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LEAVE BLANK 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse)	 19-)2.; 

------I	 In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not 

/	 __~~~~~~~~~_D_i_r_e_c_t_o_r_a_t_e~A_s_s_t_D_i_r_f_o_r_L_o~~_~_~	 ap~oved" m "wi~d~wn" in column 10. If nOffico~s 
are proposed for disposal, the signature of the Archivist is 
not required. 

5. TELEPHONE	 EXT. DATE ARCHIVIST OF THE UNITED STATES 

325-1162 

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

A. GAO concurrence: D is attached; 0 GJ is unnecessary. 

B. DATE	 D. TITLE 

10 Mar	 DNA Records Management Officer 

9. GRS OR	 10. ACTION
7. SUPERSEDED TAKEN

ITEM JOB (NARSUSE
NO. CITATION ONLY)-----+--------------------------------~-----------------------------T_--

1 103 Reference Files NCl-374-
78-1, 103 

A revised schedule (pg 2) is 

Joi3 
A.//l'\ - r-c: c e.r-d 
~ a-"f~r-( J I 

P-~ 3Ac;/tt9 

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

115-108 



REFERENCE FILES. ThlS section describes files maintained to provide a 
source of reference~materials readily avallable to the office. 
(NCl-374-78-2) 

Copies of publications issued by any
of DNA, other Government agencies, and non-Government 
ions maintalned for reference within the office. (NCl-374-78-2, 

103.01 

DESTROY	 WHEIi S SEDED OR OBSOLETE, OR NO LONGER HEEDED. 

103.02	 llEADllIG/MESSAGEREFE Copies of outgoing communications 
(including messages), arr ged chronologically and maintained for 
periodlc review by staff of . (NCl-374-78-2, 103.02) 

Proposed Revlsed Disposition

DESTROY WHEN 1 YEAR OLD OR WHEN NO L GER NEEDED FOR CURRENT OPERATIOBS,

WHICHEVER IS EARLIER.
 

NOTE:	 Copies of incoming correspondence/messages in the 
appropriate mission files. 

103.03	 POLICY AND PRECEDENT FILES. Extra copies stablishing
P011Cy or precedent for future and continuing action. No ally such 
files are maintained at the operating level and consist sol of 
statements of policy or procedure. (NCl-374-78-2, 103.03) 

DESTROY	 IlIDIVIDUAL DOCUMENTS WHEIi SUPERSEDED OR OBSOLETE. 

103.04	 TECHNICAL REFERENCE FILES 

a. Motion pictures, sound recordings, photographs, negatives, slides,
video tapes, vugraphs, magnetic cards, or tapes retained for reference 
purposes. (Media source data) 

Proposed Dlsposition
DESTROY WHEN SUPERSEDED, OBSOLETE, OR 110 LONGER NEEDED FOR 
REFEREBCE. 

b. Printed material, special compilations of data, drawings, 
periodicals, books, clippings, brochures, catalogs, vendor price llstS, 
and slmilar materlal maintained ln notebooks or folders. 

Proposed Disposition

REVIEW ANNUALLY AND DESTROY MATERIAL OF NO FURTHER REFERENCE VALUE.
 

'woeb p.ee,c&: 'i;S "lU'G 1=, , e S : 
c. A r tapes or disks, floppy disks or other medium (used to store 
or manlpulate S 23, #2a) 

IF DISK OR TAPE IS STILL IN USABLE CO ISSUE FOR USE AFTER 
DATA HAS BEEN TRANSFERRED TO OTHER MEDIUM OR OTHERW 


