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Iitando.nI Fol'Dl No. 1115 
Revised N~vember 1951 
Prescribed by General Services REOlsT FOR AUTHORITY Administration 
GSA Reg. 3-IV-I06 DATE RECEIVED TO DISPOSE OF RECORDS 11&-103 JUL 30 

(See Instructions on Reverse)
~~~:"""£...U~IKo:~~	 ::L.:....t!:"""-I DATE APPROVED 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 \. 

~orIFICATTON TO AGENcY_ .t. FROM (AGENCY OR ESTABLISHMENT)	 v '. 

Department of Health, Education, and Welfare	 In accor-dance wi t.h the pr ovi sion s of 44 U.S.C. 
3303a the disposal request, includinG amend-2. MAJOR SUBDIVISION 
ments, is approved except for items that may 

Social Security Administration be stamped "d i spos a l not approved" or 
""",i t hdr avn" in col wan 1O. 3. MINOR SUBDIVISION 

Office of Program Operations
4. NAME OF PERSON WITH WHOM TO CONFER 

George S. Yamamura ,. 

6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 I 
I hereby certify that I am authorized to act for the head of thia alency in matters pertaining to the diapoaaJ of recon!., and that the record. delCribed in thi. lilt or 

schedule of _4_ pales are proposed for diapoeal for the reason indicated: ("X" only one) 

D 
A The r e c or d a have B The records will ceaae to have lullicient value
 

cealed to have lulli· Q to warrant further retention on the ezpiration
 
dent value to warrant of the period of time indicated or on the occur-

further	 retention. rence of the event lpecified. 

7 /29/76 _____ ~fi?~~	 ~~ ept. Records Mgt. Officer-~~.~~~~.~~~~~~~.~~~ 
(Date) ~Blgn8ture of Agency RepresWve)	 (Title) 

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

I. SSI OPERATING SYSTEMS RECORDS 

Magnetic tape and/or hard copy records documenting

disbursement of monies for each State that authorizes
 
SSA to administer its State supplementation program for
 
SSI recipients. Included are the following groups of
 
records:
 

A.	 Fiscal and State Accounting Systems Records 

Records documenting data and totals sent to the
 
Treasury Department for the disbursement of benefit
 
checks.
 

1.	 Daily Summary Records 

A daily report broken down by Regional
 
Disbursement Center.
 

a.	 Magnetic Tape 

Erase and return to blank stock after 
90 days. 

b.	 Hard Copy 

Transfer to the SSA Holding Area. Destroy
after 5 years or completion of HEW audit,
whichever is earlier. 

/ 

http:Iitando.nI
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INSTRUCTXO!\~S
 

Gelleral l nstrurto, •.«: L'se St ......dard Forms 1Hi and 
11;,a, obtaina o.c ,'!'Om ::-'uptJly Centers' If the Federal 
Supply 8~·n-·"p. (;t'r'e' al Services Adnnn ist rauon, to 
obtair- ,:";." rty to dispose of records, Submit four 
C(JP:t'S, all 0,', \::t4l ~·I...··Jlcibe signed an : dated, to the 
National Arcuives anti Ikcord-; &'rv:cl'. Indicate 
the number of paR _ I!lVOl\ ed iII the disposal request 
under l'ntt",), G. Copy -l of the F .dard form wi:: be 
rf'f .. ~').,~ to the agency as · ·at'l:l that COli'1 ...

gr\:'~~ "_ ...utro-·- .~I .1''''\1)'1:: the items marked 
"approved." 

Stu=itic Inetructions : 
r;rltrii',~ I, ..!, n ur! • "hu'::(: "',OW 11'11.,,' a.rency has 

c,:;toli) -< ',' ... evu.rts t hat I'.n' :I\t"'~itil'd N' ~he 
~(I"Il:. and :;iI,,' .:i~l'u;.:<!ill the name of the department 
or .!:I:l'\)~J:,ic :', d~~;'ncy, and it~ major and ;;"uor 
su :"111visions. 

Eut r.e« + (!ilr! ,j snou.d hc.p 'd(':,~lfj and locate the 
person t,) "';,0,,, ;L4",·ri.'" :":-1" ling the ",:cfJn:s 
.shoLl:<I be din:dl'd. 

