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Standard Form No. 115 Q

Reviae@ N&vember 1951 . .o

P iatoation " Services REQULST FOR AUTHORITY

GSA Reg. 8 1V-106 TO DISPOSE OF RECORDS
. (See Instructions on Reverse)

=

DATE RECEIVED JOB NO.

JuL 3o 1976

<7

To:. GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

-

. FROM (AGENCY OR ESTABLISHMENT)
Department of Health, Education, and Welfare

n

. MAJOR SUBDIVISION
Social Security Administration

3. MINOR SUBDIVISION .
Office of Program Operations -
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. )
George S. Yamamura 45770 .

w“mmnNcl_*7 -96-30

NOFIFICATION TO AGENCY- ~

In accordance with the provisions of 44 U.S.C. |
3303a the disposal request, including amend-
ments, is approved except for items that may

be stamped 'disposal not approved" or
"withdrawn" in column 10.

9- 3076 m::ijé) A

Date chivist of the tinited States

o~

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

'

to the di

lof r ds, and that the records described in this list or

I hereby certify that I am authorized to act for the head of this agency in matters pertaini

schedule of 4 pages arc proposed for disposal for the reason indicated: (X" only one)

A The records have B  The records will cease to have sufficient value
ceased to have suffi- to warrant further retention on the expiration
D cient value to warrant of the period of time indicated or on the occur-
further retention. rence of the event specified.
’
7/29/76 M /B\ A"y)/l;ept. Records Mgt, Officer
(Date) AY (Bignature of Agency Represze) (Title)
7. 8. DESCRIPTION OF ITEM 8. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJgELEOOR ACTION TAKEN
I. SSI OPERATING SYSTEMS RECORDS

records:

Magnetic tape and/or hard copy records documenting
disbursement of monies for each State that authorizes
SSA to administer its State supplementation program for
SSI recipients. Included are the following groups of

A. Fiscal and State Accounting Systems Records

checks.

1. Daily Summary Records

Disbursement Center.

a. Magnetic Tape

90 days.

b. Hard Copy

whichever is earlier.

Records documenting data and totals sent to the
Treasury Department for the disbursement of benefit

A daily report broken down by Regional

Erase and return to blank stock after

Transfer to the SSA Holding Area.
after 5 years or completion of HEW audit,

Destroy

;69{440 A%maul/ o-ge M)

luding original, to be submitted to the National Archives and Recozds Service


http:Iitando.nI

Genere! Instruet ons: Use Staudard ¥Forms 115 and
1154, obtainavie Jrom Supply Centers «f the Federal
Supply Berveee Geresal Services Admitnistration, to
obtair 1. .1ty to dispose of veeords. Submit four
cuDies, all o7+ ich vald be signed an | dated, to the
National Arenives and Records Serviee. Indicate
the number uf pag . nvunved in the disposa: request
under entey 5. Copy $of the £ =dard form wili be
ret-=med tp the agency as ' ‘cat’n that Cou-
Eress . aUtho=i=1 Qieanas the sterns marked
“approved.”

INSTRUC

Speeific Instructions:

Fontries 1,2, nad |, sho':id sow whnt agency has
custody 7 e cerocds thet are dderslitied or the
form, and she Gl contain the name of the departmwent
Or .nuebenrde v arreney, and its major and onor
subdivisions.

1fy and locate the
rting the ceeords

Fatries § oad 5 snoud help tdet
person tu crioa. Crgutrics oo
should be directed.

Ents g6 shoulaseoow wefigt Lowe uf guthorizat 'om s
reouested.  Un'y one 0F wo ands of authorizations
ey be regue -t o on e oparticu’ar form.

Borx /A shouid oe marked 17 immediate disposal
is to be maide of past accumulations of ~ecords,
ard he coanpleted Yorm thus marked is a list,

Borx I shoud be ma hed i records that uave ac-
currid..ted or will continue Lo zccuinu.ate are
1o be d.apesed of @' som definite future time
or periodiczelly &t stated intervals, or it dis-
posa. is o be made o micr photog. aphed
records aftes it has Leen ascerwzined that the
miceoBun copies were mad  in accordance
with the standards presc thed in CGSA Regu-
lations 0 IV 105 wrnd the completed form
thuas marxed is a schedule.

Kntry 7 shoud conta:n the un Sers of the items
of records ii'onuified on the forn in sequence, i, e.,
1,2,38, 4, ete.

Frtra % <l ould show wiat records are p-oposcd
fur dispousal.

Lo "Ou RN ST uNT G D
Gl o

W@ Officer
(«Ujm»—\. \\A./Lfg/tu/z(

Records Liaison Officer, OPD,

o o

TIONS

Center headings should indicate whnt office’s vec-
ords are irvolved Jf all cecords escribed vu the form
are not those of the saine oflice v ¥ tiey 2re records
created by another office or arency.

Arn identificat:von should be provided of the fypes
0] rccords aevoanea ) they are other than textual
records, for exampie, ¥ they are photographic ree-
ords, sound recordings, or cartographic records.

