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TO: GENERAL SERVICES ACMINISTRATION, NC 1- 7 - 76-32 
NATIONAL ARCH!V[S AND RECOIWS SEP.VICE, WASH,N':,TON, D.C. 20408 i---- -- - ,-- ----- · 

' NCITIFICATION TO AGENCYI. FHOM (ASENCY OR [::;l ;,0LIS!iMErff) 

Department of Health, Educa_tion_._ and .H~J°"f'-'a=-r=-e=---------i In accordance with the provisions of 44 U.S.C. 
3303a the disposal-request, including amend­
ments, is approved except for items that may

_Sodal Security Administration 

2. MAJOH '.;U[JCIVISIO:, 

be stamped "disposal not approved" or 
"withdrawn" in- column 10.3. rt.lNOH 5UuuiVl~l01i 

0 ff ice of Pro?, ram Op er a. t 1.::.·.::.o.::.n:..::s'---------------------" 
4 N,iME OF P~h50N i',ITH w.;oM TO CO'.,Ft:.R , 5.4TESL7. E7XOT. 

Geo_!:_B~~__}' amamura 
6. CEllTlt!CATE OF AGE'iCY REPflE'.;[NTATIVE 

··.- • -l hereby ccrtifv tiH,.:. I om outhorized tor.ct for tr.e hend oflhi• agency iu mnlters pcrtrunini. to the dispoaal ofrecorda, and that the records described in thi1 litt or 

•ch~L.ule of __ pa,cs 1:are prcpo~cd !or dt.!-pos.&.l fOT the- rcRson ind1catcrl: ("X'" only one) 

A The records have- B The r-rcord5 will rcu!C to have ~uffiricnt value 
□ cen1cd to hA·,1c n:r.·!­ to 1,,1,&rr&.~t (t.:rt:1~ retention on the expiration 

c,cnt vnlu~ to ..., arrant of the p-:riOG cf time rn(hcatt'd or on the occur­
further retrntion. rence o! the event spel ,f.ed.Q 

~ept. Records Mgt. Officer 
(Title) 

9.7. 8 DESCfllPTION Oc ITEM 11:. 
• SAMPLE ORITEM NO (WITH INCLUSIVE OATES OR RETENTION PERIODS) r,CTION TAi~ENJOi3 NO.I-1---------

DISTRICT/BRANCH OFFTCE AND RAU RECORDS 

A. Pending Social Security Number (SSN) Applications 

These files consist of photocopies of Form SS-5, 
Application for Social Security Number, and/or rosters 
containing the name and SSN of individuals requesting 
SSN's or replacement cards, The ~iles 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. 

B. Record of Claiws (Microfiche) \ 
' ' 

TI1ese are microfiche records containing persona] 
data (name, aJdress, ss;--;-, dale of birth, payment 
history, etc.) about beneficiaries and denied applican s 
for retirement and survivors insurance, disability 
insurance, health in~urance, and supplemental security 
income payments. The records arc used by SSA district 
and branch offic~s ~nd t:e1cservice centers to answer 
inquiries. These offices and the Rcconcillat·ion and 
~1alysis Units (l~U) also use the records in m~king 
detcr;nin.:it:i.,ms as to continuing eligibility fo1· 
benefits. The fic'.H~ a.:c upd.:;tcd every 3 months. 

https://Li:J!.VE


INSTRUCTIO!'l:S 

Gencrol !n:;frudi,<;ns: l'se St:HJ(hnl Furm.-:; )]'.i and 
11 ."Ja, ,,ht.a1:1al,lc from ~tippl:, Ce11k1·~ of t !ii: J.',_:(i(;ral 
Suppl:, Scrvicr:, G1•1J1!l',tl s~n iu'.; ,\dini111Hr;.::011, to 
ol;ta1n autli 1Jr'1ly tr; dispc,~<'• or records. :-:.ul-,m!t fonr 
c,pi,·s, a!l or \·:hich ~hnulrl ilL' .~l)~Jl(•d a11d dat(•,l. tCJ tile 
;\ali01Ht! ,\1·,:l1iv••s ~w,i J;.,,-,,.rd., :-;,,n:ici:. l:id;cale 
Uic numl)(:r of 1;::i~cs :n\ ol\'Cd Jll tlil~ disp•hcd i c,;u•~sl 
u1:drr cntrv 5. • CoD\' -1 of the st:u,dat·rl l"nrm \', 1li be 
rcturnt~d Lo the ;1g.,:,1c:, :1:, nolif;cation li1:,l ,~r,:,­
gTP~s h,ic; a11ti1(>l'izcd dl;:,J)(i:,al or the !1.cl11~ UJ.l'k(•d 

"appro\ cJ." 

