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HEQ'JEST FOR RfCORDtaPOSIT!ON AUTl-:ORITY

(See lnstructio9ir? ret'ers�) 

----------------------------------t

TO GENERAL SERVICES ADMINiSTRATION, 
NATIOtlf1L hRCHIVES AND RECORDS SERVICE, W/i,SiiH1irGtl, _

1. FROM (AGENCY OH ESTABLISH1v11::NT)

Defense Nuclear Ag_e_n_cy.._
2. MAJOR SUElD!VISiON

Personnel/Administration Directorate 
3. MINOR SUBDIVISION

Administrative Services Division 
4. NAME OF PERSON WITH WHOM TO CONFER 

nc 20408 

__j····. _·_, LEAVE-.���-------1
J0!3 NO 

DATE RECEIVED 
2 OCT 1980 

NOTIFICATION TO AGf:NCY 

In accordance with the prc·11s1ons of 44 U S.C. 3303a the disposal re 
quest. incl,ding amendments. is approved except for items that may 
be stamped "disposal not app:ovcd" or "withdrawn" in co!umn 10. 

V 1 2 1980 

_________ 

5. TEL. EXT 
N 

6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

I hereby ce,iify 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 uf _ 2- page(s) are not now needed for tile business of 
this agency or will not be needed after the retention periods spE:cified. 

D A Request for immediate disposal. 

� B Request for disposal after a specified period of tirf!e or request for permanent 
retention. 

C. DATE 

SEP 2 Records Administrator 
s. 10.7. SAMPLE ORITEM NO. ACTION TAKENJOB NO. 

303 

(304, .. 

,FINANCE AND ACCOUNTING GENERAL OPERATIONS FILES.
files rel�te tp, general or miscellaneous finance.and

_The�e 

305 & accounting functions including allocation, ·allotment_, . col­
306) lection, and management of miscellaneous funds and

accumulate in 
the
the Comptroller Q_ffice, AFRRI, which services

both Headquarters, DNA, and AFRRI. 

303.01 ALLOTMENT FILES. Documents relating to transactions makin 6R.S 
(304-02) specific funds allocated to a fiscal operating agency avai -

able for obligation to field installations,either through
allotment or suballotment, and accumulated by fiscal admin
istrative elements of .DNA. 

10
Destroy; years after cutoff. 

303.02 IMPREST FUND ACCOUNT FILES. D0cuments accumulated by 
(304-11) imprest fund casniers which reflect the receipt and

accounting for imprest funds. Included are copies of reim
bursement vouchers and receipts for funds entrusted to
agent officer which also reflect acknowledgment of return
of funds and statement of balance.

Destroy when¥ years old. 
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With lnclus,-e Oates or Helentoon Pcroods) JOB NO 
---·--·---------------------1--------,1-----

ACTION TAKEN 

----·-----

303.03 ACCOUNTS PAYABLE FILES CARDS. Cards and similar documents

(304-16) indicating the amount disbursed to payees. 

Destroy 3 years after last entry 
on card or similar document;oe-e� 

303.04 RECORD OF TRAVEL PAYMENT FILES. Documents used to provide 
,.(304\,-19 & information concerning payment to individuals for official 
···305:...:05) travel. 

/ 
303. 05 

(305-03) 

,.

Destroy 1 year after transfer of 
individual or termination of 
service.

SUBSTANTIATING DOCUMENT FILES. Retained copies 
pay orders; certificates for deductions,payments
ances; and other substantiating documents th support 
entries on military pay records. A subs iating documen 
is any document which is used to credit or debit 
entry on military pay records. 

ray 1 year after close of 
record period to which they 
pertain.

NOTE: These d / ertts relate to the various military pay 
systems in ,,throughout DNA and accumulate in Finance an 
Accounts d-"�ffices that are responsible for administra-
tion /or operation of the military pay function. 

1/
303. 06 AUTHORIZED TIMEKEEPER LIST FILES. Documents indicating, 

(306-06) 
lists, memorandums, and communications. 
individuals responsible for timekeeping. Included are 

Destroy when superseded or when 
obsolete for any reason. 

L 
Four copleo. Including orlglncl. to be nubmltted lo the National Archlvas STANDARD FORM 115-A115-203 

Revised July 1974 
Prescrobed t-y Genera: Services 

Admin,slrat•on
FPMR (41 CFR) 101 -1 t .4 




