= » Q

REQUEST FOR RECORDS DISPOSITION AUTHORITY

J LEAVE BLANK
(See Instructions on reverse) JOB NO
NC1-LT=B2-1"y

TO

GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, BC 20408

1 FROM (AGENCY OR ESTABLISHMENT)
Health and Human Services

DATE RECEIVED

9-21-82

2 MAJOR SUBDIVISION
Social Security Administration

NOTIFICATION TO AGENCY

3 MINOR SUBDIVISION
Office of Management, Budget, and Personnel

4 NAME OF PERSON WITH WHOM TO CONFER ( 5 TEL EXT

Ernest P. Lardieri FTS 934-5770 ‘[:M
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& CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | am authorzed to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for dispesal in this Request of

this agency or will not be needed after the retention periods specified.
[ 1 A Request for immediate disposal.

page(s) are not now needed for the business of

XX B Request for disposal after a specified period of time or request for permanent

retentlon

C DATE D SIGNATPRE OF AG?‘CY HE%ESENTATIVE
9/16/82

E TITLE

D, Cecrge-E.-Daal [

Department Records Management Officer

9
7. 8. DESCRIPTION OF ITEM . 10.
ITEM NO [With Inclusive Dates or Retention Perrods) S?ggLEOOR ACTION TAKEN
oeP-& -
o -2

Error Notice Form HHS—411A and Leave Error Notice Form
HHS-411B and Equivalents

These forms are completed by timekeepers and sent to the
Office of Human Resources (OHR) to record and correct,

error notices are forwarded to the Department of Health
and Human Services. The HHS-411A 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 Copy

Destroy after error has been corrected.

errors in employee pay checks and leave records. Original
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STANDARD FORM 115

Ravised Aprsl, 1975

Prescribed by General Services
Adrministration

FPMR (41 CFR} 101114
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General Instructions T

U'se Standard Form 115 tobtainible from supply depots of the
Federal Suppty Service. General Services Admmnistration? and the
cortinu~tion sheer Standard Fors-115a {obtanable from the Rec-
ardy Dispoction Division Office of Federdi Records Centers, Mo
tkmdl Archivas and Records Service, Washmvton D C 2040%) ¢
whtuin duthonty to,dispose of revass: Or 16 rfequest permdnent re
te-ion uf records Detach the Gifth comy from the et nid keep as
your ceference copy S it the first fuur oo s of the vet » the
Natiwoal Archives d Red o (g Lopy wal se refened
wthe ageny  « mmte bon ¢ - Asthet ge uthe azed fordipos
19 mis wathdl wa ar nat approved o disposei wall me 0 m rked
F .n 5F Compaelle Grener o voncurm ne, must be
s i med My o moi Bpatw & approvel ran G AQ ’

R ATI®Y
T oeyr 1

Npew rfie Dingorms 1 4

Farrier 12 ¢ nd T shoubit show vt o gncy hee caandy of the
e o4 byt e dentt od e the form
f the “evrtment of indePendent 4 <NCy
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wham nguirtes ror rd e the records should ne directee

Ear & Jhowtd ne wpregd nd datad o the four vopses Dy the
votivy et entobive The nomber of nup o nvolved 1 the req st
should he awerted
Box A should be checked of the tecords moy be disposed of 1m
mediately Box B should be checked if contininng disposal authonty
1n requested or if permanent retention s requested Only one box
mey be chegked

Lnuty o lecate the peron b

Ertry 7 should contan the numbers of the items of records iden
tified on the form m sequence.re . | 2.3 4. etc

Enatry ¥ shouwld show what records are proposed for disposal

S5A Records -Officer

Representative

\ .
&\\R g\ta‘\(ﬁ M Cuad

OHR Representative

INSTRUCTIONS

Center headings should indicate what office’s records are -
volved if all records descnbed on the form are not those of the same
office or if they are records created by another cffice or agency

aAn dentificotion should be provided of the types of records in-
volved if they are vther than textural records, for example. if they
.re photogr-p'ic records. sound recordings. or cartographic records

Ao termz awen and ceurate slentfication sk ould be provided of
by schigs of ieweds that are proposed for disposal or retennion
Euch <enes ohoulu wonpnge the latpest prucimcdl pronpreg of
wen rately organized and ‘owcally related o tenals that o-n he
roeted ws s s gie unit for aueposes o Aispos.adl (ompornt p e
# L senes o e finled sepn tely of aumbeted L€ weconvily -

b zte  under the eneral sence entry

4 stafeqe s shogid Yo proveded showin when dispasel 3§ 10
be nute of the records hue

If #ymed ole deposal « regaested of past coumulations of ro.-
ords the ime vave dates dunng which the records were produced
shouul be stated )

It contimt o divoos Tas requested for records that he ¢ cumn
latedf v w4 o Waue br scctimulate e verenbion pervw! v oy be
ARy < ke wd pears ueaths oie or o terms of futtee
A rture actisen ar gevent thel o ro derermine the
st be obentiee nd defirde tF o oopase of the
Cnip v af WpoR the P nicrotibmed, < otherwase
repr- bwes v mom chine rewe e media the s reunon
period srould re.d Latl seertained that reprodirced o es or
re. wainps h ve been made «n accordance with GSA rexuiations
ard are . d qu te subshitutes for the paper records ™ Alo the pro-
vise s of FPMR T 101-11 S should be observed

Errmy ¥ should be hecked of 5 .mples gre submitted for noitem
However sanqples of the records 4re not eeq'mred unless they are
reguested by the NARS appraser. H gn ftem b~ been previously
submtted, the relevant job and item pumber should be entered

Entry 1) should be left blank
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Request for Records Disposition Authority— Continuation J08 NO PAGZE OF
7 B DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO (With Inclusive Dates or Retentio Penods) JOB NO ACTION TAKEN
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2. Form HHS-441A used to Record Jury Duty

a.

Timekeeper's Copy

Destroy after jury duty checks have been
received by OFR.

Collection Operations Section Copy/ " {) %
or-egm'wu "

Retain onsite for 3 years as SF-219, Certificate

of Deposit supporting documentation, then transfer

to the Federal Records Center. Destroy

6 years 3 months after period covered by account.

115-203

Fout coples including original. to be submitted to the National Archives

2T waft

STANDARD FORM 115-A
Revised July 1974

Frescrbed by Genera' Services

Agministration
FOMR (41 CFR» 10151 4
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