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1. f ROl.1 1AGF..r;cy OH [STABUSHM£NT) 

Defense Nuclear Agency 
~--	 NOTIFIC.ll.TIC'N TO AGHJCY 

2. M!\JOR SUBDll/!$!01i 	 ----------·------ ­
Ir .~crnrcinre y.,'I: the rrcvis10n> of 4-1 U.S.C 330].i !~·<' d \e•;:.,1 <~

Personnel/Administration Direc__t_o_r_a_t_e___________~ QuP;t. inc~·M•'. .•.i•ecu~en:s. ,5 aopro,ed e1cco: 101 .;c:o1s !'1.•1 c;.:1 
'.!. MINOR SLIBDl'JISION 	 be stamped '"d•$ilG>al not ;pprDvcd" or "w1!~drJ~in" "' coiunin lO. 

Administrative Services Division 
4. NAME C'F PERSON WITH WHOM TO CONFER _L_::_~_:_:r_5_a___.._Io?._-_l_{-_R_l__~_A_,.-1_,;._",_"'~,!If:/Pauline E; Korpanty 
6. CEflTIFICl<TE OF AGENCY REPF<ESENTATIVE 

I hereby cer1ify 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. 

0 A Request for immediate disposal. 

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

C. DATE D. SIG~~ATURE 

SEP 2 1980 , 
Records Administrator 

7. 	 9. 10I 
SAMPLE OR 	 tCTIOI' ·,., ._. ..,,, ffEM NO JOB NO. ' ' .•r.t.:" 
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505 INFORMATION SECURITY FI;LES. These records are create.d from 
(50'5) ... the ,processing, 9.f .sc;tfegµa:r;d;ing .defense information .in .the, . 

. • • I , ..... I . .. . '. • . . . . . . I •. 11 • - • ..; ' . . ' ••• ·- ... 	 • ·' •. -•. ~ • 

interest of nation.al, security•.. These prqcesses relate to . 

the di.ssemillation.of classifi~d· information;thesyste~ f~r 


.. classification, regrading, and declassification; an~ _the. 

safek~eping and control of classified information. 


505.01 SECURITY CLASSIFICATION FILES. Documents relating to the 
(505-01) 	 security classification or grading system involving the cla ­

sification or downgrading of documents. Included are corre 
spondence or memorandums on downgrading and reports on secu 

·. ~!t~~!a~~!;j~~i~Jsob~!C/41/esif~ ~to~~~~ ~i= .f};,s~r~e~ 
~ dOW""ltO(Htt"\ Cq~.s ~+ (lslt1t4.l1s J16/1('1 '1' ar(' ..Jlt 

Office responsible for PERMANENT. eat off c 18•1lcz­
DNA-wide policy: c~ce of qntiaza; ua:lsi' 1i in CEA 


10 Jrears after qutcff, retire to 
ta &mRe": offer to National J,/oc.t~ 

1 
Archives J8 1 cas afhH ,. ha ff. ,; Id yttJ 

-;~v~rQ/ Melff..S W~t'I ~o- 30 '1t4~. or . . 
( s IMii• icct accumulation each year) 
/l.ouh~e

505.02 SECURITY REGRADING CASE FILES. Documents relating to the 
(505-02) eview of specific classified documents or equipment for th 1 

p.ur~se of regrading the documents or shipment, t'J(c/'4t~V' /.It~ I'A ·L 
#it<cl 1A11Jer f:N .ro.r. OJ. . 	 _Iv l.71"'1S 
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9. 
e DE~CT<IPr:ON Or ITEM SAMPLE OR 10. 

~~·;ith lr\ct,~1vc 0 •11.!5 or Hctcnt•on rPCICdS) .JOB NO ACTtOr< Tf,1<,(:N 

------ -----·-- -------- ---- --------- ---- -------- -- -- - ----------·- --·-·---- - ­
(505.02 	 continued) 

after 
all documents 
destroyed. estroy 
after sfer. 

505.03 CLASSIFIED MATERIAL ACCESS FILES. Documents reflecting 
(505-03) 	 authorization to have access to classified files. They 

include forms containing individual's name and signature, 
classification of files concerned, information desired, 
and signature of an official authorizing access. 

