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LEAVE BLANK

REQUEST FOR AUTHORITY DATE RECEIVED
TO DISPOSE OF RECORDS MAY 2 7 1976

(See Instructions on Reverse)

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

“NC1l—-115-76 - l

JOB NO

NOTIFICATTON TO AGENCY ~

1 FROM (AGENCY OR ESTABLISHMENT)
Department of the Interior

2 MAJOR SUBDIVISION
Bureau of Reclamation

drawn’' 1n column 10

3 MINOR SUBDIVISION
Engineering and Research Center

4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
Mr. Charles R. Bloedorn 303-234-3639 | £ - /4-7¢ C
6 CERTIFICATE OF AGENCY REPRESENTATIVE (Date) _{

In accordance with the provistons of 44 US C 3303a the dis
posal request, including amendments, i1s approved except for
items that may be stamped

*‘disposal not approved'’ or ‘‘with

Archivist of the United States

1 herﬁby certify that | 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

5/

Date

page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified

/il S

Chief, Records Management Branch

(Signature of Agency Representative)

(Title)

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9
SAMPLE OR 10
AMELE S ACTION TAKEN

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 original 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

ment worksheets (Fair Labor Act), etc.)

(a) Or1g1na1 paper record

edz?ggtal- ascertalned 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

duty, overtime authorizations, military orders, pay adjust;

Fideswer

115-106

(ppeple A-emmﬂ,(,/ 6161600
apl\QS“LO %N/VC \ QNC‘S‘Q NCW b“b‘wa

STANDARD FORM 115

Revised January 1973

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Standard Form<No 1158 , g \

létomullgésxte 9—1—;:9d by trat . . o - .
ral Services Admimstration
The National Archives ,ob No Page
of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) Sﬁl\ggLﬁé)R ACTION TAKEN

(2) Those on which cost distribution is not
shown

-Dispose after audit by the General
Accounti Office or after 3 years, whichever is earlier
EXCEPT,%hen final SF-1130, I-503c, DI-502E, or 7-1275
records show accumulated leave on separation (1) above
applies.

Four copies, including 1, to be snbmitted fo the National Archives 16—50428-1  GPO
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PROPOSAL  MICROI TLHING TIMEL AND ATIINDANCE RIPORIS
lg}foducplgﬂ

Time and Attendance Reports for the I'4R Center, all regions, Washington
Office, Job Corps, YCC, and Office of Aircraft Seivices arc now being
maintainced by the Correspondence and Records Scection Total payroll
amounts to approximatecly 9,000 T&A's per pay period, 234,000 documents
per ycar. These reports for the last 4 years occupy d4n areca in
Corrcspondence and Records of 200 squarce feet. Currently, 17 payroll
clerks from the fifth floor refer, on a sclf-service basis, to the TgA's
located on the first floor whenever retroactive rdaises occur or for
special cascs such as retircments, etc. Because of the inetticient
means of rcference and large storage requircments, the Accounting Branch
rcquested ' a study be made to deterimine the practicality of reducing
TgA's to microfilm.

Problcem Statement

Determine the practicality of microfilming T§A's and destroying the
original document.

Scope

Prepare a ilicrofilm Systems Plan and a Cost Analysis (paper systcm vs.
microfilm) for TEA's.

Objectives
1. The microfilm system must provide for expeditious retricval.

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 miniaturization.

4. The microfilm system must be more cconomical or provide other value
considerations to be justificd.

Recommendations

A proposcd microfilm system will satisfy all the above objcctives 1n
addition to providing a cost reduction of 50 percent per yecar (sce
table 11).

Aside from tangible cost benefits, the microfilming of TGA's has some
distinct benefits over the cxisting system:
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1.- Less records wWlling., - By copverting the'l I #opy IGA 1nto

a wmicrofilin coartisage systom, an cestaimated 3-yvear volume of
702,000 documents could be rceduced to about 150 cartridges. lIhs
will totally climmnate the nced for boxing, indexing, and shippuing

the records to the Federal Records Center.  An overall savings
to the I'ederal Government would rcsult since the Federal Records
Center will no longer be maintaining and scervicing these rccords.

2. Fixed file continuity. - Records filed on microfilm are 1in
fixed scquence, guarding against misfiling, mislaying, altcration,
or loss.

L@p]cmcntatlon

After approval, microfilming should start imm di-
atcly. TgA's dating from 1973 retained in storage at the I 4R Cer cr
should be microfilmed within 6 months. Filming would be done 1n the
order of necwer ycars filmed first, then older ycars.

