INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-047-83-02

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superseded by newer NARA approved records schedules.

Description:

Superseded by GRS 5.6, item 040 (DAA-GRS-2017-0006-0005)
Agency concurred with GRS supersessions per email 12/10/2021.

Date Reported: 12/28/2021

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECORD'ISPOSITION AUTHORITY
- . (See Instructions on reverse)

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, BC 20498

. FROM {AGENCY OR ESTABLISHMENT)
Health and Human Services

JoB NO

1C1-L7-83-2

‘ LEAVE BLANK

[ 0ATE RECEIVED

f19-25-82

NOTIFICATION TQ AGENCY

2. MAJOR SUBDIVISION

Social Security Administration
3. MINOR SUBDIVISION

Office of Management, Budpet, and Persophel
4. NAME OF PERSON WITH WHOM TO CONFER I's. TeL EXT

_Ernest P. Lardieri l 594-5770
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6. CERTIFICATE OF AGENCY REPRESENTATIVE

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

that the records proposed for disposal @ this Request of __®__ page(s
this agency or will not be needed after the retention periods specified.

] A Request for immediate disposal.

) are not now needed for the business of

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

retention
C. DATE ' . SIGNAJMRE OF AGESFY REPRESENTATIVE E. TITLE
lo/14/82 | Z<i AAA .
Dr./ George Department Records Management Offlcer
9, .
7. 8. DESCRIPTION OF ITEM 0.
ITEM NO. (With Inciusive Datos o Rstontion Penods) Sﬁ"c’;g"ﬁo‘?” ACTION. TAKEN
Property Pass Files Generm!
el
These files consist of wvarious copies of Form SSA-1867-U4, Sbémﬂé ﬂa
SSA Property Pass; Form SS5A-1867-U2, SSA Property Pass; | THem. /3
Statement of Responsibility; memoranda authorizing removal
of magnetic media records from the EDP Secure Area; and emB P
correspondence requesting and justifying removal of ﬁycnﬂ& &
Government Property and/or issuance of an SS5A Property ngnm_S,.
Pass.
The various copies of the form SSA-1867-U4 and its
equivalents are used to:
l. Authorize removal of either Government-owned or
personal property through guard stations and from
SSA buildings; ) * T
2. mnotify Properly Management Officers and Custodial
Officers (PMOs/COs) and the Equipment Services and |
Repair Section, EMSB, DPRM, that Government ;
property for which they are responsible is being I
removed; and |
Azh;;qy
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Prescribed by General Services
Administration
FPMR (41 CFR) 101-114


https://CERTIFIC.A.TE

General Instructions:

Use Standard Form 115 {obtainable from supply depots of the
Federal Supply Service. General Services Administration) and the
continuation sheet Standard Form L15a_{obtainable from the Rec-
ords Disposition Division. Office of Federal Records Centers. Na-
tional Archives and Revords Service, Wushington, D.C. 2040%1 to
obtain authonity tn,drspose of records or to Jequest permanent re-
tention of records. Detach the fifth copy from the et and keep as
your referepce capy Submmt the first four comes of the set 1o the
National Archives sand Records Service One copy will be returned
o the agency as Fenbcanon of items that are suthonzed for disposa|
[tems withdrawn or nut approved for disposal wii be 50 marked.
F.ioh Sk 115 reqinring Compiroller Crenerad concurrence mast he
acunmpanied by 4+ noufication &f approval from GAQ

Specific Instracnans:

F mries |

7 he departnient ur mdeper-dem :x[ic-u.,. andd -1

f SIAJOY and shuny v
wandivisons.,

Fntries 4 und 5 should help identity and locate the person to
whom inquines regarding the reviords <hould be directed

Entr # should be seped and dated o4 the four copies by the
ver. y representative The number of o.res invoived in the request
should be inserted.

Box A& should be checked of the records may be disposed of im
mediatety, Box B should be checked if vontinuing disposal zuthenty
s requested or if permanent retention is requested. Only one box
miy be checked

Exiry 7 should comam the’ numbers ol’ lhc ltEm\ of recotdds iden-
tified on the form in sequence. i.e.. 1.2, 3. 4. etc.

Entry & should show what records are proposed for disposal.

2ound f s‘h\]ll.ﬂd show what ugr:m.'y LER cu'itod'y of the

INSTRUCTIONS

Center headings s indicate what office’s Jecords 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-
vulved if they are other than textural records. for exampte. if they
are photographic records. sound recordings. or cartographic records.

