
REQUEST FOR AUTHORITY
 

TO DISPOSE OF RECORDS
 
•

(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 

4. NAME OF PERSON WITH WHOM TO CONFER ~iftL
(Date) :Archivist of the United States 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that tbe records proposed for disposal in this Request of 
___ page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

Departrrental Reoords Officer 
Date (Signature of Agency Representative) (Title) 

7. 8. DESCRIPTION OF ITEM S 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) ~~~L~O~R ACTION TAKEN 

1 PERSONNELSECURITYCLEARANCE Records of CASEFIIES. GRS-IB 
lnvestlgatlons of personnel employed by or seeking item 23 
employmentor who otherwise require a security clearance. 
Personnel security clearance case files of DOEand con-
tractor employees and consultants, access pennittees and 
their employees and consul,tants, and others. Such 
files include Federal Bureau of Investigation reports, 
Office of Personnel Managerrentreports, or other 
Governrrent agency reports, and letters, rrenoranda, and 
other conmmications pertinent to the case. 

Destroy 10 years follaving termination of clearance or
 
access authorization, discontinuance, or cancellation,
 
provided, however, all copies of Persannel Security

Questionnaires, or equivalent, are zenoved fran the files
 
and retained pending carpletion of Health and M:)rtality
 
Study. 

I l~ 
STANDARD FORM 115 
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Apr; 1 28, 1980	 FPMR 101-11.4 
GSA	 Bulletin FPMR B-80, Supp.2 

GENERAL RECORDS SCHEDULE 18 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

. c.	 Automatic machine patrol charts Destroy when 1 year old. 
and registers of patrol and 
alarm services . 

.d. 'Arms di stribution sheets , ,charge Destroy 3 months after 
':". '. .'records, and rece ipts." ".:: return of arms. 

~.	 .. ~--.-
21. Logs 

-' 

and Registeri:' ' .' 
, , 

-" ~:'- -~-- ~r ! -
Guard logs and regfsters' 'n'ol'-co'vere'd 
elsewhere in this schedul e.>: 

::,-;-. ;,:-..::::::.~'" - .~---
, .' a.	 Central guard'office master ·lo~is'. Destroy 2 years after-	 , ' final	 entry. 

b.	 Indi vi dual guard post logs of . Destroy 1 year after 
occurrences'enter.ed tn master final entry. (

0:: ~~:::.~,,):JJ~- ~ 109'51:; :-::s~~;· ~ t (.~".. -:-::'-}:..."~r~,;	 - : :.::~- \ 
__ . _., ,. _~ . ... _ " __ __ ..... _ . ,....! - - :.- -,' .: .,'__ _ ;:.. ......	 •••••
or, ','. -. "':"':' , ..... -~.. _ ..... ~	 -

. • ~ ! 

Records acc~~~l'atjng from i'n'vestigations of personnel 'conducted under 
Executive Order 10450, other Executive Orders, or statutory or regulatoryrequirements'.' . _:-:~ ~, . ' 

- ..	 :. ~";. 

22. Security Clearance. 
. , . 

Administrative Subject Files. 

Correspondence, reports, 'and other Destroy when 2 years
records r.elating to the administration old. 
and operation of the personnel security 
program, not covered by item 1 or else- Iwhere in this schedule. 

23. Personnel Security Clearance Files.	 I 
'Personnel security clearance case 
files and related indexes maintained 
by the personnel security office of 
the employing agency. 

7 

http:occurrences'enter.ed


--

. . FP~lR·101-11.4 
GSA Bulletin FPMR B-80, Supp. 2 

GENERAL RECORDS SCHEDULE 

ITEM 
NO. DESCRIPTION OF RECORDS 

a.	 Case Files documenting the 
processing of investigations on 
Federal employees or appli'cants
for Federal employment. whether or 
not a security clearance is granted, 
and other persons. such as those 
performing work ,for a ~~deral ,agency 
under contract ; 'wno requtre 'an 
approval before having access to 
Government facilities or to sensitive 
data. These files include question-
naires, summaries of reports prepared 
by the investigating agency, and other 
records reflecting the processing of 

Apr; 1 28, 1980 

18 

AUTHORIZED DISPOSITION 

Destroy upon notifi-
cation of death or not 
later than 5 years 
after separation or 
transfer of employee 
or no later than 5 
years after contract 
relationship expires, 
whichever applicable. 

the investigation and the status of the 
,,-clearance, exclusive of coples of in-. 

vestigative reports furnished by the 
inv~stigating agency. _::.._:::.~,,:...:	 ' 

• e ..,:- -'.'"" .... e- - .. .';:: ~:'?-;: r:; ::~5"'·:...~:-<.-h.	 Investigative reports and related 
papers furnished to agencies by 
investigative nrganizations for use -

Destroy in accordance 
~nththe investigating
agency instructions. in making secur-ity/suttabtt ity-' , -------

._-de:t,erminati.ons.,~::-- ;";r:~,,,,,':,:.ir~:·:~-.;
c.	 Index to'the Personnel Security' Case Destro¥ with related 

File. case flle. 

24. Personnel Security Clearance Status Files. 

Lists or rosters showing the-current 
security ciearance status of individuals. 

25. Non-Felonious Securit;r Violation Files. 

Case Files relating to investigations
of alleged security violations, but 
exclusive of files ~oncerning felonies 
and papers placed in official personnel
folders. 

Destroy when super-
seded or obsolete. 

Destroy 2 years after 
completion of final 
corrective pr discipli-
nary action. 
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