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.REOUF.ST FOR RECORD,ISPOSITION AUTHORITY LEAVE BLANK 

-. (See Instructions on reverse) JOB NO 

:!Cl-4 7-83-2 
TO, GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGIQN, DC 20408 DATE RECEIVED 
1. FROM [AGENCY OR ESTABLISHMENT/ 19-25-82 
__l!_eal tJ1_and Hum=a=n~S~e~rv~1~·c~e~s~-------- NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

-~ocial Security Administration 
3. MINOR SUBDIVISION 

__Ojfice of Management, Budget, and 
4. NAME OF PERSO"'J WITH WHOM TO CONFER 

el 
EXT 

Ernest P. Lardieri I s94-sno-====~----------~------~----------------~ 
6. CERTIFIC.A.TE OF AGENCY RE:f-'AESENTATIVE 

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

D A Request for immediate disposal. 

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

E. TITLEC. DATE 

10/14/82 
Department Records Management Officer 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO <With Inclusive Dates or Retention Penods) ACTION TAKENJOB NO_ 

.,,,,.,./Property Pass Files 
,,,,.,« I 

These files consist of various copies of Form SSA-1867-U4, dJ(.k I~ 
SSA Property Pass; Form SSA-1867-U2, SSA Property Pass; - /3 • 
Statement of Responsibility; memoranda authorizing removal 1_____1
of magnetic media records from the EDP Secure Area; and ot'l/!,P 
correspondence requesting and justifying removal of Rt~.,/,',, 6.;
Government Property and/or issuance of an SSA Property in,- 3 r: IPass. 

I 

The various copies of the form SSA-1867-U4 and its 
equivalents are used to: I 

I 

1. Authorize removal of either Government-owned or 
personal property through guard stations and from 
SSA buildings; 

2. 
Officers 

removed; 

STANDARD FORM 115 
Revi5ed April, 1975

11S-107 

Prescribed by General Services 
Administration 

FPMR (41 CFR) 101-11 4 

notify Property Management Officers and Custodial 
(PMOs/COs) and the Equipment Services and 

Repair Section, EMSB, DPRM, that Government 
property for which they are responsible is being 

and 

https://CERTIFIC.A.TE


INSTRUCT;~t:~eadings ,, indicate what office's 1ec<>rds •,e in­General Instructions! I 
Use Standard Form 11 ~ (obtainable from supply depots of the 

Federal Supply Service, General Services Administration) and the 
continuation ,;heet Standard 'r;Jrm J.15aJobt.ainable from the Rec­
ord~ Dispo<;ition Division. office-of Fedei-,lR.ernrds Centers. N;:\­
tional Archives and Rei.:un.ls Service. Washington. D.C. 2U41lS1 to 
obl~in authority w.d,,_pose of records ur to request pe·nnanent re­
!ention of re~:ord..,. Detach the fifth a>p:~; rr-b~- the ,et and keep as 
yoor referein::e 1,;<1p~ Suhrn1t the first four cm;,,es of the "et to the 
,ati{ln~I l\rchi,.·es ,Hid Record~ Sel"vice One WJ'IY will be returned 
·,, the agency "''"· r-,•nh.:.-,11on tif item$ th:if ;;.re ..-1Jthon1ed f.:-r,:hspo,,il 
rtem, \l.·ithd,<t*fl ur r,...it dpprnved for dispt,~::t) v.,;: be ,;o m,irked 
F.i.:h S... I I~ req111ring Comptroller Gener.. l cun..:urrencc TT>;hf he 
,,1..1.nmp,mied by _. nohfical10n bf .app,u-..al from (.1AO 

,-._,,,,-d,. lh,d are 1d,111ificd on ttle f<mn. and <o;houlrJ .:· ,nt;.in the name 

f.11trin 4 und 5 ,h()11!d help ident1f)' ;:ind \"li;ate lhe per"'on to 
whom lnquine~ re,c:ard1ng the ,.,;.1,..(1rd-. ,hould he direcled 

veri~ y repre..,""nlati\'t" The number ,,f ';! 1):'.e<, in-..oivcd in lhe reque-.t 
,iiou!d b~ inserted 

Box. a\ ,;h1.mld be checked if lhe record') m:\)' be dj-,p0,...ed ._if im 
medi:11efy. Box B <:.hould be checked ff ..:ontmuing dispo,al :;;ulhonty 
j,. requested or if permanent retention 1,;; requested. Onl~ one nux 
m,, y be chc~ked 

Enin 7 shollld conlain- !hC.rturribers ofthC items ofi-ecOtUs iden-
tified on the form in sequence. i.e .. I. 2. J. 4. etc. 

Entr~· i'I should show what records. are propo,;;ed for disposal. 

ssi Recor~-~ 

DMSRpesent 

~~OSPC RepresenLl 

' ' 

volved if '\ll records described on the form are not !hose of tl!e sanie 
office or if they are records created by another office or agency_· 

An identification should be provided of the t.ypcs of records in­
vol-..ed if the)' are other than te:uural records. -for uample. if they 
;,.re phiJIOgr.:-iphic rcEords. ~ound reconfings. orc.:rtogr.:1ph1c records. 

