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JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY NI-GRS-97-4 

To:	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED rI
 
WASHINGTON, DC 20408 8-~- 9 t
 

1. FROM (Agencyor establishment)	 NOTIFICATION TO AGENCY 

National Archives and Records Administration 

2. MAJOR SUBDIVISION	 In accordance with the provisions of 44 U.S.C. 3303a, 
the disposition request, Including amendments, is 

Office of Records Services-WASH, DC approved except for items that may be marked 
t---------------------------I "disposition not approved" or "withdrawn" in column 

3. MINOR SUBDIVISION	 10. 

Records Management Programs 

4. NAME OF PERSON WITH WHOM TO CONFER s, TELEPHONE DATE Ij~CHIVIST OF TH~NIT. D S7ATE 
1111 VI'! (5 /;/. ..1 

I//~I L. _ ~. ~Jennie Diaz Guilbaud 301-713-7110 x 271 .,.	 --....." 

6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records 
proposed for disposal on the attached __ page(s) are not now needed for the business of this agency or will not be needed after the 
retention period'!specified, and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO 
manual for GUidance of Federal Agencies, 

D	 is not required; JSQ is attached; or D has been requested. 

SIGNATUR~f'F AGE~ REP~ESENTATIVE TITLE 

-//&Miy r:. tJ~l--
ACTION7. Item 8. DESCRIPTI~ O(ITEM AND PRdpOSED DISPOSITION 9. GRS OR SUPERSEDED 10 TAKEN 

(NARA	 USE ONLy)No.	 JOB CITATION 

See attached. 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 NOV 3 0 ,~,~~ ///j1Y' ~ 4.:«fc:vc~-2 
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Attachment to SF-lIS 
NARA Job No. NI-GRS-97-4 

GENERAL RECORDS SCHEDULE 1
 
CIVILIAN PERSONNEL RECORDS
 

10.	 Temporary Individual Employee Records. 

a.	 All copies of correspondence and forms maintained on the left side of the Official 
Personnel Folder in accordance with Chapter 3 of The Guide to Personnel 
Recordkeeping, EXCLUDING the Immigration and Naturalization Service Form 
1-9 and performance related records. 

Disposition:	 Destroy when superseded or obsolete, or upon separation or 
transfer of the employee, unless specifically required to be 
transferred with the OPF. See item lOb of this schedule for 
disposition ofl-9 Forms and item 23 of this schedule for disposition 
of temporary performance-related records. 

b.	 1-9 Forms. 

Disposition:	 Destroy 3 years after employee separates from service or transfers 
to another agency. 
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~hment to SF-115 
N' Job No. NI-GRS-97-4 

-.
 GENERAL RECORDS SCHEDULE 1
 
CIVILIAN PERSONNEL RECORDS
 

~ 
'. 

to.	 Tempora dividuaI-Employee-Reconrd:lssi."".----- _~ 

a.	 All copies f correspondence and forms maintained on the left side of the Official 
Personnel F er in accordance with Chapter 3 of The Guide to Personnel 
Recordkeeping~. XCLUDlNG the Immigration and Naturalization Service Form 
1-9 and performai e related records. 

Disposition:	 Destro pon separation or transfer of employee or when 1 year 
old, whic ver is sooner. See item 1Dbof this schedule for 
disposition 0 1-9Forms and item 23 of this schedule for disposition 
of temporary p ormance-related records. 

b.	 1-9 Forms. 

Disposition: Destroy 3 years after em yee separates from service or transfers 
----------te-another-agency:-- --~.---.- __.._..._. 




