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I hereby certify th.?.t I am authoriz2d to zct for. this agency in matters pertaining to the disposal of the 2gency's records; 
that the records proposed for disposal in this Request of 2- page(s) are not now needed for the business of 

· this agency er will not be needed aftr,r the retention periods specified. 
D A Request for immediate disposal. 

� B Request for disposal after a specified period of time or request for permanent 
retention_ 
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601 AWARD_S_ AN_ D_RE_ C_O_G_N_I_T_I_O_N __

(_60_e_4__ ;-,&i-,,_-, .� and O,ther. ,form� ,Of. recc;>gnition ,,given t;; CiV:i.l.i.an employ�eS 
605) and military perf.3onne1. The files accumulate. mainly._in the 

_

Administrative Services Division, HQ DNA,and Personnel 
Division, Field C onmiand, DNA. 

601.01 UNIT AWARD CASE FILES. Documents reflecting the recommenda 
(604-03) tion and review of awards to units. Included in each case 

are approved/edisapproved requests, certificates, and 
related documents. 

Offices which process Destroy when 1 year old, or on 
awards for approval/ discontinuanceI wh,cJ, t>/e,r iS
disapproval by earlier-.
Services (HQ DNA & 
FCDNA): 

601.02 AWARD C EREMONY FILES. Documents relating to ceremonies 
(604-04) arranged for the presentation of awards, including requests., 

for photographic suppqt, citations, and related documents. 

Destroy when 2 years old, or on 
discontinuance, w J,; (" e-1�,- ir 
&Ir /,er. 
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601.03 SPECeIAL AC HIEVEMENT AWARD FILES. Documents reflecting the 

loffices coordinating 
processing of awards 

9. 
,o.DtSC 111PTiON OF ITEM SAMf'I.E on 

(604-07} recommendation, review, and approval/edisapproval of awards 
to individuals who have attended service schools, and to 
individuals and groups for achievements such as participa
tion in operational exercises. Included are requests, cer 
tificates, citations, and related documents. 

Office exercising C ut off at end of C Y. Destroy
awarding authority for in C FA when 5 years old. 
participation in opera
tional exercise: 

Destroy when 2 years old or on 
discontinuance, wl,ie.4f..,,er ;�
€Ar-Jitr. 
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STANDARD FOAM 115-A 
Rev,sod July 1974 
Pre!;Cflb�O by GPnerai s�rviCe$ 

Adm,,-,,st• a1,on 
FPMR (41 CFR) 101-11.4 

(605-03 & 

605-06} 

related to submitting, evaluating, and approving or disap
proving each incentive awards case. Included are approved 
and rejected suggestions and award nominations and minutes 
of committee meetings. 

Destroy j years after final 
action or on discontinuance, W 
is eQrl,tr.

MILITARY AWARDS POLICY FILES. Documentation, including

letters, messages, and other instructional media which 
announce or distribute agency/ecommand level decisions on 
the issuance of awards within their purview. 

Destroy upon supersession, obso 
lescence, or discontinuance of 

Agency/ r.J'1ie,4(ver )S fQr/,fr. 

601.04 

601.05 

for attendance at 
Service schools: 

INeC EN TIVE AWARD CASE AND C OMMITTEE FILES. Documents 

__ _J_ 
115-203 Four copl�s. Including orlglr.al, lo be 9ubmlltod lo tho Nallonal Archlvee 

CJ�l l'li!i 1> . !,79-38i ' 




