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(9-1-53) To be subnitted to the Records Management Division 1Y
Hall of Records Hali of Records Commission oY
Cormission Page No. 1

1. Requesting Agency 2. Division or Bureau of Requesting Agency

a
ccccc

WASHINOTON IRE SLTARY COMMISIION
3. Authorization Requested (Check only one of the squares below).
A ' B . ' . *
Dispose of present . Establish retention sche~ Microfilm and destroy
accumulations Mo X{aule for records for which originals, Originals

additional accumulation there is a continuing accumu~ 3if not microfilmed would
is anticipated. Records lation. The rc¢cords will cease be retained for the peried

C

have ceased to have _to have value to warrant their of time indicatcds

value to warrant reten-~ retcntion after the period of

tion. time indicateds . \ '

La . 5. Description of Records 6es Rccommendation

Item-| Ycseribe records accurately., Include title, form number, of Hall of Rc—

No. | purposc, size of documcnts, inclusive dates,-quantity (cubic jcords and Board
or linear fect), and show recommcnded retention periode of Public Works,

wmmbered form (LI x 137) sutmditad weekly by division > 2
ﬁadsaxﬂmng“fm It 45 used 4in the preparation of the VM/K.
payroll reglstar and for making proper entries on the indie oo
vidual leave and oarmings cards of sach employss, After the -
above processing has been completed tlere is only occasional~
meod to refer to the Dally Time Reporis again. The Reporta,
along with the Payroll Register (I%em 2), is filed chronolo-
glcally and then alphabstically sccording to the amme of the
forgman or by the code munber of the Adminigtrative Diviasion
submitting 1%, (Data concerming volume and accumulation is
included in Ttem 2 of this'soheduls.) - .
ECOMMENDATIOH: . Hetain for 3 yegrs after recaiph or untdl
auditad, whichever is later, axd then destroy.

mmox.:.nmxsm-::x.(n jw) m’ 13 : W
An wnmmbered Porm.{11¥ X » Payroll Reglater, is pre- 7
paped woekly for the diy laborera and ti-wee rorihu\ M/M
Hndividualts employment mmber, gross pay, tals-hone pay and
various deducstions. This information 4s also posted 4o the -L .

/ler’s Orfrc e
»

iindividualls earnings card which will be retained parzanently

The Payroll Rogister and the Daily Time Report (Item 1) og=

loupy 79 cubds foet in the first flowr wvauli, 188 cubie fesh

in ths basement vault end 4 lirear feet (53 cubds feet) 4n

the Personnel Office in the Camiasion Bud 4017 Bamd

ton Strest, Hyattavills (total 2723 cudds feet). Thay aoy-
to at the rate o 4 lincar feot (53 oubds feet) per

7. agceney, Division or Burcau Hcprcsentative

Gou.,?‘rol

Signaturc Title "~ Dlte
Schedule Authorized as Indicated in Disposal Authorized as Indicatcd in

Col. 6 by Hull of Rccords Commission Cols 6 by Board of Public Works,
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" -, Form HR-RM la . el SCHEDULE NO,
’ (9-1--53) JQUEST FOR RECORD RETENTION SCH. ..£ )4
Hall of Records (Continuation Sheet)
Comniesion Page No. 2
L. 5. Description of Records 6. Recomnendation
Itemi Describe records accurately. Include title, form number, of Hall of Re~

No.

purpose, size of documents, inclusive dates, quantity (cubic
or lincar fect), and show recommended retention period.

cords and Board
of Public Works.

3.

year
REOCIMENDATIONT Retain Payroll Reglstars for 3 years or
until auditsd, whichever i3 later, and than destroy.

INDIVIDUAL PERSOENBL RECORDS (FOLDER)

Separate f1ile folders are maintained for each indvidual em=
Ployed By the Commtmeion. Certzin of the records must bs re-
tained for perdods aof time giffering from that recommended foxd
the talk of the file, Exclnded fxom the reterntion recommendas-
tion for this iftem aye ths following:

Form EL06 Persornel Record
Form A920 Oath of Loyalty

These two forms will be inclvded in g
#C% Scheduls for microfilming,

Porm (ummmbered) leave Record {covered in Item 4 of
this scheduls)

The operation of the recommendation for this Itam applies to
the following reocordst

Form &~387  Persommsl Record (53" x 63%)
Form A~585  Changs in Persommel (83° x 11%)
Farm (onmumbered) (%gmeﬁ%d Changes in Balary
v x
Form {unmmbered) Application fon Employmsnt (83" x
T ® « both sides)

UsSe Treasury Form W=4 Employssfs ¥ithholding
Exemption Certifioats (33" x 8%)

The Personmel folders, setive file (incivding the resords
covered under anothar schedule) occupy 7 drawers (10 cubic
fast) 19,3 to date, and inactive files ocoupy § drawerd (
oubic feet) 1946 to date, Thoy are £1ilsd alphabetieally armd
accunulate about 2 cublie feet ammuslly,

RECOMEEXDATION: Retain for 5 ysars after employee separates
fron the Comnissionts eaployment and then destroy.

VACATION, SICK IEAVE AND IRJURY RECOHD
This 43 an 83" x 11% uwmmmbered card form designed to acoomo=
date 3 jvars entries, After the hird ysart!s entxies thare is
very lttls referemce to the gard, Accrusd leave is brought
forward to the new card. The cards are retained in the per—
somel folder and their accumlation 43 included in the total
for that item (I%em 3)
RECOMMEXDATION: Hetain for 3 years after date of last entry.

and then destroy,
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:
mggxm unnmbered card form designed far 20 years
entries, Monthly entries indicating aalary sud retiremsnt
contributions are pozied 40 this card, The cards have been
reteirnsd sinoe 1947, whon the Camisgicn was inoluded in the
Retirament Systexz. They now occupy one drawer, Art. 73 Bs
Sec. 3 (6) 1951 Cods, requires individuals to withdraw their
funds 1f they separate from State employment for more than
two yvars, prior 40 reachking retiremsnt age,
RECCMVEWDATION: Retain for thres years after amployee
sgparates fyon the Camnission's epploy and then destroy.
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‘. 4 Form HR-RM la ( f ; H(K SCHEDULE KO.
. (5~1--53) ~AUEST FOR RECORD RETENTION SCHL ..& lL/
) yHall of Records (Continuation Sheet) +
. Comniesion Page No. 3
L. 5. Description of Records ) 6. Recomnmendation
. Itemj Describe records accurately. Include titls, form number, of Hall of Re-
No.| purpose, Sizc of documeants, inclusive dates, quantity (cubic |cords and Board
.or lincar fect), and show reconmended retention period. of Public Works.
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