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Rf!:OUEST FOR RECORD~ISPOSITION AUTHORITY ~ LEAVE B~NK
 

.,. • (See Instructions on reverse)
 JOB	 NO 

TO	 GENERAL SERVICES ADMINISTRATION, tJCI- LJO-~'2·1
 
NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON. OC 20408
 

FROM OR "	 OAT:fl\EIVED ?"(.J It; rz-1 [AGENCY ESTABLISHMENT) 

U.S. De]2artment of Commerce ~NOTlF'CATION TO AGENCY 
2. MAJOR SUBDIVISION 

111accordance with the crcosons o! 44 USC 33033 the disposal reOffice of the Secretary quest Irlcludmg amendments IS approved except lor Items that may 
3. MINOR SUBDIVISION	 be stamped' disposal not appw\'ed' or "withdrawn 10 column iO 

Management Services Center 
4 NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

g»_/6S;' UikcK V 
01111' An/lllillollilf (lmf(·d Sfllf('\VIvy V. Parr	 377-3630 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I 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 'l.- page(s) are not now needed for the business of 
thrs agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

bJ B Request for disposal attar a specified period of time or request for permanent 
retention 

C. DATE o SIr!:URE OF AGENCY~ENTATIVE E. TITLE 

Depart1pental Records 'lfanag'eIIlentOfficer 7-/£-:12- -, /~~"if. (Ja.. -
7 8 DESCRIPTION OF ITEM	 9. 10o 

ITEM NO (WIth rncrusrve Dates or aetenuon Periods)	 SAMPLE OR ACTION TAKEN
JOB	 NO 

Office of the Secretary

Management Services Center
 

Payroll Section
 
(Formerly-Office of Financial
 

Operations,Payroll Branch)
 

1. Payroll (Fiscal Folders) - One or more folders NCl-40-79I-l 
established for each employee in which are filed Item 421 
copies of such papers as Notification of 
Perso~nel Ac~ion, ~ayroll Changes Slips, Health 
Benef1ts Reg1strat10n, Time and Attendance 
Reports, retirement records of separated employees
and all?tmen~s of pay to name a few. Upon
separat10n from the Office of the Secretary or 
~he area which it serves, and employee's file 
1S closed. 

Retire closed cases to SHA at the end of every
t~o years. Transfer to WNRC 1 year later. 
D1spose 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. 


