
REQUEST FOR, (IECORD.SPOSITION AUTHORITY LEAVE BLANK 
(See Instructions on reverse)"-~ JOB NO.

9 

NCl-463-80-1 
TO: GENERAL SERVICES ADMINISTRATION, 
__N_AT_IO_N_A_L_A_RC_H_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E_,_W_A_SH_IN_G_T_ON_,_D_C_2_04_0_8__-1 DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 2-16-80 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 

A • l d Pl t H l th I t · S · In accordance with the provisions o/ 44 U.S.C. 3303a the disposal re-__n_lm_a__a_n___a_n__ea___n_S~p_e_C_lo_n__e_r_V_l_C_e_____-i quest, including amendments, is approved except for items that 
1
may 

3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

Anthony Smith 436-8520 
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 . 3 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

a B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE PRESENTATIVE E. TITLE 

e:: - Chief, Paperwork Management Branch
Fe.cl 8 Administrative Services Division 

97. 8. DESCRIPTION OF ITEM · 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE ·oR ACTION TAKEN 

JOB NO. 

The subject categories listed covers six administrative 
items and two program items of the Animal and Plant 
Health Inspection Service. These subjects are supple­
ments to Disposal Authority NCI-310-77-2 approved 
April 6, 1977. 

ADMINISTRATIVE SUBJECTS 

1 Delegations of Authority 

a. Includes order of succession and functional or 
signing delegations to offices below Division level. 

1. Record Copy 
Destroy 10 years after delegation cancelled 

2. Other Cpoies
Destroy l year after delegation cancelled. 

.1.0 
STANDARD FORM 115115-107 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



~~ Standa.rO Form No. 115-A 
Revised'No7ember 1951 Job No, _____ Page ___Prescribed by General Services Administration 
GSA Reg. 3-IV-106 of __ pages115--202 ' 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

2 Personnel Vacancy Announcements and related material 

1. Record.Copy 
Destroy l year after closing date. 

2. Other Copies
Destroy l month after closing date. 

3 Motor Vehicle Operation and Maintenance 

a. Operation records including those relating to gas 
and oil consumption, dispatching and scheduling. 

l • Record Copy· 
Destroy when 3 months old. 

2. Other Copies 
Destroy when l month old. 

b. Maintenance records, including those relating to 
inspection and repair. 

l • Record Copy 
Destroy when l year old. 

2. Other Copies 
Destroy when 6 months old. 

4 Motor Vehicle Reports 

a. Reports on motor vehicles (other than accidents, 
operation and maintenance reports). 

l • Record Copy 
Destroy 3 years after date of report. 

2. Other Copy
Destroy l year after date of report. 

5 Motor Vehicle Release 

a. Records relating transfer, sale, donation or 
exchange of vehicles • 

. 1 ." Record Copy
Destroy 4 years after vehicle leaves the Agency 

Fom copies, iaclading original, to be ,nabmitted to the National Archives and Records Service GPO: 1963-0-711-917 

https://Standa.rO


""" Standli.rd Form NO, 115-A 
Revised November 1951 
Prescribed by General Services Administration Job No, _____ 'Page ___ 
GSA Reg. 3--IV-106 

116-202 of __pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN

JOB NO. 

2. Other Copies 
Destroy l year after vehicle leaves the Agency. 

6. Real Property Management 

a. Case file of Agency-owned buildings and facilities. 

l. Record Copy ~-h/t.lA,v-'~ ~:,-u; + · 
Destl"G:Y 10 ;Years after eispgsiti9R gf property,

Porudt.,~,{J). ~~rv~ '1 ~~ ;,;,..rj -r· 
2. Other Copies vf2,iA., ~wltt 1trwt~ "?•l.c/­

Destroy upon disposition of property. 

b. Case file of Agency leased buildings and facilities, 
including GSA gacilities. 

l. Record Copy 
Destroy 1 sfcars after termination of lease. 

2. Other Copies 
Destroy upon termination of lease. 

PROGRAM SUBJECT 

7 Interstate.Inspection Facilities 

a. Case files relating to specific animal or plant 
facilities. 

l . Record Copy
Destroy 5 years after facility closes. 

2. Other Copies
Destroy l year after facility closes. 

8 Biological Production (Serial) 

a. Material relating to a specific batch or portion of, 
specific batch (subserial) of a biological product. 
Includes a serial number for identification. 

l. Record Copy 
Destroy 25 years after superseded or obsolete. 

