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6. CERTIFICATE OF AGENCY REPRESENTA1IVE

| hereby certify that | am authorized to act for this agency in-matters perlaining to the dispasal of the agency’s records;

that the records proposed for disposal in this Reguest of

this agency or will not be needed after the: retention periods specified.
] A Request for immediate disposal.

A== page(s) are not now needed for the business c¢f

k¥ B Request for disposal after a specified perioag of time or request for permanent

retention. A /;,I/ Z é PHS Records Management Officer
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L Administrative Tiles
Nonrecord copies of documents relating to positions,
staffing, training, travel, hiring, payroll, and other
personnel matters, Iincluding consultants. Also space,
equipment, procurement, budgeting, planning, and general
management document copies.
a. Position document copies
Destroy 5 years after position is abolished.
b. Employee document copies
Destroy at time employee leaves the Agency.
¢. Planning document copies
Destroy 1 year after plan is completed.
d. Other documents
Destroy three years after end of year cf preparation
or time period to which the documents pertain, which- .
el __ever is_later. __5/_4_4@’_‘4_»_
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7. 8 DESCRIPTION OF ITEM s MPQL. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ’308 Eof?R ACTION TAKCN
6 Working Papers

Drafts of reports, correspondence, and other papers,
rough and informal notes, comments, and preliminary
worksheets which acre not part of any official records
or do not represent significant basic steps in their
preparation. :

Destroy at such time as the user determines they are
no longer needed, not to exceed one year after action
is completed. '

Note: In any discrepancy between this instruction and
Agency or other regulations, the disposal instructions
in the regulations shall apply.
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