
- REQUEST, FOR RECORD-SPO~ITION AUTHORIT; 
(See Instructions on reverse) 

' 
TO GENERAL SERVICES ADMINISTRATION, Nfl,...374-t,1 ... 3 
__ N_AT_tD ..... N_A_L _A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S _S_EA_V_IC_E.;..., _W_AS_H_IN_G_T_ON.;...,_D_C_2_04_0_8 __ ---, DATE RECEIVED 

1. FROM (AGENCY oR ESTABLISHMENT> February 5, 19tll 
Defense Nuclear A en NOT1F1CAT10N To AGENCY 

2. MAJOR SUBDIVISION 

Pers Onnel/Admini• S tra t-l on Di· re C tora te In accordance with the provisions of 44 U.S.C. 3303a the disposal re 
,.,_ quest, including amendments, is approved except for items that may 

3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column JO 

Administrative Services Division 
4. NAME OF PERSON WITH WHOM-TO CONFER 5. TEL EXT. 

Pauline E. Korpanty 325 ... 7o60 
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. 

D A Request for immediate disposal. 

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

C. DATE 

7. 
ITEM NO. (With Inclusive Oates or Retention Periods) 

The attached schedule pertains to records rela tin~ to 
manpower and orianiza tion planni~• Reco?ds primarily 
accumulate in the Manpower and Or~anization Division, 
HQ,: DNA. 

Changes herein made with DNA concurrence. 

9
• 10. 

SAMPLE OR ACTION TAKEN 
JOB NO. 



... 

.. 

\ 
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204 
,.,. . ...... ....... -

204.01 

' 
' -l . . . • 

204.02 

I 

MA?iPOWER AUntORI7..ATION FU.ES 

!lJTHORIZAT!O!l ~Jl..•ll\t.~E?rr P..EP'OP:1' FU.!S. Cont.ain• tile copies ot repc:,rt·S qcnc,­
t•ted by the ~an;::ower and O:-qani:.ition Division. Reports'dc.il vlth. such 
subjects as authorization strength. by prograt:1 elCJ11cnt, Civili.i.n Kigh Grade, 
and other reports rcq-~ired. 

' .. cut olt at the end of C3Ch rr, 
destroy 5 years after c:utott. 

- CIVILIA."f POSITIO~l 1-'MIAGE."..E~rr Fit.eS. Contains correspondence rebtinq to 
the a,.anagcr.ient of civil1.:in authorizations, to include ceilings, reduction-
1.n-·torce, et.c. 

:- . - ·" 

cut off at'the close of each FYi 
destroy when S yea.rs old. 

{ ~ 
204.03 ---- ·-~PRIJGRA~U:G DOC't!ME'NTS. Contains only those proqra:nmlnq doc\11!\ents dealing 

..... 

204.04 

.... --·-· .. .,.;... .. · .... 

vith manpower ceilings/strengths such as Decision Package Set (OPS), 
froqra:n Decision ~c~orand~ {POM), and Progra.~ Objective Mcnora.nda (PO~). and 
background, source, .uld feeder materials generated in the Manpower and 
Organization Division. • 

. · . 

Destroy when superseded or no longer 
needed for ac:iinistrative purposes • 

ADVANCED ACADEMIC DEGR'E:E REQUIREMENT FILES. Includes 
documents which support the establishment of advanced 
academic degree requirements for military mnnpowor 
authorizations 

DESntOY Y.11D{ SUPER¢EDED OR NO LONGER 

NEEDED FOR ADMINI~TRATIVE USE 

• 
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204 .05 

..... 
. . . ,: '.). 

204.os· 

l . 

' . I 

• • .. 

204.07 

204.08 

" 

e. 
• • 

MA.'fFOi..'rR (111\N'~!'! rt.r~n:STS. tnclud•• eorre'!pondence, D~A Form• 107, and 
a.chi.ne li:st..Ln'J:S wracl\ identity th• aut.hoE"1i.1t1ons and or-qan1:atl.on.:il 
changes.requested and cont.al..n ju:stif1cat1on, coordination, .and &fproval/ 
di•approv.al at~tements. 

tu.'iANEN"l', 
•• Approved requestaa /Cut ott at the clo•• ot •ach .rY, 

. retire in •am• ah.ipnent-&s :the. J'MP. Offe.r . 
• to NARS in 5 yr blocks when 20 yrs old, 

Cut otC at th• close ot each n, •• Disapproved request•• 
Destroy "'hen 1 ye.u- old •. . ; 

-' .. _ .. ' ·•·~ ... ' . . : .. _\' ' ... ':.· 
,. . 

. ..... 

JOYNT MAN1'0Wt:R PRCX';fl.A.-. t,OC"J~ttNTS. Includes P.art I (Or-qa.nhatlon and 
FW\ctions) an~ Part 11 (uoint Table ot Oist.ribution) for all activities 
ot .DNA. • 

""-

•• Monthly and quarterly reports• 
i 

.. . ... 

•• Annual reports: 

U) BO DNAz 

.. 

(U Monthly - Cut of! the hst day 
of each calendar.inanth, destroy when 
1 year old. 
(2) Quarterly - cut ott the last day 
o! each fiscal quarter, destroy when 
5 years old. 

,,. 
Permanent. 

Cut oft the last day o! each FY1 
retire to ~me in· S-year bloclts, 
offer to National Archives 20 years 
alter cutoff., in 5 yr bloc\{.s .. 

CIVILIJI.~ POSITION £5S'.::~ITIAL!TY ST!\TI:~'.E~rrs. Contains ONA Form 482, Request 
to Fill Civilian Posi:ion or Change Position Description, and the l?IOSt. cur­
rent copy of the position•s description of duties. 

. . 

Destroy when superseded, obsolete, 
or no longer needed for adr.iinistrative 
purposes • 

HANPOWER DATA FILES. '.contains recapitulation of manpower authorization data 
used in the day-to-day z::i.ana9ement of a9ency zn.anpower resources. 

Destroy vhcn superseded, ob~oleto. 
or no lon9er needed for ad:ninistrative 
purposes. 

I ' 

• 



205 

205.01 

205.02 

205.03 

• 

MANPOWER sn&o srunv RF.CORDS 

MANPOW'll STAMDARD REPORTS. Include• document• doallng with the 

development of manpower st~ndards from Prelimlnary Report• to 

Final Reports. Standard reports deal •1th the determination of 

atafflni requirements. 

m:nrons IMPROYnfENT RF.PORTS. Includes document• resulting fro■ 

the examination of present operating methods with a vie• toward 

iJllplementation of more efficient work methods, mantgement techniques, 

and reduct ion of cos ts of operation. 

SPECIAL PROJECT FILES. Includes documents, developed in leas 

■ tructured way than the previous reports. Requests may be of a one­
either 

time nature originating from/internal or external organizational 

elements. 
1 •• 

. ·. - ... 

205.01 -- Destroy when superseded or no longer needed for reference. 

205.02 Destroy when superseded or no lon~er needed for reference. 

205.03 Destroy when superseded or no longer needed !or reference • 




