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Meat Grading & Certification Branch

DOCUMENT CONTROL AND RETENTION

This appendix outlines retention periods for Meat Grading and Certification (MGC) Branch
documents related to the Quality Management System and, when necessary, procedures for
securing instructions, records, and other documents.

Document Retention Controls
Period
Quality Plans Until Readily accessible in graders office. Protect to prevent
revised loss or damage, but no further security required.
Index of Technical | Until Controlled copies are maintained on MGC Branch servers
Reference revised as read-only files. Printed copies are uncontrolled but
Documents may be kept in the front of the manual during valid
period. Expired copies are removed from use.
MGC Instructions until Are available on the MGC Branch Intranet site. May also
revised be obtained in local and area manuals.
Official USDA until Readily available to all employees performing related
Standards revised duties.
Approved Until Readily available to all employees performing related
Specifications revised duties. Are available on the MGC Branch Intranet site.
Internal Review 2-3 years Maintained on the MGC Branch server by the Internal
Records Review Specialist.
Unused MGC Indefinite Lock in secure storage when not in use.
Branch Certificates
Contracts Until Seal or lock in grader’s office when not in use.
shipped
End Product Data | Until No security required. Store in grader’s office.
Sheets revised
Production Records |12-15 Seal or lock in grader’s office when not in use.
months

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on the basis of race, color, national origin, age,
disability, and where applicable, sex, marital status, familial status, parental status, religion, sexual orientation, genetic information, political beliefs,
reprisal, or because all or part of an individual's income is derived from any public assistance program. (Not all prohibited bases apply to all programs.)
Persons with disabilities who require alternative means for communication of program information (Braille, large print, audiotape, etc.) should contact
USDA's TARGET Center at (202) 720-2600 (voice and TDD). To file a complaint of discrimination, write to USDA, Director, Office of Civil Rights, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410, or call (800) 795-3272 (voice) or (202) 720-6382 (TDD). USDA is an equal opportunity
provider and employer.
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