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REQUEST FOR RECORDS DISPOSITION AUTHORITY |bassraerakc (NARA uso only) |

JOB NUMBER
) (See Instructions on reverse) MI—4L8-C -
70 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) |JPATE RECEIVED
WASHINGTON, DC 20408 10/)32/ / 00

1. FROM {Agency or establishment)

NOTIFICATION TO AGENCY
Department of Health and Human Services -

2 MAJOR SUBDIVISION In accordance with the provisions of 44
U S C 3303a the dlspozlno{n request,

Office of the Secretary including amendments, 1s approved except

3 MINOR SUBDIVISION for items that may be marked “disposition

not approved” or “withdrawn” 1n column 10

4 NAME OF PERSON WITH WHOM TQ CONFER |5 TELEPHONE DATE ABGHIVIST OF THE U%?D STATES
Norman Oslik W (202) 690-8685 4’/7*01 - LL/

6 AGENCY CERTIFICATION hJ

I hereby certify that I am authorized to act for this agency in matters pertaining to thg/ disposition of its records
and that the records proposed for disposal on the attached page(s) are not now needed for the business
of this agency or wiﬁ) not be needed after the retention l!Jerlods specified, and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

Agencies,
m 1s not requred; [:I is attached; or [:. has been requested
DATE SIGNA OF N EPRESENTATIVE TITLE
2000 2o Al e S
0CT 24 A Prentice Barnes ’ HHS Records Manager

=7 9 GRS OR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONLY)
International Merchant Purchase Authorization
Card (IMPAC) offi1cial files: see attached
[, P2 D
116-109 NSN 7640-00-634-4064 STANDARD FORM 115 {(REV 3-91
PREVIOUS EDITION NOT USABLE Prescribed by NAR

36 CFR 1228




INSTRUCTIONS

GENERAL

Use Standard Form 115 to obtain authority for the
disposition of records. Submit two signed copies to
the National Archives and Records Administration
(NIR), Washington, DC 20408, and retain one copy as
your suspense copy. NARA will later return one
copy as notification of the items approved for
disposal or archival (permanent) retention. This
copy will also indicate any items withdrawn or
disapproved. GAQ'’s written approval must either
accompany each SF 115 requiring Comptroller
General concurrence or be reﬂuested prior to the
submission of the SF 115 to N . The SF 115 may
be accompanied by Standard Form 115A,
Continuation Sheet, by schedule items entered on
blank stationery formatted similar to the SF 115A, or
by q;ﬁes formatted to conform to the agency’s
published records disposition schedule.

SPECIFIC

Entry 1 should show the name of the Executive
Branch department or independent agency,
Legislative Branch agency, or tﬁe Administrative
Office of the U. S. Courts for the Judicial Branch that
is submitting the request.

Entries 2 and 3 should show the major and minor
organizational subdivisions that create or maintain
the records described on the form. If more than one
subdivision maintains records described in the
submission, the various office names should be

specified in entry 8. .

Entries 4 and 5 should provide the name and
telephone number of the person to be contacted for
information.

Entry 6 must be signed and dated bi the agency
official authorized to certify that the retention
periods for records proposed for disposal are
adequate to meet the agency’s needs, and that GAO
uirements have been met (check appropriate box).
Unsigned SFs 115 will be returned to the agency.

Entry 7 should contain the item numbers of the
records identified on the form in sequence, beginnin;
with "1." Lower case letters and numbers may be
used to designate subdivisions of an item (1a, 1b,
1b(1), 1b(2), etc.). Agency file numbers should not be
entered in this column, but may be included in entry 8.

Entry 8 should describe the records to be scheduled.
Follow these steps in describing the records:

(a) Include centered headings for groups of
items to indicate the office of origin if all records
described on the form are not those of the same
office, or if t are records created by another office
or agency such as, for example, records inherited
from a defunct agency.

(b) Identify separate collections of nontextual
records, such as photographs, sound recordings,
mafss, architectural drawings, or magnetic tapes or
disks, as separate and distinct items. If such records
are interspersed with textual records, as in case files,
their presence should be noted in the description of
the textual file.

(c) Describe completely and accurately each
series of records proposed for dis 1 or transfer to
the National Archives. See 36 CFR 1228 for more
detailed requirements. Failure to comply with the

rovisions of that regulation will result in the return
of the SF 115 for corrective action.

