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TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, W'-SHINGTON, DC 20408 DATE RECEIVED 

1. FROM (AGENCY OR ESTABUSHMENT) ' 
·, .· .... ' SEP B 8 f81i 

"Department of Realth, Education, and Welfare 
fo!OTIFICATION TO AGENCY 

• l. MAJOR SUBDIVISION 

Social Security Administration In accorllance w,tll the proY1sIons 01 44 USC 3303a tile d•s~I re 
IIU'Sl. ,nclll(long amtndl!l('na. ~ ;,pprove<l e•teDI for items tllat may 

S. MINOR SUBDIVISION tit stam~ ··o,spo~! not approved .. or ··w,thdrawn·· in cotvmcl 10 

Office of Management and Ad.ministration .. 
C. NAME OF PERSON WrTH WHOM TO CONFER 5. TEL EXT 

~- CT 4 7978 ~ .- "'_,, <f._. (} t-tedf.. 
Ernest P. I.&rdieri 594-5770 I>,11, A;;;rt Arr h11 w 11/ tl1t· U11i1, J S111i,, 

8. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I 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 4 • page(s) are not now needed for the business of 

this agency ~r will not be needed after the retention periods specified. 

D .A Request for immediate disposal. . .. . . 

fxl B Request for disposal after a ~pecified period of time or request for permanent
retention. • • • • 
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'SAMPLE OR ACTION T~ _ 

JOB NO 

ATIVE 

.) 

8. DESCRIPTION OF ·ITEM 
(With lnclus,ve Oa_les or Aelention Penod1) 

,._. 
RIDORDs'RmENTroN AND DISPOSAL SCHEDULE 

SUPPLY MANAGEMENT FILES f 

1. Supply Activity Reporting Files· : 

Files consist of a report, General Services Adroin1 e·tratio 
(GSA) Form 1.473, submitted. annually to GSA to account -for 
agency inventory and. ite value. Aleo includ.ed in these 
files are feeder da.ta in oomputer output form utilized to 
prepare the report. 'Reporting information consist~·of 
value of inventory on hand and issued; .value' ~f ~~t9r.r ·· •-:__ ,. " -.. _. 
acquired; storage operations; and staffing ·levels... :.. ':..~ ~.:::·.!~··"'>_i ~- ~) :;.,. -

• '",_ .,- .!"• • I -L~.. ~ ;.,7;. I • •i.._," • ~~ -~ •'f•. -i --~_.• 

a. · .Report ·· · ·· • • ;• • • · .. - ·.;. • •.- -' -· .. -~ --· 

·Destroy 10 years after issu.anoe date. • '·" __., 1; : ·., .., •. • , 
•~ l ., :\, " • f"' ,h., • ::., • ._ > 

<.: 
l>. ·"Feeder Data _. ___ .__ ,_ ".'.'!.. ··._·::;. _:·~..... :.:--!~-- ..:..-:-~ 

Destroy 5 yea.re after iesuanoe da.te of report~-.·•, - -~·-._- }--'•·_.t •. ; •• ,. ... . . . . ....~~ 

·2. Update Sunnnary Report 
....'·· 

A report which identifies a:n:y or all possible tra.nsa.ctio .,- , . • ' · 
against a supply item, e.g., order, receipt, -ieeue, eto.,; 
during a processing group. • .. .. : • • • . .• .· , • • .... •· 
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T. I. DESCRIPTION OF ITEM SAMPLE OR 10. 
(With lnch,aove Oates or Retent,on Penoc:11)ITEM NO JOB NO ACTION TAKEN 

3. Backup Locator Listings 

Listings used to identify the specific location in the 
warehouse of stored items of supply. Information used in 
preparing listing is compiled and issued each cycle. 
(A cycle, for purposes of this instruction, is defined 
as a 4-month period.) 

Destroy the backup locator listing 1 year from date of 
issuance of listing. 

4. Item Locator Listings 

Listings which provide information for identifying and 
locating stock items which are stored in the warehouse 
facilities. Information contained in listing is used by 
personnel in order to identify and locate specific items. 

Destroy 6 months from date of issue. 

5. --Spare Location Listing 

Listings of spare locations for storage receipts or 
overflow frf'Bl other locations. Information contained in 
the listingiused by personnel in order to identify and 
locate specific items. 

Destroy 6 months from date of issue. 

6. Stock Status Listing 

A weekly listing of each supply item managed, its 
description, quantity available and on order, authorized 
user, demand data, and other information required by the 
Inventory Management Specialist. 

Destroy each weekly listing 6 months after issue. Destroy 
the last listing in the cycle for 2 years from date of 
issue. (A cycle, for purposes of this instruction, is 
defined as a 4-month period.) 

7. Office Sequence List 

A weekly list of all offices fot which a requisition has 
been processed and supply action taken. 

Destroy 1 year after date of issue. 

115-203 four copies, lncludlng or1glnel, to bG submltti.>d to the Natlonol Archive, STANDARD FORM 115-A 
Revised July 1974 
Prac:.r r1hf:)rl hv (';pnpr:11 ~PNICPS 
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I.1. I. DESCRIPTION OF ITEM SAMPLE OR 10. 
fTEM NO (With Inclusive Oates or Retent,011 Penoda) JOB NO ACTION TAKEN 

8. Bureau Status Listing 

Monthly status listings which are tailored to indicate 
only the items for which a particular bureau has ordering 
responsibility. 

Destroy upon receipt of updated listing. 

9. Master Office Record (M)R) 

Monthly printout of all shipping addresses of the SSA 
offices which the Supply Management Branch services. 
Offices are in order by office code number. 

Destroy monthly listing after 30 days from date of 
issuance. Destroy cyclical listings 2 years after i 

issuance date. 

10. Catalog Listing 

Listings identifying supply items and data necessary for 
the compilation or updating of the Supply Catalog. Lists 
are produced monthly and issued cumulatively every 4 
months. 

Destroy monthly listing 30 days after receipt of updated 
listing. Destroy the last listing in the cycle for 2 
years from date of issue. 

11. Frequency of Call Listing 

Cyclic listing of all supply items listed in descending 
order by the number of requests processed for the item 
during the period. 

Destroy 1 year after date of issuance. 

12. Customer Requisition Acknowledgment 

Weekly listing sent to each customer which indicates all 
machine processable items requisitioned. Shows the 
supply action taken on each individual item requested. 

Destroy 6 months after date of issue. 

13. Forms Revision Alert Notice 

A document generated to notify the persons responsible 
for a form that the on-hand stock for a particular item 

115-203 Four coplu. Including orlglnol, to bo submitted to the Not!onel ArchlHt STANDARD FORM 115-A 
Rev,sed July 1974 
Prescribed by General Services 

Aelm,n,strallon 
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1. 10.I. DESCRIPTION OF ITEM SAMPLE OR 
(Witt, Inclusive Dates or Retent,on Peno<11) ACTION TAKENITEM NO JOB NO 

is approaching the reorder p~int. 

Destroy 6 months after date of issue. 

14. Replenishment Listings 

Listings used to advise the warehouse of pick locations 
which will need to be refilled to support the pick batch 
that is being sent to the warehouse. 

Destroy 6 months after date of issue. 

15. Value of Inventory - Common Expense and Other - Repor 

A computer report of the value of end-of-month inventory, 
by responsible bureau, categorized as to sub-object 
class. 

Destroy 2 years after date of issue. 

115-203 Four coplu. Including orfglnol, lo be eubmltted lo U,e N11llonal ArchlwH STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Adm1n1stratoon 
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