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TO: GENERAL SERVICES ADMINISTRATION,

NATIONAL #RCHIVES AND RECORDS SERVICE, WASHINGION. DC 20408 Ioavemeceweo
1. FROM (AGENCY OR ESTABLISHMENT; . 1-28-80
Department of Health, Education, and Welfare NOTFICATION TO AGENGY
2. MAJOR SUBDIVISION
Social Secnvity Atministration B e

3. MINOR SUBDIVISION be stamped “disposal not appioved” ar “withdrawn™ 1 columa 10.

£. NAME OF PERSON WITH WHOM TO CONFER 8. TEL. EXY. )&‘
i -3\~ s 5 [ /w/

Ernest P. Lardieri 59)4—5770 Date (/nhnnl of the United States
€. CERTIFICATE OF AGENCY REPRESENTATIVE. ) -

| 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 - page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specifizd. ‘

[J A Request for immediate disposal.

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

retention.
C. DATE . D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE . "
/A‘a- % Lol ///L/ W'

SCRIPTION OF ITEM SAMPLE OR

ITEM NO. - (;IV|th Inclusive Dates or Retention Periods) .. . > om Ho. | | FCTION TAKEN
i+ |-+ . RECORDS RETENTION AND DISPOSAL SCLEDULE <o | Ne=L7-T8-52
L -FILES COMMON TO INOST OFFICES -2 ditem I.J

Administrative Time and Leave Records

Recoxrds reflacting an employee'ls usage of' annual leave, .
sick leave, and leave without pay (LWOP) during a given S ST
year. Included is Form SSA-2CL2, Administrative Time and : SR B
Isave Recoxd, or its eguivalent.

Destroy after 3 years unless a within-grade increase (WIGI)
has not been granted within the 3-year retention period.
In that event; retain until 1 year after the WIGI has been
granted., For employees who terminate, destroy 1 year
after termination.

NOTE: VWhen an employee moves to another office within
SSA, tranafer the form SSA-20L42 to the new location

within 5 days.
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