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All items in this schedule are inactive. Items are either obsolete or have been 
superseded by newer NARA approved records schedules. 
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Standanl Form No, 115 
Revised November 1951 
Prescribed by General Services •REOl.sT FOR AUT~ORITY

Admini,tration 
GSA Reg. S-IV-106 TO DISPOSE OF RECORDS115-103 

(See Instructions on Reverse) 
_,1.~LL.~!!lf!IE::!!~------------...::.:--------~~tfl!!.:,_j DATE APPROVED 
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, 0.C. 20408 

UIJIVE III.JINII: 

DATE RECEIVED 

JU_L a1 •v 
1\ff

4
JOB NO. 

14 'i ' 'i 6-....._ . Nc.• 
__,· 

NOTIFICATION TO ,v;1:i,;cy1. FROM (AGENCY OR ESTABLISHMENT) 

Department of Health, Education, and Welfare Tn accordance with the provisions of 44 U.S.C •. 
3303a the disposa 1 request, including ar.icnds·2. MAJOR SUBDIVISION 
ments, is a;:iprovc<l except for items that may

Social Security Administration .. be st:,mpcd "disposal not approved" or 

3. MINOR SUBDIVISION 

Bureau of Data Processing 
4. NAME OF PERSON WITH WHOM TO CONFER 

George S. Yamamura 

1twithdraM11
' in colu;:m 10.> I 

i 
! I ..... ' 
I" 

'-Ii. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorired to act for the bead or tbi, aa:ency in matter, pertaining to the di•pcnlll. of record•, Bild that the record, detcribed in ~ li1t or 

1chedule of __ pages are proposed for dillpoeal for the reaton indicated: ("X" only one) 

A The record• have B The records will ceaae to have sufficient value 
□ ceaed to have auffi•

cient value to warrant 
further r-etention. 

SSA Records Officer 

to -..arrant furth« retention on the expiration
of the period or time indicated or on the occur• 

rence ofi.c,:vent tpec,Aili.ved.....,..c;....----

7. 
ITEM NO. 

Social Security Number Application Records 

Records prepared by individuals in applying to the 
Social Securi·ty Administration for a social security 
number or for a social security card that has been 
lost. The records date from 1936 to October 30, 1972. 
Included are approximately 300,000,000 documents, 
consisting of Forms SS-5, Application for Social 
Security Number; OAAN-7003, Request for Change in 
Social Security Records; OA-C790, Request for E/R 
Action; OA-D840, Request for Earnings Record--Disabilit 
or their equivalents. These forms are being microfilme 
and converted to magnetic tape by a keying and verifyin 
operation. The magnetic tape record will contain 
reference number, social security number, and personal 
identifying information. 

Hard Copy Records 

Place in a holding file after completion of micro­
filming and taping operations. Destroy after all 
possible exceptions and special actions have been 
processed. 

Note: Excluded from this Schedule are application 
records accumulated after October 30, 1972. These 
records are covered undfrr Archives Job Number NN-172-
110. The retention requirements of 172-110 are present 
being reevaluated in view of legislation which may 

(Title) 

9. 10.
SAMPLE OR ACTION TAKENJOB NO. 

y 

require extended retention of the hard copy records 



• ' 
INSTR\JCTIONS 

General. fnstructio,m-:: l:se Standard Forms 115 and 
11,:>a, obtainable fram..Supply CentPrs of the Federal 
Supply Sv·vice, General Serv.ices Administration, to 
obtain authority to dispose of records. Submit four 
, " ;,,-;, all 01 "it1dt-showd be signed and dated, to the 
:- ,.ional Archives. and' Records Service. Indicate 
,.,' c number of pagPs invohe<l i;, the disposal request 

,. r ;rler entry G. f'-t,;-,., ~ c,f t'· · .-:andard form will be 
r1: i°U'ned to U1L ~;;t:ncy as nvtt1:cal:on that Con­

. gn,ds }ia.., authorized disposal of the items marked 
.(. "appra~ed." 

I • 
~ . 
·:::,-pf ' JI ( , I .,i'r,;..; it(., lt.:-J: 

En~tries 1, .!, aud 3 should show wlw,t agency has 
cust()d,r of t.r.t' records that are identified on the 
form, and shou:d contain the name of the department 
or independent agency, and its major and minor 
subdivisions. 

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

Entry 6 should sJ,ow what kind of authori.zation is 
requested. Only one of two kinds of authorizations 
may be requested on a particular form. 

Box A should be marked if immediate disposal 
is to be made of past accumulations of records, 
and the completed form thus marked is a list. 

Box B should be marked if records that have ac­
cumulated or will continue to accumulate are 
to be disposed of at some definite future time 
or periodically at stated intervals, or if dis­
posal is to be made of microphotographed 
records after it has been ascertained that the 
microfilm copies were made in accordance 
with the standards prescribed in GSA Regu­
lations 3-IV--105 ; and the completed form 
thus marked is a schedule. 

Entry 7 should contain the numbers of the items 
of records identified on the form in sequence, i. e., 
1, 2, 3, 4, etc. 

Entry 8 should show what records are proposed 
for disposal. 

Center headings should indicate wlwf ol]ice's tf'<"· 

oriis are involved if all r<'conls described on lhe form 
are not those of the same oflke or if they are records 
created by another office or aRency. 

An identification should bl' provided of the types 
of rccord.s involved i/ they arc other than textual 
records, for example, if they are photographic rec­
ords, sound recordings, or cartographic records. 

An itemization and accurate identification should 
be provided of the ,'ieries of record.q that are propost>rl 
for disposal. Each series should comprise the larg­
est practical grouping of separately organized and 
logically related materials that can be treated as a 
single unit for purposes of disposal. Component 
parts of a series may be I:sted separatPly if num­
bered consecutively as la, lb, etc., under the r,eneral 
series entry. 

A statement should be provided showing when 
the records were produced or when disposal is to be 
made of the records, th us : 

If Box A under entry 6 was marked, the inclu­
sive dates durinir which the records were pro­
duced should be siaLed. 

If Box B under entry 6 was marked, the period 
of retention should be stated. The retention 
period may be expressed in term:; of years, 
months, etc., or in terms of futur(• actions or 
events. A futur;: action or event that is to 
detf:'rmine the retention period must be objec­
tive and definite. If rlisom,al of the records 
is contingent upon their' bt•rng mi<·rof::mcd, 
the retention period should nwi: ''l.'ntil as­
certained that microphotographic eopies have 
been made in accordance with GSA Regula­
tions 3-IV-106 a,~d are adequate substi­
tutes for the paper records." 

Entry 9 should show what sampleR of records were 
submitted for each item, or with ll'hat job number 
such samples were previously submitted. Samples 
of types of records other than textual and carto­
graphic records should not be submitted. 

Entry 10 should be left blank. 

U.S. GOVERNMENT P!IINTING OFFlCE:W..>-0-712-313 

~;;?~-
William F. Kirkner 
Records Liaison Officer, BDP 




