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USDA Records Management 2021 
Paper-Based Version 

 
 

NOTICE: 
This is intended to be a paper-based version of the course with the intent to be printed out.  For 
accessibility purposes, a Section 508 compliant version of the course is available on AgLearn 
at: https://AgLearn.usda.gov.  
 
Within the document, links to the glossary are disabled. Glossary items can be identified with 
the triangle symbol: ►. 

 
All USDA Employees and Contractors are required by the Federal Records Act of 1950 and 
Departmental Regulation 3080-001, Records Management to receive training on properly 
identifying and managing their official Federal records. Federal records are any material that 
provides documentation of USDA’s operations, functions, policies, procedures, decisions, and 
other activities.  
 
If you have Records Management or course content related questions, please contact your 
Agency Records Officer. (See Appendix II). 
 

Instructions for Completing this Course: 
A passing score of 80% or higher is required to receive credit for this course. Submit your Quiz 
to your Agency AgLearn Point of Contact for grading.  Your Agency AgLearn Point of Contact 
will track your score and advise the AgLearn Training Team of your course completion date. 
 

USDA Records Management 2021 
Welcome to the Records Management Fundamentals Course. This course is designed to help you 
know your basic responsibilities for managing Federal records, including the laws, policies and 
procedures that govern Federal records management. 
 
You will learn how to determine if the information that you work with is considered a Federal 
record, how to manage Federal records, and what resources you can consult to get more 
information about records management.  

  

https://aglearn.usda.gov/
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Why Records Management Matters 

Telling the Nation’s Story 

 

The work you are doing today, captured in your Federal 
records, may be saved forever to allow historians to 
understand how your agency and your work contributed 
to the nation. 

Federal records tell the story of the actions taken by the 
government and provide us with the history of the nation. 

Federal records help citizens hold the government and 
government officials accountable for their actions. They 
enable us to accurately understand our past and who we 
are as a nation. 

 

 

► Federal Records 

"Includes all recorded information, regardless of form or characteristics, made or received by a 
Federal agency under Federal law or in connection with the transaction of public business and 
preserved or appropriate for preservation by that agency or its legitimate successor as evidence 
of the organization, functions, policies, decisions, procedures, operations, or other activities of 
the United States Government or because of the informational value of data in them. Library and 
museum material made or acquired and preserved solely for reference or exhibition purposes, 
extra copies of documents preserved only for convenience of reference, and stocks of 
publications and of processed documents are not included." (44 U.S.C. 3301) 



3 
 

Why Records Management Matters 

• Contributes to the smooth operation of Agency programs by making readily available 
the information needed for decision-making and operational readiness; 

• Facilitates the effective performance of program activities; 
• Protects the rights of citizens, businesses, and the Agency; 
• Provides continuity in the event of a disaster; 
• Protects information from inappropriate and unauthorized access; and 
• Helps the USDA meet statutory and regulatory requirements. 
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Why Records Management Matters 

This training is designed to help you: 

• Know your records management (RM) responsibilities; 
• Determine how to identify a Federal record; 
• Understand fundamentals about how to manage Federal records; and 
• Identify resources to help with RM. 
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What is Records Management? 

Records Management is: 

“The planning, controlling, directing, organizing, training, promoting, and other managerial 
activities involved with respect to records creation, records maintenance and use, and 
records disposition in order to achieve adequate and proper documentation of the policies and 
transactions of the Federal government and effective and economical management of Agency 
operations.” 6 CFR 1220.14 

 

What that really means is… 

We are required to create and manage information that documents our work, safeguard 
information that needs to be protected, and keep or dispose of Federal records according to an 
approved records schedule. A records schedule is a document that tells you how long to keep 
specific types of records and what should happen to those Federal records when you no longer 
need them. 

► Disposition   A comprehensive term that includes: - Destruction (disposal) of temporary 
records no longer needed for the conduct of business; - Transfer of inactive records to a Federal 
Records Center; - Transfer of permanent records, determined to have sufficient historical or other 
value to warrant continued preservation, to NARA; and, - Donation of temporary records to an 
eligible person or organization after the authorized retention period has expired and after NARA 
has approved the donation. 

► Records Schedule   A document, approved by NARA, which provides authority for the final 
disposition of recurring or nonrecurring records. Includes Standard Form 115, Request for 
Records Disposition Authority, and the General Records Schedules (GRS). Records shall not be 
destroyed except as authorized by an approved records schedule. 
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Roles and Responsibilities 

 

In the past, most Federal records were created 
in print. Now, however, most government 
information is created and maintained 
electronically. 
 
Regardless of format, the basic rules of 
records management are the same for all forms 
of media that contain Federal information. 

Those rules are codified in the law and Federal 
regulations. USDA Departmental Regulation 
DR 3080-001, Records Management, also 
defines your responsibilities for records 
management. 

 

Roles and Responsibilities 

Title 44 USC, Chapter 31 § 3101 states: 

The head of each Federal agency shall:  

§ 3101 “Make and preserve records containing adequate and proper documentation of the 
organization, functions, policies, decisions, procedures, and essential transactions of the agency 
and designed to furnish the information necessary to protect the legal and financial rights of the 
Government and of persons directly affected by the agency’s activities.” 

§ 3105 “Establish safeguards against the removal or loss of records they determine to be 
necessary and required by regulations of the Archivist.  Safeguards shall include making it 
known to the officials and employees of the agency- 

(1) That records in the custody of the agency are not to be alienated or destroyed except in 
accordance with sections 3301-3314 of this title, and 
 
(2) The penalties provided by law for the unlawful removal or destruction of records. 

Remember that if you are not taking care of your records properly, then you may be breaking 
the law!
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Roles and Responsibilities 

Employees and Contractors will: 

• Create and manage information that documents work; 
• Safeguard records and information; 
• Organize files in a manner that facilitates efficient and effective retrieval of information; 

and 
• Coordinate with Agency Records Officers (AROs)  regarding all aspects of RM, 

including schedules and dispositions. (See Appendix II). 

Employees and Contractors will NOT: 

• Remove or destroy Federal records from offices without authorization and an approved 
schedule; 

• Mix Federal records with contractor records, personal information, or non-record 
materials; and 

• Share or distribute Federal records and information with non-government entities without 
prior approval. 

Employees and Contractors are prohibited from destroying any unscheduled records.  

Unscheduled Federal records are records that are not covered by an approved records schedule. 
They must be treated as PERMANENT Federal records until a NARA approved retention 
schedule has been implemented. 

Office/Program Managers should: 

• Perform reviews of RM activities to help ensure compliance with legal and regulatory 
requirements; 

• Identify the official office of record; 
• Specify if the data being created is a Federal record; and 
• Apply appropriate disposition instructions for files being created. 

► Non-record materials Federally owned informational materials that do not meet the statutory 
definition of records (44 U.S.C. 3301) or that has been excluded from coverage by the definition. 
Excluded materials are extra copies of documents kept only for reference, stocks of publications 
and processed documents, and library or museum materials intended solely for reference or 
exhibit. May include: - Reading file copies of correspondence; - Tickler, follow-up, or suspense 
copies of correspondence; - Identical duplicate copies of all documents maintained in the same 
file; - Extra copies of printed or processed materials, official copies of which have been retained 
for record purposes; - Superseded manuals and other directives maintained outside the office that 
is responsible for retaining them; - Blank forms; - Catalogs, trade journals, and other publications 

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
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or papers that are received from Government agencies, commercial firms, or private institutions 
and that require no action and are not part of a case upon which action is taken. 