r..'fltl '/ 6 ~hlh":(I:-i, ..\\ wi/f)1 I, /I', u ' uos horizo t'on :'" 
reo uestcd. Un:" O;,l' 01 \\ '> ~'J/Idti of authorizations 
rr uy be n-4t.{'·' ,d P" purt icuar form.I', 

llo» A situu;li oe marked I:' immediate disposal
is to bl' rnc.le Of past an ...rnulations of records, 
and .h e It'Hlr1etl'd :'o:'n: tt.Ls ma:·h.·('\ is a list, 

Bor IJ ~I:{lu,d 1)1" 1I'c.! kl:'d i( records tha; ilaH' ae-
curr :1,-. t I·d (P' " : I: cont inu.: to ace:..IlI;u.a te are 
to bt, li .,' !-lOSt-I! ,)1' <!. sorr.. def II! te LilU re time 
or p";-iodic<!::,r a: s'a!l'd intervals, ur ir dis-
pos.; ~ .s to be IT. ",de 0 I' mit'!" ph,)log- . .iphed 
rec iI'd", uftl'i it has Lt.:c:; ascertained that the 
mic,',,1i:m rO~)il'S \\ ere mad in accordance 
\" il h tr,t-' standa r.Is pn'<Sl L'ihf'd ir: GSA Ht'~u~ 
Idtiv'\S .~ 1\' 11),YI; and '.llt' completed f'urrn 
~h:.J~ 'TIar/(l'(~ is a schedule. 

"-'rtf!"'y 7 ShDU:d ror.t a.r; the .iun :;"rs of the items 
of records i.' .'n::li(>o 011 t:,e f'orn- ir. sequence, i. e., 
1, 2, a, 4, etc. 

,~;r.tn,.'-< "I ould show w i.at records arc p:op(,;<"d 
f l.o I' rli.:;posal. 

Center headings should indicate -ohot' office'» Y't'(" , 

ords art' ir.\'ohe.l:f all rl'tonl.s (I, ;:;lI<oed LIB tl~~~UrIrl 

are not t::O;!~ of tlw same office U:' I:' tr.ey ere records 
created by another office or a=ency. 

An ident.ficat.on should be provided of ttw typ<:s 
OJ rccoi d « mvu.ve« ;, they are other than textual 
records, fur example, I:' they an' photographic rec-
ords, sound recordings, or cartographic records. 

An itl rr: izatio-t and accurate idcntificauon should 
be provided 0':: the ..1(.,-:1:::' u/ records tl.a; <!re proposed 
ft;r disposal. Each Sll'.('<> sho ...id cornurise the lar.r-
est practical ~~Toupin~1'uf sl'p..:.atl:':) or-runized and 
logu ally r;';ateu materials ..hil can 1)1' t rvated as a 
siqrtt uni; f{);' purposes d. (~I":'J~uj. Component 
parts of i.. "enL'S may be :'~L,_J s;:p<,r<-~!'Ij l: nurn-
h,'n'\~ (.I:I ••f'c:l: \'.::lj" <.'S l a, ~'J, etc., ..I!aler t'te P.'~IU.raJ 
.;e:-lt..':; :;!:'I '). 

/, :;t},tt',~,~n! 3j:Ot::'~ b(' provided sl.owin-r rh e n 
th~ reco.xls were Jli·t- .. .,;\.(·d (), ich c.. ,t disposa. IS '.0 b~ 
m,:Je or L:e records, thus : 

; ~(P.: A under r n+ry 6 was marked, the 'nclu-
";,, dates d'~r;f:g' wh tch the records wen' pro-
rl uced should be stated. 

/1 r ;0,( B und er r-ntr-y 6 was marked. the period 
of r.-tentron shou.d bl' stated. Th.: retention 
perrcc' may be expressed 1/1 tcrrr;., of years, 
months, et c., or ir. terms 0; "uturc actions or 
events. A futuro act ion or L'VI·n~ that is to 
dd,','mint' th e- rett·n'.;OI: pe riod must b« obj ec-
U\e and rlt·LI::t", If ct::;p0"in: uf tht: records 
is ""):llil:~,wdupon ti.c-i r b',ng microfilmed, 
th,' ri'~l" t iun pt·;-i0d "iwuid I-l'a(~: "L'ntil as~ 
Ct·; 1.!'I:,'( ',ilat micn)ph()to~rapl:k ropies have 
been mad .. in accurdanc« \, .th G~A Regula-
tions 3-! V -1n;, and an" adequate substi-
tut ('8 for tiw pa pel' r. -co rds. " 

,,; ,If r!f :.J should show «ha f S(I iii plr« of records were 
submitted fur f'al'i~ item. .rr with u-ho t job number 
sud', sarnp.es wert' previously submitted. Samples
of t~ pes of records otl.i-r ~hilltextual and carte-
~!i'ap;l:<: riv-ords snould not bl' suornitted. 

