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REQUEST FOR AUTHORITY 

TO	 DISPOSE OF RECORDS 
(See Instructions on Reverse) 

TO	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1 FROM (AGENCY OR ESTABLISHMENT)artment of the Interior In accordance wIth the provisrons of 44 USC 3303a the drs 
---'-------------------------------1 posal request, Including amendments, IS approved except for 
2 MAJOR SUBDIVISION Items that may be stamped "drspesal not approved" or "wIth 

Bureau of Reclamation	 drawn" In column 10 

3 MINOR SUBDIVISION 

and Research Center 
4 NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

Mr. Charles R. Bloedorn	 303-234-3639 t-/t./-7t ~~~~~~~.J.... 
6 CERTIFICATE OF AGENCY REPRESENTATIVE	 (Date) 

I her2bY certIfy that I am authorized to act for thrs agency In maHers pertarmng to the dIsposal of the agency's records, that the records proposed for disposal In thIs Request of 
___ page(s) are not now needed for the busmess of thrs agency or WIll not be needed after the retentron periods specihed 

Chief, Records Management Branch 
(TItle) 

97 8 DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (WIth Inclusrve Dates or RetentIon Peroods)	 ACTION TAKENJOB	 NO 

This request is a proposed revision of the current 
published Bureau of Reclamation Schedule 914., items 2(a)
and (b). The Bureau of Reclamation is proposing to 
preserve its time and attendance reports on microfilm and 
dispose of the or1ginal records. This certifies that the 
records described on this form shall be microfilmed in 
accordance with the standards set forth in 41 CFR 101-
11.504. 

Time and Attendance Reports such as: SF-1130, 1135, 1136, 
7-1275, I-503c, DI-502E, or equivalents (including sup-
porting documents such as: leave authorizations, tours of 
duty, overtime authorizations, military orders, pay adjust 
ment worksheets (Fair Labor Act), etc.) 

(a) Original paper record 
9p~~'~C:O---~~scertained that microfilmed copies have
 

been made in accordance with GSA regulations and are ade-
quate substitutes
 

(b) Master microfilm 

(1) Those on which cost distribution is shown 

Transfer to National Personnel Records Center 
(NPRC), St. Louis, Missouri, after audit by the General 
Accounting Office or after 3 years, whichever is earlier, 
NPRC will destroy when 10 years old 

115-106	 STANDARD FORM 115 
ReVIsed January 1973 
Prescrobed by General ServIces

Adrmmstratron 
FPMR (41 CFR) 101-11 4 



---

Standard XorD1'Nc;> 115a 
Promulgate3'"9-1-49 by
OI:iO~ral Services Administration Page _ 
The National Archives 

of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 DESCRIPTION OF ITEM 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTIONPERIODS) ACTION TAKENJOB NO 

(2) Those on which cost distribution is not

shown
 

-Dispose after audit by the General
 
ACco~~ Office.or after 3 years, whichever is earlier
 
EXCEP A en final SF-1130, 1-503c, DI-502E, or 7-1275
 
records show accumulated leave on separation (1) above
 
applies.
 

~ 

.J 

• 
Four copies, incluwng original, to be subn1iHed to the National Archives 16-59428-1 GPO 

http:Office.or
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In t r oduc t Ion 

TIme and At t ond.incc I{l'port~for the rt,RCcn t cr , .111 rcg i ons, W,l~hl ug t on 
Of f i cc .Job CorI1'>,YCC, .md Off i cc of Airc r.rf t Se i v i ccs are now hc i nc , 0 

ma i nt a i ned by the Correspondence and Records Scc t i on Total 1'.1)'1'011 
amounts to approx i rnat cly 9,000 TGA's per pay pc r i od , 234,000 documcn t s 
per yca r . These reports for the last 4 years occupy .in .irc.i 1 n 
Correspondence and Records of :200 squa rc fcc t , Current ly , 17 p.iy ro ll 
cler~s from the fIfth floor refer, on a self-servIce ba~ls, to tileT&A's 
located on the f i rst floor whenever r-ct ro.rct i vc 1'.I15esoccur or for 
specral cases such as ret i rcmcn t s , etc. Bccnns o of the .inc ff r c i cnt 
means of rcference and Idrge storage reqUIrements, the Accollnting Branch 
rcquc st cd "a study be m.ide to dct crm i nc the pr.ict i ca 11 t y of rcduc i ng
T&A's to mIcrofIlm. 

Problem Statement 

DetermIne the practIcality of microfIlming T&A's and de~troyJng the 
orlgJnal document. 

