INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC-047-76-015

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

Item 1/l (one-eye) was superseded by GRS 2.4, item 010 (DAA-GRS-2019-0004-0001).
Item 1/K was superseded by GRS 2.4, item 030 (DAA-GRS-2019-0004-0002).
Agency concurred with GRS supersessions per email 12/10/2021.

Date Reported: 12/28/2021
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Standard Form No. 118 )
Revised November 1951
Prescribed by General Services REO T FOR AUTHORITY LEAVE BLANK

Administration

GSA Reg. 3-1V-106 DATE RECEIVED JOB MO,
TO DISPOSE OF RECORDS OCT 2 8 1975

115-103

D (See Instructions on Reverse)
@ZL@ Womzmmovm NC'#’Z -76-—15

To: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

1. FROM (AGENCY OR ESTABLISHMENT) . NOTIFICATION TO AGENCY

Department of Health’ Education! and Welfare In accordance with the provisions of 44 U.S.C.
2. MAJOR SUBDIVISION 3303a the disposal request, including amend-
. . P . , ments, is approved except for items that may
Social Security Administration be stamped "disposal not approved" or

"withdrawn'" in column 10.

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
George S. Yamamura, SSA Records Officer 45770

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 that the records described in this list or

schedule of pages are proposed for disposal for the reason indicated: (‘X" only 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
D cient value to warrant of the period of time indicated or on the occur-
further retention, rence of the event epecified,
S) ,
10/22/75 fox Rugkell O. Hess Dept. Records Mgt. Officer
(Date) 0 (Bignature of Agency Representative) (Title)
7. 8. DESCRIPTION OF ITEM s AMP"- 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) WEEQR | ACTION TAKEN

RECORDS RETENTION AND DISPOSAL SCHEDULE
FILES COMMON TO MOST SSA OFFICES

I. OFFICE PERSONNEL FILES

I. Employee Pay Slips

Timekeeper's copies of individual employee pay slips.
Included is the green copy of Form 0S-340, Earnings
and Leave Statement, or its equivalent.

Cut off file at the end of the calendar year. Destroy
1 year thereafter.

K. Application for Leave

Forms used to request and approve the taking of
leave. Included are SF-71, Application for Leave,
Form CO-6149, Request for Annual Leave; or their
equivalents.

Cut off file at the end of the calendar year. Destroy]
1 year thereafter.

The items_;equesggdAaboyg_priginqlly appeared in

Job Number NC-47-75-22. _ >
Cnguhéqwq ih-hE 4O

Pour coples, including original, to be submitied to the National Archives and Records Service




NS TC.

Genem! Instruet’ons: Use Standard Forms 115 and
115a, obtainable rrom Sunply Centers of the Federal
Supply Service, General Services Administration, to
obtain authority to dispose of records. Submit four
copies, all of which should be signed ang dated, to the
National Archives and Records Service. Indicate
the number of pages involved in the disposa. request
under entry 6. Copy 4 of the standard form will be
returned to the agency as notification that Con-
gress has authorized disposal of the items marked
“approved.”

Speci fic Fnstructions:

Foatries 1,2, vad 7 shoud show wha! azency has
castody of e records thael ace »oentifed o e
form, and shousd contain the ne ne of the depz 7 e’
or :ndepencent agency, and its major acd maoo
suudrvisions.

Foatries 4 and 3 shouvld help tlent:fy and locals the
person tu whos inquirtes recarding ihe records
should be directed.

Erntin & sho il seow what kond of as-horization is
requestid. Onay one of two xinds of authorizations
mav be reques .od on a particular form.

Lor A siwuid be marked 17 immediate disposal
1s to be made of past acewmulations of records,
ar.d the completed form thus marked is a list.

/o B osiwould be marked il records that heve ac-
cumulat:d vr wiild continue to accumelste ore
ta e dispoused of at some defirite futuece tiae
cr periedicaily at stated ‘ntervals, or if dis-
puaal s to be mude orf microphotescaphed
recosds a”ter it has veen ascertained Lhat tive
microitlm coptes were made in accordanes
vith the ~tundards prescribed in GSA Dega-
ations 3-1V-105: and the completed form
thus marxed s a schedule.

Fntry 7 should contain the numbers of the iteins
of records identified on the form in sequence, i. e.,
1, 2, 3, 4, ete.

Entry ® should show what records are propoused
for disposal.

- ‘ L4 -
VT 5

Center headings should indicate what office’s rec-
ords are involved if 2" records descr.bed on tire form
are not those of the same office or if they are records
created by another office or asency.

An identification should be nrovided of the fypes
of records involved {7 they are other than textual
records, for example, if they are photographic rec-
ords, sound recordings, or cartograph:c records.

An itemization and accurate identification shouid
be provided of the seres of records that are proposed
for disposal. Each series should comprise the lar;-
est practical grouping of separaiely organized and
logically related materials that can be treated as a
single vnit for purpuses v d.spusal. Component
parts 0t a serics may ¢ sted sceparately if num-
vecrd consecitively as ta, 10, ote., under the general
series entry,

A statement sho.ul be jrovided showing when
the records were produced or whon disposal 1s to be
made of the records, thus:

. If Box A under entry 3 was m:rked, the inclu-
sive dateb durnug v i. i the records were pro-
duced should be siatod.

If Bux B under entry § was marked, the perioca
of retention should b. stated. The retertion
period may be exnressed o terms of years
morths, ete., or in toerms 0 future actions or
events. A future action or event that is to
deteimine the retemtoon period must be obliee-
tive and def nite. I7 (i 308060 0f the records
is contingeat upor the - Heong lerofi'meg,
the retention period shou.q roaul: *Unu! as-
certained that micron' torrool e coples have
beer made in accordance vih GSA Regula-
tions 3 IV. 100 and are adeguate substi-
tutes oo the puper scvonds.”

Fatry 9 should show wlw? sau ple- 0f records were
submitted for each item, or with what job nuucher
such sampies were previous'y submitted. Samples
of t:'pes of records other ttan toxtual and carto-
grapaic records should not be submitted.

Entry 10 should be left biank.
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