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• • f!"EQUEST t; fOR f1iECORDS DISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB	 NO 

fO	 GENERAL SERVICES ADMINISTRATION, NC1-47-82-5
 
NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTQN. DC 20408
 DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) December 9, 1981 .HHS 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
I » ')rd1~ce""~ t~~P! LIb Il~ llf ·U use 1303.. t-e dl~~.581 reSSA ~~e~t , ":lir~ ,."1e"d .'>'1t~ ,~;~ ~ed eX(I:!~1to' tf''l1" t~,jt "Id{r 

J3 MINOR SUBDIVISION	 b~ s"-r Jed ' ~ ~~-J~d"I' ';:11'»ed I r ',~I:~dri1""" 1 C~ 11'110 

Office of Management, Budget and Personnel
 
4 NAME OF PERSON WITH WHOM TO CONFER ! 5 TEL EXT
 

Ernes t P. Lardieri	 !594-5770 ,	 lhal' Arc/I11"/ II/ til(" l flItfll )lllff'1 

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

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

C DATE D. SIGNATURE OF A7NCY REPA;r'NTATIVE E TITLE 

Nov.5, '81 ,6,,:/~~	 Department Records Management Officer 

7 8 DESCRIPTION OF ITEM 9 10 
ITEM NO (WIth Inclusive Oates or Retention Periods) SAMPLE OR I ACTION TAKEN 

JOB	 NO 

Records Retention and Disposal Schedule 
Management, Budget and Personnel Files 

Contracting and Procurement Files 

NSUCCESSFUL 

roposals receive rom private vendors in response to
 
ur request for prop 1 but unsuccessful in obtaining

ontract award.
 

estroy when 1 year old. 

115_107 STANDARD FORM 115 
Revr s ed April, 1975 
Prescnbed by General Services 

Adrmmstrenon 
FPMR (41 CFR) 101-11 4 



INSTRUCTIONS
 

General Instnrcuons •
U ...e Standard Form 115 (obtainable from supply depots of the 

Federal Supply Service. General Services Adrmmstranon) and the 

connnuanon vheet Standard Form II ~d tobtamabte from the Rec-
ord ... Drvpostnon Drvrston Office of ....eder.sl Records Centers N.J-
uonal Archive" and Records Service. Washmgton. D C 2040~1 to 

obtam autbonty to,dl vpose of records or to request permanent re 

rennon of recordv Detach the fifth copy from the set ,;rLd keep -s 

vour reference copy Subout the first fo ...r ..cmes ut the "jet to the 

....-nonal Arctnve- -.><I.dReco.c- Service OrH! ..~IPYwill be returned 

"v Ihe <I!....em..\ """\nouflceuon (llltf"lT" thett re ...utbonzed for d" puval 
'.r,;,n., wuhdr .wn ot Hot approved 1(.( d,,,~tl ,11 he <;0 marked 

f- ." "It- 'I <t;; requmn-, ( omptrotler (eener I ....on rrer«..e '1'\1,',[ be 

'1".1".~Hl1p....tf red by d nontic. I'l.ln of dPpro'V.i. rrom LAO 

f nlr,o'" 1 2 ond 1 ",ho.,'d ...how ",h.~t at ef',_ y h",", ...u ...tody of the 

record.. that • re rdenufieu on tbe forn • -nd -bcu'rt cont.nn the name 

• t the dep ....rtmenr "r mdependeut , . ~n\..y .nd j!'" rn- 'I md ITURN 

"uh,h'V'''1(l1l''o 

f 'fir t, 4 ,.rtd " ...1,'hJI.t! In~:p rdenur , .J.(,J reate tbe per-en '0 

v.~,.m 'nqoIPe" rt:!~<-Irdlnv. the re ....ord- ..hould he d.rerted 

F ntr- ~ '\h(~ulll he ...saned .md 1J red on the sour l".(Jr..:'" by the 

lyl n....\ -eree-entan ve i he number llf pd~e- .nvowed In the reque- t 

-nould he mserted 

Box " vhould he .. necked .1 the record .. may be drsposed of rm-
nedrately Box H -bould be Lhet:ked If corrnnumg drspo-,.d authority 

" requested or If permanent retention ," requested Only one box 

mav be checked. 

