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Standard Form, No. 115 • 
Revised November i:951 • 
Prescribed by General Services 

Adm1n1stratlon 
GSA Reg. 3-IV-106 

ll&-103 

REOu£ST FOR AUTHORITY 
TO DISPOSE OF RECORDS 

LEAVE BLANK 

DATE RECEIVED JOB NO 

NOV 18 1974 
(See Instructions on Reverse) 

_,J.~~~Q_~~l!ifl~~.:_______________.:___~~~~Z..'.L.~-1 DATE APPROVED 

TO GENERAL SERVICES ADMINISTRATION, NC II! -75 -
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

I FROM (AGENCY OR ESTABLISHMENT) NOTIFICATION TO AGENCY 

6 

De artment of Health Education 
2 MAJOR SUBDIVISION 

Social Security Administration 
3. MINOR SUBDIVISION 

and Welfare In accordance with the provisions of 44 U.S.C. 
3303a the disposal request, including amend­
ments, is approved except for items that may 
be stamped "disposal not approved" or 
"withdrawn" in column 10. 

Office of Administration 
4 NAME OF PERSON WITH WHOM TO CONFER 

Charles D. Smith 1 

5. TEL. EXT 

594-5770 
/_~-S-1'-/-

oate 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for the head or this agency in matters pertaining to the dispoaal or records, and that the record, dellCribed in thi1 lilt or 

1chedule or __ pages are proposed ror diaposal for the reason indicated: ("X" only one) 

A The records have B The records will cease to have sufficient value 
ceased to have suffi• 1v7 to warrant further retention on the e:qnration
c1ent value to warrant l..::.J or the penod or time md1cated or on the occur-□ further retention. 

J--3411-1'2.-'"'l'-t - cm~~ SSA Records Officer 
(Date) 

7. 
ITEM NO 

I 

(Signature or Agency Representative) 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

RECORDS MANAGEJVIENT FILES 

A. Records Holdings Reports 

These are annual reports on the volume of Social 
Security Administration (SSA) records on hand, 
transferred, and destroyed. Included is the final 
summary report submitted to the Department (Standard 
Form 136, Annual Summary of Records Holdings) and 
the bureau/office reports (Form SSA-1804, Report of 
Selected Records Management Activities). 

1. Final Summary Reports (SF-136) 

Destroy 5 years after the close of the calendar 
year in which dated. 

2. Bureau/Office Reports (SSA-1804) 

Destroy 1 year after the close of the calendar 
year in which dated. 

B. Filing Equipment and Supplies Control Files 

These files consist of records accumulated in the 
management review of requests for filing equipment 
and nonstandard supplies. Included are copies of 

(Title) 

9 10 
SAMPLE OR ACTION TAKENJOB NO. 
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Standard Forni.No, UIS-A -.Revised November 1951 • 
Prescribed by General Serv1ce3 Ad mm1strat1on Job No, _____ Page 
GSA Reg 3-IV-106 

115-202 of_3_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

requisitions for equipment or supplies (Form HEM-393, 
Purchase/Service/Stock Requisition); associated 
justification statements; approvals, disapprovals, 
and other clearance actions; and related documents. 

Destroy 2 years after the close of the calendar year 
in which dated. 

C. Disposal Authorization Files 

These files consist of authorizations by the 
National Archives and Records Service (NARS) and the 
General Accounting Office (GAO) to affect the one­
time or continuing disposal of SSA records. 
Included are Standard Form 115, Request for 
Authority to Dispose of Records; archival appraisal 
reports; GAO clearances; and related documents. 

Destroy when superseded or obsolete. 

D. Records Transfer Files 

These files consist of documents accumulated in 
reviewing, approving, and arranging for the transfer 
of records to the SSA Records Holding Area or to a 
Federal Records Center. Included are Standard Form 
135, Records Transmittal and Receipt; Form SSA-325, 
SSA Records Transmittal; or-their equivalents. 

1. Office Having SSA-Wide Records Management 
Responsibility 

~ 
Destroy'£ years after all records covered by the 

~doeument have been disposed of. 

Other Offices 

/~~a/~
Destroy aif records covered by the document 
have been disposed of. 

I 

ro- copie■, incl11diag original, to be sabmitted to the National Archives and Records Service GPO 196J-O-711-917 

http:Forn1.No


Standard Form 'i'ro. 115-A" 
Revised November 1951 
Prescribed by General Services Adrnm1stratlon Job No.----- Page_J_ 
GSA Reg 3-IV-106 

115--202 of __J__ pages 
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I

REQUEST FQR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

II. MAIL-MESSENGER .AND ENVELOPE MANAGEl'1ENT FILES 

A. Mailing Equipment Control Files 

These files consist of records accumulated in 
reviewing, approving, or disapproving requests for 
mailing equipment, such as electric letter openers, 
folding and sealing machines, and sorting bins. 
Included are copies of procurement requisitions, 
justification statements, and approvals or 
disapprovals. 

Destroy 3 years after the close of the calendar 
year in which dated. 

B. P.O. Box Rental Files 

These files contain records relating to the rental 
of post office boxes for use by SSA. 

1. Applications (POD Form 1093, Application for 
Post Office Box), justification statements, 
approvals, and disapprovals. 

Destroy 1 year after the close of the calendar 
year in which dated. 

2. Master list of post office boxes being rented. 
The list is updated annually. 

Destroy when superseded. 

C. Envelope History Files 

These files contain historical data on the 
development and printing of a particular envelope. 
Included are printing requisitions, specifications, 
justifications, samples, and correspondence relating 
to the use or development of the envelope. 

Destroy when the envelope is obsoleted. 

GAO concurrence is not required. 

ro- copie■, incladillg original, lo be aabmilled lo lhe National Archives and Records Service GPO 1963---0-711-917 


