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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK•(See Instructions on reverse} JOB NO 

NCl-47-82-1'-i. 
TO, GENERAL SERVICES ADMINISTRATION, 
__N_A_T_IO_N_AL_AR_C_H_IV_E_S_A_N_O_R_E_C_O_RO_S_SE_R_V_IC_Ec_,_W_AS_H_IN_G_I---'Q_Nc._,_oc__20_4_3_8----!DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) '.J-21-82 
Health and Human Services NOTIF'K:ATION TO AGENCY 

2. MAJOR SUBDIVISION 
'1fd~nce .,.,!h :~~ i:rt'Hi(n~ u1 44 :.; 5.( 3303d the d:sp ,~a ·eSocial Security Administration ~.t';I, ricl~C •·~ 1rre~:"'er~s. 1s ~;;~ ..._,e·1 e~Lt:p! 1~• iteris t~.,t IT'_'!Y 

bl! ;t..-:"lp.:tl -~lspe~~-. iut ~w,. ,,:1'· :,, "~11h1r;iwn·· :~•,UIT'1 10:ff3. MINOR SUBDIVISION 

Office of Management, Budget, and Personnel 
4. NAME OF PERSON WITH WHOM TO CONFER 

Ernest P. Lardieri 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency ;n matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 2 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

[!t B Request for disposal after a specified period of time or request for permanent 

C. DATE 

9/16/82 

7. 
ITEM NO. 

retention. 
ESENTATIVE E. TITLE 

Department Records Management Officer 

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

Error Notice Form HHS-411A and Leave Error Notice Form 
HHS-411B and E uivalents 

9. 
SAMPLE OR 

JOB NO 

u"16P-"- -
I ~o -.2.-

i'rl"'',f,k /J 
.:rc,-,./f'f' 

10. 
ACTION TAKEN 

These forms are completed by timekeepem and sent to the 
Office of Human Resources (OHR) to record and correct. 
errors in employee pay checks and leave records. Original 
error notices are forwarded to the Department of Health 
and Human Services. The HHS-411A is also used to 
forward jury duty checks to the Office of Financial 
Resources and as a record of employees serving jury 
duty. 

Disposition 

1. Forms Used to Correct Payroll or Leave Errors 

a. Timekeeper's Copy 

Destroy after error has been corrected. 

b. Payroll Liaison Copl 

Destroy after error has been corrected. 
STANDARD FORM 115 
R•vised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR} 101-11.4 



INSTRUCTIONS 

General Instructions: 

L'~e Standard Form 115 (obt~in;:ble from supply depats of the 
Federal Supply Service. Uener.il Services Adm1nistratioDI and the 
COT!tinu:ition -.beet Stand"-rd--ForRl- rt 5-a (obtainable from the Rec­
ordi, Dispo,o;it1on 01v1sion. Otlii.:e of l-eder.::.il Record'i Centers."-;..:­
ti(lndl ..o\rch1v~s :c,nd R~onh. 'iervit:e. W...shin~,ton. O.C ~Od0~) to 
.:1htain authorih to,dispo!';e vt recQfJs: or. ta :reque~t r,ennanent re 

te~·t1on of record\ De,,~ch the rifth ,:;O"tJ; from ~he ,;,et n,~ ket>:p -~~ 
yoi..11 ,efcn::nce \,;OP~- S"b1nit the ljp;f •·v,1r ~,,-::,.._·:-. .,f th~ -.er'•; the 
l\iat1uoi:ll .\t~l'live.. ,..1d Rel. l·· 'iit.",.,,c~ (''1-c ._c._,['lv will-~ rl:::tL'•·ned 

10 the a~en'- • _. ~ r1,•1,t1.._ .. ti,,,1 ,,1 ,'~ .,~ th.,t .,,e-- 111r., ·•1led (,,r,:ii.,pLl"i,d 

i-~<-m"> ..,.,,hdr.· 11\,l'J. itr ,,,.,, _,1.ppro ... eJ 1 ., dJ'>P\J<;;;.i -...,ll "e .;o m;:rked. 
f- ;n "tf- ; ., ~.:4, ,r1 Comp:1·,,11.._, t,e•i..'"r,,: ..:~>nt.:1Jrr:·(l'"~ rnu,1 ~e. 

