
'iiEQUEST 

~ •• ~ __ •• • 0_- _. 0 _ 

TO :;ENERAL SERVICES 
~~r\TlOi;t\l ARCHiVES "NO 

ADMiNiSTRt. ':ON, 
HlCQfWS SERVICE. ',',)S!W'GTCt;. DC 20408 

~ 

6. CERT:FICATE :)F !lGE'JCv RfP'IESE"ITATIVE 

I hereby certrty that I am authorized to act for. this agency in matters pertain:ng to the disposal of the agency's records; 
that the records proposed for disposal in this Reque5t of .__~ pagets) are not now needed for the business of 
this agency or will not be nesdec after the .etention periods specified. 
o A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE E. TITLE 

.SEP ,2 Records Administrat~~ 

1. 
ITEM NO 

i. 
SAMPLE OR 

JOB NO. 

10. 
ACilGN 7';r\~N 

1103 POSTAL AND MAIL SERVICES FILES. These files related to th 
-(~1~1~0~8~)--..~ postal and 

mai1rooms. 
mai~ function performed by 'unit and activity. 

.. 

1103.01 POSTAL DIRECTORY FILES. Locator cards used in maintaining
(1108-16) a locator system to facilitate the delivery of mail to . 

individuals. 
[;(cfp. ,,., ./tJ

An inactive file will NOT be 
established. Withdraw and 
destroy locator cards for perma '1lS ~,1'+rYf nent personnel 1 year after 
departure of the individual. 
Withdraw and destroy locator 6>6 
cards for other personnel 6 

. months after departure of the 

individual. J
 
1103.02 UNIT MAILROOM ACCOUNTABLE MAIL RECEIPT FILES. Documents ellS 

(1108-19) reflecting the receipt and dispatch of registered, numbere 
:insured, and certified mail bt-.l.unitand activity mad.Lzooms ,' l"'"'"'.1"! II Included are DD Form 434 (RecGra of Accountable Mail), POD! ~~ 
1 Form 3883 (Firm Delivery Book Record--Registered, Certifie~, 'I' 

;and Number-ed Insured), and POD Form 3877 (Firm Mailing 

'c ::;;;-~;~~:-1~kcll'i1~:~;.,;,~ t{t·:o~-_~·::~\~]~-,.Dh:;."~;::' --.;,4;i;;:~.~~~~kl~~J{~
~ U~ .., ~v ~ 7"'''I'11v Pre5.cf,bed by Ge(,~fJI Sf'rv'·:es 
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I

~f. • 
JOB NO PAGE OFRequest for Records Disposition Authority- Continuation 2 of 2 

9. 
10.SAMPLE OR 

AC TIO"l TA~(N JOB NO 

1103.03 MAIL CONTROL FILES. Documents relating to the control of 
(1l08-21)	 incoming and outgoing mail. Included are routing and sus- EJiC( 

pense slips, delivery receipts, records of messenger trips
and similar papers. b Ii..S 

Destroy when 3 months old. ,~ 

_·'.~	 ~l_l
 
Four copies. Including original. 10 be .ubml~E'd 10 the National Archives STANDARO FORM 11S-A 

RpV15!!d July 1974 
115-203 




