folcers LOPF) malntained by Servicing Pecsoanel
Dffices (SPO). See Item 71, Records Control Schedule, for speclfic

dil sal information,
L3 G E A ELD Y M S V1 WL gL S

_CODE T §ITLE __ — ——  DESCRIPTION
G=b-2 Intergovernmental Persomnel Act

ARS employess
Elt“ The(1)(a)) (Item 74k{2))

Perwounel Divislon: Destroy when Descroy when & years old,
& yen-s old.
(Item 74k(1)(b))
Ser+lcing Personnel Office: File
on , :reanent aide of OFF.

Hon- ARS E&Elﬁ'

tem (1){e))
Fersonnel DMvislon and Servicing
Parsonnel Office: Destroy 5 years
after final termination of asaign—
ment .

G=i-3 Research Assoclate Progras

(Item 74n) (Item 7én)
Destroy when 5 years old, Dentroy when 5 years old.

-5 Special Examining Units for
Eaployes Selsction

9= Tere Employment Includes supportlog papers.

(ltem 743(1){a))

A T 8
on: Destroy 2

years after expiration of
authority.

(Item 743{1)(b})
Servicing Persopnel Office: File LY
on temporary side of OPF. Destroy
upon expiration of authority.

(Item T41(2))

Dsapproved EmFdl
THOTINE slon: eatroy 1

year afcer disapproved.

10 Identification Cards See PERSOMAL PROPERTY for motor
vehilele ID carda.

(Item A7a}

All employees: HReturn to issuing

office upon request or when

enployee leaves ARS. H/A
(Item 87h)

Issuing office: Destroy 3 months

afrer ID card is returned to the

office.
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FERSONNEL

RETENTION
Official Peraonnel Folders (OPF) maintained by Gervicing Fersonnel

Officen {(SPO).
disposal information.

See Item 71, Records Control Schedule, for mpecific

CODE TITLE DESCRIPTION OFFICE OF PRIMARY RESFONSIBILITY ALL OTHER OFFICES

11 Labor Managesent Relations General corre dence and case Flles. (Item 83a} (Ltem 83a)

s Labor management relatlons: Destroy when 5 years old.
Deatroy when 5 yeara old.
(Item B3b} (Ltem B3b)
Labor arbitration: Destroy 3 Destroy 5 years after floal
yearns after final resolution of resolution of case.
cane.

12 Leave Use for general material relating to (GRS 2, Item 8) (GRS 2, Item 8)
requests for and approval of taking Destroy when 1 year old. Destroy when 1 year old,
leave. Includes annual, sick, mili-
tary, leave without pay, holidays, and
absence for jury duty. Subdivide by
type 1f needed.

12-1 Laave History Ose for material that pertaina to (GRS 2, Item 9b) (GRS 2, Ivem 9b)
leave balances, leave aodits, and Destroy ] months after the end Destroy 3 mouths after the and
restored leave. Includes leave of the period covered. of the period covered.
record cards.

12-2 Leave Requests

13 Hotlfication of Persoonel Includes AD-350 or equivalent form and (Item T&h(1))

tlons - Togical File fact shestm. Chromological file coples
not OPF copy Servicing Personnel Offlce:
Deastroy when 2 yeara old. N/ A
All other coples
Servicing Personnel Offlce:
Destroy after posting to pertinent
records such as S5F-7B or position
organizational listings.
14 Pay Administration (Item TOB(1)) (Item 70b(2))
Personnel 0fficea: Destroy when pestroy when 3 years old.
5 yeara old.
14=-1 Allowances and Differential (Item TOB(1}) (Item 70B(2))
Permonnel O0fflces: Deatroy when Destroy when 3 years old.
5 years old.
14=2 Basic Includes Federal Wage System, Forelgn (Item 70b(1)) (Item 70b(2))

Service, Gemeral Schedule, Public Law,
Shortage Category, Supergrades. Sub-
divide by subject 1f volume warrants.

