REQUEST FOR RECORDI™MISPOSITION AUTHORITY
* (See Instructions on reverse)

259 )’3‘47

[ TT-— LEAVE BLANK

JOB NO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERYICE, WASHINGTON. DC 20408

NCI-40-%2-1

DATE RECEIVED

1 FROM [AGENCY OR ESTABLISHMENT)
U.S5. Department of Commerce

July 26, 1982

lN(f)TIFlCMTION TO AGENCY

2. MAJOR SUBDIVISION
Office of the Secretary

in accordance with the grovisions of 44 WS C 33034 the disposat re
quest including amendments 15 appraved except for nems that may

3. MINOR SUBDIVISION
Management Services Center

ge stamped ° disposal not approved " or “withdrawn i column 10

4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
. /6-8A -
Iv Y V. Parzr 377-3 6 3 0 Date Archivag of the Umited States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency i mgjtiers pertaining to the disposal of the agency's records;

that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specified.

[J A Request for immediate disposal.

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

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

retention.
C. DATE ;ﬁfUHE OF AGENCY REPRESENTATIVE E. TITLE
Departpental Records THaragemdnt Officer
7_,/ j: S?}_ ! .,./JA’q, M ‘/p&"/u
ITEM NO d (With lngluE-ESCD?:ZJI:gNngn:TanPenods) Sﬂggﬁsoon ACT]O;JOTAKEN
Office of the Secretary
Management Services Center
Payroll Section
(Formerly-Office of Financial
Operations,Payroll Branch)
1. Payroll (Fiscal Folders) - One or more folders NC1-40-79-1
P established for each employee in which are filed | Item 421
, copies of sucp papers as Notiiication of
. Persognel AcFlon, Payroll Changes Slips, Health
! Benefits Reg}stration, Time and Attendance
Reports, retirement records of separated employees
and allgtmen;s of pay to name a few. Upon
Separation from the O0ffice of the Secretary or
the area which it serves, and employee's file
1s closed.
Retire closed cases to SHA at the end of every
two years. Transfer to WNRC 1 year later.
Dispose when 6 years old.
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2. Individual Earning and Service Records - This is a record

of service, pay, and summary of retirement deductions for
each employee.

Retire to SHA at the end of every 2 years. Transfer
to National Personnel Records Center 2 years later.
Destroy 56 years after the date of last entry on

the card.

Grs v,
o |



