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LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 
(See Instructions on reverse) 

NCl-173-84-4 
T DATE RECEIVED o: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 7-5-84 
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Federal Communicatons Commission 
In accordance with the provisions of 44 U.S.C. 3303a 

2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 
except for items that may be marked "disposition notPrivate Radio Bureau 
approved" or "withdrawn" in column 10. If no records 

3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 
not required.Licensing Division 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. DATE ARCHIVIST OF THE UNITED STATES 

-- ,.A -Steve Milline 632-7513 t;-.;; I, rrk �-1 - - --. 
'd - - -

6. CERTIFICATE OF AGENCY REPRESENTATIVE V 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or � is unnecessary. 
D. TITLEB. DATE 

Terry D. Johnson 
Chief Information Resources Branch 

9. GRS OR 
7. SUPERSEDED8. DESCRIPTION OF ITEM 

ITEM JOB(With Inclusive Dates or Retention Periods)
NO. CITATION-----+----------------------- ------------;---- -

ADDENDUMS/REVISIONS TO RECORDS CONTROL SCHEDULE 

PRIVATE RADIO BUREAU 

Reference is made to Archives Job No. 173-78-2, 
Dated 7/10/78 

LICENSING DIVISION 

General Radio Branch 

NC-173-
Radio Services (FCC Form 505 or Equivalent). These
Application for Class C or D Licenses in Citizens1. 

78-2, 
are the original applications for licenses in the dtd. 
Citizens Radio Service. These applications are filed 7/10/78
with the FCC pursuant to Part 95 of the Commission's 
Rules. On April 27, 1983, however, PR Docket No. 
82-799 was adopted which eliminated individual 
licensing of radio control and CB stations. 

Destroy all applications immediately. 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

'O
(1) 
ti)
0 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11.4 



•• 

2 . 

• .. 
JOB NO. PAGE OFRequest for Records Disposition Authority- Continuation I 

2 

1. I. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO. (With Inclusive Oates or Retention Periods) ACTION TAKENJOB NO. 

Form 610 or Equivalent. These are original appli
cations for individual amateur operator and 
stations licenses. Licenses granted on or before 
December 15, 1983 were renewable every five (5) 
years. Licenses granted on or after December 16, 
1983 are renewable every ten (10) years. 

A. Paper Records 

Transfer applications to Federal Records Ctr. 
six (6) months after licenses are issued. 

Ja/. Applications granted on or before 
December 15, 1983: 

-/1..r�
Destroy when seven (7) years and -t-W-& months 
old. ,'\ 

2et�- Applications granted on or after 
December 16, 1983: 

H,ree.
Destroy when twelve (12) years and -t-w-a (2)" months old. 

B. Microfiche Records 

Maintained in office: 
Destroy when no longer required for admini
strative purposes. 

NC-173-
78-2,
It em Li 
dtd. 
7/10/78 

11S-203 Four copies, lfldudlng ortglnal, to be submitted to the Natlonal An:toh,e1 STANDARD FORM 11S-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



I 

PAGE OF 

I. DESCRIPTION OF ITEM 
fW,111 1nclus1ve O;i1es or Re1en1,on Peroodsl ACTION TAKEN .108 NO 

C. 

Prescribed by General Serv,ces 

FPMR f•1 CFR) 101 -11 • 

r 

JOB NO 
Request for Records Disposition Authority- Continuation I 

I. 

3 27 
9. 10.7. 

ITEM NO 
SAMPLE OR 

Computer Printouts Generated by Form 610 or 
Equivalent. 

2cl. Update Transaction Report. Two copies are 
generated once a week. Used by Amateur 
Section and Consumer Assistance for research 
purposes. 

Destroy when one (1) year old. 

2c2. Validation Error Report. Three copies are 
generated once a week. Used by Amateur 
Section, Consumer Assi�tance and Automated 
Support Section to pull applications listed 
on this report. 

(1) year old. 

2c3. Suspense Item Report. Two copies are 
generated once a week. Used by Amateur 
Section and Consumer Assistance to indicate 
what action was taken on the GAR and 
application. 

(1) year old. 

2c4. Grant Authorization Sheets. One copy is 
generated once a week. Used by the Amateur 
Section to pull applications and either grant 
or non-grant. 

Destroy twenty-six (26) months after license 
expires. 

2c5. Cumulative Suspense Item Report. Two copies 
are generated once a week. Used by Amateur 
Section and Consumer Assistance for research 
purposes. 

(1) year old. 

-----L-----------··- --· -- -·-------- -------------------L-----L------·-
115-203 Four copies, Including original, lo be submitted lo ltle Nallonal ArchlvH STANDARD FOAM 115-A 

Revised July 197• 

Destroy when one 

Destroy when one 

Destroy when one 

Adm,n,s1ra1oon 



____ 

27 

8. DESCRIPTION OF ITEM 

JOe NO PAGE OF
Request for Records Disposition Authority- Continuation I 

4 
9. 

lO.7. SAMPLE OR 
ACTION TAKENITEM NO !Wolh lnc1us1ve Oates o, Re1entoon Peroodsl JOB NO 

2c6. Weekly Activity Report (Call Sign). Two 
copies are generated once a week. Used by
Amateur Section and Consumer Assistance for 
research purposes. 

Destroy when one (1) year old. 

2c7. Weekly Activity Report (Name). Two copies 
are generated once a week. Used by Amateur 
Section and Consumer Assistance for research 
purposes. 

Destroy when one (1) year old. 

2c8. Weekly Activity Report (Geographical). Two 
copies are generated once a week. Used by
Amateur Section and Consumer Assistance for 
research purposes. 

Destroy when one (1) year old. 

2c9. Send-To-List. One copy is generated whenever 
there is a mail code B in an update. Used by
Amateur Section to have a license returned 
to GRB. 

Destroy when one (1) year old. 

2cl0. Mail-To-List. One copy is generated whenever 
there is a mail code A in an update. Used by
Amateur Section to have a license returned to 
GRB to be mailed to another address via label. 