An emization and scsurite identificaton should be provided of
the series uf recerds that are proposed for disposul or retention,
buch series should comprise 1he idrs‘eal pracii: af eroupng uf
separate’y organized and 'dgicallv retated materials thal can be
trested us o sinyle UM OF DUEPUsEs fdnpusdl Comp:nent parts
of o eenies moy be lEt€d sepa. ety of pumhered conseclnvety as
Lo, i gt der the genern] series entry.

o statement aouid be provided howingg wherr isposal ot

.hc mude of the records, thus:

it 'rbamediate dosposal iy reguested of pust accumidations of rec
prds, the ‘neiisrve dores dunng which thc records were prudmcd
should be stated . .

If conbuuiny ol is reguestest for records et hove secamu-
Wled o wl Cuniese 0 sy, o fe (he cetentoon period oy he
eaprassed . i@k Of yedrs, months, el e teresy of fulure s
T g averts 4 F teae colion 1o everd 1t o 1o determine che
sefention frinsd Mibst be objevsve ornd definite. If disposal ot the
record: i+ comtingent upon their nemg mrefilmed, or otherw e
reprodived of recarded 7 moctune re 8 b media, the re ention
sgiwd shouid rec d. "L'abl sucertanigd that reprodioed copies ur
recordings h. ve peen made 1 wnndaace with GSA regulations
'nd are . deguate sabstitutes fos the paper reccrd: © Ao, the pra
visions of FPMR 3 (?1-11.5 should be obwerved.

Entry 9 should be checked if sumples are submitted for an item
However. samples of the records are hot required unless they are
requested by the N ARS-uppraiser. If an-item hds been previously
submitted, the relevant job and item number should be entered.

Entry 1 should be left blank.
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ﬁequest for Records Disposition Authority — Continuation
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7.
ITEM NO.

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

PL 10.
SﬁgBLEOQH ACTION TAKEN

verify that Government property has been removed
or returned. Specific instructions on use of

property passes are contained in ADS Guide
SSA.h:125-11.

EisEosition

Copies of passes and related correspondence
authorizing removal of Government property by an
employee for offsite official use:

de

Record Copy

Destroy 3 months after return to issuing office
and verification of return of Government
property.

Other Copies

Destroy after return of Government property has
been verified or when no longer needed for
control, whichever is sooner.

Copies of passes and related correspondence
authorizing removal for any other reason of
Government—owned, employee-owned, or vendor—owned
property (see SSA.h:125~11 for additional
information).

a. Government property removed for repair

(1) Record Copy

Destroy 3 months after return to issuing
office and verification of return of
Government property.

(2) Other Copies

Destroy after return has been verified or
when no longer needed for control,
whichever is soconer.

b. Government property removed on a routine basis

Destroy 3 months after expiration of pass or 3
months after need no longer exists, whichever is
sooner.

115-203

Four coples, includ}rig_;lglnal. to be submitied to the National Archives

Gy - 1975 (3 - 5T74-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101-11.4



. . .

Hequest for Records Disposition Authority— Continuation JOB NO.
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7.
ITEM NO.

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

9

SAMPLE OR 10.
JoB Ho. | ACTION TAKEN

Vendor—owned property coming in for demonstration

or repair loan

{1) Record Copy

Destroy 3 months after return to issuing
office and verification of removal of
vendor—owned property.

(2) Other Copies

Destroy after verification of removal of
property, or when no longer needed for
control, whichever is sooner.

Vendor-owned property removed on a routine basis

Destroy 3 months after expiration of pass or 3
months after need no longer exists, whichever is
sooner.

Personally-owned property

{1) Record Copy

Destroy 3 months after return to issuing
office and verification of removal of
personal property.

(2) Other Copies

Destroy upon verification of removal of
personally—owned property or when no longer
needed for control, whichever is sooner.

Removal of Magnetic Media

(1) Record Copy

Cut off file at the end of the calendar year.
Retain 1 additional year for audit purposes,
then destroy.

115-203

Four t-:o—ples, Includirig original, to be submitted to the National Archives

GO - La7a o - 5TH-387

STANDARD FORM T115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101-114
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7.
ITEM NO.

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

9.
1o,
S’%ELEO?H ACTION TAKEN

(2) Other Copies

Destroy 3 months after verification

Note: Do not destroy any property pass files where
removal of property is suspicious and/or under
investigation. These files will become part of the

investigatory files and are to be disposed of
accordingly. ) :

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1876 O - 5TE-38T 4

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services -
Administration

FPMR (41 CFR) 101-11.4