Factors Affecting Installation of Miciofilm System

Disposal of permancnt records after microfiliming will require revision
of the Reclamation Instruction Handbook No. 2 Rectention Standards. A
request to the General Services Administration for approval to micro-
film and dispose of nonpcrmanent rccords will be required. These regu-
lations are outlined 1n the Fedecral Property Management Regulations,
Amendment No. B-12, Chapter 101. Chapter 101, Subpart 11.507, says:

"Nonpermancent rccords to be held less than 10 yecars may be
microfilmed 1n accordance with agency standards and require-
ments for the rctention of the records, including the option
of using any film, processing system, or storage containers
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 TEA's but the last two or three pay periods are stored in the
Records Management Unit, room 106. The following describes the
present system uscd in processing T§A's:

1. A Time and Attendance Report for each employce is kept by the
unit timekeeper. This report is filled out either in pecn 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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1s assigned a block number. The T&A's are sorted into alphabetical
order by the branch timekceper, then sent to Payroll for processing.

2. All rcgions, Washington, Youth Conscrvation Centers (Y(C), .Job
Corps Camps, and the Office of Awrcraft Services send their T6A's
in block and alphabetical order to the LGR Center for processing.
Total T&A volume amounts to approximatcly 9,000 for cach of the

26 pay periods.

3. In addaition to the standard T§A Report, other attachments
may be included: SF 71's - lcave authorization, tours of duty,
overtime authorizations, military orders, and Pay Adjustment
Worksheets - Fair Labor Standards Act. These attachments com-
prisc less than S percent of the total T§A volume.

4. The rccords for thrce to four pay periods arc kept by cach of
the 17 payroll clerks. These older T§A's arc kept 1n order to make
later adjustments and for reference purposes. When the T§A's are
four pay periods old, they are sent from the Pavroll office located
on the fifth floor to the Records Management Unit located on

- the first floor.

5. VWhencver there are retroactive pay adiustments, which happens
regularly for hourly paid employees, or when retirement computa-
tions must be made. or for various other rcasons, the payroll
clerks must go to the Records Management Unit to research the
older TgA's. Currently, T&A's are being kept back to 1972

These records occupy a 200-square-foot area in the Rccords Unit.

The systems plan describes the procedures to be utilized by the
Microfilm Unit to assure that the T§A's arc properly assembled,
microfilmed, documented, etc.

Responsibilities of Those Contributing to the T§A

Microfilm Unit. - The Microfilm Unit will have the responsibilaty
for the filming, quality control, and overall coordination of the
T&A microfilm program.

Accounting Branch. - Accounting Branch 1s responsible for censur-
ing that all T&A's arc sorted by regions, Washington Office, ctc.,
also that all blocks are in numerical scquence, and that TEA's are
within alphabetic order within blocks. Accounting Branch wall pre-
parc both current and past TGA's.

Document preparation involves removing staples, paper clips, and
mending torn pages with transparent tape.
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Legibility. - The physical characteristics of the original TEA will
determine how legible the image will appear on microfilm. For this
reason, all timckhecpers are responsible for the following 1tems:

1. Data cntries. - Data cntries will be clearly written in
black ink or typewritten. (This will nccessitate the need for a
Ietter to the regions explaining these data entry rcquircments).

Whencver the T&A or supporting forms, i.e., SF 71, tour of duty,
overtime authorization, corrected T§A shects, are to be redesigned,
the Forms Control Unit should cnsure that microfilm considerations
such as color, size, etc., be reviewed.

Detailed Opcrating Criteria

Sequence of Events

The capacity of a 16-mm film cartridge 1s about 2,600 images of
8§-1/2 x 12-inch documents, 1f they are fed into the camera length-
wise. Retrieval would be severely complicated 1f one cartridge
contained part of a pay period and another cartridge contained the
continuation of that pay period. Consequently, the volume of docu-
ments for each region must be considered when devising a batching
sequence. As of January 1976 total payroll for each region 1s as
follows:

Region 1 - 1,293  Region 5 - 718 Region 10 - 1,345
Region 2 - 1,534 Region 6 - 1,031 Region 11 - 493
Region 3 - 1,176 Region 7 - 864 Region 12 - 19
Region 4 - 885 Region 9 - 265 Region 14 - 87

For 1976 and henceforth, Payroll receives T§A's from timekeepers.
Process T&A's. Four weeks later, documents batched i1nto six groups
for one pay period - Region 1; Region 2; Regions 3 and 4; Regions 5
and 6; Regions 7 and 9; and regions 10, 11, 12, and 14.

Although 1t is realized that there are benefits in having a car-
tridge contain just one region and several pay periods, this 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 eliminating the paper and saving floor space. Put-
ting more than one region on a cartridge for each pay period pro-
vides the most benefits 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 region. This batch order was selected for those
years because 1t corresponds to the filing order as presently stored.
This will minimize the need for any new sort order before microfilm-
ing. Each cartridge will contain the following information:



Region 1 -
Region 2 -
Recgion 3 -
Region 4 -
Region 5 -
Region 6 -
Region 7 -~
Region 9 -
Region 10 -
Region 11 -
Region 12 -
Region 14 -
Filming - 16 mm
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pay
pay
pay
pay
pay
pay
pay
pay
pay
pay
pay
pay

period for cach cartridge

period for cach cartridge

periods for cdach cartridge
periods for cach cartridge
periods for cach cartridge
pceriods for cach cartridge
periods for cach cartradge
periods for each cartridge
period for cach cartridge

periods for cach cartridge
periods for cach cartridge
periods for each cartridge

Ycarly total
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cartridges.
cartridges
cartridges
cartridges
cartridges
cartridges
cartridges
cartradges
cartridges
cartridges
cartridge
cartridges

cartradges

Check out Kodak 700 rotary camera prior to beginning filming.

