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REOUEST FOR RECORDS DISPOSITION AUTHORITY . . LEAVE BLANK
(See Instructions on raverse) ) JOB NO
TO GENERAL SERVICES ADMINISTRATION, .o R
KATIONAL ARCHIVES AND RECORDS SERYICE, WASHINGTON, DC 20408 - F'DATE RECEIVED
1. FROM (AGENCY OR ESTABLISHMENT) | T e SEP 2 8

Department of Health, Education, a.nd Welfare

'3 MAJOR SUBOIVISION In accordance with the 184 USC 3303 the drsposa
. h 3CCOrGance wi provisions o L] 1Sposal re
Sooial Security Administration ques!. ,mm@ng amengments. 1 approyed except for tems that may

$. MINOR SUBDIVISION be stamped “drsposal pol approved” of “withdrawn™ in columa 0
Office of Management and Administration

& NAME OF PERSON WITH WHOM TO CONFER P T:T ¢ 1978 gO @(

Ernest P. Lardierl ) ) . 59&-5770 D‘”’A(’T Archivist of the United Stuates
6. CERTIFICATE Of AGENCY REPRESENTATIVE
| 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 _L ~ page(s) are not now needed for the busmess of .
this agency or will not be needed after the retention periods specified. Cee - :

NOTIFICATION TO AGENCY

(A Request for immediate disposal. ... . . . .
B - Request for disposal after a specmed period of time or request for permanent
‘ retention. ,
C DATE D. SIGNATURE OF AGENCY REPRES) ATIVE - E NITLE . ] K
it _éwé@ﬁ - M e PN
i ) o y . // - o . -
e NO S . (with m:ougses%‘::g'g"ag;ﬁ: Penods) . . - S%EL,E‘OW ACTION TAXEN
T ' RECORDS RETENTION AND DISPOSAL SCHEDULE - | . . | - - °
SUPPLY MANAGEMENT FILES . . . -
- 1. Supplx Activity Reporting Files .- IR LT R <
- 0 | Piles consist of a report, General Services Administration| I
- (GSA) Form 1473, submitted annually to GSA to account for . .
T agency inventory and its value. Also included in these < LT
' files are feeder data in computer ocutput form utilized to ] T,
prepare the report. Reporting information consietq of 1 . SRR
value of inventory on hand and issued; value of :erventgry e R R
. acquired, storage operations' and stai‘fing lavels...-. B Ahe It ‘._;‘
T ~ S e I N S
~ -1 a. Begort A : 7;‘ . e S A A
ST R Destroy 10 years after iesuanoe date. - RN AR R o
. J Lo . b. Teeder Data -_" - ' \...“:.:\ /.’:':-‘\. e~
‘ Destroy 5 years after issuance date of report. S "'t" e N
-l Upgate Sunnna_:gx Report , A 1
N A report which identifies any or all possible transactioné ML e ' .
against a supply item, e.g., oxder, recelpt, issue, eto.,. " . o
- during a proceseing group. ERE S N
) .:: ., T Destroy 2 a.rs a.fter uanoe d&te. X//‘ : )
N : 1A [ /%xr)
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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 fr T other locations. Informatfon contained in
the listingsused 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 for which a requisition has
been processed and supply action taken.
Destroy 1 year after date of issue.
115-203 Four copies, including original, to be submitted to the Nsations! Archives STANDARD FORM 115-A

Revised July 1974
Pracrrnhad hv Genera! Services
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BABBEOR | 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 (MOR)

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. TForms 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 coples, Inciuding original, to bo submitied to the Mational Archives

STANDARD FORM 115-A

Revised Juty 1974

Prescribed by Genera! Services
Administration
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is approaching the reorder point.
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 - Report
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 coples, including original, to be eubmitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Administration
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