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LEAVE BLANK NARA use onl ) 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 
JOB NUMBER i_L_

3 11_,, 
tJI-, T~ o/ -If 

ro: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
• WASHINGTON, DC20408 

1. FROM (Agency or establishment) 

N tional Renewab Laborato 
2. MAJOR SUBDIVISION 

Le al Office 
3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 

6. AGENCY CERTIFICATION 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 
including amendments, is approved except 
for items that may be marked "disposition 
not approved" or "withdrawn" in co[umn 10. 

DATE 

I hereby certify that I am authorized to act for this agency in matters pertaining t e disposition of its records 
and that the records proposed for disposal on the attached 2-_ page(s) are not now needed for the business 
of this agency or will not be needed after the retentionreriods srecified; and that written concurrence from 
the General Accounting Office, under the provisions o Title 8 o the GAO Manual for Guidance of Federal 
Agencies, 

[il is not required; 0 is attached; or has been requested. 

SIGNATURE OF AGENCY REPRESENTATIVE TITLE DATE 

5/25/99 Records Program Administrator 

7. 
ITEM 
NO. 

1. 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

Record Series: ATTORNEY WORKING FILES 

Description: Consist of drafts, notes, background 
material and reference copies of documents. The 
record copies 9f documents prepared by attorneys 
are placed in the official files as appropriate. 
These are covered under existing records schedules. 

a. Related to specific administrative or court cases. 

b. All other working files. 

Instructions: 

a. When the administrative or court case is closed, 
screen the related working file and transfer any 
record material to the official case file. Destroy 
the remaining working file 2 years after case is 
closed. 

attorney who created the file leaves 
--rA,_o,._r when no longer needed for reference, whichev r 

is ~.c::c:s=z. Screen work file before destruction and 
Y9transfer any record material to the related office 
'/ file. 

115-109 NSN 7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 

9. GRSOR 
SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN(NARA 

USE ONLY) 

STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 

36 CFR 1228 
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REQUEST FOR RECORDS D!SPOSITJON AUTHORITY - CONTINUATION IJ06 NUMBER 

) 7. I ITEM 
NO. 

2. 

8. OESCAIPTlON OF ITEM ANO PROPOSED OISPOSITION 

Record Series: STANDARDS OF CONDUCT CASE FILES 

Description: Legal opinions/ standards of conduct 
question specific to .individuals. Includes documents 
and background material on any apparent conflict of 
interest or acceptance of gratuities by NREL personnel 

Instructions: Destroy 3 years after case is closed. 

3. · Record Series: INTELLECTUAL PROPERTY 

4. 

s. 

11 ~20:5 

Description: Legal materials relating to copyrights 
and trademarks. Includes technical data. 

Instructions: Destroy 6 years after records become 
inactive. ~,eC.o 't'd$ b~c.o t"t'Y'<. i...ae1,c.ri\1e, w\i.Q.,J ti-I e.. 
Co v, • hf-ch T'lad« ,lll'Y1avk' e>' j,j-41,s:, 

Record Series: LEGAL CORRESPONDENCE FILES 

Description: General corresponden 
providing general direction, f guidance artd 
reporting in the rnanagem arid administration of the 
NREL legal office a any other information relating 
to legal servi which cannot logically be filed 
with any er record series. · i 

~T q:-f a.-rQ,.,.:l oF t1-ieeo heu:i"'" yea.v 
tructions: Destroy after 2 years~re.v e~rcff· 

Record Series: ELECTRONIC MAIL AND WORD PROCESSING 
SYSTEM COPIES 

Description: Electronic copies of records that are 
created on electronic mail and word processing systems 
and used solely to generate a recordkeeping copy of the 
records covered by the other items in this schedule. 
Also includes electronic copies of records created on 
electronic mail and word processing systems that are 
maintained for updating, revision, or dissemination. 

a. Copies that have no further adMinistrative value 
after the recordkeeping copy is made. Includes copies 
maintained by individuals in personal files, personal 
electronic mail directories, or other personal director 
on hard disk or network drives that are used only to 
produce the recordkeeping copy. 

b. Copies used for dissemination, revision, or updatin 
that are maintained in addition to the recordkeeping co 

Instructions: 

a. Destroy/ delete within 180 days after the 

Two copi••· lnctuC::inc orlclnal, tc be •u~lned 
to th• N11t1O1"1al i'.rchiv .. Al"ld Fleccrda AdrT111"11atratl0n. 

~-GR.SOR 
SUPERSEDED 
JOB CIT Jo. T'ION 

STANCAAO FORM 115-A (REV.::,. 
Prescrioe<: t,v N..:. 
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REQUEST FOR RECORDS D!SPOSITJON AUTHORliY - CONTINUATION I .JOB NUMEER 

) 7. I ITEM 
NO. 

J 

) 

8. DESCRIPTION OF ITEM .AND PROPOSED DISPOSITION 

recordkeeping copy has been produced. 

b. Destroy/ delete when dissemination~ revision, or 
updating is completed. 

Two coc:ii••· lncludini;; origin.al, tc be ■ut)f'ntned 
to Tl""• N1111onal Arcni"- .IU"ld Record■ Aomin,atrartlon. 

5il.G;;:i.s o;;:i. 
SUPERSEDEO 
.JOB CIT Jo. 71ON 

STANCARC FORM 11$-A ~EV.::;.·­
Preseri~ ::,v N~' 




