
~RroUEST FOR' RECO'RO?'OISI?OSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

NCl-47-82-.l (TO GENERAL SERVICES ADMINISTRATION, 
-:-=N::-:A,-Tl--:O-::N-::-Al=AR:-C-:-H:-IV-::-E",S::-:A-,-N...,D,-R_E_C_O_R D_S_SE_R_V_IC_E,--, _W_AS_H_IN_G_T_O_N ,=-DC=-=.20'--4-'-OS=- __ -l DATE RECEIVED 
1 FROM (AGENCY OR ESTABLISHMENT) 

Department of Health and Human Services	 October 6, ' 981 
NOTIFICATION TO AGENCY 

2.	 MAJOR SUBDIVISION 
In «cc-cs-ce ... t" Ikf> tt ~I\I v nl l! J S C 3303~ ....~ 01;;&':.) re Social Security Administration 
quest n'r "dlr~ ,,""""~I!t" g ,,1pprLvea except for tems ·~.jt"\if 

3 MINOR SUBDIVISION tie sIr-Jed ~~~,,~ 'It II=;rl n~d r- ...t-draen n (.,1IU'~110 

Office of Management, Budget,	 and Personnel
 
----~-,1-5-.-TE-L--E-XT----~-1
4. NAME OF PERSON WITH WHOM TO CONFER 

Ernest P. Lardieri	 ,934-5770 /~-/~-91 
noli 

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 thls Request of 1... pagers) are not now needed for the busmess of 
thrs agency or will not be needed after the retention periods specified. 
o A Request for Immediate disposal. 

W B Request for disposal after a specified period of time or request for permanent 
retention, 

7. CRIPTION OF ITEM 10. 
ITEM NO (WIth mcfusrve Dates or Retenlton Periods) ACTION TAKEN 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
MANAGEMENT, BUDGET, AND PERSONNEL FILES 

PERSONNEL MANAGEMENT FILES 

AYROLL AUTHORIZATION ALLOTMENT AND WITHHOLDING DOCl~ENTS 

ayrol1 authorization allotment and withholding documents 
ompleted by SSA employees to request withholding or 
llotments from their pay checks. These documents are 
sed as input to an automated Health and Human Services (HH ) 

system, Terminal Data Collection Service, for recording

nd processing personnel and payroll actions. Documents
 

consist of Form IRS W-4, Employee's lVithholding'Allowance

ertificate; HEW-476, Address Notice to Central Payroll;


-507, Employee's Maryland Withholding Exemption

ertificate; MW-S07E, Withholding Exemption Certificate;

EW-6l0, HEW Authorization for Union Dues Check Off;

EW-6l0A, Authorization to Establish Change or Cancel
 
nion Dues Account; HEW-648, Request by Employee for
 
110tment for Credit co a Savings Account at a Financial
 
rganization; HEW-649, Request by Employee for Payment of
 

Salaries or Wages by Credit to an Account at a Financial
 
rganization; SF-1189, Request for Employee for Payment


of Salaries of Wages by Credit to Account at a Financial
 
rganization; SF-1198, Request	 for Employee for Allotment 

115_107 STANDARD FORM 115
 
Revr s ed Aprd, 1975
 
Prescnbed by General services 

Admrmstranon 

Jlt(~~4 
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s,7. 8. DESCRIPTION OF ITEM SAMPLE ORITEM NO (With tnctusrve Dates or Retention Periods) ACTION TAKENJOB NO 

of Pay for Credie [0 Savings Account with a Financial 

prganization; TFS77311, Employee Withholding CertifiCate 
for CLCY Taxes; and equivalent forms. 

~he above records which date from 1978 co 1981 have been 
~ain[ained in a nonretrievable form. The informacion is 
available through HHS automated payroll system and the 
records ln this current form are not referenceable. There 
are approximately 35 cubic feet involved. Records created 
afcer October, 1981 will be maincained in referenceable 
sequence in accordance wich General Records Schedd1ee 
Instructions. 

1. Authorization 
Dated 1978 to 

Allotment and 
Oc[ober 1981 

Withholdlng Documents 

Transfer 
4 years 

to the 
old. 

SSA Holding Area. Destroy when 

2. Authorization Allotment 
Dated after October 1, 

and 
1981 

Withholding Documents 

Transfer to an inactive file when superseded or 
obsolete. Close off inactive file at [he end of 
each calendar year and transfer to the SSA 
Holding Area. Destroy 4Iyeats~[heEeafieeFP _~ 

115-203 Four copies, Including original, to be submlHed to the National Archives STANDARD FORM 115-A 
Hevrsed July 1974 
Prescnbeo by General Services 

Administration 
FPMR (41 CFR) 101-11 4 


