
Standard Fbrm 'No. 115 • 
Revised November 1951 
Prescribed by General Services RE.ST FOR AUTH~RITYAdministration 
GSA Re\r. 3-IV-I06 TO DISPOSE OF RECORDS 11&-103 

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

I. FROM (AGENCY OR ESTABLISHMENT) 

artment of Health Education 
2. MAJOR SUBDIVISION 

Social Securit Administration 
3. MINOR SUBDIVISION 

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

Geor S. Yamamura 4-5770 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

1 hereby certify that I am authorized to act for the head or thia asency in matters pertainins to the diepoaaJ or recorde, and that the recorda delCribed in thie lilt or 

scbedule of _1_ pases are proposed for diapoeal for the reason indicated: ("X" only one) 

D 
A The recorda have B The recorda will cease to have sufficient value
 

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

further reteotioD. rence of the event specified. 

11/15/76 Dept. Records Mgt. Officer~ ~l~:z.:~£Ro.-m.WI (Date) (Title) 

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

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. 

Disability 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~ ~
 
,.,./ ~~ ,t-?~ ;?:; ~ #'#~ 

!lestroy 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.
 

http:l~:z.:~�Ro.-m.WI


r;(,716ro..~l n-d ruct ion«: Use SlaJ.darJ Forms 11;) and 
11;la, obtainabk: Irorn-Sdpply Cente-rs of the Fedc-rul 

'8ul:") . Se r- ;, "- ( "l_~.ral C' " - .: Admiulstration. L' 
UL . '" .• ~:.: disp ,)t - (: -rts. Submit fourA 

";,, . .- \. nich siioul.' b.· ~: '{l.e~ and dated, to the~':;-+~' ' , ; :-:L': .nd }..;,..,.(, Service.-t ··13 Indicate 
'. . the ,1I1I,")\!r of p3.P'~$I l'1 ....o~h'r in the disposal reque-st 

uu,' <:'1' entry C. ,up:, ! 01" t: ... ""ndard furm wil: ~ 
r"tu 'n..:\~ to the avencv as • "\.·a~;on tha; Con-,.'j 

r : ...~:<::3 au thorizcd disposal o til': items marked 
,. '1P1Jl'O \ ed.' 

Sr;. ririr Inetrurrions : 
h·f/fr·(·-; 1. ~, 11(,1-11 ,; should !'.;:ow whaf agency has 

l:.lst';d..,- .," ~\-.l-' -·t:'t.'Il.·d...i !I) .. ',' If. '.~d~t'd or t;·c 
form, and sl.ou ld (·(111'.a:'llPt ;:.arll' or' the department 
or ~ntl...per dent <-!~.ncy , and us major and mino,: 
suud ivisions. 

f;flt ric« -# o nd .) sr..:<;·d l,e:p :dpntlfy and \TaLP the 
persor tu (('/1',," :r.c.;'",fles n~~~ur'ding t.he "1·CO.·1.:; 
should be directed., , 

Ent 6 should sf -w k"".' ion -sr» what of a athortut 

rl'l~'II-st ..d. Only one of t,,·,) :.iltds uf authorrzurions 
mav be re..-qrester! 0/1 n. particular form. 

Box A SI1OU;O oe marked if immediate disposal 
is to be made of past accumulations of records, 
anti the completed f'orrn thus marked is a list, 

Box 8 should lJt-'marke-d I: records tha; :1a\1:' ar-
cumulate-d or wrll t'u,tlrIUt: tu accumula;e are 
to f)e dtsposer' 0; a: SOIr.. rlefin it« future time 
or Iwriodit-C!:ly at st.at ...d intervals. or if d is-
pOSeL is tu be rr ede uf rnicrophotographe.l 
records after i~ !'.:,t::; ue··:: ascertained that ~;\l. 
mic ri'um l"J;)Ic'~ wvr« mad!' in c!l,("OJ'l~ __; ve 
v. it:. th.. staru'n -(L. p n-scribed ill C~r\ ~I ·.u-
lations :~. IV 10.-,: ,,;111 the completed form 
thus marked i" il ~("Iwdult·. 

Entry 7 'iil()u;d contah: th., numbers of the items 
of n-cords idl nt.ified on !h' "lJ ·,r. .n sequenc«, i. ('., 
1, :!, 3,4. rtc. 

8nt,..y X -nould show \\ hat re-cords are proposed 
for disposal. 

Center lu-arlings should induate u-ha ' offi-«'« n I' 
ords art' icvolved If al. rt-cords '!!:'~cfliJeu on the: ~orm 
an' not 1110se of t:1e same otlice if t::ey ere records(I;' 

created by another office or a+encv. 
An identification should br- nm idod of the tupes

at '-i'l·(JI'd.~ involved if they art' uthr-r than textual 
records. for example, if they a rc piiotographic rec-
ords, sound recordings, or cart..- -raphlc records. 

An it...rruzation and accurate identification should 
be prov.ded of tile t!trt'tll v-' rcco n'« that are proposed 
;vr u.spcsal. Each 8e,·1 •. , :;l.o_.d comprise the larg-
\'.~t nractical v.rou(lill:~ o!' S"f':;I-~rl';) or-ranized and 
:(l'~'l.;!:h:e;a~:.:tl rr.etl'l-i<:!s \,:<-._ '·.all bt' treated as a 
SIIl:~!I' "Ui;,t for purr;OSt'l:> o: dl~i'()""'''. Component 
IJ(!I' ..~ vi '-- SCl'.t·., may i)t, :i,:,L;_',j,,_'il ... , ....~pl.Y if num-
b,'n ,·o-;scc:..t:\c!y as La, . 0, ,··..c. ;!i."~';' the genera. 
scr:» :,·;t:-y_ 

A t..: .'rr:en~ ,,1:0:'::.: b~ :)rovi(k'd sl.aw ing when 
the ! ,'C') __lis \\ t:' ;'\.' V,·otL.lced or wit ell disposal :s tu bl' 
n~.d(~i'u:' the :t:-lorJ.s, thus s 

If ,,,,~ A .under r·r.try G was marke.', tr.f' .nclu-
SIV,' dai'-'.:i durrng which the reco rds w , rc' pro-
(\Un~(;should be stated. 

If J., .... H under vntry 6 was marked, the period
II: 'dentlOn should be stated. Th.- retention 
fI" 10<1 may be expressed In terms of years, 
r,:,).·th". ctc., or in terms of future actions or 
.'\ .....ts. A f'ul u re action or even; that is to 
:~·~t')·mille t'.t-' retcr.tton pe rrod must be obj ec-

t iv e and ,[<'til: teo If disposal of tht' records 
i~ cont inger t upo.: their being :-.icrofilmed, 
thr- l't'~ertion 1'f'J'lod shnu.d rPHd: "I ntil as-
certa.ru-d tha; rnicropnotogruph .c i-opies have 
lx .«. m,'.-It' vn accorr'ance \\ ith (]~A Regula-
L;,j .., ;~.IV-l().'l and are adequate SU08tl-
~ull-'s tor the paper records.' 

/.;" I, '.4 ~;~()uld -.:I'ow what nu m ples of records were 
slll,,~:llt'o Io r ('a('I: itcm, or with /"hAlf iob nu ncbt r 
such Saf'lp:t's \\'(';'( :)revi(}u:o.~.y subrnit;.-,'. Samples 
of types 1)( "1'qJr(~~ other than tl""t,.c.: and carte-
rT,<!;'i~;l ,-C, ords should not bt, submitted, 

t-; 1/ ',-., i IJ shou Id be le It blank. 


