
       

  

 

       

 
 

 

 

  
 

        
    

 
  

 
     
     

   
 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-047-80-17 

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superseded by newer NARA approved records schedules.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Item 1 was superseded by GRS 5.6, item 120 (DAA-GRS-2017-0006-0016) 
Item 2 was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018) 
Agency concurred with GRS supersessions per email 12/10/2021. 

Date Reported: 12/28/2021 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



RE~UEST FOR RECOR.ISPOSITION AUTHORITY 
• (Se.-..lnstructions on reverse) ... JOB NO 

TO. GENERAL SERVICES ADMINISTRATION, NCl-47-80-
__N_AT_I_0N_A_l_A_R_C_HI_V_ES_AN_0_R_EC_0_R_DS_S_ER_V_IC_E_,_W_A_SH_IN_G_T_Q_N,_D_C_2_0_4_08___-i DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) August 14, 1980 
Heal th and Human Servi c NOTIFICATION ro AGENCY 

2. MAJOR SUBDIVISION 
111 accordance with the prov1s10% of 44 USC 33O3a the disposal re 

Social Securi t quest, including amendments, 1s approved except for items that may 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" 1n column 10 

Office of Management, Bu.d.ga. 

LEAVE BLAf'-!I< 

......,.-"'.llJ./-.C=-.l.-"'""-JJ.U=-1.--

4. NAME OF PERSON WITH WHOM TO CONFER 

Ernest Lardier' 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency rn matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 2 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

g B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE E. TITLE 

7-30-80 Department Records Management Officer 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Electronic Data Processing (EDP) Pass Files 
Records Retention and Disposal Schedule 

Office of Management, Budget and Personnel 
Management Services Files 

iles by employee name containing documentation related to 
he issue and use of EDP security passes (restricted buildi g 
asses which allow entry to secure EDP areas). Documentati n 
onsists of Form SSA-3304, Application for Security Control 
ass, or its equivalent, which includes personal identifyin 

'nformation, organization of the individual and reason for 
ntry. Also included in the files are tally sheets, _showin 
mount of pass usage, and any related records. _Pasf!es expi e 
hen'•erriployee has resigned, been reassigned, or no longer· 
as need for the badge. 

etroy 3 years after expiration .. 

EDP Temporary Badge Files 

iles consisting ~f rorm SSA-3860, Temporary Badge Workup 
heet, or its equivalent used to apply for and issue 
emporary badge to allow short-term admittance to EDP 
ecurity areas. Informat1on on the form SSA-3860 consists 
f individual identification information; individual's 

115-107 STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (41 CFR) 101-11 4 



' 
JNSTRUCT;~:~,diogs ,l;od;,.., whal office•, re,o:, ,re ~o-General Instructions: 

Use' Standard Form I I 5 (obtainable from supply depots ~f the 
Federal Supply Service. General Services Administration) and tt,: 
continuation sheet Standard Form I I 5a (obtainable from the Rec­
ords Disposition Division. Office of.federal Record"s Centers. Na­
tional Archives ancf Jk~ords S~'r'vice.:washington. D.C. 20408) to 
obtain authority to&dispose of records or to request perm.anent re­
tention of records. :Detach the fifth:-€DPY from the set and keep as 
your reference copy. Submit the first four copies of the set to the 
National Archives and Records Service. One copy will be returned 
to the agency as notification of items thllt are authorized for disposal. 
ltem5 withdrawn or not approved for disposal will be so marked. 
fach SF 115 requiring Co~ptroller General concurrence must be . 
accompanied b'y a notificati,on bf approval from GAO,:~ • ,. 

\ 

Specifif: lnftructions: 

Entries I. 2. arrd 3 should show what agency has ~~s;od~ 'c;f the'~ 
records that are identified on,the form. and should contain the name 
of the department or independent agency. and its major and -~inor 
~bdivisions. 

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

Entn- 6 5hould he ,igned and dated on the four copies by the 
agency representative. The number of pages involved in the request 
should be inserted.,, 

Box A should be checked if the records may be disposed of im­
mediately. Box B should be checked if continuing disposal authority 
is requested or if permanent retention is requested. Only one box 
may be c~ec~ed. _ 

Eni~y--7 should i:oritain !he numbers of tlie iiems of records.,iden­
tified on the form in sequence. i.e .. I. 2. 3. 4. etc. 

En·1ry !l should show what records are proposed for disposal. 

volved if all records described on the"4'lrm are ;iot those of the same 
office or if they are records created by anothe'f• office or agency. 

An identification should be provided of the types of records in­
volved if they are other than textural records. for example. if they 
are photographic records. sound recordings. or cartographic records. 

An itemization and accurate identification should be provided of 
the series of records that are propose<! for disposal or retention. 
Each series should comprise the largest' practical. grouping of 

,.. • -· ' • . . - • ~ r '·-. 

separately organized -and logfcal!y· related matena1s that can be 
treated as a single unit for purposes of disposal. Component parts 
of a se-~e~; m:a:t be- !isted'sepa,ra.tely.if:n'llmbered- C0ll1iecutively as 
I a. I b. etc:. under the general series entry. 

A statement should be;_ P.rovjp_ed sho~ng w,het1-d1sposal is to 
be ;;,ade:of t-li~ ~ecotds. tlw~: • • • • - " 

If immediate disposal is requested of past accumulations of rec­
ords. the inclusive dates during which the records were produced 
sho1,1ld be stated. •.. : ,_· · , - • _.., -- • 

If continuing disposal is requested for records that have accumu­
lated or will continue to accumulate. the retention period m;,iy be 
expressed i_n terms of years. months. etc· .. or in terms of future ac­
tions or events. A future action or event that is to determine the 
retention period must be objective and definite. If disposal of the 
records is contingent upon their being microfilmed. or otherwise 
reproduced or recorded on machine readable media. the retention 
period should read: "Until ascertained that reproduced copies or 
recordings have been made ih accordance with GSA regulati_o.~s 
and are adequate substitutes for the paper records." Also. the pro­
visions of FPMR § IO I- t 1.5 should be observed. 

• \ 'I . • . 
Entrv 9 should be checked.ff samples are submitted for an item. 

How~~er. sa'mples·of' the records are· n'clt're~uired unless they are:· 
requested by the NA RS appraiser. If an item has been previously 
submiited. the relevant job and item number should be entered. 

Enrry /0 should be left blank. 

_,~ 
, . ~ 

.. --. _, ..-.._ 
..,.. 

: - ~ -:,_' - "<> ~ "/ ,,. i. ~/ ,,,,...,...' , 

.... .-- ~"'--= ,. 

- , 

,.. . "' 

"'• ._.,.r... '' 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

organizational designation; reason for entry; and badge 
number and authorization information. 

Destroy 6 months after expiration. 

• IJOB NO. 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579•387 FPMR (41 CFR) 101-11 4 