► Unscheduled Records Records whose final disposition has not been approved by NARA. 
Unscheduled records may not be destroyed or deleted. 

► Data Raw facts, figures, and concepts structured in discretely defined fields, and processes or 
placed in a specific context to become information. 

 

What are Federal Records, Non-Record Materials, and Personal Papers? 

Federal records are any recorded information: 

• Regardless of form or characteristics; 
• Made or received by a Federal agency under Federal law; 
• Made or received by a Federal agency in connection with the transaction of public 

business; and 
• Preserved or appropriate for preservation by a Federal agency or its legitimate successor 

as evidence of the activities of the U.S. government or because of the informational 
value. 

Examples: 

• Official correspondence 
• Grant requests 
• Performance appraisals 
• Contract files 
• Purchase receipts  

 

What are Federal Records, Non-Record Materials, and Personal Papers? 

Non-record materials are defined as:  

“...Library and museum material made or acquired and preserved solely for reference or 
exhibition purposes, extra copies of documents preserved only for convenience of reference, and 
stocks of publications and of processed documents.” 

44 U.S.C., 3301, Definition of a Federal Record 
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Keep in mind that non-record materials are still owned by the agency.  Therefore, the 
materials may have evidentiary value and still need to be turned over for Litigation or Freedom 
of Information Act (FOIA) requests. 

Examples: 

• Duplicates of documents maintained in the official files and extra copies of 
correspondence 

• Rough notes, calculations, or non-substantive* versions of drafts assembled, created and 
used to prepare or analyze other documents, also called "working papers" 

• Documents used only for reference or exhibition purpose 
• Catalogs, trade journals and other reference materials 
• Stocks of publications 

*Substantive versions of drafts assembled, created and used to prepare or analyze other 
documents may be Federal records.  Contact your Agency Records Officer for assistance. (See 
Appendix II). 

► Working Papers Preliminary drafts, rough notes, and similar materials used to prepare final 
copies. Working papers may meet the statutory definition of records and shall be maintained to 
ensure adequate and proper documentation if: - They were circulated and made available to 
employees other than the creator for official purposes such as approval, comment, action, 
recommendation, follow-up, or to communicate with agency staff about agency business; and - 
They contain unique information, such as substantive annotations or comments that adds to a 
proper understanding of the agency's formulation and execution of basic policies, decisions, 
actions, or responsibilities 

 

What are Federal Records, Non-Record Materials, and Personal Papers? 

Recorded information is defined as: 

 

“...all traditional forms of records, regardless of physical form or characteristics, including 
information created, manipulated, communicated, or stored in digital or electronic form.” 

44 U.S.C., 3301, Definition of a Federal Record 

 

  

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Is it a Federal Record? Ask yourself… 
 
1.  Was it made or received for official business? 

2.  Does it provide evidentiary support for any of my agency’s: 

• Policies 
• Functions 
• Decisions 
• Procedures 
• Missions 
• Programs 
• Projects or activities 

 

What are Federal Records, Non-Record Materials, and Personal Papers?  

Personal papers or files are documentary materials owned by an official or staff member that are 
not used in the transaction of agency business but may be in a government office.   

Personal papers are: 

• Related solely to an individual's private affairs; 
• Not used for agency business; 
• Kept separate from Federal records and non-record materials; and 
• Labeled as personal files. 

Examples: 

• Employee copies of your performance appraisal and personnel actions 
• Non-work related email to a friend 
• Magazine article you brought to the office 

► Personal Papers Personal papers are documentary materials, or any reasonably differentiable 
portion thereof, of a private or nonpublic character that do not relate to, or have an effect upon, 
the conduct of agency business. If information about private matters and agency business appears 
in the same document, the document shall be copied at the time of receipt, with the personal 
information deleted, and treated as a Federal record. 
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► Documentary Materials A collective term for records, non-record materials, and personal 
papers that refers to all media containing recorded information, regardless of the nature of the 
media or the method(s) or circumstance(s) of recording. 

 

What are Federal Records, Non-Record Materials, and Personal Papers? 

 

How do I identify Federal Records? 

 

If you answer "yes" to any of these questions, you may have a Federal record: 

• Are you or your office the creator of the record? Did you generate or receive the 
information to use for your technical/administrative work in conducting business? 

 

• Does it contain informational value as evidence of your organization's functions, policies, 
decisions, procedures, operation, mission, programs, projects, or activities? 

 

• Does it document business actions, such as: what happened, what was decided, what 
advice was given, who was involved, when it happened, the order of events, and 
decisions? 

 

• Is it an original document related to agency business that does not exist elsewhere? 

 
Note:  Federal records can be in any format, including but not limited to: electronic documents, 
data systems, and email messages. Think content, not format.  
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

How do I identify Non-Records? 

 

If you answer "yes" to any of these questions, you may have a non-record: 

 

• Is it a draft or interim document that has not been circulated to others or does not contain 
substantive comments, and for which there is a final version being maintained?  

 

• Is it published or processed information that you received and use as reference? 

 

• Is it a copy of a document or correspondence kept only for convenience of reference on 
which no action is taken? 

 

• Is it information which is accumulated and maintained at the workplace, but which does 
not affect or reflect the transaction of your program business? 

 

• Is it junk mail or documentation that has no work-related informational or evidentiary 
value? 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Are these Federal Records? 

 

Select the items that are records 

 

A. A letter that you received from a Member of Congress  

  

B. A Twitter post about the results of a new USDA study  

 

C. An email inviting your colleague to join you for lunch  

 

D. A comment received from the public on USDA’s Facebook page  

 

E. Copies of your signed time sheets that you keep on your computer  

 

F. An email regarding the status of process a grant request  

 

G. A copy of the dictionary 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Are these personal papers? 

 

Select the items that are personal papers. 
 

A. A letter that you received from a Member of Congress  

 

B. A Twitter post about the results of a new USDA study  

 

C. An email inviting your colleague to join you for lunch  

  

D. A comment received from the public on USDA’s Facebook page  

 

E. Copies of your signed time sheets that you keep on your computer  

 

F. An email regarding the status of process a grant request  

 

G. A copy of the dictionary  
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Quick Review 

 

• Federal records - Related to official business. They document work done, decisions 
made, correspondence sent and received, transactions, and what events took place, who 
was involved, and other related topics. 

 

• Non-records - Extra copies kept only for reference, reference materials, library materials, 
commercially published books, journals and magazines, office supply catalogs, blank 
forms, junk mail, artifacts and copies of records used in museum exhibits. Drafts or 
working papers are usually considered non-records once you have a final version. 

 

• Personal files - Not related to work. Personal medical appointment reminder notes, 
grocery lists, your child's sports team practice schedule, and other information not 
connected to your job. 

 

 

What are Federal Records, Non-Record Materials, and Personal Papers? 

 

How do I know? 

 

How can you know whether something is or isn't a Federal record? 

 

• Look at what it is; 
• Look at who created, received or used it 
• Look at how it's being used; and 
• Look at why the person or organization has it. 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Review and Practice 

 

We'll describe several scenarios on the following screens. 

