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REQUEST FOR ,RECORDSI_ DISPOSITION AUTHORITY

" (See Instructions on reverse)
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N LEAVE BLANK

TO GENERAL SERVICES‘ADMINISTRATION,
NATIONAL ARCHIVES AND RECOROS SERVICE, WASHINGTON, DC 20408

JOoB NO

NC1-47-81-16

1. FROM (AGENCY OR ESTABLISHMENT)
HHS

2. MAJOR SUBDIVISION
SSA

3. MINOR SUBDIVISION
Office of Central Operations

4. NAME OF PERSON WITH WHOM TO CONFER §. TEL EXT

Ernest P. Lardieri 594-5770

DATE RECEIVED
June 26, 1981

NOTIFICATION TO AGENCY

In accoréance with the provisians of 44 U'SC 33033 the disposal re
guest, incluging amerdments, 1 approved except for items that may
be stamped “‘d:sposai 0t approved” or “'withdrawn™ in column 10

UG 2 7 1981

Date Archivist of the ¥mred Starly

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of

[ ] A Request for immediate disposal.

: . . . page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

KT B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE D. SIGNATUSfE OF AGENGX REPRESENTATIVE E. TITLE
6/18/81 Eg Department Records Management Officer
Dr.

7. 8. DESCRIPTION OF [TEM 9. 10.
ITEM NO (With Inciusive Dates or Retention Periods) SAMELECR | AcTION TAKEN
Records Retention and Disposal Schedule .

-3 Ao~
dearings and Appea

15 {Headquarterg) Filesg

CASE CONTROL SYSTEM RECORDS

A machine~readable system of records, on disc and magnetic NC1-47-
* tape, used to control the location and record the status ofj77-4,
hearings and appeals claims cases. Information in this icem 1
system includes social security number, claimant's name
type of claim, last action on case/date, location of case
(office), date of receipt, type of hearing request, and
ALJ. Case informarion is available on-line on disc until
final disposicion of the case is rendered and then

transferred off-line to magnetic tape storage. Field and
headquarters offices enter case control informacion via
Forms S5SA-672, BHA DC and HO Case Control Coding Sheert;
SSA-673, BHA CO Case Control GCoding Sheet; and SSA-674,
BHA Civil Actions Case Control Coding Sheet or other
equivalents. Output consists of paper and microfilm
copies of management reports and statistical information
relaring to workload and production data.
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STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Adminmistration

FPMR (41 CFR) 101-11 4


http:ccorC,1ncew.th

General Instructions: - e

.. .

Use Standard Form 115 (obtainable from supply depots of the
Federal Supply Service. Gerieral Services Admimistration) and the
continuation sheet Standard Form 115a.(obtainable from the Rec-
ords Disposition Division. Office of Federal Records Centers. Na-
tional Archives and Records Service. Washington. D C 20408) to
obtain authority to,dispose of rccords or 1o request permanent re-
tention of records Detach the fifth copy 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 noufication of items that are authorized for disposal
Items withdrawn or not approved for disposal will be so marked.
Fach SF 115 requinng Comptroller (ieneral concurrence must be
accdmpanted by a nouficaton df approvak from GAO.

A
Specific In;slrmlmfn ~ e

Fntries | 2. and 3 <should +how what agency has custody of the
records that are identified on the form. and should contain the name
of the department or independent agency. and it~ major and minor
subdivisions.

Entries 4 and S <hould help rdentify and locate the person to
whom inquines regarding the records should be directed

Entry 6 should be wigned and dated on the four copies by the
ageney 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 of continuing disposal authonty
15 rcqucsted or if pcrmdnenl retention 1s reque‘ted Only one box
may be checked

Entrv 7 should contain the numbers of the items of records iden-
tified on the form 1n sequence.i1¢.. 1. 2. 3. 4. etc.

Entrv X <hould show what records are proposed for disposal.

INSTRUCTIONS . , . ..

P

Center headings should mdlcate what office’s records are in-
volved if all records described on the form are not those of the same
office or if they are records created by another office or agency.

An identification should be provided of the types of records’in-
volved if they are other thin textura! 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 proposed for disposal or retention.
Each series should compnse the largest practical grouping of
separately orgamzed and logically related matenals that can be
treated as a ~ingle umit for purposés of disposal Component parts
of a senes mav be listed separately if numbered comccuuvelv as
la. 1b. etc.. under the general series entry.

A statement should he provided showing when disposal is 1o
be made of the records. thus:

If immediate disposal is requested of past accumulations of rec-
ords. the inclusive dates during which the records were produced
should be stated.

If continuing disposal 1s requested for records that havc accumu
lated or will continue 10 accumulate, the retention pertod may be
expressed in terms of years. months, etc . or in terms of future ac-
tons or events. A future action or event that 1s to determine the
retention penod must be objective and definite If disposal of the
records s 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 in accordance with GSA regulations
and are adequate substitutes for the paper records.” Also. the pro-
visions of FPMR § [01-11.5 should be gbserved.

Entry 9 should be checked if samples are submutted for an item.
However. samples of the, records. are -not, required unless they are
requested by the NARS appraiser If an item has been previously
submitted. the relevant job and item number should be entered.

Entry [0 should be left blank.
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Request for Records Disposition Authority — Continuation . J0B NO 2 Of 2
7. 8. DESCRIPTION OF ITEM SAMPQL'E OR 10.
ITEM NO (With Iinctusive Dates or Retention Periods) JOB NO ACTION TAKEN
A. Input Documents (Coding Sheets)
Destroy coding sheets after input verified and edits
resolved.
B. Machine-Readable Records
1. Transfer from disc to magnetic tape 120 days
after final disposition of the case.
2. Rertain on magnetic tape 2 years. Erase tape and
return to blank stock when all records on the tape are
eligible for destruction.
C. Output Documents (Management Reports)
. . .

Transfer to microfilm when 2 years old -A Destroy paper
copies afrer microfilm has been verified and proven
acceprtrable .R'Des troy microfilm copies 2 years thereafrer.

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