2. Other Copies 
Destroy when superseded or obsolete. 

Four copies, incl11cling original, lo be salomillecl to the National Archives ancl R.acoru Service 

https://Standli.rd


_________________ __________________________ 

DISPOSAL AUTHORlfY tJCl-310-77-2-----------------,-------------------------------.---------------------------·RETENTION 

OFFICE OF PRIMARYSUDJECT TYPE OF MATEHIAL TO BE FU.ED 
ALL OTHER OFFICESRESl'ONSIUILITY 

------------------1---------------------------------------------~--:-,,-""",..,...__ 
ADM 4-2 (Continued) 

ADM 4-3 Delegations of 
Authori.ty 

.. 

ADM 4-4 Temporary 
Delegations 

ADM 5 EMERGENCY 
PREPAREl>NESS 

JANUARY 1978 

Includes order-of-succession and functional 
or signing delegations. Division level or 
higher. 

Includes order-of-succession and functional 
or signing delegations to offices below the 
Di vision level. 

EXCEPT: Travel authorizations, for which 
see THV. 

Designations for one to act for another on 
temporary basts, such as during leave and 
i llncss. 

Material related to Emergency Preparedness 
Program. Includes material related to 
biological warfare, radiation, and the like. 

_._ 

(Ucm1~1~
Originating Office: 
Destroy 2 years 
after superseded 
or obsolete, 

(Item 1311) 

Originating Office: 
l'ERMANENT. Trans­
fer to FARC when 10 
years old. Offer to 
NARC when 15 years 
old. 

(11,·m JJ-111) 

Originating Office: 
Disposal not 
authorized. 

{llem 1411) 

Destroy when 3 years 
old. 

{lli,m 15rJ) 

Emergency Prepared­
ness Office: 
Destroy when 3 years 
after end of period 
of applicability. 

~Nm1~1~ 
N/A 

(Item 1Jb) 

Destroy 2 years 
after superseded 
or obsolete. 

(lto:m 1J-1b) 

Disposal not 
authorized. 

(/1.:m 14b) 

Destroy when 
l year old, 

(lti,m 15b) -

Destroy when super­
seded or obsolete. 

L--------------------------,-

MAK£ FILE: FOLOEHS FOR ONLY THOSE SUBJECTS NEEDED· 

.... 

https://Authori.ty
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DISl'OSAL AUTtlORITY NCI 310 712 
-------------------..----------------------- ------------------------.------·--------:-:H:--::E::::T::'.E~N-::T:""."10-:--'.'"N----~~;.;...;;.;..;...;..;,..::.._ 

SUUJl:CT l"Yl'I:: OF MATEIHAL TO BE FILED 
----------------r-------------

OFFICE OF PRIMARY 

RESPONSIUILITY ALL OTHER OFFICES 

PER 11 COMl'ENSATION Material pel"laini11g to premium pay, salary 
raleH for shortage category posit i.ons, regular 

(Item J28,1) 
Destroy when 3 years 

(llern J28b/
Dei;troy when . 

pay, unemployme11t compensation, sala1·y checks, old. years old. 
wage bounl rates, pay pl ans, within-gn:Je 
salary incre,rnes and bonds and other 
deduct ions. 

PER ll-1 Allowances Material pectaining to employee allowances and (I/em 11911) (11cm J2'Jb) 

expenses. Including such expenses as: cost Deatroy when 3 years Destroy when 2 
of living, uniform allowances. old. years old. 

'PER 12 MER IT PltOMOTION General material relating to Agency Merit (Item JJOa) (Item JJOb) 

Promotion Program. Includes promotions, Destroy when 3 years Destroy when 2 
promotion pl ans, demotions, performance old. years old. 
evaluation, upward mobility, and the like. 

Individual merit promotions cast? files. (lte111 JJlu) 
Destroy 3 years after 

{Item JJlb) 
Destroy when 

obsolete or super­ superseded or 
seded. obsolete. 

Vacancy Announcement. 
Disposal not Disposal not 
Authorized. Authorized. 

PER l 1 Ull'I.OYl•:~:-MANACl~HENT Mate.rial pertaining to n!latio11a between {Item JJltJ) (ll,·111 JJlb) 

REI.AT ION~ employee:; or employee.groups and management. llestroy when 3 years Dest1·oy 1-1he11 2 
old. yearu old. 

PER ll-2 Employee Services Employee social, 1·ecreational, welfare 
activities, and employee orgunizations. 

(I/em JJ4.i) 

Destroy when 3 years 

( ll,·111 JJ4b) 

Deot1·oy when 2 
lncl11des Cre<l i l Unions, fund raising old. years old. 
campa ign8, b,>nd drives, etc. 

