
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-047-77-05 

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superseded by newer NARA approved records schedules. 

Description: 

Item 1 is superseded by GRS 2.3, items 090 and 091 (DAA-GRS-2017-0010-0014 and 
DAA-GRS-2017-0010-0015). The perceived value of counseling records has 
changed dramatically since 1977. 

Item 2 is non-record convenience copies retained by the agency. They are specifically 
excluded from GRS 2.5, item 020 (DAA-GRS-2014-0004-0003). 

Agency concurred with GRS supersessions per email 12/10/2021. 

Date Reported: 12/28/2021 
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Standard F6rm 'No. 115 • 
Revised November 1951 
Prescribed by General Services RE.ST FOR AUTH~RITYAdministration 
GSA Reir. 3-IV-106 TO DISPOSE OF RECORDS116-103 

(See Instructions on Reverse) 
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• 
I.UV£ BL.IUII! 

DATE RECEIVED c. 
lllV 19 '97• 

JOB NO. 

47-77-5NC 1
DATE APPROVED 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND REcoRos sERv,cE, WASHINGTON, o.c. zo40s __..,.. lr========~;::;;;:;::;;:;;;;;;;;;;;.::;;;.1.... 

-------------------------------"'---I■ NOTIFICATIONt.~~~~--~-
1. FROM (AGENCY OR ESTABLISHMENT) ' ""' ' ::I:·•~i 

Department of Health Education and Welfare In accordance with the provisions of,,44~u.s.c~-
3303a the disposal request, inciu~ingkame 

2. MAJOR SUBDIVISION ments, is approved except for items _that . 
Social Security Administration be stamped "disposal not approved" ort 

"withdrawn" in column 10. 
3. MINOR SUBDIVISION 

Office of Human Resources //-3/J-70
4. NAME OF PERSON WITH WHOM TO CONFER j 5. TEL. EXT. Date 

George S. Yamamura ~94-5770 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

1 hereby certily that I am authori:cd to act lor the bead or thia agency in matters pertaining to the di•po11111 of record■, and that the record• deacribed in th!• liat or 

achedule or _l_ pa1e• are propoaed for diapoeat for the reason indicated: ("X" only one) 

A The record• have B The record• will ceaae to have sufficient value 
ceased to have euffi• E] to warrant further retention on the expiration
cient value to warrant or the period of time indicated or on the oocw• 
further retention. rence of the event specified. 

f:J,_. j.~~ 
11/15/76 ~~~11 o. Hes'tA/' Dept. Records Mgt. Officer 

(Date) (Signature of Agency Representative) {Title) 

9.7. 8. OESCRIPTION OF ITEM 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

RECORDS RETENTION AND DISPOSAL SCHEDULES 

Employee Counseling Case Files 

These files are accumulated in the course of providing 
counseling services to individual SSA employees. 
Included in an individual's file are reports of 
interviews and contacts, analyses, and similar records. 

Destroy 6 months after termination of counseling. 

Disability Retirement Files 

Documents relating to individual disability retirees. 
Included in an individual's file is a copy of the 
application for disability retirement, physician's 
statements and medical reports, statements by super­
visors; and similar documents. 7~ i/U,,L-

,/' ~~ ~~ ;?:; ~ ,r;:F#~ 
~estroy 1 month after disability retirement is approved 
or denied by Civil Service Commission. Note: In cases 
of reconsideration and/or appeal, retain documentation 
until final resolution of the case . 

..- coplH, lacl•dblg ozi91--1, to M .....,.H... to Ute Notional Arclahr•• -• Roconllt ••nrleo 

https://i/l!!.LC


Gcnera.l fo.,,fr,,ct:,rns: l'.se SLa1.darJ Forms 1lii anci 
I 1;,a, obtainab:1• from· ~t.:-pply Cent1•rs of the Fedt"n.d 

·8u1:-, 1 • St>t' ;,,._ ( •,r.~,r;:,.I c- ,- • .: Administration, L 1 

uL . ,,, : .~ :.. disp ,. ,Jt , (, -rts. Submit four 
. ,. ,.. , .; \, nich ,:,;i10ul1I b,· s: ·,u•( c:lmi dated, to tl,e 

~-:;~~' "· , ; '.·:c: '.lld K·c, •• 13 Service. lnJ1cat.e 
·- • u1c..: •"•Is-•)\!r of pap~$! 111vo~..._,f in the disposal request 

u11-' c>1· t1ntry C. , up:, ! oi tl . , .. ,, <1dci--rd furm wil: ~ 
r•'f.u ·nc,~ to thL ~we1icv as ;.·1 • :1.•a~:on lhaL Con­
~ • ...~ : .:,:3 ....i ti10rizcd di.sposal o _ t,1.: items marked 
'· -1p111·0\ ed.'' 

Sr,. ri,-ir. ln.~trur-tion.'{ :· 

J,,',itr·,•-; 1, ~- 111,ui ,; should ;a.1:ow whaf agency has 
c:.ist•;-:\,· ;,r !"<' :·t:'n1.·d..; ! 11 -·. _,, • ir'. ·-.~i[\•d or t;'e 
form, and sLoulrl c-!,n',a:n tht ;:.artt· of Ute dep:~rtm<•~t 
or ;ndept·rdenl ~!~•·ncy, and il;; rr.<1.Jor and minu,· 
suod: visior.;;. 

r,'nt ri1•,-; 4 and 5 sh,,..:·.i l,e:p :dPntify l!Od '.cm LP the 
pen;or tu w/11,,Tt :r.c.;·.,:nes n~~~urding ',he r,-co.· b 
.sho•!ld be directed.. , 

Ji,'ntr,, 6 should sJ--,,w what J:",.• , of a"thor·:atio-Tt •s 
rl't;·11·st••1l. O:1ly or:t' of t\1·,1 :.i1tds uf authonLaLiuns 
nut~· be rt:.,q·1cstt-d 011 n. partic;ilar form. 

