
REQujiin FOR .RECOR.SPOSITION AUTHORI~ 
• (See Instrucuons on reverse) 

TO:	 GENERAL SERVICES ADMINISTRATION, -~2--(
NATIONAL ARCHIVES AND RECORDS SERVICE, rlASHINGTON, DC 20408 

1. FROM (AGENCY OR ESTABLISHMENT)US Department of Agriculture 
2.	 MAJOR SUBDIVISION 

In accordance with the provisons 0/44 usc 3303a the disposal reForest Servic~.e ouest, Including amendments. IS approved exceot for Items that,may 
3. MINOR SUBDIVISION	 be stamped "orsposat not approved" or "Withdrawn" In column 10 

Personnel	 Manag~ment 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT. 1-15..e~ 

[)t/leNorir.a G. Mosby	 382-9897 
6. CERTIFICATE	 OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in ~tters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent
retention. 

C. DATE	 E. TITLE 

Records Management Officer 
7. 8. DESCRIPTIO OF ITEM 9. 10. 

ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 
JOB	 NO 

File designations 6140, 6150, and 6160 were generally
approved under NN-166-136 (March 14, 1966.) 

/1.	 6140-1 Employee Development (Includes policy, GRS~~Ob
 
responsibilities, delegations, training records, Annual (1) (s~)
 
Training Report, Supervisory training and executive NN-166
 
development. Case file by subject as needed. See 19.4 36 It. 5
 
for instructions on filing functional training material 11388
 
under applicable subject.)
 

All offices: Destroy when 5 years old or 5 years
after completion of a specific training programs. 

/2.	 6150-1-1 Policy and Principles (Includes general

correspondence and records relating to general

guidelines for formulation of classification
 
programs.)
 

~ All offices: Destrsy when superseded or obsolete. 

:Des~ w~ 3 Ltf'S, old, 

STANDARD FORM 115 
ReviSed April, 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-114 



Reques'l 

7, 
ITEM NO 

for Records Disposition Authority-Continuation 

S, DESCRIPTION OF ITEM 
(WIth Inclusive Dates or Retenllon Periods) 

JOB NO 

9, 
SAMPLE OR 

JOB NO 

PAGE OF 

'2 0;: 5 

11), 

AC I'ON TAKEN 

/3. 6150-1-2 Standards (Includes OPt! standards determining
title, series and grade based on duties responsibility
and qualification requirements.) 

~~crt..~,/- All Offices: Destroy § yettr~ after posi!:iefl io 
abeliohed er dC6criptioA is superseded • 

GRS 7a 
(I) 

(~ 

[ere::... rrvv~'11 
-/ 

.; 4. 6150-1-3 Standards DeveloPQent (Includes general
correspondence and records related to the development
of standards for classification of positions peculiar
to the agency and OPM approval or disapproval.) 

I All Offices: Destroy 5 years after position is 
abolished or description is superseded. 

GRS 1-7 
()2~ 

[5~) 

J 5. 6150-1-5 Evaluation Process (Includes correspondence,
subject files related to the evaluation of position's
being classified. Washington Offices segregates
fjlcs by Regions.)

!/ All Offices: Destroy when position is abolished 
or description is superseded. 

/6. 6150-1-6 Appeals (Includes case files relating to 
classification appeals.) 

All Offices: Destroy 3 years after case is closed. 

6150-2-1 General Schedule Pay System (Includes
general correspondence related to GS eQployees
P.1Y, OPt1 salary tables issued annually.) 

j/ All Offices: Destroy record wh en 3 years old. 

/8. 6150-2-2 Federal Wage System (Includes general 

I correspondence related to wage employees, wage
schedules.)

i 
I 

;/- All Offices: Destroy records whe n 3 years old. J 

""9. 

115-203 

6150-2-3 Other System (Includes general 
correspondence related to PL-313 eQploy~e, AD 
lire pay plan, SES employee pay schedules.) 

Four copies, Including orlglnol, to be submlned 10 the Nallonal 

I r't I 1'\,"), I ~,;'1w3A7 

Archlv •• 

) 
STANDARD FORM 1:5-'" 
ReVised July 1974 
Prescrrbed by Gene'~1 <'ervlces 

Aormnrstranon 
FPMR (41 CFR) 10' '14 



JOB NO PM,' OFRequoGt for Records Disposition Authority - Continuation . 3 of 5-------r----------------------------------------L---~------4_-
9.

7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (WIth Inclusive Dates or Retent.on Peroods) JOB NO AClleN TAKEN 

./10. 

a. hlashington Office: Destroy when~ years old. 

b. Regions, Areas, Stations: 
years old. 

3 
Destroy records when)l 

c. All other offices: Destroy records when 3 years 
old. 

