
REQUEST FOR RECORrllSPOSITION AUTHORITY 
(See Instructions on reverse) 

I 'lr~'1wr ""t I~" J 5' -s Jf ~4 USC 130J;! 1"" : !:.cc:.,o,re J •SSA	 ~,p~l wjL~1" ~-e~~ 1~~tS ~ apon-ec e» ept 'v uer-s t~'1 """~ 

MINOA SUBDIVISION	 :0 ,knpe~ 'd 'P\l~~" • -oo ...ed' If '1'>11~~f~\'Irr- ,jl,"ln Hi3 

Office of Management, Budget and Personnel Files 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

Ernest P. Lardieri	 594-5770 

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

IX] B Request for disposal after a specified period of time or request for permanent 
retention 

C. DATE	 E TITLE 
D SIGNATU:X A~E~ 

11/5/81	 Department Records trlanagement Officer 

97 s DESCRIPTION OF ITEM	 ,.
SAMPLE ORITEM NO (With Inclusive Oates or Retention Periods)	 ACTION TAKENJOB NO 

Records Retention and DisEosal Schedule 
,Hanagemen t , Budget and Personnel Fi les
 

Management Services Files
 

I ~uilding Access and Employee Identification Card Files 

f\ccess documents and identification cards issued to all SSA NC-47-
full-time, part-time and temporary employees and certain 76-5,l 
non-employees (vendors, contractors, students, etc.) for Item A 
use ~n gaining admission to SSA buildings. The cards I 
ontain a photograph of the person and name, social securit 

number and other identifying Lnf o rma t Lon , Included are rapplication forms, such as Forms SSA-364, SSA-364-A and 
SSA-365, "SSA Building Pass"; SSA-1860, IIRequest for Re- ,I 
placement of Photopass"; SSA-3304, "Application for securitr 
Control Pass"; SSA-4395, "Application for SpeClal Access to I 
SSA Building" or their equivalents. Also included are 

applications for temporary badges, such as Form SSA-4764, 
'Temporary Badge Work Up Sheet" or its equivalents, which I

I 

~ssued for a I-day period to employees who do not have 

their badges. 

CJY!..
l.	 EmEloyee Identification Cards A Forms SSA-364, 

SSA 365 and SSA-3304 ,,~
STANDARD FORM 115115_107 
Revised Apnl, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CfR) 101-11 4 



l 

, INSTRUCT~~:~eddlOgS silOdiea.e wnatomces ecccrcsare 10_General Instrucncns 

volved If all records described on the fann arc not those of the same 
,o! Standard Form 115 (obtamable from supply depots of the 

.. ederat Supply Serv •ce. Oeneral Services Adrrumstrauon) and the 

contmuanon sheet Standard f-orm 11 Sa tobtamable from the Rec-
ord .. Drsposrnon DIV\Slon OfTke of f-edcrdt Records (enters Na-
nonat Atctuvev and Records Service. Wd"hmgton. 0 C 2040Klto 

o'rt.vn authority to,dl'-:.P'Ose of records or 10 request permanent re-
termon of reco-d-, Detach the fifth 1;-OPYfrom the ..et and keep as 

vcur reference eopy Submn the first four con-es of the ..et to the 

""" J.tHJO \! \rchl'.'e" nd Record .. Service One I..(lP),will be returned 
, tne I~enr,.\. -1" 'WIlt anon (If uemv tb r are authcnzed for dl'pn"rl\ 
hun .. wrthdl ... ra or flO' approved for drspo ....J.1~.~!be so marked 

h ~t- '~"1 "eq""ln~ ( o.nptrotter (-,enel J ,-,tn ...",rrel1 ...e mu .., ee 

<", -mnarued ')y i. t,0L'1l"dtulO of ~pprov,,"1 Irom (,AO 

~ {f,et , 2 ,-,'JJ I should -bow what weOl.v h" .. cu ...tody of (he 

,d" that ere -decufied sin rbe form. InG..hould contain the name 

11("del' ,n"elll nr mdeperdent JI~eI'lI.-V.and Ih maier ,md OJI"," 

,UIl..!L ... 'Am .. 

t: (linn 4 and \ -,noutd help rdenutv md .oc de the person to 

whom Inqt1lne~ reJ!"rdlOt! tt'h> record .. "hOl}ld be directed 

t nr, I; ...hould ~~ .1!!fl..O. od dated en th~ four ...opre- h} 'he 

·"-en. \ -enre ,t. ....rauve The number of ri L~ e .. mvolved In (he request 
.houlc he mser'ed 

