
"\,.	 • • LEAVE BLANK 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse)	 JOB NO./J / -~ r;1/-11-eZ 

TO:	 GENERAL SERVICES ADMINISTRATION DATE RECEIVE'l/3/!9 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

tY{reO~s~iY6l6reeAt~bl~'Wl{R8y	 NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C 3303a 
B··MAJ0r- SUBflVlflON C d the disposal request, including amendments, is approved lreC ora e or omman Services, Asst for Log & Engr 

except for items that may be marked "disposition not 
approved" or "withdrawn" in column 10. If no records S· MINORfuS'DIVISION are proposed for disposal, the signature of the Archivist is uppor erV1CeS Division not required. 

4. NAME OF PERSONWITH WHOM TO CONFER	 5. TELEPHONE EXT. ARCHIVIST OF THE UNITED STATES D%/9(Pauline E. Korpanty 325-1162 

~ 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency il()rrlRtters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of /U page(s)are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or ~ is unnecessary. 

D. TITLE 
DNA Records Management Officer 

9. GRSOR 10. ACTION 7. SUPERSEDED TAKENITEM JOB (NARSUSE
NO. CITATION ONLY) 

INFORMATION MANAGEMENT FILES.	 NCl-374-

81-7, 

(See attached revised subject schedule, and	 208 

inventory data for items 208.l6c(2) (a) and 

208. 16d. ) 

115-108 NSN 7540-00-634-4064	 STANDARD FORM 115 (REV. 8·83) 
Prescribedby GSA 
FPMR (41 CFR) 101·11.4 
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" 

208.01 

NOTE: 

208.02 

INFORMATION MANAGEMENT FILES, These files result from the planning, 
publishing, and implementation of procedures for managing the creation, 
maintenance, use, and dlsposition of DNA records; operation of the DNA 
reports control system which is designed to control reports, creation 
of additional reporting requirements, and the elimination of 

necessary reports; procedures to design and control the use, 
nu bering, and distributlon of forms; and preparation, reVlew, and 
iss of publications and maintenance of record and reference sets of 
publi ations. These files accumulate primarily in the offlces of the 
DNA Re rds Management Officer, HQ Forms Management Officer, and 
Publicat'ons Control Officer of the Headquarters Support Servlces 
Division; he Military Personnel Division; the Reports Management 
Officer, He dquarters, DNA; the Records Administrator, Forms Management
Officer, and CDNA Printing Plant, FCDNA; the Records 
Administrator; Forms Management Officer, and Printing Control Officer,
AFRRI. (NC1-374 1-7, 208) 

RECORDS MANAGEMENT Documents relating to preparation 
for, and conduct of, surveys to provide advice and assistance on, or to 
evaluate the effectiv ess of, records management operations. Included 
are notifications of an reports on, surveys, reports, or corrective 
action taken, organizatio al charts, statements of functlon, copies of 
directives, lists of perso el responsible for records management,
volume of records data, of training materials, authorized 
deviations, drafts, and documents. (NCl-374-81-7, 208.01) 

Records Administrators, DNA, FCDNA, and AFRRI: 

CUT OFF AllUALLY, DESTROY WHEX 6 YE OLD (i.e. COFF 31 DECEMBER 
1989; DESTROY JAXUARY rssei . (GRS 1 .7 - EARLIER DISPOSAL IS 
AUTHORIZED IF RECORDS ARE SUPERSEDED, SOLETE, OR XO LOXGER HEEDED FOR 
REFERENCE) . 

The Directorate/Department copy (filed under 101.06) may 
be retained until superseded by next survey
conducted on a less than annual basis. 

ACCESS TO IBFORMATIOX FILES. Documents relating 0 DNA procedures and 
restrictions on the release of classified and uncIa sified information 
from files, release of copies, and the granting of a cess to'records 
for official or unofficial research. Included are ca files wlth 
requests, approvals/disapprovals, and related papers. C1-374-81-7,
208.02) 

Office responsible for controlling access to DNA records (D
Management Officer) in the custody of the 
Archives: 

CUT OFF OX EXPIRATIOX OF AUTHORIZATION. DESTROY 6 YEARS AFTER C 
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NOTE: 

208.04 

208.05 

208.06 

208.07 

208.08 

BOBSAFEGUARDED IBFORMATIO» RELEASE FILES. Documents relating to 
specific instances of furnishing or denying copies of, acceSS to, or 
information from records which do not contain safeguarded or privileged
information. Included are requests for records or approving or denying

(NCl-374-81-7, 208.03) 

D STROY WBEB 2 YEARS OLD (i.e. COFF 31 DECEMBER 1989, DESTROY JAlUARY 
19 ). 

iles normally accumulate in offices or activities having custody 
of exte ive files relating to numerous functional areas, such as 

n lding areas and certain centralized file areas. 

