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r AEQUEST FOR RECORDS DISPOSITION AUTHORITY 
JOBNO(See Instructions on reverse) N1-64-91-1 

TO GENERAL	 SERVICES ADMINISTRATION DATE~E0/~/

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

1 F ROM (Agency or establishment)	 / NOTIFICATION TO AGENCY 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION	 In accordance with the provrsions of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal	 request, Including amendments, ISapproved 

except for Items that may be marked "disposrnon notOFFICE OF RECORDS ADMINISTRATION approved" or "Withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal. the Signatureof the Archivist IS 

not required -
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT ARCHIVIST OF THE UNITED STATES 

DrE
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6 CERTIFICATE OF AGENCY REPRESENTATIVE f 
I hereby certify that I am authorrzed 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 paqets) are not now needed for the business of this 
agency or will not be needed after the retention periods specified, and that written concurrence from the General 
Accounting Office, If required under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Aqencies, IS 
attached 

A GIJO concurrence 0 ISattached, or g ISunnecessary 

9 GRS OR 10 ACTION 7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM (WIth Inc/uslUe Dates or Retenhon Periods}	 JOB (NARSUSE
NO CITATION ONLY) 

1	 1301 Records Administration Program Subject Files ;1//-£ v-	~I}-I 
Correspondence and related records documenting c/fo'",.,	 130/- / policies, procedures, and standards of office 
programs including adequacy of documentation, agency
program evaluations, audiovisual records, electronic 
records, files maintenance, records disposition, and 
vital records. 

1301-1	 Records maintained by the Office of Records Adminis-
tration.
 

a. Agency correspondence files consisting of 
correspondence with or about specific agencies. 
Arranged by name of agency. 

Disposition: TEMPORARY. COFF annually. Destroy
when 5 years old. 

b. General subject files consisting of corres-
pondence, memorandums, reports, and other records 
relating to all aspects of records administration,
including records disposition policies and procedures 
NARA-sponsored training, files maintenance; agency
program evaluations, and similar matters. Arranged
alphabetically by subject. 

Disposition: PERMANENT. COFF annually. Transfer to 
ars old. 

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

115-108 


