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For:  FSA Offices 
 

Recordkeeping Requirements Because of the Records Retention Freeze 
Approved by:  Associate Administrator for Operations and Management 

 
 
1  Records Retention Freeze Notification 
 

A Background 
 
FSA personnel have been informed that all FSA program and administrative records are 
frozen and will remain frozen, regardless of whether or not the records are beyond their 
normal retention period.  All records must be preserved by FSA offices until further notice.  
Litigations and events that affect FSA records are: 
 
• the Tobacco Industry Litigation records freeze; in 1999, USDA placed a freeze on all 

USDA records, in all formats, both in-house and stored at FRC’s 
 
• various class actions that pertain to Agency records, such as Pigford, Brewington, and 

Keepseagle 
 

• the requirement to preserve records relating to 2005 Hurricane Programs.  All records 
pertaining to 2005  hurricanes, including Hurricanes Katrina, Ophelia, Rita, and Wilma, 
may have historical value and must be preserved by FSA offices until further notice.   

 
Note: Exhibit 3 lists specific forms used to collect data for all eligible operations, 

commodities, or livestock covered under the 2005 Hurricane Programs.  Other 
existing disaster program forms may be applicable in addition to these, as 
specified in 4-DAP, 5-DAP, 1-TAP, and Notice ECP-41. 

 
 
 
 
 
 
 
 
 
 
 
Disposal Date 
 
June 1, 2009 

Distribution 
 
FSA Offices; State Offices relay to County 
Offices 
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Notice AS-2152 
 

1  Records Retention Freeze Notification (Continued) 
 

B Purpose 
 

This notice informs all FSA offices that because of Tobacco Industry Litigation, class 
actions, and Hurricane Programs, all offices shall continue disregarding all references in 
FSA-approved Records Disposition Schedules and FSA Handbooks about destroying 
administrative and program related records.  All official records must continue being 
retained by FSA offices until further notice.  Only nonrecords may be destroyed at this time 
(subparagraph F). 
 

C Definition of Records 
 
[44 U.S.C. 3301]  “records” include all books, papers, maps, photographs, machine 
readable materials, or other documentary materials, regardless of physical form or 
characteristics, made or received by an agency of the United States Government 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 Government or because of the informational value of data in them.  
 
Records: 
 
• correctly reflect what was communicated or decided, or what action was taken 
 
• support the needs of the business to which it relates, and may possibly be used for 

accountability purposes 
 
• and information are created, captured in some form, maintained, and ultimately destroyed 

or preserved for posterity.   
 

D Approved Record Storage Facilities 
 
All FSA offices must use FRC’s and not commercial storage facilities for storing official 
records.  FRC’s are operated by the National Archives and Records Administration and are 
the only approved storage facilities for FSA records. 
 

E Transfer Procedures 
 
All FSA offices shall use the Records Transfer Desk Reference Guide at 
http://intranet.fsa.usda.gov/records_mgmt/RMMainPage.htm that outlines steps and 
procedures for transferring inactive and closed official records. 
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Notice AS-2152 
 

1  Records Retention Freeze Notification (Continued) 
 

F Destroying Nonrecord Material 
 
Nonrecord materials are U.S. Government-owned documentary materials excluded from the 
legal definition of records (subparagraph C), either by failing to meet the general conditions 
of record status or by falling into 1 of the following categories:  
 
• extra copies preserved for convenience 
• stocks of extra publications 
• excess forms (the originals are considered an official record). 
 
FSA employees may only destroy nonrecord materials at this time, because of the record 
freezes under which FSA is currently operating.  Sensitive nonrecords with Personally 
Identifiable Information (PII) must be destroyed in a manner that prevents reconstruction of 
the nonrecords.  Currently, only micro-cut shredding meets PII destruction requirements.  
Refer to current guidance issued in notices about proper nonrecord shredding techniques. 
 

G FLP Appraisal Work Files 
 
Appraiser work files must: 
 
• not be destroyed or otherwise removed from FSA when retention requirements expire 

according to the Uniform Standards of Professional Appraisal Practice 
 
• be relinquished when appraisers leave FSA appraiser employment positions; appraisers 

may make copies of their work files at no cost before departure. 
 

Note: As necessary, appraisers will be provided access to the work files on an as-needed 
basis to address future State board concerns. 

 
H Contact 

 
If there are any questions about this notice, contact John Underwood, Chief, MSD, Kansas 
City Administrative Services Branch, Information Management Section, at either of the 
following: 
 
• e-mail to john.underwood@kcc.usda.gov 
• telephone at 816-926-6992. 
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       Notice AS-2152 Exhibit 1 
 
OCIO Letter 
 

The following is a copy of the letter about retaining records for United States v. Phillip Morris. 
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       Notice AS-2152 Exhibit 2 
 
Hurricane Program Records Retention Memorandum 
 

The following White House memorandum requires USDA to retain, preserve, and maintain all 
records relating to the 2005 Hurricane Programs. 
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       Notice AS-2152 Exhibit 2 
 
Hurricane Program Records Retention Memorandum (Continued) 
 

 
 
 
6-6-08         Page 2 



       Notice AS-2152 Exhibit 3 
 
Forms Related to 2005 Hurricane Programs 
 

The following forms are used to collect data for all eligible operations, commodities, or livestock 
covered under the 2005 Hurricane Programs: 
 
• CCC-552 Citrus 
• CCC-552 F&V 
• CCC-552 Nursery 
• CCC-552 Tropical 
• CCC-770 Hurricane 
• CCC-770 LCP 
• CCC-770 LIP-II 
• CCC-770 TAP 
• CCC-894 
• CCC-894 Appendix 
• CCC-896 
• CCC-897 
• CCC-898 
• FSA-573 
• FSA-849. 
 
Note: Other existing disaster program forms are applicable, as specified in 4-DAP, 5-DAP, 1-TAP, 

and Notice ECP-41.  Regardless of whether a disaster form is listed or not for 2005 
Hurricanes, all USDA records in all formats, both in-house and stored at FRC’s, are currently 
frozen because of the Tobacco Industry Litigation freeze until further notice. 
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