Destroy when one �l) year old. _e

2cll. Cumulative Deletion List. Two copies are 
generated once a month. Used by Amateur 
Section and Consumer Assistance for research 
purposes. 

Destroy when one (1) year old. 

2cl2. Available for Assignment-Extract. One copy
is generated once a week. Used by Amateur 
Section to keep track of call signs available. 

Destroy when no longer required for admini
strative purposes. 

........_____________________________________________._____......._____ _ 
115-203 Four cople1. lftcludlrig ortglnal, lo be 1ubmll1ed lo Ille National ArchlwH STANDARD FOAM 115-A 

Revised July 1974 
Prescribed by General Serv,ces 

Adm1n1s1,a1,on
FPMR (41 CFRI 101- I 1 4 



8. DESCRIPTION OF ITEM 

PAGE OFRequest for Records Disposition Authority- Continuation 5 27 

1. 
9. 

10.SAMPLE OR 
ITEM NO tW•th tnclus,ve Oates or Retent,on Peroo,aI ACTION TAKENJOO NO 

2cl3. Amateur Monthly Purpose Counts by Class. Two 
copies are generated once a month. Used by
Amateur Section and Systems and Procedures 
for internal reports. 

Destroy when no longer required for admini
strative purposes. 

2cl4. Amateur Class Changes. Two copies are 
generated once a month. Used by Amateur 
Section and Systems and Procedures for 
internal reports. 

Destroy when no longer required for admini
strative purposes. 

2cl5. Amateur Cumulative Purpose Counts. Two copies 
are generated once a month. Used by Amateur 
Section and Sy�tems and•Procedures for 
internal reports. 

Destroy when no longer required for admini
strative purposes. 

2cl6. Amateur Geographical Report. Two copies are 
generated once a month. Used by Amateur 
Section and Systems and Procedures for 
internal reports. 

Destroy when no longer required for admini
strative purposes. 

-2cl7. Active and Inactive Station Count. Two copies 
are generated once a month. Used by Amateur 
Section and Systems and Procedures for 
internal reports. 

Destroy when no longer required for admini
strative purposes. 

2cl8. Amateur Last Call Sign Assigned. Two copies 
are generated once a month. Used by Amateur 
Section and Systems and Procedures to be 
typed on a Public Notice. 

Destroy when no longer required for admini
strative purposes. 

115-203 Four cople•. lncludlng ortglnat, to be •ubffllltad lo ttla Natlonal ArchlwH STANDARD FOAM 115-A 
Revised July 197, 
Prescribed by General Serv,ces 

Adm,n,stralion 
FPMR t•1 CFRI 101-11 • 



Request for Records Dl1po1ltlon Authority-Continuation I J08 NO. PAGE OF 

I. OESCAIPTION OF ITEM 
(With lnclulift Datu or Retention Penod1) 

ITANOAIIO FOAM 111-A 
Aev!Md July 1974 
Prescribed by G-al Se,vice1 

Administration 
FPMA (41 CFAI 101-11.4 

10. 

6 27 ,.
SAMPLE OA 

JOB NO.
,.

ITEM NO. ACTION TAKEN 

2cl9. Amateur Transaction Counts. Two coples are 
are geperated once a month. Used by Amateur 
Section and Systems and Procedures for 
internal reports. 

Destroy when no longer required for admini
strative purposes. 

2c20. Amateur Cumulative Transaction Counts. two 
copies are generated once a month. Used by
Amateur Section and Systems and Procedures for 
internal reports. 

Destroy when no longer required for admini
strative purpose,. 

2c21. Amateur Statistical Trends. � copies are 
generated once a month. Used by Amateur 
Section and Systems and Procedures for 
internal reports. 

Destroy when no longer required for admini
stratlve purposes. 

2c22. Renewal Report. One copy is generated once 
a month. Used by Amateur Section to v�rify
renewals. 

Destroy when no longer required for admini
stratllEe. purposes� 

D. Magnetic Tape 

Kalntalned by Computer Appllcations Division, Office 
of Managing Director. Used by the Licensing Division 
••'• tracklaa 1y1te■ few the �•sleu1 appllesiene
seaei�e• vlthln the Prl�•te Radie 8Yreay fer radie 
se1:-111cea aa4 for compiling internal reports. 

Destroy .data elements when superseded or no longer
required for program use • 

.See a..PPM�:-,c � sysfe,w.. d,escr,·pi·/M., 

,_ eop6ea, llldudlftt OlfglMI, lo ................ to ... NatloMI Ardltwea 



I. DESCRIPTION OF ITEM 
(With Inclusive Oates or Retention Periods) 

Re¥iHd July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

JOB NO. PAGE OF
Request for Records Disposition Authority-Continuation I 

7 2 7 

,.
ITEM NO. 

,.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

A. Paper Records 

3. Form 610-B or Equivalent. These are original
applications for Amateur Club, Military or 
RACES station licenses. Licenses granted on or 
before December 15, 1983 were renewable every 
five (5) years. Licenses granted on or after 
December 16, 1983 are renewable every ten (10) 
years. 

rwo yeA-rs c;-tt[ s; ,·¥ 
Destroy tweHty six (26} months after license 
expires. 

B. History Index Cards 

Consists of name of applicant, call sign and 
expiration date. 

-/u.,Jo yeArs �d. s,;c
Destroy tweHty•!ix (26) months after license 
expires. 

NC-173-
78-2 
Item 12 
dtd. 
7/10/78 

f'our copNS, llldud"'9 Oltglnel. to 1M aullfflttted to ·• Nadoul An:flhtH STANDARD FORM 115-A 

Gl'O: 197� u · 111•Ja, 



Request for Records Disposition Authority-Continuation 

I. DESCRIPTION OF ITEM 

27 

4a3. 

C. 

4cl. 

STANDARD FORM 115-A 115-203 
Revised July 197• 
Prescribed by General Services 

Adm1n,s1ra1,on 
FPMR t• I CFRI 101 - 11 • 

(Wrlh lnclus,ve Dares or Retention Periodsl 

JOB NO PAGE OF 

,. 
10. 

