
• -EQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO;	 N IONAL ARCHIVES and RECORDS ADMINISTRA nON (NIR) 
WA INGTON,DC20408 

5. TELEPHONE 

Delphine Best	 (202) 663-4223 

6. AGENCY CERTIFICATION 

•
 
NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 
including amendments,is approved except 
for itemsthat may be marked"disposition not 
approved"or "withdrawn" in column 10. 

DATE ARCHIVISTOF THE UNITED STATES 

I hereby certify that I am thorized to act for this agency in matters pertaining to the disposition of its records 
and that the records propos for disposal on the attached 1 page(s) are not now needed for the business 
of this agency or will not be eded after the retention periods specified; and that written concurrence from the 
General Accounting Office, un the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

is attached; or D has been requested. 

DATE TITLE 

11/8/2004 Records Officer 

7. 
ITEM 
NO. 

1. 

Copies of all Incoming correspondence to the Chair or mmlssloners and the replies 
thereto where the replies are by other than the Chair are Intalned by the Executive 
Secretariat for the Chair or Commissioners for one (1) yea fter the date of replies. 

1.a.	 Record Copy. 

Temporary. After the record copies are one (1) year old, all cop
 
destroyed then, or when otherwise no longer needed, or upon th
 
Commissioner's appointment, whichever occurs first.
 

1.b.	 All Other Copies. 

Destroy when no longer needed for reference. 

2.	 Chair's Chronological File 

Copies of all outgoing communications signed by the Chair that are retained 
Executive Secretariat In the Chair's Chronological File for one (1) year after the 
replies. 

2.a.	 Record Copy 

Permanent After the record copies are one (1) year old after the date of replies, the 
Office of the Chair or the Executive Secretariat automatically breaks them at that time 
as Inactive and they may be: 

• Stored In a separate letler-slze two through flve-drawer metal vertical or lateral filing 
cabinet with a lock In the Office of the Chair specifically for Inactive Chair's 
Chronological File material; or 

• Moved to a NARA compliant commercial or other federal agency record storage 
facility arranged by the Office of the Chief Financial Officer and Director of 
Administrative Services; or 

9. GRSOR 10. ACTION 
SUPERSEDED TAKEN (NARA 
JOB CITATION USE ONLY) 

NC1-403·79·1 
RCS, Item no. 13.A 

NC1-403·79·1 
RCS,Item no.13.B 

115·109 NSN 7540-00-634-4064 o FORM 115 (REV. 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 
AOMINISTRATIONIIPSG ELECTRONIC FORM 

II 



... .. 
REQUEST FOR RECORbs DISPOSITION AUTHORITY •• CONTINUATION. 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

"lI1sferlred to the Federal Records Center with the prior concurrence of the Office of 
Financial Officer and Director of Administrative Services. 

materials In the Chair's Chronological files are ten (i0) years old or earlier 
prior approval, the Office of the Chair or the Executive Secretariat, 

of the Chief Financial OffIcer and Director of Administrative Services, 
to NARA for permanent retention. 

2.b. 

needed for reference. 

3. GRS 23, Item no. 5. 

Calendars, schedules, logs, diaries, and other records 
documenting meetings, "rI"'lntnn•."t ..~telephone calls, trips, visits, and other 
activities by the Chair while serving In an official capacity, 
excluding materials be personal. 

3a. Record Copy GRS 23, Item no. S.a. 

Temporary. The office retains Its ..",.,'UI.' .. 
one {i1 year, excluding those "'cu~nerltlnla 
records containing substantive Infjc»m,allaon 
Incorporated Into other records tfA ••"rlhAI ... 
(i1 year old, the record copies ofthe scl,ediaul 

• Stored In a separate letter-size two through r....-araYier metal vertical or lateral filing 
cabinet with a lock In the OffIce of General for Its closed Office 
Administrative Files material; or 

• Moved to a NARA compliant commercial or other 
facility arranged by the Office of the Chief Financial 
Administrative Services; or 

• Transferred to the Federal Records Center with the prior apllIIIlval of the OffIce of the 
Chief Financial Officer and Director of Administrative Selrvl,:es:" 

When two (2) years old, the Office of the Chair and Commlllslc)ned~tfcJt:omlatically 
elth~r destroys or otherwise arranges for the destruction on site of 

3b. All Other Copies. 

Destroy when no longer needed for reference. 
GRS 23, Item no. S.b. 

" 
/ 

'.,
 

115-109 Two copies, including original, to be submitted STANDARD FORM 11S-A (REV. 3-91) 
to the National Archives and Records Administration. Prescribed by NARA 

36 CFR 1228 




