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/J2 - :i. 7-ftJ 
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6. CERTIFICI\TE CF AGfN'":Y REPRESEN7ATIVE 

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 3 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 
retenticn. 

C. DATE . 0. SIGNATURE 

SEP 2 4 1980 
Administrator 

7. 
ITEM NO. 

1402 
(1404} 

1402.01 
(1404-01} 

SMALL BUSINESS PROGRAM FILES. Thes~ files result from 
DNA's program to assure maximum participation of small bus 
iness concerns in the military procurement of supplies and 
services. The files accumulate in ~f£ices of small busi­
ness advisors or specialists, contra~ting officers, and in 
other offices engaged in these activitie_s. 

SMALL BUSINESS INFORMATION FILES. Documents relating to 
corranunications or discussions which provide small business 
concerns with information about DNA requirements for sup­
pliers on bidders lists, adapting their production· facili­
t~es to compete for prime contracts or subcontracts,. 
changes in specifications which make it -possible for pro­
duction by small business concerns to meet future procure­
ment, and other matters concerning the participation of 
smali business concerns in the military procuremen~ pro­
gram. Included are inquiries from small business concerns 
memorandums recording discussion with representatives of 
small business concerns, and similar documents. 

Destroy when 6 years old. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACT:ON TMEN 



f-\eqdest. for. Records Disposition'l'u,ority-- Continuation 

1. 8. DESCRlf'iiON OF :T[M 
ITEM NO (W,th l•1clus,ve Dalrs or Rctent,on Per,o,Js) 

9. 
SAMPLE on 

,!Oil NO 

HJ. 
ACTIO~J TM,FN 

---- ------ - ------ -----------
(1402 c :mtinued) 

1402.02 -(1404-02) 

1402.03 -(1404-03) 

1402.04 -(1404-04) 

115-203 

SMALL BUSINESS PROGRAM SURVEY FILES. Documents relating tc 
surveys of field purchasing officers to analyze the effec­
tiveness of the small business program in order that small 
business concerns are afforded equal opportunity to compete 
for procurements. Included.are data accumulated for the 
purpose of making surveys, reports from procuring offices, 
survey reports, instructions or changes made as a result of 
the survey, and related papers. 

a. Office performing 
surveys: 

DESTROY when 6 years old except 
that data accumulated in prepara­

·tion for the survey will be 
destroyed on completion of the 
survey. 

b. Office surveyed: DESTROY on completion of next 
comparable survey, or when no . • 
lon'i'er needed for reference I whti 4tN(.,. IS 
f trtt-r-. 

SMALL BUSINESS QUALIFICATION FILES. Case files containing 
documents relating to the productive capacity, credit, 
resources, and similar data about small business concerns 
accumulated in order to provide information about the 
availability of additional small business sources to meet 
current or anticipated requirements of the military procure~ 
ment program. 

DESTROY when superseded, obso­
lete, or when the concern is no 
longer considered as a source of • 
supply for any reason1 w~ic/,r..Je1 /5 

'"" *'"· COMPETENCY CERTIFICATE FILES. Documents relating to the 
issuance or withdrawal of certificates of the competency of 
small business concerns as to their capacity and credit 
standing furnished to contracting officers. Included are 
copies of the certificates, communications concerning the 
capacity and credit of specific small business concerns, 
and similar documents. 

DESTROY when 6 years old. 

four copies. lnclt16!rg orlglni>I, lo bo aubm!ti~d lo It,\? Na!lorwl Archh·es STANDARD FORM 115-A 
Hev13ecl July 1974 
Prescnb<:d by GcnPral Serv,c.~s 

A<.inH111st;at1on 
FPMfl (41 C~Ht H,\-11 4 
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9. 
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10. 
ACTIO•J T /,KEN 

-------,.------------------------------------------J'------------
(1402 coili.tinued) 

1402.05 -(1404-05) 

1402.06 -(1404-06) 

1402.07 -(1404-07) 

115-203 

SMALL BUSINESS REPORTING FILES. Documents accumulated by 
small business advisors for review and analysis of small 
business activity. Primarily these are reports received 
from procurement offices on such subjects as proposed pro­
curement actions, procurement action summaries, and indi­
vidual procurement actions. 

a. Consolidated and 
summary reports: 

b. Other documents: 

DESTROY when no longer needed 
for current operations. 

DESTROY when 2 years old. 

CONTRACTOR REPORTING FILES. Reports received from contrac­
tors participating in the small business procurement pro­
gram, related correspondence, and summaries prepared from 
the report. 

a. Consolidated and 
summary reports: 

b. Other documents: 

DESTROY when no longer needed 
for current operations. 

DESTROY when 2 years old. 

QUALIFICATION LIST FILES. Lists of businesses determined 
to be qualified to participate in the small business 
program. 

DESTROY WHEN SUPERSEDED., OBSO­
LETE, OR NO LONGER NEEDED FOR 
REFERENCE. 

Four copies. Including original, to be submitted lo the National Archive; 

.. 
STANDARD FORM 115-A 
Revised July 1974 
Pre5,c.nbad by General Servtt.€S 

Adrn1n15trnt1on 
FPMR (41 CFl'I) 101-114 




