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·-•REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 
(See Instructions on reverse) JOG 11!0 

-------~~-~------------◄ NCl-47-81-16 
TO GENERAL SERVICES ADMINISTRATION, 
__N_A_TI_0_NA_L_A_R_C_H_IV_ES_A_N0_R_EC_0_R_0_S_S_ER_V_IC_E_,_W_A_SH_I_NG_"f_cQ_N_,_oc__20__4_0_8__----I DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) June 26, 1981 
HHS NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 

3. MINOR SUBDIVISION 

1:, accorc,ince v.,th tre rr0vis1~ns of 44 USC 33O3a tr.e disposal re 
q,est. ,nclud,ng amerdments. ,s approved except lo• ,tern~ that may 
be stamped "d:sposai 1ot approved" or "w1thdrav.n" ,n column ID 

Office of Central Operations 
4. NAME OF PERSON WITH WHOM TO CONFER 

Ernest P. Lardieri 

5. TEL EXT UG 2 7 l98T 

594-5770 
/>at(' 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency 1n 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. 

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

C. DATE E. TITLE 

Department Records Management Officer6/18/81 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Penods) /\CTION TAKENJOB NO 

Records Retention and Disposal Schedule .. 
Hearings and Appeals (Headqu~rters) Files 

CASE CONTROL SYSTEM RECORDS 

A machine-readable system of records, on disc and magnetic NCi-47-
tape, used to control the location and record the status o 77-4, 
hearings and appeals claims cases. Information in this item 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 information 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 information via 
Forms SSA-672, BHA DC and HO Case Control Coding Sheet; 
SSA-673, BHA CO Case Control Coding 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 
relating to workload and production data. 
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•• 
INSTRUCTIONS 

General ln\tructions: • 
·• 
-·•lhe Standard Form 115 (obtainable from supply depots of the 

Federal Supply Service. Ger:.:ral Servjces Administration) and the 
continuation \heel Standard Form 11 Sa,(obtainable from the Rec­
ord~ Dispo\11ton Div1\ion. Office of Federnl Record\ Centers. Na­
tional Archives and Record, Service. Wa\hington. DC 20401!) to 
otitam authority 10,d1~po\e of recor~s- or to ~equest permanent re­
tention of record\ Detach the fifth copy from the set and keep as 
your reference copy. Submit the fir\t four copies of the ~et to the 
National Archive\ and Record, Service One copy v.,11l re returned 
to the agenq a~ m>t1fic.i11on 11f items that .ire authorized for d1\po,al 
Item, withdrawn or not approved for di\po\al will be \0 marked. 
Fa,·h 'if- 11 ~ requmng Comptrnller (,eneral com:urrcnce mu\t lie 
.iccdi;npdmed hy J no11~ca11on of approvaHrom (, AO. 

\ 

Spec,fic In;1ru, 11,i1n - , 

F.nrrie1 I ?. and.? should ,hov., v.hat agenq ha\ custody of the 
re,,1rd~ th.it <1re 1den11fied on the form. dnd ,h11uld contam the name 
of the dep,1nment llr mdependent agency. and 1h maJor and mmor 
,ut,d1vl\10n,. 

f.nrne, 4 and ~ ,huuld help 1dcnt1f, dnd locate the per,;on to 
"'horn inqume, rc11ardmg the record, ,hould be directed 

f'nrn fi ,hould re ,1gned .ind dated on the four \:Opie, by the 
,tj!cn, ~ repre,ent.ttl\e. The number of page\ mvolved in the reque,t 
~hould be in\ened 

Aolt A should be checked 1f the records may be di\posed of im­
mediately. Bolt B ~hould be checked 1f continuing dispo~al authonty 
1s requested or 1f permanent retentton 1s requested. Only one bolt 
m,, ybe checked • • ' • 

Enrn· 7 should contain !he numbet\ of the items ofrcicord\ iden­
tified on the form in sequence. 1 e .. I. 2. 3. 4. etc. 

Enrrr X ,hould show wh;it record, are proposed for disposal. 

Center headings should indicate what office"s records are in­
volved if all records described on the form are not those t the same 
office or if they are records created_ by another office or agenc~ 

An identification should be provided of the types of record~'m­
volved if they are other th;,n telttura! records. for uample. if they 
are photographic records. \OUnd recordings. or canographic records. 

An itemizatiPn and accurate identification ,hould be provided of 
the ~enc~ of rc:c11rd~ thal are proposed for d1spo~al or retention. 
Each series should compnse the largest practical group_ing of 
separately organized and logically related matenals that can be 
treated a\ a ,mgle umt for purp(J'ies of dispo~al Component pan, 
of a ,enes ma, be listed separately if numbered co~ecu11velv a, 
la. lb. etc.. under the general series entry. 

A st.itement should he provided sho~ng when dispo,al is IO 
be made of the records. thu\: 

If immediate dispo~al i~ requested .of past .iccumulation~ of rec­
ord~. the mclu\lve d.ites during whit:h the ~ecords ~ere produted 
should be \lated. 

If continuing d1\po,al 1s reque\ted for record, that have: accumu 
lated or ,.,ll continue IO accumulate. the retention penod m,1y be 
cltpres!oed m term, uf years. months. etc . or m term, of future ac­
tion, or event~. A f11turc action or event that is to determine the 
rctc:ntwn penod mu,t 1--c: obJeCt1ve and definite: If d1~po<;.al of the 
re~ord~ " rnntmgent upon their being miuofilmed. or otherwise 
reprnduced or recorded tin m.ichine readable media. the retention 
p,:riud ,hould read: "l_jnul .i,t:ertamed that reproduced copie, or 
rernrdings have been macle in aecordllnce with GSA regulations 
.ind dre adequate wb,111utes for the paper 1"ecord~... Al~o. the pro­
"i,ion~ of FPMR ~ 101-11.~ ,hould be lj!b~erved. 

t.nrry <J should be checktd 1f \amples .ue ,ubm1tted for an item. 
Hov.e,er, samples of the_ ~ecorq~. are •nol required unless they are 
requested b~ the NA RS ~ppraiser If an item Ila\ been previously 
subm1ttc:d. the relevant Job and item number should be entered. 

Entrv (0 should be left blank. 

Standard Form 115 BACK 'Re, 4-75', 
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Request for Records Disposition Authority- Continuation • 1 JOB tilO PAGE OF 

2 Of 2 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

I

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. Retain 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.II Destroy paper 
copies after microfilm has been verified and proven 
acceptable.:•Destroy microfilm copies 2 years thereafter. 

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

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 