 

Read each one, then decide whether the information described is a Federal record, non-record, or 
personal file.  
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

Your Records Officer/Records Manager (RO/RM) has given you several PDF files containing 
the agency records schedules that apply to the records you create, receive, and maintain at your 
workstation. The PDF files you received are: 
 

A. Federal records  

 

B. Non-records  

 

C. Personal files 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

You have saved copies of every electronic timesheet that you ever signed and subsequently 
forwarded to your supervisor for approval. These "just in case" copies are: 

 

A. Federal records  

 

B. Non-records  

 

C. Personal files  
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

Three weeks ago, the agency sent an email about upcoming construction in the parking garage. 
You subsequently tripped in the parking lot due to construction debris at the building entrance 
and were injured. Your undeleted email should now be treated as a: 

 

A. Federal record  

 

B. Non-record  

 

C. Personal file 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

You have been tasked with cleaning up the office shared drive. The shared drive has been 
officially designated by management as a "library of information resources." Therefore, the files 
on the shared drive should be considered a collection of: 

A. Federal records  

  

B. Non-records  

 

C. Personal file  
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

A scientist who works for the National Institutes of Health gathers research data and writes a 
report describing the effects of loud rock concerts on hearing loss. He does this work as part of 
his job, but he is deeply interested in the topic, having been to many concerts over the years. He 
thinks the research and the report he wrote are personal files, because he created them. 
Is he right? Select the best answer below. 

 

A. No. Since he did the work as part of his job, the research and report are Federal records.  

 

B. Yes. They are personal files because he personally created them.  

 

C. No. They are not personal because they deal with lots of people, not just the scientist. 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

Gina keeps her work calendar up-to-date in her agency's email system. The calendar includes the 
appointments she has for meeting with other agency teams, the conference calls she has 
scheduled, and the dates she will be on vacation. She sometimes also adds reminder notes about 
medical appointments, concert tickets, and weekend lunches with friends to this calendar. What 
is Gina's online calendar? 

 

A. It's considered a Federal record, because she is using it for personal business.  

  

B. It's a Federal record with some personal information mixed in.  

 

C. It's a non-record, because she is using it for both official and personal business.  

 

D. The entire calendar is a personal file, because it relates to her personal schedule.  
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

An employee of the Social Security Administration keeps several photographs of her 
grandchildren on her computer desktop at work. The photographs were all taken at the last Take 
Your Child to Work Day, when the children visited their grandmother's office. The employee 
was given digital copies of the photographs by the person who coordinated the event. What are 
the digital photos on the employee's desktop? 

 

A. Federal records for the Social Security Administration  

 

B. Non-records for the Social Security Administration  

 

C. Personal files for the employee 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

The Army Corps of Engineers has received several thousand emails, letters, tweets, Facebook 
posts and faxes from citizens speaking out about a planned oil pipeline. What are these electronic 
and paper communications? 

 

A. Only the letters and faxes are Federal records. The other items are non-records.  

  

B. All of the communications are Federal records.  

 

C. Only the electronic communications are Federal records.  

 

D. None of the communications are Federal records, because there are so many of them. 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

A supervisor has a file of handwritten and electronic notes documenting performance and 
behavioral problems, work activities, and accomplishments of the employees in her department. 
What is this file? 

 

 

A. Federal records  

  

B. Non-records  

 

C. Personal files 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Great job! 

  

Where would you like to go from here?   

 

For additional questions, continue. If you are finished with this section, skip to Page 33. 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

A regional office of the Federal Aviation Administration has created an exhibit highlighting the 
history of flight. The exhibit includes memorabilia from several airlines from the 1950's and 
1960's and an original document signed by the first administrator of the agency. One wall of the 
exhibit also features a giant copy of some blueprints of an early FAA facility in the area. 
What are the items in the exhibit? Select all that apply. 

 

 

A. The giant copy of the blueprints and the artifacts are non-records.  

 

B. The original document is a Federal record.  

 

C. None of the items in the exhibit are Federal records.  

 

D. All of the items in the exhibit are Federal records. 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

You are working on a Federal task force investigating the appearance of unidentified lights 
hovering over various U.S. cities. Your team is preparing a report summarizing the available 
evidence and communicating the task force's conclusions. You have created several drafts of the 
report along the way, but today, Agent Scully, who leads the team, signed the final version of the 
report. What are all the previous drafts of the report likely to be? 

 

A. Federal records. These were created as part of your official work, so all versions of the report 
must be kept.  

 

B. Non-records. These are working papers that can be deleted when the final report is issued.  

 

C. Personal files for Agent Scully. 

 

 

 

 

 

 

 

 

What are Federal Records, Non-Record Materials, and Personal Papers? 
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Federal Records, Non-Records, and Personal Files - Review and Practice 

 

The Fish and Wildlife Service contracts with a private-sector company to conduct a specialized 
study that includes mapping wilderness areas, gathering data on species of animals and plants, 
and communicating the study results in a report, which is then posted on the agency website. 
What are the maps, data sets, and report? 

 

 

A. The maps, data sets, and report are all Federal records.  

  

B. The report is a Federal record, but the other items are property of the company.  

 

C. All of the items are property of the company / none are Federal records.  

  

D. The maps and data sets are Federal records, but the report is not. 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

Jane recently graduated from a university and now works for the U.S. Mint. She is contacted 
through her personal email account by a former classmate who is working for another Federal 
agency. In the email, the former classmate asks Jane several questions related to a project Jane is 
leading for the U.S. Mint, and he asks her how his agency can become involved in the project. 
What should Jane do? 

 

A. Jane should forward the email to her official U.S. Mint account immediately and should 
respond from her work email account.  

  

B. Jane should reply from her personal account.  

 

C. Jane should reply from her personal account but cc: her work account.  

  

D. Jane should conduct all her project correspondence through her personal email account 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

Your agency decides to adopt a cat from a local animal shelter to help promote its animal welfare 
initiatives. Noodles, the new agency spokescat, soon has his own YouTube channel, Twitter 
feed, Pinterest board and Instagram account chronicling the daily activities of the now-famous 
feline as he naps on agency desks, promotes agency programs and chases invisible bugs. An 
agency staffer posts on behalf of Noodles, because while cats rule the internet, they can't type 
very well. What are the posts on Noodles' social media accounts? 

 

 

A. Personal files for the cat  

  

B. Personal files for the staffer who posts on behalf of the cat  

  

C. Federal records of the agency  

  

D. Non-records for the agency 
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What are Federal Records, Non-Record Materials, and Personal Papers? 

 

Federal Records, Non-Records, and Personal Files - Review and Practice 

 

Last week, your supervisor emailed you to let you know that you are to receive a special award 
for excellent service to the agency. The email includes a PDF file with a memo announcing your 
award, and the message says a copy of the notice will be placed in your Official Personnel 
Folder. You print out the memo and put it on your refrigerator at home so you will see it every 
day when you make your morning coffee. Is it okay for you to do that? 

 

A. Yes, because this is your personal copy of the memo. The Federal record is retained by the 
agency.  

  

B. No, because you can't take Federal records home. 
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Records Lifecycle 

  

Records managers often use a model called the Records Lifecycle to describe how a Federal 
record is handled throughout its lifespan. The records lifecycle has three main phases. 

 

• Create or Receive; 

 

• Maintenance and Use; and 

 

• Disposition. 

 

 

► Records Lifecycle An archival concept that describes the lifespan of a record, from its 
creation or receipt to its final disposition. The records lifecycle is divided into the following 
stages or phases; creation/receipt, maintenance and use, and final disposition. 
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Records Lifecycle 

 

Create or Receive (Step 1 of 3) 

 

This includes the capture of Federal records in order to provide adequate and proper 
documentation of government activities. This includes: 

  

• Capturing information about the record; 

 

• Connecting related records; and 

 

• Identifying the correct records schedule for the record. 

