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Standard Fonn No. lU5 
Revised November 1951 
Prescribed by General Services ~EAsT FOR AUTHORITY Administration 
GSA Reg. 3-IV-l06 TO DISPOSE OF RECORDS 11&-103 

Instructions on Reverse)~~.2:"'~~~i.I:iI~~IiI~ -= --:-__ ~ ~~~~-I DATE APPROVED 

TO:	 GENERAL SERVICES ADMINISTRATION, 47-76 -12 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENn	 NOTIFICATION TO AGENCY 

Department of Health, Education, and Welfare	 In accordance with the provisions of 44 U.S.C. 
2. MAJOR SUBDIVISION	 3303a the disposal request, including amend-

, ments, is approved except for items that maySocial Security Administration be stamped "disposal not approved" or 
3. MINOR SUBDIVISION	 "withdrawn" in column 10. 

Office of Management and Administration 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEl.. EXT. 

George S. Yamamura	 457701 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of thil _a:ency in matters pertaining to the dllpouJ of recordl, and that the recordl deacribed in tbie lilt or 

scbedule of __ pages are proposed for diapoeal for the realon indicated: ("X" only one) 

A	 The r e e or d e have B The records will cease to have lufficient value
 
ceased to have suffi· to warrant further retention on the expiration
 
cient value to warrant of the period of time indicated or on the occur-

further	 retention. renee of the event specified.D	 Q 

SSA	 Records Officer 
(Title) 

9.7. . DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. LUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

Records Retention and Disposal Schedule 
Management Services Files 

I. GENERAL ADMINISTRATIVE FILES 

A.	 Instruction Files 

Manuals, directives, handbooks, and other formal polic
and	 procedural issuances prepared and published by
components of the Office of Management and Administra-
tion (OMA). Included are Administrative Directives 
System issuances and similar ~aterial. 

1.	 Office Responsible for Preparation 

Permanent. Transfer to the Federal Records Center 
(FRC) at the close of the calendar year in which 
superseded or discontinued. Offer to the National 
Archives 10 years thereafter. 

..f .' 2.	 Other Offices ~~ 

Destroy when superseded or discontinued. 

B.	 Instructions Background Files 

Records accumulated in the preparation, clearance, Caf;~ J..o ....,~.L.N • ...u.. 

and publication of manuals, directives, handbooks, and 10- 3/-
policy and procedural issuances. 
studies, clearaRce comments, recommenda-



!NST~UCTIO»!S
 

General Instructions: Use Standard Forms 115 and 
113a, obtainable front Supply Centers of the Federal 
Supply Service,· (#nerC;t1 Services Administration, to 
obtain authority to dispose of records. Submit four 
copies, all of which should be signed and dated, to the 
National Archives and Records Service. Indicate 
the number of 'pages. involved in the disposal request
under entry 6.. Copy 4- Qf the standard form will be 
returned to the agency as' notification that Con-
gress has authorized disposal of the Items marked 
"approved." 

Specific Imsbruciion«: 
Entries 1, .J, aud .; should show rhol agency has 

custody of the record" Ol,~t arc' :,h'n'j!"'ed :11\ the 
form, and should contain the name of the department 
or independent agency, and its major and minor 
subdi visions. 

Entries 4 and ,j should help identify ai.» ic,cute the 
person to IdIOm inquiries regarding the records 
should l.;e directed. 

Entrll 6 should sP"\\ «har k.nd of authorization. is 
requested, Only one of two hinds oi authorizations 
may be requested on i! particular form. 

Box A should be marked :f immediate disposal
is to be made of past accumulations of records, 
and the completed furm thus marked is a list. 

Box H should be marked if records that hav e ac-
cumulated or will continue to accumulate are 
to be uispos.-d of at some definite future time 
or periodically at s+:J.t,·d intervals, or if dis-
posal is \'0 be made of microphotographed
records after it has been ascertained that the 
microfilm copies Wt ..re made in accordance 
with the standards prescribed in GSA Regu-
lations 3-1 V-105; and the completed form 
thus marked is a scheduie. 

Entry 7 should contain the nun bers of the items 
of records identified on the form in sequence, i. e., 
1, 2, 3, 4, etc. 

Entry I) should show what records are proposed
for disposal. 

J.~. ::OJUlN,..l: ...r .mINTI,,:; 

Center headings should indicate 'What office's /'U'-

ords are involved if all records desc ribcd 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 involved if they are other than textual 
records, for example, if they are photographic rec-
ords, sound recordings, or cartograph ic records, 

An itemization and accurate identification should 
be provided of the series of records that are proposed
for disposal. Each series should comprise the larg-
est practical grou pi ng of separately urganized and 
logically related materials that can be treated as a 
single unit for purposes of disposal. Component 
parts of a series may be listed separately if num-
bered consecutively as la, Ib, etc., under the general
series entry. 

