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REQUEST FOR RECORo@i"sPOSITiON AUTHORITY 
'<· 

\fD LEAVE BLANK 
(See Instructions on reverse) JOS NO -. , ,. 

, ' 

\.lCl~"51ll ~1-:~s-\. TO: GENERAL SERVICES ADMINISTRATION, ·, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTOH, DC 20408 DATE RECEIVED 
1. FROM (AGENCY OR ESTABLISHMENT) 

9. nn,- .A.;A 
Defense Nuclear Agency ,, 

NonF1CATlorJ"ffl-' AGENCY 
2. MAJOR SUBDIVISION " 

Personnel/Administration " In accord~nce w,th the prov1s1ons of 44 U.S.C 3303a the d:soosat re-Dire·ctorate quest. including amendments. ,s approved except for items that may 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" 1n column 10. .. 
Administrative Services Division : 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. .OlzAA-)0 )(/~ ; /0-~7-Jt)· 
Pauline E. Korpanty 325-7058. Date Arc/1i1·i.<t of the United Stall'\ 

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 ..s page(s) are not now needed for the business of 
this agency or will not be neede.d 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 O; SIGNA AG 0,Y R E. TITLE 

SEP ''2· · 1990· . .. .. 
Records Administrator 

1. 
ITEM NO. 

1408 ·-: 
(1416):· 

': 

1408.01 
(1416-04) 

1408.02 
(1416-05) 

115-107 

9• 10. 
SAMPLE OR ACTION TAKEN 

JOB NO . 

. GENERAL SUPJ;>LY· ACCOUNTING FILES. 'These files., accumul,ate. as 
a resuit of accounting for.suppti~s ana·eqhipment~ a resP9n 
si.biiity ot' ·ac~ountabi~ "supply· officers: an¢!. ot~er ;esponslb e ., 
individuals at Headquarters ~d ~ubordin~te commands' of-the 
Defense Nuclear Agency. 

AUTHOR1ZED SUPPLY CODE FILES. Doc_uments re~ating to the 
assignment of authorized organization supply codes to each 
unit, organization, or activity authorized to maintain prop 
erty on an organization and/or installation property book. 
Included are registers and r·elated papers maintained on a 
basis. 

a. Registers: 

b. Other: 

DESTROY 1 ye~r after cancellation of al 
supply codes listed on the sheet or in 
the bound·re~ister. 

DESTROY when 2 years old. 

PROPERTY OFFICER DESIGNATION FILES. ' Documents reflecting 
the designation of property officers. Included are letters 
of appointment and revocation. · 

DESTROY 2 years after termination of 
appointment. 
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8. OESCP.IPTION OF ITEM 
(Wrth lnclu~,,·c 1Jd1:.>s or Retentron Period~) 

9. 
SAMPLF OR 

JOB NO 

10. 
ACTION TAKEN 

(1408 co tinued) 

1408.03 
(1416-06) 

1408.04 
(1416-07) 

1408.05 
(1416-10) 

1408.06 
(1416-14) 

PROPERTY LOSS, THEFT, AND COVERY REPORTING FILES. 
Reports maintained on a C'f basis relating to the loss, 
theft, and recovery of firearms, ananunition, and related 
items •. 

DESTROY 1 year after reco~y of item o 
when 5 years old, Rcl!a.i:tt h. ePA. W'1i J, t-./tr 
is eq_,.. t,~n 

PROPERTY ACCOUNTING DEVIATION FILES. Documents relating to 
deviations from property accounting procedures granted unde 
the provisions of AR 735-5. Included are requests for 
deviation, justification for deviation, coordination, com­
ments, approvals, disapprovals, and related documents main­
tained on a CY basis. 

DESTROY 2 years after expiration or 
disapproval of deviation. 

SUPPLY OR'E UIPMENT AUTHORIZATION FILES. Documents relatin 
to requests for authorizations for allowances or authority 
to exceed or change existing authorizations. 

DESTROY when incorporated in a numbere 
publication or on recission or 
discontinuance,wt,;c~t'ver- IS (!qr/, r; 

ROPERTY BOOK AND SUPPORTING DOCUMENT FILES. Doc\llltents 
reflecting the description, receipt,and turn-in of property 
for which the property book officer is accountable. 
Included are property books (installation/organization prop 
erty record), receipts, turn-in slips, reports of survey, 
inventory adjustment reports, and other documents supportin 
entries to the property book. 

Property 
oks: 

Remaining 
ocuments: 

DESTROY 2 years after page is filled G/?S 3/Z--Jem /4/, 
and initial accounting entry is carrie 
forward to a new page, or 2 years afte 
property balance becomes zero and ther 
w~ll be no. activity on the item1 '4JJ; IC, (.t1er 

IJ f!or/1~r. 
Cut off at end of CY. DESTROY·~hen 2 
years old. 

Upon receipt of notice than an activity or sub­
activity is to be discontinued, the installation com 
mander will cause the pertinent property books to be 
examined by a qualified representative to determine 

____ _.__ _________ . _____________________ _._ ______ _J__ -----
115-203 Four copies, lr,cluding orlglnal, to be submitted lo the National Archives 5,AN0ARD FOFlM 1~5-A 
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7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With lnclus1•;e Oates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TA'<EN 

(1408 co 11tinued) 

(1408.06) 

1408.07 -(1416-15) 

1408.08 -(1416-lb) 

1408.09 -(1416-18) 

1408.10 -(1416-24) 

115-203 

that the property books have been reduced to a zero 
balance, and to verify that all property has been 
turned in to the appropriate supply officer or other~ 
wise satisfactorily accounted for in accordance with 
applicable instructions. If the officer conducting 
the examination is satisfiedttlat the required action 
h~ been taken and that formal audit is unnecessary, 
the commander referred to above will direct imme­
diate destruction of the records upon completion of 
examination or discontinuance of the activity or 
subactivity. 