 

 

Records Lifecycle 

 

Maintenance and Use (Step 2 of 3) 

 

This includes: 

 

• Storing and retrieving Federal records; 

 

• Using records for daily business; 

 

• Securing Federal records and backing up electronic files; 

 

• Choosing good on-site and off-site storage; 
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• Protecting the accuracy and authenticity of the information; and 

 

• Ensuring electronic Federal records are migrated to readable formats when a system of 
software becomes outdated. 

 

Records Lifecycle 

 

Disposition (Step 3 of 3) 

 

This includes: 

  

• Following the disposition instructions on the records schedule for both paper and 
electronic records including shared drives, SharePoint or any other electronic platform; 

 

• Transferring inactive Federal records to NARA approved, off-site storage; 

 

• Destruction of temporary Federal records; and 

 

• Accessioning of permanent Federal records into the National Archives.  
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Disposition of Records 

 

Records Lifecycle 

 

What happens to a Federal record at the end of the lifecycle is determined by how valuable the 
record is to preserving history or the rights and interests of citizens.  

Most records are considered temporary. Those records are destroyed after they are no longer 
needed for agency business in accordance with an approved records schedule. A very small 
percentage of records are considered permanent and are transferred to the National Archives to 
be kept forever. 

 

 

Disposition of Records 

 

Types of Federal Records 

 

The following sections will provide general guidance on the disposition of 3 types of records: 

 

• Temporary 
 

• Permanent 
 

• Unscheduled 
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Disposition of Records 

 

Temporary Federal Records: 

  

• Are destroyed/deleted after a NARA-approved retention period; 

 

• Often require off-site storage when inactive; and 

 

• May be kept past the destruction date because of a legal hold or other valid business 
need. 

  

Examples:  

 

• Time and attendance files 

 

• Employee travel documents 

 

• Procurement files 

 

• Budget and general accounting files 

 

• Grant files 
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Disposition of Records 

 

Permanent Federal Records: 

  

• Have historical value or other value that warrants permanent preservation; 

 

• Require special care and handling; 

 

• Are eventually transferred to the National Archives; and 

 

• Are stored as part of our nation's history. 

  

Examples:  

• Executive correspondence of high-level senior officials 

 

• Directives and policy documents 

 

• Official USDA reports, decisions, press releases 

 

• High-level committee files 

 

• Operating Administration organizational charts 
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Disposition of Records 

 

Unscheduled Federal Records: 

  

• Are not covered by an approved records schedule; 

 

• Do not have an approved disposition; and 

 

• Must be treated as permanent records until a disposition is approved by NARA.  

 

Disposition of Records 

 

Litigation Holds: 

  

• Litigation holds can affect how long a record should be retained. 

 

• Litigation holds can be implemented for a variety of reasons to include (current or 
anticipated litigation, audit, Federal government investigation, Congressional inquiry, 
Freedom of Information Act (FOIA) request, Privacy Act request, or similar action). 

 

• Litigation holds are sometimes referred to as hold orders, freeze notices, preservation 
orders, or suspension orders. 

 

• Agency Records Officers can assist in determining if records are under a hold. 

 

• Records subject to a litigation hold must be preserved until the hold is lifted. 
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• USDA's Directive outlining our litigation retention policy is Departmental Regulation 
DR 3090-001, Litigation Retention Policy for Documentary Materials including 
Electronically Stored Information.  

 

► Litigation Hold The obligation of agencies, managers and individual employees to ensure 
that preservation of documentary materials that might be or might become relevant to pending or 
threatened litigation. If the documentary material was created in electronic format, it must be 
preserved in that original native format. 

 

Records Schedules and Storage 

  

The National Archives and Records Administration is the legal authority for what gets saved and 
what gets destroyed. 

Our NARA approved records schedules describe our Federal records, how long to keep the 
records and what to do when we no longer need them. 

In this lesson, you'll learn a little about records schedules and the file plans that we use at USDA 
to guide how we organize and maintain our records. 
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What is a Records Schedule? 
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What is a Records Schedule? 

 

 

 

A records schedule is a document that tells you how long to keep specific types of records and 
tells you what should happen to those records. 

 

In the U.S. Federal government, records schedules are required.  Agencies must have schedules 
for their records, and those schedules must be approved by the National Archives and Records 
Administration. 
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What is a Records Schedule? 

 

 

 

 

An approved records schedule tells us how long we must keep records to support the agency's 
work, to protect legal rights and interests, and to document our history. 
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What is a Records Schedule? 

 

 

 

 

 

Records schedules help us to make sure that everyone in the agency is retaining records for the 
same, standard amount of time, and they help us ensure that future generations will have access 
to the information they need to understand our part of history. 
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What is a Records Schedule? 

 

There are two types of Federal schedules. 

 

 

 

 

 

Administrative Records 

Records relating to budget, personnel, supply, and similar housekeeping, or facilitative, functions 
common to most agencies, in contrast to program records. 

 

In the U.S. Federal Government, we use two main types of records schedules.  The General 
Records Schedules, or GRS, cover common administrative and housekeeping records.  All 
agencies use the GRS in addition to their own unique agency-specific records schedules. 
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What is a Records Schedule? 

 

 

 

 

 

The General Records Schedules are developed and approved by the National Archives.  They are 
mandatory for all Federal agencies.  The General Records Schedules cover records like budgets, 
personnel files, travel, basic contracts, building maintenance, emergency planning, and security 
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What is a Records Schedule? 

 

 

 

 

In the GRS, you’ll find schedules for general housekeeping and administrative records – the 
kinds of records you would expect most agencies to have. The entire Federal government uses 
the GRS, and that helps us make sure that our retention of these records is consistent from 
agency to agency. 
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What is a Records Schedule? 

 

 

 

 

 

Records schedules help us ensure that we have the information we need, when we need it.  By 
using the same records schedules for the types of records we all share across the government, we 
ensure consistency and continuity across departments and agencies. 
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What is a Records Schedule? 

 

 

 

 

 

 

Of course, in addition to general administrative activities, government agencies do many 
different types of work. Each agency has its own unique mission and its own specific programs, 
and each agency will have records that directly support and document those programs. 
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What is a Records Schedule? 

 

 

 

 

Those program records, sometimes called mission records, are covered by agency-specific 
records schedules that are drafted by each agency and reviewed and approved by the National 
Archives. 

 

► Cutoff The breaking or ending of files at regular intervals, usually at the end of a fiscal or 
calendar year, to permit their disposal or transfer in complete blocks and, for subject 
correspondence files, to permit the setting up of new files. Case files are cut off at the end of the 
year in which the case is closed; a large volume of case files may need to be cut off on a 
quarterly or monthly basis. 
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What is a Records Schedule? 

 

 

You can see the unique mission and work of an agency reflected in its agency-specific schedule.  
So, the program records you'll find in the National Park Service's schedules will be different 
from those at the U.S. Mint, Bureau of Indian Affairs, Department of State, or Department of 
Education. 
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What is a Records Schedule? 

 

Elements of a records schedule: Introduction 

While the content of each records schedule will vary from agency to agency and from one group 
of records to another, most schedules share the same basic components. 

 

 

 

What is a Records Schedule? 