A statement should be provided showing' when 
the records were produced or when disposal is to be 
maul' of the records, thus: 

1f Box A under entry 6 was marked, the inclu-
sive dates during which the records were pro-
duced should be stated. 

If Box B under entry 6 was marked, the pertod
of retention should be stated. The retention 
period may be expressed in terms of years, 
mouths, etc., or in terms of futuro actions or 
ev-r.ts. A future action or evvnt that is to 
determine the retention period must be objec-
tive and definite. If disposal of the records 
is contingent upon thr ii' i)l'lllg microfilrncd, 
the n.tention period should read : "L'ntil as-
certained that microphotographic copies have 
been made in accordance with G~A Regula-
tions a-IV-tO;) and arc adequate substi-
tutes for the paper records." 

Entry 9 should show what samples of records were 
submitted for each item. ur with uha t job nu m br r 
such samples were previously submitted. Samples
of types of records other than textual and carto-
graphic records should not be submitted. 

fi-'utr:l 10 should be left blank. 
OfFICE .1:....:: -o-zrz Jf3 

Anne K. IJburn 
Records Liaison Officer, Management Services Branch 



Standarcl Form No. 116-A a 
Revised	 November 1951 ., 
Prescribed by General Services Administration til Job No. _ Page __ 2__ 
GSA Reg. 3-IV-I06 

115-202 of --l..l-- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF In::M 10. 
SAMPLE OR In::M NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS)	 ACTION TAKEN JOB NO. 

tions, and similar records which provide a basis for 
publication or contribute to the content of the 
issuance. 

1.	 Office Responsible for Preparation of the Issuance 

d~~~~~~~·
~~:::;:a;2lt?:Yt;»r. 

2.	 Other Offices 

Destroy 2 years after the close of the calendar 
year in which dated. 

C.	 Administrative Files 

Files created by most OMA offices in the performance
of their assigned functions. 

1.	 Official file copies of outgoing correspondence
relating to office functions. 

2.	 Comments on draft reports, studies, and proposals
prepared by other offices. 

3.	 Contributions to and/or comments on proposed

legislation.
 

4.	 Suggestion evaluations. 

5.	 Program and management reports, such as overtime 
and staffing reports, workload and production
reports, highlights, and other reports prepared
to submit data to management offices. Excluded 
are reports specifically identified elsewhere in 
this schedule. 

Destroy 2 years after the close of the calendar 
year in which dated. 

D.	 Horking Files 

Nonessential working papers retained for reference 
purposes by staff members. 

Destroy after 2 years or when no longer needed for 
reference, whichever is earlier. 

r ... copOH, mel.diIIg original, to be aaJomitted to the National Archiv" and Recorcb Service GPO: 196~0-71 1-917 



Bto.nc1ara Fonn No. 115-A 
Revised November 1951 
Prescribed by General Services Administration 6No. _ Page ::5 
GSA Reg. 3-IV-106 of __ pagesU1>-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

II. AUDIO-\'ISUAL FILES 

A. F;lm/Slide Files 

Notion picture films, slides, and intermediate materia s 
prepared for public information, training, or employee co -
munications use. Included are the original prints of apprpx -
imately 150 motion picture films, co~ies of which have be~n 
distributed to SSA headquarters and field components. Amo~g
other subjects, the films deal ~Qth S£~'s history, functi ns,
and organizational structure, and with aspects of social e-
curity programs and laws. 

1. Audio-Visual Staff 

Retain permanently a record set of slides for each progra ,
the original negative or color original plus separate opt _ 
cal sound track, an intermediate master positive or dupli
cate negative plus sound track, and a sound projection pr nt 
for each motio~ picture film. Offer to the National Ar~Di es 
vmen use is discontinued or the program is obsolete or af er 
5 years, whi.chever occurs first, unless needed fa' adminis ra-
tive purposes. 

2. Other Offices 

Destroy when use is discontinued or when obsolete. 

B. Film Sound Tracks 

Tape recordings of film sound tracks used in making mi or 
revisions to the sound tracks. 

DS3"!;roywhen use of film is discontinued. 

c. Script Files 

Scripts containing the nar::r2.ti portions of £,ilTIlsve and
 
slide series.
 

1. Audi o-Vi sual Sta ff 

Retain scripts relating to slide series and motion picturES

in accordance with itern II.A.l above.
 

