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!". -' ~R~QUESTFOR·RE~ORD_SPOSITION AUTHORITY 
(See Instructions on reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 

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

Dille Archivist of II", United Stale.' 

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 ' page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

Ii] B Request for disposal after a specified period of time or request for permanent
retention. 

C. DATE E. TITLE 

MAY 30 Director, Naval Records Mgmt. & 
Ad' . . 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO . .AUDIOVISUAL RECORDS 

For complete description o£-reeords and proposeddisposition standard_s.,·--mattached.
.i->: 

115-107 STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 
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DI:SPOSAL StANDARDS; 

I FOR SSIC 3150 - 3158 SERIES 
" 

3150 AUDIOVISUAL RECORDS 

tThe audiovisual records described in the following SSIC .aer Les (3150 ~.
i . 
t.:.--

through 3158) are created, acquired, and accumulated by 

commands, and offices in the course of business and are an integral 

.............
of the Department of the Navy official documentation. They, ............ --. 

naval records, are evaluated and disposed of on the basis 0 

origin, content, and use in accordance with disposal aut ority pre-
v.::::.:::·:·: 

scribed in this series. Fi··.···:··· .: · 

Audiovisual records include still photographs a d productions with or rt··· --
rt~ . 

ductions; audio/radio recordings 

works of art; and related find' used for or 

necessary to the proper ide arid ret~eval, or bearing on the 

origin, acquisition, ship :~~ese records. t ..::.:..... 
~.:.::. 

Audiovisual r ve c~~ng historical,legal, 

administrative, alue are o~ two kinds: (1) those created, 

! n val activities for naval purposes; 

with the transaction of naval 

i ..-:... 

functions, policy development, 

operations, or other activities of the Department 

of the Navy. 

The and disposal instructions for audiovisual records 

in the 3158 series are in consonance with the 

mand' application of General Records Schedule 21 for Audiovisual 

Records as included in Title 44 of the United States Code, and as pre~ 

scribed for retention of Department of Defens~ide holdings of permanent 

audiovisual records. ENC[OSURE rTr 
........... : : ~ - ---- - ----- ~-



.' 

(1) PRIMARY PROGRAM RECORDS: 

(a) General correspondence files of the of 

Naval Operations~ Headquarters U.S. Marine Corps~ 

office~ and major claimants' audiovisual management funct'ons; con-

sisting of correspondence, studies, reports, 

document primary mission responsibilities 

execution of plans, policies, programs, to 

naval audiovisual matters. finding 

media records. 

Authorized Disposition:
St.Wl~) rt\ct Center, aW;emu~d.e:t, 'I£. when 

and 

and t her fcords pertaining 

to the s of naval activities, 

commands,; and 0 

and operations, responsibil-

tionalj Includes any i 
! 

related 
- .. -.... -. 

r··.:···:··:·'-:::: 

to National Archives ! 
r 

,:... 
and Records 

General correspondence files and other 

audiovisual functions and operations of naval 

act'vities, co ands, and offices that relate to the management and 

operati these audiovisual activities, and not covered elsewhere. 

in the SSIC 3150 through 3158 series or other series in this instruction.' 

...~ ? . 



Authorized Disposition: TEMPORARY. Destroy 
, 

prov;i.di>Q no longer needed for reference. 

(3) FINDING AIDS RECORDS: Apply the 

(4) PRODUCTION FILES RECORDS: Apply 

any types of contractual agreements, 

ments for general use (intended 

production or media product) of 

and scores; music and 

services; proprietary 

video recordings and 

when t\m years old, 

3155 series. 

Includes 

censes, and procure~I 
I 

.... J 

aud iovisual 

recordings 

al personal talent 

, audio and 

d and proprietary 

related audio-

ossible; ~lherwise for-

enter ~¥, yea after completion of 

contractu o Nationa,\ArChiVeS and Records Service 

TS/RECORDS: Includes all life cycle 

..... input of each reportAfter 

ion Systerm (DAVIS) production pro-

following disposition applies: 

ibution for each production is completed, 

position with related audiovisual records as prescribed
 

51 th!ough 3155 series.
 
