Standard Form °No. 115 » )
Revised November 1951
Prescribed by General Services

RE&ST FOR AUTHORITY .

LEAVE BLANE

Administration
GSA Reg. 3-1V-106

115103 TO DISPOSE OF RECORDS

DATE RECEIVED

NOV 19 1976

JOB NO,

U (See Instructions on Reverse)

To: GENERAL SERVICES ADMINISTRATION,

DATE APPROVED

NC1

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

1. FROM (AGENCY OR ESTABLISHMENT)

Department of Health, Education, and Welfare
2. MAJOR SUBDIVISION

Social Security Administration
3. MINOR SUBDIVISION

Office of Human Resources
4. NAME OF PERSON WITH WHOM TO CONFER

George S. Yamamura

5. TEL. EXT.
594-5770

NUI‘IFICATIONHTO AGEM:Y .‘.

In accordance with the provisions~of ,44‘3U S¥ C‘
3303a the disposal request, mcludmg‘-amer%
ments, is approved except for items that m

be stamped "d:l.sposal not approved" ort =
"withdrawn" in column 10.

6. CERTIFICATE OF AGENCY REPRESENTATIVE 4

I 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 records described in this list or

schedule of pages are proposed for disposal for the reason indicated: (*“X’ only one)

A The records have B

D ceased to have suffi- .
X

The records will cease to have sufficient value
to warrant further retention on the expiration
of the period of time indicated or on the occur-
rence of the event specified,

9.

Reedh
sell 0. Hes

cient value to warrant
further retention,

11/15/76 AR Dept. Records Mgt. Officer
(Date) v (8ignature of Agency Representative) (Title)
7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM No. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR | ACTION TAKEN

RECORDS RETENTION AND DISPOSAL SCHEDULES

Employee Counseling Case Files

These files are accumulated in the course of providing
counseling services to individual SSA employees.
Included in an individual's file are reports of
interviews and contacts, analyses, and similar records.

Destroy 6 months after termination of counseling.

Digability Retirement Files

Documents relating to individual disability retirees.
Included in an individual's file is a copy of the
application for disability retirement, physician's
statements and medical reports, statements by super-
visors, and similar documents. 7 ots
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troy 1 month after disability retirement is approved
or denied by Civil Service Commission. Note: In cases
of reconsideration and/or appeal, retain documentation
until final resolution of the case.
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hanitted to the National Archives and Records Service
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INSTRUCTIONS

' [ 4

General [rstruct’ons: Use Star.dard Forms 115 and

1154, obtaindb'e from Sépply Centers of the Federal
“Sue~t - Service {ereral € -7 Administration, Lo
el e o disp ..ot . s, Submit four
2. <0 waich snould be sizned and dated, to the
nd ke ds Service.,  lndicate
the onge-oer of pases »voived in the disposal request
underentry €. «opy foit!. *~adard form will be
retu ned to the avency as ..o Jeation that Con-
- 5~ 123 walhorized disposal ¢. tiae items marked

“approved.”

yaval

St eific [nstrurtions:

Eatres 1,2, agd J should svow what agency has
castody of the cecosds thl e ad S Gfed or tee
form, and should conta’n the ame ol tie depariment
or ‘ndeperdent Leoney, and its major and aninos
subdivisiors.

Entries 5 ond 5 shau'd help identify and ‘ceaie the
persor tu wihua irguries regarding the recosls
should be directed.. |

Eatrn 6 should sk owoechat £vnd of author zation 's
regriested. Only one of two ainds of authorizations
may be requested on a particular form.

Bors A shouid oe marked if immediate disposal
is to be made of pest accumulations of records,
and the compicted form thus marked is a list.

Box B shouid be maracd 1 records tha have ac-
cumulated or will continue Lo accumulate are
to ve disposed ol ad som. definite future time
or periodicaily at stated intervals, or if dis-
pusa. is to be mude of microphotographe.i
records after it bas be-n ascertained that fie
micim coptes were made in zccora ce
v.itic the standsa -l presceibed in G8A Reu-
lativas 3 IV 105 and the compleled form
thus marked ts a schedule.

Entry 7 shoud contain. the numbers of the items
of records idintified on the "noa inosequence, i, o,
1,2,8,4, cte.

Knatry 8 «hould show what records are proposed
for disposel.
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Center headings should indicate what offi-’s ric
ords are tavolved «f ali records aescribed on the form
are not those of the same oflice or if tiey ere records
created by another office or arency.

An idertification should be »rovided of the twpes
ot records involved /7t they are other than textual
records, for example, if they arc¢ pnotographic rec-
ords, sound recordings, or carto-raphic records.

An itemization and accurale identification should
be provided of tie series of recusds that are proposed
fur u.speeal. Each serics st.ood comnrise the larg-
est practical grouping of sopzeaicyy orwanized and
ey eiated materialds et can be treated as a
sinsle unt for purposes oo dispose’. Component
parw of o ser.co mzy Le lstid sonadltely 17 num-
bere . eonsecutively as la, "D, e, wi'or the general
seme 2atry,

A toement shoul! be provided slowing when
the recosds wese prouuced or whea disposal s to be
made 07 the cecords, thuss

It 'ov A.under cotry § was marke:!, the inclu-
sive dates durming which the records w. re pro-
ouced shouid be stated.

If Lo~ B under entry 6 was marked, the period
0. setention should be stated. The retention
e wd may be expressed 1n terms of years,
raooths, ete., or i terms of future actions or
sve-is. A fulure action or event that is to
termine e retention period must be objec-
tive and detie te.  If disposal of the records
is contingert apos their being -dcrofilmed,
the re‘ertion perod should read: U atil as-
certained that micronnotograph.c copies have
B mede 'oaccordance with G3A Regula-
tinis 3-IV-105 and are adequate substi-
tutes tor the paper records.”

Eot, 9 cwuld show mhat sam ples of records were
subhmitted for cach item, or with what job nunchir
such samples wen areviously submitied.  Samples
of types oi cevords other than testua! and carto-
orenhic records should not be submitted.

An'~a i1 snould be leit blank.
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