2. Other Offices 

Dest.roy wnen superseded or obsolete. 

FolU copiea, iDcJud..iugoriginCll, to be aubrnitted to the National Archives a.nd Records Service GPO'I953--0-711-917 



Standard Form No. US-A A 
Revised November 19.~1 .,
Prescribed by General Services Administration - Job No. _ Page_.=.3 __ 
GSA Reg. 3-IV -106

11&-202 of -l-l- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ntinuQtion Sheet 

9.8. DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

II. 

picture films and slides prepared for public
tion, training, or employee communications use. 

Inc1u d are the original prints of approximately
150 mot n picture films, copies of which have been 
distribut to SSA headquarters and field component
Among other ubjects, the films deal with SSA's 
history, func 'ons, and organizational structure 
and with aspec of social security programs a 

1. Audio-Visual 

Retain the origin 1 
series permanently.
Archives when or when obsolete 

2. Other Offices 

Destroy when use is 

B. Film Sound Tracks 

Tape recordings

minor revisions
 

film is discontinued. 

c. 

Scrip containing the narrative portions of fi1
 
1ide series.
 

Audio-Visual Staff 

Retain scripts relating to slide series in 
accordance with item II.A.I. above. Destroy
scripts relating to motion picture films when 
use of the film is discontinued. 

2. Other Offices 

Destroy when superseded or obsolete. 

r..- copie., "'cladialg origilaal, to be .umitted to the National Archive ..... d Records Senric. 



Rtanllard Form No. 115-A A 
Revised November 1951 ., tit Job No. _ Page 4Prescribed by General Services Administration 
GSA Reg. 3-IV-I06 

11&-202 of.-..Jl pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

~. Record Library 

Recordings of sound effects used in the preparation
of motion picture films. 

Destroy when obsolete. 

E. Production Control Records 

Documents recording significant actions taken in the 
production of motion picture films and slides. The 
documents are used for production control purposes.
Included is Form CO-1765, Film Projects Production 
Control, or its equivalent. 

Place in an inactive file upon completion of productio
and destroy 2 years thereafter. 

F. Talent Files 

Resumes, pictures, tape recordings, and other material 
for radio/television personalities whose services 
are used in the production of motion picture films 
or slides. The files are retained for reference when 
the need for professional talent arises. 

Destroy when superseded or obsolete. 

III. PROTECTIVE SECURITY FILES 

A. Fire Drill/Civil Defense Exercise Files 

Documents relating to various test exercises conducted 
to determine the effectiveness of fire or civil 
defense plans, procedures, and equipment. Included 
are test announcements, instructions to monitoring
personnel, fire drill evaluation reports, and similar 
records. 

Destroy after 2 years. 

~. Reports of Bomb Threats and False Alarms 

Reports of bomb threats received and false alarms 
entered in SSA headquarters and field facilities. The 
reports are retained for investigative purposes. 

Destroy after 5 years. 

r__ pie., iJael.diII. origiJaal, 10 .... naJoanilled 10 Ihe National &chive. aDd Reco~"Senrice GPO.1963-0-711-917 



Standard Form No. 115-A .& 
Revised November 1951 • 
Prescribed by General Services Administration e Job No. _ Pagi 5 
GSA Reg. 3-IV-I06 

U5-202 Of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

C. Reports of Lost or Stolen Property 

Reports of lost or stolen property received from each
 
SSA bureau/office and consolidated summary reports

prepared therefrom. The reports describe the property

give its value, and provide details regarding the
 
circumstances of the loss or theft. Included is
 
Form GSA-182, Report of Loss or Theft, or its equivale t.
 

1. Bureau/Office Reports (GSA-182) 

Destroy after 1 year. 

2. Consolidated Summary Reports 

Destroy after 3 years. 

D. Physical Security Survey Reports 

Reports containing observations on protective security
factors (e.g., existing security manpower and equip-
ment, security experience, etc.) in a particular SSA 
installation and recommendations for resolving any
risks. The reports are used in evaluating SSA's 
protective security needs. Included is Form SSA-4000,
Protective Security Questionnaire, or its equivalent. 

Destroy after 3 years. 

E. Criminal Incident Reports 

Reports prepared to notify appropriate SSA officials
 
of suspected serious crimes occuring on Government
 
property. The reports are prepared whenever action by

Federal or local law enforcement agencies is required.

Included is Form SSA-3ll4, Criminal Incident Alert, or
 
its equivalent.
 

Destroy after 5 years. 

F. Civil Defense Training Files 

Listings of civil defense courses completed by SSA 
employees. Included is Form CO-1722, SSA Office of 
Civil Defense Attendance Record, or its equivalent. 

