
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-047-77-01 

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superseded by newer NARA approved records schedules. 

Description: 

Item 1 was superseded by GRS 5.2, item 020 (DAA-GRS-2017-0003-0002). 
Item 2 was superseded by GRS 5.7, item 010 (DAA-GRS-2017-0008-0001), bullet 

"records tracking assignments, tasks, and responsibilities." 
Item 3 was superseded by GRS 5.2, item 020 (DAA-GRS-2017-0003-0002). 
Agency concurred with GRS supersessions per email 12/10/2021. 

Date Reported: 12/28/2021 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
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Standard For:m No, 115 
Re1lsed i:-.•ovember 1951 

'Prescribed by General Services LUVll 8IJINXREQUEST FOR AUTHORITYAdministration 
GSA Reg. 3-IV-106 DATE RECEIVED .1011 NO.TO DISPOSE OF RECORDSllli-103 KOV 3 

(See Instructions on Reverse) 
-MLl/~~ell::ll!!i:::S~----------------------1 DATE APl!ROVEO - "'T 
TO: GENERAL SERVICES ADMINISTRATION, '.NC 1 - 4 '7 - 1 - ..;. 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 
NOTIFICATION TO AGEOCY -~--..• ..

1. FROM (AGENCY OR ESTABLISHMENT) 

Department of Health, Education, and Welfare In accordance with the provisions of 44~_ • • • 
3303a the disposal request, including ams,na'1t 

2. MAJOR SUBDIVISION mentS, is approved except for items tha., 
Social Security Administration be stamped "disposal not approved" or ,, ' , 

"withdrawn" in column 10. 
3. MINOR SUBDIVISION 

_o_f_f_i_c_e_o_f_P_r_o_g_r_am_O_p_e_r_a_t_i_o_n_s______-.--------• J. _ _ ,L '1 11 
4. NAME OF PERSON WITH WHOM TO CONFER 15. TEL. EXT]Q• Date 

George S. Yamamura 457 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of thie aiiency in mattere pertaminir; to the di•poelll of record,, and that the recorda dcleribcd In tbil l1ot or 

achedule of pqea are proposed for diapoeal for the reason indicated: ("X" only one) 

A The recorde have B The records will ceaee to have sufficient value 

EJ to warrant further retention on the expiration□ ceased to have auffi• 
cient value to warrant of the period of time indicated or on the occur• 
further retcotion. 

s:::of;,ev~~~ • 

11/1/76 if£- R~~;ll o. HesL'· , Dept. Records Mgt. Officer 
(Signature of Agency Representative) (Title) 

9.8, DESCRIPTION OF ITEM 10.7. 
SAMPLE OR{WITH IIICLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENITEM NO. JOB NO. 

Retention and Disposal Instructions 
Office of Program Operations 

Total Resource and Information Management System (TRIM) 

A management information system used to plan and control 
work efforts with the Systems Component of the Bureau of 
Data Processing (SSA Headquarters). The data processing 
elements of the system prepare (a) schedules of current 
work assignments for employees and supervisors, (b) tracking 
information for managers, and (c) organizational analysis 
reports. Information is extracted each week and 
furnished to appropriate managers and to the employees 
assigned developmental work. Updating and/or corrections 
are based on project approval documentation, employee 
activity reports, and progress reports by project leaders. 
Information in the system consists of employee identification 
legends, organization identification legends, and 
developmental project plans in the form of project data 
records and task records. While the project is active, 
information is contained on-line on disc storage. After 
project completion, information is off-line on magnetic 
tape. 

1. Input Documents 

Destroy after completion and verification of input. 



•
,; INSTRUCTIO»!S . ' 

G , ·• --t"'1 7n.~tr ··'j-· ,· ·: T~"·,, SLltndard Forms 115 and 
l l0c1., '{,..,~_., , •• - J. ·, •,r_1ly Centers of the Federal 

• S.un~ ~,;-.v;cc\, -C€r.e.:-al Se.r;vkes .\dmini,,;tration, to 
<'H-:·:.-:.~ ~ "~ty to dispose of~- Submit four 

~n.:~.--, ,,1] ,,i ,, ,,.ch fdtu•-•Jd be signed an~! dated, to the 
_'}.;.-,f1/'-~! ,\ rd, iv{'s- and &•.c:or.d.s Survice. Indicate 

,._ :J,;· llll'"-'r <J~ oap:M ir,vo~,<>rl in the.disposal request 
·, ~"1cr ent•. '.'.. , . i•-< ~ ,,I tlie standard form Will be 

h-"'.·•-ned to L.: .... ,-u, 
' 

,c.➔ notirlcatip·n that Con-' • .
ff\t:. has authorizeu 11::sposal of the ltems marked 
"app1·oved."

