REQUEST FOR RECORD.ISPOSITION AUTHORITY
- . (See Instructions on reverse)

‘ LEAVE BLANK

JOB NO

C1-L7-83-2

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGION, BC 20498

[DATE RECEIVED

1 FROM (AGENCY OR ESTABLISHMENT)
Health and Human Services

2 MAJOR SUBDIVISICN
Social Security Administration

1e~25-82
B NOTIFICATION TQ AGENCY
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3. MINOR SUBDWISION
_0Office of Management, Budget, and Persophel

4 NAME OF PERSON WITH WHOM TO CONFER !5 TEL EXT

_ Ernest P. Lardieri l 594-5770
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6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authonzed to act for this agency m mazters pertaining to the disposal of the agency’s records;

that the records proposed for disposal i this Request of __%F___
this agency or will not be needed after the retention periods specified

(] A Reguest for immediate disposal.

page(s) are not now needed for the business of

[x] B Request for disposal after a specified period of time or request for permanent

retention
C DATE ' D SIGNAJARE OF AGES?Y REPBESENTATIVE E. TITLE
lo/14/82 .
Dr / George f j " Department Records Management Offlcer
9
7 £ DESCRIPTION OF ITEM 0
ITEM NO {With Inclusive Daties or Retenlhon Periods) SﬁggtﬁOOH ACTIO:J TAKEN
Property Pass Files Genern!
(Eocrrels
These files consist of various copies of Form SSA-1867-U4, |Sofeelt ﬂa
SSA Property Pass; Form SSA-1867-U2, SSA Property Pass; | T /3
Statement of Responsibility; memoranda authorizing removal
of magnetic media records from the EDP Secure Area; and oemB P
correspondence requesting and justifying removal of @?qsﬂk &
Government Property and/or issuance of an SSA Property 01,3,,
Pass.
l
The various copies of the form SSA-1867-U4 and its
equivalents are used to:
1. Authorize removal of either Government-owned or
personal property through guard stations and from
SSA buildings; l :
2. notify Property Management Officers and Custodial
Officers (PMOs/COs) and the Equipment Services and i
Repair Section, EMSB, DPRM, that Government ;
property for which they are responsible is being I
removed; and |
///Z-:ﬂu'
w0 MRS DE7G s € EEDED STANDATD o 1
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Prescribed by General Services
Administration
FPMR (41 CFR) 101-114



General Instrucpions®

Use Standard Form 115 {obtainable from supplv depots of the
Federal Supply Service. General Services Adminsstration) and the
continuation sheet Standard Form 1152 {abtainable from the Rec-
ords Disposition Diwistion Office of Federal Records C enters. Na-
tional Archives and Records Service, Washington, D C 204041 to
obtatn authonty to,drpose of records uf Lo request permanent re-
rennion of recoras Detach the fifth ¢bpy TTom the ~et and keep as
vour referesiee (apv Submit the first four vnptes of the set to the
National Archives snd Recurds Service One copy will be returned
o the apenvy ot ronbe ton of nems th 4 ure suthonzed £ rdisposs|
[tems withdrawn or not approved for dispasal w . he so snarked
Fint SF 1S reqnnng ( omptroller Grener. | conuurrence mast he
acwnmpanied by + notfication bf spproval from GAO

Specn frvirucidns .

F omex ! 2 and ! <hould <how whnt sgency has custody of the

~onds that are idennfied on the forme and shontld ©satoin the name

he depirt-ient vr indeperdem  #edc, apd
windtvimons

HAJOY andd s »

Fortrien 4 und 5 shoutd help identity and “duate the person 10
whom mquines regdrding the r vords should be directed

Frrr ¢ should be wered and d sted 04 the four _opies py the
ven. y representatrve The number of » wes mvouved in the request
should be wnserted

Box A should be checked f the records may be disposed uf 1mi
med.itefy Box B snould be checked f continumg disposal suthenty
4 requested or if permanent retention is requested Ouly one nox
may be checked

