
 

 

 

LEAVE BL 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NU 

(See Instructions on reverse) 

DATE R To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 -97 

(Agency or es 1s ment) NOTIFICATION TO AGENCY 
oration forNational Services 

In accordance with the provisions of 44 UBDIVISION 
U.S.C. 3303a the disP.osition request,ment O · e including amendments, is approved except 
for items that maz be marked "disposition 
not approved" or withdrawn'" in cofumn 10. 

TO CONFER 5. TELEPHONE DATE 

ch, Contract Special st 202-606-500 
6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matterS pertaining to e clisP<?sition of its records 
and that the records proP<?sed for disP,>sal on the attached __ page(s) are not now needed for the business 
of this agency or will not be needed after the retentionferiods sfecified; and that written concurrence from 
the General Accounting Office, under the provisions o Title 8 o the GAO Manual for Guidance of Federal 
Agencies, 

I::!} is not r uired; . D is attached; or □ has been requested. 

F�ATIVE TITLE 

05-25-99 �--/ / /,µ:k2/ Records Officer 
7. 9. GRS OR 10. ACTION 

ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN�ARA 
NO. JOB CITATION USEC LY) 

See 

•T'�n£J, �£- d:z6fer 
Norman Franklin, Director DateD. 

Office of Ad'Tli.nistrative cE1(1 

Administrative Services 

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

Figure 5-2a. Standard Form 115 
C� -fa NLJ..:Jfn]j I N<..J...Jl'Y) W 
•o °""'d � 

SCHEDULE PREPARATION AND CLEARANCE V-3 
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1. 
B

illing O
ffice A

ddress C
ode Files. C

ontains correspondence and requests fo
r services 

relating to the A
ctivity A

ddress C
odes (A

A
C

) an
d the B

illing O
ffice A

ddress C
ode 

(B
O

A
C

), e.g. new
 codes, delete codes, address changes and other sim

ilar requests. 
A

rranged by nam
e of region, thereunder chronologically. 

D
isposition: 

T
em

porary. C
ut off

 at end of calendar year. D
estroy 2 years after 

cutoff.
 (G

RS 23/1) 

2. 
A

dm
inistrative Interagency A

greem
ents. C

ontains adm
inistrative interagency 

agreem
ents fo

r procurem
ent fo

r H
eadquar

ters and the Regions. Includes reports, 
correspondence and m

inutes of m
eetings betw

een C
N

S and other governm
ent agencies. 

A
rranged by fiscal year

, thereunder num
erically by purchase order num

ber. (N
O

TE:
Purchase orders stem

m
ing fr

om
 these agreem

ents are destroyed according to the 
applicable authorities ofG

RS 3/3.) 

a. 
R

ecord C
opy. Paper files arranged by fiscal year, thereunder chronologically. 

D
isposition: 

T
em

porary. C
ut off

 at end of fiscal year in w
hich agreem

ent is 
concluded. D

estroy 6 years and 3 m
onths after cutoff

 . 
(Supersedes N

l-362-91-4, item
 2.) 

b. 
E

lectronic C
opies. Electronic copies created on electronic m

ail and w
ord 

processing system
s. 

D
isposition: 

T
em

porary. D
elete after recordkeeping copy is produced. 

3. 
C

redit C
ard Files. 

a. 
C

redit C
ard A

ccount Files. C
ontains cardholder account info

rm
ation, account 

agreem
ent signature fo

rm
s, account cancellation fo

rm
s and other related m

aterials. 
(N

O
TE: Purchasing docum

entation ar
e destroyed according to th

e applicable 
authorities of G

RS 3/3.) 

D
isposition: 

T
em

porary. C
utoff

 at end of fiscal year in w
hich account is 
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SF-115 Attachment 
Job No. Nl-362-98-3 

CORPORATION FOR NATIONAL AND COMMUNITY SERVICE 

OFFICE OF PROCUREMENT 

closed. Destroy 6 years and 3 months after cutoff. (GRS 6/1) 

b. Credit Card Administrative Files. Contains office and statistical reports. 

Disposition: Temporary. Cut off at end of fiscal year. Destroy 3 years after 
cutoff. (GRS 6/Sb) 

c. Nonrecord Credit Card Materials. Contains manuals, forms, and other credit 
card servicer issuances. 

Disposition: Temporary. Destroy when no longer needed for administrative 
purposes. 

4. Purchase Orders and Contracts. Contains files pertaining to the entire procurement 
process ( and procedures) including payment records, payment modifications, receiving 
reports and related documentation. 

a. Transactions dated on or after July 3, 1995 (the effective date of the Federal 
Acquisition Regulations (FAR) rule defining "simplified acquisition threshold"), 
that exceed the simplified acquisition threshold and all construction exceeding 
$2,000. 

Disposition: Temporary. Cut off at end of fiscal year in which purchase order 
is fully paid. Retire to Records Center 3 years after cutoff. 
Destroy 6 years and 3 months after cutoff. (GRS 3/3ala) 
(Supersedes NC-362-75-1, item 7b(2) and item 3a(2)). 

b. Transactions dated on or after July 3, 1995 (the effective date of the Federal 
Acquisition Regulations (FAR) rule defining "simplified acquisition threshold"), 
at or below the simplified acquisition threshold and all construction under $2,000. 

Disposition: Temporary. Cut off at end of fiscal year in which purchase order 
is fully paid. Destroy 3 years after cutoff. (GRS 3/3al b) 
(Supersedes NC-362-75-1, item 7b(l) and item 3a(l)). 
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SF-115 Attachment 
Job No. Nl-362-98-3 

CORPORATION FOR NATIONAL AND COMMUNITY SERVICE 

OFFICE OF PROCUREMENT 

5. Unsuccessful Bidders File. Contains bids received upon advertisement of contract that 
were not accepted. Includes correspondence regarding solicitations or proposals 

submitted and the scoring evaluation sheets. Arranged numerically by proposal number. 

a. Relating to small purchases as defined in the Federal Acquisition Regulation, 48 
CFRPart 13. 

Disposition: Temporary. Destroy 1 year after award or final payment, 
whichever is later. (GRS 3/Sb(l)) (Supersedes NC-174-189, item 
141). 

b. Relating to transactions above the small purchase limitations in 48 CFR Part 13. 

Disposition: Temporary. Destroy when related contract is completed. 
(General Records Schedule 3, item 5b(2)(a)) 
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