Destroy upon separation of the employee from SSA. 

roa copie., iJael.lIia. original, to be ......miHed to the National Archive. and Recor" Service GPO.196:1-0-711-917 



Standa.n1 Form No. US-A a 
Revised November 1951 • e Job No. _ Page __ 6__Prescribed by General Services Administration 
GSA Reg. 3-IV-106 

11:;"202 of -.-lL pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRiPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

IV. TRANSPORTATION FILES 

A. Accident Reports 

Retained copies of motor vehicle accident reports,
originals of which are retained by the SSA Tort 
Claims Officer. Included are Standard Form (SF) 91, 
Operator's Report of Motor Vehicle Accident; SF-9lA,
Investigation Report of Motor Vehicle Accident; and 
similar or equivalent records. 

Destroy after 2 years. 

B. Monthly Mileage Reports 

Monthly report on manhours used, trips made, passen-
gers carried and/or miles travelled in providing
shuttle, U-Drive-It, chauffeured, trucking, and other 
transportation services. 

Destroy after 2 years. 

C. Daily Automotive Vehicle Reports 

Records documenting the use of motor vehicles by SSA 
employees. The records contain employee name,
mileage, time in/time out, and other information. 

Destroy after 1 year. 

V. LIBRARY SERVICES FILES 

A. Library Item Acquisition Files 

Documents created in procuring books, periodicals,
and other publications for the SSA Library. Included 
are retained copies of Form SSA-1830, Publications 
Order, or its equivalent. 

Cut off file at the close of the fiscal year, hold 
3 years, and then destroy. 

B. Shelf Listings 

Cards for each item in the SSA Library arranged in 
the order in which the items appear on the shelf. The 
cards reflect the title, author, and classification 
number of the item. 

r_ copie., iacJ .. cliAg origiaal, to be ..... nlitted to the NatioDai Archive. _d Recorcb Service GPO.1963-0-711-917 

http:Standa.n1


Btanda.n1 Fonn No. lllrA a 
Revised November 1951 • 
Prescribed by General Services Administration eJob No. _ Page_..:...7 __ 
GSA Reg. 3-IV -106

115-202 of-1Lpages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) ACTION TAKEN JOB NO. 

Destroy once the item has permanently been removed 
from the Library collection. 

C. Library Notes 

Publication distributed to SSA employees listing recen 
acquisitions of the SSA Library. 

1. SSA Library 

Destroy bound volumes when no longer needed for 
reference. Destroy extra copies after 1 year. 

2. Other Offices 

Destroy upon receipt of subsequent issuance or 
when no longer needed for reference. 

D. Periodical Receipt Control Forms 

Form CO-0875, Periodical Receipt Control, or its 
equivalent. The forms are used to record receipt of 
periodicals to which the SSA Library subscribes and to 
detect and make claims for missing issues. They serve 
as an inventory of periodicals in the Library. 

Destroy once the issues have permanently been removed 
from the Library collection. 

E. Legislative Inventory Cards 

Form CO-0143, Legislative Inventory Card, or its 
equivalent. The forms are used to keep an inventory
of legislative materials in the SSA Library and to 
record special requests therefor. 

Destroy once the item has permanently been removed 
from the Library collection. 

VI. FACILITIES MANAGEMENT FILES 

A. Employee Report of Food Service 

Forms completed by SSA employees to make complaints,
comments, or recommendations regarding the food 
service at SSA. Included is Form CQ-1960, Employee
Report of Food Service, or its equivalent. A copy
of the form is forwarded to the cafeteria manager for ~eply. 

r.- copi •• , iachadiag original, to .... .-..ItmiHed to the National Archive. and Reco~d8 Service GPO:196>-0-711-917 

http:Btanda.n1


Standa.n1 Form No. US-A A 
Revised November 1951 .,
 
Prescribed by General Services Administration e Job No. _ Page_-=8 __
 
GSA Reg. 3-IV -106
 

11&-202	 of -.l.L pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE	 ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

1.	 Suspense Copies 

Destroy upon receipt of copy containing manager's
reply. 

2.	 Retained Copies
 

Destroy after 1 year.
 

B.	 Food Service Contract Files 

Copies of contracts between the General Services 
Administration (GSA) and food service companies for 
servicing of SSA facilities. Included are modifica-
tions and related correspondence. Record copies
are retained by GSA. 

Destroy 1 year after termination of the contract. 

C.	 Monthly Financial Statements 

Financial statements of food service companies
servicing SSA detailing revenues and expenditures for 
SSA operations. 

Destroy after 1 year. 

