
Standard Form No. 115 
Revised Novcmb;r 1951 
Prescr-ibed by General Services REC;AT FOR AUTHO~ITY Administration 
GSA Reg. 3-IV-106 TO DISPOSE OF RECORDS 11&-103
 

(See Instructions on Reverse)
 

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

NOTIFICATION TO AGENCY 
I. FROM (AGENCY OR ESTABLISHMENT) 

:-:~~~===~~~~!:..:.~---l~~~=-=':~'-'-~~--..!~~~~ 
In accordance with 

I 3303a the di sposal 
the provisions of 44 U.'S.C. 
request, incl uding ~~nd-

ments, is approved except for i terns that '!!!.!!.Y rat ion be stamped "di sposal not approved" or . f#r 
3::-.-:M::I:-:N':'O==R':::S~U~B::'D=-IV!::IS=IO=N:"='.!:..l.-...!:==~::":::"=~:"=':~--------------~ "withdrawn" in colunm 10. -, 

6. CERTIFICATE	 OF AGENCY REPRESENTATIVE. 

I herehy certify that I am authorized to act for the head of this allency in matters pertaining to the dilpoalll of records, and that the recordl deacribed in thillilt or 

schedule of __ pages are proposed for diepoaal 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 ezpiration
 
cient value to warrant of the period of time indicated or on the occur-

further retention. rence of the event specified.D	 W 

~J'~,~
11/1/76 Russell O. Hess V'	 ~t. Records Mgt Officer 

(Date) (Signature of Agency Representative)	 (Title) 

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

RECORDS RETENTION AND DISPOSAL SCHEDULE 
BUREAU OF HEARINGS AND APPEALS 

Hearings and Appeals Case Control System 

A machine-readable system of records, on disc and 
magnetic tape, used to control the location and record 
the status of hearings and appeals claims cases. 
Information in this system includes social security
number, claimant's name, type of claim, last action 
on case/date, location of case (office), date of receipt,
type of hearing request, and presiding officer. Case 
information is available on-line on disc until final 
disposition of the case is rendered and then transferred 
off-line to magnetic tape storage. The hearings offices 
enter the case control information into the system
which is maintained at SSA headquarters. Input documents 
are coding sheets, such as Forms HA-672, HA-673, and 
HA-674, BHA DC/HO Case Control Coding Sheet, or their 
equivalents. Output consists of management reports and 
statistical information relating to workload and pro-
duction data. 

1. Input Documents 

Destroy coding sheets after input verified and 
edits resolved . 

••, .aoJadlq .dPaal, to be ndmU ..... to .... N.. tio.ca1 Alrcbl ..... lIB. R~ ........ c.
 



• • " .. INSTRUCT!Ol\!S . ,' 

tlencrul l nstruc+.rms : l 'se Standard Forms 115 and 
11.,)~, obtamaole fn'.rr: huppiy Centers of the Federal 
SI); :,~y C'':;'!·V/l't> I.p .• , ..... • S~:'\ ices Administration, to 
obtarn :\uth-:' 'I Isnose uf records. Submit foul'tIl 

CU > ,all of .. 1116, ~Ilutlld be signed and dated, to the 
N:' ".al.:\ ~-,~i\' > P lid J~con:b Service. Indicate 
th- i.umber of ;:~,g..:..;111\\.11.",,,,1 in th4'l disposal request 
ui ·r c • h') 6. (;v~J -t 0...\: 'I>. ,,,;~rd form wil] be 
returned to the agency as nourication that Con-
gress has authorized disposal of the items marked 
"approved." 

Specitic l nstructlons : 
Entre« J, ':.0"".1/ ,; should ~ho\\' what agr-ncy h<i_'; 

c;..s~\)(h 'If t\,~ -l'(O;'r,,, t!.." r re tdrntified Ill' t: e 
form. ~nd sl.. J:d co.rta.r; till' uarm- of the department 
or Indt'pE.'nJ~;:t age..cy, and it ..s major unL minor 
subdivisions. 

~·rlf,-r( .., ~ (IIU/ .~ ,,'1O:1ldhe.p Id.:nUf) a ..d 100'a~e~hl' 
person tu II h o a. inqurr.es !'I'I~al'd:ng the i'eCC::U8 
shou ut ut.: d: rected,. . 

E"lpl Ii si;culd sh--w iclcu] " nt! of authorization is 
requested. Only one of tw u :,iJ:ds of aurhorizatlous 
may be rIO(; ,C~~"(! 011 ., par-ticular form. 