ACTION TAl<EN
SAMPLE OR 

JvH IJO 

4. General Mobile Radio Service Files Class A (Form 574e
1

formerly 400e
1 

or Equivalent). These files contain the 
original applications for licenses in the General 
Mobile Radio Services. This service provides for 
private short-distance personal or business radio 
communications service. Stations are licensed to be 
operated on an assigned frequency in the 460-470 MHZ 
band. Licenses are renewable every five (5) years. 

4al. Long Copy 

Transfer to federal records center when 
three (3) months old. 

11,'ne 0J 
Destroy when five (5) years and -e-lght (8➔ 
months old. 

4a2. Working Copy (Short Copy) 

Maintain on site. 

/) ,'!)e_ (9) 
Destroy when five (5) years and eight (8)
months old. 

A. Paper Records 

NC-173-
78-2, 
Item 13 
dtd. 
7-10-78 

Public Reference Room Copy 

Destroy when 90 days old. 

B. Microfiche Records 

Destroy when no longer needed for administrative 
purposes. 

Computer Printouts Generated by Form 574 oc 
Equivalent. 

Database Log Report. One copy is generated
daily. Used by the Control Section of 
Support Services Branch for tracking, error 
correction and records totals. 

Destroy when six (6) �onths old. 



•• 
Requeat for Records Disposition Authority-Continuation 

I. DESCAIPTION OF ITEM 
(Wilfl lnch,lift DIIH or Aelenlion Periodll 

See a.p� � i � sys¼-,,. desci'if+i Ch\-

Reviled July 1974 
Preacribld by General S.rvicn 

'• 

I JOB NO. PAGE OF 
9 27 

10.SAMPLE OR ACTION TAKEN
,.

ITEM NO. JOB NO. 

D. Magnetic Tape 

Maintained by Computer Applications Division,
Office of Managing Director. Used by the 
Licensing Division as a tPaoking system fop
the vaPious applieations Peeeived withiH the 
Private Radie BuPeau fop sepviees aHd for 
compiling internal reports . 

. Destroy data elements when superseded or no 
longer required for program use.
See. apPe11d,x � sys/em ce>crip+.·'1Y'-

5. Fcc Form 61O-A or Equivalent.These are the �C-173-
applications for Alien Amateur Licenses to �8-2, 
operate radios in the United States. They areOCtem 14 
renewable every year. A copy of the license �td. 
is kept in the file. 

il/10/78 

A. Computer Printouts 

Sal. Alien Amateur System. One copy is 
generated once a month. Used by Amateur 
Section to check for errors. 

(3) months old. 

B. Magnetic Tape 

Maintained by Computer Applications Division,
Office of Managing Director. Used by the 
Licensing Division as a tPaekiftg system fer 
the vaPious applieatiefts Peeeived within the 
PPivate Radie 8uPeau fop Padie sePviees aftd 
for compiling internal reports. 

Destroy data elements when superseded or no 
longer required for program use. 

Destroy when three 

ITANDAIIO FOIIM 111-A 

Adminillration 
Gl'O · IITI Cl • ne•lfl , FPMR (41 CFRI 101-11.4 



•• 
JOB NO. PAGE OF

Request for Records Disposition Authority-Continuation I 2710 

1. I. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO. (With lncluli.e Oates or Retention Periods) ACTION TAKENJOB NO. 

6 • FCC Form 410-B or Equivalent. These are the IJ�-/73-
applications for Canadian CB Operators to trans-78-J.. ,'feM
mit in the United Ststes. They are renewable ic,dfd.every year. However, on April 27, 1983, PR 

7-to-7e, Docket No. 82-799 was adopted which eliminated 
individual licensing of radio control and CB 
stations. 

Destroy all applications immediately. 

7. Special Condition C&D Authorizations to CB 
Applications. File contains copies of Special 
Condition C, pursuant toCB Rule 26 (b) granting
the authority for additional personi(s) to 
operate a particular station; Special Condition 
D pursuant to CB Rule 26 (c) authorizing the 
applicant to render radiocommunications service. 
However, since the individual licensing of CB 
stations has been eliminated there is no furthe1 
need to maintain these records. 

Destroy all authorizations immediately. 

8 Amateur Radio License. Prior to 1966, when the 
Amateur service became automated, the Amateur 
License was a multipart form. Two parts of this 
form (A&C) was maintained on site. The "A" copy 
was filed alphabetically by name and the "C" 
copy was filed by call sign. In 1976 these re
cords were put on microfilm and A&C copies were 
destroyed. The particular group being addressed 
in this paragraph was overlooked and never 
microfilmed. Licenses were issued for a 5 year 
period, but due to numerous references for 
renewal, modifications and related matters, 
records should remain on site. Current volume 
is 14,i560, 1947 to 1966. 

Maintain on site: 

Destroy when records are microfilmed. 

Destroy microfilm when no longer required for 
administration purposes. 

Four coplee, lfldud"'9 oftglnal, lo be submitted lo the Netlonal Arc:tlfvee STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 



JOB NO. PAGE OFRequest for Records Disposition Authority- Continuation I 
11 27 

,. ,.I. DESCRIPTION OF ITEM 10.SAMPLE ORrTEM NO. (With Inclusive Dales or Retention Periods) ACTION TAKENJOB NO. 

9 • Aviation and Marine Branch 

Aviation and Marine License Files. These files NC-173-
contain licenses for the various aviation and 78-2i, 
marine radio services. Licenses are valid for Item 18 
five (5) years and then are renewable e very dtd. 
five (5) years thereafter. The main cate gories 7/10/78
of marine licenses include coastal group,
marine ancillary group , Alaska group, marine 
radiolocation land group and the ship group. Th 
main cate gories of aviation licenses includei: 
aeronautical and fixed groups, aviation 
developmental, aircraft and aviation radio
navigation group. 

