
REQUEST FOR AUTHORITY 

TO DISPOSE	 OF RECORDS 
(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 --------------------------------I--------------------------------~ 

1. FROM (AGENCY OR ESTABLISHMENT) 

3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I heJiby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the records proposedfor disposal in this Requestof 
~ page(s) are not now neededfor the businessof this agency or will not be neededafter the retention periodsspecified. 

Agency Records Officer 
(Signature of Agency Representative)	 (Title) 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

Records of the Office of Communications 

1.	 Subject files referred to in normal day-to-day

operations, for which other offices are the
 
office of record. Examples: Budget, Personnel,

Training, EEO.
 

Disposition:	 Close file each 
Calendar Year. Destroy
one year after close of 
file or completion of 
project. 

2 •	 Publications issued for information, not 
containing policy matters. Examples:
Bulletin Board 
The FHLBB (one-page fact sheet)
List of Publications Available 

Disposition: Destroy superseded material. 
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3. Video and audio tape. ori~ln.t.d or 
purchased for the purpese of training
and/or inforaation, not containing
policy aatt.rs. Ex ..,l.s:~) Tapes of FHLB Presidents' 

Me.tin,.
a)Ta,., of FHLI Directors' 

Me.tin,s
~)Tap.. of NewManTr.inin, 

Sessions in OES d)Applied Econo.. trics 
e.) Sp... R••41.,
~)In·hou5e tralain, tapes 

nt.position: Recycle wh.n 
.b••let. or ne lenger
servin. useful 


