
REQUEST FOR RECORlaSPOSlTlON ·AUTHORITY
 
(See Instruc, s on reverse)
 

NC 1 
TO. GENERAL SERVICES ADMINISTRATION,
 

__ N_AT_IO_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E..;...' _W_AS_H_IN_G_T_DN_,_D_C_2_04_0_8 __ -t DATE RECEIVED
 

1. FROM (AGENCY OR ESTABLISHMENT) 8 MAR 1977 
General Services 

2. MAJOR SUBDIVISION 
In accordance with the provISions of 44 U.S.C 3303a the disposal reFederal S quest. Including amendments. IS approved except for Items that may 

3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Print 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

.3- 1-71 
Dm" 

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 3 page(s) are not now needed for the business of
this agency or will not be neededafter the retention periods specified. 
o A Request for immediate disposal. 

00 B Request for disposal after a specified period of time or request for permanent 
. retention. 

C. DATE D.• SIG~AT'!fE oJ ~9ENCY REPRESENTATIVE E. TITLE 

/l«d'tUI..%J ,~/
'3-3-77 Michael G. Barbour Chief Re...c.o In r- hcis. Man l2.eID.e.D.t...Br. (RlH 1) '\ 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (WIth Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Files descriptions and proposed changes to disposition
authorizations are contained in the attached chapter of 
the HB, GSA Records Maintenance and Disposition System 
(DAD P 1820.2). 

Chapter 17, Printing and Publications NN168-89 
Management Program Files NN173-42 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-107 

http:l2.eID.e.D.t...Br


":fG~:-·~';':-;~-·';:~---::-;.-:·- - ' -'-'--'	 CHGE .':-; ", ".~'~"', .".; '.';< , .,"" 'OAD P 1820.2 
. (J._ (.L.JJ.~ __ 1o.1J')~_ ._t_,J ......... ,t .. ~,.;_, ... ·r\.,.l".,	 ,.).,i :
 

I	 • 

::..:,.. Feasibility study schedules. Documents prepared to show :17Al. buildings'
!recommended and scheduled for study to determine the need for establishing 
ifield printing or duplicating plants. Included are papers reflecting pro-
:posed dates for studies, correspondence relating to study scheduling and 
iother agency participation, and related records. ! 

I 
I	 I

!
' 

::: i,'); ';. I r~(-:'I Cut off at end of fiscal year, hold 1 year, ,and des troy. 
I 
:17A2. General supply and services. Documents relating to the procurementof supplies and the lease, rental, and maintenance of equipment. Included 
'are justifications and authorizations; duplicate copies of requisitions, 
'purchase orders, and invoices; meter cards; rental, lease, or maintenance 
,agreements; and related records. 

Place in an inactive file upon delivery and acceptance 
of supplies; on compl~tion of specific maintenance or 
repair work; or on termination of lease, rental, or 
maintenance agreement. Cut off inactive file at the 
end of fiscal year, hold 3 years, and destroy. 

:17A3 - 17A4. Reserved. 

'17A5. JCP authorizations. Documents relating to JCP authorizations for 
.the establishment, transfer, and disestablishment of GSA printing plants 
and the purchase, transfer, and disposal of printing plant equipment. In-
cluded are requests for authorizations, JCP authorizations, listings of 
.JCP authorizations, and related records. 

Cut off annually following discontinuance of 
plant or disposal of equipment, hold 2 years, 
and destroy. Retain listings of JCP author-
izations until discontinuance of function, then 
destroy. 

,17A6 - l7A9. Reserved. 

·17AlO. Plant establishment. Documents accumulated in determining the need 
to establish, relocate, or disestablish a GSA field printing plant or 
duplicating facility, but not JCP authorizations that are described 
elsewhere in this appendix. Included are requests for establishment, 
feasibility studies, recommendations, justifications, final determinations,

.and other records.	 i 
I 
!Files relating to plants established: 

Place in inactive file following discontinuance.
 
Cut off inactive file at the end of each fiscal year .
 

