
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 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superseded by newer NARA approved records schedules.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: 

Item 1 was superseded by GRS 5.6, item 120 (DAA-GRS-2017-0006-0016) 
Item 2 was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018) 
Item 3 was superseded by GRS 5.2, item 020 (DAA-GRS-2017-0003-0002) 
Item 4a was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018) 
Item 4b was superseded by GRS 5.6, item 130 (DAA-GRS-2017-0006-0018) 
Item 5 was superseded by GRS  5.6, item 130 (DAA-GRS-2017-0006-0018) 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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 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

LEAVE· BLANK 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHING'fQN, DC 20408 DATE RECEIVED

--------! 
1. FROM {AGENCY OR ESTABLISHMENT}

HHS cember 9, 19B1 ________ 
-----------------------------< NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION -----------------1 
I J 'l'~,1;l~e I',,(· 1~.. J' ,,5:·,~~ Jf ~4 us C ]30J;i l~E': 5~C3<1• re 

SSA ~bl. -~1~~,1~ ~--e~~-,~~ts. ,~ appr~,ec ex•ept ·c• 1tef!":; t~.:'t '.''.•~ 
3. MINOA SUBDIVISION : 0 ,knpe~ ··d ~p;\~~ ",' ,~o:,,...ed'" :1r "w1(~~f~l'lr"' I~ ;·.,11~:"ln lfi 

Office of Management, Budget and Personnel Files 
4. NAME OF PERSON WITH WHOM TO CONFER 

Ernest P. Lardieri 
5. TEL EXT 

594-5770 

6. CERTIFICATE OF AGENCY AE:PRESENTATIVE 

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

0 A Request for immediate disposal. 

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

E. TITLEC. DATE 
D. SIGNATU:x A;i:;E~ 

Department Records trlanagement Officer11/5/81 

I 
9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With lnclus1ve Oates or Retentwn Periods) ACTION TAKENJOB NO. 

Records Retention and Diseosal Schedule 
Managemen c, Budget and Personnel Files 

Management Services Files 

~uilding Access and Emnlovee Identification Card Files 

f\ccess documents and identification cards issued to all SSA 
full-time, part-time and temporary employees and certain 
non-employees (vendors, contractors, students, etc,) for 
use in gaining admission to SSA buildings. The cards 
contain a photograph of the· person and name, social securi tr" 
number and other identifying information. Included are 
application forms, such as Forms SSA-364, SSA-364-A and . • 

ISSA-365, "SSA Building Pass"; SSA-1860, 11 Request for Re-
' Jlacemenc of Photopass"; SSA-3304, "App 1 icat ion for Securi tr 

:oncrol Pass"; SSA-4395, "Application for Special Access to_ 

NC-47-
76-5, 
Item A 

' 

I 

SSA Building" or their equivalents. Also included are 
applications for temporary badges, such as Form SSA-4764, I'Temporary Badge Work Up Sheet" or its equivalents, which I 

~ssued for a 1-day period to employees who do not have 
their badges, 

CJY!--
1. Emeloyee Identification Cards 6 Forms SSA-364, .SSA 365 and SSA-3304 

L~ 
STANDARD FORM 115 
Revised ApTil, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFAJ 101-11.4 

115-107 



INSTRUCT;~:~eadings ,I indicate wnat omen rr.coras arc in­General Instructions: ' l ·,.: Standard Form I I 5 (obtainable from supply depots of the 
Federal Supply Servi..::e. Gener<1l Services Administration) and the 
wntmuation ,;heet l.itandard f-'orm I I Sa (obtainable from the Rec­
ord, Disposition Division. Office of Fi:dcrat Records Centers. Na­
t1on.1I Archi\res and Records Servn:e. Wa5hmgton. D.C. 2040Kl lo 
r,Mo<in .tuthonty U>,di'-:.pose of records or 10 request permanent re­
tention of re-.:ord, Detach 1he fifth ,i..o_py from. the -.e1 and keep as 
1tuur reference t:opy_ 5uhmit 1he first four ~,"Jp,es of the set to the 
""'.J..1100,1! •\rchive'.'> . ~1d Re-1..'.ord-. Service One 1.:op}' will ~e returned 
'·. :tie "f.enr,. \. -1, ,w1,t, ... at1un (If item~ !h:.r ~re "uthoriLed for d1spo<.<1I. 
hc1n., withd1 ,,-..-ra or 11of appwved for d1spos.al ~•i! be '!iO marll.ed 

,h St- ''" "Cq11,fmE,- ( 01np1rolkr (_,ener.J .:,1n..:i,.rre"...:~ mu~r rie 
,,, , \lnr<>n1ed "Y -i. t,0(.til..:-c1.tion Or ~pprov;,.1 fwm l,AO 

~ rr,e-.t f. 2. ,..,,J 1 ,huo.1ld ,how who1t ,w.ency h;u; C1Jstod~ of the 
.•,·di. th.it .::ire ideqhfied nn th,;: fo1m. :,1nO -;hould i.ont..im lhe name 
·ne dep:,n,t,eflt ,ir ,ndeper.dent .J1~eoi.:y. ,md ih major and OJifl,•r 

,ufl.Ji-.-· ... \IO', 

f.11ifre1 4 ,md 1 ,t'llHJld help identity .md ioctte the persnn M 

wh1,m 1nqu1ne~ rer-,,rdlO[! tt't•~ re...:ord.-. :-ho1}ld be direcled. 

