
'~EQut>6T FOR RECOROlsPOSITION AUTHORITY
 
. " (S~e Instructions on reverse)
 

TO: GENERAL SERVICES ADMINISTRATION, NCl-47-80-23 
__ N_A_Tl__ON_A_l_A_R_C_HI_V_ES_AN_D_R_EC_O_R_D_S _S_ER_V_IC_E_,_W_A_SH_'_NG_I-=Q_Nc-'_DC~_20 __4__08 ---t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 

2. 
In accordance with the provrstcns of 44 USC 33033 the disposal re 

_.....u............ ~'<Y--=><~~........" w.u."""'"'"'-- -; quest. including amendments. IS approved except for Items that may ..LU.--'-.....,-'- .......... ..........


3. MINOR SUBDIVISION be stamped "msposal not apprnved" or "withdrawn" In column 10. 

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

J6.U B Request for disposal after a specified period of time or request for permanent 
retention. 

E. TITLE 

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

RECORDS RETENTION AND DISPOSAL INSTRUCTIONS 
MANAGEMENT, BUDGET, AND PERSONNEL FILES 

MANAGEMENT SERVICES FILES 

Requests for Maintenance Services
 

Nonfisca1 copies of request for building and equipment NC-47-76- &.
 
maintenance services, including forms SSA-6017, item VI. IR.
 
Requisition for Services; GSA-2957, Reimbursable Work
 
Authorization; GSA-1897, Work Authorization; OAAD-1251,
 
Request for Telephone Service; or their equivalents.
 

1. Form GSA-2957 and SSA-6017 

Cut off file at the end of the-current fiscal year 
(FY) . 

Destroy after 3 additional FY's retention. 

2. ?orm GSA-1897 and OAAD-1251 

Destroy after 3 months. 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 

115-107 



~--------------------------~~~JOB NO. < 
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7. 
ITEM NO 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

PROPERTY MANAGEMENT FILES 

Supply Management History Files 

Records documenting the printing and stocking history
of a particular controlled or noncontrolled stock item,
such as a form,envelope, or publication. Included are 
stock action notices, stock replenishment notices, copies
of printing requisitions, samples of the item, and 
similar records. 

NC-47-76 10 
item 11.1 . 

or 
1. Destroy

obsolete. 
individual documents when superseded 

2. Destroy all documents in the folder 5 years 
after the related item lS removed from stock. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO· 1975 0 - 579...387 FPMR (41 CFR) 101-11.4 


