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REQUEST FOR RECORDS DISPOSITION A.UTHORITY 

(See Instructions on reverse) 

..' 
' 

--~------------~--~--------------------------~NC1-47-81-16 
TO GENERAL SERVICES ADMINISTRATION, 

___ N_A_Tl_O_NA_l_A_R_C_H_IV_ES __ A_NO R_EC_O_R_D_S _S_ER_V_IC_E_, _OC 20_.4._0S -I DATE RECEIVED__ _W_A_SH_I_NG_I.....:Q.....:N.....:,
1. FROM (AGENCY OR ESTABLISHMENT) June 26, 1981 

HHS NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

1:1 ~ccorC,1ncew.th tre rr0V1SI~ns of 44 USC 3303a the disposal re 
cuest. Includ,ng ~rnerdments, IS approved except fo' items th<lt may 

3. MINOR SUBDIVISION be stamped "d.spcsa: 10t approved" or "withdrawn" In column 10 

Office of Central Operations 
----r-s-. 2 7 198T -TE-L"-E-XT--"·UUG4. NAME OF PERSON WITH WHOM TO CONFER 

Ernest P. Lardieri 594-5770 
1)01(' 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 2 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. 

KJ: B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE E. TITLE 

6/18/81 Department Records Management Officer 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Records Retention and Disposal Schedule 
Hearings and Appeals (Headquarters) Files 

CASE CONTROL SYSTEM RECORDS 

A machine-readable system of records, on disc and magnetic NCl-47-
tape, used to control the location and record the status 0 77-4, 

hearings and appeals claims cases. Information in this item 1 
system includes social security number, claimant's name 

type of claim, last action on case/date, location of case 
(office), date of receipt, type of hearing request, and 
ALJ. Case information is available on-line on disc until 
final disposicion of the case is rendered and then 
transferred off-line to magnetic tape storage. Field and 
headquarters offices encer case control information via 
Forms SSA-672, BHA DC and HO Case Control Coding Sheet; 
SSA-673s BHA CO Case Control Coding Sheet; and SSA-674, 
BHA Civil Actions Case Control Coding Sheet or other 
equivalents. Output consists of paper and microfilm 
copies of managemenc reports and statiscical information 
relating to workload and production data. 
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STANDARD FORM 115 
Revr s e d Apoil, 1975 

Prescribed by General Services 
Administration 

FPMR (41 CFR) 101-11 4 

http:ccorC,1ncew.th


•• General lnstructions: . 

Use Standard Form
 

Federal Supply Service.
 

--,'. 
115 (obtainable from supply depots of the 

Gerreral Services Admimstration) and the 

continuation sheet Standard F-orm 115a,(obtainable from the Rec-
ords Disposition Divivion. Office of Federal Record, Centers. Na-
tional Archives and Records Service. Washington. DC 204011) to 

obtain authority to.dl~po~e of recor~s- or to ~equest permanent reo 

tention of record, Detach the fifth copy from the set and keep as 

your reference copy, Submit the fir,t four copies of the set to the 

National Archives and Record, Service One copy will t-e returned 

to the agency as nouficanon (If Items that are authorized for drvpoval 
Item, withdrawn or not approved for disposal will be so marked. 
Fach 'if- II~requmng Comptroller (.eneral concurrence must he 

dCC(1l[1pdOled oy d notl~catlon Of approvaHrom (.AO, 

\ 

Specific InltrU(/I(~1H - • 

Entries I ? and .? vhould -how what agency has custody of the 

records that <Ire Identified on the form, •snd should contam the name 

of the department or independent agency. and Ih major and manor 
vubdrvivron-, 

Entriev 4 lind ~ <hould help rdennf , and locate the person to 

"hom inqume- rezardmg the record, vhould he directed 

Fntrv f> should t-e vrgned and dated on the four copiev hy the 

,I!!t:n~) reprevent.urve. The number of pagev Involved 10 the reque-t 
should he inserted 

Rox A should be checked If the records may he disposed of irn-
mediately, Box B should be checked If continuing disposal authonty 

I~ requested or If permanent rerention IS requevted. Only one box 
m"y be checked ,. • , 

Entrv 7 should contain the number \ of the items of records iden-
tified on the form 10 sequence. I e .. 1.2.3.4. etc. 

Entrv Ii should show what record, are proposed for disposal. 

INSTRUCTIONS
 

Center headings should indicate what office's records are in-
volved if all records described on the form are not those ~f 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-

volved if they are other than textural records, for example. if they 

are photographic records. sound recordings. or cartographic records. 
An itemization and accurate identification should be provided of 

the senes of records thaI are proposed for disposal or retention. 
Each senev should compnse the 

separatetv organized and logically 

treated as a vmgle urnt for purposes 

of a series rnav be listed separately 

Ia. Ib. etc .. under the general series 
A statement should he provided 

be made of the records. thus: 
If immediate disposal i~ requested 

largest practical grouP.lOg of 
related matenals that can be 

of disposal C ornponent part-, 
If numhered consecuuvelv a, 
entry. 
showing when drvpoval is 10 

of past accumulations of rec-
ords. the mcluvive dates during which the records were produced 

should be stated. 
If continuing drsposal IS requested for record, that have accumu 

lased or "III continue to accumulate. the retennon period m,IY be 

e xprevsed m term, of years. months. etc. or rn term, of future ac· 
tronv or events. A future action or event that I' to determme the 

retennon period must be objective and definite If dispoval of the 

records I' contingent upon their being microfilmed, or otherwise 

reproduced or recorded on m..chme readable media. the retention 

period should read: "Lntll a vcertamed that reproduced coprev or 
recordings have been made in accordance with GSA regulations 

and are adequate subvtnutev for the paper records." AI\o. the pro-
visions of FPMR ~ 101-1 \.~ should be 9b~erved. 

Entrv () should be checked If samples ~e vubrmtted for an item. 
However, samples of the.records. are-not, required unless they are 

requested h~ the !'JARS appraiser If an item tla\ been previouslv 

submuted. the relevant job and item number should be entered. 

Entrv 10 should be left blank. 

.-

Standard Form 115 BACK 'Roy 4.75', 



•• 

PAGE OF.( JOB t)lORequest for Records Disposition Authority - Continuation 2 Of 2 

9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

,A. Input Documents (Coding Sheets) 

Destroy coding sheets after input verified and edits
 
resolved.
 

B. Machine-Readable Records 

1. Transfer from disc to magnetic tape 120 days

after final disposition of the case.
 

2. Retain on magnetic tape 2 years. Erase tape and
 
return to blank stock when all records on the ~ape are
 

eligible for destruction.
 

C. Output Documents (Management Reports) 

Transfer to microfilm when 2 years old.~ Destroy paper

copies after microfilm has been verified" and proven

acceptable.jteDestrOy microfilm copies 2 years thereafter.
 

__________________________ '---- -L- _ 

115-203 Four copies. Including original, to be submlt1ed to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 