115-203 Four copies. lftducllng ortglnal. to be 1111bfflltted to Ille National Ardlhre■ STANDARD FORM 1 15-A 
Revised July 1 974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101 - 1 1.4 



I. DESCRIPTION OF ITEM 10 

9c3. 

JOB NO PAGE OFRequest for Records Disposition Authority- Continuation I 
12 27 

9.
1. SAMPLE OR

ITEM NO ACTION TAKEN(With Inclusive Oates or Retention Per,odst JOB NO 

A. Paper Records 

9a1i. Coast and Group Station Applications. 

Close case file when license expires. 

Qestroy one (1) year after license expires. 

9a 2 .  Ship and Aircraft Applications. 

Transfer to federal records center when one(l)year old. 

pestroy six (6) years later. 

B .  Microfiche Records 

Destroy when no longer required for administrative 
purposes. 

C. Computer Printouts Generated by Computer Database 
for Ship and Aircraft. 

9cle. �umulative Listing. Two copies are generated
weekly . Used by Aviation and Marine Branch 
and Consumer Assistance for cumulative listing
of each computer update from masterfiche to 
masterfiche. 

Destroy when no longer required for admini
purposes. 

9c2 . J'ransaction Listing. One copy is g·enerated 
weekly. Used by Aviation and Marine Branch. 
List of each transaction for update verifica
tion of update error correction. 

Qestroy when no longer required for admini
strative purposes. 

Error Listing .  One copy is generated weekly . 
Used by Aviation and Marine Branch for cor
recting keying errors that d id not post to 
cumulative. 

Destroy when no longer required for admini
strative purposese. 

----�----------------------------------L-------'-------
115-203 Fou, coplee. lnclucllrig orfglnal. to be eubmlflod to Ille Netlonel Archive, STANDARD FORM 115-A 

Revised July 1974 
Prescrobed by General Services 

Adm,n,stration 
FPMR (41 CFRt 101 - 1  I 4 



I. DESCRIPTION OF ITEM 

9c4e. 

9c7e. 

FPMR (41 CFRI 101-1 1 4 

Request for Records Disposition Authority- Continuation 

7. 
9. 

1 U. SAMPLE OR 
ITEM NO rW,th lnctus,ve Oates or Retention Peroods) ACTION TAKE"4JOB NO 

History Listing. One copy is generated
weeklye. Used by Aviation and Marine Branch 
it contains modifications and cancellations 
that did not post to cumulative due to 
mismatch of records. 

Destroy when no longer required for admini
strative purposes. 

9c5e. Grant Authorization Record Weekly (GAR). 
One copy is generated weekly. Used by
Aviation and Marine Branch it lists those 
applications that must be reviewed prior 
to grant for special conditions. 

Destroy when no longer required for admini
strative purposes. 

9c6e. Master Record Print (999) . One copy is 
generated weekly . Used by Aviation and 
Marine Branch it lists the occurrence of 
094 transactions when they occur against an 
existing recorde. 

Destroy when no longer required for admini
strative purposes. 

Marine Statistical. One copy is generated i 

weekly. Used by thee.Aviation and Marine 
Branch for End of Month Statistical, Station 
Counts, . etc . 

Destroy when no longer required for admini
strative purposes. 

9c8.  Review List . Three copies are generated
weekly . Used by Special Services Division , 
Consumer Assistance Branch and Aviation 
and Marine Branch for complia?ce casese. 

Destroy when no longer required for admini
strative purposes. 

. ----�------------ ___ ________________ __._______._____ _ 
115-20:1 Four cople1, lnctudlng ortglnal, lo lie 1ub111l"ed lo Ille Nallonal Arctlhro1 STANDARD FOAM 115-A 

Revised July 1974 
Prncrobed by General Services 

Adm1nislratoon 



----�--- ----------------_._----�----:---:---

Request for Records Disposition Authority - Continuation 

8. DESCRIPTION OF ITEM 
(W1lh Inclusive Oates or Retention PeriOtlsl 

STANDARD FORM 115- A 
Revised July 1974 
Prescribed by General Services 

FPMR (41 CFRI t0tO- 1 1O4 
Adm1n1stratoon 

PAGE OF 
1 4  2 7  

9. I0.7. SAMPLE Oil ACTION TAKENJOB NOITEM NO 

9c9e. Compulsory Telephone and Telegraphy Listings. 
Three copies are generated every 6 months. 
Used by Office of Science and Technologye, 
Field Operations Bureau and Aviation and 
Marine Branch . This is a listing of Vessels 
Reported to ITU in accordance with inter
national treaties . Inspections of vessels 
in accordance with Communications Act. 

Aircraft 

Destroi when no longer required for admini
strative purposes. 

9c le0 .  Cumulative Listing. Two copies are generated
weekly. Used by Aviation and Marine Branch 
for cumulative listing of each computer up
date from masterfiche to masterfiche. 

Destroy when no longer required for admini
strative purposese. 

9cl l .  Transaction Listinge. One copy is  generated
weekly. Used by Aviation and Marine Branch . 
List of each transaction for update verifica
tion of update error correction. 

Destroy when no longer required for admini
strative purposese. 

9c1 2 e. Error Listing. One.ecopy is generated weekly. 
Used by Aviation and Marine Branch for cor
recting keying errors that did not post to 
cumulative. 

Destroy when no longer required for admini
strative purposes. 

History Listing. One copy is generated9cl 3e. 
weekly . Used by Aviation and Marine Branch it 
contains modifications and cance llations that 
did not post to cumulative due to mismatch 
of records. 

Destroy when no longer required for admini
strative purposes. 

·--·----------- -
Four cople1, lncludlng ortglnal, to be 1ubmltted to ltlo Natlonal ArclllwH 115-203 



15 27 

I. DESCRIPTION OF ITEM 

PAGE OFRequest for Records Disposition Authority- Continuation 

9.
7. 10.SAMPLE ORITEM NO ACTION TAt<EN fW,th lncius,ve Oates or Aetentton Periodsl JOB NO 

9 c 1 4i. Grant Author izat ion Record Weekly (GAR) . 
One copy is generated week ly. Used by
Aviation and Marine Branch it lists those 
applications that mus t be reviewed pr ior 
to- grant for special conditions. 