(d) Provide clear disposition instructions for
each item and subitem. These instructions should
include file breaks; the time after which records will
be retired to Federal records centers, if applicable;
for temporary records, the time after which Sley ma
be destroyed; and for archival (permanent) records,
the time after which they will be transferred to the
legal custody of the National Archives.

(e) If immediate disposal or transfer to the
National Archives is proposed for non-recurrin
records, indicate thé volume and inclusive dates o
the records and the Federal records center accession
and box numbers, if applicable.

(f) If future or continuing disposition authority
is requested, state the retention period in terms of
years, months, etc. or in terms of future actions or
events. Ensure that any future action or event that
must precede final disposition is objective and
definite.

) If records are converted to electronic form,
schedule both the original records and the electronic
media, unless covered by the General Records
Schedules.

(h) If permanent or unscheduled records are
converted to microform, the disposition for both the
original and microform copies must be ap};roved on
an SF 115. The SF 115 covering the microform must
contain the certifications required by 36 CFR 1230.
Approval is not required for the disposition of
microform copies of records authorized for disposal,
as specified in the regulation cited above.

Entry 9 must include the previous NARA disposition
job and item numbers; General Records Schedule
and item numbers, if applicable; and agenc
directive or manual and item numbers, if applicable,
as required by 36 CFR 1228. If such information is
missing from column 9, the SF 115 will be returned
without action. Leave column 9 blank only if the
records are being scheduled for the first time.

Enﬂlo is for NARA use only and should be left
bla

STANDARD FORM 115 BACK (REV. 3-91)
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izati MPAC) official files: The file will
ational Merchant Purchase Authorization Card (I ] .
ig;:;’*;}o(q;k CZ:))’ of all forms required by procedures, (2) A copy of all documentation received

b

he/she must place an explanation in the file that includes a descriptio?‘ of the item, date of purc;hase,
1ee:chant’s name and why there is no supporting documentation; (3) “Cardholder St?ltem;gt 0
r(121uestioned Item” form (if appropriate); and (4) a copy of the statement of account signed by

cardholder and card approving official.

Disposition: Temporary — Destroy 3 years after final payment.

. } ;9@ Q)@l oNS
Electrenie-Copies created on electronic mail and word processing systems.

Disposition:Delete-wiren file copy Is generated -oferencing or updating is completed,
whichever is later.
Marc Weisman

/gémas D. RoslewicZ  servic
V1CCS
Director, Office of Acquisition Management / eputy Inspector General, Audit Ser

(7 _}s’/00

Timothy M. White
Associate General Counsel

Electronic Copies created on electronic mail and word processing systems

a) Copies that have no further administrative value after the recordkeeping copy is made. Includ
maintained by individuals in personal files, personal electronic mail directories, or other personal

directories on hard disk or network drives, and copies on shared network drives that are used only to
produce the recordkeeping copy

¢S copics

Disposition. DELETE within 180 days after the recordkeeping copy has been produced

b) Copies used for dissemination, revision or updating that are maintained in addition to the
recordkeeping copy.

Disposition* DELETE when dissemination, revision, or updating is complete,


http:cu~~~~eonardkdlsk.or

International Merchant Purchase Authorization Card (IMPAC) official files: The file will
consist of (1) A copy of all forms required by procedures; (2) A copy of all documentation received
from the vendor and/or card holder, e.g. charge slips, credit slips, packing slips, cash register
receipts, etc. If for some reason the card holder does not have documentation of the transaction,
he/she must place an explanation in the file that includes a description of the item, date of purchase,
merchant’s name and why there is no supporting documentation; (3) “Cardholder Statement of
Questioned Item” form (1if appropriate); and (4) a copy of the statement of account signed by
cardholder and card approving official

Disposition: Temporary — Destroy 3 years after final payment.

Electronic Copies created on electronic mail and word processing systems.

Disposition: Delete when file copy is generated or when referencing or updating is completed,
whichever is later.

Mo D g %@:// e

Marc Weisman _ mas D. Roslew1cz
Director, Office of Acquisition Management % puty Inspector General, Audit Services

Timothy M. White
Associate General Counsel