,!l.:..:.,-rnr, 1med :,,.. ·1 nl1!:fi1; ..~li\.111 bl :.ippr,h~.I ;·ri,1n CAO. ' 

f.',,trrc-.\ 1. J. 1.-riJ l ,hool1J ,ho~· .. ?i,;.it c,,e,;~·'" h-,,~ :.:u-.i,1dy ;.1f•l,e 
•~··· .,, /·. •!->,1t .. rt icti:-11t·r',;::,j t•rl ,:h,t form. • nd ~t,11u;.ri ,.ont,•.. ,1 :~en :r,~t 

,1 ~ht: .~o;!\1_rrtn1~ot .. ,r 1ndep,:-rident ~- !.'nc=,. , ~ Jb !" ,_,! 10 ~nd '."I"_ r-,ur 
ridivi,id,1.,_ 

f-,1(ri,t-~ 4 ,.,,._, 5 ,fl,1i1id h('lp .~.:nl•t~ ,ud k1c,lti= 1hi: per,,,on ll' 

-..,;.,,,r,-, ln1.1uines ~1e·t' ,rJ=n11. t~t: r!C't.:orch <ihoul<l ·'.'(' dire-...:tc-d 

l- ,, ·r ~ ,ht••11j ·,,~ ,iii••t'd ,,,rJ d ,tecJ ,,., the fc,11r i.:opit:., ll) the 

•('d1,. ~ i::r•,:•.,;nt,,u\.e_ Tlrit. r,-tm]x,· ,,f O.Jf:,:.·~- ·l"!VOl'vtd 111 the req, =·"'t 

,,hould he ;.,.,erted 

R,n. .o\ ~hould he cheded if the records mJ}' tie di,po-.ed ofim­
mtdi~lel)' Box B ~hould be deded if conlinuing disp,o-.al auttiorit}' 
ho 1eque-.ted or if permJnent retention :, requested. Onl)' or;e t-ox. 
ffi<'}'. b1t-cbt:~ked_ . 

&.~n 7 ,h(1uld r.:ontain :he ·nlnrlher~ Or the ite~~ of recOf"ds iden 
lified on the fonn in sequence. i.e .. I. 2. 3. 4. etc, 

Entry X ,;hould sho"' what records are propo.,ed for disr,osal 

ORepresentatTve: . 

Center headings should indicate what officc''i records iUe in­•volved if all records described on the fonn are nonhose of the same 

offit.:e or if they are records created by another e,ffice or agency. 
A,, Jdentlfic;~tion 5rlould be provided of the types of records in­

volved if they .tre other than textt·rzJ records. for example. jf thty 
-~re photogr;~p'·1ic record~. sound recordings. or cartoiraphic record,;_ 

:\o 1ttm1z:.••1''1 ;md )1cr.:urate IOi..nt1fica.tion ~J,ould be pro,dded of 

th~ -.~r;>'.:~, ,,f re1.:\" d~ th.tr are pr,,tn)'it:d for d1spos.1I ur feletitmll. 
f ...r.:h .._ene:. ~huuiij .;mnpn~e .th,..._ ldfR~:.,t' ._P' ,,-,.:heal rn..111pr,,1g of 

o,;ep ,r<li.tely ,,rg:amztd ar,.d 'n1.?ical/y related ,n,:ten,i.ls !hat ~:ari tie 
,r,::;;.kd .i.' __.. ,.1•.~ie ,,.nit _for _,:mrrn,~e, ,,f tli:-;pn:.;,.1(. Co111pi.ir1~·nr, J1, ,-r~· 

0 

.,f µ ,eiie~ flr~-~ ".'e "ii;tect s:eP:•,r; 0 f'.t)' lf numbr..r~iC/1se~n,_,v~iv" 
:h. tk .. um.kr the .i-neri:1.1 ,el"k~ tntry. 