Entrv 7 should contarn the umbers of the wtems of records yden
tified on the form in sequence 1e. 1.2, 3. 4. etc

Entry ¥ should show what records are proposed for disposal

@/%M

DMS Rq;yésentatlve

0SP€ Representativg V

INSTRUCTIONS

Center headings s mdicate what office’s records are in-
votved if all records descnbed 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-
vulved of they are other than textural records. for example. if they
are photograpnic records. sound recordings., or cartographic records

A temisation and sucus e sdentiticat on should be prov.ded of
the series uf records that are proposed for disposal or retention
t.ch senes ~hould comprise rhe larpest practical groupwe of
separate v orpamzed and ‘ogrcally related matenals that can be
trestesd s a anale umit or ouiposes - f dispusal L omp:nent parts
. enec m oy b iSted «par rely of aumbered vinse lvely as
fe 2 2t ader the gener . ver es entry

Sd statement Awoud be proveded  Muwinet wherr goaposar 1t
be mude of the re.ords, thus

1t ypmediate Jd sposal o req ested of pant accumiuiations of rec
orde the neaeive 4 tes dunn: which the records were produced
shoutd be stated

Tt conbuuiny ¢ seos (s pegquestest for records that hove etumu-
ated OFr w | o trse ‘0 -y e fe fhe setents i perngnd aoy he
gipra~wed o0 i@ of years months ele o i teros of future ¢
ey gvent 4 1 tuee Llion e guerd thet s Lo determine he
CIRMLON Drensd Mibst be objew 1ve o d definite 1 diaposal ut the
record= 1= wiovatingent upon rheir ogmy m crefilmed, or otherw e
reptodined o recorded « 1 moutune re ¢ b e medie, the re ention
wehod shoula re d 'Lkl . certened that ceprodi «d coples ur
recordings h ve peen made i Londeace with GSA repulations
wd are  deguate sobstitutes fou *he p per vecend: T Alo the pry
visions of FPMR 3 31-11 § shoula be obeerved

Entry 9 should be checked if samples are submitted for an item
However samiples of the records are hot required unless they are
requested by the N ARS-uppraser [T an-item hds been previously
submitted. the relevant yob and 1tem number shuuld be entered

Entry 1) should be left blank
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Frequest for Records Disposition Authority— Continuation
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7
ITEM NO

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

SAMPLE OR 10.
108 NOO ACTION TAKEN

-

3. verify that Government property has been removed
or returned. Specific instructions on use of

property passes are contained in ADS Guide
S5SA.h:125-11.

isEosition

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

PTOperty.

b. Other Copies

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

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

S5000EeT .

115-203

Four coples, including orlginal, to be submitied to the National Archives

G 19T 1) - 57.4-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101-114
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7.
ITEM NO

8. DESCRIPTION OF ITEM

g

{With Inclusive Dates or Retention Penods) S"\JEELEOOR ACTIOI:IO-TAKEN

c. Vendor—owned property coming in for demonstration
or repair loan
(1) Record Copy

Destroy 3 months after return to issuing
office and verification of removal of
vendor—-owned property.

(2) Other Copies
Destroy after verification of removal of
property, or when no longer needed for
control, whichever is soomer.

d. Vendor-owned property removed on a routine basis
Destroy 3 months after expiration of pass or 3
monthe after need no longer exists, whichever is
sooner.

e. Personally-owned property
(1) Record Copy

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

(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 Magnetic Media
(1) Record Copy

Cut off file at the end of the calendar year.
Retain 1 additional year for audit purposes,
then destroy.

115-203 Four coples, Including original, to be submitted o the Nationat Archives

o1y w0 574-387

STANDARD FORM 115-A

Rewvised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101-11 4
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7.
ITEM NO

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

9
10
SﬁggLEOOR ACTION TAKEN

(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 coples, including original, to be submitted to the National Archives

P 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admintstration

FPMR (431 CFR) 101-112



