Hstanaarg Zorm M.
Kevine JF avinmitugey, 199

113 ‘- M
Csestnibed oy Goneral Servieen Rro.'r FOT:( A\U'-' i(\RITY '-w.

/\r)muu-«lrulu n
GSA Negr, 8-1V-306

15103
>

LEEVE BLANK

TO DISPOSE O RECORDS DATE RLCELIVED

$EP 10 WG

A
. ’ (See Instructions on Reverse)
ZE{ /M DATE APPROVED

TO. GENERAL SERVICES ACMINISTRATION,

01—47— 76 32

J0B RO,

NATIONAL ARCHIVES AND RECORDS SERVICE, WasHingTON, D.C. 20408 — = =

1. FROM (AGENCY OR £3TABLISHMENT) 3 NOTIFICATION TO AGENCY

Department of Health, Education, and Welfare
2. IAAJOR SUBRIVISION

Social Security Administration

3. IZINOR SUBULIVISION

Cffice of Program Operations h // /O/ g
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- Date - the Umted States
George S. Yamamura 45770 LN T 2
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In accordance with the provisions of 44 U.S.C.
3303a the disposal request,
ments, is approved except for items that may
be stamped "d15posa1 not approved" or

“withdrawn'" in’column 10.

including amend- f

6. CERTITICATE OF AGENCY REPRESINTATIVE

- ¢

* I hereby certify thet I em authoerized to act for the head of this ageney i matters pertaining to the disposal of records, and that the records described in this litt or

schecule of

pages ure preposed for disposal for the reason indicated: (‘X" only one)

A The records have B The records will ceuse to have sufficient value
ceased to have sufli- to werra~t {urther retention on the expiration
cient valus to warrant of the period of timeindicated or on the occur-
further retention., fence of the event speasiied,
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7 (Date J-iezature of Aucncy ]{(\pxrsonmuU (Tatie)
7. 8 DLSCRIPTION OF ITEM 9. 1e.
ITEM KO (WiTH INCLUSIVE DATES OR RETENTION PLRIODS) 4 S%’SSL&:OOR ACTION TAKEN

DISTRICT/BRANCH OFFTCE AND RAU RECORDS

Pending Social Security Number (SSN) Applications

These files consist of photocopies of Form SS-5,
Application for Social Security Number, and/or reosters
containing the name and SSN of individuals requesting
SSi's or replacement cards. The files are created
when an individual requests that his or her SSN be
furnished to a third party (employer, bank, welfare
agency, etc.). They are maintained in SSA district
and branch offices.

Destroy after third party has been notified of correct
SSN.

Record of Claims (Microfiche)

These are microfiche records containing personal .
data (name, address, SSN, date of birth, payment

history, etc.) about beneficiaries and denied applicant

for retirement and survivors insurance, disability
insurance, health insurance, and supplemental security
income pavments. The records are used by SSA district
and branch cffices and telcservice centers to answer
inquiries. These offices and the Reconciliation and
Analysis Units (RAU) also use the records in making
determinations as to continuing eligibility for
benefits. The fiche ave updated every 3 months.
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Destroy upen receipt of updated fiche (jggq 4{)
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i General /77,/)z<r‘f1,<;7u< Use %Lm(hu] Forms 1315 and
115a, obtamable from Supply Centers of the ederal

Supply Service, General Services Admimstration, to

obtaimn avthority o dispose of records,  Submit four
copies, all of w ‘ich should be signed and date:d. Lo the

National Avehives and Decords Service. Indicate
the number of Pages olved 1 the disposal yequest
mnder entry 5. Cony 1 of the standard form il be
retirned to the agency as nolification thaet
gress has anthorized disposal of the ems marvied
approved.” .-
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Sprerifie Instructions: .

FEnirtes 1.2, oud 3 <P~ovzl(' show oz h"f arenc has
SOy 06 Uhke.xecotas Lhat ave identifien on the
fo=ns, and should contain the name of the depariment
or mdependent agency, aod its major and nnner
subdivisions. .
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Eutrics 4 and 5 e
nquiries regarding the records
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cumuiated or will coatinue Lo aecnnniats are .

to be disposed of ai some-dofinite future ume
or periodically at siated intervaig,

or it ctis-
posal is to be muwie of micrephotoeranhod
records after it has been ascertamsd taat the

microilm copies were made i accords
with the standards prescribad in OGS0 R
lations 3-1V-103: and the completed Turm
thus marked 15 a ~cheauio. '

T

ciiter headings should indicate wha!l office’s 1ee-
ordo are nvolved Jf adl vecords deseribed on the form
are not those of the same office or 1f they are recovds
created Ly another office or agoncy.

. An gdenuhication should be provided of tre fupes
of rceosds ainvolved 7f they are other than textual

records, for (\'mmlc if they are photographic rec-
ords. s uound recordings, or u“'u;.rruphic records.