Clean glass guides before the start of each roll of film.

Vacuum the inside of the camera each day.

Maintain production log - control number, etc.

Run quality test strips periodically.

Load film - 16-mm AHU (100-foot) into 24:1 camera unit - must
meet ANSI standard PH1.25.

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).

o

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

Next
then
film

Film

Film
each

complete and film a declaration of intent form (figure 3),
complete a certificate of authenticity - start (figure 4) and

it.

the appropriate region number (figure 5) flashcard 10 tamcs.

a block number flashcard (figure 6) twice at the start of

new block.

Begin filming documents - the top of the document should always be
fed straight into the camcra with the right edge of the document
against the far raight-hand edge of the feceder tray.
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Whenever a document needs to be refilmed such as 1n the case of
a paper jam, film a CORRLCTION sheet (figure 7), then refilm the
document.

Always usc a CORRECITON sheet when refilming a document because
of jams, folded sheets, crookedness, etc.

Film both sides of SF 71's and any other attachments having written
information on both sides. Attachments requiring both sides be
filmed should be flagged with a colored piecce of paper at the time
of document preparation.

Film a region number flashcard 10 times at the start of cach batch
of region TgA's. After the last T§A complete and film a ccertificate
of authenticity - end (figurc 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-125.

“Quality Control - Film Inspection

Each roll of film will be inspected using National Micrographic
Association publication MS-104-1972 as a guideline.

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.



Futurc Considecrations

Since the regions also hecep a copy of TGA's 1t may be of benefit to
provide them with a duplicate copy of the microfilmed T&A's and climi-
nate the hard copy. Since none of the regions have a cartridge reader
the equipment investment may not be cost effective. The regions should
determine for themselves if a TGA microfilm system would be of benefit
in their own particular situation.

When refercnce to older T&A's 1s of exceptionally large magnitude,

such as was the case for the retroactive pay raise for all in 1974,

it may be neccssary to arrange for the use of cartridge readers located
in other branches.



Table T

COST ANALYSIS FFOR MICROI'TLMING Tg&A'S

Volume of reccords

Microfilming/labor
3,000/hour at $3.76/hour

Processing/labor

a. 453 rolls x 3 minutes/roll
x $4.58

b. 156 rolls x 3 minutes/roll
x $4.58

Inspection of processed film/
labor

a. 23,400 fect * 600 feet/hour
x $4.58°

b. 7,800 feet + 600 feet/hour
x $4.58

Cartridge loading/labor

a. 453 cartridges x 3 minutes
) per cartridge x $4.58

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

Supplies
a. Film (AHU)

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

b. Cartridges

(1) 453 cartridges x $1.15
each

(2) 156 cartridges x $1.15
each ’

1/73-12/75 Recurring annually

702,000 234,000

(234 hours) (78 hours)
$880 $293

(23 hours)

$105
(8 hours)
$37
(39 hours)
$179
(13 hours)
$59
{23 hours)
$105
(8 hours)
$37
$1,567
$540
$521
$179



Table 1 - Continucd

c. Leaders

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

d. Chemicals

(1) 12-gallon developer
x $6.47
12-gallon fixer
x $4.02
(2) 4-gallon developer
x $6.47
4-gallon fixer
x $4.02

7. Total cost to microfilm

10

1/73-12/75 Reccurring annually
$ 72
$ 25
$ 78
$ 48
$ 26
$ 16
$3,555 $1,212



Table IT

MICROFILM VS. RLTINTION OF HARD COpPY
COST TFVALUATION

Papcer system Microfilm system
annual recurring cxpenses annual rccurring expenscs
File cnvelopes $ 126 Supplies $ 786
(300 at $0.42)
Labor - filing, $ 911 Labor $ 426
maintcnance
(52 wk x 3 hr/wk x Subtotal $1,212
$5.84/hr)
Research time - $ 506 Research time - $ 169
Accounting Accounting
(120 hr x $4.22/hr) (40 hr x
$4.22/hr)
Storage space 5 $1,232
(200 ft° x $6.16 ft")
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
11




Tablc 111
GSA Burcau of Reclamation
annual annual
microfilming charges microfilming charges
Microfilming $4,212 Microfilming $ 892
($18.00/1,000 x 234,000)
Developing $§ 133 Developing $ 9l
($1.70 roll x 78)
Cartridges $§ 200 Cartridges S 179
($1.28 x 156)
Loading $ 78 Loading $ 62
(156 x $0.50) -
Total $4,623 Total $1,212
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