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Washington, DC  20250 
 
For:  FSA State, County, and Kansas City Offices 
 

Time and Attendance (T&A) Diskettes 
Approved by:  Associate Administrator for Operations and Management 

 
 
1  T&A Data on Diskettes 

 
A Background 
 

FSA State, County, and Kansas City Offices may be storing T&A data on 3.5 inch diskettes 
originating from the outdated computer-based T&A system PC-TARE.  PC-TARE was 
replaced several years ago by the System for Time and Attendance Reporting (STAR).  
Former procedure for PC-TARE required storing copies of T&A data by pay period on 
diskettes.  Since the official record copy of T&A data is paper, these nonrecord diskettes are 
approved for destruction.  Special disposal is required according to the  
Privacy Act (5 USC 552a) because T&A data contains personally identifiable information 
(PII), such as names and Social Security numbers. 

 
B Purpose 
 

This notice provides instructions for special means of disposal to destroy T&A nonrecord 
diskettes according to approved National Archives and Records Administration (NARA) 
guidelines.   
 
Reminder:  Because of a records retention freeze required by tobacco litigation, class action 

litigation, and hurricane disasters, all official records must be retained, 
preserved, and maintained and may not be destroyed until further notice.  Only 
nonrecord items may be destroyed until otherwise notified.  See 2-AS, 
subparagraph 77 C or 25-AS, subparagraph 61 D for information on  

   nonrecords    
 

C State and County Office Action 
 

FSA State Offices shall: 
 
• ensure that the data on the diskette is unrecoverable 
• arrange for proper destruction of State and county T&A nonrecord diskettes. 
 
 

Disposal Date 
 
October 1, 2008 

Distribution 
 
All State, County, and Kansas City Offices; State 
Offices relay to County Offices 
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1  T&A Data on Diskettes (Continued) 
 
  C State and County Office Action (Continued) 

 
The diskettes may be destroyed according to the following: 
 
• shredded with appropriate shredders that can handle special media destruction  
• cut into definitively small fragments. 
 
Destruction must be performed by an FSA employee or, if authorized by the agency, a 
contractor employee. 
 
The FSA employee or contractor that destroyed or witnessed the destruction of the diskettes 
must certify destruction by memorandum detailing the record type, span of years, office site, 
and signature.  Send a copy of the memorandum by e-mail to the Kansas City Records Staff 
using 1 of the following: 
 
• e-mail at RA.mokansasc2.KCASB9Records@one.usda.gov   
• FAX at 816-823-4248 
• US Postal Service at: 
 

USDA – FSA  
 Beacon Facility – Mail Stop 8388 

PO Box 419205 
Kansas City, MO  64141-6205. 
 

Note:  FSA or contractor employees certifying destruction of diskettes may include 
signatures on the memorandum by scanning (if scanner is available ) the signed 
memorandum into a .pdf and attaching the .pdf to an e-mail or by including their 
name on the memorandum with //s// after it. 

 
Originators should retain the applicable memorandum for 2 years after the related diskettes 
are destroyed.   

 
  D Kansas City Office Action 
 
    Kansas City employees shall contact the Kansas City Records staff for assistance at 

RA.mokansasc2.KCASB9Records@one.usda.gov.  Records personnel will assist 
originators in completing KC-703 and make arrangements for certified destruction.  
Originators should retain the applicable memorandum or KC-703 for 2 years after the related 
diskettes are destroyed.   
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1  T&A Data on Diskettes (Continued) 
 
E Contact 

 
Contact either of the following MSD, Kansas City Administrative Services Branch, 
Information Management Section Records Analysts for guidance or questions about this 
notice: 
 
• Kellie Rodriguez at 816-926-6106 
• Frances Gilbert at or 816-823-2065. 
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