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Standard Form NO. 116 
Promulgated 9-1-49 by Tan	 \~General Services Admtnlstratlon REQ~J.	 FOR AUTHORITY The National Arcbiv".s 

TO DISPOSE OF RECORDS 
(For instructions on the use of this form see National Archives Manual
 

on the Disposition of Federal Records)
 DATE APPROVED 

TO: THE ARCHIVIST OF THE UNITED STATES, 
NATIONAL ARCHIVES, WASHINGTON 25, D. C. 

~OTIFICATION TO AGENCYI.	 FROM (AGENCY OR ESTABLISH MEND DEPARTMENT OF COMMERCE 
National Bureau of Stan9.::.="-""=- • 

IN	 ACCORDANCE Wlru TIlE PROVISIONS OF PUBLIC2. MAJOR SUBDiViSiON 
LAW 91-287 DISPOSAL OF ITEHS MARKED "DISPOSAL 

Administrative Service~_Di~~~i9n APPROVED" IS AUTIlORIZED. 
3. MiNOR SUBDIVISiON 

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

Philip V. Proulx	 921-2308 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the records described in this list or 

schedule of _1_ pagel arc proposed for disposal for the reason indicated: ("X" only one) 

A	 The records have B c The records will have ceased to have sufficient value to warrant 
ceased to have suffi- retention in their original form by virtue of the fact that the 
cient value to warrant microphotographic copies, made in accordance with Itandarda of 
further retention.	 the National Archives Council, will be adequate substitutes for 

the original records. 
D o	 D 

2-1-74	 Records Mgmt. Officer 
(Date)	 (Title) 

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

1.	 Revise the National Bureau of Standards Records II-NNA-

Control Schedule Item 11 to provide and read 2781
I 

as follows: 

Item 1. Classified Document Receipts. Dispos
after 2 years. 

FoUl'copiu. inchlding original. to JaenaJamilted. 10Iho National Aa-chives	 JI; -60'21l-1 oro 



..
 
GSA Reg. 3 

•	 AppeDlUx B 
(8-10-60) 

GERERAL RECOROO SCHEDULE 18 

Security and Protective Services Records 

Security and protective services records include the various :t1les created 'b7 agencies to control 
aDd protect security classi:t1ed 1D1'ormation; to protect GoverDllent facil1ties t'raIl UDaUthorized ent.rz~ 
sabote.ge~ or loss; to 1Dsure the adequacy of protective measures at privately-ovued plaDto given 
security cognizance 'b7 the GoverDlleDt; to determine loyalty aDd :t1tDess of iDd1vldua1s employed 'b7, en: 
seek1llg emplo,meut t'raIl, the GoverDllent; aDd to develop and implement plans for the protection of l1fe 
aDd property UDder emergency coDd1tions. Included are files of offices having GoverDlleDt-v1deor ageDCJ'-
vide responsibil1ties for security aDd protective services programs. Also included are files of secur1ty 
UDlts, guard forces, aDd other organizational elemeuts documentiug the control of class1:t1ed 1D1'onaat1OD, 
access to facilities, aDd like matters. 

'l'b1s schedule authorizes tor disposal records, dated atter JamJar)" 1, 1921, documentiug admlDis- . 
trative actions relat1Dg to the above fUnctions. Records documenting GoverDlleDt-v1deor agency-vide . 
aecur1tyaDd protective services plaDD1.Dg aDd prograDlld.ug, reflectiug basic over-all policies aDd 
deterIII1Dations (Item 1), are DOt authorized for disposal by this schedule. Variations 8IIIODg ageDCiea 
111 methods of 1mpLament1Dgstatutory requiremeuts for security aDd protective services result 111 
diss1m1lar1ties 111 prograa docuIIIeDtation. '!be application of staDdard techD1ques of :t1l1ug aDd dis-
position to such recorda through the med1a of a General Records Schedule is therefore impractical. 

Sec:arttyaDd Protective Services Prograa Records 

Records acCUlllUlatedby organizational elements havlug GoverDllent-vide or agency-vide reapons1b1li-
ties tor adm1D1atration ot security aDd protective services programs. '!bey relate to class1fied int~ 
tion account1Dg and control, facil1ties aecur1ty aDd protective aen1cea, personnel security cle~t' 
aDd e.ergency p'agn'ug. 

REC<MmmED 
DrnCRIPl'ION OF RECORDs METHOD OF FILIl'C Al11'HORIZED DISPOSITION 

o 1. MaDuals, directives, plans, reports, Disposal DOt authorized by 
aDd correspondence reflect1Dg poli- thia schedule. Close :t11e 
cies and procedures developed 111 the every 2 ,ears. Transfer 
adIIlDlatration and direction ot closed :t1le to Federal Reccmh 
security aDd protective services Center atter 2 ,ears. :.» : 

prognIlIIS. 

Classified Information ACcodnt1DgaDd Control Records 

Records acCUll!Ulat1Dgt'raIl measures taken 'b7 agenciea to protect claaai:t1ed 1Dfonaation t'raIl aD-
IIIItbarized disclosure 111 accordance v1th Executive Order 10501, other ~ive orders, or statut0r7 
or regulatory requ1rf!ments. 

2.	 Correspondence :t11es pertain1ng Conform to agencz , Dispose atter 2 ,..ra. 
to the adJII1D1atration of security practice. 
classifi~iOD, control, aDd 
accOUDtIDg':for classified docu-
ments, ~. covel'ed 111 Item 1 or 
elsewhere in this schedule. 

Classified document receipts, Dispose after 2 ~s.
 
relatiug to the receipt aDd 1a1lDe
 
of classified documents.
 

~.	 Classified document destruction Diapoae after 2 Jl!ara. 
certi:t1cates relat1Dg to the 
destruction of claasi:t1ed 
documents. 

o
 

http:prograDlld.ug
http:plaDD1.Dg
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