~..... .. . ... 

(b) After initial distribution for each production is completed, 

forward each report to the respective Defense Audiovisual Agency depository 
f 
I· 

3 L:·· .::... 
t ...... ·- -

f··;:: 
................ -............. --

............... --' __ .::.:::-_ : ---_ --_.'" - -

I 
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holding the related production 
--................ 

3155 series. 

\ 
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....... - . 

/ 

.... - . 
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.. . . . 
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..... ...... 
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---------,
I 
I
\---t:::- .::. 

V--··- .. 
3151 STILL' PHOTOGRAPHY RECORDS - BLACK AND WHITE (B&W) AND i 

t .--
j 

Pu~DPAPERS r 

Includes original negatives, slides, and transparencies 

transparencies are SSIC 3155); original rapid photog 

transparencies, and prints (e.g. Polaroid, Polaco 

Print, etc.); original slide and 

and reversal originals for filmstr· 

production products; duplicate ne 

and other intermediate uction· roo prints and sheets, 

photographic paper p ·des and tr sparencies, slide 

and transparency set 

production o ography records; related 

audio tape and 

data sheets, shot 

inclusive of approval 

and publi~ clearances, distribution 

bearing on the origin, acquisition, 

of the photographic records; and other 

proper identification, retrieval, 

LL PHOTOGRAPHIC RECORDS: Still photographs that 

he organization; policies; substantive activities, 

opment; s; actions; significant personalities; or essential transac~ 

tions of of the Navy: or document historical or milestone 

events tters of national importance; or are news releases; or con-

in substance, arrangement , or manner of presenta-

tion and unavailable in another form; or document significant events C~ 

...- _ --_ -_ -_ - -- - -_ 
5 --_._-_ - - . 



phenomena; or utilize a significantly new technology and represent an
 

advance in the state of the art; or are usuable stock photographs from
 

still photographic productions. \ ...
 
.--._-. . . .' . \- ,.
 

.Authorized Disposition: PERMANENT.
 
,..... _.-.; 

with any intermediate ." 

.;:.,:.
'-~ -

transparency or slide In and
 
. .-. - :-:--... .. 

a captioned dupl~cate 'transparen~y 0 aids 
, 

·pertaining·to each such record or .lnitial use 

is~completed; monthly .cz Audio-
visual ACtivity,.Stil ~aval Photo-

ae.t s, 

transparency productions~ and 

document., 

activities, 

or d~ ;~.' 

of the Department 

of the Navy or illustrate 

document historical or 

tional importance; or are news releases; 

or nique in substance~ arrangement~ or 

ailable in another form; or report 

a; or utilize a sLgnLf'Lcant.Lynew technology 

and 

acquired. by procu ements of or agreements for reproduction 

rights; file finding aids for purchased or leased 

copies of adopted productions. 

6 
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-- ---'--. - -- ..------" 

Authorized Disposition: PERMANENT. 

still photographic production; forward the edited 

graphic records and related original and master 

cording pre-print records; any 

complete presentation 

thereto, inclusive of the do ument(s)7 scriP~nd 

produ ·on app~als, 

final production ny rights 
" , 

contracts, a as pre-

scribed by p completed; ,.. 
t .. · 
t , 

r...~ - .... 
to the Def ens ry, located I..... 

at	 DC 20374. fr" . 
1"-::: : : 

(3) NON-PE	 photography 

records	 finding aids which 

eding paragraphs (1) 
- -~ . 
..------

and 

use loca~ interest, or depict 

ctly related to ~ignificant 

are photographically, 

generated records; except for 

of permanent still photogra?nic 

in f oLl.owdng paragraph ..(4). 

