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1. FROM (AGENCY OR ESTABLISHMENT) :lOfIFICATlON TO AGJ:'J(Y 

In .rc c ord.mc c w i t h the pr ovi s ion s of ~~ U.S.C. 
2. MAJOR SUBDIVISION 3303a the di~l)O~al request, includjng arcnd-

r011ts, is npplu\~d c}cept for itc~s that ~dySocial Security Administration be s t ampcd "d i spo s a l not appr-oved" or 
I "< i t hd r a ....n" in o l urrn 10.3. MINOR SUBDIVISION 

Office of Management and Administration 
4. NAME OF PERSON WITH WHOM TO CONFER 

George S. Yamamura 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head or thi. aKency In matten pertaininK to the dl.poaal or record., and that the record. deac:ribed In thla IIat or 

sehedule of __ paKes are proposed for dioposal for the reason indicated: ("X" only one) 

A The record. have The records will cease to have sufficient value 

D ceased to have suffi· to warrant further retention on the expiration
 
cient value to warrant of the period of time indicated or on the occur-

further retention. rence?e vent specified. 

SSA Records Offjcer
(Title) 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. elUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

Records Retention and Disposal Schedule
 
Equal Employment Opportunity Files
 

1. EMPLOYEE HOUSING REQUESTS 

Form SSA-2316, Employee Housing Request, or its equivalen
These forms are completed by Social Security Administrati n 
employees to request assistance in renting or purchasing
housing or in resolving a particular housing problem
(eviction, discrimination complaint, grievance against
lessor, etc.). The form gives the employee's name,
address, phone number, work location, and grade. It also 
serves as a record of assistance given to the employee. 

Destroy I year following the date of the request. 


