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REQUEST FOR RECORDS DISPOSITION AUTHORITY .. LEAVE 8UNK 
(See Instructions on reverse) JOB NO ... • ·.')If .... ,.. ,. '. '.-

. ,:- ~- ... ..·- NCl 4·7 1.8. 25 
- . 

~ ...... ~-. .,TO: GENERAL SERVICES ADMINISTRATION, .. 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 .· - DAT'E RECEIVED 
1. FROM (AGENCY OR ESTABLISHMENT) . ••·srp 2 a 1978.

·Department of Health, F,ducation, and Welfa.re 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
. 

In acro<Oance •1!11 r~ l)fovIs,on~ o1 44 US C 3303a t:ie 0tS1>0Sal reSocial. Security Administration Qutsl ,ncluO,ni; amenOmtnh, ~ aporo~ e1::.ep1 for •ltffl~ Ill.JI ma, 
be st.Imped "'01~~• not ~ro,ed·· ir. "',.-ithdra..n· In column ICS. MINOR SUBDIVISION 

..Office of Management and Administration 
.. J ...,4. NAME OF PERSON WITH WHOM TO CONFER I. TEL 'EXT 

. . ., @-Jl)-7t d,« .... : 'LRD-l j 
,,,,,,Ernest P. La.rd.ieri • Art h11 "' ,,( tht' lin7i/J S1atr1594-5770 

e. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I a~· authorized to act for this agency in mazrs pertaining 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 business of 

this agency or ~iH not be needed after the_ retention periods specified. ~ ~ ... . ... .. .-
D A-Reques·t •fo~ im~ediate disposal. • ,.. . . . 
[ii B Request 'for disposal afte~ _a specified period of time or request for permanent

retention. • • 

OF TTEM .✓DESCRIPTION 
~-- • (Wilti Inclusive Dales or Relenbon Penod1) . SAMP 

1LE OR •• 10• 
.JOB NO ACTION TAKEN. ,. 

... BIDORDS REI'ENTION AND DISPOSAL SCHEDULE 
FINANCIAL MANAGEMENT RIDORDS . ..

::-
, Payroll Nu.mber/Comm;n Aooounting Number (CAN) Correctfon 

Records - .•.. 
~ • J • '· • ... J. 

Fom SSk3737 U-3,· Payroll Number/Common Aooounting. ~:----~-~ --~;<:_-·_'-::.:....:.. 
Numbe/t'OAN Correotion, -used by timekeepers and ~dget •• -~ :•• ••• • -· . I ..::... 

officers in SSA headquarters and field offices to report t .- - , 
payroll number (CAN) oorreotions. The forms &re for-. • • 
warded.to SSA's Office of Financial. Management (OFM) • - • 

' .•which, in turn, tra.namits the oorreotions to HEW central... . ..... . __ ....payroll !_or processing. ," . . -•~ ... ~ . ,: 
1 

.. •. I . :-... : ~ 
••, .. --~,. .... 

>· L , OFM Cop,: ... · .. . . . 
• _. I 

l>estroy 1 year after date forwarded to Division of 
Central.Payroll a.nd Reports Processing (DCPBP). 

-
2. .Other Copies . . -.. 

·, . 
··_ ·.nest~y -~ mont~ -a.iter o.ate .pre~area..· •. -~-

: 

f •• • .4, I -. ..._ 

. ,• . -· -~ . •. ·~ ,,· ,</~ 
llTANOARO FORM 111 
R..iud Ap,ol, 1975•__ -._ ~~~-,_o~- >~:.. E~~-:.~~~~-~--: •. -~rG,.- ;·. \.\=-;-l-~ 1-f. ->--- ._ 
Pr!S_cribed by General Services 

https://warded.to
https://Welfa.re
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INSTRUCTIONS 

General Instructions: 

·u~ Standard Form I I .S (obtainable from supply depots ol the 
Federal Supply· Service. Genera! Services Administrationl and the 
continuation sheer SUl.ndard Form I I .Sa (obtainable from the Rec­
ords Dispositio11 Division. Office of Federal Records Cen1ers. Na-