Box '\ snould ~ checked If the records m sv be dtspcsed of lr,'1 

(fled, tel) Box B vhould he checked If contmumg dtspo -,.J1authonty 

J'" requevted or If permanent retention IS requevted Only one box 

rl"l.l\o be checked , ' 

Entre 7 ..hould contam the numbers of the Items of records rden-
nfied on the form In ..equence. r e . I 2.1.4 etc 

Entrv ~ ..hould ..how what record ...are proposed for dwpoval 

Services 
Representative 

office or If they are records created by another office or agency 

An idenuficatrcn should be provided of the types of records in-
volved If they ....re other than textural records. for example. If they 

are photographic records socnd recordings. or c.srtograpluc records 
An uemrz....non .md accurate rdennficenco should be provided of 

the -enes of records thdl are proposed 101 drspo v,d or retention 
f- ...ch ...ene .. vhould compn ..e the l.arEt.!r.'preen,•.al <:roupm~ of 
..eparatetv erg uuzed and lO"I'-dlly res-ted material ... that em he 

tre",t~d av a .Jtjgle nut fur ):ll',~'e .. iLf :.~p<l<;.tl (omp.""ent part .. 
,It J .. ene ... 1'1..,1; he hvted kt"' rr, le~~ t 'tlronered I...."ln:..t:\.utl"vel) av 

:.. Iheft.. . ,1,\der the cener ...ene ...e,<tr), 
.... -r.sternent ..hot.ld be provr.ted ""0....4n 0 w"en d'''pi.~d.1 t!t '0 

be m...de of the recordv. thu ... 
If immediate d.!l.Pll"'odlI'!I recuc-ted ct eccu rnutation ... (If rev(L,.'-I 

ord v. the mcluvrve dates duon!! wh1l.h"lhe recor d .......ere produceu
 

..hould be stated 

If conuranns cl1-,posatrs re\f',e'l~tJ J"m records tll.1 ., .ve ~I..umc 

ated or ",I'! I..\JIlTmue to .. \ \.- mu. It/!' ~, retent , l ~'''n:[lo(r on \ t-e 
e cpre ....>;," rn rerr t- of vearc month .. t'>... , 10 tern." ~"lfhUll' 4-

non ... tr events "\" n.re !..th'O at t'''<nt ,hdl "to detemwne the 

.etennon per".o 1',u'.1 be objectrve ,"" defunre If d,...po.....J ~,r The-
-1I;:" ... o.ds .., ...~'.Itrn!«enf UPt~11(ht'lr heulfo" mrcrotuov-d. or orne- ....l-,t 
.eprod ....ceu or recorded ,In HI >dlo!l~ re.sd .o.e medl.i. the '-e ennon 

pell~KI ..hould re d l nul ,' ......ert- '""" ,n..,f ..eprodt- ...cd ...opte-, or 
re ...ordmgs h ve been maoe ~I) ,i.. cord mce With l,~A re~ L.l1..tt,,,n-o: 
and are ~jeyu,ite vcbvntute-, lor the p 1p\-r record ... ' '\I~o th, P'll 
'II ....' '1" of f-P\1R '* l~fI-11 'Ii should h<.:-i' erved 

Entrv I.) .. h•.suld be ctre ..ked If samples ere subr-utted for an Item 
However samples of the records are not required unless they are 
reque ...ted h~ (he "f'j o\RS appraiser If an Item ha'lo heen previously 

..ubrrutted. the relevant job dod Item number should be entered 

enln 10 ..hould be left bl ..nk 

..k /9FI
Dace 

, . I 
Dace 

Standard Form 115 "ACJ( R..... ~ 7') 

http:p<l<;.tl
http:l.arEt.!r.'preen,�.al


• • PAGE OF 2IJOBNO @ 2Req'::lest for Records Disposition Authority-Continuation 

8. DESCRIPTION OF ITEM 
9. 

SAMPLE OR 10. 
ITEM NO (With Inclusive Oates or Retention Periods) JOB NO ACTION TAKEN 

Destroy 3 

from SSA. 
months after separation of the employee 

2. Form SSA-364-A 

Destroy 3 months 
in the building
completed work. 

after student 
or a vendor or 

has completed class 
contractor has 

3. Form SSA-1860 

Destroy
issued. 

once the Identification card has been 

4. Form SSA-4395 

aa Approved ApplICations 

Destroy 3 months after pass is surrendered. 

b. Denied Applications 

Destroy when 3 years old. 

5. Form SSA-4764 

Destroy when 30 days old. 

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

Administration 
CPO 1",5 0 _ 5;"-387 FPMR (41 CFR) 101~11 4 


