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REQUEST FOR RECORD, ISPOSITION AUTHORITY
 
'" (See Inst,ructlo,!s on reverse)
 

NC/- 33{)- PI-3 
TO	 GENERAL SERVICES ADMINISTRATION,
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 DATE RE~VED


1 FROM (AGENCY OR ESTABLISHMENT)
 ~-z4?-[f3/Department of Defense 
2 MAJOR SUBDIVISION 

Off~ce of the Secretary of Defense In accordance with the provrsions of 44 USC 3303a the disposal re 
quest. including amendments, IS approved except for Items that may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Records Management Div~sion 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT ~},&

J.	 E. Ha~nes 695-0970 An htvtvt 0/1/'" VII/led State» 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authcnzed to act for. thrs 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 not now needed for the business of 
thrs	 agency or will not be needed after the retention periods specrned 

o	 A Request for Immediate disposal. 

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

COATE	 PRESENTATIVE E TITLE 

18	 Mar 81 OSD Records Administrator 

7 8 DESCRIPTION OF ITEM 9 10 
ITEM NO (WIth Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB	 NO 

Addition to 600 ser~es of OSD Administrative Instruction o. 15 (NCI 330-80-4) 

(See attached sheets) 

J. E. Haines agreed to amendment of dispositior. statemen 
for 603-02-5.2 by telephone May 6, 1981. '4,-~;j).y 7 items 

STANDARD FORM 115 
RevIsed Aprol, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-107 



603-02-5 PANAMA CANAL COLLEGE 

These files relate to the education of students 
Canal College. 

DESCRIPTION 

603-02-5.1	 College Absence, Withdrawal,
and Add FlIes: Documents re-
flecting student applicatlons for 
permissl0n to be absent from flnal 
exams, student drop and add class 
records,and admlnistrative with-
drawal letters. 

603-02-5.2	 College Academlc Record Files: 
Documents reflecting student grades
and credlts earned. Included are 
forms, notes, and slmilar or 
related documents. 

603-02-5.3	 College Report Card Files:
 
Documents reflecting scholastic
 
grades and promotlon or failure.
 
Included are report cards and
 
related documents.
 

603-02-5.4	 College Teacher Class Register

Files: Documents reflecting

daily, weekly, semester, or annual
 
scho1astlc marks and averages,

absence, and wlthdrawal data.
 
Included are c1dss registers and
 
siml1ar or related documents.
 

FILES 

enrolled in	 the Panama 

DISPOSITION 

Destroy after 1 year. 

Cut off on transfer, graduatl0n,
wlthdrawal or death of student. 
Record wlll be retalned at 
school for 10 years (should 
a student re-enroll durlng thlS 
perl0d, the flle wlll become 
actlve again). At the end of 
10 years, permanent record 
card(transcrlpt) will be retired 
to the Eas t Point FARC ' .:JGtt/C6i== 

-(4 NC). - I. DestroyS/h}'iJi
after 65 years. An offlcial 
copy will be provided upon
receipt of authorlzed request. 

Released to student at end of 
semester or school year or on 
transfer of student. 

Retalned at the school 
for 5 years and then destroyed. 



.; , 
603-02-5.5	 College class reportlng files: 

Documents reflecting teacher reports
to Registrar and used as source 
documents for preparing college
academlC record. Included are forms,
correspondence, and slmi1ar or 
related documents. 

603-02-5.6	 Credit transfer certificate fl1es: 
Documents ref1ectlng college
scholastic credlts earned. Included 
are certlficates and similar or related 
documents. 

603-02-5.7	 College student fl1es: Documents 
pertainlng to individual college
students. Included in each folder 
are absence reports, records of 
achievement, and aptltude tests. 

Destroyed at the school 
after 1 year. 

Destroyed at the school 
after 1 year. 

J)ESre.tY
at the school 

~ 2 years after grad-
uatlon, death, or wt1~ 
drawa1 of student~~en 
a student transfers to another 
school, a copy of the record 
may be released to the parents 
or student(lf 18 years or 
older) for hand-carrYlng to 
the receivlng school. An 
official copy of the record 
wl1l be forwarded to the 
recelving school upon receipt
of authorlzed request. (The
orlginal record is retalned at 
the school.) 

http:J)ESre.tY
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Enclosure 3 

603-02-3 EL~NTARY SCHOOL FILES 

These files relate to the elementary education of dependent children of 
Department of Defense persor~el up to and including grade 8 of an 
e.Lemerrtary school. 

DESCRIPTION	 DISPOSITION 

603-02-3.1	 Elementarv School Student Destroy in Current File A=ea 
Acad~ic Files: Documents (c:FA) 5 years after gradua-
pertaining to individual tion, death, or withdraw~l 
el~entary school students. of student. Note: When 
Included are intelligence student transfers to another 
quotient, achievement, aptitude, school, a copy of the record 
and similar test results; yearly may be released to the pa.:rents
grade average, attendance of or student for hand-carry:ing
each student; reading and to the recedv ang school. An 

health records (SD Form ); official copy of the record 
notes related to pupil's---- will be provided to the 
progress and c~~racter- gaining school upon authorized 
istics; and similar or related request. An audit trail will. 
documents, forms or notes be maintained in the folder 
useful in counseling and of all-requests and releases r 

tsuccessor teachers.	 of information/copies of 1 

t(Optional--Health Record may documents.
 
be retained by the school
 
nurse, if desired, but should
 
be returned to this file at
 
the ~"1d of the school year.)
 

