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TO: 	 GIENERAIL SER!VICrES ADMINISTRATION, 
 MYiONAL ARCHIVES AND RECORDS SIE!VICE, WASMiNGYON, IDC 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 

S 	 of 
2. MAJOR SUBDIVISION 

Office of Personnel 
3. MINOR SUBDIVISION 

Executive & Dev. Incentive Uni 
Ii. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT.

Judy Keith 

Incentive Awards Specialist 
 447-3266 

, LEAVE BLAll<K 

JOB NO. 

NCl-16-82-3 

DATE RECEIVED 

June 1982 
NOTIFICATION TO AGENCY 

In accordance with the provisions ol 44 U.S.C. 3303a the disposal re 
quest, including amendments, 1s approved except for items tha�may 
be stamped "disposal not approved" or "withdrawn" in col um l0 

	- 11-8'L 
Date Arcl1ii"i.•t of tilt' U11i1<'d Stale• 

6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

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

[] 	!fe. Request for immediate disposal. 

D ® 	 Request for disposal after a specified period oi time or request ior permanent 
retention. 

7. 
ITEM NO. 

(j) 

l 

IE. TITLE 

Administrative Officer Off 'c 
9.ll. DESCRIPTION OF ITEM 10.SAMPLE OR 

(With Inclusive Dates or Retention Periods) ACTION TAKEN
JOB NO. 

disposal is requested for all/ pertainin
to the Secretary's Honor Awards Ceremony Arrangements 
(i.e. Committee Membership, award purchase orders, 
approval letters to the Agencies, etc.). Microfiche
copies will be kept on each nomination, Security Check 
lists and the letter from the Secretary authorizing 
approval of the awards. All paper copies will be 
destroyed for the following years: 

1975 	 Fi1 es (See above description)
II 	 II1976 	 Files ( )
II 	 II1977 	 Fi1 es ( 	 ) 
II 	 II1978 	 Fi1 es ( )
II 	 II1979 Fil es ( 	 )
II 	 II1980 Fil es ( 	 ) 
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