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REQUEST FOR RECORDS DISPOSITION. AUTHORITY

(See Instructions on reverse)

(]

LEAVE BLANK

e

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

N"I :’SW! ”g

DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
Army and Air Force Exchange Service

2. MAJOR SUBDIVISION
Administrative Services Division

3. MINOR SUBDIVISION
Records Management Office

4. NAME OF PERSON WITH WHOM TO CONFER

K. E. Bayro

5. TEL EXT

330—2281 Date Aglhnint of the Umited Stutes

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the dispo
that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specified.

(] A Request for immediate disposal.

[x] B Request for disposal after a specified period of tim

retention.

page(s) are not no

of the agency's records;
eeded for the business of

or request for permanent

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE

3 Apr 78 CWW'\

E. TITLE //
Recordf Management Of

ficer

7
7. 8. DESCRIPTION OF ITEM .
ITEM NO {With Inctusive Dates or Retention Periods) ,
’
va

9.

10
SAMPLE OR ‘
JOB NO ACTION TAKEN

1. 406-11 TIME AND ATTENDANCE REGISTERY amend to read as

: T
"'406-11 TIME AND ATTENDANCE REGASTERS w/ /

Computer generated Time and 'é;ndance Registers listing
ending dates, employee names
and social security numbe . hours worked (including over-
time, holiday and Sunday /ours)— vacation/sick leave taken
and bearing each employfe's signature. Includes all em-
Arranged chronologically

follows

facility number, pay period

’

b. icate (yellow) copy.

tenance/and disposition.

pisted below are proposed amendments to.Army and Air Force
[Exchange Service Manual 5-1, Records Mgfiagement:

pay perigfA. Transfer to Payroll Branch, HQ AAFES, for main

toff monthly. Destroy after 6 months.

(u

Cutoff at close of each

¢ 1S

S D pard o LS L i

F2d KA

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Standarqd Form No. 115

Revised November 1951

Prescribed by General Services REQUEST FOR AUTHORITY LEAVE BLANK

GS‘}QdE:I.s;’:}%lEOG ’ DATE RECEIVED JoB NO.
“g. 3-1 TO DISPOSE OF RECORDS

(See Instructions on Reverse)
DATE APPROVED

T0: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 CONGRESSIONAL AUTHORIZATION
1. FROM (AGENCY OR ESTABLISHMENT) HOUSE REPORT NO. CONGRESS | DATE
Army and Air Force Exchange Service SESSION
2. MAJOR SUBDIVISION NOTIFICATION TO AGENCY
ini i i ivisi CONGRESS HAS AUTHORIZED DISPOSAL OF ITEMS MARKED
Administrative Services Division R e ORI T

3. MINOR SUBDIVISION
Records Management Office

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
K. E. Bayro 330-2281 (Date) Archivist’s Representative.

6. CERTIFICATE OF AGENCY REPRESENTATIVE:
I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and tbat the records described in this list or

schedule of pages are proposed for disposai for the reason indicated: (*‘X" oniy one)
A The records have B The records will cease to have sufficient value
ceased to have suffi- to warrant further retention on the expiration
cient value to warrant of the period of time indicated or on the occur-
further retention. rence of the event specified,

3 Apr 78
(Date) (8ignature of Agency R )
s.
2. Page #2 8. DESCRIPTION OF ITEM 10.
ITEM NO. & (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMELEQR | ACTION TAKEN

c. Triplicate (pink) copy.
Cutoff at close of each pay period. Destroy a

d. Approved leave and overtime requests.

Cutoff after employee signs time and atpfndance register

Pestroy after 90 days.

2. 703-01 CASUAL LABOR TIME AND ATTENDANCE FILES amend to
read as follows:

'"703-01 CASUAL LABOR TIME AND APTENDANCE FILES

Document used in updating Cagual Labor payroll records
within the U.S. payroll sygfem and in the support and prept
ation of related accountifig reports. Arranged chronologicglly.

a. Original, bearig employees signature. Cutoff at
the close of each pay’period, transfer to Payroll Branch,
HQ AAFES for mainteriance and disposition.

Cutoff at clgbe of fiscal year. Destroy after 4 years.

t close of each pay period and transfer to
nd Files. (702.07b)."

Cutoff
Working

DELETE THE FOLLOWING STANDARD

1'1604-24 MECHANIZED TIME AND ATTENDANCE REGISTERS (ER's)."

Four coples, including original, to he submitted to the National Archives and Records Service




