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~~:EST FOR RECO~DI~POSITION AUTHORITY 
(See Instruct s on reverse)
 

'{
 

TO: GENERAL SERVICES "UIVIIN 

____ N_M_~o_N_A_L-A_Rc~H_IV_E_S_A_NDR_EC_O ~~~ __ ~_D_C __ 2_M_O_8 -;D~EHECEIV~;D 

1. FROM (AGENCY OR ESTABLISHMENT) 

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

Ge rre Turney	 325-6044 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorize~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 2i 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. 

g BRequest for disposal after a specified period of time or request for permanent 
retention.. 

C. DATE E. TITLE , 

chief 
·7. 8. DESCRIPTION OF ITEM 9. 10. 

ITEM NO. l\Alith Inclusive Dates or Retention '" Periods) SAMPLE-:'OR'JOB NO.: ACTION TAKEN 

1 Foreign national tour arrangement files. (FN 514-02) 

Documents on arrangements for VIP and other foreign na-
tionals to visit Army installations, activities, and 
contractor facilities at us Government expense. Included 
are--

a. Invitations for tours .. 
b. Itineraries. 
c. Security clearances. 
d. Assignment of tour directors. 
e. Rel ate d papers. 

NOTE:	 Reports prepared by tour directors and es cort 
officers, use FN 514-03. 

Disposition: . 

'£)ACSIand major commandheadquarters responsible for 
special tour programs: Destroy after 20 years. 

Other offices: after 2 years or on discontinuance, 
, whi chever is 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services . 

Administration 
FPMR (41 CFR) 101-11.4 
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GSA FORM' 7238 (REV. 4-79) 