TE~~ORARY. P£ter five years or when no 

whichever oCG:urs first, accomplish mandatory disposal I···.. ········ I- . --
t 

as prescribed by the Department of Defense Precious Netals Recovery 

Program, by forwarding monthly or more often when required, through 

7 



Department of the Navy property disposal 

servicing Defense Property 

(4) DISTRIBUTION COPIES OF 

(release) copies 

still photographic productions wit included 

in preceeding paragraphs (2) 

Authorized -Df.s un-

authorized beyond ( . 
, . 
t . 

acceptable Defense Audio-

Photographic r 
STILL PHtG Y RECORDS: Other finding 

aids s in Lud ng e f li'sts,visua"l aid cards, 

sheets, indexes, caption 

microform, or 

roper identification, retrieval, 

described in preceeding par-

PERMANENT. Forward with related still 

phot in preceeding paragraphs (1) and (2). 

I'" 

r 
It .. " ' ,
~.:. 
':::: .... 

f(.. 
L ..... 

" 
L~ 

.., 

8 [:,::::',':' 
._-_ - . - -- -_ .." .. , .---_ - . 



3152 MOTION PICTURE PHOTOGRAPHY (CINEMATOGRAPHY) RECORDS-BLACK k~D WHITE 

(B&W) AND COLOR 

Includes edited and unedited, silent and s 

negatives or reversal originals, related and 

magnetic film recordings, and original 
... 

optical sound tracks; duplicate negati e ......... - ... 

master positives, separation maste 

intermediate motion picture reprodu aUdi;Jtape and 

magnetic film recordin ideo tape 

and ~:.:::..- - .. 
l....:::: ..... 

synchronized release 

prints, other mot and magnetic 

film recordings aids such a's c tLons, data sheets, 

f~S inclusive of approval 
--- .. . 

transcripts, legal 

and talent earances, distribution 

plans, ac qu Ls Lt Lon , 
..-. - ... 

produc records; and 

TURE PHOTOGRAPHIC RECORDS: Hotion picture 

ed audio recordings that document or depict 

substantive activities, functions, missions, 

combat 

ac or essential transactions of the 

historical or milestone events or 

importance; or are news releases; or contain information 

unique in substance, arrangement, or manner of presentation and un- . 

9 
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available in ano t her form; or document 

or utilize a significantly new in the 

state of the art; or 

picture productions; 

to motion picture film records for 

Authorized Disposition: 

reversal original film 

magnetic film recordi 

and optical) reproduc 

pertaining
 

completed; mont
 

(2) 

.motion 

miss 

is 

available in orm; or 

or 

(magnetic 

finding aids 

initial use is 

Audiovisual 

Photographic Center, 

s: Silent and sound 

or depict the crganiza-

missions, procedures, 

or 

Navy (DON); or explain, 

illustrate DON programs, functions, and
 

or milestone events or matters of
 

releases; or contain information that
 

or manner of presentation and un-

report significant events or phenomena; 

or new technology and represent an advance in .. 

art; or are adopted productions acquired by procurements 

of or agreements for reproduction rights; or are production file finding 
. ,. 

10 
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aids· for purchased 

tp mo tdon p:icttirefilm records for maximum 

Authorized Disposition: the 

edited picture work print, conformed roll (s) 

with any related separat 

music) , 

l·:.. 
I.: . 

appropriate optical V..::·.:.:.:.:·.·.·. 
picture roll(s); a 

inclusive and production 

assignmen approvals, final 

production s, any rights 

contracts, outtakes and trims 
t .. _ 

as initial distribution 

is 

PICTURE PHOTOGRAPHIC RECORDS: Motion 

permanent records as prescribed in preceeding 

are transitory or of a purely local 

interest; or depict subjects and activities not directly 

relat'd to ~i3nific nt functions, missions, or responsibilities; or are 

photog ,cinematographically, audibly, or otherwise technically 

11
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faulty generated release) copies
 

of permanent motion picture productions
 

(4) • 

Authorized Disposition: o longer
 

needed, whichever occurs first, a c
 

scribed by. m,
 

forwarding
 

Property 

(4)	 Distribution 

ed in preceeding ':. ::::..':.: 
paragraphs (2
 

When de):.lar,ed
obsolete, 

~en deteriorated be-

to the Defense 

at Naval Photographic 

RECORDS:
 

including shelf lists,
 

eets, shot lists, continuities, revLew sheets,
 

catalogs, and other documentation in textual,
 

readable form necessary for the proper identification,
 

f the motion picture photography records described
 

in and (2).
 

