
       

  

 

       

 
 

 

 

  
 

        
    

 
  

 
       
    

   
 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 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superseded by newer NARA approved records schedules.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Item I/I (one-eye) was superseded by GRS 2.4, item 010 (DAA-GRS-2019-0004-0001). 
Item I/K was superseded by GRS 2.4, item 030 (DAA-GRS-2019-0004-0002).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 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



... . . 
Standard Form No. 116 
Revised November 1951 
PreKcribed by General Services LUVJ: 81JllfKREO&T FOR ~UTHORITYAdministration 
GSA Reg. 3-IV-106 DATE RECEIVED ~JOB NOTO DISPOSE OF RECORDSll&-103 oc-r 2- e1875 • 

(See Instructions on Reverse) ~ 
~....L~&c::l~:iQ:'-----------------~:::......~ DATE APPROVED .N C _ _7 7 6 _1 5 
TO: GENERAL SERV.ICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 
NOTIFICATION TO AGENCYI. FROM (AGENCY OR ESTABLISHMENT) 

Department of Health, Education, and Welfare In accordance with the provisions of 44 U.S.C. 
3303a the disposal request, including amend­2. MAJOR SUBDIVISION 
ments, is approved except for items that maySocial Security Administration be stamped "disposal not approved" or 
"withdrawn" in column 10.3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 15. TEL. EXT. 

George S. Yarnamura, SSA Records Officer 45770 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the bead of tble a1cncy In matter, pcrtainin11 to the dl ■poeal of record,, and that the record■ de■cribed In tbl■ U.t or 

■ chedulc of pa11cs arc prop01ed for diepoaal for the reason indicated: ("X" only one)__ 

A The record• ha vc 
□ ceased to have euffi. 

dent value to warrant 
further retention. 

B The records will cease to have sufficient value 

W to warrant further retention on the czpiration
of the period of time indicated or on the occur• 

~=:~:fth5~t~ I A_ 
10/22175 

(Date) 
0-r 
l} 

Ru~ O. Hess {'/' 
(Signature of Agency Representative) 

Dept.· Records Mgt. 
(Title) 

Officer 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. ACTION TAKENJOB NO. 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
FILES COMMON TO MOST SSA OFFICES 

OFFICE PERSONNEL FILESI. 

I. Employee Pay Slips 

Timekeeper's copies of individual employee pay slips. 
Included is the green copy of Form OS-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 C0-6149, Request for Annual Leave; or their 
equivalents. 

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

The items___Jequested_abov~_~rigina__lly appeared in 
Job Number NC-4 7- 75-22. . ) 

rou coplea, lacladiag odglaal, lo ... ndmdH.. lo Ille Nadoaal .llrcld..,ea and Re.,..._ ■emce 



... .. . . 

,tli:11e/ttl lnstrw·t:o·us:.l.;se Standard Forms ll5 and 
11.ia, obtainable from Su~ply Centl•rs uf the Federal 
Supply Servict:, Gcitt:ral Services Administralion, tu 
obtain authority tcr dispose of records. Submit four 
copies, all of which should be signed and dated, to the 
National Archives and Records Servicl'. 11:dicatc 
the number of _pages invo1ve.d in the disposa.: re4uest 
under entry 6. Copy 4- Qf the standard form "ill bP 
returned to the agency as notification that Con­
gress has authorized disposal of the items marked 
"approved." 

SpPr-iftc "r,u1frt1rt-irYr1,,~: 

J,,' 11! ,·ir· ., I, ..!, u ;i,J : shou '.d s~,ow 1rlw t a6 t.:m y has 
cas~:id_,. ,f ~'.'e ,Pt•;rds 1 hc.: a,·f-' ,, •·ntif',,d ,.n !, e 
fo,n:, ,rnd shuu,.I n111la1n the 11<1 ne uf lht:: dep2.·• ,,,.,-' 
ur :n<lep-:111'.c;1t ·~Kt•::cy, and its £r..c!.JO, ar:d rr.,:., 1:· 

sui;d•v~.sions. 

r:J1trirs !, 0111! .; ,;hot:ld help :,:en'. :fy and '.ol'a'...! the 
pei-:;or. tu ,,-Ji,.,,,, inquir:ei:; re:;ar·dir:g tile recorJs 
sht•uld be (lirectcd. 

E·11f1 ,, 6 sh<,;'..[ si'"W 1!'/wt k,,.,1 ur a •·iiori;at;on i.,; 
n-qu1·st,·c'.. 011._1 onL of two :or.d.s ui authonzaLions 
fie:!~' iJ(; requn- .,.don a particu'.dr form. 