Personnel 0fflces: Destroy when

5 years old.

Destroy when 3 years old.




PERSONNEL

RETENTION

Dfficial Perscnnel Foldera LOPF) maintalned by Serviclog Personnel

Offlces (SPO).
di 1 information.

Sea Item 71, Records Control Schedule, for specific

CODE TITLE DESCRIPTLON OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES

14-2-1 Pay Scale Chart

14=3 Deduct Lons Includes transmittals and reports with (GRS 2, Item 17b) (GRS 2, Item 17b)

related records pertaining to payroll Demtroy when 3 years old. Deatroy when 3 years old.
operations and pey administration.

144 Mame and Record Changes (GRS 2, Item 2) (GRS 2, Item 2)
Destroy when 2 years old. Deatroy whan 2 years old.

14-5 Supplemental Includes differential, firsc 40 hours, (Item TOB(1)) (Leem 7Ob(2))

hazardous, and overtime, Subdivide Lf Persconel Offices: Destroy when Destroy when J years old.
NECESEATY . 5 years old.

15 Performance Evaluations (Item 70b(1)) (Ltem 70b{2)}
Parsonnel Dffices: Destroy when Destroy when 3 years old.

5 years old.

15=1 Appeals (ltem 79¢) (ltem 79}

Destroy 3 years after fimal Destrey J years after final
settlement of case. settlement of case.

152 Documentation and Processing (GRS 1, Item 23a(5)) (GRs 1, Item 23a(5))
Destroy 3 years after dace of Destroy 3 years after date of
appraleal or when no longer appraisal or when no longer
neaded, whichever 1s sBooner. neaded, whichever is sooner.

15=3 Mecit Pay (GRS 1, Item 23a(&)) (GRS 1, Ivem 23a(4})
Deatroy 3 years after dave of Destroy 3 years after date of
appralsal, appralaal.

154 Performance Rating Board (Item 79d) (Item 79d)

Deatroy 1 year after case ia Destroy 1 year after case la
{Case File 1f voluse warranta) cloaed, closed.

15-5 Performance Standards (GRS 1, Item 23al4)) (GRS 1, Ttem 23af4))
pestroy 3 years after date of Destroy 3 yeare after date of
appraisal. appraisal.

15-5-1 5.E.5. Performance Standards
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PERSONNEL

RETENTION

Officilal Personnel Folders (OPF) maintaloed by Serviclog Personnel

0ffices (SFO).

disposal Informaticn.

See Item 71, Records Contrel Schedule, for speclfic

CODE TITLE DESCRIPTLON QFFICE ¥ RESPOMSIBII
15-6 Hatings and Appraisals (GRS 1, Item 23a{d)) (GRS L, Ltem 23a(4))
Destroy 3 years after dave of Destroy 3} years after date of
appraisal. appralsal.
16 Personnel ement (Item FOB(1)) {(Item 70B(Z))
Zeraounel Mansgement Personnel Officea: Destroy when Deatroy when 3 years old,
5 years old.
Lh=1 Personnel Management Ineludes program inspectioms and (Item 70B(1}) (Item 70B(2))
Evaluations BUrveys. Personnel Offices: Destroy when Destroy when 1 years old,
5 years old.
16-2 Ressarch Persommel Evaluationa
Syatema (RPES)
17 Position Remoutce Hanap t Summary documents Including Ieplemen= (Item 73£) {Ltem 73f)
tatlon Plan and ARS-4317, Financlal All offices: Destroy wheo 5 years Destroy when 5 years old.
Plan. ald.
18 Promotion and Internal (Ites 70b(1})} (Item 70b(2}}
Flacement Personnel Offices: Deatroy when Destroy when 3 years old.
5 years old.
18-1 Demot Lons (Trem 70L(11) (Item TOB{2})
Pergonnel Offlces: Destroy when Destroy when 3 yeara old.
5 yeara old.
18-2 Detaila/Assignments (Item 70L{1))} (Lrem FOB{Z))
Personnel Offlces: Destroy when Destroy when 3 years old.
5 yeara old.
18-3 Herit Promotiom (Item T4g)
Servicing Fersonnel Office: Des-
(Cage [ile by announcement troy 2 yoars after effective date N/A
number) of appolntment or reasslgnment,
19 Recrultment (Item TOB{L))D (Ttem 70B(2))
Personnel Officesn: Destroy when Destroy when 3 years old,
5 years old,
19-1 Advertising and Publiclty Includes general material relating (Item 70a) (Iten 70a)

Lo vacAncy announcement.