 

 

 

For each records series - each type of records - you'll find a title and a description.  The title 
usually reflects what the records are called in the agency, and the description helps you identify 
how the records are used and what types of materials might be included in a typical set of 
records. 
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What is a Records Schedule? 

 

 

 

The disposition is usually made up of two different parts.  The first part, the cutoff, determines 
when a file will close, and when its retention clock will start.  In this example, a file is cut off 
when the project it documents is completed or canceled. 

 

 

What is a Records Schedule? 

 

 

 

After the cutoff, the file’s retention clock starts ticking. In this second part of the disposition, we 
would close the file when the project is completed and retain the project history file for 10 years 
after the cutoff date.  
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What is a Records Schedule? 

 

 

 

Some records schedule will include transfer instruction.  In this example, we have permanent 
records.  Their historical value means they will ultimately be transferred to the National Archives 
and retained forever.  In the example, the files are first transferred to the Federal Records Center 
for storage.  Later, the files will reach their final disposition and become part of the National 
Archives. 
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What is a Records Schedule? 

 

 

 

When you need to find your own agency's records schedules, there are several key places you 
can look.  First, take a look at your organization's intranet or website.  Many agencies post their 
schedules online.  You might check your agency's orders, policies or directive, because many 
records manuals and schedules are issued that way.  Your agency's Records Officer and network 
of records contacts will be able to help.  You can also find both the General Records Schedules 
and a collection of agency records schedules on NARA's website at archives.gov. 
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What is a Records Schedule? 

 

File Plan 

A file plan provides similar information as the record schedules and is designed to provide 
instructions for how to handle the Federal records in an office or agency.  

At USDA, the information about how long to keep records is in the file plans for each 
office.  The file plans contain a description of the records, the retention period, the records 
schedule authority for the records, and whether the records are temporary or permanent.  

 

Contact your Agency Records Officer to get a copy of the file plan. 

 

► File Plan A plan designating the physical location(s) at which an agency’s files are to be 
maintained, the specific types of files to be maintained there, and the organizational element(s) 
having custodial responsibility. Also: A document containing the identifying number, title or 
description, and disposition authority of files held in an office. 

 

What is a Records Schedule? 

 

Records Storage at USDA 

Our Federal records are initially maintained in USDA offices for one year after the fiscal year is 
over. After that, we store the temporary records at a NARA Federal Records Center or NARA 
approved storage facility for the duration of the retention period.   

At the end of the retention period, permanent records are transferred to NARA for preservation 
in the National Archives. Temporary records are destroyed or deleted. 

  

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
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Key Concepts and Best Practices 

 

Electronic Messages 

The Federal Records Act was amended in November 2014 and added a new definition for 
electronic messages in 44 U.S.C. 2911.  

The law states, “The term ‘electronic messages’ means electronic mail and other electronic 
messaging systems that are used for purposes of communicating between individuals.” 

 

Federal Employees and Contractors should use official accounts to conduct agency 
business.  However, if an electronic message that meets the definition of a Federal record is 
created or received in a personal account, the message must be carbon copied or forwarded to 
an official electronic messaging account within 20 days.   

 

The statutory definition of electronic messages includes email, text messages, and social media 
posts that are official business. 

Disposition of electronic records follows the same rules as paper records.  Check with your 
Agency Records Officer for more information. 

 

 

  

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
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Key Concepts and Best Practices 

 

Capstone Introduction 

 

• Capstone is an approach to managing email at the account level, rather than on an 
individual message basis. Under Capstone, emails within NARA-approved roles, such as 
senior officials, and political appointees, are designated as “permanent," and all others are 
designated as "temporary." Emails of Capstone Officials are transferred to the legal 
custody of the National Archives in 15 years, and emails of non-Capstone Officials are 
eligible for destruction in 7 years. 

 

• Capstone is flexible and allows for various implementation approaches, such as: 
o The systematic transfer of email accounts scheduled as permanent to the National 

Archives. 
o The systematic disposal of entire email accounts scheduled as temporary. 
o Individual emails to be categorized as permanent, regardless of Capstone status. 

 

• Information on Capstone can be found on the NARA website, and the Customer 
Experience Center. 

 

NARA Capstone Website  

https://www.archives.gov/records-mgmt/email-management/capstone-training-and-
resources.html 

Customer Experience Center 

https://usdagcc.sharepoint.com/SitePages/CSN---USDA-Retention-Policy-(Capstone).aspx 
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Key Concepts and Best Practices 

 

Capstone Officials vs Non-Capstone Accounts 

To meet business needs, USDA has implemented Capstone using two retentions: one permanent 
retention for High Level/Capstone Officials and a 7-year, temporary retention for all other email 
accounts.  

Capstone Officials are generally responsible for agency, program policy and mission-related 
actions.  These email records will eventually be accessioned to NARA for permanent 
preservation. 

All Employees and Contractors should read the Capstone guidance from the Customer 
Experience Center. (See Appendix III). 

 

► Accessioned The process of transferring physical and legal custody of permanent records 
from federal agencies to the National Archives and Records Administration (NARA). Records 
that have been appraised as permanent have great value to the nation and the public interest. 
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Key Concepts and Best Practices 

 

Managing Email and Electronic Messaging as a Capstone Official 

Seven things to know: 

 

1. Email is a form of government communication and may contain official records that the 
Department is obligated to retain.  If you have questions about identifying Federal 
Records, please contact your Agency Records Officer. 

2. As a Capstone Official, your email records will be kept permanently.  We will 
automatically hold them at the Department for 15 years, then their ownership will be 
transferred from USDA to NARA in a process called accessioning. 

3. Federal Records – including those contained in your emails – are the property of the 
Department.  We rely on you to identify personal emails, so they are not accessioned to 
NARA. 

4. Even if you choose to delete an email, a copy will remain in the system.  It is not really 
deleted. 

5. Do not use the regular email system for classified information.  There are special systems 
set up for classified discussions.  Your Security Office and IT department can assist you 
with access to classified systems. 

6. Only use official accounts to conduct agency business.  If extenuating circumstances 
require the use of a personal account then you must carbon copy or forward to your 
official account in the Department's infrastructure within 20 days (Public Law 113-
187). Departmental Regulation DR 3080-001, Records Management, Appendix C, 
provides more information. 

7. Use official agency messaging accounts (such as the official Twitter account) when using 
electronic messaging applications to create or send a Federal record, in accordance with 
the Departmental Regulation DR 3080-001, Records Management, Appendix C. 

► Capstone Official Capstone officials are senior officials (e.g., those high on the organization 
chart) generally responsible for agency and program policy- and mission-related actions. 
Capstone officials vary agency by agency depending on an agency’s organization and how it 
carries out agency roles. The emails on associated with these accounts are considered permanent 
and will not be deleted. 

Public Law 113-187 

https://www.govinfo.gov/app/details/PLAW-113publ187/summary 

 

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
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Key Concepts and Best Practices 

 

Best Practices: 

 

• Keep Federal records organized and stored in a way that protects the records; 

• Follow agency policies for maintaining and using records; 

• Limit unnecessary copies, especially electronic files; 

• Separate records and non-record materials whenever possible; 

• Keep personal files separate from Federal records; 

• Federal records created during telework must be stored in an official file system. 