Bo.r. A slwu;u ue ma:-ked if immediate disposal 
is to ue madl' of p2st Hccumulations of records, 
and the compil't,t->d furrr. thus marked is a list. 

Box 8 :,hou!d be marri.ed ii' rc<:ords th,:~ '.1ave ac­
cumulat1·d ur \V1ll cu,t1riu1: tu an".imula~t: are 
to be dt.spus,·c' o!" a: sorr.; def.nite futun-- time 
or 1wriodin!:ly c.!l s:atP-d :r.tenals, or if di..-
posc- is tu be rr-:::dl' uf mic-rophoto1rraphni 
reconls after i~ l'.:is ue··:: ascertained th<1t i;:c 
micr·>'ilm c•J;;i,·s w1·n• rnadt> in cllTOJ"I;__ ; n: 
v. it:, ~h;: stam1:i ·,L µn·:;c·:l,l·d i11 C!::-r\ Rt ·;u-
1:itiua::; :3- l V 10.',: .. ;1d the cumple~l'C.: i"urm 
thus ma,-lwd i:-; a ~clwdult•. 

Entry 7 sirnu:d cor:ta:i: th,· nuniiwrs of tht' itt'ffiS 
of n•cords i«frntified on +h,· "u ·;r. :n sequenc;•, i. ,:., 
l, :!, 3, 4, t-tc. 

l<:ntr-y X ,houl<l show what n•cords are proposed 
for dispOS.i!l. 

Center ht•adings shoul<l indicate rrha 1 offi•·f',-; n ,. 
ords art-' iLvohetl ,f al: f\'l:Onl~ ,..ie~cni1eJ on the: form 
an· not Uwse of t:1e sr.mc otlke o,· if t::ey ere records 
created by another office or a,n-ency. 

An ide:-:tification should b«· nm id"ti of thP t11-pes 
of ,·u·o,·d,; involved if they art-' othPr than textual 
records. for example, if lhey Hn.· pi10tographic rcc­
o:-d.s, sound rccordinw:,, or cartv :raphic records. 

An it...mization and arcurale identification should 
be prov aled of ti.1e t!tr,"u, r.,_r 1TCu1·t' -r that ure proposed 
fur u..sp0;:;al. r:ach se,·i•., :;i.o_,d comprise the larg-
1•:~t wactil:al v.rouoin:~ o!" ::;,'f':; •·~;-l'iY or:~anized and 
'.fl•~1l<!:lv : e:al:.:tl mell'r·i.:!s I':.:·_ ,·.an bt> treated as a 
s1;1:ilt~ •·ui::t for puri:;ost'i:, u" d1-"f'<1.;,./. Compon('nt 
µ,u-.~ uf ,.. sCL<'-, ma.., i11· :i.:,t;-',l ,,.!llc.., J.~Ply if num­
b,:n eo-,,:;ec:..ti\c!y a.:l le., •o, ,·'.c, :u.·1~·.:- the g1mera: 
:l(.':"'." :-·,t:-y. 

A ~-- • ,·rr:en~ ;-;l:o:.::,: be :Jrovitk·d sl.:,wjng when 
the ,,•c,;:d.s \\l:';•1.· y1·0t1-.1ced or when tL.spusaJ :s tu b1.· 
n~<1c'.i· u:· the :e.. orJ:;, thuSt 

lf ,'.·~ A.unckr r-r.try G was marke.:'., tr.fl :nclu­
s,v,· dat,:,:; during whic:h tht· records\,·, r--· pro­
nun~1: shouiti be stated. 

If 1_,.,,_ 8 urnkr «·ntry 6 was marked, tht• period 
11:" ·dent ion should bt' stated. Tht· retention 
p,.- ·1<HI may IJe expressed m terms of years, 
r,;;i;·ths, i:k., or i1! terms of future act:ons or 
_., ... - ts. A fu~urc action or t'Wn'. that is to 
:~._.~,·rmi11e t''.t- ,·etci~tion period mu:;t be objec-
ti\ e and 1[Pti1: te. If disposa! o~ lht• rt-cords 
i~ wr.lir.gert :1poc thi>ir be:il~{ :·ikrnfilmed, 
tht• I"P~t'rtion period shou:ti rt>Hd: "l ntil as­
certa:nt>rl th;it mkrop11otugrapl1.c «·op:Ps have 
be ;•i. m,' --le 111 aen,rc'.ance with G~A 1,egula­
L;;; __., :~-IV-10,'J and a,e adt:'quate subst1-
~ulPs for lht-' pdpu· rt·nirJs.'' 

/-;,,.,, • .ti ~- 1~ould ,:l'.ow what samplf•.-; of records were 
su1,;:'.:llt.'rl fpr t'ac·I: item, or with ,,.h-'If _ioh n1uuh, r 
s,wh sar1p'.t-'s wt•;•( ;)reviou:-.!_y submi 1.'.1·.". Samples 
,if types tJf ,1', on~~ other than t1,·•.t,.c.: and carto­
rrrn;i;~;L .-c,.orJ.s should not be submitted. 

r: II ',-,, i IJ shou Id be le rt blank. 
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