DOCUMENT REGISTER FILES. Registers listing the document 
number and type of supply action taken on documents that 
support entries to the property book. Included are docu­
ment_ registers for supply actions and comparable forms. 

Cut off at end of CY. DESTROY when 2 
years old. 

HAND RECEIPT FILES. Receipts reflecting acceptance of 
responsibility for items of property listed thereon. 
Included are individual receipts and listings. 

DESTROY on turn-in or other complete 
accounting for the property, . or when h · t 
superseded by a new receipt or listing1W IClt ft/~f"" 
is ee,r I ,er. 

PROPERTY RECORD INSPECTION REPORTING FILES. Reports of 
inspection of property records and related papers reflecting 
results of semiartnual inspection maintained on a CY basis. 

a. Office con­
ducting 
inspection: 

b. Offices 
inspected: 

DESTROY when 3 years old. 

DESTROY when 1 year old. 

EQUIPMENT RECORD FILES. Documents maintained to provide a 
perpetual inventory of selected majo~ or end items.of equi1-
ment and for the purpose of retaining timely data for 
required equipment reports. Included are installation 
equipment inventory record cards, record of engineering 
equipment requiring repair parts support cards, and similal 
forms. Engineer <2:S;luipment requiring repair parts support 
records will be transferred as required by TM 38-750. 

Four copies, Including original, lo be submltt~d lo the National Archives 

C. 1>() • 197ft O - 579-387 
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• Request for Records Disposition Authority- Continuation I JOB NO 

I 
7. 8. DESCRIPTION OF ITEM 

ITEM NO. (With lnclus,vc Dates or Retention Por,ods) 

(1408 CO] tinued) 

1408.10 

1408.11 -(1416-25) 

1408.12 -(1416-27) 

1408.13 -(1416-28) 

1408.14 -(1416-29) 

DESTROY 6 months after transfer 
(unless records are also transferred 
as required by TM 38-750) or other dis•· 
positiqn of related equipment. 

TRAINING AMMUNITION CONTROL CARD FILES. Documents main­
tained by major command headquarters to control the distri­
bution of ammunition and explosivesallocated. for training 
purPoses. 

DESTROY on final entry on card. 

GOVERNMENT-FURNISHED MATERIEL AND EQUIPMENT FILES. Docu­
ments reflecting Government-owned materials, tools, and 
equipment furnished to contractors. This description will 
not be construed to include reports or other documents con­
stituting ~r required to be filed with a voucher to a con­
tract property account. 

DESTROY 2 years after turn-in, or 
other satisfactory accounting for 
items involved. 

EQUIPMENT LOAN FILES. Documents reflecting loan of equip­
ment, tools, or material to or from other Government agen­
cies. Included are requests, approvals, reports, agree­
ments, and related documents. This description does not 
include documents required to be filed in property accounts 

DESTROY 2 years after turn-in, or otheJ 
satisfactory accounting for items 
involved. 

ADMINISTRATIVE AND MANAGEMENT FINANCIAL INVENTORY ACCOUNTIN( 
FILES. Documents relating to the administration and manage·, 
ment of financial inventory accounting systems at ele~ents 
in the connnand. Included are consolidated reports, supply 
management reports, source material, posting media, and 
related papers maintained on a FY basis. 

DESTROY when 3 years old. 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 

4 of .E 
10. 

ACTION TAKEN 

____ _._ _______________________________ __.__ ____ _._ ____ _ 
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• Request for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF l'TEM 
ITEM NO. (With Inclusive Oates or Retention Periods) 

(1408 con.inued) 

1408.15 -(1416-30) 

/ 

1408.16 -(1416-31) 

1408.17 _;; 

(1416-32) 

115-203 

FINANCIAL INVENTORY ACCOUNTING FILES. Documents created 
and maintained by offices responsible for financial inven­
tory accounting for equipment and supplies in their custody 
Included are category journals, category ledgers, inventory 
control records, retained copies of financial supply manage 
ment reports, financial statements,consolidated worksheets, 
analyses of change in operating stock on hand·, summaries of 
inventory position, .. posting media, correspondence and 
related records. General ledgers summarizing these data 
are maintained by F&A officers. 

Cut off at the end of the FY. DESTROY 
when 1 Year old. 

' REPORT OF SURVEY FILES. Reports that describe the circum-
stances, and recommend action, concerning the loss, damage, 
or destruction of Government property. Included are report! 
o'f survey and supporting documents maintained by the office 
with final review authority. 

a. Reports 
involving pecu­
niary liability: 

b. Other 
reports: 

DESTROY 10 years after completion·of 
final action. 

DESTROY 3 years after completion of 
final action. 

REPORT OF SURVEY CONTROL REGISTER FILES. Registers and 
related documents maintained to control reports of survey. 

Cut off at end of CY. DESTROY when 10 
years old. 

Four copies, lnctudlng original, to be submitted to the National Archives 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF 

5 of 5 

10. 
ACTION TAKEN 
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