An itemization and accurate identification should
be provided of the se~er uf records ti:at ere proposed
for disposal. Fach serws shouid compirise the lar-
est practical groupinv of seperately orranized and
logically rated materials st can be treated as a
single unit Tor purposes .. dhsrosai. Component
parts of o serncs may be aold ose ;)(.wal\ 1: num-
bered consecttively 2s la, U3, ete., ander the gencral
series et oy,

A ostrie~ent sioul! be provided showing cher
the recocds were pive2ced oe whicae disposa. 1s Lo be
made oi tee records, thus:

0% A under entry 8 was marked, the ‘nelu-
sive dates during which the records were pro-
duced should be stated.

[+ 13ox B under entry 6 was marked. the period
of retention should be stated. The retention
peric. may be expressed in terms of years,
months, cte., or ir terms of Yuture actions or
eveats., A future action or event that is to
deticmine the retent:on period must be objec-
tive and defnite.  1f disposal of the records
is conlingent upon tiwir Le.ng microfilmed,
the retes tion periad -houid read: *Until as-
certrinee fnat micropnotorraphic coples have
veert made in accordance v..th GSA Regula-
tions 3-1V-105 and are adequate substi-
tutes for the paper records.”

Fatry 3 should show «what sanples of records were
submitted for ecach itemn. or with what job number
suck samp.es were previously submitted. Samples
of tvpes of records other than textual and carto-
arapinic records should not be submitted.

k' try 10 should be left blank.

= ! O-71 sve


http:sarnp.es
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Stanaard Form No. 115-a

Prescribed by General Services Administration I Job No.

Revised November 1951 2
GSA Reg. 3-1V-106 Page A
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
Monthly Report
A report produced at the end of each month
containing further refinement of payment totals
sent to Treasury Department. It contains
information by SSI categories, i.e., the number
of aged, blind, and disabled SSI beneficiaries,
and is used for billing of States for
supplemental payments.
a. Magnetic Tape
After acceptance of closing Federal/State
agreement by both parties, erase and return
to blank stock after 5 years or completion °
of HEW audit, whichever is earlier.
b. Hard Copy
After acceptance of closing Federal/State
agreement by both parties, transfer to SSA
Holding Area. Destroy after 5 years or
completion of HEW audit, whichever is
earlier.
Quarterly Report
Report produced at the end of each quarter
containing information by SSI categories.
a. Magnetic Tape
Erase and return to blank stock after
5 years or completion of HEW audit, which-
ever is earlier.
b. Hard Copy
Transfer to the SSA Holding Area. Destroy
after 5 years or completion of HEW audit,
whichever is earlier.
Fiscal Year Disbursement Report
A report by State of all monies disbursed during
the fiscal year. It includes information on SSI
beneficiaries by categories and information on
returned beneficiary checks and collection of
overpayments.
Foux ies, including original, to be submitted to the National Archives and Records Service

GPO . 1963—0O-711-917
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#tandard Form No. 115-A . .
Revised November 1951
Job No.

Prescribed by General Services Administration Page 3
GSA Reg. 3-1V-106 4
115202 of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) s“fg’;‘-ﬁg" ACTION TAKEN

a. Magnetic Tape

After acceptance of closing Federal/State
agreement by both parties, erase and return
to blank stock after 5 years or completion
of HEW audit, whichever is earlier.

b. Hard Copy

After acceptance of closing Federal/State
agreement by both parties, transfer to the
SSA Holding Area. Destroy after 5 years or
completion of HEW audit, whichever is
earlier.

5. Computer Job Control Language Listings

Listings documenting the serial numbers of
magnetic tapes used to produce the daily, monthly?
quarterly, and fiscal year disbursement reports.

Transfer to the SSA Holding Area. Destroy after
5 years' retention or completion of HEW audit,

whichever is earlier.

B. State Data Exchange Systems Records

Records consisting of weekly reports, sent to each
State, of the total number of SSI beneficiaries
within that State receiving SSI payments. These
reports ccentain information on the total amount of
monies disbursed and the number of SSI recipients
by category.

Close off file at the end of the fiscal year in
which dated. Destroy 1 year thereafter.

C. Overpayment System Records

A monthly report, categorized by State, including
information on overpayments collected from SSI
recipients. It is forwarded to OMA, OFM, and used
as a credit input item on Form SSA-8700, Financial
Accountability Statement for State Supplementary
Payments Program.

Transfer to the SSA Holding Area at the close of the
fiscal year in which dated. Destroy after.S years or
completion of HEW audit, whichever is earlier.

Pouzx copies, including eriginal, to be submitted to the National Archives and Records Service GPO :1963—0O-711-917
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Stanaad Form No. 115-A . . . ‘

Revised November 1951

(Psrseicliizlégi g ‘gjggml Services Administration Job No. Page A
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 8. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) sﬁ'gg'*ﬁg‘* ACTION TAKEN
II. INTERNAL APPRAISAL REPORTS

Records consisting of appraisal reports of management
activities and operational performance in BDP. Included
are the final report and background documents, such as
request to undertake the study, project plans, statistical
information, draft reports, and clearance comments.

A. Office Responsible for Preparation of the Final
Report

Destroy final report 5 years after its completion.
Destroy background documentation 2 years after
completion of final report.

B. Other Offices

Destroy final report 2 years after its completion
or when administrative value ceasesy _ce/. 7

.424L¢442;L4

s
ey

Fowr copies, including original, to be submitted to the National Archives and Records Service GPO : 1963—O-711-917



