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LEAVE BLANK (NARA use only:REQUEST FOR RECORDS DISPOSmON AUTHORITY 
JOB NUMBE5zJ /_ -3 &.01 - 9R- /;2

(See Instructions on reverse) 
DATE RECEIVED TO- NATIONAL ARCHIVFSand RECORDSADMINISTRATION(NIR)

WASHINGTON DC 20408 /(}---/f-9) 
1•.!'"HUM (~gency or es_~II~nrnent) . NOTIFICATION TO AGENCY 
Co:q:oraticn far N:rUmll Service 

In accordance with the provisions of 442. MAJOR SUBDIVISION U.S.C. 3303a the disposition request,
including amendments, IS a~roved except
for dems that ma~e marl< "~osltlon3. MINOR SUBDIVISION notapproved-or thdrawn- in umn 10. 

Pacific Service Center/P:rocur:'elEnt, &wly & Grant ~ 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVISTOFTHEUNITEDSTATES 

:MiclEel lbrvat, pg:; 415-561-59(D 
6. AGENCY CERTIFICATION 
I hereby c~ that I am authorized to act for this agency in matters pertaining to the disposition of its records
 
and that the reco~ropt?sed for disposal on the attached page(s) are not now needed for the business
 
of this agen'A or . not be needed 8ft:er the retention !Triods sf:1cified; and that written concurrence from
 
the General ccounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal
 
Agencies,
 

~ is not required; 0A a~ched; or 0 has been requested. 
IDATE SIGNATURE OF~~PRESE/4 TI~
 

Ienise Y ~ <A / ~-, Officer
..... ...10-0.l--97 . -,~ ~ 

7. 9.GRSOR 10. ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN~A~A
NO. JOB CITATION USEO LY 

8re Attacl:nEnt 

~£~iL~ LO I) [~7
I 

furnEn E. Frariklin, Director rate 
Pdninistrative arrl M3nagEna1t
 

Service
 

-' 

116-109 NSN 7540-00-634-4064 STANDARD FORM 116 (REV. 3-91)

PREVIOUS EDITION NOT USABLE PrescribEid by NARA


36CFR 122B
 

Figure 5-2a. Standard Fonn 115 

SCHEDULE PREPARATION AND CLEARANCE V-3 
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October 1, 1997 

SF-115 Attachment 

PACIFIC SERVICE CENTER 

Company (overhead rates) Alphabetical by name. NC 174-189 item 142 
Contracts. Numerical NC 362-75-1 item 3 
Procurement correspondence. Chronological GRS 3/2 
Grant Case. Numerical NC 362-75-1 item 5 

A Schedules Items. Alphabetical NC 174-189 item 147 
Put ase Orders. Alphabetical NC 362-75-1 item 7 
Nonp onal Requisition. Chronological NA 
Invento Chronological GRS 3/9 
General co spondence. Chronological NC 362-75-3 

Disposition: PORARY. Hole one year and destroy. 

2. 

Budget. Chronological NC 174-189 
VISTA Budget. Chronologica NC 174-189 
Vouchers & Schedules of payme NC 362-7-1 
Budget apportionment NCGRS 5/4 
Collections. Chronological NI362-91-2 
Accounts Payable. Chronological NI362-91-4 
Cuff Records. Chronological NI362-91-2 

Disposition: TEMPORARY. Cut-off end of Fis 

3. Training (Series 130). 

Employee Training Records (Regional). Alphabetical by n NC 174-187 item 13 
Proposals on the training. Chronological NC 174-189 item 30 
VISTA training subject. Chronological NC 174-189 item 27 
General correspondence. Chronological NC 362-75-3 

Disposition: TEMPORARY. Cut-off end of Fiscal Year. 

4. Congressional & Legal (Series 110). 

Legal Claims/Torts (Regional). Alphabetical by subject. NC 174-187 
Vehicle Accident Reports. Chronological GRS 10/5 
General Correspondence. Chronological NC 362-75-3 



.. •
 
§. CQR!egpoDdence and InQujres 'Serjes 080) 

Executive Correspondence (Director). Subject file classification system. NC 174-189 item 1 
General Correspondence. Subject file classification system. NC 362-75-3 

Disposition: TEMPORARY. Cut-off end ofFY - 96. 

6. 

Perso el Correspondence. Alphabetical by name GRS 113 
Employe ecord Cards. Alphabetical by name GRS 1/6 
Position CIa ification. Chronological GRSII7 
Notifications 0 ersonnel Actions. Alphabetical by name GRS 1114 
Correspondence Forms. Alphabetical by name GRS 1117 
Employee Relations. habetical by name NC 174-189 item 166 
Personnel Applicant (reg al) NC 174-187 item 16 

Disposition: TEMPORARY. 

7. Payroll Administration (Series 050). 

Time & Attendance - Time Certification She s. Alphabetical by name. GSR 2/3 
Payroll Computer printout. Alphabetical by n NC 174-189 item l30 

8. Administrative and Management Records (Series 01 OJ. 

Staff Travel - travel info., forms, correspondence. Chronolog GRS 9/4A 
Passenger Reimbursement - re: travel orders, hotels, car rentals, 

per diem. Chronological GRS 9/3 
Task Orders. Chronological C 1 362-78-2 
Office Services/Telecommunication. Chronological G 23/1 
Property Inventories. Chronological NC 1 -189 
Physical Security. Chronological GRS 18/ 16/1 
Delegation of Authority - from Director to Grants Officers NI632-91-
Interagency agreements. Chronological NI362-91-4 
General Correspondence. Chronological NC 362-75-3 

- 97. 


