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Services REQuLST FOR AUTHORITY 
TO DISPOSE OF RECORDS 

LEAn BLANK 

JOB NO. 

(See Lriet r u ct iorie on Reverse) ...Jrt:'..L.~~.IM~.~	 ........ DATE APPROVED
 ~u~~z.~~-I 
TO:	 GENERAL SERVICES ADMINISTRATION, IC- 47-75 - S 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

NOTIFICATION TO AGENCY FROM	 (AGENCY OR ESTABLISHMENT) 

Department of Health, Education, and Welfare	 In accordance w1th the prov1s1ons of 44 U.S.C 
3303a the d1sposal request, 1nclud1ng amend-2 MAJOR SUBDIVISION ments, 1S approved except for 1tems that maySocial Security Administration	 be stamped "d1sposal not approved" or
 
"w1thdrawn" 1n column 10
3. MINOR SUBDIVISION 

Office of Administration 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL. EXT. I-IY-15 

Date Charles D. Smith	 1 594-5770 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

1 hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the record. deacribed in this n.t or 

scbedule of __ pages are proposed for disposal for the reason indicated , ("X" only one) 

D 
A The records ha ve B The records WIll cease to have suffiCIent value
 

ceased to have suffi- to warrant further retention on the e:lJ)lration
 
cent value to warrant of the period of time indicated or on the occur-

further	 retention. rence of the event specified. 

SSA Records Officer~-0~ 
(Date)	 (Title) 

97. 8 DESCRIPTION OF ITEM	 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

I. REPROGRAPHIC HANAGEMENT FILES 

A.	 Equipment History File 

This file contains a separate folder for each field 
and	 central office location in which SSA maintains 
reprographic equipment. The folder consists of a 
history sheet which identifies the type of equipment
maintained at the location, copies of correspondence,
reports of service problems, requests for equipment
(Form SSA-2470, Request for Reprographic Equipment),
and	 similar documents. 

1.	 Destroy documents relating to a particular
piece of equipment 2 years after that equipment
is replaced or otherwise removed from service. 
NOTE: The equipment history sheet will be 
retained until the folder is destroyed. 

2.	 Transfer the folder to an inactive file when SSA 
no longer maintains reprographic equipment at 
that location. Destroy 1 year thereafter. 

B.	 Reprographic Management Information Files 

1.	 Equipment meter cards, including 'Form SSA-2508, 
SSA Meter Card, or its equivalent. The cards 

are completed each month. They record the 
number of copies produced on a given piece of 
equipment during that month. 
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Destroy upon receipt and verification of the 
monthly reports. NOTE: Xerox meter cards will 
be forwarded to Xerox Corporation for billing
purposes. 

2.	 Punchcards prepared from equipment meter cards. 

Destroy after 6 months. 

3.	 Monthly reports, including the Photocopier
Billing Report, the Photocopying Budget
Expenditure Report, the Locator Report, and the 
Production Cost Report. 

a.	 Office Having SSA-wide Reprographic

Management Responsibility
 

Destroy after 3 years. 

b.	 Other Offices 

Dest~~ after 1 year or when no longer-
needed for reference, whichever is earlier. 
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