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TO: GENERAL SERVICES ADMINISTRATION,
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408
 

1. FROM (AGENCY OR ESTABLISHMENT)	 HOUSE 

ACTION 
2. MAJOR SUBDIVISION 

Administration and Finance 
"DliPe&Alo 'PPRQI'ig" IN 'O~IIN III. 

3. MINOR SUBDIVISION 

Administrative Services Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 
Marilyn Taylor	 254-8103

1 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorised to act for the head of this agency in matters pertaining to the dispolaJ of records, and that the records delCribed In thi8 Jiat or 

schedule of -L pages are proposed for disposal for the reason indicated: ("X" only one) 

"A	 The records have 
ceased to have sufli· 
Clent value to warrant 
further retention.D	 <.
 

Administrative Services Divisior 
(Title) 

9.7. 8 DESCRIPTION OF ITEM	 10 
SAMPLE ORITEM NO (WITH INCLUSIVE DATES OR RETENTIONPERIODS)	 ACTION TAKENJOB NO 

1. lunteer Recruitment Resource File 
~~, 

Thi~is an automated system with the following
infor~~tion indexed by alphabetical name and 
by skif~maintained on magnetic discs and tapes:
individua~ls name, current business or home 
address, sR~ll identifier, volunteer service
 
interest, fd$mer volunteer identifier and minorit
 
des igna tions ~.~re applicable.

"'-. 
This system estab ,,',shesan informal recruitment 
referral network fo '.volunteer service among
members of the gener~ public who by means of 
their professional pos~ons/affiliations would 
be willing to refer prosp~ctive candidates in 
needed skill and/or emphas~ areas for volunteer .	 ~ s e rv i.ce .	 ,. 

"-The individuals in the system a~~ contacted by

mail from one to four times annua~y in order
 
to inform them of the seasonal rec~~itment needs
 
for volunteer service in their parti~lar skill
 

~and/or emphasis area. ".,

~,
 
'-' Records are updated annually and shall be~ 

maintained only so long as necessary to ca\ry

out the recruitment functions for which the~
 
were collected. The~hall~en b~estro e 

I 