Scope 

Prepare a ~IIcrofilm Systems Plan and a Cost AnalYSIS (paper system vs. 
microfilm) for T&A's. 

1. T~e mIcrofIlm system must prOVIde for expedItIOUS retrIeval. 

2. The mIcrofIlm system must meet the reqUIrements of the Department of 
InterIor, AccountIng Branch, GAO, GSA, and others. 

3. All mIcrofIlm Images Will meet the applicable Federal speCIfIcatIons
and standards pertaIning to mlnldturization. 

4. The mJCrOfilm system must be more economIcal or prOVIde other value 
conSIderatIons to be JustIfIed. 

RecommendatIons 

A proposed mJCrOfilm system WIll satIsfy all the above ObjectIves In 
addItIon to prOVIdIng cl cost reductIon of 51) percent pCI' year (~ee
table II). 

As i dc from t ang i b le cost bcne f i t s , the nu crof i lm i ng of TriA's has <omc 
dIstInct benefIts over the eXIstIng sy~tem: 



1.- I.css rcco rd-. 1111 In!.!" - ~y conv c r t r ug the', 
t 

I ~opy Ir,/\ IlItO 

a m ic ro f i lm c.i i t i ".ge <y st c.n, .111 c"t nu.i t r-d 3-:C.ll" vo lumo of 
702,000 doc umc nts cou ld be IVdIILl'd to .rhou t 1:'0c.i rt r i clg cs. lh i s 
1,,111 t o t alLy o l i nu n.i t c the need for bo x i ng , r ndc v i ng , .ind ',hllljllllg
the rcc.orrls to the Fcdcr.i l Rcc o rcls Cc nt cr. /\n ovcra lI !:>.IV Ing~ 
to the lcdcrn l Cov crnnu-n t wou ld rcsu lt s i nc c t he lrxlcraI Rcc ords 
renter IVIll no longer be m.ri nt a i n ing .md ~erVJCIl1g these rccords , 

2. Fl'.. f i lc cont i nu i t y , - Records filed on rm cro f i lm .i re Ined 
f i xcd sequence, gua rd i ng agn i nst rni sf i ling , nu s Liy i ng , a lt cr at i on , 
or loss. 

~I~)] ementatlon 

Af t er approval, m i c ro f i lnu ng should st art i mm- d r-
at cly , T&A's dat i ng from 1973 rot a i n cd in storage at the II,R eCI er 
should be m i cro f i Imcd w i t h i n 6 months. Fr lm i ng wou ld be done In t he 
order of ncwe r years f i lmcd f i rst , then older years. 

factors /\ffecting InstallatIon of MICIOfJlm System 

DIsposal of permanent records after mIcrofIlmIng ~Ill r"quIre reVISIon 
of the Reclamation InstructIon Handbook No. 2 RetentIon Standards. A 
request to the Ge~cral Services Administration for approval to Inicro-
fIlm and dIspose of nonpermanent records WIll be requIred. These regu-
lations are outlined In the rederal Property Management RegulatIons,
Amendment No. B-12, Chapter 101. Chapter 101, Subpart 11.507, says: 

"Nonpermanent records to be held less than 10 years may be 
microfilmed In accordance wIth agency standards and require-

\	 ments for the retentIon of the records, includIng the optIon

of using any film, processIng system. or storage conthiners
 
the agency may select."
 

However, approval should be secured from our finance office and the 
General Accounting Office prior to disposal of these records. 

Present System Description 

All T&A's but the last two or three pay periods are stored in the 
Records ~Ianagement Unit, room 106. The followIng describes the 
present system used in processing T&A's: 

1. A Time and Attendance Report for each employee is kept by the 
unit timekeeper. This report is filled out either in pen or 
typewritten. At the end of a pay period the TGA's are forwarded 
to a central timekeeper usually at the branch level. Each branch 
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.irIS a s s i gucd a block numbe r . I'hc '1[1/\1~ c s o r t cd Into .r l ph.rbc t t c.i I 

order by the b rnnch t i mc kccp cr , then "'l'ntto I'uy ro l I for proccss r ng . 

2. All rcg i on s, W:l~Jl1ngton,Youth Con so rvn t i on Ccnt crs (YCC). .Iob 
Corps Ca mp s, a nd the Off i cc of /\ Serv ICC'" s cnd the Ir 'I [1/\I r c r.1 ft IS 
In block and .Ilphabetlcal order to the [GR Center for procc~"'lng.
Total T&A volume amount~ to approxImately 9,000 for each of the 
26 pay pc r i ad s. 