Destroy when no longer required for adm ini• 
strative purposes. 

9 c 1 5 .  Mas ter Record Print (999). One copy is  
generated weekly. Used by Aviation and 
Marine Branch it lists the occurrence of  094 
transactions when they occur against an 
existing record. 

Destroy when no longer required for admini
strative purposes. 

9 c i1 6 i. Statistical. One copy is generated monthly. 
Used by the Aviation and Marine Branch for 
End of Month Statistical ,  Station Counts ,  
etc. 

Destroy when no longer required for admini
s trative purposes. 

9 c l 7  • Review Lis t. One copy is generated weekly. 
used by the Specia l Services Divi s ion for
compliance cases.
Destroy when no longer required for admini
s trative_ purposes. 

D. Magnetic Tape 

Maintained by Computer Applications Divi s ion , Office 
of Managing Director. Used by the Licens ing Division 
•• a traGklag 1y1tea fer the varleya applieatiene 

- reeeiwe• wlthia the Pri•ate aa,ie BHreaH fer radio 
••s�tGel an4 for compiling internal reportsi. 

De1troy data elements when superseded or no longer 
c

See. �,-y 'tr.,, descr,-pil·� � '>ysk,,,,, 
History Index Cards NC-173-

78-2, 
cards are filed by name of licensee of various Item 19 
Aviation and Marine rad io services and include such dtd. 
information as s tat ion location , call sign , da te of 7- 10-78 
application , expirat ion date and a copy of the 
license i ts elf. 

Des troy one ( 1) year after expirat ion date. 
111-20, Four copfee. lncfudlng ortglnol, to lie eultfflltlM to lie National ArcflhrH ITANOAflO FORM 1 1 5-A 

Aav1Hd July 197' 
Prescrtbed t,y General Sen,,ces 

Adm,n,strat,on 
FPMA ('1 �FA1 101 - 11 ' 

E .  

required for _program use. 



•• 
I. DESCRIPTION OF ITEM 

(With tncllllive Dates or Retention Perioda) 

78
NC

-2
- 173-

, 

7/ 10/ 78 

B. 

Revised July 1974 
Prescribed by General S.rvic:n 

Administration 
FPMR (41 CFR) 1 01 -1 1 .4 

JOB NO. PAGE OF
Request for Records Dl1po11tlon Authority-Continuation I 

1 f;  27 

,.
IT£M NO. 

10.SAMPLE OR ACTION TAKENJOB NO. 

10 . Mi crowave Branch 

Microwav e Application and License Files . These 
files contai n  the applicati on (long form) and 
a copy of the official license (short form) for 
operators of microwav e radio serv ices through
out the Uni ted Ststes. Licenses are valid for 
five  (5) years and then  are renewable every 

NCi- 173 -
78-2, 
Item 33 
dtd. 
7/10/78 

& 

Item 32  

f i v e  (5) years thereafter. Supporting infor
mation conserning the application is  also 
included in  the files. Note : S i nce Form 402-S 
is· attached to the application and has the same dtd. 
retention and disposition period i t  will be 
included in thi s  item i nstead of listed 
separately as in prev ious schedule. 

Transfer applicat ionsi(long fom) and licenses 
(short fonn) to the FRC s ix  (6) months after 

Destroy when six  (6) y ears old. 

A .  Pap e r  Records 

license is issued. 

Microfiche Records 

Destroy when superseded by next output and 
i nformati on has be en veri fi ed. 

C. Computer Printouts G e nerated from Microwav e 
Database.  

l0cl . Application Reports. G enerated 
weeklyi. Used by Microwav e Branch. 

Destroy when superseded. 

,_, coptea, lndudlllg original, lo IN Nbffltlled lo Ille National ArcflhrH ITANDAIID FORM 115-A 111-ffl 



I 
JOB NO 

I. DESCRIPTION OF I TEM 
(With Inclusive Oates or Retentoon Per,odsl 

SAMPLE OR 

Revised Juty 1974 
Prescrobed by General Services 

Request for Records Disposition Authority- Continuation 
PAGE OF 
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7. 
ITEM NO 

,. 

JOB NO 
1 0. 

ACTION TAKEN 
1 

1 0c2e. License Reports and Statist ical Reports.
Generated monthly. Used by Microwave Branch . 

1 0c3. 

1 0c4e. 

1 0c5e, 

1 0c6e. 

Destroy when superseded. 

�p�at.L{SMWOl). Generated daily. Used by
Microwave Branch. 

Destroy when superseded . 

Printouts Generated Monthly . 

Database Clean-up - SMWO6 
Database Fiche (New Format-Owner Sequence)

SMW16 
Database Statistical - SMW41 
Trans Count Within Radio Service - SMW42 
Research Report - SMW57 
Lat/Long Error Reporte.- SMW61 
Expired License Report - SMW63 
Path Count Within Freq Band - SMW64 
FOB Fiche Reports (#27 and #28) - SMW74 
SMW/EFS Interface - SMW87 
Purge - SMW96 
Freqe. Band Count Within Radio Svc. - SMW43 
Destroy when supersedede. 

Printouts Generated Quarterly. 

Database Fiche (Old Format - Call Seq. ) -
SMW4O 

BMCCOM ( SMW4O) - SMW23 

Destroy when supersedede. 

Printouts Generated on Request or As Needed. 

Database NTIS (EBCDIC) - SMWO7 
Owner File NnS ( EBCDIC) - SMWO8 
Database Purge - SMW96 
Sort of Purge Tapes (SMW96) - SMW56 
Load Purge Database (SMW96) - SMW32 
Reprint Labels From (SMWOl) - SMWO9 
Load License File (SMWOlOTlUNLD) - SMW18 
Reprint Call Sign Cards (SMWOl) - SMW19 
Load Database (SMWOOOT2UNLD Tapes) - SMW21 
Restore Data Base (SMWOOOTlSAVE) - SMW22 

Destroy when superseded. 