Entre 7 sbou'd cont.nn the numbers of the rtems or records tden 

ufied on the form rn sequence. 1 e J Z 3, 4 etc 

Entrv x ...hould chow what records are procoved for drvpo .. 

~t~~~-ii Records OffiCe 

Grancs 

Ceruer headings should mdica!'=. wh~t office's recordwere in•vclved If .dl records described on the"form are-'not those of the same 

office or If they are records created by another office or agency 

An .dennficancn should be provided of the types of records m-
'Valved If they are other than textural records, for example. If they 

are photoereplnc records vound recordings. or cartographrc record ... 
'\0 uerr- r: 11l''1 and accurate dennficanon shoutd hi! provided of 

Iht serw- of record- that «re proposed for dr ...oo ..dl or retention 

E...ch senev ..hUll,d comprise the ,'!liesl prdd'';dl grouplfUr ,)f 
separate: ~ Ir!!.,ntzed;: Cod ()~c<llly related reatenels that can be 

treated ~~ ~ 1 ~t' UIM tor pllrp..'",,,,,, jf d....po ...o<I.lComponent p, rrv 

of ,-=-rH~'~" I "e rvted <oep.:Lr.itelyIf numbered ..«-o-evuuvetv 
la. ,,, etc .ncer the -eoerelsene...( nkry 

\. ...rc r. neut '1h(.HJld D4 PHl' ... ded 'Sb~Hr....,...; ,....l\c:.n di':.PO""o1l 1<;' to 
be made ~ f me record .. II'HI,", . 

If .mmedu.re .. .,P,l,,,j .. reque ...ted of pa...t -lc\..ur'!JI~1mens of re(.. 
ord- the nl,..L1'''~'V'':e res durmg "1'\rI~ the eecotds were produced 

sh'"Jfoj be \1. ted 
if \until I ~gdi ..po-, I I" ('.,iJe ...led tor record- '11••1 n o-e occurnu-

I h"r {. wl11 ,,-,t.nUe W ,t".lUo-hll"!e the retenu.ut p.:onod '" '\' 'Yi: 

t \r "'... ...:;0 n h !I,.. ,f e .r. rncntn- elL or l'* 1,..lYn \ f future r.. 

non ... lJ ,"~lt ... '\ 'I.hl\: ..lion ,It event ,holt 1"\l' O"'lelH il e the 

-etertnon ....,...1 .c ,I (ll<.,j\' he or- ec.nve od defir- re 'f d'''J".».).d( >..If t~'C" 

el .d.. ....... -r _-=nt LipOOthe I "'!em/" rtnc h)h~r":ed 01 utt,crw,,,e
 

rr' ,Jl.J ...i:J .. ~ 1(-J 1.1(1 HI .chme fe, d lb,e (,led1", ~hC' rerenn ..)I11~ 

pCr od ~nlll '01 r~.l.l l n1,1 "'<;I.enaJncd ,I;I<d reprocuceu copsev or 
·e ...vH.lt"._~ i'\ •• ve been m-de m " .....cord ...nee wub (,SA regul ...nonv 

and ore Ide ..... ae ...ubcntutev for the paper records ' ~I...o the Pi c 

..' ..'.HI.....;( f P~fR .) 101- II Ii -hould tie observed 

t: Mn -I .. hould be checked If <; ... mples <Ire -ubnutted for -n Item 

However -antple .. of the reLo~~ <ire not recurred unlesv thev are 
eque-red b~ tho; "'l" .\RS appr.nver If an Item h ...'l been previously 

...ubrmrted. the relevant Job and Item number should be entered 

Emf', J(t should be left blank 

Date 7. 7 

StAndard Form f'15 SACI( !;lev I~' .4 
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