PERMANENT. Forward with related motion
 

picture ph ography records as prescribed in preceeding paragraphs
 

(1) 

12 
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3153 VIDEO/TELEVISION RECORDINGS RECORDS: unedited, 

original and master video tape and disc video 

tape recordings, disc matrixes 

recordings reproductions (except 

which are found in SSIC 3152), tape and 

release video tape and Is suchas 

captions, data sheets, production 

contracts, 

public 

on the on, .release, a d ownership of the 

oth r tyLtual documentation 

necessary 

Video/television 

or 

techniques, 

; or essential transactions of the Department 

historical or milestone events or ~2tters of 

r are news releases; or contain information 

arrangement, or manner of presentation and unavail-

able in another significant events or phenomena; 

or' a s'LgnLfLcan tLy new technology and represent an advance in 

the are usuable outtakes and trims from permanent 

13
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-------

video/television productions; except for those permanent 

recordings records transferred to motion 

maximum archival retention (included in S 

Authorized Disposition: 

video recordings (always first 

(dubbing) video tape copy, any 

audio recordings, and related fi 

;::- ...or group of records;	 ~:.::.-. -
t....:.. 
I ••.••• 

1 •• • •• ·- -when 
L:" . 

r" ••••• -.--. . 
~ •••••••••• o.

f· ....Depository,	 r -..-----~..::.:.:.::... 
~::.'.::::. 
\::::<: .. vlashington, 
j • • • • - • • 

, .. 
t:::.:::'

Silent and sound 

r..'. depict the	 E.:.::.:. __

l .missions, ~': . 

or programmatic t : . 
~ :.:.. 
~......... ...or essential transactions 
,.
f:::::·:·:::·· 

....... --
r.: 

missions; or	 t::.~..:':'::..r.: ::.: ...., 

events or matters of national importance;	 .. 
t.. .: 

information that is unique in substance, 

and unavailable in another form; 

or doc e ents or phenomena; or utilize a significantly 

an advance in the state of the art; or are 

a by procurements of or agreements for repro-

production file finding aids for purchased or leased 

distribution (release) copies of adopted productions; except for those 

14	 , .. 
l : . 

t . 
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Authorized Disposition: 

permanent video/television productions 

picture film records for maximum 

the edited original or master 

recording), a duplicate 

stamper, 

thereto, 

any 

3152) 

disc 

rtaining 

script and 

oduction approvals, 

. 

contracts, as 

i ",".-::-. 
1. •••• _ ••••••• : . 

prescribed 

completed; 

distribution is 

Activity, ··Video Te1~vision Depository, 

B ild" g ~8' Anacostia, Washington, 

Video/ 

ent records as pre-

. eluding those that were 

of 

subjects and activities 

missions or responsibilities; 

or are 

cop·es of 

parag aph 

longer needed, 

those distribution (release) 

productions described in ~ollowing 

TEMPORARY. After five years or when no 

occurs first, accomplish mandatory disposal as 

Video tape recordings 

residual signal level on 

- Degauss (erase) the recordings to 

the tape after degaussing which shall 

15 



--

be a minimum level of 90 decibels(dB) b 

teriorated 

Video disc 

beyond acceptable use 

recordings - Destroy 

Distr ibution 

ceeding paragraphs (2) and (3). 

Authorized Disposition: 

unauthorized for use, 

acceptable use; 

visual Agenc y , ~ 

Center, Bud 

in pre-

obsolete, 

ion"located a Naval Photographic 

n, (c 203;4. -

RECORDINGS RECORDS: 

ai 

uding shelf lists, visual 

ties, review sheets, indexes, 

tion in textual, microform, 

proper identification, retrieval, 

records described in preceeding 

rl 

PERMANENT. Forward with related video! 