Fow c09IH, lncludlng original, to be 1ubmltted to ttle Natlonal Archln1 STANDARD FORM 115-A 
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10.SAMPLE OR 
JOB NO.

,.
ITEM NO. 

D. Magnetic Tapes 

Maintained by Computer Applications Division 
Office of Managing Director . Used by the 
Licensing Division as a tracking system for 
the various applications received within the 
Private Radio Bureau for radio services and 
for compiling internal reportse. 

Destroy data elements when superseded or no 
longer required for program use. 

78-2,  
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I. DESCRIPTION OF ITEM 
JOB N O  A (..  I ION TAKEN 

Prescribed by General Services 

FPMR (4 1 CFRI I O I  - 1 1 4 

JOB NO PAGE OF 
Request for Records Disposition Authority- Continuation I 

1 9 

1. 

ITEM NO-----1--------------------------------+------t------rw1Iti Inclusive Oates or Retention Peroodsl 

9. 
SAMPLE OR 1 0  

I 

1 2 Land Mobile Branch 

Land Mobile Radio Services Application/License Files . 
These files contain granted applications for the 23 
various land mobile radio services . These radio services 
are as follows : local government,  police ,  fire,  highway 
maintenance, forestry conservation , special emergency , 
automobile emergency , railroad , taxicab , motor carrier , 
special industrial , power , petroleum, forest products , 
motion picture , relay press , telephone maintenance , 
business, manufacturers , private carrier paging , 
travelers information service ,  radiolocation and special 
mobile radio system. The services are generally
categorized by the frequency ranges in which authoriza
tions are granted. The 470-512 MHz and the 800 MHz 
systems are classified as advanced systems ; the systems
authorized to operate on frequencies below 470 MHz 
are classified as general systems, The 900 MHz private 
carrier paging systems, however, are included in 
general systems , and the broadcast band travelers infor
mation service (available only to local government
eligibles) is included in advanced systems. All other 
systems in either category may be authorized in the 
various services under specific provisions of the 
Coamission ' s  Rules . Licenses in these services are 
normally issued for a term of five years and may be 
renewed for five-year terms, with specific exceptions 
prescribed by the Rules . Each granted license consists 
of a "long form" which is the official application 
of record and two short forms , one of which is the 
original license mailed to the licensee, and the other 
a license copy which is filed in the public records 
file system. FCC Form 574 - is the - application used for 
all land mobile radio services . 

(CONTINUED ON NEXT PAGE) 
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De s t r oy when s upe r seded . 

CITATION ONL Y) 

No.
RE�UEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 

,. 
7. 

8. DESCRIPTION OF ITEM 
ITEM (Wltll Inchulue Dot•• or RetenHon Perl�) 
NO.-------1----------------·-

A .  Pape r Recor d s  

1 2 a l . Autho r i zat ions i n  t h e  Land Mob i le  Se r v i c e s , 

1 2 a 2 . 

1 2 a 3 . 

1 2 a 4 . 

1 2a 5 . 

except as noted be low . 

Trans f e r  app l icat ions t o  FRC th r ee ( 3 )
mon ths  a f te r  l i cense  i s  i ssued . 
De s t r oy when s i x  . ( 6 )  yea r s  o ld . 

800 MHz SMRS and Trave l e r s  Info rmat ion 
Se r v i c e . 

Des t r oy when l i cense  i s  cance led , de leted , 
o r  when s i x  ( 6 )  ye a r s  old . The s e  reco r d s  
are  i n e l ig i b le for t r an s f e r  t o  t h e  FRC .  

L i censes  l i m i ted by spec i f i c  r ul e s , such as  
Deve lopmen t a l  L i ce nses  

De s t r oy when l i cense  i s  cance ledi, d e l e tedi, 
o r  when s i x  ( 6 )  ye a r s  old . These  r eco r d s  
are  i n e l i g i ble  f o r  t r an s f e r  t o  t h e  FRC . 

Ope r a t ion SECURE ( S tate  Eme rgency 
Capab i l i ty U s i ng Rad i o  E f f ec t i v e ly )  F i le s  
( Former ly f i led o n  FCC Form 5 2 5 ) .  

De s t r oy when l i cense  i s  cance led , de l e ted , 
o r  whe n  s i x  ( 6 )  ye a r s  o ldi. These  r eco r d s  
are  i ne l ig i b le  for t r an s f e r  t o  the FRC .  

Sho r t  Form L i cense  Cop i e s  i n  the Pub l i c 
Recor d s  F i le Sys tem . 

Trans f e r  app l i c a t ions  t o  FRC th r ee ( 3 )
mon ths  a f te r  l i ce n s e  i s  i s s ued . 
De s t r oy when s i x  ( 6 )  years  o ld . 

PAGE  • ,  

20 O F  27 
9. GAS OR 10. ACTION 

SUPERSEDED TAKEN 

JOB (NARS USE 

NC-173-
78-2 , 
Iteri 26 
dtd. 
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NC-173-
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dtd. 
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B .  M i c r o f i ch e  Recor d s  
Th r e e  s e t s  o f  m i c ro f i che  gene r a ted f r om mag ne t i c  
t apes and used i n  t h e  Land Mob i le B r anch for  
eng i ne e r  and e x am i ne r wor k  f i le s . 
Des t r oy whe n  s uper seded . 

C .  Comput e r  Pr i ntouts  
1 2 c l . 4 70- 5 1 2  MHz  Con t r o l  F i le L i s t .  Fou r  cop i e s 

a r e  g e n e r ated upon r eques t .  Two a r e  used 
for  eng ineer/exam i ne r  wor k  f i les ; one i s  
u sed for p ub l i c  acces s ; and the other  i s  
u sed b y  the  Comp l i ance Br anc h. 