3, In ad d i t i on to the standard T&A Report, other attachments 
may be Included: SF 71's - leave authorlzat10n, tOllrs of duty,
overtIme authorIzatIons, mll1tary ordcrs, and PJY AdJu<.,tment
Worksheets - Fall' Labor Standards /\ct. These attachments com-
prIse less than 5 percent of the total T&A volume. 

4. The records for three to four pay perIods arc hept by each of 
the 17 payroll clerks. fhesc older T&Als are hept 1n order to make 
later adjustments and for reference purposes. When the fG/\IS are 
four pay pCrl ods old, the)' :JTe s cn t from the P.nTO 11 o ff i c e l ocat cd 
on the f i f t h floor to the Rcco rds Na uag cmc nt l ln i t l o c.i t cd on 
the f i rst floor. 

S. Whenever there are retroactI~e pay Jdlustmcnts, WhICh happens
regularly for hourly p a i d employees, or when r errrernent C0I11[11Ita-
tlons must be made. or for varjous other rea<;ons, the payroll
clerks must go to the Records Nana gement Uru t to research the 
older T&A's. Currently, T&A's arc beIng kept bach to 1972 
These records occupy a 200-square-foot :.IreaIn the Records lIlllt. 

The systems plan descrIbes the procedures to be utIlIzed by the 
MicrofIlm UnIt to assure that the T&A's are properly assembled,
mIcrofIlmed, documented, etc. 

ResponSIbIlItIes of Those ContrIbutIng to the T&A 

MIcrofIlm Unit. - The MIcrofIlm Uillt WIll have the responslblllty
for the fIlmIng, qualIty control, and overall cOOrdlnJtlon of the 
T&A mIcrofIlm program. 

Ac coun t i ng Branch. - Ac coun t i ng Br.mch IS rcspons i b lc for ell~llr-
Ing that all T&/\15 arc sorted hy reglon<;, W~shlllgton OffIce, etc.,
also tha t all blocks are In nume r i ca l sequence, .ind t ha t T&A' .....Ire 
w i t h i n a lphabcr o rdcr blocks. Ac counr i ng 131.1I1chi c w i th i n 1'111 pre-
pare both current anJ P:Jst T&Als. 

Document pr cp.ir.irron i nvo lvos rcmov i ng st ap los , 1'.1(1('1" c li p-., .ind 
mcnd i ng torn page~ w i t h t r.ms p.u onr t upc, 
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Le g i b i l r t y . - The phy s i ca l cha rnc t c r i s t i c s of the o ri g i na l Tl;i\ WIll 
dc c ne l cg l c r mn g e appc.i nu c Im , h st rnu how i b the WIll r on rof i For t i 

reason, all t i mck ccpors arc rcspons r b lc for the fo llow i ng Items: 

1. Data entrIes. - Data cntries wIll be clc3rly wrItten In 
black Ink or t ypcwr i t t cn , (Th i s w i lI ncc ess i t at e the need for a 
lctter to the regIons explaInIng these data entry requIrements). 

Whencver the T&A or supportIng forms, i.e., SF 71, tour of dut~,
overtJme authorIzatIon, corrected T&A sheets, are to be redesIgned,
the Forms Control UnIt should ensure that mIcrofIlm consideratIons 
such as color, SIze, etc., be reviewed. 

DetaIled Operating CrIterIa 

Sequence of Events 

The capaclty of a 16-mm fIlm cartrIdge IS about 2,600 Images of 
8-1/2 x l2-lnch documents, If they are fed Into the camera length-
Wlse. Retrieval would be severely complicated If one cartrldge
contaIned part of a pay perIod and another cartrldge contalned the 
contlnLatlon of that pay perIod. Consequently, the volume of docu-
ments for each reglon must be consIdered when deVISIng a batchlng
sequence. As of January 1976 total payroll for each region IS as 
fo l l ows : 

Region 1 - 1,293 Reglon 5 - 718 Region 10 - l', 345 
Region 2 - 1,534 ReglOn 6 - 1,031 Reg i on 11 - 493 
Region 3 - 1,176 Region 7 - 864 Re g i on 12 - 19 
Reg i on 4 - 885 Reg i on 9 - 265 Reg i on 14 - 87 

For 1976 and henceforth, Payroll receIves T&A's from timekeepers.
Process T&A's. Four weeks later, documents batched Into SlX groups
for one pay period - RegIon 1; Region 2; RegIons 3 and 4; RegIons 5 
and -6; Reglons 7 and 9; and regIons 10, 11, 12, and 14. 