Deatroy when 3 years old.

Destroy when 3 years old.
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PERSONNEL

RETENT LON

Dfflcial Perscnnel Folders (OPF) maintalned by Servicing Personmel

0fficen (SPO).

See Item 71, Records Control Schadule, for specific

disposal information.
CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPOHSIBILITY ALL OTHER OF
19-2 Application for Enployment See ltems 74a, 74b, and Téc,
Records Control Schedule, for Nik
spacific disposal information,
19=3 Certificate of Eligiblea Includes telated requests, forms, {Ltem 74d)
corvespondence, and statement of Servicing Persoanel Office:
reasons for pamslng ower a prafer— Dastray whem 2 years old. HiA
ence eligible and selecting & non—
prefercnce eligible.
194 Certification Request Control (Item TOa) (Iten T0a)
Index Destroy when 3 years old. Destroy when 3 years old.
19-5 Dieplaced Employee Program {Ltem 70a) (Item 70a)
Deatroy when 3 years old. Destroy whea J years old.
19-6  Exanination and Testing (1tem 70a) {Item 70a)
Peatroy whea 3 years old. Destroy when 3 years old,
19-7 O0ffers of Employment See Ltem T4f, Records Comtrol Sea Item 74f, Records Control
Schedule, for apecific disposal Schedule, for specific disposal
Information. informatlon.
19-8 fualifications (Item 70a) (Ltem 70a)
Destroy when 3 years old. Destroy when 3 years old.
19-9 Requasts for 0fficial Personnel (leem 70c(3))
Folder Sorvicing Personnel Office: HiA
Pestroy when 6 montha old.
13-10 Shortage Category (Ieem 70B{1)) (Lrem TOB(Z))
Personnal Officea: Destroy when Deatroy when 3 years old.
5 years old.
19-11 Sultability For Employment (Item 74e(l))

Favorable pre-esployment check

Servicing Permonnel 0ffice:

Destroy when the natlonal agency

check and inquiry has been pro-

cegged and the employee has com=

pleted the probationary period.
(Item T4a(1))

Unfavorabla pre-employment check

Servicing Personnel Office: Must

be retained at least 3 yearns.
Maposition after this period
shall be determined by the 5FO.

N/A
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PERSONNEL

RETENTLON

0fficial Personnel Folders (OFF) maintained by Servicing Personnel

Offlces (SFO).
digposal information.

See Ltem 71, Records Control Schedule, for specific

CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES
19=-12 Vacancles and Filling of Positioma
20 Beporta-Statiasticsa Upe for reports, studies, surveys, Retention perioda vary according Retentlon periods vary according
progress reports, and signiflcant to type of report. See Records to type of report. See Hecords
accomplishment Teports. Control Schedule or contact RMO Control Schedule or contact HMO
for specific disposal information. for specific disposal information.

-1 Staffing for Areas - 1984

20=2 Staffing - Statistics

21 Safety and Health General correspondence, reports, and (Item 77E) (Ivem 77£)

related materials pertaining to the Deatroy when 5 years old. Destroy when 5 years old.
Safety and Health Program.

21-1 Accidents and Injurles See Item 77c, Records Control See Item 77c, Records Control
Schedule, for specific disposal Schedule, for specific disposal
informsatlion. information.

