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REQUEST FOR RECORDS DISPOSITION AUTHORITY .. l£AVE BLANK 
(See Instructions on reverse) JOB NO 

, '.. • '. ')t f .... .~. c. .. ' . - . 

":-	 '. ~. ." .. Ne1 4"7 ~.8. 25 
TO:	 GENERAL SERVICES ADMINISTRATION, ~.. .... , , ~.. '. 

NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON, DC 20408 " - D~T'E RECEIVED 

1. FROM (~GENCY OR ESTABLISHMENT)	 . "'SEP 2 8 7918.
-Department of Health, Education, and Welfare 

NOTl~tCATION TO AGENCY.2.	 MAJOR SUBDIVISION 
In act()(~ance ",til the p!OY'S'OII~ ol 44 USC 3303a t~ 61S1)OSalre Social Security Administration Qutsl InClu~'"L amendmtnt~. ~ apjl!O~ el~ lor ,\t<TI~ lnat may 

'" MINOR SUBDIVISION be st.!mped "d,~ .... ' not ~roved" (y. "JWIlhdr."n· In column 10 

Office of Ma.nagementand Administration	 .. ,
•. NAME OF PERSON WITH WHOM TO CONFER I. TEL 'EXT	 .'" . 

' ,,". . .	 !p-3tJ-7g d.« ~1J~!l\ J
Ernest P. La.rd.i.eri	 594-5770 u"" , A~l h" ", t" thr lin",.J l',,,tr1 

e. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in mazrs 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 ~iH not be needed after the. retention periods specified. . . ~. ~ '.. . ..... ; 
D	 A 'Reques't'tor Immediate disposal. • ,.. . . 
[i! B Request 10r disposal attera specified period of time or request for permanent 

retention. . . 
E' 

". . 

-'DESCRIPTION OF TTEM . 
~.-' (WiltllncluSlYe Dales or Retention Periodl) . r, 

BroORDS RErENTION AND DISPOSAL SCHEDULE 

FINANCIALMANAGEMENT RIDORDS . < • 

,	 Payroll Number/Comma'nAooounting Number (CAN) Correcti'on
 
Records .....
 

., ~.	 . '.. "',,). 

'.I	 .. ' 

'.	 
Fom SSk3737 U-3'- Payroll Number/CommonAooounting . ~:'.-~.~"~:::.-'.:~" 
Numbe/t'OAN Correction, 'USed by timekeepers and ~dget.. -~ ;..,... _. .(..::... 

officers in SSA headquarters and field offices to report t.- - , 
payroll number (CAN)oorreotions. The forms are for-. .,' . 
warded. to SSA Is Office of Financial Management (om) . - . .' 
which, in turn, tra.nami ts the oorrections to HEW central... , ..... ,._ .... ' ~~,.,.. ..-. :." --. payroll f.or processing. ," . .	 '. ' ,~~ ...~\.:': 

A',	 , ,:...: ~ '! " 
H,.	 ':~ .. 

). L ,OFM CopY, .,: . . ..•	 ,. 
.:	 I .	 - . 

...	 "..,...... ... Destroy 1 year after date forWarded to Division of 
, • 0., ~.~, Central.Payroll and Reports ProceBsing (DCPRP). . 
... . ,.	 . ~ -

2. .Other Copies .'	 '-
" 

: . , " "_ ·:DeBt~Y.~ mont~' aiter date ·pre~ared.··. ',. .. ..-	 r... ~.." •.,. ... , ',-. ~~ ~ ~ 

. ,
i ~.• ~	 I .......
 

. .-"	 ','. .~ ,'.'~ ..' ,?/~ 
'STANDARD FORM 111 

....•,	 ~~~-1_0~_ ~ E~~-:.~~~~·~~.:· R.viaed Ap.. l, 1975 .. :~::	 ..H.:G,: ;··\-\,.j,\-~1-g· .. >_'.'_ 
Pr!S.cribed by General ServIceS 
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INSTRUCTIONS
 

• I • 

.'.
 
General Instructions: 

. Use Standard Fonn 115 (obtainable from supply depou 0( the 
Federal Suppl~' Service. Genera! Services AdministnUionl and the 

continuation sheet SUlndard Fonn II Sa (obtainable from the Rec-
ords Disposition Division. Office 0( Federal Records Centers. Na-

. tional Archives and Records Service. Washington. D.C 20408) 10. -.:. 

Center headinas ahould indicate what office', records are in-
volved if all records described on the fonn are not those of the s.ame 
oftice or if they art records created by another ofTice or agency. 

An identification 5hould be provided of the lype~ of records in-
volved if ther are other than tutura! records. rOf example, if the)' 
arc photographic records. sound re.cordings. or cartographic records . 
..An ;temiz.atiQll and ..itccunue id~catJon snoald:be ~roYided of' 

1 _	 obtain authorit)· to dispose 0( records or 10 request pennanent re-
lem.ion 0( records Detach the firth copy from the set and keep as 
.your referenu copy. Submit the first four copies or the set to the 
National Archives and Records Service One copy will be returned 

to the aaenc)" as notification of items that arc authorized for disposal 
hems withdrawn or not approved for disposal will be so marked. 
Each SF II ~ requiri~ Comptroller General concurrence must be 

a"ccompanleC! by a notirtC3tion bf approval from GAO. - \	 : .. 
Sp~cijic l nstructions: 

" Entries 1. 7. and J should sho,,· what agency has custody 0( the 

records that arc identified on the fonn. and should contain the name 

of the department or independent agency, and its. major and minor 
'subdi visions. 

...Entries 4 and 5 should help identify and locate the person 10 

whom inquiries regarding the records should be directed. 

Entry 6 should be signed and dated on the four copies by the 
agenc~ representauve The number 0( pages inv?lved in the request 
should be inserted. 

Box A should be checked if the records may be disposed of im-
mediately Box B should be checked if continuing disposal authority 
IS requested or if permanent retention is requested Only one box 

maybe checked 

. ~ .Entr» 7 should contain the numbers of the items of records IdeO'· 
-'liried on the form in sequence. i.e .. 1_2. 3. 4. etc. 

Entry 8 should show what records arc proposed (~:4i5PO..s:!I.I.:';:., 

the	 series of records that are proposed for disposal or retention. 
Each series should,. compri6e the .1aratst frac1ical. groUPI", .of 
separately organized a~d JC:glCall y' related materials that can be 

treated .as a ~n&le unit for purposes of disposal COl'llP9nenl parts 
of a series m'ay be listed separately if numbered consecutively as 
la.	 lb. etc .. under the general series entry. 

A statement should be provided showing when disposal is to 

be made of the records. thus: 
If immediate disposal is requested of past accumulations of rec-

ords. the inclusive dales durina which the records were produced 

lhould be SUited. 
If continuing disposal i. requested for records that have accumu-

·~ated or will continue to accumulate. the retention period may be 

expressed in terms of years. months. etc. or in terms of future ac-
tions or events. ~ future action or event that is to determine the 

retention period must be objective and definite If disposal of the 

records is contingent upon 

reproduced or recorded on 

period should read "Until 
recordings have been made 

and arc adequate substitutes 

visions of FPMR § IOI-11.S 

Entry 9 should be checked 

their beina ~croCilmed. or otherwise 

machine readable media. the retention 

ascertained that reproduced copies or 
in accordance with GSA regulations 

for	 the paper records." Also. the pro-
should be observed. 

if samples arc submitted for an item. 
However. sample' of the records arc not required unless the~ arc 

requested b} the N)I"RS appraiser. If an Item has been previouv'y 
submitted. the relevant job and item number should be enlered. 
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