INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-047-82-04

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superseded by newer NARA approved records schedules.

Description:

ltem 1 was superseded by GRS 5.6, item 120 (DAA-GRS-2017-0006-0016)
ltem 2 was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018)
Item 3 was superseded by GRS 5.2, item 020 (DAA-GRS-2017-0003-0002)
ltem 4a was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018)
ltem 4b was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018)
Item 5 was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018)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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECORE‘ISPOSETION AUTHORITY

{See Instructions on reverse}
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JOB NO

NC1-47-82-4

TO: GENERAL SERVICES ADMiINISTRATION,
NATIONAL ARCHIVES AND REGORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

1. FROM {AGENCY OR ESTABLISHMENT}

HHS

De 1

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

SSA

10 arfanze wett 12 o geseey oF S5 U S G 33032 tre 2 spesaire
n.esl, “oludig amardnants, o approvec exvept ter ters thet may

3. MINOR SUBDIVISION
Office of Management, Budget and Personnel Files

e stamped “d sposa ot aopoeed” or “withdrawa o akumo 1§

& NAME OF PERSON WITH WHOM TO CONFER

Ernest

P. Lardieri

5. TEL EXT,

i 594-5770

/A

Archivisr of the Lnked State

3.-20 42

ate

é._CERTiFICATE OF AGENCY RAEFRESENTATIVE-
| 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
this agency or will not be needed after the retention periods specified.

] A Request for immediate disposal.

page(s) are not now needed for the business of

[x] B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE

11/5/81

I D. SIGNATURE ?F AGEN REPRESENTATIVE
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E. TITLE

Department Records Management Officer

7.
ITEM NO.

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

9.
SAMPLE OR

10.
JORB NO. ACTION TAKEN

Records Retention and Disposal Schedule

Management, Budget and Personnel Files

Management Services Files

Building Access and Employee Identification Card Files

SSA-365,"SSA Building Pass'';
placement of Photopass'';

their badges.

Access documencs and idencification cards issued to all S5SA
full-cime, part—cime and temporary employees and cercain
non-employees (vendors, contractors, students, etc.) for
use in gaining admission to SSA buildings.
contain a photograph of the person and name, social
number and other identifying information.
application forms, such as Forms SSA-364, SSA-364-A
554-1860, '"Request for Re-
SS5A-3304, "Application for
Concrol Pass'; SSA-~4395, "Application for Special Access to
SSA Building'" or their equivalents.
hpplications for temporary badges, such as Form S5A-4764,
"Temporary Badge Work Up Sheet" or its equivalents, which
ibs 1ssued for a l-day period to employees whoe do not have

1. Employee Idencification Cards, Forms S5SA-364,

The cards

Included

Also included are

NC-47-
76-5,
Item A
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SSA 365 and S5A-3304
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STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101~114



INSTRUCTIONS

General Instructions: .

L ¢ Standard Form 115 (obtainable from supply depots of the
Federal Supply Service. General Services Administration} and the
continuation sheet Standard Form 1152 (obtainable from the Rec-
ords Disposition Division. Office of Fedérat Records Centers. Na-
tiond! Archives and Records Service, Washington, D.C. 2040%) to
onhtisint authonty to,dizpose of records or 10 request permanent re-
tenttion of records Detach the fifth gopy from the set and keep as
vour reference copy. Submit the first four vames of the set to the
Notional Archives . nd Records Service (dne copy wiil be returned
© the ugem v a5 nobtedhion of gems thir are suthorized for dispusal,
Iicins withdiasen or not approved for disposal wi be so marked

BhSE RS requanne € oanptralier Oeneral convurrence must be
et anpanied Dy s haliication Bf approval from GAQ.

RELEIN TN ) A (R T 2

Forex 120 wnd P should show what apency has custody of the
« Lads that are ideatified on the foim, and should contain the name
*ne departrnent or mdeperdent sgency, und ity major and mine

aubdie oy N

Foarees 4 wund Y shouid help identty and iocate the person to
whom inguines reyarding the records showld be directed.

Fntre 4 shonld by sigpcd ond dated oo the four copies by the
gy repre senfative The number of nuzes involved in the requess
should be ipserted

Box A should be checked if the revords may be disposed of i
medi tely, Box B should he checked if ceatinuing disposal authonity
s requested or if permanent retention 1s requested Only one hox

miay be checked T e T

Entrv 7 should contain the numbers of lhe items of records iden-
tified on the form in sequence. re.. 34 et

Entry # should show what records are proposed for disposal.

Center headings s indicate wnat omce's rocords 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 than textural records, for example. if they
dre photographic records. sound recordings, or cartographic records,

An itemization snd accurate identification should be provided of
the series of records that are proposed for disposal or retention.
Esch senies should comprise the largest practical grouping of
separately organized and loxically rekited matertals that can be
trested as 3 single anit fur puosposes of Jispasal. Compasent parts
W osertes ey be listed separctely f camhered consecutively as
ta. Il ere. gnder the gener  senes entry.

- A smatement should be provided smowany
be m.de of the records, thus

If immediate dispusal is requested of gust wccumulations of rec
ords. the inclusive dites during which the recuids were produced
should be stated.

H ocontinaing dispusal is reguested for revords that meve sesutmgee
atedd o1 wi'l coptinue 10 avy anwate Che retenr..: L DR Moy e
espresszd in ters of years monthy erc | o
tions ur events. A Fefurg  ction of event (hat s to determyne the
relenniun penud must be objective and definite If disposal of the
secords iv ocamtingent upan their bews pncrofiined, or otherwise
ceprasicied or recorded on Tialhing resd e media. the ce-ention
pevied should resd U ntil <scerta: ~2d (hot reprodiced coples or
revordings huve heen made v accordance with GS A regutations
and are deguite substitutes for the paper records © Az, thy jrao-
visaras of FPMR § tHi-11.5 should be oo erved.

Entry ¥ shouid be checked if sumples are submitied for an tem.,
However, -san"qples of the records are not required unless they are
requested by the NARS appraiser. If un-item has been previously
submitted. the relevant job «nd jfter number should be entered.

Entry 10 should be left blink.
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Request for Records Disposition Authority—Continuation

JOB NO.

@ 2 ’ PAGE OF 2
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ITEM NO

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

9

SAMPL 10.
SJOBLEOQR ACTION TAKEN

Desctroy 3 months afcer separa:ion'of the employee
from S3A. '

Form SSA-364-A

Descroy 3 months afcer scudent has compleced class

‘in the building or a vendor or concraccor has

compleced work.

Form S5A-1860

Destroy once the idencification card has been
issued.

Form 5SA—-4395

a. Approved Appliéations
Descroy 3 months alcer pass is surrendered.

b. Denied Applicarions

Destcroy when 3 years old.

Form SSA-4764

Descroy when 30 days old.
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115-203

Faur copies, including original, to be submitted to the National Archives

GPO - 1995 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4