603-02-3.2	 Elementary School Reoort Card Release to par~"1ts or
 
files: Documents reflecting student at the end of the
 
grades, personality tra i.ts, and school year, or on trans-

promotion or failure. Included fer or withdra~~l of the
 
are report cards and related student.
 
documents.
 

603-02-3.3	 Elementary School Teacher Class Destroy in CFA after 5
 
Register Files: Doc~ents re- years. Cut off at the
 
flecting daily, weekly, semes- end of the school year.

ter, or annual scholastic marks
 
and averages, and absence and
 
tardiness data. Included are
 
class registers and similar or
 
rela ted documents.
 

3-1
 



AT- IS-
Enclosure 4 

r-----------	 603-02-4 SECONDARY SCdOOL FILES\:-- ... ---_--_ .. 

These files relate to the secondary education of dependents of Department
of Defer-se personnel enrolled ~n a grade 7-9 junior high school and/or a 
grade 7-12 high school. 

DESCRIPTION	 DISPOSITION 

603-02-4.1	 Secondary School Absentee Files:' Destroy af t er 1 year or 
Doc~ents reflecting absentee on discontinuance, which-
students. Included are home- ever is first. 
roo~ teachers registers, sec-
ondary school daily attendance 
records of absentees reported
by teachers, tardy slips for 
admission of students to class-
room, transfer slips notifying 
teachers of new class or hooe-
room assignment, notices of 
change by school prinCipal to 
teacher upon change of class-
room, student applications for 
permission to be absent, stu-

r.:::-=:-::::::-:-;: dent pass slips, and s~ilar 
or related documents. 

603-02-4.2	 Secondary School Academic 
Record Files: Student Perma- Cut off on transfer, gradu-
nent Record Card,reflecting ation, Yithdra~al, or death 
student grades and credits of student. Retain overseas 
earned. 5 years. Schools retain for 

4 years then for~ard to the 
regional office. At the end 
of year 5, regional o~;ices

'-'-;"y d.::.nlnofonretire records to th~Nation~ 
Records Center ~KX:X(w"NJ:tC).	 De st r oj 

when 65 years old.	 ~->sc4*'Ai:\ ...s<*1:.;).s:;-n::i«:; ~ 

J"'M'i "-S¥ (Exception: Upon
inactivation of a secondary
school, such records will 
be for~arded to the =egio~al
office where they will be 
retained until the end of the 
5-year period then fo~a=ded 
to WNRC). wnen student 
transfers to another DoD or 

j	 non-DoD school, for~ard a~ 
offic~al CO?y to t~e re-
ceiving school on =equest 

4-1
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603-02-4.3 

603-02-4.4 

603-02-4.5 

603-02-4.6 

DESCR:I:PTION
 

Secondary School Teacher Class 
Register Files: Documents re-
flecting daily, ~eekly, s~es-
ter, or annual scholastic 
marks and averages, absence and 
tardiness d~ta, and ~ithdrawal 
data. Included are class reg-,
isters and similar or related 
documents. 

Secondary School Class Report-
ing Files: Documents reflect-
ing teacher reports to princi-
pals and used as source docu-
ma~ts for prepar;ng secondary
school academic record cards. 
Included are forms, correspond-
ence, and similar or related 
documents. 

Credit Transfer Certificate 
Files: Doc~ents reflecting
secondary school scholastic 
credits earned. lnclude~are 
certificates and similar or re-
lated documents. 

Secondary School Student 
Files: Documents pertaining
to individual secondary school 
students. Included in each 
folder are report cards, forms, 
notes, student health records, 

(SD form L, absence reports,
corresuonda~ce ~ith parents· per-
taining to absa~c~; records 
of achievement, ~~~ aptitude
tests; notes conce~ing partic-
ipation in a~tracurricula= 
a~tivities, hobbies, and other 
special interests or act~v~ties 
of the student; and ~iscella-
neous ma~orand~s used by stu-
dent counselors. (Optional-

4-? 
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DISPOSITION 

and appropriate authori-
zation. A copy will be 
given to the parent of 
student for hand-carrying
to the receiving school. 

Destroy in CPA after 5 
years. Cut off at the 
end of the school year. 

L 

F· 

Destroy after I year or 
on discontinuance, ~hich-
ever is first. 

.'. 

Destroy after I year or 
on discontinuance, which-
ever is first. 

Destroy in ,c:FA 2 years
after graduation, death, 
or ~ithdrawal of student. 
Note: When student trans-
fers to another school, 
a copy of the record may
be released to the parents 
or student for hand-carrying
to the receiving school. 
_~ official copy of the 
record will be for~arded by
wail to the of£~cial of the 
receiv~lg school after the 
oarent r2s signee a release ( ..... :. 
~f responsibil~ty. ~1 aud~t 

" 

......-: "; -. 
trail ,all ~1 t airiedbe 1::a i..-:. 
the folder of all requests

.and releases of information/
copies of docum ent s, 
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DESCRIPTION DISPOSITION 

Health 'Record may be retained 
by the school nurse, if desired,
but should be returned to this 
file at the end of the school 
year.) 

, 

(: ..: 
~.. 

~.. 

~ ........ 
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