Although It is realIzed that there are benefIts in having a car-
tridge contaln Just one regIon and several pay perIods, thls method 
would reqUIre eIther conSIderable time spliCIng on each new pay
period or holdIng the documents from several pay perIods untIl a 
full cartrIdge could be processed. Holding the documents negates
the benefIts of elimlnatlng the paper and savlng floor space. Put-
ting more than one reglon on a cartrIdge for each pay period pro-
vides the most beneflts for the current T&A processing cycle. 

For years 1973 through 1975, each cartridge WIll contaIn just one 
region and one or more pay perIods depending on the SIze of the 
payroll for that reglon. Thls batch order was selected for those 
years because It corresponds to the filIng order as presently stored. 
This WIll mlnlmlze the need for any new sort order before mlcrofllm-
ing. Each cartrIdge wIll contaIn the followlng Informatlon: 
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RegIon 1 - 1 pay per rod for c.i ch cartrIdge 26 cu r t r i d g c s. 
RegIon 2 I pay perIod for c.i ch c.i r t rIdge = 26 cartrIdges
RegIon 3 2 pay per i ods for c.i ch c.rr t r i d gc 13 cartrldges
RegIon 4 2 pay perIods for each c.i r t r nlg o 13 co r t r i d g cs 
Region 5 3 pay perIods for each c.i r t r i dg o 9 c.i r t r 1 dg cs 
Reglon 6 2 pay perIods for each c a r t r i dg c = 13 cartrldges
RegIon 7 2 pay p cr i od s for each cartrIdge 13 cartrIdges
Region 9 7 pay perIods for each cartrIdge = 4 cartrIdges
RegIon 10 1 pay perIod for eJch cartridge = 26 cartrIdges
RegIon 11 - 5 pay perIods for each cartrIdge = 5 cartrldges
RegIon 12 - 26 pay per i od s for each cartr"ldge = 1 cartrIdge
RegIon 14 - 13 pay perIods for each cartrIdge 2 cartrIdges 

Yearly total - 151 cartrIdges 

Fi Imi ng - 16 mm 

Check out Kodak 700 rotary camera prIor to beginnIng f i lnu ng . 

Clean glass gUIdes before the start of each roll of f i lrn. 

Vacuum the Inside of the camera each day. 

MaIntaIn productIon log - control number, etc. 

Run qualIty test strIps periodically. 

Load fIlm - l6-mm AHU (IOO-foot) Into 24:1 camera unIt - must 
meet ANSI standard PHl.25. 

Set, control to fIlm top - one SIde only. 

Hold space button for 10 to 15 seconds. 

Film a START sheet (figure 1). 

Film a resolution chart (figure 2). 

Film a blank white 20-pound bond sheet of paper for density tests. 

Next complete and fIlm a declaration of intent form (fIgure 3), 
then complete a certIfIcate of authenticity - start (fIgure 4) and 
f rlm it. 

FIlm the appropriate region number (figure 5) flashcard 10 tImes. 

FIlm a block number flashcard (fIgure 6) tWIce at the start of 
each new block. 

BegIn filmIng documents - the top of the document should always be 
fed straIght Into the camera WIth the rIght edge of the document 
against the far rIght-hand edge of the feeder tray. 
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\'Jhencvera document needs to be rof i lmc-d such ,l~ In the case of
 
a paper jam, f i lm a COI{I{LCTIONshcct (flgure 7), then rcf i 1m the
 
document.
 

Always usc a COIWI:CI' ION sheet when rcf i lm ing n document bc c.iu-.c 

of jams, fOlded sheets, crookedness, etc. 

Film both si des of SF 71's and any other attachments hav i ng w r it t cn 
information on both sides. Attachments requiring both sides be 
filmed shou ld be flagged wi t h a colored piece of paper at the t i mc 
of document preparation. 

Film a region number flashcard 10 times at the start of each batch 
of region T&A's. After the last T&A complete and film a certIflcate 
of authentIcity - end (fIgure 8). 

Film a blank whIte 20-pound bond sheet of paper for density tests.
 

Film an END sheet (figure 9).
 

If after the quality control and film inspection, individual docu-
ments need to be refilmed, a RETAKE authentIcation sheet (figure 10)
 
should be completed and fIlmed along with the document.
 

Retakes are spliced on the front of the appropriate cartridge.
 

Film Developing
 

The Microfilm Unit will process the film. Film shall be processed

in accordance WIth FED-STD-12S.
 

\Quality Control - FIlm Inspection 

Each roll of film will be inspected using National Micrographic

Association publication ~IS-I04-1972 as a guidel ine.
 

Maintain production log.
 

Scan film for completeness, checking for legibility, orientation,

fog, etc. 