1 15-204 Four copies, Including orlglnal to be submitted 
to tlle National Arclllves and Records Service. 

STANDARD FORM 1 15-A ( R E V .  1 2-83) 
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I. 
tO • SAMPLE OR 

JOB NOITEM
.,_ 

NO. 

12c2. Suspense Fi le Lis t .  Four cop ies are generated 
··•Two are used for engineer/exami

one copy is for public access
upon reques t. 
ner work fielese;
and one copy is used by Compliance Branch as a 
wor.� copy . 

Des troy when superseded. 

D. Magnetic  Tapes 

Maintained by Computer Applications Divis ion, Office 
of Managing Director. Used by the Licensing 
Divisione•• a csaak,ng 1y1ce■ le• Che vawley1
applleac,ea1 reeeiwed wlchln the Prlvete R•�lo 
Buweeu for radio services and for compiling internal 
reporu .  

De,troy data elements when superseded or no longer
required for ,trogram use .  

1See, a.()Pe-lld,"f' 'tf,r sys,e,.,i descr;pn'fn'\-
E.  History Index Cards 

Maintained for 800 MHz only. Organized by location, 
name and frequency and used by the analys ts to 
track the usage of the 800 MHz sys tem. 

·oestro
} when license is  cancel led, deleted or when 

s ix (6 years old . 

ago , 

Maintain in office for one ( 1) year, then transfer to 
federal record• center and destroy when six (6) years

• 

78-2, 
· 1tem 45· 
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ITEM NO 
I. 0ESCA1PTION OF I TEM 

• 
Jot NO PACE o,Request for Records Disposition Authority - Continuation -, -

- ;2 2  

,. iw,,,. 1ncru11we O••n or "•'•""°" Pe,10011 

14n. 

Support Service• Branch 

A Ucatloa• for a le1trlcted ladlotele hone O erator 
Permlt

1 
FCC Form 75 .  Under Part 1 .4 Volume 1 of the 

Coaa1111oa '• Rule•, tbl• application (pen.it) 1• l11ued 
for tbe l ifetime of the holder. 

NC-173-
78-3 ,
I tem 
17a( l) 
d td.  
8/3/78 

a. Klcroflcbe Record• 

De•troz vben ao longer required for adalal1tratlYe 
purpo1ea. 

(CONTINUED ON NEXT !AGI) 
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I JOB NO. PAGE OFReque1t for Record, Ol1po11tlon Authority- Continuation 
2 3  2 7 

,.
ITEM NO. 

1 5 .  

I. DESCRIPTION OF ITEM 
(With lncluliw Oatn or Retention Pariodtl 

c .  Compu t e r  P r i n t out s 

1 4 c l n. Tran s ac t ion  L i s t i ng . Three  c op i e s  
generat ed  week l y . Used  by Re turns 

are  
anc  

F i l in g  Un i t . L i s t  of e ach t rans ac t i o r  
f o r  up d a t e  v e r i f i c at i on o f  up d a t e  
erro r corr e c t i on . 

D e s t roy when no  l onger  requ i r e d  for  
admi n i s t ra t i ve purp o s e s . 

1 4 c 2 . Error  L i s t ing . Thr e e  c op i e s  are  
generat e d  week l y . Used  b y  t h e  Return •  
and  F i l in g  Un i t  t o  pul l erro rs  when  
f i l i n g  t h e  app l i c at i on s . 

D e s t roy when no  l onger  requ i red  for 
admi n i s t rat ive  purp o s e s . 

Magnet i c  Tape  

Main t a ined  by Comput er App l i c at i on s  D iv i 
s i on , O ffi c e  o f  Manag ing  D i r e ct o r . U s e d  
by  t h e  L i c ens i n g  D i v i s i on es e tPeeking
system fop verioHs epplieations Peeeivcd 
within the Private Radio 8HreaH for radio 
services ana for comp i l i ng  int ern a l  report ; .  

D e s t roy data  e l emen t s  when sup e r s e d ed or  
n o  l onger  r equ i r e d  for pro gram us e .  
!;;ee Cip�<L·r � �ys� de,,�c.rtp-h·OV'-

Appr opr i at e  B ranch e s  

Und e l iverab l e  L i c en s e s . L i c en s e s  i s sued  by  t h e  
FCC  a n d  s ent  t o  t h e  l i c en s e e  on two  s ep a r at e 
o c c a s i on s , but  return by  th e P o s t  O ff i c e  a s  
"und e l i v e rab l e "  ( e . g .  i n c o rrect  addre s s , n o  
forward i n g  addre s s , addre s s e e  no  l onger  l i v i n g  
at  pre s ent  addre s s  an d o t h e r  r e l at ed r e a s on s ) n. 
Th e s e  are l i c en s e s  i n  t h e  fo l l ow i n g  P r i vat e 
Rad i o  S ervi c e s : Marin e , Av i at i on ,  Amat eur ,
Land  Mob i l e , Mi crowave , GMRS and Re s t r i c t e d 
Rad i o  T e l e .  Op e r .  P e rmi t s . 

D e s t roy when one  ( 1 )  year  o l d . 

,. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

ITANDAIID FOIIM 111- A 
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111-IOS 
RrriMd July 197' 

Adminiatration 
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rTEM NO. 
10. 

ACTION TAKEN 
SAMPLE OR 

JOB NO. 

1 6 . D e a d  Appl i c at i on F i l e . Th e s e  are  app l i c at i on s  
wh i ch were  fi l e  for a Re s t r i c t ed Op erat o r  
P e rmi t , Amat eur Op erat o r / S t a t i o n  L i c en s e ,  
Av i a t i on , Marin e ,  L and Mob i l e  or  GMRS , s t at i on 
l i c e n s e  b e in g  re turned  t o  t h e  app l i c ant  for  
correc t i on s , chan ge s , a d d i t i ons , o r  d e l e t i on s  
b u t  return ed  by t h e  P o s t  Offi c e  a s  "und e l i ver 
ab l e "  ( i n c o rr e c t  addr e s s , no  forward i n g  addre s s  
addre s s e e  unknown and re l at e d  r ea s on s ) n. A l s o  
i n c l uded  are  mi c rowave app l i c at i ons . 

a .  D e s troy app l i c a t i o n s  r e c e ived  w i thout a f e e  
wh en one  ( 1 )  year  o l d .  

b .  App l i c at i on s  re c e i v e d  w i t h  money , t ran s fer  
t o  t h e  F e dera l Rec ords  C en t e r  wh en one  (1)  
year  o l d . 