• tional Archive1 and Records Service. Washington. D.C 2Q408) to. ·.:. 
, _ obla.in authorit)' to dispose o( recoNh or to request permanent re­

temion o( records De1ach the fifth copy from the ~t and keep u 
your referenu copy. Submit the first four copies of the ~t to the 
National Archives and Records Service One copy will be returned 
to the aaencr as notification of items that arc authorized for disposal 
hems wilhd.-awn or not approved for disposal will be so marked. 
Each SF I I~ requiri~ Comptroller General concurrence musl be 
a:ccompantee! by a notification bf approval from GAO. 

~ I : . • 

Spuific l11Srr11c1ions: 

, • Enrries 1. ? . and J should s.ho'"' what 3Bency has custody of the 
records that arc identified on the form. and should contain the name 
of the department or independent 3Bcncy. and its. major and minor 
'subdivisions. 

... Entries , and 5 should help identify and locale the person to 
whom inquiries rcgardJn& the records should be directed. 

Entry 6 should be signed and dated on the four copies by the 
agenc) rep,-e!ooCntative The number o( pages inv?lved in the request 
should be an!ooCned. 

Bo~ A should be checked if 1hc records may be dispo!ooCd or im­
med1a1el) Box B should be checked if continuing disposal au1honty 
,s requested or if permanent retention is requested Only one box 
may_pc checked 

' ~ •£ntry· 7 should cont~~ the numbers of the items of records ldcn­
-· liricd on the form in sequence. i.e .. I. 2. 3. 4. etc. 

Center headings ahould indrcatc what office'1 records are in­
volved if all records described on the form arc oot those of lhc s.amc 
office or if they art ~rds created by another om~ or agency. 

An identification J.hould be provided of !he lypcs of recordl in-
volved if thcr arc other than tutural records. for eumple. if they 
arc photographic records. sound re,cordingA. or car1ographic rCCOf'ds . 
..An ;1emiz.atiQ11 and ..accurate idqntilicatlon shoald :be i,rovided of 

the .cries of record5 tha1 are proposed for disposal or retention. 
Each ~ries should,. compri6e the . ~st fr&etical. grouping .of 
separately or,anized a~d ic:g,cal!y. related matcnals thal ca~ be 
trcalcd as a sin&lt unit for purposes of drsposal CorQP9oen1 paru 
of a ~lies m~y be listed separate!)' if. numbered con~utivel)' as 
la. lb. etc .. under the general series entry. 

A statement should be provided showing when disposal is to 
be made of the records. thus: • • , 

If immediate disposal is requested of past accumulations of rec­
ords. the inclusive dates during which the records were produced 
1hould be SUlted. 

If continuing disposal i• rcque&ied for records that have accumu-
. .Jated or will continue to accumulate. the retention period may be 
uprcs~ in terms of years. months. etc . or in terms of future ac­
tions or evcnt5. ~ future action or event thal is to determine the 
retention period must be objective and definite If disposal of the 
records ii contingent upo11 their being iacrofilmed. or otherwi5e 
reproduced or recorded on machine readable media. the retention 
period should read ··Until ascertained that reproduced copies ~ 
recordings have been made in accord~ with GSA rcgulatrons 
and arc adequate substitutes for the paper records.·· Also. the PT<'­
visions of FPMR § 101-1 I.S 5hould be observed. 

Ent') 9 should be checked if samples arc submitted for an item. 
However. sample, of the records arc not required unles, the~ arc 
requested b) the N;i..RS appraiser. If an 11cm has been previou\')' 
submitted. the rcle.,ant job and item number should be entered. 

Entry 8 should show what records arc proposed (ii~i&po-5:!l. 1.:.;- .' > :."pury-1_(! s~uld -b!~lcft.b!an~: ?·-~:.•.·_ 

';..c :,c •• ..,_r•.-.:..: ct !-\~.••.,1.: •..:r •• ~j:->" '.£~~••;,-. 'l'r':-'-,: I •tc. 7:~3;_': 
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