Each roll will undergo a resolution test - the minimum acceptable

reading will be 5.0 (120 lines/mm at 24X).
 

Perform a density check at beginning and end of each roll of film
 
(density will be 1.1 ~ 0.2).
 

Refilm entire roll if proper density is not achieved.
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Future Consideratlons 

Sjnce the regions also keep a copy of Tt;A's lt may be of beneflt to 
provide them w i th a dup li cat c copy of the m r cro f i lmr-d TGA's .md elimi-
nate the hJrd copy. Since none of the regions have a cartridge reader 
the equipment investment may not be cost effectlve. The regions shoilld 
determine for themselves if a T&A mIcrofilm system would be of benefit 
in their own particular situation. 

When reference to older TGA's IS of exceptionally large magnitude, 
such as was the case for the retroactIve pay raise for JII In 1974,
it may be necessary to arrange for the llse of cartridge readers located 
in other branches. 
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Table	 I 

COST ANALYS 1 S r:OR ~1I CROr I UI I NG TGA I S 

1/73-12/75 

I. Volume of records	 702,000 

2.	 Mlcrofllming/labor (234 hours)
3,000/hour at $3. 76/hour $880 

3. Processlng/labor 

a.	 453 rolls x 3 minutes/roll (23 hours)
x $4.58 $105 

b.	 156 rolls x 3 mlnutes/roll

x $4.58
 

4.	 Inspection of processed film/ 
labor 

a.	 23,400 feet 600 feet/hour (39 hours)
x $4.58" $179 

h.	 7,800 feet 600 feet/hour
 
x $4.58
 

5. Cartridge loading/labor 

a.	 453 cartridges x 3 minutes (23 hours)
per cartridge x $4.58 $105 

b.	 156 cartridges x 3 minutes
 
per cartridge x $4.58
 

6. Supplies 

a. Film (AHU) 

(1) 453 rolls x $3.46/rol1 $1,567
(2) 156 rolls x $3.46/roll 

h. Cartridges 

(1)	 453 cartridges x $1.15 $521 
each 

(2)	 156 cartridges x $1.15
 
each
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Recurn	 ng .innu.i l ly 

234,000 

(78 hours)
$293 

(8 hours)
$37 

(13 hours)
$59 

(8 hours)
$37 

$540 

$179
 



Table I - COlltlllUCU 

c. Leaders 

(1) 453 leaders x $0.16 each 
(2) 156 leaders x $0.16 each 

d. Chemicals 

(1)	 l2-gallon developer
x $6.47 

l2-gallon	 fixer 
x $4.02 

(2)	 4-ga11on developer 
x $6.47 

4-gallon	 f ixer 
x $4.02 

7. Total cost to nu c ro f i Im 

\ 

1/73-12/75 Recurring :11lJ1u.llly 

$ 72 
$ 25 

$ 78 

$ 48 

$ 26 

$ 16 

$3,555 $1,212 

10
 



Table II 

~IICI{QFIL~I VS. IU n NrlON 01' IL\IW COPY 
COST [VALUATION 

Paper system Microfilm system
annllal recurring expenses annual recurring expenses 

File envelopes $ 126 Supplies $ 786 
(300 at $0.42) 

Labor - fili ng , $ 911 Labor $ 426 
maintenance 
(52 wk x 3 hr/wk x Subtotal $1,212
$5.84/h1') 

Rese.J.rchtIme - $ 506 Research time - $ 169 
AccountIng Account i ng
(120 hr x $4. 22/l1r) (40 hr x 

$4.22/hr) 

Storage sliace $1,232
(200 ft~ x $6.16 ft2) 

Total $2,775 Total $1,381 

Annual projected savIngs - $1,394 

Paper system .Microfilm system . 
equipment released equipment investment 

13 sections shelving $1,950 1 reader $1,500 
at $150 

2 five-drawer file $ 240 1 film carrousel $ 425 
cabinets at $120 (672 capacity) 

Total $2,190 Total $1,925 
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T~h leI I I 

GSA Burcau of RcclamatIon 
annual 

mIcrofilming charges 
annual 

microfIlming charges 

Mi cro f i Im i ng 
($18.00/1,000 

Developing
($1.70 roll x 

Cartridges
($1.28 x 156) 

Loading
(156 x $0.50) 

x 234,000) 

78) 

$4,212 

$ 133 

$ 200 

$ 78 

Mi c r o f i l ming 

Developing 

Cartridges 

Loading 

$ 892 

$ 91 

S 179 

$ 62 

Total $4,623 Total $1,212 
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