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REQUEST FOR RECORDS DISPOSITION AUTHORITY•
(See Instructions on reverse) 

TO	 GENERAL SERVICES ADMIN 
NATIONAL ARCHIVES AND ,DC 20438 RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) 9-21-82 
Health and Human Services 

,-..	 eumr.e ...,Ih I~~ pr, ~ Slrft~ill ..\4 L S: 3303d t~e d sp ~a eAdministration 
~.t',I riCI~':' ~ -re-c-e-s IS ~;;,'" .e- except IV Ite"l~ t- 1\ IT';!y 
be ;1.:-"IPt(l ~ISP(,~~ -ct ~;l~'>,,1 :r '~lth1rdwn ~ -~ UIT'1 10 

5 TEL EXT 

[Ernest P. Lardieri	 FTS 934-5770 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authomed to act for ttus agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of 2 page(s) are not now needed for the business of
tms agency or Will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

[!t B Request for disposal after a specified period of time or request for permanent 
t t're en 10nA 

C DATE	 E TITLEo s~~ E OF AG~CY ,:,(f,ESENTATIVE
II ,u....J..9/16/82	 Department Records Management Officer n "", 1'\, " 

7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (WIth Inclusive Dates or Retention Penods)	 ACTION TAKENJOB	 NO 

ut'lep -'- -
I ~o-.2-

Error Notice Form HHS-4llA and Leave Error Notice Form i1'".-,(<< /JHHS 411B and Equivalents 
.:ro- /f'f' 

These forms are completed by timekeepe rs and sent to the
 
Office of Human Resources (ORR) to record and correct.
 
errors in employee pay checks and leave records. Original
 
error notices are forwarded to the Department of Health
 
and Human Services. The HHS-41lA is also used to
 
forward jury duty checks to the Office of Financial
 
Resources and as a record of employees serving jury

duty.
 

Disposition 

1. Forms Used to Correct Payroll or Leave Errors 

a. Timekeeper's CoPy 

Destroy after error has been corrected. 

b. Payroll Liaison COPl 

Destroy after error has been corrected. $ 
STANDARD FORM 115 
R.vlsed Apr.!, 1975 
Prescribed by General Services 

Adrrumstranon 
FPMR (41 CFR) 101-11 4 



INSTRUCTIONS
 

General Instructions 

L've Standard Form II ~ tobtamable from supply depot .. of the 
Federal Supply Service. (reneral Services Admmrvtranom and the 
connnu-non ..beet :"t.mddrd--forRr l l Sa (obt.undble from the Rec-
o-de Drspo-mon DI\/,..ron Office of l-eder ..1Record, Center s, "' .... 
uonal Arcfuves -nd Record .. Service. W......hlO~'tun 0 C ~().dH~)to 
obtam authcntv to~dl,po<;e Of re~QhB, or to reque ..' permanent re 

te- lion of record" Detach the fifth (;o'tJ; from the ..et n.~keep ~... 
yOU, .efeience cnpy S 1''I1I,~tthe 11'0;1·v,.'~' ......th- vet '.of the 
~dtluO".J \td'I1Ve .. L<id Rel "'t.", .. ,\,.~ (''''C ,,~'['IVWIll -e retc-ned 
lut"('<l~en,- • r\"IJtl" uou I' . -w th-t .re 1111',<1leo:(,·r,;t"r'll ..,·1 
i'( rrt-, """hOI II\,I'J. or 11",1 rpprovec , , dr-po .......i .....ll "e ..0 m .rked 
f- ,n \(- ." ~':4' 11 (ompI.,II ... (H"h"r,:",~}n"'lJrr n...~ 1110'1"'e 

u, ... -omrmed '''h not t'I,,,~,,,,-nl 61 .lppr"h~1 r-un (. o\()1 

f"frfc~ J ] II'lJ l .,hoolj) ~ho~ .. ""1",1_,e.i~ ...h'~ ~lI"I'ldy ,tf·l'te
 
'0" "j 'h 11 n- dt-i,t·r".oj tIn ct.'\!' form nd ~tl'u,tI cent, .1 ~e n ,..,~t
 

1 the 'ev .rtoe.ot )r mdepencent ~ ,,--nC1 '~it". 'f' I,!'" ~nd -r r-or
 
i"Id'Vl'ldll." 

f )(n .. • 4 {. ",thlilld ndp ~.fltlt~ ,lid 1:1.1;',.',= Ih1! t'>eh:(ln to 

...., ...... f11 In~l.llne\ ~...\' rJ rw 'be r'-Lorch ~houlrl "t(' dsre....t!:'(' 

t:» r ~ ,ht"llj "~ ~I"'td 1,rJ;! .teo ,., (he four \..t)p't:, ll) the 

\ .. CI\..~ er-c-ent.mve Tlrlt. I> rmber "'f".Jf"-~ nvotved m tbe req. "1 

.,hould he .n-erted 

Btn. " vhoutd he checked If the records mJ)' be dsvpoved of rrn 

medratety BOl:. B vbould be checked If connnumg divpocal autbonty 

1~ recuevted or If permanent retention .. reqoe ..ted Only O1";e box 

m..v bit checked 

£.r.tn 7 ...hould comam the ncmbers of the Item, of records rden 
nfied on the form ut sequence. e . I 2." 4. etc t 

Entr-; X ..hould chow w h...t records are proposed for drvpo ...al 

Center headings should Indicate what office'') records are m-•vclved If all records descnbed on the fonn are not those of the same 
office or If they are records created by another office or agenc y 

0\" -dennfic.snon snould be provided ar the types of records in-

volved jf they ate other than texn.ral records. for example. Jftru:y 
ore photogr-p'uc recordv ... ound recordings. or cartograpbrc record .. 