 

Key Concepts and Best Practices 

 

Employee Departures: 

• Transition Federal records to a new responsible person; 

• Ensure the records are identified and organized; 

• Ensure someone can access all electronic files that are records (e-mails, password 

protected or encrypted files); 

• Ensure the employee does not remove, delete or destroy any records; and 

• Complete Documentary Materials Removal/Non-Removal Certification and Non-

Disclosure Agreement (Form #AD-3001) in accordance with Departmental Regulation 

DR 3099-001, Records Management Policy for Departing Employees, Contractors, 

Volunteers and Political Appointees. 
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Key Concepts and Best Practices 

 

Lost or Destroyed Records: 

If an individual believes that Federal records have been removed, lost, or destroyed without 
authorization, they must follow agency procedures for reporting to the appropriate authority. 

• Notify your immediate supervisor and/or RM staff; and 
• An investigation is usually conducted to determine whether the incident needs to be 

reported to NARA. 

Agencies must report to NARA the: 

• Complete description of records, with volume and dates, if known; 
• Office of origin; 
• Explanation of exact circumstances surrounding the unauthorized action; 
• Details, when appropriate, of actions taken to salvage, retrieve, or reconstruct the records; 

and 
• Safeguards established to prevent further losses. 

 

Where to Get Help 

 

Records Management Program Staff 

 

Senior Agency Official for Records Management 

The Senior Agency Official for Records Management (SAORM) acts on behalf of the agency 
head to ensure the agency efficiently and appropriately complies with all applicable records 
management statutes, regulations, NARA policies, and OMB policies.  

The SAORM bridges the gap between the agency head and the Agency Records Officers in order 
to provide strategic direction for the agency’s records management program.  

At USDA, the General Counsel has been designated as the SAORM. 
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Where to Get Help 

The Agency Records Officers are responsible for:  

• Managing the records management program; 

• Establishing records management policies and procedures; and 

• Coordinating records management matters with various USDA offices and NARA.  

The list of USDA Agency Records Officers is available on the NARA website. (See Appendix 
II). 

 

 

Where to Get Help 

Records Managers/Liaisons/Custodians have the day-to-day responsibility for managing the 
records in a particular office. They ensure that: 

• Records are organized and filed based on the records schedule and file plan; 

• Records are transferred or disposed of on time; and 

• Office personnel understand how to follow records management procedures. 

Each program office at USDA should have a designated records custodian. 

 

  

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
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Where to Get Help 

  

All Employees, Contractors, and individuals 
performing work 

on behalf of the USDA are responsible 

for Records Management! 
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Where to Get Help 

To handle your records properly: 

Contact your https://www.archives.gov/records-mgmt/agency/departments/agriculture.html 

To obtain Agency Records Management Regulations and Directives: 

DR 3080-001 Records Management 

DR 3090-001 Litigation Retention Policy for Documentary Materials including Electronically 
Stored Information 

DR 3099-001 Records Management Policy for Departing Employees, Contractors, Volunteers 
and Political Appointees 

* Contact your Agency Records Officer to obtain a copy 

  

To learn about Federal Records Management: 

NARA Website - https://www.archives.gov/fed-employees 

  

To review Federal Regulations: 

Title 36 (parts 1200 through 1289)  - https://ecfr.io/Title-36/Part-1200  

  

To read the law: 

NARA Basic Laws and Authorities - https://www.archives.gov/about/laws 

 

  

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
https://ecfr.io/Title-36/Part-1200
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Summary and Review 

 

What is a Federal Record? 

Information in any format or medium created or received while fulfilling the duties of your 
position or conducting official business that evidences agency functions, organization, and 
activities. 

 

Why is Records Management important? 

• It contributes to the smooth operation of agency programs; 
• It protects the rights of citizens and the agency; and 
• There are legal consequences for non-compliance. 

 

Who is Responsible? 

All Employees, Contractors and individuals performing work for USDA are responsible for the 
records they create and use. 
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Summary and Review 

 

All Employees and Contractors are required to: 

 

• Create and manage information that documents your work; 
• Safeguard information that needs to be protected, including sensitive business 

information; 
• Separate personal records from official Federal records; 
• Use official accounts to conduct agency business, including official electronic messaging 

accounts; 
• Carbon copy or forward any electronic messages created or received from a personal 

account to your official account within 20 days; 
• Report unscheduled records to your Agency Records Officer and preserve them until 

there is an approved records schedule; 
• Report unauthorized destruction or inadvertent loss to your supervisor and Agency 

Records Officer; and 
• Work with your Agency Records Officer to keep or lawfully dispose of records according 

to an approved records schedule. 
 

 

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
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Summary and Review 

 

Quiz 

 

You're are almost done!  

  

You will need to score at least 80% on this short quiz in order to finish the course.  

  

After you pass the quiz, proceed to the course conclusion. 
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Summary and Review 

 

Question 1/15 

 

A proposed policy is open for public comment and you receive an email from a citizen with 
comments about the policy. Is this email a Federal record that you need to save? 
 

A. No, it is a personal email rather than official business 

 

B. No, it does not have evidentiary support for the policy 

 

C. Yes, it was received for official business 

 

D. Yes, all emails should be considered a record 
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Summary and Review 

 

Question 2/15 

 

Select all the examples of Federal records from the following list. 
 

A. Original photographs of the agency opening ceremony 

 

B. Copy of the agency's policy for contracting 

 

C. Email with coworker's family pictures 

 

D. Chat message giving a coworker directions to a building 

 

E. Chat messages determining how to handle an investigation 

 

F. Tracking sheet with comments on a draft policy and the action that was taken 
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Summary and Review 

 

Question 3/15 

 

You just received an email from a coworker letting you know that some of your friends are going 
to get together after work and go out for dinner. What should you do with this email? 
 

 

A. Keep it because any email you get may be a Federal record 

 

B. Keep it because your agency monitors all your email 

 

C. Delete all the messages you received today because your inbox is full 

 

D. Delete it because the email is personal, not related to government business 
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Summary and Review 

 

Question 4/15 

 

Which of the following actions represent your responsibilities for managing Federal records? 
Select all that apply. 
 

 

A. Organizing and filing all paper and electronic records 

 

B. Destroying materials that make the agency look bad 

 

C. Keeping personal papers separated from records 

 

D. Storing emails that contain record information 
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Summary and Review 

 

Question 5/15 

 

Which of the following actions represent your responsibilities for managing Federal records? 
Select all that apply. 
 

 

A. Coordinating with the Agency Records Officer 

 

B. Ensuring employees do not destroy records 

 

C. Copying any information that I want when I leave the agency 
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Summary and Review 

 

Question 6/15 

 

Select the statements that are true. 
 

 

A. Federal law requires that all records be scheduled for disposition 

 

B. Contractors can decide their own retention period for Federal records 

 

C. Managers and supervisors are exempted from complying with Federal records management 

 

D. Federal records that you create or receive are yours to destroy and/or to remove from your 
Agency as you decide 

 

E. Applying NARA-approved records dispositions improves Agency business operations, reduce 
costs and space needs, and ensures Federal compliance 

 

F. Official social media sites may contain records 
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Summary and Review 

 

Question 7/15 

 

Which of the following are government-owned materials: (Mark all correct answers.) 
 

