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LEAVE BLANK
REQUEST FOR rRIECO~IDS oiseosrnon AUTHORITY 

(See Instructions on reverse) 

TO	 GENERAL SERVICE.S ADMINISTRATION 
NATIONAL ARCHIVES AND !RIECORDSSIERV~CIE.WASHUNGTON. DC 20408 

1. FROM (Agency or establtshrnen t} IFICATION TO AGENev 

DEPARTMENT OF THE NAVY	 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except for Items that may be marked "drsposrtron notNAVAL DATA AUTOMATIO approved" or "Withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist IS ~ 

not requi OFFICE OF CIVILIAN PERSONNEL MANAGEMENT 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT. DATE 

MS	 MILLIE STEWART 433-4217 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In thrs Request of pagers) are not now needed for the business of this 
::;gency 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 Agencies, IS 
attached 

A GAO concurrence: 0 ISattached, or ~ ISunnecessary 

D TITLEC SIGNATURE OF AGENCY ./J5ES~A~IV~/ 

HEAD, DIRECTIVES, POSTAL AND 
CAPT E. W. BALLER~~ RECORDS MANAGEMENT DEPARTMENT 

I 77 9 GRSOR 10 ACTION 
8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (WIth Inc/uslIJe Dates or Retention Periods)	 JOB (NARSUSENO CITATION ONLY) 

CHAPTER 12 
CIVILIAN PERSONNEL RECORDS 

12000-12999 

The records described in this chapter relate to the admin 
istration of civilian personnel functions throughout the 
Department of the Navy. The instructions apply to all civilia 
personnel records maintained by departmental and field civilia 
personnel or industrial relations offices, area wage and 
classification offices, or other organizational units, ~nd the ! 

I 

Office of Personnel Management (OPM), and to civilian personne I 

records maintained by medical departments and dispensaries. 
) 

Instructions for the disposal of civilian pay records main-
tained by accounting or fiscal officers are contained in 
Chapter 7. 

Some exceptions to disposal standards are necessary.

Regardless of authorizations in this manual, records directly

rei~ting to matters listed below will not be destroyed until
 

~ ~;Ei'nalclearance er settlement of the case:. ~~ ;v. 

- An outstanding exception by the General Accounting
Office (GAO); 

- An outstanding claim for or against the united States; 

- A case under litigation; or 

- An incomplete investigation. 

115-108	 I l~:STANDARD FORM 115 (REV. 8-83) .	 {.3--. Y'7 Prescr bed by GSAiiJ FPMk (41 CFR) 101-11.4 



-----------------------------------------------
2 

,; IPAGEREQUEST FOR RECORDS DISPOSITI ORITY - CONTINUA nON I ----------~----------------------~ 2 OF 

7. 9. GRSOR 10. ACTION 
ITEM SUPERSEDED TAKEN8. DESCRIPTION OF ITEM 

NO. JOB (NARSUSE(WIth Inc:huiUfl Dot •• 0,. Retention Perloda) 
CITATION ONLY) 

This certifies that records in this schedule that have
 
been approved for conversion to the filmed medium, will be
 
microfilmed, stored, and inspected in accordance with the
 
standards set forth in 36 CFR, Part 1230.
 

Four cople" Including original to be submitted STANDARD FORM 115·A (REV. 12·831 
to tIM National An:llh,es and Recordl Service. Prescribed bV GSA 

FPMR (41 CFRI 101,11.4 
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