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6.CERTIFICATE ~OF AGENCYREPRESENTATIVE 
I hereby certify that I am authorized to act for the head of this agency in matters pertaming to the disposal ofrecords, and that the records described in tbis bst or 

schedule of ~ pages are proposed for drspoaal for the reason indicated: ("X" only one) 

A The records have B The records will cease to have sufficient value
 
ceased to have suffi- to warrant further retention on the expiration
 
crenr value to warrant XX of the penod of time mdrcated or on the occur-

further retention,
 

r~~=ven3e,clfi~, a. Department Records
 
1/17/7.1 

I 
/' L~ Ru~~li O. Hess () .J •• Officer
 

D .Lt.Mgt
(Date) -' [) (Signature of Agency Representative) (Title) 

7. 8 DESCRIPTION 9 10OF ITEM SAMPLEORITEMNO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOBNO ACTIONTAKEN 

1. General Subject File 

Files broken down by subject, and filed accord-
ing to DHEW/OHD File Manual, consisting of 
correspondence, memoranda, reports, national 
organizations concerned with the handicapped,
administration publications, personnel and 
training. Personnel and training files are 
arranged in alphabetical order in individual 
folders. 

Authorized Disposition 

Except¥ng for routine and nonrecord 
materials covered in items 2 and 4-of this schedule, dispos.e -whea flO- I 
~r -nee.sed. 0,:s--l''''7 l.dt,~~ s: r-:: olel; 
cp-r/I(Jr d'Sf7b},j 15 II-U-fhon"J.-c4, 

2. Nonrecord Reference Materials (Resource Files) 

Reading files (also known as chronological or
 
"chrono" files and day files), extra copies

of correspondence and other records whether
 
relating to program or administrative activi-
ties, information copies, drafts, working 
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