Destroy on transfer, reassign­
ment, or 	separation of the indi 
vidual, or when obsolete. 

505.04 INFORMATION ACCESS CASE FILES. Documents relatin 
(505-04) 	 o the review of specific requests for access to classifie 

files or 1equivment for purposes of research and study,.t)(C/i ,., ~~°"'~' f;re.~ tt,.,du- Fii ros. 01. 
Case files: 	 Cut off on completion of action 

on request for access. Maintai 
in CFA and destroy 15 years 
after cutoff.. aw xA tu­

apas of orw2riza5i&n. 

505.05 INFORMATION RELEASE FILES. Documents relating to 
(505-05) e review of classified or potentially classified documen 

tary materials for purposes of dissemination or release of 
information to sources outside DNA, such as tEe review of 
manuscripts, photography, lecture t __r~dio, television ,._ 
.scripts, and other materials1 tic cw 11\'f' of rte ,,,f!s r.' ft 1 

""'J~, ~N '°Ar· tJI. 
PERl!H~HUJolfc SPa41 °ff on ii:asa~-
12atio12 oz !!sl&llR!t 1£ jpfcmatj 0 

Hain bait• 

505.06 

(505-06) 


Destroy,:when 20 years olddr W 
s11ccpt cazds 1£J imtairvd pbi!eh 
tef1 °Ct pg79pept d WLZitl!ties!on 

1r1ill ilu s3jptair1il p&nr?F 11!1"Cly 
--·----..!.-----------·-----·-·----· -- ------ ­
11S-203 	 Four coplu~. lncludlno orlyln,!jffl to be swi.rnit1edJ,o th11 Htction~I Arc lvoo 
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100. Q[SS~1r·noN OF IT[f,; / =+P;.P~ [ on 
ITE (W1tn lnciusi>c i1Jlt!~ or ne1e1111on Periods) 
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505.07 ,TOP SECRET MATERIAL ACCOUNTABILITY FILES. Documents 

(505-14) Ireflecting the identity, receipt, dispatch, downgrading, 


505.08 
(505-18) 

505.09 
(505-16) 

'505.10 
(505-19) 

source, movement from one office to another, destruction, 
and current custodian of all TOP SECRET material for which 

. the TOP SECRET control officer. is responsible. 

Destroy 2 years after all items 
on individual pages have been 
destroyed, downgradedl¥spatche 
or when entries are transferred 
to a new page. 

SECURITY VIOLATIONS CASE FILES. Documents relating to 
investigations of alleged security violations, such as mis 
sing documents, unauthorized disclosure of information, 
unattended open security containers, documents not proper! 
safe9\iarded and matters of a similar nature. 

q. Destroy 2 years after completio 
of final corrective or discipli ­
nary action,6.except that records 
of violations of a sufficiently 
serious nature to be cla~sed as 
feloni~s arc I Lfu:OOff!H!! CcJ,/I hf 

O.(C..,tllA"(6. wrl./, NCI- '330- J 
SECURITY INSPECTION AND SURVEY FILES. Documents relating 
to inspections and surveys primarily conducted by security 
officers including routine after-duty-hours security inspec, 
tions conducted under the supervision of a security office 
to determine the adequacy of meastif"es taken to protect sec 
rity information against the hazards of fire, explosion, 
sabotage, and unauthorized access. Included are reports, 
recommendations, and related documents. 

Destroy after next comparable 
inspection or survey,scz 1& ~ 

'5 '" **· 
CLASSIFICATION GUIDES. Formal classification guidance pub­
lished by DOE, DOD, and Military Services relating to spe­
cific programs and projects under their jurisdiction and 
which are required by DNA or its contractors to properly 
classify reports prepared for use and distribution by DNA. 

Destroy when superseded, obso­
lete, or no longer needed for 
reference. 

-------·--·--···----------------------- ­----~-----------··--·-

Four copl~s. lncludlrig original, le be nubmlttJd lo lhll N&llonal Archlvos 
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