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8tandard Form No. 115 
Revised November 1951 
Prescribed by General Services REd'lsT FOR AUTHORITY ~ LEAVE BLANK .

Administration 
GSA Reg. 3-IV-I06 TO D~E OF RECORDS 115-102 ~ ~CFJ2D ~JOB NO.1 1973 

(See Instructions on Reverse) 
------------------------------	 DATE APPROVED •,. 113'" It 5 1 
TO: GENERAL SERVICES ADMINISTRATION, ,. 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON 25, D. C. 
NOTIFICATIO~	 TO AGE~CY 

1. FROM (AGENCY OR ESTABLlSHMENn 

_O_F_F_I_C_E_OF_E_C_O_N_O_MI_C_O~P~P~O~R~T~U~NI~T~Y~ 1 
I~ ACCORDANCE WITH THE PROVISIONS OF PUBLIC 

2. MAJOR SUBDIVISION I LAW 91-287 DISPOSAL OF ITEMS MARKED "DISPOSAL 
APPROVED" IS AUTffORIZED.OFFICE OF ADMINISTRATION

3. MINOR SUBDIVISION--------,
ADMINISTRATIVE SERVICES 

4. NAME OF PERSON WITH WHOM TO CONFER	 15. TEL. EXT. " (;~ 

J. B. CIESLOWSKI	 254-5360 DATEAd"~------------------------------------------~~~~~------
6. CERTIFICATE	 OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the records described in this list or 

echedule of _1 pages are proposed for disposal for the reason indicated: ("X" only one) 

D 
A The records have B The records wilt cease to have suflicient value
 

ceased to have 8ufli· to warrant further retention on the ezpiration
 GJ 
dent value to warrant of the period of time indicated or on the occur-
further retention. rence of the event .pecified. 

Feb. 20,	 1973. Records Management Officer 
(Date)	 (Title)P~"J 

9.7. 8. DESCRIPTION OF ITEM	 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

1610	 FORMS MANAGEMENT RECORDS 

~ SPOUL APPROVED1610.1	 Forms Numerical Files. Case files containing a copy of
 
form and revision, request for approval and justifications

copies of prescribing directives, and related corresponden e.
 
TEMP. Retire to FRC three years after rescinded or super-
seded. Destroy 7 years after retirement. (See GRS 16,

Item 4.)
 

1610.2	 Forms Functional Files. Case files consisting of a sample IISPOSA1. APPIOVU 
copy of each current form. Destroy individual form when --
superseded or canceled. (GRS 16, Item 9). 

1610.3	 Forms Register. A register used to record and control 
~ ~~A1. APPIOVIDthe assignment of form numbers. Retire to FRC on phase-

out of Agency. Destroy after 7 years.
 

1610.4	 Forms Index and Directives Files. Periodic indexes list-
~ISPOSA1. NOTing current and obsoleted forms, procedural and policy APPROVED directives, and facsimile manual containing illustrations,


of forms. 4;)eatr~yafter l§ years. Rt;T~/IJ. D.ff.o,.. 1r>Jhf,. ....~
 

ty..h;~ ~ a..PPI'6'S~{ J5 pDr1o, ....... t;Y v"-I,,,.I/);" ~e-=-d~. (/?I(, bJ...,...
 
DISPOSAL APPROVED1610.5	 Forms General Correspondence Files. Correspondence con-

cerning forms management matters - not pertaining to any

specific form. Destroy after 2 years.
 

1610.6	 Forms Reports Files. Reports concerning forms management ~ ~1. APPIOVID 
progress, status and plans. Destroy after 5 years. 

Fo.... copies, u",lading original, to be 8UluniHecI to the National Archives ODdRecords Service 16-694211-3 GP') 


