
.REQUEST FOR RECOROI'SPOS'T'ON AUTHORITY 
-.
 (See Instructions on reverse)
 

1 FROM	 [AGENCY OR ESTABLISHMENT) 

__Jlea1tJl_andHuman Services NOTIFICATION TO AGENCY
 
2 MAJOR SUBDIVISION
 

~ ,';"""~( Nlt~ 'h., •• IS ! ~4 ,S 33D3~.~: ~1~:lO~d C£, ___~ocia1 Secur~ Administration ..~.~I f~ndr' 's .. ~~~ , 1 excep' I, te-r-, t~·t r"dyIlL ~jl~ 

3. MINOR	 ~a ,,' n!led dISC-'y' L' _~ ,1 ",,,A .:IWr 1 II ~'T CSUBDIVISION 

~_Ojfice of Management, Budget, and e1 
4 NAME	 OF PERSO~ WITH WHOM TO CONFER 

I hereby certify that I am authonzed to act for thrs agency ,n marers pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of page(s) are not now needed for the business of 
thrs agency or will not be needed after the retention periods specified 

o A Request for Immediate disposal. 

\iJB	 Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE	 E. TITLEo SAGNA RE~OF AGE~Y ~EP ESENTATIVE 

10/14/82 
"-'" ~" .	 Department Records Management Officerrn-	 Georae '" D"'A 

7 8 DESCRIPTION OF ITEM	 9 I ioIITEM	 NO lWlth Inclusive Dates or Retention Penoos) SAMPLE OR I ACTION TAKEN 
JOB NO 

Property Pass Files]&:t"M""/	 I 

These files consist of various copies of Form SSA-1867-U4, ~;;~ I~I 
SSA Property Pass; Form SSA-1867-U2, SSA Property Pass; [;&~13 . 
Statement of Responsibility; memoranda authorizing removal 1----------1 
of magnetic media records from the EDP Secure Area; and o~~p 
correspondence requesting and justifying removal of rr~""''''{,,-
Government Property and/or issuance of an SSA Property 1'7&"'- 3 : I 
Pass. 

, 
The	 various copies of the form SSA-1867-u4 and its 
equivalents are used to:	 I, 

1.	 Authorize removal of either Government-owned or 
personal property through guard stations and from 
SSA buildings; 

2.	 notify Property Management Officers and Custodial 
Officers (PMOs/COs) and the Equipment Services and 
Repair Section, EMSB, DPRM, that Government 
property for which they are responsible is being 
removed; and 
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I INSTRUCT;~t:~ead,"gs SllOdiC3te what office's,e<<ON'"ce In-General lnstructrons-
volved If '\11records described on the form are not those of tl!e ~dTl'1.e 

Use Standard Form II ~ tobtamable from supply depots of the 

federal Supply Service. (reneral Services Admrmstranont and the 

contmuatron ...heet Standard -r-:.oMl.t.I5ajobtamdble from the Rec-
ord, Drspcsrnon 01\'1..ron Office of Federal Records (enters. Na-
llOMI Archive .. and Records Serv« ..e. waehmgron. 0 (' 2U41lS1 to 

obtem autbonty lfI",dl'DO'\e of records or to request permanent re-
-ennon of recorc-, Deta ...h the fifth a>p"\- fft)T~the 'let and keep as 
vour reference t..'1PV Subrmt the fir~t four {,ot;l'e'\ of the ..el to the 

....anon ...J Arcfuve ... dud Records Service One ..OP), Will be returned 
"the aaen ...y ",'" r '''!II lion (If uerns tb it are eurhonzed f, r orspo v,il 

Hem .. "' rthdr <t*ll o r r t approved for dt<;pt' ...:t) '" I he <;0 !II.lrked 
F ,..n 'i:" I! ~ requ.rmg ( omptroller Oener. I ...»n ...crrence TJ'!;hi he 

