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| hereby certify that | 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

this agency or will not be needed after the retention periods specified.
] A Request for immediate disposal.

page(s) are not now needed for the business of
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9
SAMPLE OR
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10
ACTION TAKEN

Records Retention and Disposal Schedule
Management, Budget and Personnel Files
Management Services Files

Building Access and Emplovee Identification Card Files

Access documencs and idencificaction cards issued to all S5SA
full-cime, part-ctime and temporary employees and cercain
non-employees (vendors, contractors, students, etc.) for
use 1n gaining admission to SSA buildings. The cards
kcontain a photograph of the person and name, social securit
number and other identifying information. Included are
application forms, such as Forms SSA-364, SSA-364-A and .
5SA-365,"SSA Building Pass'; 55A-1860, '"Request for Re-
placement of Photopass'';y $SA-3304, "Application for Securic
Concrol Pass'"; SSA~4395, '"Application for Bpecial Access to
SSA Building! or their equivalents. Also included are
hpplications for temporary badges, such as Form SSA-4764,
"Temporary Badge Work Up Sheet'" or its equivalents, which
em 1ssued for a l-day period te employees who do not have
their badges.

Employee Idencification Cardsp Forms S5A-364,
SSA 365 and S5A-3304
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INSTRUCTIONS

General Instructhions

L ¢ Standard Form 115 (obtamnable from supply depots of the
Federal Supply Serv.ce. Ueneral Services Administrauon} and the
continuation sheet Standard Form 1152 (obtamable from the Rec-
ords Disposition Division Office of Fedérat Records Centers Na-
nond! Archives and Records Service, Washington, D € 2040%) to
ontst quthonty to,dr.pose of records or 1o request permanent re-
terthon of revords Detach the fifth gopy from the set and keep as
vour reference topy Submit the first four Lames of the set to the
Notion t Archives s Records Service (Ine Lopy wiil be returned
© e pemyy 48 nott ation of gems th 1 are dauthonzed for disprosal
liins withdi wa or not approved for disposal wal be s Marked

h St *'% reguanng ( omptralier Genes U concurrence must be
e ampanied 2y s holacation B approvat from LA
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Foree B2 und T should show what wwency has custody of the
+de that are wdeatified on the foim. né should vontain the name
ne deprtrsent or wmdeperdent sgency, und ity maror and apeaw

subsbiy oy -

Fuirien 4 und Y should help dentity and oo tte the person n

whom nguines reyarding the records showld be directed

tnre 4 should he apned ond dated on the four .opies by the

wgh, s repr wpiative T he number of © e es mvolved in the requess
should be ipserted

Box A should be checked if the records may be disposed of i

med: tely Box B <hould he checked if vontinuing disposaf suthonty
& requested or If permanent retention 1s requested ©nly one box
may be checked > . L f

Entry 7 should contain the numbers of the items of records iden-

ufied on the form in sequence.1e .1 2.3, 4 etc

Entry # hould show what records are proposed for disposal

Center headings s indicate wnat omce s rocords are n-
volved if all records described on the form are not those of the same
office or if they are records created by another office or agency

An dentification should be provided of the types of records in-
volved if they are other than textural records. for example. if they
are photographic records sound recordings, of cartographic records

An temnzativn und accurate dentficaiion should be provided of
the series of records that are proposed for disposa! or retention
Fach senes shauld comprise the largest practical croupmyg of
separately org mzed and lowacally retited matertals that ¢an be
treate d as 3 angle 1wt for popores of Japasal ( ompasent parts
O 1 osertes ey be Iinted sepirctely fowmhered consevatrvely as
Ya Ih et | gnder the zener  senes entry

A -tufement should he provided show.n, when diupo~al s to
be m..de of the records, thus

If immedhate dispusal 1s regue-ted of goot ectumulations of reu
ords, the inclusive dates dunny which the recunds were producet
should be stated

i conumuing despusal 1s reguaestes for records tha ®-ve a. utnu

aled or W'l Loptinue 10 avy Mt e reterr . L ok ™y be
eapressod moterias of years monthe gre o woternes of Bt o a
hons o events A hofure  ction of event Jhat « 10 determime the
cetennun persd must be objective nd definite If diposal af the
euords ¢ camtinuent upan therr bewt ancrofiinesd, o OINewine
ceprosicted or recorded on TraLhanz resd e media. the ce ention
pevied should re d  Until cocerte ~2a (het ~eprodeccd copres or
revordings b ve heen made v acordince with GSA rex utations
and are .deguadte substitutes tar the paper records Al thy gra
visa 2 of FPMR § 100-§1 § should be ¢ erved

Entry ¥ shouid be checked if samples are submitted for an item
However samples of the records are not required unless they are
requested by the N ARS appraiser If an siem has been previously
submytted. the relevant job «nd ttern number should be entered

Entry 10 should be left blank
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# 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

Descroy 3 months after separacion of che employee
from SS54A.

2. Form SSA-364-A

Descroy 3 months afcer scudent has complered class
in cthe building or a vendor or contraccor has
complered work.

3. Form SS5A-1860

Descroy once the 1dencification card has been
issued.

4, Form SS5A-4395

a. Approved Applicacions

Destroy 3 monchs afcer pass is surrendered.

b. Denied Applicacions

Descroy when 3 years old.

5. Form SSA-4764 .

Descroy when 30 days old.

o
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