INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-047-84-10

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

Superseded by GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)
Agency concurred with GRS supersessions per email 12/10/2021.

Date Reported: 12/28/2021
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(See Instructions on reverse)
Originally signed 4/24/84 ' 4" «

TO: GENERAL SERVICES ADMINESTFIATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 .

JOB NQ
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1. FROM {AGENCY QR ESTABLISHMENT).
HHS: N

+

_ I DATE RECEIVED 7 Z ; yp 91

2. MAJOR SUBDIVISION
SSA

3. MINOR SUBDIVISION

NOTIFICAT!ON TO AGEN

I accordance with the provisions of 44 U.S.C. 33032 the disposal re-
quest, inctuding amendments, is appruued except for items that may
he stamped '_‘disposal- not approved” or “withdrawn™ in column 10.

OMBP

4. NAME OF PERSON WITH WHOM TO CONFER.

OlynZB. Thomas

5. TEL. EXT~

B L34 8¢

594457?0' ~Pure §

wited Stotes

Archivist of the

B

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am authorized to act for. this agendy in ma /ers
that-the records proposed-for disposal in this Request of
this agency.or wili not be needed after the retentmn penods specified..

[ A .Request for lmmed‘late disposal.

Y

e
Hi i’.—'

pertalmng to the dusposal of the agency §.records; .
page(s) are not now needed for the business of

EI B Request - for dlsposal after a spec:fled period of time or request for permanent

retentjon. _ .
C. DATE . | D. SIGNATWYRE OF AGENCY REPRESENTAﬂVE o E TITLE. . e - , . -
Re-signed . Department Records Managemen i
gement Officer
9/13/84" /ésfggg 5Dégém . )
7. . .3, DESCRIPTION-OF /TEM. * » . . . 3. Poart0,
ITEM NO. (With Inclusive Dates or Retention Periods) . ., * { .. ., .| SAMPLE OR | ,crion Taen
-/ : 1Express Mall Serv1ce Customer Receipts- . . s
’ @ et e . S - [
nw., ' A 4 - “y -, . P
These are receipts for Express Mail services. The
gervices are provided by the U.S. Postal Service and pald
for through the Simplified Intragovernmenctal Bllllng and
tollection (SIBAC) System. The receipts show the names and
mailing addresses of the sender and the addressee; the
¢ustomer number (if any); the post office of origin and \r . .
the postal clerk's initials; Teturn receipt service | A . s
oo . \ . . -
requested-(if any); the weight of the package; and the, o8 i - R

postage and fees. NOTE: Receipts for Express Mail
$ervices paid for in cash are retained in accordance with

q

dispositdon instructions for imprest funds reeords.

Disposition

Destroy 6 years, 3 months after period covered by.
account.
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STANDARD FOARM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR {41 CFR} 101-11.4



INSTRUCTIONS

General Instructions: '

Use Standard Form 115 {obtainable from supply depots of the
Federal Supply Service, General Services Administration} and the
continuation sheet Standard Form 115a (obtainable from the Rec-
ords Disposition Division. Office of Federal Records Centers, Na-
tional Archives and Records Service, Washington, D.C. 20408) 10
obtain authority to dispose of records or to request permanent re-
tention of records. Detach the fifth copy from the set and keep as
your reference copy. Submit the first four copies of the set to the
National Archives and Records Service. One copy will be returned
to the agency as notification of items that are authorized for disposal.
{tems withdrawn or not approved for disposal will be so marked.
Each SF 115 requiring Comptroller General concurrence must be
accompanied by a notification of approval from GAQ.

Specific Instructions: N\

Entries I, 2, and 3 should show what agency has custody of the
records that are identified on the form, and shoyld contain the name
of the department or independent agency, and its major and minor
subdivisions.

Eniries 4 and 5 should help identify and locate the person to
whom inquiries regarding the records should be directed.

Entry 6 should be signed and dated on the four copies by the
agency representative. The number of pages involved in the request
should be inserted.

Box A should be checked if the records may be disposed of im-
mediately. Box B should be checked if continuing disposal authority
is requested or if permanent retention is requested. Only one box
may be checked.

Entry 7 should contain the numbers of the items of records iden-

1.2.3. 4. elc.
Entry 8 should show what records are proposed for disposal.

tified on the fotm in sequence. i.e..

Center headings should indicate what office’s records are in-
volved if all records described on the form are not those of the same
office or if they are records created by another office or agency.

An identification should be provided of the types of records in-
volved if they are other than textural records, for example. if they
are photographic records, sound recordings, or cartographic records.

An itemization and accurate identification should be provided of -
the series of records that are proposed for disposal or retention.
Each series should comprise the fargest practical grouping of
separately organized and logically reiated matenals that can be
treated as a single unit for purposes of disposal. Component parts
of a series may be listed separately if numbered consecutively as
la, 1b. el under the general series entry.

A statément shoutd be provided showing when disposal is to
be made of the records, thus:

If immediate disposal is requested of past accumulations of rec-
ords. the inclustve dates during which the records were produced
should be stated.

If continuing disposal is requested for records that have accumu-
lated or will continue 0 accumulate, the retention period may be
expressed in terms of years. months, etc.. or in terms of future ac-
tions or events. A fulure action or event that is to determine the
retention period must be objective and definite. If disposal of the
records is contingent upon their being microfiimed. or otherwise
reproduced or recorded on machine readable media, the retention
period should read: “Until ascertained that reproduced copies or
recordings have been made in accordance with GSA regulations
and are adequate substitutes for the paper records.” Also, the pro-
visions of FPMR § i01-11.5 should be observed.

Entry % should be checked if samples are submitted for an item.
However. samples of the records are not required unless they are
requested by the NARS dppraiser. i an ilem has been prevm&\sly
submitted. {he relevant job and item number should be entered.

Entry 10 should be left blank.
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