Fnt, 1; ,hc111ld ~f •,i!,?fl..:0 ,,nd dated t.io th~ four -.:opie~ l:'I; ,.he 
··::-en.\ renn: ,t:rii.~ti\-~ The 11umher 1..1f n.i~:es mvolved m lhe reque-.1 
,hould he 1no;er':ttd 

Box '\ \lloLdd ht checked ,t the rei.:ord<; m-~'I' be disrosed of iri--1 

rned; -tel), Box B shou1d 1:,e che~ked if wot1nuini dispo:i,;11 .rnthonty 
;s requested or if perm.ment retention 1s requested Only one hox 
ma~ be chec'ked 

Entn- 7 ,;hould contain ?he numbers of the ilems of records iden· 
1ified on lhe fvrm in sequence. 1.e.. I. 2. 1. 4. etc. 

Entr_v ~ should <;how wh;tt records are propo-.ed for disposal 

ssAe(ords Offi 

Ser.vices 
Representativ-e· 

volved 1f all records described on the fonn arc not those of the same 
office or If they are records created by another office or agency. 

An identification ,;hould be provided of the types of records in· 
volved if they :.o.re other than te~turnl records, for CXdmple. 1f they 
are photographic rei.:ords. o;ound record~n~. otcartogr.:1phic records. 

An itemizi,.tion ~ind ui.:cun.te identific~.ti>)il should be provided of 
the '>Cries of r-e...:,•rds 1har are propo~d for d1spo-.,d or retention 
F ...ch -.enes sh,mld comprise the LlrEt:Sl p1actu,;al ~roupin~ of 

,;eparateh org,1mzed and lo_;,;ically rel.lied rn-ttenah, that c:m he 
tre;,,t~·(.( a., ,1. ,;uigle- emit fur Pv•~"e" ilf ;'.:~p<1sal. ( ·omp.,1,ent p:,in~ 
,it .1 ,ent<, 1,1..,'.',- l->e li!'.>ted \-t:ti·tr~ite(~ ,t "tur,nered c:i..'ln:..t:t.:utn·elr a~ 

: ... lh. ert.: .. ,1>1der ~h,;:· _i:!(:ner ..~:nes e,<tr)' 

"'··,.r,;~tement: "<ih0t1ld. :he" l'fuvi.--fed 'sno......n:,; w1'en d•,;pi.-.i.l ill (O 

be m... Je of the ret.:0rd,. thus 
tf immediate displl-.al i'!> requ,;--,ted ot' tt;.s:t_ ;fccu1-nu(~tions of ff'1.; 

ord'-. the im.:lu-.n,e d;::.tes during whkh"the re-.;.u1:ds ..... ere··pr,..du..:ed 
.. hould b'C '),lated. 

~f i..:ontinuin~ C:i-,po:..tl is t'C\f<•c~,tJ rm rei.ord!. u, ..r "1 ... ve ;D1:,:utflu· 

at~ or "'i'! 1.:,111,mue 10 a1:\.- ,mu;.ite h,: fC'ten-r.,, t ~,--nod m • \ ~ 
,; ,pre.,~,;,-<I in terf•1., uf year': month-._ t'(: . , in tern,!, ~"lf flULo, ,•. 4 • 

tion.. 1tr e\'ents. -\ t.,rure . c11<_,o m c-vem ih.tl :!< to detenwne the 
~-etenriun pcru.,d 1,rni;r be ohJe..:?n·e -"'" defrnitf' ff d,sros,,J A ,_tic­
~~..uid!> i'!> ... t••1lrn!<:enf upt~11 ihtcir ~ie111r, n-11crot1:1w;d. or uthC'r...,1-.t 
,epn1.:iu1.ed or re..:11fded ,m rn.,,..h;n~ fe;,d ,b:-r mtd1,i. the ,.e-entivn 
penlKI '>hould re:-,d '·L ritil ,,-.,.en~-• -..-.d ,n;,,t :"eprodt•t...\.·d .;oplt"!I or 
re..:ordin-.4s h,.:ve been rnade i11 .i,.1.ou.tmcc- with l,~A re~·.1.1l.1ti0m: 
.md «re ~deyu•ite '!iuh,11tutes ior the P-i~r recol"d<, .. '\l:-.o. th-,; p•ll• 

vis,,•,.1!- t•f f-P\1R ~ 1~fl-l l..lii '!ihould ht 0:, ,erved. 

Entn I.J <ih.:.ai:d be i.:he.;;ked if ,;ampl,es dre subF.lilted for <1.n item.. 
Ho~ever. ·souf\p!es of the records dre not required unless tJ:tcy ai-e 
,eque,ted h~ !he NARS apprniser. If .in-item ha'i. been previously 
,;uhmitted. the rele\rant JOh «nd item number ,;hould be entered. 

Entn /0 ,;hould be left bl.,nk. 

Date 

7 

Standard FOrm 115 "ACi< ·R.,,, ~.75 

https://epn1.:iu1.ed
https://displl-.al
https://ui.:cun.te
https://propo-.ed
https://marll.ed
https://d1spos.al


• • 2 Req'::'_est for Records Disposition Authority-Continuation IJOB NO. @ 2 

9.8. DESCRIPTION OF ITEM SAMPLE OR
(With Inclusive Dates or Retention Periods) JOB NO 

Descroy 3 months afcer separation of the employee 
from SSA. 

2. Form SSA-364-A 

Destroy 3 months afcer student has completed class 
·in the building or a vendor or concraccor has 
completed work. 

3. Form SSA-1860 

Destroy once the identification card has been 
issued. 

4. Form SSA-4395 

a. Approved Applications 

Destroy 3 months after pass is surrendered. 

b. Denied Applications 

Destroy when 3 years old. 

5. Form SSA-4764 

Destroy when 30 days old. 

PAGE OF 

10. 
ACTION TAKEN 

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 
GPO: 1975 0 - 579-387 FPMR (41 CFR) 101~11.4 




