
f-'!- ... 
REQUEST fOR RECORD-.:,....}tSPOSITION AUTHORITY r--.:;'. LEAVE BLANK••	 / 

---- ---- .-...--" (See Instructions on reverse)	 Joe NO 

-
'10 GENERAL SERVICES ADMINISTRATION, _00 --31q, "'~I-31 

NATIONt,L hRWVES AND REGORDS SERVICE, W,\SHINGTON, DC 20408----- -------------_. -_._----_. __ ._----_ ..----_._--	 DATE RECEIVED 

1. rRO:-/. (,\Gl'<CY Gil [STt.:oUSt,'.'GHI	 I OCT 19QO
Defense Nuclear Agency----	 NOTl~ICI\TION TO AGENC' 

2.	 MAJOR SUBDIVISION 
In .l\-(i'r~.'r'lce WIP' r~,ecrO'-:-;I'~!lS cl 4-1 USC J30];! ''''r- O"lll'j,,11 tf!Personnel/Administration	 Directorate Quest. 10(,luCII':,.: ,ll'ilr~~:n~'lt(" .S ,1oC,Ij .....,d e • ...:rct lac ':f"n~ I:) 't ....,ly 

be st~"';n"'<1 . ~·~OO)C'1 ~IJ! .10v:(i"~d or ··",d:-:~t.l'l't';"\' 'r, :j '..,:,ri (U3. MINOR SU8D:VIS:ON 

Administrative Services Division 
4. NAME OF PERSO'j WITH WHOM TO CONFER	 5, TEL EXT .	 itl-2oM ~~JV~ 

nll!r Ar, .11"1\1 fll tltt- l:""l'd \r ","Pauline E.' Korpanty	 325-7058 -
6. CER rlFICATE	 OF AG£NCV REPRESENTA liVE 

I hereby certify 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 '2 page(s) are r:ot now needed for the business-ot 
thrs agency or will not be needed after the retention periods specified. 

'0 A Request for immediate disposal. 

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

C. DATE	 O. SIGNATUR E. nTLE 

SEP 2	 Records Administrator 

9.7.	 10.SAMPLE ORITEM NO	 ACTION i!\!':Ei'IJOB NO 

803 
(804,: , DUCTION-IN-FORCE FILES •. !l'hese'· r~iate documentinfiles to 
810, 812, e selection/ret.ention. of employees and. welfar.~ and gri.ev:-:

& 813) ce procedures: training of employees; and other personnel
tters. 

803.01 PM ELIGIBILITY CERTIFICATE FILES. Documents providing a 
(804-01) ecord of requests to the OPM for certification of elig~ble

d reports of action taken on those certificates. Include
 
re SF 39s (copy 3), SF 62, and OPM (CSC) Forms l844A and
 
elated documents.
 

Destroy when 2 years old. 

803.02	 EMPLOYMENT FILES. Documents reflecting persons aepaz'ert.ed
(804-02)	 y reduc'Hon-in-force or. for military service, or having

estoration or reemployment rights. Included are DD Form 
34s, skill listings, and related documents. 

" 

Destroy 1 year after restoratio 
or reemployment rights have 
expired. 

STAtIOARO FORM 1t511~-107 
Rrv.sed Apr.l, 1975 
Prescr-bed by Ger.er.;1 SPj'''VIC'JS 

L.rl,..""',,C!.I,;at,ru'" 

http:aepaz'ert.ed


----------.-- --- -
~,---.
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7.	 6 :lESCRlflTION OF ITEM SAMPLE on 10. 
JOB NO ACTION TA~fN~_~__ ~~':~~~'\le ~~~_~ RE!t~~~I~n_pe"o_~~	 _L-	 ------- ----1______ _ _ 

803.03 IVILIAN TRAINING PROGRAM FILES. Documents reflecting the 
(810-06 status of civilian training in Government and- non-Governmen 
& 810-07)facilities. Included are training plans,reviews of trainin '1.5 II ~1r~5 

equirements, and related documents. 306(,	 J 30 c, 
Destroy 5 years after comple-
tion of a training program.~ I 
_ dis 52£! 15k. I	 I 

803.04 OURS OF WORK FILES. Documents relating to the establish- j
(812-01) ent of working hours, shifts, and other matters affecting 

e work schedule of civilian employees. -Included are coor 
inating actions, studies, in~erpretations, and published 

i· ecord copies of instructions; letters; messages; and 
elated documents. 

Destroy 1 year after no longer
effective. 

803.05 PEAL AND GRIEVANCE FILES. Documents reflecting actions 
(812-03) aken on appeals and grievances submitted by civil service (;RSmployees. Included in each case are employee grievance , 

ecord; decisions delivered, including records of grievance 1J1 ommittee;	 review'decisions; and related documents. 

Destroy in CFA ~ 3 years .4#Yer ('4ff.· is 'clDsed 
Q;1c/ q1/ q P.j>b1'fj' X;;:'f!Q~~7d:! £cHng. ' . l . ., I .. . , 

803.06 OMPETITIVE LEVEL LOG FILES. Documents reflecting c eti-
(813-02)	 ive levels-which are used as a basis for prepari

ion registers. Included are lists and relat 

803.07	 TENT ION REGISTER FILES. Doc ent~reflecting retention 
(813-03)	 roups of employees accord' to tenure,length of service,

erformance ratings, eterans preference. Included are 
egisters and relate 

Destroy when 2 years old, unles 
appeals are pending. 

803.08 CHARITY CONTRIBUTION FILES. Documents relating to contribu-
(412-17)	 tions by an agency, command, installation, or activity to 

recognized nealth, welfare, and voluntary fund raising
organizations, such as the American Red Cross ahd the 
Combined Federal Campaign. 

DESTROY when 2 years old .. 
115-203	 Four copies. Including original. to be submitted to the Nallona' Archive. STANOAJlO FORM l1S-A 