SITIO» STANDARDS AND DISPOSAL FILES. Documents relating
to recommenda 'ons for disposition standards for DNA records. Included 
are appraisals, authorizations by Congress or the Archivist of the 
United States fo immediate disposal of closed out records or Archival 
approval for dispo ition standards for current records, or disapprovals.
(NC1-374-81-7, 208. ) 

DESTROY WBE» RELATED ORDS ARE DESTROYED, TRAISFERBED TO THE BATIOBAL 

classified document listings, an related documents). (NC1-374-8l-7, 

ARCHIVES OR WBEB »0 LOBG REEDED FOR ADMI»ISTRATIVE OR REFERE»CE 
PURPOSES. 

have been retired. a 
Documents 

records shipment 
reflecting files 
lists (SF 135s, 

that 

208.05) 

Offices of Records Administrators, He dquarters DNA, FCDNA, and AFRRI: 

DESTROY AFTER RELATED RECORDS ARE DESTR D, OR WHEB »0 LOBGER REEDED 
FOR ADMI»ISTRATIVE OR REFERE»CE PURPOSES. 

CHARGE-OUT SUSPE»SE FILES. Documents maintar ed in records holding
areas reflecting charge-out and data files are to be returned. 
Included are suspense slips out forms. 
(NCl-374-81-7, 208.06) 

DESTROY WHER LAST EIrRY HAS BEER MADE. 

RECORDS HOLDIBa REPORTI»G FILES. (REPORT
destroyed) 

RECORDS DISPOSITIOB STABDARD EXCEPTIO» FILES. Document refl ctlng
exception to records disposltion standards authorized by sible 
records management offlcials. Included are requests,
approvals/disapprovals, and related documents maintained by the cords 
Admlnlstrators, Headquarters, DNA, FCDNA, and AFRRI. (NC1-374-81-,
208.08) 
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NOTE: 

20 09 

208.10 

208.11 

208.12 

&. 

DESTROY WOEI BELATED RECORDS ABE DESTROYED OR WOEI 10 LOIGER IEEDED FOR 
ADlIInSTBATIVE OR REFEREICE PURPOSES. 

Offices that have been granted exceptions will file the exceptions in 
the Records Management Folder. 

REPORTS COITROL CASES AID REGISTER FILES. Documents used to control 
assignment of reports control symbols, approval of one-time reporting
requirements, and related documents. (AJt:!'I- j""'-9'I- 7/ Z. 06'~ V 

D TROY 2 YEARS AFTER THE REPORT IS DISCOITIIUED (i.e. COFF 30 SEPTEMBER 
198 DESTROY OCTOBER 1991). 

Documents relating to reports on 
progress i forms management, includlng worksheets and related 
corresponden (NC1-374-81-7, 208.10) 

a. DNA Forms Officer: 

DESTROY WHEI 5 COFF 31 DECEMBER 1989; DESTROY 
JA!lUARY 1995). 

b. FCDNA and AFRRI 

DESTROY WHEI 2 YEARS OLD (1 e. COFF 31 DECEMBER 1989; DESTROY 
JAIlJARY 1992). 

IUMERICAL FILES (IITEBBAL). Documen~ accumulating in offices having
authority to approve forms and resultin from conSideration, 
approval/disapproval, control of use, an updating or rescisslon of 
specific forms. Included are requests for proval, instructions 
governlng use of the form, and a copy of eacn edition of the form. 
(NCl-374-8l-7, 208.11) 

DNA, FCDNA, and AFRRI Forms Management Officers: 

DESTROY 3 YEARS AFTER CANCELLATIOI OF FORM (FORMS CANC 
DESTROY JAlUARY 1993). 

IUMERICAL FILES (EXTEBBAL). Documents used within the juris tional 
area of the forms management office but approved by other agenc s or 
offices. Included are coples of forms, instructions for use, and 
coordination papers. (NC1-374-81-7, 208.12) 

DESTROY 1 YEAR AFTER CANCELLATIOI OF FORMS (FORMS CANCELLED II 1989;
DESTROY II JANUARY 1991). 
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FUBCTIOIAL FILES. A collection of forms, arranged by functional 
classification, used to assist in taking forms management actions, such 
as determining whether new forms should be developed and approved and 
whether existing forms should be consolidated or replaced by other 

orms. Included are copies of each form used within the area served by
th forms management office. (NCl-374-81-7, 208.13) 

1 DISCOITIIUED, SUPERSEDED, OR OBSOLETE. 

208.14	 Documents used to record and control the 
assignment of consisting of an entry in the register for 
each assigned (NC1-374 -81-7, 208. 14) 

DESTROY 01 DISCOITIIU OR OBSOLESCEICE OF ALL FORMS EITERED 01 THE 
PAGE OR WHEI A REVISED HAS BEEI PREPARED. 