21-2 Alcohol and Drug Abuse Program {Item H5h}) (Item 85b)

Deatroy when 3 years old. Destroy when 3 years old,

21-3 Annual Report on Occupational (Item 7Fe) {Item 77e)

Safety and Health Destroy when 5 yeara old, Deptroy when 5 years eld,

21-4 Eaployee Asslstance Program Sea Item 85c, Records Control
Schedule, for specific disposal N/ A
information.

21-3 Occupational Health Maintenance See Item 77a, Hecords Control See Item 77a, Records Contral

Program Schedule, for specific dlaposal Schedule, for speclfic disposal
information. information.

21-6 Beports of Unsafe Conditions (Ttem 77b} (Ttem 77b)

Bestroy 5 years followlng end of Deatroy 3 years following end of
calendar year. calendar year.

1-7 Safety and Health Inspectiocns (Item 77b) (ltem 77b}

Destroy 3 years following end of Desteoy 5 years following end of
calendar year. calendar year.

22 Securlty Clearances General correspondence files relating (Item 16%a) (Item 16%9a)

to the administration and operatlon of
the persennel security clearance
program. Includea requeasts for
clearances,

Deatroy when 2 years old.

bestroy when 2 years old.




RETENTION
Official Personnel Folders (OFF) maintained by Servicing Personnel

Offices (SP0). See Item 71, Records Control Schedule, for specific

digposal information.

CODE TITLE DESCRIPTLON OFFICE OF ¥ RESPONSIBILI ALL OTHER QFFICES
2-1 Debriefing Secrecy Agreemsnt Form AD=-491 completed by individualas (Irem 169)
who have been exposed to clamsifled Servicing Personnel Offlce: File
original om permanemt wide of OFF, A
(Ltem 169)
Classified Materisl Control Offi-
cer: Destroy wheam 2 years old.
11-1 Investigation Case Files coples of documents created (Irem 1695(2)) (Item 169b{2))
during investigations for security Destroy whan no looger needed for Destroy when no longer needed for
adndnistrative use. administrative use.
22-3 Status Fllea Listings showing the security clearance (Item 169b{1)) (Item 1696{1))
status of individuals. Destroy when superseded or Destroy when supsrseded or
obaolete. shoolete.
13 Separation and Displacement (Item 70L(1)} (Item F0B(2)})
Parsoanel Officea: Destroy whem Destroy when 3 yeara old.
3 years old.
3-1 Death (Item 70a) (lrem 70a)
Destroy when 3 years old. Destroy when 3 years old.
3-2 Reductlon in Force See Item 70c(2)(a) and (b), See Item 70c(2)(a) and (b),
Records Control Schedule, for Records Comtrol Schedule, for
specific disposal information. apecific disposral information.
13-3 Reaignation (Item 70a) (Item 70a)
Deatroy when 3 years old. Destroy when 3 years old.
13-4 Retirement (Ttem 70a) (Item 70a)
Destroy when 3 years old. Destroy when 3 years old.
23-4=1  Asalntance (Ttom 70a) (Item 70a)
Destroy when 3 years old. Destroy when 3 years old,
23-5 Sepacation for Cause (Item 70a) (Item 70a)
Destroy when 3 yeara old. Destroy when 3 years old.
23~6 Transfer (Item 70b{1)) (Ttem 7OB{Z))

Personnel Officea: Destroy when
5 years old.

Deatroy when 3 years old.
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PERSONNEL