,....vompamed by • notification bf approval from (.JAO 

~." d .. that are rdeonfied on the f(ll In and ..houlrJ .. ,nt. m the oarne 

ven, y repre-entanve The number "I.f I)!C" mvo.ved In Ihe request n 

.nculd b~ inserted 
Box. -\ ..huuld be checked If the record') m \)' be drvpcved of im 

med'1tefy Box B ..nould be checked If contmumg drspoval .iuthonty 

J" reque...ted or If permanent retention I';; reque..ted Onl~ one eox 

m••v be checked 

Entre 7 should contain the nu~bers of the Item .. ofrecordv rden 

nfied on the form In sequence t e . I. 2. 1. 4. etc 

Entrv ~ ..hould show ....hat records are proposed for disposal 

, . 

sil( Recor ~'Off1C 

DMSR])€Sentat1V€ 

~~Representat1OSPC 

, ,
 

office or If they are records created by another office or agency • 
.o\n idenuficanon ..bould be provided of the types of records m-

vclved 'f the}' are other than textural records. for example. If they 
<Ire photograpn«, records. sound recordings. or cartographic records 

<\,1 itetruvatton and bl.:;;w"le rdentmcar on should be prov.ded of 
the -encs \It reco-ds that are prcpoced for disposal or retention 
l- ..ch <enec ..hould ccmpnse ,t-e ldr~'eM pr~ctJ.:.~1 groupma llf 

-ep.o-ate v org.mtzed and 'ogrcall .. retated rnetenelv lhdt .....-In: he 

tre ••lCIJ .i" .1 ,m·~le 'Jnjt hJJ" !'lUIpw.,e .... f dl~pU"'dl t omp- -neru p,~n.., 
-t • en ..... -n ~ ..... ~Isted "";Pdl ~'<fly If uum'v-red "").nl;e..Jlll'd!~1 1Ji 

L.	 It} ere "lA I rhe eener .1 ver c'\ r-ntt"""y 

,~ ..taternent .wuuj.be f'-:l..h,de~ .. '1.1.I .....1~~ ""h,err \l,"Pl.l:..H ~.. ~Q 

he made of the record .., thulI; 
ff ti)unedldle J )po.,dl ., req ,..:"t~d of p..i',t ~CClinHJI<.Ihon" ,jf rec 

Old... the n\.. lI"flie d tt.\ dur-n I wtnch th~ record .. were produced 

...hou'd be stated 

ft ",on()1Iu.ny cI ...,V"l)'> II I!; r...que ..reo f,lf records !n.,' '"'-ve .... vcrnu-w 

",h,d or "" I ..\ hI Ike' '0 . (... 'I' te- the ~.:-'en!. m pt'no"- .",,, fie 

:e (p:r~ ~".. d J' tel ri' of ~,tr" (T1"'rHJ"t~ etc. \" rn len: of t ,HI..I1'" i-''I 

ll ... " '1 eveur "' I !l.e '-~",.• tt· t"t~r,~tn.1 i.. 10 de-errrune he 

ctennon P;:"H,J fUll\t he obje ... Il!e ,I d ueftnrte It d".po"c.!ll'f tt'l" 
record- t- ...o-umgent upon rberr (It:'IO~'!JllLr~"fih,.,ed. (n otherw ~~ 

-eptoovced tot re ...orded \ ' m..,r..f\lne- fo: f; h e medl.~. the r(. enucn 

-enod vhculu re J 'l m,( ~ ...ert~,.VIt:a th-t reprods ed ...(Ipte .. or 
reccrdmg -, tI c neen made Jil ",.. ,lId.,..1\..e wrth lJ~A regotatrons 

'rid ,Ut: de<i',J tt:: ",ih ..ntutev I(,~ 'he p .per (e ...(LI"\J'· 1\1<;0 (he PhI 

vrsron , of f-P\1R ~ dll-Il 5 ..houlc be cb ...erved 

Entrv 9 ...hould be checked If semples are eubrmtted far _dl) item 

However '!:>dmple.. of the records are 110t required unless 'they die 

requested by the 11,,/ >\RS-d.ppf-dl~er If an rtem h~'i been previously 

..ubrrutted, the rele ...ant Job end Item number sh o old be entered 

Entr-; 10 should he left blank 

/o/t3dz
Date 7 7 

/o/i,lf,v'
Date 

-,.» 

