
LEAVE BLANK
REQUEST FOR RECORDS. POSITION AUTHORITY 

, (See Instruct; n reverse) 

TO:	 GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 

1. FROM (A6enc), ore.tob't.hment) 

-=-=~~~~~~~~~~~I.U--""""'-=' ~	 In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not 

~~~~~~~~ ~	 appro~" or "withdrawn" in column 10. If no r~o~s 
are proposed for disposal, the signature of the Archivist is 
not required. 

Norina G. Mosby	 235-2539 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 2 paqets) are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the Generat 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attached; or Q is unnecessary. 

B.OATE ,o,,~8" Mary 

7. 
ITEM 
NO. 

H. Davis Records 

S. DESCPIPTION OF ITEM 
(WIth Inclruive Dote. or Retention PeriDiU) 

Management Officer 
9. GRSOR 

SUPERSEDED 
JOB 

CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

The Chief and Staff Notes is a document prepared daily by the 
Public Affairs Office Staff. It records the daily information 
sharing meeting held each ·morning by the Chief of the Forest 
Service and primary Washington Office Staff. The meeting
addresses polices, activities, and issues that are conducted 
by and affecting the Agency. The Chief and Staff Notes are 
created and distributed electronically to FS field units and 
available for review by Washington Office personnel. 

The Standard Sessions records are agendas documenting the issu s ,
that the Chief and Staff make decisions on. These sessions ar , ! 
held every 2-3 weeks by the Chief and primary Washington 

I 

Office Staff. The agenda consist of the subject, decision 
needed and the decision made. They are circulated to the 
Staffs for information purposes. The decision is carried out 
by the Staff in the appropriate Deputy area. 

~' changes to this proposed 

~ o{~{17 
NARA appraiser date 

STANOARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



1	 ef and Staff Notes {Contains information from daily meetings 
e Chief and primary Washington Office Staff on Agency
a tivities, and issues.} 

Public Affairs Office Staff: For records 
maintained electro ·cally, print a paper copy of the Notes and place in 
the official files. estroy records when 2 years old. 

All Other Offices: when reference value ceases. 

2	 1690-5Standard Sessions {Agen s containing subject of policy, 
organization, training and other reas affecting the agency; including 
the issue, decision made, and back documents.} 

Washington Office: De ut records when 2 
years old. 

All Other Offices: Destroy when reference va 