RETENTION

Offlcial Personnel Folders (UPF) maintalned by Servicing Pecsonnel

Offices (SPO).
disposal information.,

See Item 71, Records Control Schedule, for apecific

CI[IE '.I.'l‘l'I.._E DESCRIFTION OFFICE OF FRIMARY RESPONSIBLLITY ALL OTHER OFFICES
23-6-1 Reassiguments
24 Tours of Duty (Ites 7da) (Item 70n)
Destroy when 1 years old. Deatroy when 3 years old.
25 Training and Development General correspondence, mesorandums, (ltem 76a(1)) (ltem 76a(2})
agreements, and authorizations relating Personnel Office: Deatroy when Destroy when 3 years old.
to the establislment and operation of 5 years old or 5 years after com
tralning, courses, and copferences. plecion of a apecific training
program.
25-1 Agreements (ltem 76c(1)) (Itea 76c(2))
Personnel Offlcea: Destroy when Destroy when 2 years old or when
5 yearas old. superaeded or obsolete, whichewver
is aconer.
15-2 Career Flanning and Development (Item 76c(1)) (Item 76c(2))
Personnel Officea: Destroy when Deptroy when 2 years old or when
5 yeara old. superaeded or obsolete, whichewver
is aoconer.
25=3 Fellowahipa (Items 76ec(1)) (Ltem Toe(2))}
Personnel Officea: Destroy when Deatroy when 2 years old or when
5 years old. auperseded or obmolete, whichever
1s sooner.
25=4 Needs (ltem 76a(l)) (leem 76a(2))
Persomnal Officet Destroy when Destroy when 3 yeara old.
5 years old or 5 years after com—
plation of a specific training
program.
25=5 Nominations (SP-182) (Irem 76e{1)) (Item T6e(2))
Personnel Offices: Destroy when Destroy when 2 years old or when
5 years old. superseded or obsolete, whichever
la aooner.
25-6 Orientation (Item 76d)
Supervisora: Destroy when 2 years A&
old.
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PERSONNEL

HETENTION
0fficial Personnel Folders (OPF) maintained by Serviciag Persmonnel
Offices (5P0). See Item 71, Records Control Schedule, for specific
disposal Lnformation.
CODE TITLE DESCRIPTLON OFFICE OF PRIMARY RESPONGIBILITY ALY OTHER OFFICES
25-7 Flans (ltem 76a{l)}) (Ltem 76a(2)})
Personnel Office: Destroy when Daatroy when 3 years old.
5 years old or 5 years after com—
plation of a spacific training
program.
25-8 Speaker Resources (Item 76a(1)) (Item 76a{2))
Perucunel Office: Destroy when Destroy when 3 years old.
5 yaars old or 5 years after com—
- plation of a specific training
J program.
25-9 Training Courses and Seminars Subdivide by type of training 1f (Item 76a(1)(a)) (ltem 76a{l}(b})
volume warrants. Tra aide deve ARS Training alds developed by ARS
Mvislon: Destroy Destory superseded or
years after superseded or obaolete.
obsolete.
(Iten 76e(2)) (ltem 76e(2))
Trai alds develo other Traloing sids developed by other
Eﬁhn and institutions agencies titutlions
stroy aupat or Destroy when super or
obaolete. obsolete.
(Item T6g) (Item 76g)
Course announcement flles Course announcemsnt filles
Destroy when superseded or Dastroy when lupltﬁl ar
obasolete. cheolete.
25-10  Training Facilitles and (Item 76g) (Item Tog)

Equipment

Destroy when superseded or
obaolete.

Destroy when superseded or
obsolete.

25=11

Training Programs

25-11-1

ARS Executive Development Progras

25=11-2

Fellowship Program

25-11=1

Graduate School Programs
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PERSONNEL

RETENTION
Official Parsonnel Folders (OFF) maintained by Servicing Personnel
Officen (5PD). See Item 71, Records Control Schedule, for mpecific
disposal information.
TITLE DESCRIPTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES

:
=

25-11-4 Management Education Program {MEF)

25-11-5 Research Apprentliceship Program

25=11-6 HResearch Engineer Recrultment and
Development Program

25-11-7 Sabbatical Program

25-11-8 Senlor Emecative Service Candidate
Developsent Program

25-11-% Training and Development Program (TAD)

25=11-10 Upward Mobility Program

25-11-11 Wock Study Program

25-11  Maivers (ITtem 76c(1)) (Ltem 76c(2))
Personnel Offices: Destroy when Dastroy when 2 years old or when
5 yoars old. superseded or obsolete, whichever
im mooner.
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