-------------- ------- ·-•---L----- ------------·----------------------·· ----•-------------------------
.TANIJARY 1978 2-83 
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---------------~,---------------------------------·-r-----------:==U=l==S:-7PO=S~A~L7A~U:.l:..:l.:.::IO:.:R.:.::l.:..T.:..Y..!!N:.!:C~l-:::.3!!10~-7~7:.:.!-2:_ 
RETENTIONt-----------SUBJECT TYPE OF MATEHIAL TO BE Fil.ED OFFICE OF PRIMARY 

ALL OTHER OFFICES 
------------------➔--------------·----------------- t------------

RESPONSIBILITY 

PRP 2 REPOlffS AND Reports cover.·ing all subjects included under 
STATISTICS tllis prilmu-y. Includes annual report to 

Congress. Case file by type of report as 
necessary. 

EXCEPT: Final prqject reports which should 
be filed under PRP 6 PROJECTS or Agency pro­
gram reports which should be f Lled with 
specific program reports. 

a. Record copy of substantive reports, such (Item J49a) (Item J49b) 

as annual summaries and comprehensive non­ Originating Office: Destroy when 2 
recurring reports. Case file special or one­ Transfer to FARC years old. 
time report as needed. when 10 years old. 

Destroy when 20 
years old. 

b. Agency copy of above reports. (Item HOa) (llem JJlJb) 
Destroy when super­ Destroy when 2 
seded or obsolete. years old. 

c. All other reports. (Item Hla) 
Destroy wl1en 2 years 

{Item JJlb) 
Destroy when 2 

old. years old. 
EXCEPT: Accideni: reports, for which see 
L'RP 13. 

PRP 2-1 Activity Reports Summaries of specific action or work performed (Item JJ2a) {Item JJ2b) 

by pr~gram or administrative personnel. Destroy when 3 years Destroy when 2 
old. years old. 

PRP 2-2 Motor Vehicle Printouts of motor vehicle operation and 
l(eports maintenance. Disposal not Disposal not 

authorized. authorized. 

JANUARY 1978 
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DISPOSAL AIJTIIOIIITV NCl-310-77-2------------------------ ----·-···--
RETENTION 

SUtUECT TYPE OF MATERIAL TO BE I ILED OFFICE OF PRIMARY 
ALL OTliER OFFICESRESPONSIBILITY 

--------------------------------------··------------------------------11-------------
PRP 8-2 Expendables Accuuntab1 Uty records used to maintain (Item 18111) (Item 18Jb) 

control of auch items as certificates. Destroy 3 years after Destroy J years 
accountable forms, ID cards, unused bills of cleared and/or com­ after cleared 
lading.· SubJlviJe by type of llem, if pleted. and/or com­
needed. pleted. 

Accountable forms. such as TR's. credit cards (11,,,n 18411) {llem J84b) 
and the like. Maint'ain under lock and key per Destroy J years after 
pertinent instructions. year of last usage N/A 

date listed on record 

.. 
PRP 8-3 Warrant les Warranties and instructions covering equip­

ment under your control. MaJntenance Manuals. 
Subdivide by type as best s~its.user's needs. 

(Item JB.5") (lle111 385/,)Warranties. 
Destroy upon Destroy upon 
e.xpiratJ011. expirati.011. 

Instructions. (llclll J/16") {l1,·111 386/,) 

Forward when equip­ Destroy when equip­
ment is transferred, ment is disposed, 
or destroy when equip 
ment ls disposed. 

PRP 9 REAL Pl<OPl-:RTY (:cneral. mater Jal on the construction and (ll,•111 J/17") (lte111 J87b) 

MANAGEMENT mu 1.ntenance of APIIIS owned or leased buildings Destroy when J Destroy when 2 
and faclli.ties. years old. years old. 

Case f lles of Al'IIIS owned bull d J.ngs and 
facilities. Disposal not Di.sposal not 

authorized. authorized. 
Cu:.e tiles of Al'IIIS leased buildings and 
facJ.JitJes, Jncludlng GSA facilities. Disposal not Disposal not 

authorized. authorized. 

JANUARY 1978 
Ml\1<1,: FILE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED 2-97 
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lllffll'll 

DISPOSAL AUfllOAITV NCl-310-712 
RETENTION 

SUOJECT TYPE OF MATERIAL 1·0 OE.FILED OFFICE OF PRIMARY 
ALL OTHER _OFFICESRESPONSIBILITY 

(11cm 39711) {Item 397b)PRP 11-1 Assignments Vehicle usslgnments and/or aut.hority to store 
Goverrnuent-owued vehicle at home. Oetitroy when autho- Destroy when 

dty or assignment author J.ty or 
expJ.reti. ussi gnnu:nt . 

exolres. 
PRP 11-2 Operation Motor vehicle maintenance reconls. 

Disposal not Dhiposal not 
authorized. authori.zed. 

Motor vehicle operating recorJs. 
Dfaposal not Disposal not 
authorized. authorized. 

~~ 
to tor vehlcle inspection torms. 