208.15	 FORMS MAlAGEMEIT SURVEY FILES. ocuments used in preparing for and 
conducting forms management surve to provide assistance and evaluate 
the effectiveness of forms managemen programs. Included are 
notification of vlsits, organizational arts, statements of functions,
applicable forms management directives, f ms control and usage data, 
survey schedules, reports of corrective taken, and related 
documents. (NCl-374-81-7, 208.15) 

a. DNA Forms Management Off icer: 

DESTROY 5 YEARS AFTER IEXT COMPARABLE SURVEY; EARLIE ISPOSAL IS 
AUTHORIZED IF RECORDS ARE SUPERSEDED, OBSOLETE, OR 10 L 
FOR REFEREICE. 

b. FCDNA and AFRRI Forms Management Officers: 

Proposed Revised Disposition
DESTROY WHEI 2 YEARS OLD (i.e. COFF 31 DECEMBER 1989; DESTROY 
JAlUARY 1992). OR UPOI COMPLETIOI OF SUBSEQUElIT SURVEY. 

-26 These will consist of one original
igned copy of each Instruction or change issued at the levels of 

....u~ __ specified below. Publications within this set will be filed 
numerica Documents described in a and b below will not be charged 
out or posted. onsible officials will insure that each record set 
is complete and that 's retired to the WNRC. The Headquarters
Support Services Division a nticates and maintalns record sets of 
DNA Instructions. Publicatlons included in publication record 

d b below. Items identlfied 
in c and d below are categorles to be maintal in 
deSignated offices. The lte~ identified .in e below 
almost solely at AFRRI. (NCl-374-81-7, 208.15) 
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Instructions related to Agency program (mission) functlons 

Instructions publlshed in HQ with DNA-wide applicablli~y and 
I with Institute-wide applicability: 

CUT OFF OB SUPERSESSIOB OR OBSOLESCEBCE. RETIRE 
S AFTER CUTOFF (i.e. CUT OFF 31 DECEMBER 1989;

RETIRE JAJJUAR 992). OFFER TO HATIOBAL ARCHIVES IB 5-YEAR 
BLOCKS WHEX 20-2 ARS OLD (i.e. OFFER 1983-1987 BLOCK IX 
JAJJUARY 2008). 

(2) FCDNA Instructions and upplements to DNA Instructions: 

PEBMABEXT. CUT OFF 01 SUPERSESSIO R OBSOLESCEBCE. TRANSFER 
TO FCDBA BRA 2 YEARS AFTER CUTOFF AllD THE WHBC 5 YEARS 
AFTER CUTOFF (i.e. COFF 31 DECEMBER 1989; SFER TO FCDXA 
BRA JAJJUARY 1990; RETIRE TO WHBC JAJJUARY 1995 . OFFER TO 
IATIOBAL ARCHIVES IB 5-YEAR BLOCKS WOEB 20-25 YE OLD 
(OFFER 1983-1987 BLOCK IN JAJJUARY 2008). 

ructions related to routine Administratlve functions (e.g.,
payroll, procu ersonnel): 

DESTROY WHEB SUPERSEDED OR OBSOLETE. 

c. Operational Manuals (the Joint Nuclear Weapons Publication System
(JNWPS); etc.) (NEW) 

(1) Those Related to maintenance and operation of Radiation 
Sources: 

(SEE 605.07.) 

(2)	 JNWPS, maintained at FCDNA: 

(a)	 Manuals 

Proposed Disposltion
PEBMABEBT. TBAllSFER TO FCDBA BRA 1 YEAR AFTER 
SUPERSESSIOB OR OBSOLESCEBCE AllD TO THE WlRC 5 YEARS AFTER 
CUTOFF (i.e. CUT OFF 31 DEC 1989; TBABSFER TO FCDXA BRA 
JAJJUARY 1991; RETIRE TO WNRC JAJJUARY 1995). OFFER TO 
XATIOBAL ARCHIVES IX 5-YEAR BLOCKS WHEB 20 YEARS OLD (i.e.
OFFER 1980-1984 BLOCK IB JAJJUARY 2005) . 
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(b)	 Case files which document aspects of the development of 
the manual: 

1.	 Material which documents lssues that require
resolution due to a controversial nature or historic 
significance: 

Proposed Disposition

RETIRE WITH IWfUAL (S> TO WHICH IT APPLIES.
 

