
~REQUEST FOR RECORD~POSITIO~ AUTHORITY
 
(See Instructions on reverse)
 

~;Cl-L7-83-S 
TO GENERAL SERVICES ADMINISTRATION,
 
___ NA_TI_O_NA_l AND OC __
~RCHIVES RECOROS SERVICE, WASHINGfON, 204,-O-,-8 -1~ATE2:~,c..'BV.l'D 
1. FROM	 (AGENCY OR ESTABUSHMENT) -,., 

HHS 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISiON 
1 '~I\I- "'I'~ '~"". ~ c' 44 Sl~ jj s· t > dl, ..J:.d H' SSA ._t'~t ~ ~n:; ~~~njfTe "S " 1vt'l -1 ..~t I 1'""'\ 1~1t ....1y 

~e s J~:'~ ~5~ I"J I -j~~ ~ Jr "'It~~ ,<~" - .1.'lln::3 MINOR SUBDIVISION 

Office of Management, Budget, and Personnel -,-------
4 NAME	 OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

3-U3Ernest P. Lardieri	 594-5770 /)uf( 
-

6 CERTIFICATE OF AGENCY RE:PRESENTATIVE 

I hereby certify that I am suthonzed 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 _--'-- page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specrned. 
D A Request for immediate disposal. 

[Rl 8	 Request for disposal after a specified period of time or request for permanent 
retention 

E TITLEC DATE D SIGN'l!'fRE OF AG~SENTATIVE 

2/1/83 Department Records Management Officer 
Dr., Georg,I z.Deal I 

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

Records Retention and DisEosal Schedule 
Manas;ement, Budget Personnel Files 

PrInting and PublicatIons Management Files 
Distribution Management Files 

egislative Material - Distribution Control Files	 , 

t ~. Distribution Control Log

Form CO-1550, Distribution Control Record, or its equivalen t .
 

These files constitute a record of the receipt and discribu -
tion of legislative materials in the Distribution Management

Branch. The log includes a description of the fTlaterial, the
 

originator and legislative date, number of copies received,
 

dates received and released, and the status of the
 
legislation.
 

I 

De s t r oy 30 days after the expiration of the Congress that I
I 

originated the legislative material. 
I 

~ Legislative Out File (Reguests for Legislative ia. , lMaterials I 
I,Log recording one-time requests for legislative materials 

from individuals or offices which are not on a mailing lisq 
or subscription file. The log shows type of request (phone 
or walk-in), date, requester identity, and material 

3,tel".5
rv~ ~C-pw/t1?cZJ STANDARD FORM 115 JZ,07 hi.l~ £).-?/"-,9 C/frYtf-~ 54cZ:.r-

ReVised Apnl, 1975 
Prescribed bV General Services 

Acmnustranonr , ~a s-u« ,C FPMR (41 CFR) 101-114 



, INSTRUCT;~:~eadingS" mdrcate what of!ice'\record, ."" in,General Instrucuons 
volved If all records described on the form are not those of the same 

Lve Standard Form II j tobtamable from supply depots of the 
Federal Supply Service General Services Admimstranom and the 
contmuanon ...heel Standard form 115'a~tobtamable from the Rec-
ord .. Drsponuon DIVI<;lon Office of f-ederal Record .. (enter .. Na-
non ...1 Archive", and Records Service. Wa"hmgloll, D C 2040R) to 
om In aurhonty to.dl ..rose of record~_or.!~request permanent re 
termon of record" Detach the fifth copy from t~e set end keep a .. 
vour reference copv Suhnvt the ftr-.r four copres of the vet to the 
""'i ....non II Arclu ....e .. and Records Servu.e One ...opy Will be returned 

1,\ 're ".genl. \I ",,'i noufu .1I0n ~If nems th t • e authorized for d"'pu'>Ql 
Itt: '''' wnbdrawn or eot approved for dl\ro~,"wrff be ..0 marked 
t-. ' ''If- [I" requmnp ( omptrolter (.ener, ..! LOTh ..urrence mu ..t be 

v-rpanjed b., ~ oonficanon be ....prvoval from t.rAO 

~ "trrf'~ f 1 ....nJ f ..houtd ..I h .. what "'renc.." '"'i."i ClI\IOOy of tbe 

el ,,,u'" til,l' are ideunned oc HIe for n ",nn ...h\uJr1 contain the nan z': 

"1:[" dep rtmen! .Jr mdependent em ..y ~.,j1t~ m IInr and n"" " 

~dt,dl"l ....on .. 