.~ Appendix 17-A 

;" , q; ,,!. ";;,·.d·;',,	 r..~..,f I .. o « I,,",: }-: , 3 ! 1':'. r, ':' ~. :... ~~.. : 
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~ _. j I' ,; , , _ 



e" , . , ',', " 

OAD P 1820.2 CHGE 

Central Office: Hold 3 years and retire. Destroy
after 5 additional years. 

Regional offices: Hold 1 year and destroy. l 

Files relating to plants not established: 

Cut off at the end of fiscal year following dis-
approval. 

'Central Office: Hold 3 years and retire. Destroy
after 5 additional years. I 

Regional offices: Hold 3 years and destroy. 

17A1l - 17A14. Reserved. 

17A15. Plant operation planning. Documents accumulated from studies and 
plans designed to improve plant layout, printing and duplicating services, 
procurement, equipment, costing, and administrative operations. Included 
are studies, project plans, recommendations, and related records. 

Cut off at end of fiscal year following completion 
of project or study, hold 3 years, and destroy. 

'17A16 - 17A19. Reserved . 

17A20. Plant inspections. Documents accumulated from inspecting GSA 
printing plants and duplicating facilities for the purpose of recommending 
or directing actions to increase efficiency and reduce cost of operations. 
Included are inspection reports, recommendations, and related records. 

Cut off annually following completion of next com-
parable inspection, hold 1 year, and destroy. 

17A21 - l7A24. Reserved. 

17A25. Printing plant folders. Documents accumulated in offices respon-
sible for printing plant and duplicating facility operations that relate 
to specific plants or facilities and cannot logically be filed with other 
files described elsewhere in this chapter. These files are usually arranged 
by printing plant or duplicating facility number. 

Cut off at end of fiscal year, hold 3
 
years, and destroy.
 

17A26 - l7A29. Reserved., 

Appendix l7-A ' 
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.,··117B1. Publications management studies. Documents created in the study 
land evaluation of publication opeeat ions , sys tems , procedures, and equip-
ment for the purpose of developing and installing improvements. Included 
!are studies and survey reports, plans, project reports, and related records. 
I
I Cut off at end of fiscal year following completion ·ofI., is ~_'l', r: C' 'r	 the study, hold 2 years, and retire. Destroy

after 5 additional years. II 
117B2 - 17B4. Reserved. 
I 
I 

117B5. Publication cases. Documents providing a complete history of the 
:development (insofar as printing techniques are concernedl, consideration 
:of necessity, approval, publication, distribution~ and cost of each pub-
.l f catf on. Included are justifications, approvals, cost statistics for 
;pub1ications and reprints, documents reflecting copy requirements, and 
re1ated records. 
! 

I
I	 Cut off at end of fiscal year following cancellation of 
! publication, hold 1 year, and retire. Destroy after 4
I additional years.
I 
I 

NOTE: Excluded are "Instruction files" described 
I in app. 9-C of this handbook. 
1 

i 
1;17B6. Stati onery master copies. Master copies of stationery published 
by or procured through GSA. 

Destroy when revised or discontinued.	 I 

i17B7 - 17B9. Reserved. 

17B10. Distribution lists. Documents accumulated in the establishment 
:and maintenance of automatic distribution and specific purpose mailing 
,lists for distribution of GSA publications. Included are authorizations 
:to establish lists, announcements of intent to establish lists, requirement 
lrequests and changes thereto, requests for inclusion on lists, and related 
.records ,
! 
I 

I	 Destroy when superseded, canceled, or obsolete. 
I 
117Bl1. Reports file. Documents accumulated and forwarded monthly to the I 
:appropriate accounting center for a report of materials and supplies on 
ihand and supply expenses. 

Cut off annually, hold 1 year, and destroy. 

:17B12 - 17B14. Reserved.
I 
Ii17B15. Withdrawn by CHGE	 I 

,,: l_f)j,j_~.~1j.\~j.L)J.l ~~~!:.t~~~,~~ 1,~·-:-_~~~~~~_~9.>:. . :;::.:.-J;AIL___ ._Jx ...
. ',J '" . ' " r " {. 3 -	 ".\ j ', ~ i;.! I, (1,1,--; ,- .' ,.;.. :, l'~" 

.... Insert f)ATE and	 ORDE:~ NO, alrgned at top on all odd p"(.l~S o th or tllOl1 page' 1, 