Stan~rd f=orm 1rs BACI( J?,,~ 4"T, 

http:on()1Iu.ny


• • 
2 

PAGE	 OFJOB	 NOftoequest for Records Disposition Authority-Continuation	 I 
97 8 DESCRIPTION OF ITEM	 10.SAMPLE OR

ITEM NO (WIth Inclusive Dates or Retention Penods)	 ACTION TAKENJOB	 NO 

3. verify that Government property has been removed 
or	 returned. Specific instructions on use of 
property passes are contained in ADS Guide 
SSA.h: 125-11. 

isposition 

•	 Copies of passes and related correspondence
authorizing removal of Government property by an 
employee for offsite official use: 

a.	 Record Copy 

Destroy 3 months after return to issuing office 
and verification of return of Government 
property. 

b.	 Other Copies 

Destroy after return of Government property has 
been verified or when no longer needed for 
control, whichever is sooner. 

2.	 Copies of passes and related correspondence
authorizing removal for any other reason of 
Government-owned, employee-owned, or vendor-owned 
property (see SSA.h:125-11 for additional 
information). 

a.	 Government property removed for repair 

(1) Record Copy 

Destroy 3 months after return to issuing
office and verification of return of 
Government property. 

(2) Other Copies 

Destroy after return has been verified or 
when no longer needed for control,
whichever is sooner. 

b. Government property removed on a routine basis 

Destroy 3 months after expiration of pass or 3 
months after need no longer exists, whichever is 
sooner. 

115-203 Four copies, Including original. to be submitted to the Nalional Archives	 STANDARD FORM 115-A 
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PAGE OFJOB NOlfequest for Records Disposition Authority-Continuation I 

7. 
ITEM NO (WIth 

8. DESCRIPTION OF ITEM 
Inclusive Dales or Retention Penods) 

9. 

S~~~L~OOA ACT10~\AKEN 

c. Vendor-owned property 
or repair loan 

coming in for demonstration 

(1) Record CoPy 

Destroy 3 months after 
office and verification 
vendor-owned property. 

return to issuing
of removal of 

(2) Other Copies 

Destroy after verification of removal of 
property, or when no longer needed for 
control, whichever is sooner. 

d. Vendor-owned property removed on a routine basis 

Destroy 3 months after expiration of pass or 
months after need no longer exists, whichever 
sooner. 

3 
is 

e. Personally-owned property 

(1) Record Copy 

Destroy 3 months after 
office and verification 
personal property. 

return to issuing
of removal of 

(2) Other Copies 

Destroy upon verification of removal of 
personally-owned property or when no longer
needed for control, whichever is sooner. 

f. Removal of l1agnetic Hedia 

(1) Record Copy 

Cut off file at the 
Retain 1 additional 
then destroy. 

end of the calendar year. 
year for audit purposes, 

115-203 Four copies, Including original, to be submitted 10 the National Archives STANDARD FORM 11S-A 
Revised July 1974 
Prescribed by General 

Administration 
Services 
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PAGE OF 4J JOB NOI;'equest for Records Disposition Authority-Continuation 

9 ,.7. 8. DESCRIPTION OF ITEM SAMPLE OR 
ITEM NO (WIth Inclusive Oates or Retention Penoos) ACTION TAKENJOB NO 

(2) Other Copies 

Destroy 3 months after verification 

Note: Do not destroy any property pass files where 
removal of property is suspicious and/or under 
investigation. These files will become part of the 
investigatory files and are to be disposed of 
accordingly. 

115-203 Four copies, including original, to be submitted 10 the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General 

Administration 
Services 
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