~.	 Materlal which relates to administrative changes of a 
noncontroversial or nonhistorlc nature: 

Proposed Disposition

DESTRO.Y I YEAR AFTER APPLICATIOIi OF THE CHAlfGE.
 

d. Director, DNA Policy Letters (Record copy maintained in the 
Office of the Director, DNA). (NEW) 

Proposed Disposition
PERIWlEJIT. CUT OFF os SUPERSESSIOIi OR OBSOLESCEliCE. RETIRE TO 
WlIfRCIiiCALEIJDAR-YEAR BLOCKS WEIi TOTAL VOLUME REACHES I CUBIC 
FOOT. OFFER TO liATIOIAL ARCHIVES 20 YEARS AFTER DATE OF LAST lTD 
IIiSHIPIlEII'l'. 

NOTE:	 Copies kept in individual offices will be maintained under 103.03,
Policy and Precedent Files, with a disposition of "DESTROY WEIi 
SUPERSEDED, OBSOLETE, OR 10 LOIGER IEEDED FOR REFEREICE" . 

e.	 Publications other than Instructions and Regulations (AFRRI) (NEW): 

(1) Central reposltory of abstracts, manuscripts, manuals, and 
other AFFRI publications (supported by DNA personnel and/or funding) 
and record copies of other material (including scientific posters)
that have been cleared for public release (open publicatlon). 

(2) Editing notes and clearance-coordination documents which may
be filed with the appllcable item in (1) above. 

Proposed Disposition 

CUT OFF BY CALEIJDAR YEAR. RETAIl FOR 10 YEARS IiiCFA. RETIRE TO 
WRC" DESTROY WEIi 20 YEARS OLD. (ITEMS PUBLISHED II 1977; RETIRE 
TO WlIfRCJAlUARY 1988; DESTROY JAlUARY 1998). 
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08.17	 PEBSOIlEL-TYPE ORDER FILES. Publlcations issued to disseminate
 
information and instructlons affecting the status of military
 
personnel. (Headquarters, DNA Army personnel only) (NCl-374-81-7,

208.17)
 

COT OFF AHlUALLY. RETAIl II CFA 5 YEARS AID DESTROY. (DESTROY 1987 
OCK II JAlUARY 1993.) 

Note:	 Disp sltlon instructions covering orders affecting military members of 
Joint agencies are governed by individual Service regulatlons. 

208.18	 Officials responsible for issuing publications 
structions, and other items of a directlve nature} will 

maintain one set for reference purposes. This set will include: 
(NCl-374-81-7, 208.18) 

a. A copy of orlginal of those publications included in the 
"Record Set"; 

b. A copy of other p lications for which a Record Set is not required
(weekly bulletins, etc. . and 

c. A current copy	 manuals such as JNWPS. 

Each folder (or binder) will distinctly marked "Reference Set" and 
will be currently posted. 

DESTROY	 WHEI 

208.19	 CEITRALIZED 
preparation,
Included are 

SUPERSEDED, OBSOLETE, R 10 LOIGER HEEDED FOR REFEREICE. 

BACKGROUID IISTRUCTIOI FIL Documents relating to the 
review, and issue of DNA or commandwide instructions. 

similar documents that provide a basis for 'ssuance 
to the content of the publications. (NC1-37 

a. Permanent Instructions: 

(1) HQ DNA and AFRRI: 
w~ 

(2) 

recommendations, coordinatin actions, concurrences, and 
or that contribute 
208.19) 

cu; 9FF 81 DiCi"Bii ]989; TBAISEiR '9 FeBIA BHA da.5kRT 199~, 
J)gBtpB9¥	 <JA:lftfAB¥ ~996+-. 
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~/o-
Instructions (GRS 16, ~: 

Y WOEI IISTRUCTIOI IS CAiCELLED OR SUPERSEDED. 

c. Editing. Documents relating to the 
improvement and DNA directives through edIting, changing, 
and rewriting of first Included are requests for writer-editor 
service; copIes of first an 'nal draft manuscripts; notes and 
memorandums for record pertainin 0 conferences with the author, 
coordination, and research; copies 0 lated correspondence; and a 
printed copy of the basIc directIve and e change thereto. 
(NCl-374-81-7, 208,22) 

DESTROY OI REVISIOI OR OBSOLESCEICE OF THE RELATED 

NOTE: Documents maintained by proponent offices will be 
related records documenting the preparation of the directive. 

