
RE~UEST FOR RECOR.ISPOSITION AUTHORITY 
. (Se....lnstruction« on reverse) 

TO. GENERAL SERVICES ADMINISTRATION,
 
__ _W_AS_H_IN_G_T--,Q_N
__ N_AT I_ON_A_l_A_R_C_HI_V_ES_AN_D_R_EC_O_R_DS_S_ER_V_IC_E_, ,_D_C_2_0._4 __08 -t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 

Health and Human Servjces
2.	 MAJOR SUBDIVISION 

111accordance with the prOVISIO%of 44 USC 3303a the disposal re 
Quest, including amendments, IS approved except for Items that may 

3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 2 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

9 B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E. TITLE 

7-30-80	 Department Records Management Officer 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With lnclusrve Dates or Retenuon Penods)	 ACTION TAKENJOB NO 

Electronic Data Processing (EDP) Pass Files 
Records Retention and Disposal Schedule
 

Office of Management, Budget and Personnel
 
Management Services Files
 

Files by employee name containing documentation related to 
he issue and use of EDP security passes (restricted buildi g

passes which allow entry to secure EDP areas). Documentatipn
onsists of Form SSA-3304, Application for Security Control
 

Pass, or its equivalent, which includes personal identifyin~

'nformation, organization of the individual and reason for
 
?.ntry. Also included an the files are tally sheets, .shcwi.n
 
mount of pass usage, and any related records. Pas~es expi e _ 

IThen'·ei.1Jployeehas resigned, been reassigned, or no longer'
as need for the badge. 

pet roy 3 years after expiration .. 

EDP Temporary Badge Files 

~iles consisting ~f rorm SSA-3860, Temporary Badge Workup
 
~heet, or its equivalent used to apply for and issue
 

emporary badge to allow short-term admittance to EDP
 
~ecurity areas. Informat10n on the form SSA-3860 consists
 
pf individual identification information; individual's
 

STANDARD FORM 115 
Revised April, 1975 
Prescnbed by General services 

Adrmrustranon 
FPMR (41 CFR) 101-11 4 

115-107 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

organizational designation; reason for 
n1 r and authorization information. 

entry; and badge 

Destroy 6 months after expiration. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579..387 FPMR (41 CFR) 101-11 4 


