
REQUEST FOR' nECORD .:_,; ISPOSITION AIJTHOnlTY 
,--.• 1. 

,, u:t.11E OLANI( 
(Se(t lnstruct,ons on reverse_) ~--

J(.)(l NO 

------- -J\~~.:e3Jc~;! -~ TO GENERAL SERVICES ADMINISTRATION. 
NATIOfU,L t.RCr1t'IES ANO P.ECOPDS SErl'✓ ICE. WASHINGTON, DC 20408 ---·-- ---------- -- -------- - ·--

_1. FRO'.~ t,\,:E~CY on tST.f1SllSt~~~•[,"dJ 

Defense Nuclear Agency --- --
---·----· M)Tl~ICATION TO AGENCY 
2. MAJOR SL'301\/IS!ON 

Personnel/Administration Directorate 
In a,cor~.1,re ,.,:ti t~P. orovi,,,,ns cl 4~ USC 3313,, r~~ ~.,;,,,.,,re 
Cl:~)! ,.,r·:.HLr.,, ~mcr1J0~'1tS 1~ acC''Jv~d e,rect !c: •it~ ;1, 1:.,11 r.~ 1y 

3. MIN()R SUf:iOIVISION ~t s:.1-1~•~,i · ~1:.W;),1, ·1ot <1:i~:;. ... ed o, "11:t:":d1Jwi.11. 1r, ,.,, "'· r. :O 

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

Lo~,~a-Jo __ ~~-. 
Pauline E: 'I<orpanty 325-7058 
6. CERTIFICATE OF AGENCY P.EPRESENTAIIIIE 

I hereby ce11ify tnat I am authorized to act for. this agency in matters pertaining t:i the disposal of the agency's records: 
that the records proposed for disposal in this Request of ~-- page(s) are riot 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 

SEP 2 4. 1980 Records Administrator 

7. 
ITEM NO 

802 
(808 ·&, 

803) 

802.01 
(808-02) 

802.02 
(808-03) 

802.03. 
(803-01) 

I iS-101 

-CIVILIAN_ PERSONNEL ACTION, POSI';I'ION AND,PAY, FILES. These,. 
files accumulate in· civilian personnel offices and relate 
to processing personnel actions and documenting pay rates. 
and other monetary benefits for civilian employees, 
including the determination of job classification for pay 
purposes. 

,. 
SAMPLE OR 

JOB NO 

10. 
N:TION TAKEN 

JOB DESCRIPTION EXTRA COPY FILES. Extra copies of job Gf C' / 1- I 
1 
l 

descriptions used for distribution to employees and fu;r J ~ ~,,,, f/o{l_; 
filing in official personnel folders when personnel action 
are processed. 

Destroy when superseded or when 
job is abolished. 

CHRONOLOGICAL JOURNAL FILES. Documents used for preparing r o I I 
reports, review of actions previously processed, and OPM t,A,.s /. 
(CSC) and DNA inspections. Included are SF 50s (copy 5) 
and.related documents. 

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

JOB NUMBER LOG FILES. Documents reflecting a 
list of numbers assigned identifyin 

I 



Request for Records Disposition Authority- Contir.uat1on JOfl NO 

9 

PAC,E OF 

2 of 2 

;. 8. DES(RH'TiO1', OF ITEM 
ITEM NO (W,:h lnc•us,ve D~les or Reient,on Periods) 

SAM Pl E OR 
JOB NO 

10 
ACTION : .',>((N 

------------- ----- ···-·--·------·--- -- -- --· --- ------· --
(802 .of - continued) 

802.04 
(803-02) 

802.05 
(803-03) 

802.06 
(803-04) 

11S-203 

pertaining to evaluated jobs. Included are registers, log­
books, and related documents. 

Destroy on discontinuance or 
when a new numbering system is 
prescribed1w'1it~tver it e_or/tt~ 

MASTER JOB DESCRIPTION .F/LE.S'. Documents used in analyzing I 
a specific position to determine whether the position I 
description matches an existing job. Included are DA Forms 
374 {Job Description) and similar documents. 

Review at least once every 2 
years and destroy inactive 
descriptions which are unlikely 
to be reused. 

CIVILIAN POSITION STRUCTURE FILES. Documents reflecting 
organizational civilian position structure including organi 
zational charts, evaluation statements,and related 
documents. 

Destroy when superseded or 
obsolete. 

JOB STANDARD FILES. Documents which provide guidance in 
evaluation of jobs and consist of OPM and DNA classifica­
tion and qualification standards. Included are job evalua­
tion decisions, OPM and higher headquarters post-a~dit · 
reports which have the effect of standards,and related 
documents. 

Destroy on supersession. 

Four coplE:s. Including original, to t-fl 1ubml~ed to the National Archives STANDARD FORM 115-A 
Ri>v1t::.Pr1 ll.1h1 1G7i1 

http:tncus.ve



