
~ 
REQUEST FOR RECORSS. DISPOSITION AUTHORITY	 LEAVE BLANK 

(SeeInstructions on reverse) JOB	 NO• 
NC 3'40-76-2 

TO	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES At~D RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1. FROM	 (AGENCY OR ESTABLISHMENT) 

Department of Commerce	 NOTIFICATION TO AGENCY
2. MAJOR	 SUBDIVISION ----

In accordance with the orovrsrens of 44 U S ~. 33031 '~edlSpOSnl re National Oceanic and Atmospheric Administration quest, 'ncludlng amendments, IS dpproved except 'or terns thA 'fldy 

3. MINOR	 SUBDIVISION be stamped "dISPO~dl ~ot approved" .or "wltndraw,," 'n cou-nn 10 

Serrl ces Branch 
4. NAME	 OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

I-(.:J--11. 
Date 

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 3 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D	 A Request for immediate disposal. 

l8I B Request for disposal after a specified period of time or request for permanent 
retention. 

7. 8. DESCRIPTION OF ITE
 
ITEM NO (With Inclusive Dates or Retention Periods)
 

1.	 NOAAinput for CommerceAnnual Report. File contains
 
input from the agenCY' components, key
 f s major line
 
correspondence and a coW of the final report.
 

Permanent. Offer to NARSwhen 15 years old. 

2.	 ManagementStudies Files containing copy of the final
 
report and accompanyingcorrespondence. These studies are
 
usually done on request, and the requesting office decides
 
on whether to impliment any suggested changes. The
 
studies otten deal with internal office working procedures
 
If the study' recommendationslead to organization or
 
t'unetional changes these woi\1dbe ref'lected in i terns 3 t
 ~ t 

or	 6 below. 

Destroy when 2 years old. 

3.	 Reorganization Proposal Case Files. Includes proposals t
 

justifications, appraisals, new organization pattern,

codes, and any personnel changes are outlined. These are
 
internal reorganizations that require only"NOAAapproval
 
to be implimented. The changes madewould be reflected

by the Organizational Manual (item 4& below).
 

STANDARD FORM 115 
Revised April, 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-114 

115-107 



" 

T 
JOB N~, PAGE OF 

Request for Records mSpOSI on Authority- Continuation 
________ -T	 L- ~--------~----------

9. 
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
 

IT[M NO. (V/lth Inclusive Dates or Relentlon Periods) JOB NO. ACTION 1 ",[N
 

Destroy 'I-lhen5 years old. 

4.	 Organizational l lan ua L, 

a. Record Copy. 

Penn;ment. Offer to NABS when 15 years 010. 

b. Extra copies, such as printer's copy. 

Destroy vhe n 5 years old or when no longer needed, 
'I-lhicheveris sooner. 

5.	 Position Manap,ement Files. These files contain data on
 
each position in NOAA, listed by organization location.
 
Data includes nosition title, job series, grade, location,
 
organizational code, and other position data used by HOAA
 
management for information and data analysis.
 

a. Re~uest for changes in complement. All position

chariges - new positions, changes in files series, grades,

etc. - must be preceded by this request. It is used to
 
maintain a check over: changes and provide the information
 

for "e" below. 

Destroy '\-Then5 years old. 

b. Printout Listings. 

1. Listing of changes in complement. These are 
printouts listing the added, changed, or deleted 
position and new information on those position. 

Destroy vhen 2 years old. 

2. ~Jonthly Reports. 

Destroy 'I-lhen old.1 year 

3. End-of-year listing or reports reflecting all 
NOAA position management information as it exists at 
the end of the fiscal year. It is not a listing of 
all the changes during a year, but compared with 
last years report wi Ll, reflect thes~ changes. 

Destroy wh en 10 years old. 
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JOB NO. PAGE OF
Authority - Continuation 

9. 
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

ITEM NO. (WIth Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

c. Position Hanagement Summaries - these are irrc[';ular
special reports created out of the information in "b" 
above. An examp Le would be a report on the changing
percentage of administration positions comparcd to total 
personnel. The summaries provide spccial information on 
any conbination of infon~ation listcd in "b11. 

Destroy when 2 years old. 

6.	 Case files of NOAA commcnts on DOC or Prcsidential 
reorganization plans, or requests for changes in Depart-
ment Administrative Orders. Both concern changes
affecting NOAA t.ha'tdepe~d upon external decisions. 

PCIT.lanent.-Offer to NARS '.-Then old.°i5 years 

7.	 Equal Employment Opportunity Files (excluding complaint 

files. 

a. Affirmative actions plans, EEO reports and statistics. 

Destroy when 5 ye~rs old. 

b. Correspondence and operational records concerning
conferences, committees, anq related records. 

Destroy when 3 years old. 

8.	 Intern/Trainee Files relating to special programs for 
upward mobility, coope~ative education, and similar 
programs. 

a. Folders _concerning individuals in the programs.o 

Transfer relevant material to OPF, destroy remainder 
1 year after employee leaves program. 

b. Administrative and operational records, such as 
corredpondence with universities, and,related- records. 

Destroy when 3 years old. 
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