1>1sposal not Dlsposal not 
authorl:l.ed. authorized, 

PRP 11-3 Shuttles Passenger logs. 
Disposal not Disposal not 
authorized. authorized, 

Operating schedules anJ work ausignments. 
Dlsposal not Disposal not 
authorized, authorized. 

(Item J'J/JJ) (Item J'J8b)PIU> 12 All<CltAI-'T OPERATION Operating and inspection rt!cords, aircraft 
identH icatJon, and the like. Destroy when 5 Destroy when 5 

years old. years old. 
EXCEPT: Purchase, lease, or ucquJ.si.tion 

' documents in alrcraft, for which, see PRP 5. 

EXCEPT: M.aterial relati.ng to functional 
opcn1tion of aircraft (example: Jnsect 
sprny lug), tor which see approprlute subject. 

-

JANUARY 1978 
MAKI:: FILF. FOLDERS FOH ONLY TIIO&E SUBJECTS NEEDEU 

----------------·+---------------

-
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DISPOSAL AUTHOR ITV NCI 310 77-Z 
RETENTION 

SUBJECT 

INIP b (continued) 

.. 

INIP 7 FACILITY INSPECTION 

INIP 7-1 Carrier Inspection 

JANUARY 1978 

OFFICE OF PRIMARY 
RESPONSIBILITY 

TYPE OF MATERIAL TO BE FILED 

All other projects. (Item 68Sa) 

Destroy 5 years 
after completion of 
project. 

Proposed projects. (Item 686a) 

Destroy i.hen 5 years 
old, if no further 
action is taken. 

NOTE: When a proposed project is approved, 
remove and file with---project case files. 

Workpapers and draft report of project. (Item 687a) 

Destroy 3 years 
after completion of 
project and final 
report. 

General correspondence and telated material (Item 6880) 
on the inspection of animal or plant Destroy W1en 3 years 
facilities. Includes soil laboratory old•. 
inspection. 

Case files of specific animal or plant 
facilities. Disposal not 

'-,,authorized. 
General correspondence and supporting material (Item 689a) 

on the inspection of all vehicles including Destroy W1en J years 
mobile homes. old. 

Case files including interstate permits of {Item 6904) 

specific transportation agencies, vehicles, Destroy loben 5 years 
mobile homes, and the like. old. 

MAKE FILE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED 

ALL O.THER OFFICES 

(Item 68Sb) 

Destroy \.hen 2. 
years old. 

{Item 686b) 

Destroy vien 2 
years old. 

(Item 687b) 

Destr..Qy _W'!en 2 
years old. 

{Item 688l,) 
Destroy vien 2 
years old. 

Disposal not 
authorized. 

(Item 6891,) -Destroy vien 2 
years old. 

{Item 690b) 

Destroy _loben 2 
years old. 

3-50 
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----------------y-------------- ---~----------.---------_;0:.:l~SP;..,;;O:;.::;S.:.;.A.::.L..:.;A~U..:.;T:.:.HO;:,;R:.:.:l~T.;.V.:.:N.::.C;.,:l·l:.:1-=.D.!.-7.:..7•:._2 
RETENTION 

SUBJECT TYPE OF MATEHIAL TO BE FILED OFFICE OF PRIMARY 
ALL OTHER OFFICESRESPONSIBILITY 

VEB 4 (continued) File by establishment name or number, as 
best suits user's needs. Subdivide each 
case file, as necessary, by the records 
types listed below: 

Outline of Pro<luction. Records documenting (Item 1027a) (Item 1027b) 
the production methods of the manufacturer Destroy 25 years Destroy wen 
for each biological product including the after superseded superseded or 
name of the establishment, test reports, or obsolete. obsolete. 
and the like. 

Blueprints. Blueprints and related documents (Item 1028a) (Item I 028b) 

of licensed establishments to manufacture and Return to establish­ Destroy wen 
market biological products in interstate ment when: license establishment 
commerce. is withdrawn; licensee 1 icense is 

has discontinued manu­ withdrawn or 
facture of biologi­ when blueprints 
cal products; or when are revised.. ' 
blueprints have been 
revised or changed 
and new blueprints 
are received. 

Licenses. Licenses, history of license, and (Item 1029tJ) (Item 1019b) 

related material granting an establishment Destroy inactive Destroy inactive 
license to produce biologicals. Includes 1 icenses when 25 1icense s i.hen 5 
licenses for hiologicalH Leing produced. years old. Transfer years old. 
File by product number ur as best suits to FARC wien 3 years 
user's needs. old. 

Serial. Material relatin~ to a specific batch 
or portion of a specific batch (subserial) of Disposal not Disposal not 
a biological product. The batch is assigned authorized. authorized. 
a serial number for idc-nt ification. 

JANUARY 1978 3-107 
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