
,
 
(See Instructions on Reverse) ~S-~~~~~~	 ~DATEAPAA9~ 77 -2 

TO: GENERAL SERVICES ADMINISTRATION,	 NC 1-

Standard Fonn No. 1115 
Revised November 1951 
Prescribed by General S~rvices "- REaST FOR AUTHO~ITY Administration 
GSA ~g. 8-IV-I06 TO DISPOSE OF RECORDS 11&-103 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408	 -- -------.-.... ••,., 1"'"'~."I"'''U 
NOTIFICATION TO AGENCY ...,1. FROM	 (AGENCY OR ESTABLISHMENn 

In accordance with the provisions of 44 U,S 
~::=-"':"':'::"':=::":::~':==--=:'="'-"'~--'==="'=="'--=='---'-,""",,,,",,,"""''-'=--------------I 3303a the di spo sa 1 reque st, inc 1udi ng amend 

ments, is approved except for items that may 

Social Secur Adminis tra tion be stamped "disposal not approved" or 
::--:~=-::-==-=:-"'-":':-"-':::""::'---=-===';;:;"";;;'=C==-=-=------------------------------1	 "wit hdrawn" in co 1umn 1O. 
3. MINOR SUBDIVISION 

Bureau of Da 
4. NAME OF PERSON WITH WHOM TO CONFER 

Geor S. Yamamura 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of thia agency in matters pertaining to the diapoeal of record" and that the record. delCribed in thi. lilt or 

schedule of __ pales are proposed for dispoeal for the reason indicated: ("X" only one) 

A The recorda have B The recorda will cease to have sufficient value 
ceased to have suffi· to warrant further retention on the espiration
 
cient value to warrant of the period of time indicated or on the occur-
furthet' retention. rence of the event apecified.D	 W 

p.~,,_. 0.~,
11/1/76 Ru\s~1 O. Hess	 Dept. Records Mgt. Officer 

(Date)	 (Title) 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
BUREAU OF DATA PROCESSING 

Employer Reports of Wages Paid and Related Records 

These files consist of original and microfilm copies of 
employer reports of wages paid and related transmittals. 
Included are Schedules A of Treasury Department Form 941,
Quarterly Report of Wages Taxable Under the Federal 
Insurance Contributions Act (FICA); Forms 941a, Con-
tinuation Sheet of Form 941; Forms 942, Employer's 
Quarterly Tax Return for Household Employees; Schedules 
A of Form 943, Annual Report of Taxable Cash Wages
Paid for Agricultural Labor; Forms OAR-S3, State's 
Quarterly Report of Wages Paid; Form OAR-S3a, Continuatio 
Sheet of State's Quarterly Report of Wages Paid; State's 
Annual Report of Wages Paid by Calendar Quarters; or 
their equivalents. 

1. Illegible Employer Reports 

Destroy 1 year after identification as illegible
in microfilming process. 

2. Legible Employer Reports 

Destroy all original legible employer reports after 
microfilm has been proven acceptable. Destroy 

microfilm 50 years thereafter. 
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INSTRUCTIONS
 

G(11wr~ Instructlone: Use Standard Forms 115 and 
115a, obtainable from Supply Centers of the Federal 
Supply Service, General Services Administration, to 

,:"Iotaiu authortty to diS-POSl of records. Submit four 
I·()P;~'<'·, all of \" hich should be signed and dated, to the 

:",lo!}al Archivf's and l~lI'rrl_ ... Service, Indicate 
~__ ~er oi IlaJ;.:~· 111'''o~\,-,Uin t1'..p ri'\posal request

~.' ,l,'r hlh/ 6. C\ .... !'c: t: •.; sta " l'rd form will be 
.Lu. n.-d to t\l' agv t.cy a:. uourication that Con-

:;:t''';" :lH."-; authorized dispoeal of the items marked 
"/!!1P:"'()\ l·L." 

SPf:l'I 1'(' 11l..st /.;.1 rtlons : 
Entries 1, .:, atui J should show what agvney has 

custody ~:f the records U,<!". are i.dt'ntifil'd OI' tile 
form. and should contain the name of the department 
or independent agency, and its major and minor 
subdivisions. 

R n f ric« ~ (1 nd s should help identify and locate the 
person to whom inquiries regarding the records 
shQu.:J be directed. 

Ent ru 6 shou.d show what kim! 0/ authorization i" 
requested. Only one of two kinds of authorizations 
may be requested on a particular form. 

Box A should oe marked if immediate disposal
is to be made of past accumulations of records, 
and the completed form thus marked is a list. 

Box JJ shou.d bt.·marked if records that have ac-
cumulated or will continue to accumulate are 
to be dis pose.I uf at sume definite future time 
or periodically at stated interv also or if (\:15-

posal is to he made of rnicrophotographed
records after it has been ascertained that the 
microfilm copied were made in accorrlunc« 
with the standards prescribed in GSA HI'gu-
lations 3-IV -10,); and the completed form 
thus marked is a schedule. 

Entry 7 s'iould contain the numbers of the items 
of records identified or. ~h(' form in sequence, i. e., 
1,2.3.4, etc. 

Entry lJ should show what records are proposed
for disposal. 

LiaJ.son ) 

Center headings should indicate iohnt office's rt r-
ords are ir.volved .f all records described on the form 
are not those of the same office ur if they are records 
created by another office or agency. 

An identi fication should be provided of the types
of records involved if they al-e other than textual 
records, for example, if they are photographic rec-
ords, sound recordings, or cartographic records. 

An item ization and accurate identification should 
be provided of the series of records that are proposed
fur disposal. Each ser.es should comprise the larg-
est practical grouping of separately organized and 
logically related materials that can be treated as a 
single unit for purposes of disposal. Component 
parts of a series may UI:: listed separately if nurn-
bered consecutively as l a, 1b, etc., under the general 
series entry. 

A statement should be provided showing when 
the records were produced or iohen disposal II:> to be 
made of the records, th us: 

1£ Box A under entry 6 was marked, the inclu-
sive dates during which the records were pro-
duced should be stated. 

If r{ox B under entry 6 was marked, the period
o!- retention should be stated. The retention 
period may be expressed 10 terms of years, 
months, etc., or ir, terms of future actions or 
events. A future action or event tl.at is to 
determine the retention period must be ohjec-
tive and definite. If disposal of the records 
is contingent upun their being- rr.icrofilmed, 
th« ret.entinn !)t'r:oo should read : "L'rn il as-
certained that microphotographic copies have 
been made in accordance witt> G!:)A Regula-
tions S-lV -10.') and are adequate substi-
tutes "01" the paper records." 

grlfr!1 Y sr",uld show what sam ples of records were 
submitted fur each item. or with ",hot Job number 
such samples were previously submitted, Samples
of types of records other than textual and carto-
graphic records should not he submitted. 

Enrr» 10 should be left blank. 


