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NOTIFICATION TO	 AGENCY 
2.	 MAJOR SUBDIV!SION 

In ~~COld,1"Cel\,!h !~e DIOVI),'lns 01 ~J usc 33Q1J !~p d"oo~~' rePersonnel/Administration Directorate Guest ,"r1uClr,,: \~·,e"jT.e"t,. IS Jopro.,ed el'.,'ct for 't,~ms !~,!t ioi.rv 

3, M!NOR SlIBDIVIS,ON O~ )~,jfil;1'~. C,.)~o()~·H not JDOi::i .. ec' c( "",t~,jl.l"P· 1(: I.lJi\.i7ln I~ 

Administrative Services Division -----------------------------------r---------~
4, NAME OF PERSON WITH WHO',1 TO CONFER	 5. TEL EXT 

Pauline E.' Korpanty	 325.:;{) 58 

6. CERTI~ICATE OF AGENCY REPRES~NTATIVE 

.1 hereby certify that I am authorized to act for. this agency in matters pertairung to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 1 page(s) are not now needed for the business of 
thrs 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 

SEP 2 Administrator 

7. 10.SAMPLE ORIT[M NO	 ACTION U.:'~NJOB NO. 

1102 ,SIGNAL COMMUNICATIONS ,SERVICES FILES. These fi~es,accumu-
(1104)	 late from the, ~dministration, use, and'maint~nance o~,

signal communf.cat.Lona facilitie.s and equi.pmenc; ,The,,filE?s , , , 
are accumulated by the Headquarters DNA Conununications 
Center and t~e FCDNA Logistics Directorate. 

1102.01 TELEPHONE SERVICE WORK ORDER FILES. Documents used to ' 
(1104-07)	 request and authorize telephone service on Government-owne 

systems. Included,are requests for telephone service, wor 
orders, and related papers. 

Destroy 1 year after completion
of work., 

1102.02 COMMUNICATIONS ACCOUNTS FILES. Documents relating to tele 
(1104-11) phone~ teletype, and telegraph accounting. Included are 

vouchers, vendors invoices, and correspondence on conununi-
,cations accounts. 

Destroy when 2 years old. 
Prior to disposal, files which 
are related to uncollected 
accounts will be withdrawn and 
retained until collected. 

115_ 107	 STANDARD FORM 115 
R.v, .. d Ap"l. 1975 
P;escnbed by General Servrce s 

Arlmlnl~t,.'l.tlnn 