(1) 

as prescribed in preceeding paragraphs 

16
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- --

3154 AUDIO/RADIO RECORDINGS RECORDS: 

original and master audio tape and disc 

audio tape recordings, disc matrixes 

audio recordings reproductions, duplicate audi 

release audio tape and disc copies, and 

captions, data sheets, audio takes/cuts indexes, 

duction files inclusive of approval do ignment docfuts 

contracts, scripts, transcripts, lega ances, ights 
I:::::·.··· .-

.. 

contracts, 

bearing on ownership ..... . . ._-----_ 

of the audio/radio 

of audio/ 

s :directly 

related 

picture 

t- -.: . 
Audio/radio recordings 

r-. 

activities, 

programmatic responsibil= 

personalities; or 

or document 

national importance; or are 

unique in substance, arrangement, 

unavailable in another form; or document 

and represent an advance in the state_Qf:~be 

art; or are usuable outtakes and trims from permanent audio/radio pro-

ductions. 

PER}~ENT. Forward original or master 

17 



I
I

1 

sudio recordings (always first 

(dubbing) audio tape copy, an~ related . 

[

such record or group or records; after 

or more often when required; to the 

Audio/Radio Depository, located 

168, Anacostia, Washington,DC 

(2) PERMANENT AUDIO/RADIO 

ductions that document 

20374. 

PR 

activities, 

combat 

(DON)~ 

functions, 

f the Navy 

developments; 

or matters 0 news relea es; or contain in-

·t~n 

.gem~t or manner of presenta-

docu ent significant events or 

ology and represent an 

productions acquired 

PERMANENT. For each production; forward 

audio tape.recording (always first genera-

(dubbing) 2udio tape copy, any disc matrix 

or stamper, a and the complete production file pertaining 

sive of the requirements approval document(s), script 

production assignment(s) and contract(s), script and production 

18 
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- -

assigr~ent(s) and contract(s) ,approvals, final 

legal and talent clearances, any rights contra 

plan; and any usuable outtakes and trims as	 --_ . 
. ... .. .-.---

.... - .paragraph (1); after initial distribution
 

Audiovisual Activity, Audio/Radio Deposit
 

graphic Center, Building 168, Anacosti
 

(~) NON-PER}ffiNENT AUDIO/RADIO 

recordings records	 ;--: .. -... -
~-:--:---:-: 
r .......:.....:.. :- ..
 

pr ec eed Ing r::--:::-:~~~--::-: 
... -

to • 

.- . 
'--

related to	 or are 

e.Lectronically,	 generated 

video (4) 

five years or when no longer ._ o-
j ---_ . 

to y disposal as fOllows:] 
.. --_. __ . - - --_.- - - r	 _ . 

recordings to provide a 

which shall be a 

signal level and re-

\ cycle or destroy the tape if it is de-

for subsequent new rec.ordLngs . (b) 

A 

AUDIO/RADIO PRODUCTIONS: Distribution
 

audio/radio productions not included in preceeding
 

paragraphs (2) (3) .
 

19 



Authorized Disposition: 

acceptable use; whichever occurs 

visual Agency, Audiovisual Dis 

Cent-er Building 1 Anacosti 

(5) FINDING 

Other lists, 

--- ..j 

and other d cumentation in textual , 

Forward with related audio/ 

preceeding paragraphs (1) and (2). 

\.. :..... 

20
 



3155 GRAPHIC ARTS RECORDS: the 

design, development, and production of tw 

aid products for preparation of charts, 

·covers, publications, displays, 

mediate reproductions therefrom; refe 

aids bearing on the origin, 

ship of the graphic arts records; nec-
I 

essary for the 

ro, -::: .. ----arts records.	 ~..- -
to' _
t· . 

