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6. CERrlFICATE OF AG!:NCY REPRESENTAllVE 

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 dispcsal in this Request of '2 page(s) are r:ot now needed for the business--of 
this agency or will not be needed after the retention per1ods specified. 

·D A Request for immediate disposal. 

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

C. DATE 0. SIGNATUR E. TITLE 

SEP 2 ·1980 Records Administrator 

7. 
ITEM NO 

803 
(804,: , 
810, 812, 

& 813) 

803.01 
(804-01) 

803.02 
(804-02) 

I 1~-107 

PERSONNEL SERVICES, WELFARE AND tG_RIEVANCE, AND 
DUCTION-IN-FORCE FILES •. !l'hese·· files r~iate to documentin 
e selection/ret_ention . of employees and. welfar_«::! and gri_ev:-: 
ce procedures; training of employees; and other personnel 
tters. 

PM ELIGIBILITY CERTIFICATE FILES. Documents providing a 
ecord of requests to the OPM for certification of elig~ble 

d reports of action taken on those certificates. Include 
re SF 39s (copy 3), SF 62, and OPM (CSC) Forms 1844A and 
elated documents. 

Destroy when 2 years old. 

EMPLOYMENT FILES. Documents reflecting persons separa·ted 
y redud,ion-in-force or_ for military service, or having 
estoration or reemployment rights. Included are DD Form 
34s, skill listings, and related documents. 

Destroy 1 year after restoratio 
or reemployment rights have 
expired. 
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10. 
ACTION i.4!':Ei'I 

STAtlOARO FORM 1t5 
Rrv,sed A?r1I, 1975 
Prescribed by Gt?r.er.;I 5,,.,.."\11C"JS 
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http:aepaz'ert.ed


·-·---------- .... 

Request for Records Disposition Authority- Continuation 

7. 6 :::>ESCRlr'TION or ITEM 
ITEM NO ,w,th lnclus,ve Dates or Ret~nt,on Pe•,ods) 

I JOB NO 

9 
SM✓,flLE OH 

JOB NO 

PAGE OF 

2 of 2 

10. 
ACTION T/\~fN 

,___ _____ ~ --- ------------- ------- ------------- - -- ------- ------- --- - ------ - ---
803.03 IVILIAN TRAINING PROGRAM FILES. Documents reflecting the 

(810-06 status of civilian training in Government and· non-Governmen 
& 810-07)facilities. Included are training plans,reviews of trainin 

equirements, and related documents. 

803.04 
(812-01) 

803.05 
(812-03) 

803.06 
(813-02) 

803.07 
(813-03) 

803.08 
(412-17) 

115-203 

Destroy 5 years after comple­
tion of a training program....,.. 
W Ji:c SSH Lil , 

OURS OF WORK FILES. Documents relating to the establish­
ent of working hours, shifts, and other matters affecting 

e work schedule of civilian employees. Included are coor 
inating actions, studies, in~erpretations, and published 
ecord copies of instructions; letters; messages; and 
elated documents. 

Destroy 1 year after no longer 
effective. 

PEAL AND GRIEVANCE FILES. Documents reflecting actions 
aken on appeals and grievances submitted by civil service 
rnployees. Included in each case are employee grievance 
ecord; decisions delivered, including records of grievance 
ommittee; review'decisions; and related documents. 

Destroy in CFA ~ 3 years .4# 
q;1c/ q // q p.j>blll, x; ;~fr~ ~ M: ! ding . , . i 

OMPETITIVE LEVEL LOG FILES. Documents reflecting C eti­
ive levels.which are used as a basis for prepari 
ion registers. Included are lists and relat 

TENTION REGISTER FILES. Doc ents..reflecting retention 
roups of employees accord' to tenure,length of service, 
erforrnance ratings, eterans preference. Included are 
egisters and relate 

Destroy when 2 years old, unles 
appeals are pending. 

CHARITY CONTRIBUTION FILES. Documents relating to contribu­
tions by an agency, command, installation, or activity to 
recognized health, welfare, and voluntary fund raising 
organizations, such as the American Red Cross ahd the 
Combined Federal Campaign. 

DESTROY when 2 years old._ 
Four coplo,s, Including orlglnal, to be submitted to the N111Jonal Archive■ 
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