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act for this agency in matters ~ertaining to the disposal of the agency's recerds, 
the records proposedfor thIs Request of 33 cu. ~&e(s) are not now needed for the business of 

or WIll not be neededafter retention periods specified. 
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7. .. DESCRIPTION OF ITEM t. 10 
ITEM NO (Wtlh Inclu .. ve Dale. or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO 

1	 FINANCE AND ACCOUNTING
 
Time and Attendance Cards (326-17)

Cards indicating regular and overtime work hours, and
 
hours chargeable to annual, sick or other leave for
 
each civilian employee. (NSA Form B 3091 1s the
 
equivalent of SF 1130.)

DISPOSITION: Microfilm cards each pay period and destroy


hard copy cards after verification of 
microfilm in accordance with FPMR 101-11.5;
destroy microfilm copies after GAO audit or 
when 3 years old, whichever is sooner. 
(Reference General Records Schedule 2,
item 3, and attached GAO ruling dated 
6 August 1974.) 

1 item 

ITANDARD	 FORM 111 
R.¥I •• d Apr". 1975
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Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3) 
with the corresponding statute 50 U.S.C. 402, noting National Security Agency Act of 1959, 
which protects from disclosure "information pertaining to the functions or organization ofNSA 

and certain information pertaining to NSA employees." You will need to submit a Freedom 
of Information Act (FOIA) request to the Office of the General Counsel for the withheld 
information. Information on how to file a FOIA may be found here: 

http://www.archives.gov/foia/ 

http://www.archives.gov/foia