D.	 Cafeteria Renovation Project Files 

Files relating to renovation projects undertaken in 
SSA cafeterias. Included are copies of project plans
and contracts, progress reports, and related 
correspondence. 

Destroy 1 year after completion or cancellation of the 
project. 

~.	 Parking Assignment Listings 

Computer listings of persons who have registered a 
motor vehicle and have received a parking assignment
at an SSA building. The listings are used for 
assignment control purposes and are updated monthly. 
Included are listings by name and by license tag
number. 

1.	 Master Listing 

n~~troy after n8xt subssquBntmo.w.r--..ve~.fIhl-di~c~l~BB-----------------
r..-	 copie., mel.diD. origiaal, to .... a.l>nliHed to the Nolioaal Archive ..... d Recorda Service GPO.1963-0-71 1-917 

http:subssquBntmo.w.r--..ve
http:Standa.n1


Stamla.nl Form. No.ll5-A • 
Revised November 1951 
Prescribed by General Services Administration e Job No. _ Page -:--_9__ 
GSA Reg. 3-IV-I06 

115-202	 of -..!l pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

registration. 

2.	 Monthly L:i.stings
 

Destroy upon receipt of updated listing.
 

F.	 Parking Suspension Listings 

Listings of persons whose parking assignments have 
been suspended. This data wil eventually be included 
on	 the parking assignment listings (item VI.E. above)
and	 the suspension listings will be discontinued. 

Destroy when superseded or discontinued. 

G.	 Tour Sheets 

Records of special tours of SSA headquarters'
facilities given to visiting groups or individuals. 
The	 records include the name of the group or 
individual, the tour time and date, the schedule and 
arrangements, and other details. 

Destroy after 2 years. 

H.	 Tour Guide Files 

Files maintained on persons who serve as guides for
 
regular and special tours of SSA headquarters'

facilities. The files contain application forms,

records of the number of tours conducted, and similar
 
records.
 

Destroy once person discontinues service as a tour
 
guide.
 

I.	 Reports of Tour Activity 

Monthly and annual summary reports of the number of
 
tours conducted, number of tour guides utilized,

number of persons given tour, and similar data.
 

1.	 Monthly Reports
 

Destroy upon completion of annual summary report.
 

2.	 Annual Summary Report
 

Destroy after 2 years.
 
r... copi •• , mclt.lliag .riginal, to be ..... rnitted to the National .obchives CUldRecords Service GPO,196'-0-711-917 

http:Stamla.nl


Standard Fol'IIl No. 115-A a 
Revised November 1951 • 
Prescribed by General Services Administration e Job No. _ Page 10 
GSA Reg. 3-IV-I06 

115-202	 of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

J. 

K. 

Building Inspection Reports 

Reports of surveys and inspections of SSA facilities 
conducted periodically to insure the adequacy and 
safety of building physical structures and heating,
lighting, ventilation, electrical, cooling, and other 
systems. Included is Form Co-1226, Building Inspectio~
Report, or its equivalent. 

Destroy after 3 years. 

Requests for Maintenance Services 

Non-fiscal copies of requests for building and 
equipment maintenance services, including Forms 
SSA-60l7, Requisition for Services; GSA-2957,
Reimbursable Work Authorization; GSA-1897, Work 
Authorization; OAAD-125 1 , Request for Telephone
Service; or their equivalents. 

1- Form GSA-2957 

2. 

Destroy after 

Form SSA-60l7 

5 years. 

3. 

Destroy after 

Form GSA-1897 

3 years. 

and OAAD-125l 

L. 

M. 

Destroy after 3 months. 

Sign Reguest Forms 

Forms completed to obtain a new or revised sign, such 
as a nameplate, directional, information, or other 
signs. Included is Form SSA-345, Request for a New 
or Revised Sign; SSA-lOO, Printing Requisition; or 
their equivalents. 

Destroy after 1 year. 

Building Services Contract Files 

Non-record copies of contracts for the repair,
renovation, or maintenance of SSA buildings. 

lJ~geroy 1 yQar after termination of the 
r_ copi •• , iDdlldiag origiDaI, to ... nalomitted to the Notional 

contract or 
Archive. aDd Recora Service GPO: 195~0-711-917 



11 
Standard Fonn No.n .....A 
Revised November 1951 eJob No. _Prescribed by General Services Administration Page .......r----
GSA Reg. 3-IV -106 

115-202 of IIpages• 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

I year after termination of all warranties 
under the contract, whichever is later. 

provided 

r_ copies, iDel.""'g original, to be ...tamiHed to the National }hchive. and Records Service GPO,1963--0-711-917 