 

A. Federal records 

 

B. Working papers 

 

C. Non-record materials 

 

D. Personal documents 
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Summary and Review 

 

Question 8/15 

 

Permanent records are: 
 

 

A. Destroyed after their NARA-approved retention period 

 

B. Documents of short-term interest that can be destroyed immediately 

 

C. Are never destroyed because they have historical or other research value 
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Summary and Review 

 

Question 9/15 

 

Temporary records: 
 

 

A. Have a NARA-approved schedule for which a finite retention period is based on the length of 
time the records are needed for the agency’s purposes 

 

B. Are extra copies of documents you use for reference 

 

C. Are eventually transferred to NARA for retention in the National Archives 
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Summary and Review 

 

Question 10/15 

 

Personal papers are: 
 

 

A. Temporary records 

 

B. Permanent records 

 

C. Non-record materials 
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Summary and Review 

 

Question 11/15 

 

Non-records must be retained if covered under a Litigation Hold. 
 

 

A. TRUE 

 

B. FALSE 
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Summary and Review 

 

Question 12/15 

 

Employees are required to report any apparent instances of premature or unauthorized 
disposition (for example, unlawful or accidental removal, defacing, alteration, or destruction of 
Federal records) to their immediate supervisor and their Agency Records Officer. 
 

 

A. TRUE 

 

B. FALSE 

  



81 
 

Summary and Review 

 

Question 13/15 

 

Records retention schedules describe particular records, show the length of time that the records 
should be kept, and indicate their final disposition. 
 

 

A. TRUE 

 

B. FALSE 
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Summary and Review 

 

Question 14/15 

 

Upon destroying/dispositioning Federal records, it is legally vital to: 
 

 

A. Have an appropriate Records Retention Schedule/Disposition Schedule 

 

B. Inform the public through placing an ad in the newspaper 

 

C. Notifying former employees who may have created the records 

 

D. None of the above 
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Summary and Review 

 

Question 15/15 

 

When a government employee leaves his/her position, the Federal records created by him/her 
during employment: 
 

 

A. Are his/hers to take 

 

B. Remain in the office and are turned over to the supervisor since they are the property of the 
Federal Government 

 

C. Should be shredded before he/she leaves the position 

 

D. None of the above 
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Summary and Review 

 

Quiz 

 

Exam Completed 

 

A passing score of 80% or higher is required to receive credit for this course. 
 

Submit your Quiz to your Agency AgLearn Point of Contact for grading. 

Your Agency AgLearn Point of Contact will track your score and advise the AgLearn Training 
Team of your course completion date. 

 

You have earned __ out of a possible 15 points. 

Exam Score: ___% 

 

 

Course Completion 

 

 

You have completed the course. 
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Appendix I – Records Management Statutes and Regulations 

Records Management by Federal Agencies (44 U.S.C. Chapter 31) 

(44 U.S.C. Chapter 31) 

§ 3101. Records management by agency heads; general duties 

§ 3102. Establishment of program of management 

§ 3103. Transfer of records to records centers 

§ 3104. Certifications and determinations on transferred records 

§ 3105. Safeguards 

§ 3106. Unlawful removal, destruction of records 

§ 3107. Authority of Comptroller General 

§ 3101. Records management by agency heads; general duties 

The head of each Federal agency shall make and preserve records containing adequate and 
proper documentation of the organization, functions, policies, decisions, procedures, and 
essential transactions of the agency and designed to furnish the information necessary to protect 
the legal and financial rights of the Government and of persons directly affected by the agency’s 
activities. 

§ 3102. Establishment of program of management 

The head of each Federal agency shall establish and maintain an active, continuing program for 
the economical and efficient management of the records of the agency. The program, among 
other things, shall provide for 

(1) effective controls over the creation and over the maintenance and use of records in the 
conduct of current business; 

(2) procedures for identifying records of general interest or use to the public that are 
appropriate for public disclosure, and for posting such records in a publicly accessible 
electronic format; 

(3) cooperation with the Archivist in applying standards, procedures, and techniques 
designed to improve the management of records, promote the maintenance and security of 
records deemed appropriate for preservation, and facilitate the segregation and disposal of 
records of temporary value; and 

(4) compliance with sections 2101-2117, 2501-2507, 2901-2909, and 3101-3107, of this 
title and the regulations issued under them. 

 

https://www.archives.gov/about/laws/fed-agencies.html#records
https://www.archives.gov/about/laws/fed-agencies.html#establish
https://www.archives.gov/about/laws/fed-agencies.html#transfer
https://www.archives.gov/about/laws/fed-agencies.html#certif
https://www.archives.gov/about/laws/fed-agencies.html#safeguards
https://www.archives.gov/about/laws/fed-agencies.html#unlawful
https://www.archives.gov/about/laws/fed-agencies.html#author
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Appendix I – Records Management Statutes and Regulations (cont’d) 

 

§ 3103. Transfer of records to records centers 

When the head of a Federal agency determines that such action may affect substantial economies 
or increased operating efficiency, the head of such agency shall provide for the transfer of 
records to a records center maintained and operated by the Archivist, or, when approved by the 
Archivist, to a center maintained and operated by the head of the Federal agency. 

§ 3104. Certifications and determinations on transferred records 

An official of the Government who is authorized to certify to facts on the basis of records in such 
official’s custody, may certify to facts on the basis of records that have been transferred by such 
official or such official’s predecessors to the Archivist, and may authorize the Archivist to certify 
to facts and to make administrative determinations on the basis of records transferred to the 
Archivist, notwithstanding any other law. 

§ 3105. Safeguards 

The head of each Federal agency shall establish safeguards against the removal or loss of records 
the head of such agency determines to be necessary and required by regulations of the Archivist. 
Safeguards shall include making it known to officials and employees of the agency-- 

(1) that records in the custody of the agency are not to be alienated or destroyed except in 
accordance with sections 3301-3314 of this title, and 

(2) the penalties provided by law for the unlawful removal or destruction of records. 

§ 3106. Unlawful removal, destruction of records 

(a) FEDERAL AGENCY NOTIFICATION.—The head of each Federal agency shall notify the 
Archivist of any actual, impending, or threatened unlawful removal, defacing, alteration, 
corruption, deletion, erasure, or other destruction of records in the custody of the agency, and 
with the assistance of the Archivist shall initiate action through the Attorney General for the 
recovery of records the head of the Federal agency knows or has reason to believe have been 
unlawfully removed from that agency, or from another Federal agency whose records have been 
transferred to the legal custody of that Federal agency. 

(b) ARCHIVIST NOTIFICATION.—In any case in which the head of the Federal agency does 
not initiate an action for such recovery or other redress within a reasonable period of time after 
being notified of any such unlawful action described in subsection (a), or is participating in, or 
believed to be participating in any such unlawful action, the Archivist shall request the Attorney 
General to initiate such an action, and shall notify the Congress when such a request has been 
made. 
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Appendix I – Records Management Statutes and Regulations (cont’d) 

 

 

§ 3107. Authority of Comptroller General 

Chapters 21, 25, 27, 29, and 31 of this title do not limit the authority of the Comptroller General 
of the United States with respect to prescribing accounting systems, forms, and procedures, or 
lessen the responsibility of collecting and disbursing officers for rendition of their accounts for 
settlement by the General Accounting Office. 
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Appendix II – Agency Records Officers 

 

From: https://www.archives.gov/records-mgmt/agency/departments/agriculture.html 

Beatriz Collazo 
Departmental Records Officer 
Department of Agriculture 
Office of the General Counsel 
1400 Independence Ave, S.W. 
Washington, DC  20250-1150 
202-923-5012 
beatriz.collazo@usda.gov 
Updated 03/22/2021 

Laurie Adams 
Department of Agriculture 
Agricultural Marketing Service 
1400 Independence Ave., SW 1756-S 
Washington, DC 20250 
laurie.adams@usda.gov 
202-720-7922 