<\,1 ,temi;.iili,m .ind :oc:;;ur;.:le idt:nlihc~ftm should be prv1,;d,ed of 
the ~erics vf reccJr-ds that are propo,ed for d1spo~,d or retention. 
l- ;;ch ,;;erie._ .;hould comprise ,t-e lar~•e!it pr::.ct1.:.~I groupin~ llf 

~ep..ratt:'.,,- ori;:anized ;jnd 'Ogi-c,iliv rel~ted. m~teri<il; 1hi:lt'. ~n. he 
tn::,,1ed :i!i c1 °,in.•~'e :Jnit for !Jllll"').,e<; \-f di~pusal Com~·nem p.~n~ 
,1f ., <,en~'- <TI f t,.•• ~iSted ¼·fM.1- ~•<fly ~,f.m1mJ-..t;fed .;:).n!ie..:lm ....:e1v AJi 

L,. i,:}_ -th,; ,,,,;Ai- ,tie jo!ener:,i -..er:,es t"ntr-y. 
-. ·,·li 'it~-.itemeot ..-muuJ be .p.ro>w-,ded .•h1.1.....ifti~ ~-~\err iJ;spl.l:. ◄ -r ,.. ,Q 

·t,e :..;,-dde uf ,h~ re'.'.t1rdt., thu;: ••• - • ' -

ff tiyunedia.te J. )po~al i~ req·.,..:-.kd of p..ti;t .1ccun11,1<1.tiom ,:tf rei; 
0tds-.. 1he ·nl-'.iu~r11e d.,tt:s d1mn_1 whi..:h thf rc\;or_ds W("re prudu~cd 
~hl)1J 1d t,e stated 

\t .._:ontH1uiny c!·½V'l)~:t,I i!. r~~t!C\te,.1 t°l.'lr ce~vrd~ !n,,r th._ve ~.i.;~umu­
·<>1tt•d or w ·1 .·,1:;tu,1k:' '.O ,,l ..,_, :,1,- .te the ~.:-,ent,.m pt>rit,d. ,,; ,..., ne 
:e ,q,cr~ ~ .;~d J, • tel 11• • af ~d.r,. (rtoruJ'J:~ . eh: _\,,- 1n ten;,,., >Jf t ,Jtu, .-- A: 

ti"'" ,,,· e-..c-nt·· -\ I tL.<C , ..:~lt:, .• tt• C'H•r,{ th..,! i!'I lo derermine .:he 
·-,;tenti,,n P.:.,·,.,J ruust he ohJe,._,11,e :, r-d .ie(inne. U d,,;po1;,c.1.I l1f tt'i" 
record~ j, ..:11"ltrngen1 !..ipcm rhe1r ,:ie,n?. !JM:r(•filmed. (u othcn--- ~~ 

,.eprod1•1..~d t<t re.. 1JJded , .., m.,_.._n,ne- r,; .ii t:, c med,,~. the re. eril1on 
'.'-tta,d '<houlri re. J. ''l 'mi( ~ ,,.:ert~·,,v1i;;a th>tt <eprodl.: -rd ..:<•pie"' ur 
rl:lcordiny.s ti- ..-,;:: iJeen m:1de Jll : . ..., .. ,11d;,.,1c.:e with {_j~A re►.;ul..ttrons 

•nd ~m•. -de'i•.iate -;,,ih-.utute, 1c,i ~he p .,per ,ec<ct"<l•. •• o\lso. tht phi 
vi:<.1on, of f-PMR ~ ((11-11.5 should be ob<-.erved. 

Entr_, 9 should be c.hec.:ked if ~,mples dre ~ubm1ttcd for ATI it~rp.. 
However. salnple, of the rei.:ordg are .hot a:-qu1red unles~ 'they· aie 
reque.~te.d by the NARS-;~l'Pf"liiser-. lf"an--item h<i'I b~n prcv1ousl~ 
suhmitted. the rele,.·ant job and item number ~h,.,old be entered. 

Entn· 10 <:.hould be left bk1nk. 

. /0/(3.4?_.t, 
Date I / 

/~fa!1i>-
Date 

to/6lf_v· 
Date 

.,. 

Standard J:orm 1fS BACK '!?.,~ 4 ....-

https://tiyunedia.te
https://Rei.:un.ls
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Fiequest for.Records Disposition Authority-Continuation I JOB NO. 

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

3. 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. 

isposition 

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

a. Record Copy 

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

b. Other Copies 

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

2. 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 sooner. 

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. 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF 

10. 
ACTION TAKEN 

115-203 Four copies, lncludhig original, to be submitted to the Nalional Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMA {41 CFA) 101-11.4 



• • . . . 

I JOB NO.lfequest for Records Disposition Authority-Continuation PAGE OF 
3 

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

c. 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. 

d. 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. 

e. 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. 

f. Removal of Magnetic Media 

(1) Record Copy 

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

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

Administration 
FPMR (41 CFR) 101-11.4 



. . . IJOB NO.1;.equest for Records Disposition Authority-Continuation PAGE OF 
4 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Oates or.RE!tention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

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 copies, including ortglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
(.11'0 , 1975 0 - 579-387 ? FPMA (41 CFR) 101-11.4 




