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TO G2T'JER;-~L' SERVlCES AD~,m~lsTHA'jjON, 

__ Ni\~~_I;~_\L h_!lC~_I_IV_£_S _5~£'/iCE. rJf,~I-ml~~q~_D_C 1G~_~ -DA1ER[CE,V~()-NOV16I\N~_fl_lf_~~_nD_~:_;	 .------
1. rHOM ("GU-iCY OH ESTABLISHMENT) 

__ ~~far~.l!l~nt.~Heal th, Educa tion, and Vlelfare 
N011FICATION 10 I\Cj[NCY 

2.	 MAJOR SUGDIV!SION
 
;n ~ccord<"(O ,,," thr r.'1"\lor,s cJ .:1 USC 33)3~ t"P dl)oo~Y Ie
Public Health Service Quest.	 tr,ch,Olnp' ~rn~r.d1,e'lts IS ;l~l.,c,r~ C)CC.it lor 1[(>,'"'1) t·~tl;;-i:. 

3. MI:-JOR SULJDIVISION	 ~~ sial: ~cd "d:s~c~jl~ r.ot ao~~o\'ei) O!· 'o'II;rdr2\\fl' ;n COr~~i\ l'} 

Food	 and Drug Adminjstration 

4.·-rJ-AM[Of' PERSON v';;,-WHOM TO cm~r.ER·---------r:-rrL EX-T---	 U-17-1 ~ 

___J C~?Pr: Re iff	 -.1.._4_4_3_-_4_0 __5_5 -'-' __ 1_"_,,,. __ ---I'-- .....J 

6. CERTIrlCATE OF AGEr,cy REf'RESEN1AlIVE 

! hereby certify that! am authorized to act for this agency in· matters pertaining to the disposal of the (]gency's records; 
that	 the records proposed fer disposal in this Request of _~ page(s) are not now needed for the business cf 
this	 agency 0, will not be needed after the- retention periods specified. 
o A Request for immediate disposal. 

period of time or request for permanent 
PHS	 Records Management Officer 

9.7. - 8. DE'SCRIPTlor. OF ITEM	 10.SAMPLE ORITEM NO (WItt: Inclusive Dates or Retention Periods)	 !\eTION TIo"EI\;JOB NO I-----------.-----+---------~ 

Administrative files 

Nonrecord copies of documents relating to positions,
staffing, training, travel, hiring, payroll, and other 
personnel matters, IncludinB consultants. Also space,
equipment, procurement, budgeting, planning, and general 
management document copies. 

a.	 Position document c0pie~
 

Destroy 5 years a~ter position is abolished.
 

b.	 Employee document copies
 

Destroy at time employee leaves the Agency.
 

c.	 PIRnnin~ document copies
 

Destroy I year after plan is completed.
 

d.	 Other documents 

Destroy three years after end of year of preparation 
or time period to which the documents p~rtain, which- _______~_L~ __ 
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of ;.tz,II&[;e.s•
REQUEST FOR AU'I'HORITY TO DISPOSE OF RECORDS~ontinuation Sheet 

9.7. 8 DESCRIPTION OF ITEM 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES on RETENTION PERIODS) ACTION TAKENJOB NO. I 

6 Working Papers 

Drafts of reports, correspondence, and other papers,
rough and informal notes, comments, and preliminary
worksheets which ace 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 yoar after action 
is completed. 

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

li'0.1Il' copiOl', lnelD-cling originoJ, to be IIDl>nUHecl io. the No.ti<>BGl &c:hlvq 16-:S!'V.8-1 GPO 


