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CEATIFICATE OQF AGENCY REPRESENTATIVE
| hereby certify that | am authonized to act for this agency in ma

that the records propesed for disposal in this Request of

[C] A Request for immediate disposal.

rs pertamning to the disposal of the agency's records;
page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

(4 B Request for disposal after a specified period of time or request for permanent
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C DATE D SIGNATURE OF AGENCY REBAESENTATIVE E. TITLE
6/1/82 D eorge E. Deal Department Records Management Officer
7 8, DESCRIPTION OF ITEM 3.
ITEM NO {With Inclusive Dates or Retention Periods) Sﬂ‘\J!ggLEOOR ACTIOI:IO'TAKEN
Communications Systems Management Files
Inventory File
1. Telephone System Contracting Files
Copies of comtracts, prepared by vendors in seeking pro-
curement of telephone systems for SSA offices. Included
are successful and unsuccessful proposals, implementation
documents, service information, and close-out informacicen.
The contract proposals provide technical information
regarding the operation of the system and equipment and are
of value as long as SSA continues to use the equipmenc.
Record copies of contract documents are maincained by
Division of Concracc® and Grants Management, Office of
Managemenc, Budget, and Personnel.
a. Unsuccessful Proposal &rRs?
Destroy when contract is awarded. rtey 6/“0
b. Successful Proposal and Related Contracting &£53
Documents Tom 4(._
Destroy one year after syscem and equipment use
is discontinued.
Note: Transfer to the SSA Holding Area is authoriped.
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L se Standard Form 115 obtanable from supply depots of the
Federal Suppiy Service. General Services Administration) and the
continuation sheet Standard Form 115a jobtamnable from the Rec-
ords Dispositton Dhvision Offsee of Federal Records ( enters Na
nondal Archives and Records Servive, Washmgton, D . 2040%% 1o
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F «h SF )5 regeown.. C wontrofler General coticantcine o t he
wvomp med Sy a notficet e 7o approval frosn G AQ

L «
General Instructions

smerfi Fastrie teoans

Frarter * 7 e 2 shouid <how w1 srenuy hos i stody of the
eran b, t e dentmed on the tovm and <bua’d Comt an the ¢ ore
i the departt  at or ndepenicnt avepey, nd e mogod and aur
7% TLTRYARY, 3N -

Fatnes 9 and 5 chould belp dertit, acd smate the peonon to
whom myuines scr rdine the records should ~w duected

Foar b omw |-
veney Fer o= cntative Yhe o
should he nserted

Bux A should be vhecked if the records may be dispoved of im-
mediately Box B should be checked of continuiny disposal authonty
5 reguesied or if permanent retention is requested Only one Sox
may be checked -

~ ned nd duted on rhie four copes vy the
uher  F pages invadved s the reg =t

Entr 7 should contain the numbess of the stems of records «den
tified on the form i sequence.re | 2 3 4 et

Entey & <hould show what records are prommed for dispos

SSA Records Office

INSTRUCTIONS

Center headings should indicate what office’s recares are -
volved if all records described on the form are not those of the <2mg
office or If they are vecords 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
dre photographie records sound recordings, vi cartoLraphiu records

An itemiZalion .ad accurate wdentification should be provided of
the seres of records that ure proposed far disposdl or retertion
fah senes should compne the largest pe cue b ogrouping of
separately e arnzed and lreally retated modenals that can be
treated o+ a aa fe untt *or surposes of disposel ( omponent pans
of a senes m. be 'isted ser ¢ tely of nambered consecutively
la !h etc  uder ihe sengial ~enes entry.

& susteinent skould be provided showiriz when disposat 1s, tu
be made ot i« records thus

If immediate disprs s regaented of past woclimul tons of rec
ords, the wciuvive dates dunne wiich the records were produced
shouid be stated

of comtinuim, dispos [ s eqix sled 1or records that Toive cUimu

def e - b Lonurue o scoamute, the retertien persd moy be
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Entry ¥ should®e checked of samples ard submitted for 4n item
However samples of the records are ne? requred unless they are
requested My the N ARS appraiser if «p yem h s been previguniy
submiited. the relevant job and item number should be entered

Entre It} should be left blank
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7. 8 DESCRIPTION OF ITEM SAMPSI:E OR 10,
{ITEM NO {With Inclusive Dates or Retention Pencds) JOB NO ACTION TAKEN

2. Form SSA - 4643 - Facsimile Transmiccal Sheec
A form used for che transmission and reception roucing
requiremencs of che Headquarcers Facsimile Transmission
Cencer. Numerical informacion from che log is used for
sctatiscical purposes only.
IDISPOSITION
Retain for 1 month, then destroy.

115-203 Four copies, including original, to be submitted to the Natlonal Archives
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