) ·sU1fe111tr~. 'ih~11,11d "t,c prn'v;~~ s.~t~wil~- _½hen ,l!l"P-''rr 1~.-1~ 

t,e r,1;.d:c:- ,,f the H:'\.:Ord~,:. -:no~'. 
If ir,1,T,ed, ..tt" ·J,,"-ipos..i.l ,~ rc;:'1:,.ie'>l('d of past l.'.~umul;tt1on-s ;•1 tr...-­

oro!'> tt,I! 1r"i..: •c.ne a,ite~ durinr ""'hich the rer.:ord-. ~ere p;:OOtJced 
,~ouki be ,;t,,tcd 

It ..,.mt1m ,11,, .d1•,!:"h•'i: .! is reql.ie"H'"d fri,- rc~f!rd\ that h~-· e _,.co. umt1 

1:it~,:J -, ,,.. .,., .,11.,,.1.Jt 1,~ .t.:~umul:tlr me v,..,cnti-:,1"1 ()eri,<(f ·' ~ ~c 

"'"'~•,·=,. t•l 1 tt..-111- vi ;..:.:~r-. ---.:1,i,1,h'i ::(...:. ur ,,, term-. ,•f fu•urt.:" ...... 
110,,, 11, c-•-:("• ,, A -'i,ture ,;...:t1,1n ,,r e'venf 1h;.,1 h ~., i:leterm1,1e !h,e 

io:,i::-,,11\1n ~,~: _., ••_, ,,w,t !'>e 1:.ible~ ~~~-.: ;-111<1 defi,~•Jt' •J ~ -,J:x,1s,,, uf the 

.r~~ "1 Jt-, , ,. ,,t1•< ~-l"ll u~m H1,;- r ;,.,:1n? r,11 ... n•f1f1ned~ ,•• L"''~erw,!)e 
repf,'·.!H..:e<l ,; ·,e..:otl'.f~'•i ,,n rn: . ..:hine re .. ,, t--:e Mcd1;i.. thit r,~~eriri.in 
Pt!riod .;1'1+)u1d re=•O ·L rstll ..,,..:ert,sined th;11 r\'.:produced ..:01·;;e<c or 
re-.·,-r<.iimis h .. ve been m,,.de ,n accord~ncc with t,~A re?>-ui~t1om 
,,mi 1.rt: , dc•qt•..re .;ubst11utes for the "a~r records •• ~!so, !he pro­
~j.,;,,~s of FPMR ., Ill!-! I 5 ~hour.:J be observed. 

f_.-,rr_v 9 .;ho,.uJ~bc ;..:~ei.:ked i( , -~ples 4re )_ubmi!ted for : n item 
Howe"er. :.amples of the re..:ords· ke not f·eqllired unless they are 
reques1ed b:,, tht! NASS appr~,;er.• lf a!J Hem b.,...._ been previow;"'-1} 
,;ut,milled. the !'"devanl jQb ,md item number ~hould be entered. 

Entn· /(} ._hould be !eft b!ank. 

Date • • 

. . 

https://r,~~eriri.in
https://r,::;;.kd
https://n,:ten,i.ls
https://d1spos.1I
https://disp,o-.al
https://di,po-.ed
https://t,11u;.ri
https://l-eder.::.il
https://Uener.il


7 

• 
I JOB NO.Request for Records Disposition Authority-Continuation 

9. 
7. 8. DESCRIPTION OF ITEM SAMPLE OR 

{With Inclusive Dates or Re1ent,o l Periods) JOB NOITEM NO. 

2. Form HHS-4f1A used to Record Jury Duty 

a. Timekeeper's Copy 

Destroy after jury duty checks have been 
received by OFR. 

b. Collection Operations Section Copy(o: t) ff, • 
o.. "1",.,,,..k• :hfa 

CertificateRetain onsite for 3 years as SF-219~, 
of Deposit supporting documentation, then trans fer 

to the Federal Records Center. Destroy 

6 years 3 months after period covered by account. 

( 

PAGE OF 

2 

10. 
ACTION TAKEN 

.. 

; 
i 

STANDARD FOAM 115-AFour copies. Including original. to be submitted to the National Archives115-203 Revised Jul',' 1974 
Prescribed ·by Genera! Services 

Aam,nistration 
FPMR !41 CFR) 101 -j 1 t. 




