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G_CEF‘TlFICAT_E OF AGENCY REPAESENTATIVE

| hereby certify that 1 am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal i this Request of 2. page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

] A Request for immediate disposal.

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

retention.

¢ DATE
2/1/83 P
Dr'. Georgé Deal

D SIGNfURE OF AGENC[ REPRESENTATIVE

E TITLE

Department Records Management Officer

T
ITEM NO

B. DESCRIPTIOM OF ITEM
(With Inciusive Dates or Retention Periods;

9
SAMFPLE OR

10
JOB NO ACTION TAKEN

/

Records Recention and Disposal Schedule
Management, Budget Personnel Files
Princing and Publications Management Files
Discribution Management Files

Legislarive Material — Discribution Control Files

. Distribution Control Log J
Form (¢0-1550, Discribution Control Record, or its equivale
These files constitute a record of the receipt and distribu
tion of legislative macterials in the Distribution Managemen
Branch. The log includes a description of the material, ch
originactor and legislatcrive date, number of copies received,
dates received and released, and the status of che
legislation.

Destroy 30 days afrer the expirarion of the Congress thac
originated cthe legislative material.

. Legislative Qut File (Requests for Lepgislactive

Materials |
i

L.og recording one-time requests for legislarive marerials
from individuals or offices which are not on a mailing lisg
or subscription file. The log shows type of requestc (phon
or walk-in), dace, requester idencicy, and material

L«

[ B

T 3, loms

W 1FSS DFTE CEE SUFEET N G /EED STaNoamn Fomm 15

b Cipy ¥ 25¢06),5 311-83; 8

Prescnbed by General Services
Administration
FPMR (41 CFR) 101-114



INSTRUCTIONS

' -

Generaf Instructions

L «e Standard Form 115 (obtainable from supply depots of the
Federal Supply Service General Services Adommstration) and the
continuation sheet Standurd Form 1154 tobtnable from the Rec-
ords Dhsposition Dhviston Office of Federal Records € enters Ma-
tionat Archive< and Records Service, Wastungton, D C 20408} to
obt in authomy to,dispose of record:_or to-request permanent re
tention of record« Detach the Fifth copy from the set and keep as
vour reference vopy Suhmet the first four copies of the set to the
Nonon st Archives and Revords Service One copy will be returmed
e wgeney 5 notfic Ltion of tems th 1 e suthonsed for disposal
1te ~ withdrawn or not approved for disposal will be ~o marked
t. = 8F 115 reguinng ( omptroller Cieneral Lomcumerwe must be

wapanged by . aotfication b aperuval from GAQ

A rific Mstru npas s

Curreey |2 wnd 1 should sboyw whot apency his custody of ths

evvnds that are identihied o the for n and shooid contan the nar =
ir Jep mment or independent  e2ncy ued s mnoer and e

sdtubivis.ons .

} tue< 4 und 5 sneald help udentify  rd kocate the persan to
¥ mongquines re~ wedine the records should he directed

Earry 6 shoul! e siened md daieel ot the four Jopies by the

ey representabive The number of paces involved 1n the reguest
sk uld he inserted

Bua A show'd be checked if the records may be disposed sf 1m
med.itely Box B should be checked if contrnuin. diwposal authonty
s requested or of permanent retentton is requested Only one bua
mav be checked - - )

Entry 7 should contwn the numbers of the stems of records iden
ufied on the form in sequence 1e 1.2.3 4_etc

Entry # should show what records are proposed lor disposat

% ?Z/timw < MM% '

Center headings Iid indicate what office’® records ze in-
volved 1if all records descnbed on the form are not those of the same
office or if they are records created by another office or agency

An 1dentification should be provided of the types of records in-
volved if they are other than texitial records, for example. if they
are photographe records. sound recordings, or cartozraphic records

An itent zutwan and Lovurate wientificstion should be provided of
the .eries of records thet are proposed for disposal or foiention
Each series shouid comprise the ‘argest proclieal gtouping of
separatety organized and o avally related motenals that can be
“reated 4% a sncle et for o e of disprasal Component parts
af  swaies May Be o ted sep rately ¥ v nenered wonsecutrvely as

'™ oetc wnder ¥ - paneral wrns Lotry

A statemént she Lo he prov.ded  Owing whon Giap:—.! 15 o
b2 m.«le uf the records thus

IF spemediate ¢ .posal v requested of & aCcouna Dans of rey
ordy the inciuscve Gates durtr wnch the revovds were prosfuced
shoa'd be st ged -

foontmuir i die gos b iwaee 2oted for tra A th LT v s g
ated or woll vomtiroe to L amEG te "R 0 teraen penod M be
erore ned Jn terms of yedrs months, @' a1 it f of futuer -
eI gvents A fafure flLr OF #vent hal g% e deternia ng the
resentien penod must S obicnive c0 i Cefunte B aispos 1ot Che
“ev. nds i eontingert wpen dhen e Tcroiimed o otherwise
o b gd or rewitrded on moLhine ce dobte media, the reiention
eiod should re o Until eertecaed that reprodined wopics 01
erordmngs b ve b2en Mudc i coucd e with U3 A regul tions
wnd are adeys te substitoe- for the paper records Al the pro-
vistons of FEVR § [01- 11 5 sho id be ubserved

Entry ¥ should be yheched if vumples are submitted for an wem
However. samples of the records -¥¢ not required unlesy they are
requesied by the N ARS appraiser If an item has been previously
submitted, the relevant job and item number should be entered

Eniry 1) should be left hlank
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Fleque'sl for Records Disposition Authority — Continuation 108 NO
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7.
ITEM NO

8. DESCRIPTICN OF ITEM
{With Inclusive Dates or Retention Perods)

9

AMPLE OR 10,
SJOB ESD ACTION TAKEN

requested. The log is used co track scatus of requescs
and to complete monchly Distriburion Managemenc Scaciscics,
which are a parct of a workload and produccion reporct.

Descroy 30 days afcer all actions to sacisfy requescer
have been concluded or 30 days afrer monchly scatiscics

have been reporced, whichever is longer.

f. Discribution Lisc Files

Form $SA-297, Request for Legislative Macerial, or 1ics
equivalenc. This form is complered by individuals in
order to be placed on the discriburion lisc for legislacive
macerials. The form shows the name, office, and address
of cthe subscriber and the subjecc maccer of the requesced
macerials. The form musct be compleced, and a new lisc
assembled, with each new Congress. The requesc is algo
used co escablish the order level for legislavtive macerialg.

Descroy 60 days afrer cthe expiracion of the Congress thac
originaced the legislative macerial.

115-203

Four coptes, including eriginal, to be submitied to the National Archlves

LPO 1575‘_0- 2:+9-38%

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera' Services
Administration
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