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.' - ,R~OUEST FOR REC9RD,~ "'POSITION AUTHORITY	 LEAVE BLANK-.(See tnstructiorii: on reverse)	 To6~", . 

•
NCl-47-80=-3 

, .., .
 
TO: GENERAL SERVICES ADMINISTRATION,
 

NATlOIfAl i\!iCHI'.'ES AND RECORDS SERVICE,WASHINGTON. DC 20408 DATE RECEIVED 

1. FROM (JI,GENCV OR ESTABlIS,.,MENT)	 1-28-80 
~artment or Health, Education. and Welfare NOTIFICATION TO AGENCY 
2.. MAJOR SUBDIV!SION 

In acccrdasce with prcvrsrons of4~ USC. 3303a reot~e	 thedisposalSocial Security Administration	 Quest. amendments, for-tems thatmayIncludIng ISJP;n,ed ~lcept.-
3. MINOR SUBDIVISION	 bestamped oot a~p,o\'e:r'......,thdrawn 10."drsposa! or .. Incolumn

.. 

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

Lt-'~\"<6D' . ~.~ ~ &(Ljy
Ernest p. Lardieri	 594-5770 Dau (1.~~(f" 1"-.;,, or II,,· U";"'J Sralr, 

e. CERTIFICATE OF AGENCY REPRESENTATIVE. 0 
I hereby certify that! am authorized 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 1. page(s) 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. 

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

E. nTLE 

:! ' 

9.• SCRIPTION OF ITEM	 HI• . -SAMPLE	 OR(With Inclusive Dates or Retentron Periods)	 {,CTION TAKEN. JOB NO. 

••	 ,:~ 't ,.:; RECORJ)S RETENTION Mill DISPOS.AL SCIiEDULE -~ ·NC-47-75- 2 
v ",:- ';"	 .' #••••• (.J ,. .' . )-FILES COMr10N TO EOST OFFICES	 item I.J 

lL~nistrat;ve Time and Leave Records 

Records reflacting an employee's USa€9 of annual leave,
 
sick leave, and leave yTi thout pay (LWOP) during a given
 
yea:r. Enc.Iuded is Form SSA-2042, Adminif"trative Time and
 
L-9a.,~e Ee~om, or its equ.Lva'Len t ,
 

Destroy after 3 years unless a within-grade increase (WIGI'
 
bas not been granted within the 3-year retention period.
 
In that everrt , retain until 1 year after the WIGI has been
 
granted. For employees who terminate, destroy 1yea:r
 
after termination.
 

NOTE:	 'When an employee moves to another I)fficn wi thin
 
SSA, tranRfer the form SSA-2042 to the new location
 
wi thin 5 clays.
 

http:DISPOS.AL