";1 II"J 10 should be left blank. 

http:sarnp.es
http:ident.ficat.on
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§taD(J~ Form No. 115-A -
Revised November 1951 .,
 
Prescribed by General Bervlces Administration • Job No. _ Page-;- __
 
GSA Reg. 3-IV-l00
 of __ 4_ pagesU5-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

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

2. Monthly Report 

A report produced at the end of each month 
containing further refinement of payment totals 
sent to Treasury Department. It contains 
information by SSI categories, i.e., the number 
of aged, blind, and disabled SSI beneficiaries,
and is used for billing of States for 
supplemental payments. 

a. Magnetic Tape 

After acceptance of closing Federal/State 
agreement by both parties, erase and return 
to blank stock after 5 years or completion
of HEW audit, whichever is earlier. 

b. Hard Copy 

After acceptance of closing Federal/State 
agreement by both parties, transfer to SSA 
Holding Area. Destroy after 5 years or 
completion of HEW audit, whichever is 
earlier. 

3. Quarterly Report 

Report produced at the end of each quarter
containing information by SSI categories. 

a. Magnetic Tape 

Erase and return to blank stock after 
5 years or completion of HEW audit, which-
ever is earlier. 

b. Hard Copy 

Transfer to the SSA Holding Area. Destroy
after 5 years or completion of HEW audit,
whichever is earlier. 

4. Fiscal Year Disbursement Report 

A report by State of all monies disbursed during
the fiscal year. It includes information on SSI 
beneficiaries by categories and information on 
returned beneficiary checks and collection of 
overpayments. 

F_ copie., iDdacliaag origiDal, 10 be naJolDiHecilo the National Archive. aDd Recor" Service GPO.1963--0-711-917 



__ 
itandani" Form No. 115-A a 
Revised November 1951 ., 
Prescribed by General Serviees Administration tit Job No. _ Page._3 
GSA Reg. 3-IV-106 

11&-202 of_4_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 TAKENJOB NO. 

a. Magnetic Tape 

After acceptance of closing Federal/State 
agreement by both parties, erase and return 
to blank stock after 5 years or completion
of HEW audit, whichever is earlier. 

b. Hard Copy 

After acceptance of closing Federal/State 
agreement by both parties, transfer to the 
SSA Holding Area. Destroy after 5 years or 
completion of HEW audit, whichever is 
earlier. 

5. Computer Job Control Language Listings 

Listings documenting the serial numbers of 
magnetic tapes used to produce the daily, monthly 
quarterly, and fiscal year disbursement reports. 

Transfer to the SSA Holding Area. Destroy after 
5 years' retention or completion of HEW audit,
whichever is earlier. 

B. 

C. 

State Data Exchange Systems Records 

Records consisting of weekly reports, sent to each 
State, of the total number of SSI beneficiaries 
within that State receiving SSI payments. These 
reports contain information on the total amount of 
monies disbursed and the number of SSI recipients
by category. 

Close off file at the end of the fiscal year in 
which dated. Destroy I year thereafter. 

Overpayment System Records 

A monthly report, categorized by State, including
information on overpayments collected from SSI 
recipients. It is forwarded to OMA, OFM, and used 
as a credit input item on Form SSA-8700, Financial 
Accountability Statement for State Supplementary
Payments Program. 

Transfer to the SSA Holding Area at the close of the 
fiscal year in which dated. Destroy after 5 years or 
completion of HEW audit, whichever is earlier. 

rou cepl •• , mcladillg erigi..... , to ........ mitt.d to the National Archives and Recorda Senrice GPO:1963-0-711-917 
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·~tand~ Form No. 115-A 
Revised November 1951 
Prescribed by General services Administration • Job No. _ Page.,-- 4 
GSA Reg, 3-IV-I06 ns-eoa	 Of~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. 

II. INTERNAL APPRAISAL REPORTS 

Records consisting of appraisal reports of management
activities and operational performance in BDP. Included 
are the final report and background documents, such as
 
request to undertake the study, project plans, statistica
 
information, draft reports, and clearance comments.
 

A.	 Office Responsible for Preparation of the Final
 
Report
 

Destroy final report 5 years after its completion.
Destroy background documentation 2 years after 
completion of final report. 

B.	 Other Offices 

Destroy final report 2 years after its completion 
or when administrative value ceases) J~~	 /. 

.L~. 

r_ copin, iDd..cliDg origin"', to be sabmitted to the Nation'" Archive. aDd Recora Service GPO: 1963-0-711-917 