Updated 5/18/2021 

Teresa McDuffie Frye 
Department of Agriculture 
Agricultural Research Service 
5601 Sunnyside Ave. 
Mail Stop 5119, GWCC-RM 4-1218C 
Beltsville, MD 20705 
teresa.mcduffie-frye@usda.gov 
301-466-0947 

Updated 5/18/2021 

 Sheniqua Harris 
Department of Agriculture 
Animal and Plant Health Inspection Service 
4700 River Road Unit 123 
Riverdale, MD 20737 
sheniqua.m.harris@usda.gov 
301-851-2528 
Updated 09/10/2020 

Teresa McDuffie Frye 
Department of Agriculture 
Economic Research Service 
5601 Sunnyside Ave. 
Mail Stop 5119, GWCC RM 4-1218C 
Beltsville, MD 20705 
teresa.mcduffie-frye@usda.gov 
301-466-0947 

Updated 5/18/2021 

David Miller 
Department of Agriculture 
Farm Service Agency 
2150 Centre Avenue 
Fort Collins, Colorado 80526 
David.Miller2@usda.gov 
 
Updated 05/12/2021 

Angela Truax 
Department of Agriculture 
Food and Nutrition Service  

Shaina DeOca 
Department of Agriculture 
Food Safety and Inspection Service 
2 Riverdale, Floor 4, 4B-04 

https://www.archives.gov/records-mgmt/agency/departments/agriculture.html
emailto:beatriz.collazo@usda.gov
emailto:laurie.adams@usda.gov
emailto:teresa.mcduffie-frye@usda.gov
emailto:sheniqua.m.harris@usda.gov
mailto:teresa.mcduffie-frye@ars.usda.gov
emailto:David.Miller2@usda.gov
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Braddock Metro Center II 
1320 Braddock Place 

2nd floor, Cubicle No. 2.0005 
Alexandria, VA 22314 
angela.truax@usda.gov 
703-305-0614 
Updated: 05/18/2021 

Riverdale Park, MD 20737 
Shaina.DeOca@usda.gov 
301-851-3600 
Updated 05/18/2021 

Daphne McBryde 
Department of Agriculture 
Foreign Agricultural Service 
1400 Independence AVE SW 
Room 3960 
Washington, DC 20250 
daphne.mcbryde@usda.gov 
202-619-8525 
Updated 05/18/2021 

Jeannette Williams 
Department of Agriculture 
U.S. Forest Service 
201 14th Street SW 
Washington, DC 20250 
jeannette.williams@usda.gov 
202-205-1306 

Updated 05/18/2021 

Vacant 
Department of Agriculture 
National Agricultural Statistics Service 
1400 Independence Ave., SW 
Room 5312B 
Washington, DC 20250 
@nass.usda.gov 
202-690-8127 
Updated 12/14/2020 

Robert Martin 
Department of Agriculture 
REE/ARS/NIFA/ITSD 
1400 Independence Ave SE  
Washington, DC 20250 
robert.martin3@usda.gov 
202-658-0401 
Updated 05/18/2021 

Tamara Matthews 
Department of Agriculture 
Natural Resources Conservation Service 
1400 Independence Avenue, S.W. RM 5648 
Washington, DC 20250-1150 
tamara.matthews@usda.gov 
202-401-0087 

Updated 5/18/2021 

  

  

Rachel Johnson (Primary ARO) 
Charlene Madsen (Alternate) 
Department of Agriculture 
Risk Management Agency 
6501 Beacon Drive, Mail Stop 801 
Kansas City, MO 64133 
816-926-3896/816-926-3406 
rachel.johnson@usda.gov 
charlene.madsen@usda.gov 
Updated 05/18/2021 

emailto:angela.truax@usda.gov
emailto:Shaina.DeOca@usda.gov
emailto:daphne.mcbryde@usda.gov
emailto:jeannette.williams@usda.gov
emailto:robert.martin3@usda.gov
emailto:tamara.matthews@usda.gov
emailto:rachel.johnson@usda.gov
emailto:charlene.madsen@usda.gov
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Andrea R. Jenkins 
Department of Agriculture 
Rural Business-Cooperative Service 
MS 0742 
1400 Independence AVE SW, RM 6900 
Washington, DC 20250 
andrea.jenkins@usda.gov 
202-692-0029 

Updated 5/18/2021 

Andrea R. Jenkins 
Department of Agriculture 
Rural Housing Service 
MS 0742 
1400 Independence AVE SW, RM 6900 
Washington, DC 20250 
andrea.jenkins@usda.gov 
202-692-002 

Updated 5/18/2021 

Andrea R. Jenkins 
Department of Agriculture 
Rural Utilities Service 
MS 0742 
1400 Independence AVE  SW, RM 6900 
Washington, DC 20250 
andrea.jenkins@usda.gov 
202-692-0029 

Updated 5/18/2021 

Erin Brando 
Department of Agriculture 
Staff Offices 
1400 Independence Ave., S.W.  
Washington, DC 20250-1150 
erin.brando@usda.gov  
202-527-0630 
Updated: 05/18/2021 

 

 

  

emailto:andrea.jenkins@usda.gov
emailto:%20andrea.jenkins@usda.gov
emailto:andrea.jenkins@usda.gov
emailto:erin.brando@usda.gov%C2%A0
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Appendix III - USDA Email Retention Governance  

 

Version 0.4  

Introduction 

In accordance with the Federal Records Act and a joint memorandum between the Office of 
Management and Budget (OMB) and the National Archives and Records Administration 
(NARA) known as M-19-21: Transition to Electronic Records, the United States Department of 
Agriculture has a legal obligation to manage its email as federal records. 

The Capstone approach, introduced by NARA and approved for use at USDA, is an approach to 
managing email records, to simplify how retention is applied to electronic email records based 
on an individual’s role.   

To meet business needs, USDA has decided to implement Capstone in accordance with NARA 
General Records Schedule 6.1 using two retentions; one permanent retention for High Level 
Officials, also referred to as Capstone Officials and a 7-year, temporary retention for all  non-
Capstone Officials.  Capstone Officials can be in a full-time or acting position.  All work-related 
emails sent or received by Capstone Officials are potentially Federal records, and by default, will 
be designated as permanent records.  These email records will eventually be accessioned to 
NARA for permanent preservation.   

To that end, effective April 16, 2021, USDA will implement this updated retention policy, 
enforcing a permanent retention for identified Capstone users, and a 7-year retention for non-
Capstone users. 

Following implementation, non-Capstone users will retain emails for a period of 7 years from the 
date of creation.  There will be an option in Outlook and/or Outlook on the web to apply a label 
for an alternative retention period of indefinitely.  This can be placed on an individual email 
message or a user-created folder.  This retention policy cannot be applied to a user’s inbox.  Mail 
will be deleted automatically after 7 years unless the user acts to keep it. 

For additional information and guidance regarding the Capstone Approach, visit NARA’s White 
Paper on the Capstone Approach and Capstone GRS, NARA’s Capstone Bulletin, or  
https://www.archives.gov/records-mgmt/email-management/email-guidance-and-resources.html. 

Should you have questions related to this policy, its implementation or records management, 
please contact USDA’s Departmental Records Management Program at 
USDADepartmentalRecords@usda.gov.    

https://www.archives.gov/records-mgmt/email-management/email-guidance-and-resources.html
mailto:USDADepartmentalRecords@usda.gov