(1) PERMANENT	 overhead 
1•••••••••• --.---... _. 
j:" _ .... --.----.-transparencies ies; 

programmatic f . 
r ... 

actions; sig "ficant person~ 

alities; or	 tme~ of the Navy; or 
t······ 
f : .. ::
document of national importance; f·· .-
t.. __ .+ . 
t" .. :: •. :: .. 

t·:·· .ment, or manner of
 

cument significant t - ~- .~~ .
 
>---- ••••• - •• 
~....- ..- _. - _.-events or technology and	 t...~~~~~~~:.~~ 

art te reproductions there-

fro finding aids pertaining to each such 

recor after initial' use is completed; monthly or 

more o the Defense Audiovisual Activity, Graphic 
.... . . 

Arts	 Photographic Center, Building 168, 

21 
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(2) NON-PERMANENT GRAPHIC ARTS RECO 

transparencies, and related finding 

as prescribed in preceeding paragra 

or of a purely 

ficant functio~ 

or erated rec r 

/
 

missions, 

or when no 

by destroying. 

1·····-·---L._ •••••• _ 

t .. : ... _ 

L . --

i···.::::::: .. 

. _ . 
-_. __ . 

... -.---

--- . 

22
 



--- ------- -----

3156 OPTICAL INSTRU~lliNTATION/DATA RECORDING
 

Includes types of audiovisual .records describe
 

. 3152, 3153, 3154, 3155, 3157, 

(1) AUDIOVISUAL RECORDS: 

(2) STILL PHOTOGRAPHIC RECORDS: 

(3) 
_.- .. ........
(5) apply. 

I.: ..:. _ . (4) VIDEO/T through 

f .. -.:.:::.:.:.::. (5) apply. 

,..... --.--.---, .- . . (5) 

. - -apply. 

.--.J.. 
L ..... .through (2) apply. l::·.· .: . 
t:·: . :.: 

SSIC r·:············ 

.-_ . 

, 
l ._._ 

.- -----_ ..__ .... ~.. . 
I.- - . 

t:-__-.. ~- - ._:~: ..__ 

t._ ..... _.... 

QUIP~lliNTAND ACCESSORIES: SSIC's 10700 through 
r· --::-::'.. 
r-'-t: ' .... _. __._ ... 
~::-:- -.:::::.::::. 
>-- -- •••• _--_ ••,. 

23
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3157 AUDIOVISUAL DEPOSITORIES
 

Includes types of audiovisual
 

their disposition
 

f:':~.:~>:: 
I·· ..•.•. -(1) AUDIOVISUAL DEPOSITORIES RECORDS: I .. .-.- -C.:~:~\~~..:. maintained under the authority ~.... ..- .~ .-~. 
t.: ...: .. 
L •. _Public Affairs and operated by 
E: : 
~.... 
\.. . 

audiovisual records the forwarded 

Defense Audiovisual in SSI; 3150through·
 

3156.
 

Authorized
 

records are 

and Records Schedule 21 of 

Title 44 of ~".~.::::. ,
to····· 
r·:·:····· ---

to the audiovisual 
r····· .. 

commands, and offices. L ":.. :.:--: . 
I'" .. :::: .. 

t.. ::::. :::::: years old, provided 
.......
 ..... - -

no 

iovisual production copy in-

request files~; ~n~ 

the library is 

TEMPORARY. Destroy two years after all copies
 

are the library.
 

loan requests, audiovisual production copy
 

follow-up ,(files,booking request logs, and other similar
 

24 



Authorized Disposition: TE~WORARY. 

returned or accounted for, chargeout 

has been taken. 

... ..... -

J . ... . ... ... .. ._-----
~.:--- .. _ ..... 

I.... :.... :.:::. 

[/i{:E>~
t··t·:···:::·:::·:: 

l. 

25
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3l58'AUDIOVISUAL PRESENTATION/EXHIBITION RECORDS: 

(1) AUDIOVISUAL PRESENTATION/EXHIBITION F 

files and other records pertaining to audiovisua 

functions and operations of 

those audiovisual equipmen~ records 

no longer needed for 

t . 
y-- ..••...... 

t·· ..: . 

r.::~:::_:'.~. ...... 

26 


