                                                           APPENDIX 6

        SAMPLE OF RETENTION INSTRUCTIONS IN OPERATIONS MANUAL

3.   Output Files:

     a.  File-ID:  A4AD1A

         File destination:  N/A

         File media:  Disc

         File retention:  365 days

         Authority:  (Records Disposition Schedule and Item Number

           Citation)

         Disposition:  Catalogued (input to next cycle)

         Description of Records:  (e. g., history files, output

           report files, data files).

4.   Input/Output Files:

     a.  File-ID:  A44DLA

         File name:  Initial Transaction File for ADCC

         Storage media:  Disc

         Retention schedule:  365 days

         Authority:  (Records Disposition Schedule and Item Number

         Citation)

         Header label:  Standard

         File organization:  Sequential

         Record type:  Fixed

         Blocking factor:  20 records per block

         Record/line size:  120 characters

         File controls:  A44DLA

         Database definition:  N/A

         Description of Records:  (e.g., financial transaction files,

           non-financial transaction files, table files, history

           files, output report files, data files).

     b.  File-ID:  A44DNA

         File name:  Initial Transaction File for DNA

         Storage Media:  Disc

         Retention schedule:  365 days

         Authority:  (Records Disposition Schedule and Item Number

           Citation)

         Header label:  Standard

         File organization:  Sequential

         Record type:  Variable

         Blocking factor:  None

         Record/line size:  96 characters

         File controls:  A44DNA

         Database definition:  N/A

         Description of Records:  (e.g., financial transaction files,

           non-financial transaction files, table files, history

           files, output report files, data files).
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