
REQUEST FOR REOORDS DISPOSITION AUTHORITY LEAVE BLANK•(See Instructions on reverse) JOB NO 

TO' GENERAL SERVICES ADMINISTRATION, NCl-88-8l-l 
_----=-:N.:..:.AT:..:.'O.:..:.N_A_L ...:..A_R_CH_'V.:..:.E...:..S_A_N_D_R_E_CO_R_D_S_S_E_RV_'C_E..:.... _W_AS_H_'N_G_T_ON--:._D_C_2_04_0_8 __ ---I DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) January 28, 19.81 
De artment of Health and HumanServices NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the provrsens 0/ 44 U S.C 3303a the disposal re

Food and Dru Administration Quest, Including amendments. IS approved except for Items that1may 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" m column 10 

Division of Personnel Mana ement 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT 

Joseph Reiff 443-4055 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

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 1 page(s) are not now needed for the business of
this agency or will not be neededafter the retention periods specified. 
o A Request for immediate disposal. 

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

C. DATE E. TITLE PHS 
Chief 
ManagementMethods Branch, DMS 

7. • 8. E RIPTION OF ITEM 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

Regulation Certifications 

Copies of Agency forms FD-2096, Regulation Certification
 
for New Employees, and FD-2097, Regulation Certification
 
for Separating Employees. Forms contain employees'
 
signature attesting to their knowledge of Agency dis-
closure and conflict of interest regulations and their
 
agreeing to abide by t.hem Forms used as legal evidence
s-

in prosecuting violations of these regulations. File is
 
arranged chronologically by date of employees' separa-
tion, occupies approximately 15 cubic feet, and is
 
growing at the rate of one foot per year.
 

Destroy individual forms five years after employee 
is separated from the Agency. 

(NOTE: Longer retention period than that specified
 
for sim~lar material is General Records Schedule 1,

item 25 'Ls necessary in order to conform with provisions
 
of zi U'-S.C. '331 (j).
 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-107 




