
REQUE~ AUTHORITY <jo".lluP> 
TO DISPOSE OF	 RECORDS ~o: 

(See Instructions on Reverse} 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDSSERVICE,WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prcvmen s of 44 U.S.C. 33030 the dIS-General Services Administration posal request, inC lud.ng amendments, is approved except for 
Items that may be stamped "disposal not approved" or "With-

2. MAJOR SUBD1VISION drawn" rn column 10. 

National Archives and Records Service 
3. MINOR SUBDIVISION 

Office of Federal Records Centers 
4. NAME OF PERSON WITH	 WHOM TO CONFER 5. TEL. EXT. 

Thomas Wadlow	 13-35185 f-/- -z:3 
Date6. CERTIFICATE OF AGENCY	 REPRESENTATIVE: 

I h~by certify that I om authorized to oct for this agency In motters pertolning to the dISposal of the agency's records, that the records proposed for disposal in thrs Request of 
t..-7- page{s) ore not now needed for the business of thiS agency or WIll not be needed ofter the retention periods specified. 

9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO.	 (With Inclusive Dates or Retention Penods) JOB NO. ACTION TAKEN 

General Records Schedule 2 is hereby amended to provide

for the follCiJWingnew retention per'Loda e
 

1. Item 3.	 Time and attendance reports. 

a. Copies used in payroll preparation and processing
(Where Standard Form 1130 is used for both time and 
attendance and leave posting purposes, the disposal
provision for item 9 applies). 

Dispose after audit b.Y GAO or after 3 years, 
whichever is earlier. 

b. All others. 

Dispose 6 months after end of pay period. 

2.	 Item 9. Leave record cards, maintained independently of
 
pay and earning records (including Standard
 
Form 1130 when used as a leave record).
 

a. Payor fiscal copy. 

(1) Final individual card showing accumuJ:ated leave 
on separation. 

Transfer to National Personnel Records Center, St. 
Louis, MO., after audit by GAO or after 3 years, 
whichever is earlier. NPRC will destroy when 10 
years old. 
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9.7. B. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. II------------------------------------------------------I----------j 

(2) All other payor fiscal copies. 

Dispose when 4 years old. 

b. other copies. 

Dispose 3 months	 after the end of the period
covered. 

3.	 Item 10. Records of leave data (such as Standard Form 115(,) 
prepared except as noted in the Federal 
Personnel Manual, 293-A-3. 

I 
a. File original of Standard Form 1150 on 
right side of Official Personnel Folder. 

b. Agency copy 

Dispose of after	 3 years. 

4.	 Item 11. Notification of personnel action, exclusive of 
those in Official Personnel Folders. 

a. Pay or fi scal copy. 

Dispose after audit by GAO or after 3 
years,whichever is earlier. 

b.	 Chronological file copies, including 
face sheets. 

Dispose after 2 years.
 
c • All other copies.
 

Dispose after 1 year. 

5.	 Item 13. Memorandum copies of payrolls, check lists and 
related certification sheets (such as Standard 
Forms 1013, 1128, or equivalents). 

a. Where earning record card is maintained. 

Dispose after audit by GAO or after 3 years, 
whic~ever is earlier. 

b. Where earning record card is not maintained. 

Dispose when 10 years old. (Transfer to Federal 
Records Center, St. Louis, MQ, when 3 years old) 

roar COpl •• , incl.,uolJ original, to b. noJmaIHoclto tla. National JbcJU ..... d R.co~cb •• ~Yic. 
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7.	 8. DESCRIPTION OF ITEM SAMiLE OR 10.I 
ITEM NO. __ i <_W_IT_H_IN_C_LU_S_IV_E I __ J_O_B_N_O_. ,__ ACT_IO_N_T_A_K_EN__D_AT_ES_O_R_R_ET_E_N_TI_ON_PE_RI_OD_S_> __ 

6.	 Item 14. Payroll control registers (such as Standard
 
Form 1125).
 

Dispose after audit by GAO or after 3 years,whic~-
ever is earlier. 

7.	 Item 15. Payroll change slips exclusive of those in
 
Official Personnel Folders (such as Standard
 
Form 1126).
 

a. Copy used in	 General Accounting Office. 

Dispose of after audit by GAO or after 3 years, 
whichever is earlier. 

b. Copy used by disbursing officer in preparing 
checks. : 

Dispose after preparation of check. 

c. All other copies.
 

Dispose one month after end of pay period.
 

8.	 Item 16. Memorandum copies of fiscal schedules involved
 
in payroll processing.
 

a. Copy used in	 General Accounting Office audit 

Dispose after audit by GAO or after 3 yearstwhichever is earlier. 

b. All other copies.
 

Dispose 1 month after end of pay period.
 

Approved for the	 General Accounting Office by: 

~ Isad6re 'Perlman 2 - 3rJ- 1~
 
Records Consultant Date
 

Fo.. copi •• , illc:l"diDII' origiaal, to be salmUH_ to til. Natiollal Jlrcllh, .. GIld •• cords •• Evice 18-19428-2 ."0 