6150-2-4 Deleted 'J 
I' 

-/ 

Jll. 6150-3 Pay Adminis ration (Includes ge~al
correspondence re ted to employee pa~~~:blems,
pay checks, pay ays; policy and p~o edural memoranda 
concerning pay administration and rrespondence
too broad to e filed under a spe 'fic tertiary
subject hea ng.) 

a. Washi gton Offices: 
old. 

b. 

c All other 
old. 

6150-3-1 Premium Pay (Includes general correspondence,
memoranda related to overtime, comp time, compensable 
travel, miximum pay limitation, hazard pay and 
differentials.), 

~ All Offices: 
J 

Destroy records when~years old. 

t13~ 
1)£97
ces /(~) 

, 

6150-3-2 Fair Labor Standards Act (FLSA) (Includes
correspondence, memoranda and other records related 
to pay under FLSA.) 

.sTo All Offices: Destroy records when,Yyears old. 

Note: 6150-3-2 was previously titled Compensable
Travel. This subject is now merged with 6150-3-1 
item t/12. 

J 14. 

. 
115-203 

I 
I 
I1_ 

6150-3-3 Hazard Pay is deleted. SU9ject materials 
is merged with 6150-3-1, item t112. 

-"----,- -- -------,-------- ---, -----
Four copies, Including original. to be submitted to the Nallonal Archive. 

] 

STANDARD FOR~ "5-A 

Revised July 1974 
Prescribed by Gen,,,,,' Services 

Administration 
FPMR (41 CFR) 10' -" 4 

http:Retent.on


_______ 

PAGE OFJOB NORequest for Records Disposition Authority-Continuation I 4 of 5 

9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (WIth Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

---.---I,f----------------------------- -------1,.-------1---- ----

vIS. 

17. 

1"18. 

-/19. 

10.
 

6150-3-4 Allowances (Includes general correspondence
memoranda and other records related to Remote Site 
Allowance, cost of living allowance, uniforms and 
types of employee allowance.) 

JI All Offices: Destroy records when)" years old. 

6150-3-5 Waivers and Claims (Includes general
I correspondence nnd case files related to waivers 

of over payment and back pay claims.) 

I All Offices: Destroy after GAO audit or 3 years
after case is closed ~lich ever is earlier. 

I 6150-3-7 Garnishments (Includes general
i correspondence, memoranda and other records pertaining
I to AD 747.) 

..3 Destroy years old.ilAll Offices: records when]l 

II r~ote: Exception taken to CRS 2-23 

I 
I
 
I
 

i 6160-1-1 Holidays (Includes general correspondence,I memoranda related to policy and procedures concerningi holidays and holiday designations.)! 
I 
iI y. All Offices: Destroy records when 3 years old. 

I 
!I 6160-1-2 Alternative Work Schedules (Includes
I general correspondence, policy and Lmp lcmcn t ingI instructions concerning alternative work schedules.) 

j /. All Offices: Destroy records when 3 years old. 

6160-2-1 Leave Administration (Includes general

correspondence concerning leave.)
 

-3 
Washington Office: Destroy records when)if'years 
old. 

a. 

I 
I 

! b. Reg Lo ns , Areas, Stat ions: Destroy records when 
I 37years old.I 
i c. 61d.other offices: Destroy records when 3 years
i 
I.l- • 

Four copies. Including original. to be submlHed to the NAtional Archlv •• 

-/
 

~) 

'--- -'--_ 

STANDARD FORM j 15-A 
ReVised July 1974 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 10,-114 

115-203 



JOB NO Pfo.. ~E 'JFReque9. lor Records Disposition Authority - Continuation . S ')f 5 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM (ole (WIth tnctusive Oates or RetentIon Penods) ,,~.i.ON TAKENJOB NO 

~. ---t--6-16-0---2---2--L-e-a-v-e-R-e-s-t-o'-r-a-t-l-' .---- ..--~---.--i-.-o--n--C-a-s-e-F-i-I-e-s-(-r-n-c-l'-u-d-e-s .-----

documentation and general correspondence in
 
identifying criteria to determine forfeited
 
annual leave.)


I/o All Offices: Destroy closed case file 6 years

after the date of determination.
 

I
 
I 6160-3 Reports is deleted.
 

I 
I 
i 
I 
I 
I 
I 

I 
i
I 
I 
I 

. 
115-203 

.__.J . __ ._--------- ---------- -----. 
Four copies, Including original, to be submitted to the National Archives STANDARD FOl'.M llS-A 

RevIsed July , 97~ 
Prescrobed by G,,,,, "! Services 

Aormrustranon 
( I! 1 1'1';' I (I rI7·'.1R7 FPMR (4' CFR) ,1: "4 