An stenmizalion and accuriste identibcation should
be provided of the serics ur records {hial e nreposed
“for disposal. ach series shouid comprse the
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est practical urouping of separately organzed za';(l
)()g;ul“;.' related materials that can be {reated as a
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REQUEST FOR AUTHORITY TC DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM 9. 10.
I1TEM NO. (WITH INCLUSIVL DATES OR RETCNTION PERIODS) Sﬁ"(‘,';erOOR ACTION TAKEN

C. Wage Ttem File

These files consist of notices sent by the Bureau of
Data Processing (BDP) to district and branch offices
when an individual's earnings are reported to SSA

.t without a2 SSN or with an incorrect SSN. The district/
branch office uses the notices to contact the employer
or wage earner and reconcile the data. Once the data
are reconciled, the record is returned to BDP so that
the earnings may be credited to the appropriate account.

1. District/Branch Offices

Forward to BDP after data have been reconciled.
2. BDP

Destroy after magnetic tape has been proven
acceptable.

D, Problem Case File

Thege files are maintained by some SSA district and
branch offices. Generally, they consist of notes

and other background materials relating to difficult
or continuing problem claims cases. The files are
broken down upon completion of claims development and
pertinent material is sent to the reviewing office for
association with the claims folder.

1. District/Branch Offices

Review upon completion of claims development and
destroy documents which have no further relevance
to the claim. Forward the remaining documents to
the reviewing office for association with the
individual's claims {older.

2. Reviewving Office

File in the claims folder. Retain in accordance
with claims folder disposition instructions.,

Fowur ceping, including original, to he suhmmitted to the Nationul Archives and Recordo Service GIC 1954 —0-711-917
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REQULET FOR AUTHORITY TO DISPOSE OF RECCORDS—Continuation Sheet

7. 8 DOSCRIFTION OF (70 9. 10
ITEM NO. (WITH [NCLUSIVE DATES OR RETENTION PCRIODS) SLJ’C")ZLECSR ACTION TAKEN

| E. Problem Case File (SSIT)

These files are maintained in the Reconciliation and
Analysis Units located in the SSA regional offices.
The files consist of computerized listings which
identify, by name, SSN, and other factors, individuals
who have applied for supplemental security income '
(SST) payments. The listings are used to control ;
complex cases requiring special expertise to process.

¢

Destroy when no longer needed for control purposes. |

F. Control File for Cases Before Presiding Officers

|

|
These are card files maintained by the RAU's on SSI !
claims cases which are before an officer of the .
Bureau of Hearings and Appeals for resolution. The
cards contain the name and SSN of the applicant for |
SSI payments and a chronological record of case
processing. The cards are used primarily ro answer
inquiries on the status of the case.

; Destroy 4 months after final action by the Presiding
i Officer on the case.

G. Claims Leads

These are forms received from mental hospitals,
welfare agencies, IRS, VA, and other sources identifying
persons who may be eligible for retirement and
survivors insurance, disability insurance, hospital
insurance, or supplemental security income benefits.
The forms generally contain the name and address

of the individual, date of birth, employment data,

data on dependents, and other personal information.

The forms are used to initiate contact with individua;s

to determine their eligibility for benefits.

Destroy after claim has been taken or 6 months after
the date from which individual is contacted by letter,
| whichever is earlier.

Four copice, incluling astginel, te he nabmittod to tho Haitovial Arehives and Records Service 10-- Angus 2 aro
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7. 8 DESCRIPIIGN OF ITEt 9. ! 10
ITEM KO, (WiTH IECLUSIVE DATLS GR RETENTION PERIGDS) SAMPIT OR ACTION TAKEN

JO8 NO.

H. Welfare Eligibility Lists for December 1973

These are lists c¢f individuals eligible for State

welfare payments as of December 1973. The lists are
used by SSA district/branch offices to facilitate the]
transfer of aged, blind, and disabled cases from State
welfare agencies to the SSI program. The lists generélly
! contain name, address, SSN, and welfare case number

8 e -
- data. .

Destroy when information on the list becomes obsolete.
i
I. Tax Assessment Records |

These are listings containing excerpts from local tax,
assessor records. The listings are used by the
district/branch offices to document claims for -
supplemental security income payments. i

Destroy upon receipt of next subsequent listing. i

J. Local School Records

These are records of students enrolled in the local
school system. The records contain the name of the
student, age at time of enrollment, name of guardian :
and address. The records are used by the district/
branch offices for age documentation.

Destroy when obsolete.

K. Local Birth Records

These are copies of birth records for individuals
who are potentially eligible for benefits under
various social security programs. The records are
used for documentation of age.

Destroy when obsclete.

L. Torced Payment File (SSI)

These files consist of listings of SSI claims cases !
which require forced payment processing. The listings
contain the name and SSN of the SSI applicant and
describe the type of action being taken on the case.
The listings are used by the RAU's for case control
purposes.

Four copica, including cricingl, fo e eabnutted to the Natlonal firchives and Recovds Servico 16—-3040%- 1 oro
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7. 6 DLSCRIPIION OF ITFH 9. ' 0.
ITEM NO. (WITH TKCLUSIVE DATES CR RUTZKGION PERIODS) Sﬁlgngé)R ACTION TAKEN

Destroy when the information on the listing has become
obsolete.

F. One-Time Payment File
i

These are card files used to record cases where one-
e . time payments are made to SSI applicants. The files
contain the name of the applicant, SSN, amount paid,
months for which paid, and related data. The files

serve to insure that duplicate payments are not made.

Destroy 3 months after date of last one-time payment.

Four copioy, including rucinal, ta Lo subinitted to the Nutional Ascluves aond Records Sexvice 16- A0 2 ovo



