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REQUEST FOR RECORDE, HISPOSITION AUTHORITY ¢ LZAVE DLANK
. (See lastructions on reverse) . 106 NO

TO GENERAL SERVICES ADMiINISTRATION, C -~ L\, —-2( 'w
NATIGHAL ARCIVES AND PECORDS SERVICE, WASHINGTON, DT 20408 Oait receve® . OCT 980

1. FROM (AZENCY Of1 { STAGLISHNENT)

Defense E\Iuclear AgencY NGTIFICATION TQ AGENCY
2. MAJOR SUBDIVISION

s . . In accordance auth the prowisiens ¢of 43U S C 33034 the diszisatre
Personnel/Administration Directorate Quest 1Culny merdmeals 15 acETved escegt for deny 1Al iy
3. MINOR SUBOIVISION 2 slampd Cnpusd 10! adiaved  of Caithdiawn T on o, ot6 10

Administrative Services Division

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT /
. (0-2550 (b Wiy
4

Pauline E; Korpanty . 325_7058 Date .!’n Iavess e 'Iu'yl “titedd Stdion
6. CERTIFICATE OF AGENCY PEPRESENTAIVE
| hereby certify tnat | 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 _2_—_ page(s) are not now needed for the business of
" this agency or will not be needed after the retention periods specified. .

[J A Request for immediate disposal.

k¥ B Request for disposal after a specified period of time or request for permanent

retention.
. C. DATE D. SIGNATURE OF A Y HEPRESENT | E. TITLE
SEP y
214 1980 1/ [%i/ ; Records Administrator
7 r- e os;s%lp.np ON OFYEM ‘ SAMPLE OR 10,
ITEM NO {Weah Inclusive’ Dzté§ or Retentfion Penods) R JOB NO ACTION TAKEN
802 -CIVILIAN PERSONNEL ACTION, POSITION AND-PAY FILES. These,..
(808 &- files accumulate in' civilian personnel offices and relate
803) to processing personnel actions and documenting pay rates -

and other monetary benefits for civilian employees,
including the determination of job classification for pay
purposes.

802.01 | JOB DESCRIPTION EXTRA COPY FILES. Extra copies of job GAS / /Z' /957\75(2)

(808-02) | descriptions used for distribution to employees and fex
: filing in official personnel folders when personnel action
are processed.

Destroy when superseded or when
job is abolished.

(808-03) | reports, review of actions previously processed, and OPM
(CSC) and DNA inspections. Included are SF 50s (copy 5)
and.related documents. .

802.02 CHRONOLOGICAL JOURNAL FILES. Documents used for preparing G £3 / jlt *”7 /‘/q

Cut off at end of each month.
Destroy when 2 years old.

802.03 ' JOB NUMBER LOG FILES. Documents reflecting a continuing ‘;
(803-01) | 1ist of numbers assigned and other identifying data !
' T Ras g JM/”Y
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7. 8. DESCRINTION OF ITEM P 10
ITEM NO (With tnctusive Dates or Retention Periods) SAJKO‘B‘ f‘OOR ACTICN | AXEN
_— ———- e e e e e b b ———

(802.037- continued)
pertaining to evaluated jobs. Included are registers, log-
books, and related documents.

Destroy on discontinuance or
when a new numbering system is

prescribedlwhid\ ever Js Qaf','(n

802.04 [MASTER JOB DESCRIPTION:;QLESZ Documents used in analyzing

(803-02) :a specific position to determine whether the position

description matches an existing job. Included are DA Forms

374 (Job Description) and similar documents. 1&9
I ov

Excep!
Review at least once every 2
years and destroy inactive CRS / / f#”’ ‘76(/ }
descriptions which are unlikely
to be reused.

802.05 CIVILIAN POSITION STRUCTURE FILES. Documents reflecting
(803-03) jorganizational civilian position structure including organit
zational charts, evaluation statements,and related
documents.

Destroy when superseded or
obsolete.

802.06 |JOB STANDARD FILES. Documents which provide guidance in Ex(eﬁ/m ‘/6
(803-04) |evaluation of jobs and consist of OPM and DNA classifica-

tion and qualification standards. Included are job evalua- RS //7’_,4
tion decisions, OPM and higher headquarters post-au:di;t ' /e 71 &70M 74@/

reports which have the effect of standards,and related
documents.

Destroy on supersession.

;15-203 Four coples. Inciuging original, to be submitted to the Nationat Archives STANDARD FORM 115-A
‘ Reoviend luiv 1974



http:tncus.ve