FIELD PRIITIIG PLAIT FILES. Blueprints, drawings, specifications, and 
artwork used in preparing illustrations, and board art for reproduction, 
including photographIc copy ne~atives of forms.) (FCDNA only) 

(lUe/- ~-'4-i'/-7. 2.e~.l..o 

208.21	 Documents authorizing the use of 
copyright materia such as letters and agreements from publishers,
authors, or copyrig (NCl-374-81-7, 208.21) 

DESTROY WBEI 56 YEARS OL . 

208.22	 DIRECTIVES DEVELOPMEIT AID EDI (See 208.l9c above.) 

208.23	 PRIITIIG PLAIT JOB JACKET FILES. Pr uction and cost records and 
related processIng data. (FCDNA) (NCl 

DESTROY WBEI 3 YEARS OLD OR OI IISPECTIOI,	 FIRST. 

208.24	 PRIITlIa AID BIIDIIG REQUISITIOI FILES. 208.24) 

a. Requisitions, work orders, and samples of each printing
job produced by letterpress offset and photo direct excess 
of 100 copies. (FCDNA) 

DESTROY 1 YEAR AFTER COMPLETIOI OF JOB (JOBS COMPLETED IX 
DESTROY JAlUARY 1989). 
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a. 

b. Printing Requisitlons. Records of printing requisitions maintained 
by Printing Control Officers at Headquarters, DNA and AFRRI. 

Proposed Disposition
COFF AT KID OF FY; DESTROY 2 YEARS AFTER CUTOFF (i.e. REQUISITIOIS
CUT OFF 30 SEPTEMBER 1989; DESTROY OCTOBER 1991). 

c. DuplicatIon Files. Records of local reproduction activities 
including acquisition, lease, and utilization of coplers/duplicators 
maintained by Printing Control Officers at Headquarters, DNA, AFRRI, and 
FCDNA. 

Proposed Disposition
CUT OFF AT EID OF FY;
REQUISITIOIS CUT OFF 

PERMAIEIT ORDER BACKGROUID 
~25 preparation, reVlew, and 

DESTROY 2 YEARS AFTER CUTOFF (i.e.
30 SEPTEMBER 1989; DESTROY OCTOBER 1991). 

FILES. Documents relating to the 
issue of permanent orders. Included are 

documents reflecting coordinating actions, recommendations, or 
concurrences and similar documents that provide a basis for issue or 

'~ontribute to the content. (NCI-374-81-7, 208.25) 

l>,<S 1-/~ W ~ I 0 ~e..--r-s 8;~CUT or~ SUPERSESSIOI 0 OBSOL CE. RETIRE '10 wnc 2 THtilS AI fEll 
COlO,.,.. DESTROY 10 tEnS AFTER Cuto,,. (1.e. CUT 6FF ;n DECEMBER 1981f; 

208.26	 'Record Set" of permanent orders 
issued by Headqua DNA elements. Each folder or binder 
will be distinctly m ked "Record Set" and documents will not be charged 
out or posted. (NCI-3 -81-7, 208.26) 

PERlWiEIT. CUT OFF AT EID CALEJlDAR YEAR. RETIRE TO WlJRC 2 YEARS 
AFTER CUTOFF. OFFER TO IATIO ARCHIVES II 5-YEAR BLOCKS WOEI 20-25 
YEARS OLD (i.e. CUT OFF 31 DECE 1989; RETIRE TO WlJRC JAllUARY 1992; 
OFFER 1985-1989 BLOCK TO HATIOHAL HIVES JAllUARY 2010) . 

208.27 -	 208.29 HOT USED 

208.30	 CHROIOLOGICAL READIHG FILES (DIRECTOR. DIA). of documents SIgned
by the Director, DNA. (NCI-374-88-1, 208.30) 

NOTE:	 Congratulatory correspondence and 
destroyed prior to retirement. 

PERIIARIT. 
TRAISFER 
(i.e. CUT 
1985-1989 

CUT OFF AlOIlJALLY. RETIRE TO WRC 3 YEARS AFTER OFF. 
TO IATIOHAL ARCHIVES IH 5-YEAR BLOCKS WOE. 20-25 YEARS D 

OFF 31 DECEMBER 1989; RETIRE TO WRC JAllUARY 1993; THAIS 
BLOCK TO IATIOHAL ARCHIVES JAllUARY 2010). 
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