
r	 ....~ 
REQUEST FOR RECORD-IS POSITION AU rriORITY 

(See Instrucl:::'s on reverse) 

TO: GENERAL SERVICES ADMINISTRATION, NCl-40-7 
-:-=N-:-:AT __ _W_A..:...SH~IN..:..G:...:.T.::...ON:.:..:.,-=D:...:.C----=2:.:.04..:..0:.:8 ---l DATE RECEIVEDIO_N:-A_l--:-A_R--:-CH __IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E..:..,	 __ 

1. FROM (AGENCY OR ESTABLISHMENT)	 December 4 978 

D	 NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

Office	 of the Secre In accordancewith the provisions of 44 U.S.C. 3303a the disposal reo 
quest. Including amendments, IS approvedexcept for Items that may 

3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. CT 5 

V. Parr	 377-3630 Datf' 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authori~ed to act for•.this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for dlsposal In this Request of 2 33 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

IX] B Request for disposal after a specified period of time or request for permanent
retention. 

C. DATE E. TITLE 

Departmental 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR 

JOB NO. 
ACTION TAKEN 

OFFICE OF THE SECRETARY 

General. The Office of the Secretary is the general
management arm of the Department and provides the principa
support to the Secretary in formulating policy and in 
providing advice to the President. It provides program
leadership for the Department's functions and exercises 
general supervision over the operating units. It also 
directly carries out program functions as may be assigned
by the Secretary from time to time, and provides, as 
determined to be more economical or efficient, administra-
tive and other support services for designated operating
units. 

Organization. The Office of the Secretary consists of the 
Secretary and the Secretarial officers, designated staff 
immediately serving these officials, and a number of 
Departmental offices which have Department-wide functions 
or perform special program functions directly on behalf 
of the Secretary. 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
 

(See Instructions on reverse)
 JOB NO. 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1. FROM (AGENCY OR ESTABllsHMENn 

Department of Commerce NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION •	 In accordance with the provIsions of 44 U.S.C. 3303a the disposal reoOffice- of the Secretary quest. Including amendments, IS approved except for Items that may 
3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10. 

..t. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

Ivy V. Parr	 377-3630 or III.. UII;I/'" Stut«Om, Arrhivtst s 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

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. 
o	 A Request for immediate disposal. 

Gi B' Request for disposal after a specified period of time or request for permanent. 
, retention. 

Co DATE- D. SIGNAr.tIRE OF- AGENCY' REPRESENTA>1VE E. TITLE 

Records Management Of'ficer 

7. a. DESCRIPTION OF ITEM 9. let 
ITEM NO. (WIth Inclusive Oates or Retention Penods). SAMPLE OR ACTION TAKEN 

JOB NO, 

OFFICE OF THE SECRETARY 

General. The Office of' the Secretary is the 
general management arm of the Department and pro~
vides the principal support to the Secretary in 
formulating policy and in providing advice to 
the President. It provides program leadership
for the Department.'s functions and exercises 
general supervision over the operating units. 
It also direct~y carries out program functions 
as may be assigned by the Secretary from time 
to time, and provides, as determined to be more 
economical or efficient, administrative and othef 
support services for designated operating units.' 

Organization. The Office of the Secretary con-
sists of the Secretary and the Secretarial
 
officers, designated staff immediately serving

these officials, and a number of Departmental

offices which have Department-wide functions or
 
perform special program functions directly on
 
behalf of the Secretary.
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