/Jo.r A shuuid be marked 1,' tmmedi~te 1!i:;posal 
1.s t1J bP made of past an· ...mulations of records, 
a1.d the rnmplt..tr·d form thus markt>d is a ~ist. 

J.'u..- N si.uuld bl.! ;narkl-'d i( re<:or<ls th.. t rucve ,H·­

n,mulc:ll:·d ur w1:J continue to acl'tnn:·l." 1 e ... ,e 
to ··;1• d::,pm!l'd of at some rkfinite fut1t,·1· t,ml.:' 
er pt riedica:Jy at sta~t•d •ntervals, or if di.s­
f-(,_~al :.s tn be rn.idt· of mierophotc.::-,aphed 
n~c1,.·d::; a·'ter it i1a~ ut"l"'l ascl:'rtaim·J t:.,1t li'.l.! 
micro;:lm l'Opie:- were madt• in al'conlanct· 
l'·ith tiw .~(<1.::dards presl'ribed in GSA !-:.t•:~.i­
:at:uns ;\- IV -1 O;); and the comple~ed form 
thus m;._r:,cd 1s a sclwdule. 

F:nlry 7 <1hould contain thl' numbers of thl' items 
of records identified on the form in sequ,mce, i. e., 
1, 2, 3, 4, etc. 

Entry H should show what records are proposed 
for disposal. 

Center headings should indicate 1rhn t offic·,·' a n ,. • 
ord.-1 arc• involved if 2.'.l rt'cord.-, descr,l,l•d uu the form 
are not lhose of the same of!ice ur if they ere records 
cn~ated by another office or a~ency. 

An :1
1entification should be ;:irovidl'd of the t•1pu,; 

of rt cord, involved if they an· otlwr than te,;tual 
r(;:cords, for example,. if they are photographic rec­
ortls, sound recordings, or cartograµh :c records. 

An it..-mization and accurate identification shouid 
be provided of lhe ser,.£8 of n:co,·d.~ that are proposed 
for disposal. ~ach series Eiwuld wmpri.se the ian;­
~st r,r-aetical groupin!r of sei)arately organiwd and 
lo~'-.al!y rl-'lated matt•r:,ds t.lwt can be treated as a 
sinirk- ;,.:::t for pUfJJU.sl'" 01 d.spusal. Component 
par,s 01 a serie.; m<.1y :K: :t:;led :.L·p.,;.i-a~el.v if num­
Ol•,~ J n,nsec~:tively .l!i 1a. 1 b, :·tL., u1dcr the general 
series entry. 

A statement sr.0-ul be _Jrov:ct~c! showing ll'hen 
the r-ecords Wt>re produn'(. ,Jr u.:h:·n disposal is to l,e 
ma.lit> of the records, th J.l:l: 

If Box A under entry 3 w1H m;·rked, the ir.clu­
!.i\e dates durlllf! 1• j, -:. •.:lt' records were pro­
duced should be s~at .;<l. 

If Bux H unrler entry 5 was m,uked, the perion 
of reten::un should b, sta~Pd. Tr.e reter.t1or: 
period m.:y bt• l';,,.:1n-.,:-:,•J 111 terms of years, 
mor:ths, etc., or in tL rmi:; o• L1tun: actions or 
ev1•nts. A futurl' action ur t·\t>ll!. that is to 
dt->t,·,·mint" tiw rett·r. t .1,:-. pPri,id m:Jst ue ob_f el'• 
thl-' and d.-fnite. 1,· d·s, 10~<-: ,;~ thP rPcord:< 
is conti".v.e,1t up01: th.·;· 1J1•.nit ·.:,-ro/;•rnu:, 
the relt"ntio1: period c;huu.,; r.•:ul: "I 'nu: as­
CPrtalne-<l th<!t mkr<';' ,1_11:~ruil It· L"flJll,.,, have! 
been made in an:urt'.a:ic ,. 1Lh CSA i{egula­
tio11.s 3 IV- 1().j and clf'l' adujUu'.e .substi­
:utes fo: U-.e pup:!r ,\ •,·unls." 

F:,1tn19 should show ,r1,.ut ,·•111 ,,t,·• o!· n•n>rds were 
submitted fc,r Pad1 it1·m. ,ir ...., 1th ,dwt joh numlH r 
such samp:es were pn.:viul.l":y submitted. Samples 
of t:·pes of rel'ords other thin tJxtual and cartu­
grap:1tc records should not be .submitted. 

I!,' n try IO should be left biank. 

,,, I j . I 

http:rr...1!.JO
https://pUfJJU.sl
https://wmpri.se
https://particu'.dr