Ho.: A ~l ou.d ')e rnar.c.«. .f im:'.etiiate dtscosa: 
:8 tl) \j(. made uf P<I::>l a.ccurnulat iuns of records, 
awi ~. I' t'f wll':l'L'l: form ~L.lci IT' ar:-t-'d is a list, 

Bo.c r; ~.l();:d ue rl.:,vkt'd '1' fI'ClJ.-ds ~i)dt I'J\ . dt'-

curl'l'l:"':t-'d or \' .:. (" l;~,r.ue to accumulate e re 
to '0(' dis oosi-d u" at some definite future tune 
or 1'( r:,)d:<.:ally at state-d intervals. IJi' if d is-
posa. is to be mark- of microphoto-rrapoed 
reco:;:.: a;'~l'r it h,:s been ascertained ~itat lr.e 
mirronlrr: copies \\l'n> mad,' it: accordance 
\\ ith ~he standards presc ribcd in GSA Ri-gu-
lations :{ IV lOr,; and tht' completed torrn 
t hi.s '-~arl<ed is a sch.-duie. 

Ent c 7 si ould contain t:~c numbers of tl:!' it-me 
of rcco rds ,:,·~:tlfit'll on :hl' fOI'!!} in scqu encv, i. e., 
1 • 2, 3, <1,l'tt, 

Entry X ":1~H.:!dshow what records are proposed
for disposal, 

Center headings should indicate »-ha! office's 'H'c-
ords are involved ,'/ all records described on the form 
are not t"use of t:1C same office or if they are records 
created by another office or agency. 

A n identi fication should be provided of the types 
ot record •., involved if they an' other than textual 
records, for example, U' the~ an' photographic rec-
ords, sound recordings. or cartogra phic records, 

An itemization anti accurate identification should 
be provided of the SUit 'i of records that are proposed
for disposal. Each l'u'lcs should comprise the larg-
est practical ~{ruw)i[)~~of separately organ ized and 
:o!{lcaI1y related materials that can be treated as a 
sin;.;!e unit fur pt.;i':)OseS Oi rusposal. Component 
parts o~ a scr.es may l~ listed separately if num-
Iw;-"d cP:',St'c.. t,\ciy as l a, l b, etc., under the genera! 
~'\J:-~';S entry. 

A st.ate.ncnt .,': J,,;d be provided showi n~,: when 
the records \\ en~ pdAluced or 'When d.sposal ~ to be 
made 01 the records. thus: 
I "f 13QX A lJ'1th;' l>nlt"y 6 was marked, t.f!e inclu-

sive l.iat,,·t\durrng which the records were pro-
duced S:lOU:u be stated, 

If Bux ~) under entry 6 was marked. the period
of rvtent.on s.iould be stated. Thp retention 
period may Ol' l·:..prt'sSt·t! ill terms of years,
months, etc" or in terms of future actions or 
evc-ts. A !'u~ui'e action or even; tha; is to 
de t. rm i..c i.h~ n'tc:nt.:ol! period must be obj ec-
tivv a!·.d rit'n' ;;'t'. 1f disposal 0" the records 
is u>Iltltll~ent upon their being' r..:erof.lmed, 
the> retention period should read "L'ntil as-
certained that rn'crophotovraph:c copies have 
been made ill accordance with CSA l{,'guia-
tions 3--1V-10,) and are adequate subsu-
t.lte~ f'o,: the paper records," 

Enl r» q snou:d show ,,'hat «am ple« of records were 
submitted for t;' ..u'h .t ern, 01' with icha! ':01> n u mbe r 
such sarr plcs previously submitted. Samples\h'l'(" 

of l} P~'S uf r evurda other t han textual and carte-
grapLL records should not be submitted. 

r: II f r J I f) should be left blank. 

http:rvtent.on
http:l;~,r.ue
http:inqurr.es
http:g..:..;111\\.11
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR 

JOB NO. ACTION TAKEN 

2. Machine-Readable Records 

a. Transfer from disc to magnetic
after final disposition of the 

tape 120 days 
case. 

b. Retain on magnetic
and return to blank 

tape 2 years. Erase tape
stock when all records on 

the tape are eligible for destruction. 

3. Output Documents (Management Reports) 

Destroy after 2 years. 

Panel Listing of Vocational Experts and Medical Advisors 
II 
I 

A list of all vocational experts and'~dical advisors 
under contract to BHA who are within the area 
serviced by the hearing office. It 
hearing office to select the needed 
utilization in individual cases and 

is used by the 
expert for 
contains such 

information 
and area of 

as name of 
expertise. 

expert,or advisor, addresses, 

Destroy when superseded. 

List of Physicians
X-ray Films 

Utilized as Readers of Black Lung 

A list of physicians, published by the National 
Institute of Occupational Safety and Health, used by
BHA for selecting Jf-ray readers in black lung cases. 
It includes information such as name of physician,
address and type of certification, and is maintained 
by BHA headquarters and hearing offices. 

Destroy upon receipt of updated list. 

Foul' copies, including originca1,to be auhmitted to the National Archives and Recol'u Service 16- 69428·2 GPO 