I I~je<; 4 tlnll no ild help rdentrtv r-d toe ate the per ..on to 

'" ~ 'm mqume ... re ,I'<jm" the -ec ord .. vhould be directed 

l- "In f) ~h"u!~1-e "I~ned ,ud d.l1...,[ on the four ...(lp~e... lIy the 

.en, \ -epreventanve The number ~lfpolo;'e'"mvolved U1 the requevt 
...t I1Jl,j ~e inverted 

811, " vhou'd be checked If the record .. md} be divpoved If rm 

",~d, rtely Box B ..hould be checked Jf ccntrnum ....h ..po..al ambcnry 
is reque ..ted ur If permanent retenuon I .. reque ..ted Only one 0.11\ 

m,.....be checked . 
Entrv 7 should contain the numbers of the Item s of records.. rden 

nfied on the form In sequence I e I. 1. 3 4. etc 

Entrv N ..hould show what record .. are propo ..ed for drsposal 

office or If they are records created by aeother office or agency 
An rdennficatron should be prov.ded of the types of records m-

volved If the} arc other then te1('LIAI records. for example. If they 
are phctogr apfuc records. sound recordings, or certcgraphrc records 

An Item r ...non and ....·c'curate \{kntlfi~.dion should be provided of 
ehe -enev of re ..uriJ<; thd are proposed {or disposal or rctenuon 

F""I.h ..erie" shoutd compn ..c the 'ergest pr...... .;foupml!cucal of 
sep Irately orgaruced and o,,11... ...,tlv retated m.uen.d .. tttat ..an be 
'rt.'"ted,:t<' d <,twk Ir.!t fc r OU'O> n Ifd'<;i"',0;41 Component a srtv 

(If" >tIle" m,I\< "'e '1 teu "ep '-atel> 1f y, ""\"Ie-red consecutrve!v .;s 

.. '" etc unde-r If • i"·-!'n~r&l~n ..." '" ,try 
\ \.lclftmel'"ll <;,h, _J tie prov.dec .(Ylo\fjn!l. wt)en QI"rw-.1 1~ to 

be 1TI.>(.\e of the record .. tbuv 

If .rnrnediate c -po.....; ... reque-ted ltf ~ ,\ <.CI.-"I1" non .. ..,f re, 
crds the mc.u-ove lidte" durtr ".!'I1+ ~ 'he fe>.-prd" ....ere pro·dLu_ed 

_hu'tJ';j be "{ rted 

f (,.I)ntmulr' I dr- {k)".t I~ '''''c ected tor .-f. n· 1 tl "~.~1-.....11""., tt 1,.\ 

..ted 0' ....,1( .... ,f(lit"ut; to . 'lTIili t" .~~ - h~~H.t.tno-nod fI'. re 

!C'••'fC. -ed ," (enn~ ,'f ),(',Ir .. 1(\O"~h..,. e'~ ttl I J 1.:1 n~ \"11tututot' .c-

<i,IO< .,tr cventv '\ fuu.re ~)(,' "r event .... ,t J<,n. 11f"l;"rl" il>1! the 
rt"'eTt~'~.n oenod rnv -,t ...~ ob.cvnve ,I (J c'etunte ~t UJ~po" I lI' 'he 

~e..... J .. i\ conunveet .. pon .h\:~l ~i .. rmcrcnuned or ott-erwrw 

~ f' ,,,hJ' eo or r!;'~llr(klJ (H"I11"11..hlnt. ~W;: d It-Ie »-edra. I~..: retentro-r 
.j"" .od vboutd Ie; ij L nul ....en, ..I.:d th..t ce~h)(jII1...c:-(J"up'lo". (II 

e...ordmas h h been rn..d", Hi ",,"1..1, d \nl..t \Io-Irh(1~-\ f\!~ul non .. 
.Jnd are adtl.t.J re ...1J1·"IHUk~ fOt the pepet records \I\d ihl. pro .. 
1,<1~lon<'of fP\<fR ~ lUI .. 115 "tlU ld be observed 

Entrv I.J should be cbeckeuif <,,,mple ... are vubrmtted for .-IIl Item 

However. sample .. ofOthe records ",tf not reqmred unless they are 
reque ..ted b)' the 1\1 \RS appralvet If an Item h", been previously 
submuted. the relevant Job and Item number should be entered 

Entrv f(1 should be left blank 

..:u, flUS 
e - I 

/ 

Standard Form 115 BAC";: Reo. J 

http:1-.....11


~ 
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9.7. 8_ DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (WIth tnctustve Oates or Retention Periods) JOB NO ACTION TAKEN 

requested. The log is used to crack status of requests

and [0 complete monthly DLscribuclon Management Statistics,
 
which are a part of a workload and production report.
 

Destroy 30 days after all actions co satisfy requester

have been concluded or 30 days after monthly statistics
 
have been reported, whichever is longer.
 

f. Distribution Lise Files3, 
Form SSA-297, Request for LegIslative Material, or ItS
 

equivalent. This form is completed by individuals in
 
order to be placed on the distribution list for legIslatiVE

materials. The form shows the name, office, and address
 
of che subscriber a'nd ch e subjecc ma rcer of the reque sced
 
macerials. The form muse be completed, and a new lise
 
assembled, wich each new Congress. The requesc is al~o
 
used co establish ehe order level for legislacive material
 

Destroy 60 days after che expiracion of che Congress thac
 
originated che legislacive macerial.
 

115-203 Four copies, Including original. 10 be submitted to the National Archives STANDARD FORM 115-A 
Bevrsed July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 


