
~EQU~ST FOR.RECORO.SPOSITION AUTHORITY
 
(See ~nstruc~onson reverse) ..
 

TO: GENERAL SERVICES ADMINISTRATION, 
__ N_AT_IO_N_A_l_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E...:..., _W_A_SH_IN_G_T_ON.-:,_D_C_2_04_0_8 __ -t	 DATE RECEIVED 

1.	 FROM (AGENCY OR ESTABLISHMENT) Sept. 12. 1978
 
National Archives and Records Service
 

NOTIFICATION TO AGENCY 
2.	 MAJOR SUBDIVISION 

In accordance with the provrsrons 0/ 44 USc 3303a the disposal reOffice of Federal Records Centers quest, including amendments, IS approved except for Items thatrmay 
3.	 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Records Disposition Division 
4.	 NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

Jean K. Fraley	 724-1027 
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 1 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

[] B Request for disposal af a specified period of time or request for permanent 
reten ion 

C.	 DATE E. TITLE 

Acting8-24-78	 Director, Records Disposition Division 

7. 8. DESCRIPTI OF ITEM 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

Amendment to General Records Schedule 2, Payrolling and 
Pay Administration Records. 

8. Leave Application Files. 

Application for Leave, SF 71 or equivalent and supporting

papers, relating to requests for and approval of taking
 
leave.
 

a. If the time card has been initialled by the employee: 

Destroy at the end of the applicable pay period. 

b. If the time card has not been initialled by the employe: 

Destroy after GAO audit or when three years old, 
whichever is sooner. 

General Accounting Office concurrence: 

'Date 

STANDARD FORM 115 
Revised April, 1975 
Prescnbed by General Services 

... Administration2. ~MR (41 CFR) 101-114 