D e s t roy when s i x  ( 6 )  years  and t h r e e  ( 3 )
months o l d . 

FCC  F o rm 1 6 8 . Th e s e  are  aut hor i z at i on s  g i v e n
by  t h e  Co mmun i c a t i on s  Adm in i s t ra t o r  in  Ot t awa  
C an a d a  fo r frequen cy  c oo r d i nat i on b etween 
Un i t e d  S t a t e s  and Canada . App l i c at i on for r a d i o  
l i c ens e s  c annot  b e  g i v en fi na l approv a l  unt i l  
th i s  autho r i z at i on i s  gran t e d . 

Maint a in  in  o f fi c e  un t i l  
t h en d e s t roy . 

no  l onger  requ i r ed , 

ne  t h e  

Sy s t ems . 
ground and there  wer  

he  

NC - 1 7 3 -
7 8 - 2 ,  
I t em 4 6  
dtd . 
7 / 1 0 / 7 8  
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STANDARD FORM 1 15-A 

Prescribed by General Service, 
Admlnittration 
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JOB NO. PAGE OFI 
25  27 

t. 10.SAMPLE OR,.
ITEM NO. 

Rulemakeing Files. These files consist of 
petitions proposing changes in the 

Commission ' s  rules and policies for the 
Pe rsonal Radio Se rvices and Aviation and 
Marine Se rvices. The files contain the petition 
or notice and associated comments, exhibits 
and reports of the Commission ' s  rulemaking 
cases. 

Maintain in office: 

needs are met. 

notices or 

Destroy when refe r ence 

Destroy when reference 

2 0 . Rule Waive rs File. These files contain re que sts 
or petitions for waive rs of the Commission ' s  
rules pertaining to the Pe rsonal Radio Se rvices 
and Aviation and Maritime Se rvices and document 
resolving such re quests or petitions. 

Maintain in officei: 

needs are met. 

2 1 . Contested Applications. These files consist of 
copies of contested applications, correspondenc1 
between FC C and applicants and disposition of 
cases , whe re such cases have been refe rred to 
Aviation and Marine B ranch from Licensing Div. 

Maintain in office for refe rence purposes 
until no longe r needed, then destroy. 

2 2  . Aviation and Marine Miscellaneous Matters. 
These files contain copies of correspondence on 
Avi ation or Maritime matte rs, information on 
technical e quipment used in these se rvices and 
correspondence, clippings and other information 
on distress incidents. 

Maintain in office for refe rence purposes until 
no longe r needed, then destroy. 

Four cople1, lllclud'"9 ortglnal, to N aubffllttecl to Ille National Ardllwee 
Revised July 197 4 
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I. DESCRIPTION OF ITEM 10.,. •• 
SAMPLE OR 

ITEM NO. (Wiltl Inclusive Oates or Ratenlion Periods) ACTION TAKENJOB NO. 

23. Forfe iture Case Fi l es. These are case fi les 
deve l oped under Title  III of the C ommunicati ons 
Act concerning l iabi l ity of radi o station  
l i censees to foefe itures for v i o l ati ons of  the 
prov isi ons of the Communi cati ons Act and 
Commiss i on ' s  Rules . The fi l es consist of the 
noti ce of v i o lati on, l icensee ' s  rep l y, notice 
of forfe iture l iabi l ity and misce l lane ous 
correspondence concerning the cases in  the Land 
Mobi l e  and Microwave Rad i o  Serv ices. 

Destroy three (3) years after cl osure of case. 

2 4. Misce l lane ous Enforcement Cases . These fi l es 
contain  such cases as warning l etters , unpai d  
forfe iture cases and other misce l lane ous cases 
i n  the Land Mobi l e  and M i crowave Radi o Serv i ces 
and are arranged by the name of the l icensee. 

Destroy  three (3) years after cl osure of case. 

2 5 .  Revocati on and Cease and Desist C �ses. These 
fi l es consist of i nformat i on re l ating to the 
revocat i on ofl icenses for such causes as 
mul tiple  v i o lati ons, obsceni ty on the air and 
criminal  use of the rad i o. The f i l es consist of 
the v i o l ati on notice ,  responce to the notice, 
if any, Order to Show Cause and Order of 
Revocati on or Dismissal Order in the Land Mobi l e  
and Microwave Radi o Serv i ces. 

Destroy three (3) years after cl osure of case. 

26. Enforcement Subj ect Fi les. These fi l es contain 
copies of po l icy memoranda and letters in 
forfe iture and revocation  cases in  the Land 
Mobi le  and Mittowave Radi o Serv ices that are 
of precedential nature. 

Maintain in  office for reference purposes unti l 
no l onger needed, then destroy . 

115-aoJ Four coplea, Including ortglnel, to IN Mbfflltted to .. e Natlonel ArchlvH STANDARD FORM 115-A 
Revised July 1974 
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1. I. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO. (With lncluaive Oates or Retention Periods) ACTION TAKEN JOB NO. 

2 7 .  Enforcement Hi story Cards. These files consi st 
of 5 x 8 cards on wh ich i nformati on for all 
types of Land Mob ile and Microwave Radio  Serv icie 
cases i s  recorded. Included are such i tems as 
name , call sign , address , person assigned to , 
action taken , etc. 

Maintain in  office for reference purposes until  
no l�nger needed , then destroy. 

Four cop6es, lndudlft9 Oftglnel, to be 1111bfflltted to Ille Nallonal Ardlh,ea STANDARD FORM 115-A 
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