•· 
• Spedfi.c Li.-:f,.;,t;on.-.;: -

l!,',1trics I. J, aad .f .shru'.,l show u-hat at.;ency Lc!.s 
<:ustt-dy ~f ~h~ re(."unis 'h::t arl' idP11tired on the 
form, and shou Id con ~ai n ti.,: name of the departm1,nt 
or independent ag1:11L.)', an.: :ts major and minor 
subdivisions. 

Entries 4 ,,,u.J .; should help identify and iocate the 
person to wl,om in4u:,·L ".\ regarding the records 
.sho':.l¼d b1• dir.e·:tcd.. 

b'ntr,1 6 shu..i:d srnw what kind of authori?atio1, is 
requested. Only one oft,, o kinds of authori.zalium1 
mav b(? re<;..les'.ed on ,~ particular form. 

80.r A si10uld be markL!d if immediate disposal 
is to lit• made of past accumulations of records, 
and the complett,d form thus marked is a list. 

Bo.r B ~hould be marked if records that have ac­
cum·.. :ated or will continue to accumu!ate are 
to b1· d1spmwd of at some definite future time 
or p..riudically at stated intervals, 0r if dis­
posa~ is to be made of rnkrophotop,-raplwd 
ret"or<ls after it h ·s been ascertai:wd that the 
micrnfi'.m copi,•s were mad..• in a<.(urJance 
with ti·.<' standc1rd.s prescribed in GSA R,,·gu­
latic,ns :3- JV-100; and the completed form 
thus marked is a schedule. 

Er:! rt/ 7 shouki rnntair the numbers of thP :terns 
of reconi~· 11i1·nt1:1eci on lhe form in sequt:nce, i. e., 
J, 2, 3, 4, L'tl... 

E'fl.lry x should show w'.1at records are proposed 
for disposal. 

Center headings should indicate whnt office's re<' 
ord:J arc :nvolved •'f aH records described on the form 
are nut those of the same office or if tl!:.!Y are records 
created by another office or agency. 

An i1kntification should be provided of the types 
of rerord,;; involved it they arl' other than textual 
records, for example, if they are photog-raphic rec­
ords, sound recordings, or cartographic ret·ords. 

An itemization and accurate identiticatiun should 
be provided of the :serie.s of records that cc! re proposed 
for disposal. Each series should compr,se the larg­
est p;:adica: grouping of separately or3"anized and 
log~ni.lly r-dated materials that can be treated as a 
:;:ngle unit for purposes of di.,:posal. Componen1: 
pa.rt.,; of a series maj he listed ~eparately :f num­
bcn·d cunst•c::tin:ly as la, lb, etc., under the general
iwri·:, e·;t~y. 

A titntement should be provided showing- when 
the records were produced or when disposal is tlJ be 
made of Lne records, th us: 

I l' B-0x A und<'r entry 6 was marked, the inclu­
.;,ivc da~es during\\ hich the records ,wre pro­
duced :,houlJ be stated. 

1f Box B Ul'.tkr entry 6 was marked, the period 
of retention should be stated. The retention 
period may be expressed in terms uf years, 
months, <.tc., or in tl'rm:s of future actions or 
cwnts. A future action or event that is to 
dett>rmine the retention perioci m:.uit be objec­
tive and definite. If disposal of the records 
is contingent upon their being !':1icrofilmed, 
thP rPtention pedoci shoulci rt>ud: ''l'ntil as­
c.•r•rta:ned that mierophotu~raphk copies ha,e 
ueen made in accordance with GSA Regula­
tions 3-IV-10,i and are .,dt:'quale substi­
tutes for the paper records." 

f,,',itru 9 should show ·u.'hat samples of records were 
st;l,1•1·Ued for each item, or with what job number 
suci1 sarnple:s were prev:ously submitted. Samples 
of types of records other than textual ar.d ca1·to­
~,,ap:;ic rl'curds should not b1· suomi~ted. 

1': 11 try 1O should be left blank. 



Standard Form No. lUia 
Revkied Nc-vernbrr JOSI 
llresetibed by General Scn·ice.s Atlrnioistrstlon ..oh No. ______ Page __2__ 
GSA Heg. 3-IV-106 

of __2_ pages• 
REQUF.ST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETEIITION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

2. Machine-Readable Records 

Transfer from disc to magentic tape upon completion 
or termination of project. Retain on magnetic tape 
1 year after discontinuation of system and then 
return to blank stock. 

3. Output Documents 

Destroy upon receipt of next comparable document. 

Four copi.,., including original, to he •ubmitted to the National Archivea and :Recoru Service l&-69428-3 GPO 

https://REQUF.ST