\0 uerrnz .•••''1 and .ccurute .ocnnficenon ct ould be provided of 
(h .. '>...1 ,-e~ "r ie"-\,, d.. that are orcnoced fOJ dl\po:-'.11 ur reter-uon 
E...~h vene , ~nuulu co-npnse rb.... l...rgest .pl, ...,...tJCdJ rn.lHprf1!:?: of 

sen .raterv -rgamred ann '{J~!1Cd.lJ)related ,n len..:l.l~ that \..-n be 

I" ..... ted ~, ...., I' ne «rut for ourpose-, 'f tll'>pn!ol<.'( <.. 01'l1PtHI~ or J1 ''1~ 

,f ~ ,ene" m; L -e "••.ted sep "r. 'f"l) If num1h.r..:1=('·I.,e~n'"V:;et\ 
b etc under -t-e eueral 'eli~~ entry 

-1 ,t.lfelllt,>l; 'h~lUld 't , pr')"·~d 5-"'\'WIlt~ w'ten t.I~"p6<'t:"1l~ 10 

he "I,.Ut:' ",f [he records no.. 
If It uned "tt" Jo"po ..al .. rC~'le"l('d of pa..t ccumulancn -, ·f (......-

oro-, the I,....... ne u.stes dunn).': ""hlch the re ...ord .. ~ere p -oducec 
,~ou.-i1 be vt.rted 

It ..... I~" .d1',!:IP" ! I~ reqce-ted fr-, re.,,,rd\ ttl.it h, e eurrtu mum 
nr-o '".. ... 11... ut' 1>~ .t ...cumulate me V...fcnrl<:.1'1 ()en,«j' . ~ be 

....I,~'t_ .. ~'ll tt.,~" vi ,..:..~p. "il,t"th'i e«, ur ) {elm ... ·ffu'"'t;:' ...~ 
110••, r, C"~,.... ~ -"(UTe ,,~t\'I'" tr event rh-t h ,,) derermroe the 

)o:,*=".I~tln~,...>" .,u~t ....e "'Ible~··~,,: 111<1defi,~"t' ," ... ,J:x,l<;,>uf the 
r~~ "d., 1 • 'lll"'-, 1..If)\)(l HIt" r .,,.in·J r'l1\..n·tl{lf1ed~ '. l"~eIW,"C'vl'lf 

rep" !H...eu • e ...ore.so 'f'! rn cbme re.« t-:e- Medl'!' the f '~ellfhJn 

ce-red ~l'I\'uld re io Lnn! r-certamed (h,d reproduced "")1 e- or 
re ....,.(]tnJ'<; n ve been m...de rfl accordance wtth (J~A re!tlii~tlon~ 

anu 1r(: ,d qt. fe -ub ..ntutes for the paper records .. ~I\o the pro-
~j", \~.. of H'~"'R < Jill-II <li ... hout.I be observed 

E""'n 9 ~ho"uJd...bCJ"'~e\"ked)( '","1ple.. are submitted for n Item 
However samples of the records ke not .eqmred unlesv the) are 
reque ...ted by tho: 1\lAgS dPpr~o;er,'If an Item b.,....... been prevlo""I} 
vubrrutted, the -elevanr Job dod Item number should be entered 

Enln If} ..hould be left btank 

,.
 

..
 

http:dl\po:-'.11
http:n-dt-i,t�r".oj


•
 
Request 

7 
ITEM NO 

for Records Disposition Authority-Continuation 

8 DESCRIPTION OF ITEM 
(WIth Inclusive Dates or getennc 1 Periods) 

I JOB NO 

9 
SAMPLE OR 

JOB NO 

PAGE OF 

2 

10 
ACTION TAKEN 

2. Form HHS-4flA used to Record Jury Dutz 

a. Timekeeper's CopZ 

Destroy after jury duty checks have been 
received by OFR. 

b. Collection Operations Section Con c:. D efi. ~).l0" t!$",'"", k.t: 
Retain onsite for 3 years as SF-2l9~, Certificate 
of Deposit supporting documentation, then trans fer 
to the Federal Records Center. Destroy 
6 years 3 months after period covered by account. 

( 

I , 
I 

I, 

! 

-
"5-203 Four copies Including original. to be lIubmlned to the National Archlvel STANDARD FORM 115-A 

Revised Jutv 1974 
Prescribed by Genera' Services 

Aormorstr at.on 

'" FPMR 141 CFR' 101-j 1 to 


