
~EQUEST FOR RECORD.POSITION AUTHORITY 
($ee Ins~ructions on reverse) 

TO: GENERAL SERVICJ;S ADMINISTRATION, 
NATIONAL ARCHIVES> AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. 

3. MINOR SUBDIVISION 

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

Alice L. Harris 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency in matters pertailJj,ngto the disposal of the agency's records;
that the records proposed for disposal in this Request of ;. page(l) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

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

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 

8/18/80 Chief, Records Manaerrent Staff 
7. 

ITEM NO (WIth 
8. DESCRIPTION OF ITEM 

Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Reference: RMH(A) Ch. 6, Sec. 4, Library
 
Services Records
 

1. Library General CorrespondenceFiles. 

Pl!'@BetlL Oil IIdiId OOlUtE 

~i8. from 1 2 pages be lie HOLE Uani 

b.	 Correspondence, reports and other files pertaining 
to routine administrative matters. 

Destroy when 3 years old. 

2.	 Exchangeof Official Publications. Correspondenceand 
other docurrentation pertaining to the exchanqe of 
official governrrent publications with foreign govern-
ments. 

STANDARD FORM 115 
Revised Ap"l. 1975 
Prescribed by General ServIces 

AdminIstration 
FPMR (41 CFR) 101-114 
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REQUEST OOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVEDATES OR RETENTIONPERIODS)	 ACTION TAKENJOB NO. 

Destroy when 3 years old or whenno 
longer needed for reference use, which-
ever is longer. 

3. 

4. 

Vendors Correspondence File. Correspondencewith pub-
lishers regarding the procurerrent of books, periodicals, 
etc. 

Destroy 'when 3 years old. 

Statistical Reports File. MJnthly statistical reports 
concerning workload factors for all library elerrents. 
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Destroy when 2 years old. !IfAlH(A)
I
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16-59428-1 GPOFo1U' copies, including originul, 10 be submiHeci 10 the National ArchiveG 