S11--.~;_f."r lns!-;-,wf io n:c:: 

F,n 1 rir.~ 1. :!. 011rl .r; ~hould ~:how 11:hr-t t:\"'·•-·r:c:· h;:s 
--- c,'i;,.~-ou-_· 01· t!+'-'.. rvt.o~·us Lliat are 1de11L1!'it·•.: .-;;i t!1c 

fr;:-1:,. :l!1d shnulcl CU!lU\!11 tllf' ::;:me or Llll' d•.•Jl;"!J'cf!l(:J!t 

or ;ndi_:pcn<.h:nL ,12,·uic_\·, ~,11d its major and 1~11nu1: 
subdi,·1sions. 

Ent,-,cs 4 and.-, should lielp idvntif_,· ;.nrl loc::1~e the 
per1--on i() 1,.Jia111 inquines n-gardlllg Llie !·ecu1,is 
.sliouid b<' directed. 

- - --~- --- . -
[:,

01!/t't/ 6' '.c'r:rniJ:l :a_l, .. \•; 1t-f1r1 1 l:in1/ nf auil1or; _r,//())1 iS 
4 

rl( ;~;~-:-;t~-:.. c~ ... _ On}\-- o'!10··uf l , .. tJ ~ ... i 1H1s (Jf ~iut1loriz~"'..t:i,,!~S 
m:.i..,· );c requcst.eci 011 a pan1c-ular form. 

J;o:,: .-1 shuul,1 be rnari'-,___.c\ ,1 irn:1wciiate dis;:osai 
is to!)(' rn:1de nr' ;;;:.si. au:umubtio11~. of ·i'.:'C·un:::. 
and the r nrnpl0t,,cl fo1n:1 thus n:ar],, <l ;~ ,-t Ls~. 

(UJ1H1iat ...:d or "·!ll t_:f,.1tJiHH: t(J ~H.:c-lll1}~~ 1 
(.J~!-:: art1 

' 

to be disnt,~L·d of (!.i. "')nn~e-CT .. ,-f111itf ft:1t;rn t1n·Jn 
or neri.::icLcalli' ,1t :e::.,,tL•ri in,:J",'ill.S. \)!' if (l!:o­
pc,~::1i is to l_;e m:,,'.c c.. i' n:i,·1·(•pho::1~1!L:pl·",d 
rcconls aft,.cl' ;l hc1,; l)(·,'!l a:Sc'l'J'Uillis•ll 1:i;,, 1!ie 

m1croiilm cup:es 1,, c<v made in ,\,_u :·cL!!U.' 

\\'i• Ii th• ,;tarnbr.J,., 11i·,0 ---niJ,._,1 in r;~:_\ TI--;.. il­
][ltiuns ?,--1 \·--Jo.::,: i1 11d the c:ompl.:,:c·l: L:,-m 
1hus rn;1rl;ccl 1s a :-ct1<··rb1'.'. 

E 11! r11 I slu:1ild c0nL1in :h(• 11~11111'~\rs nf t!.c ni?n1s 
of rPcoi:ds 1dent!!it 1 d on t!h? forn1 in :--,cquc~1i..:/, i. Q., 

J. ~, ;). •l, L\lC. 

1~·n t n, S 1=:!111,ild sho\1• \\' Lat rcc0rds are. pr,Jposed 
fer clisr;c,sal. 

. C(:ntcr lil'~:•J111g:.:i should 1:i,_!:catc 11·/i(I[ nf!icc·s 1, ,._ 

urrl.· :ti'" 11;,·o)\'c:d if :ti! 1·c•c":·,L c!,·.,crilil!d 1)1l th,_, fr,nn 
an.> 111,t thn~~ 1,-:' the :-;ame o!i!ce or 1f they ,He rccol'ds 
crc-:1:c;J l;j- another otlicc or ag-cncy. 

An 1<il'nllf'1cat1011 should U(: provided of Ur<: I I1prs 

r_;f ,·, r·o,·(l.--: 11noh·cd it thr-Y an• othc1· than tc~~tual 
n·cordo:, for c~;implc,' if tlir:\· :ire pholo).!T,lpli1c rcc­
onls. .sound r:.:conliugs. or cartugraphic n:curds. 

. .\.n :1.cmiza1 ion and acct:r::tc idc>nLitic::n1on sirnuld 
be p!'u\·;Jed of the .-w.,.ie.<-: u,- :·,:cu:·rl.-.: !l:al :.1l'C 1,i·c·piJsed 

·f(lr d1spu:sal. I-:ach S<:r1es ~:~< 1 :.~:c1 ,.._:,)nll)l']~:e lh,· !:~r~~­
est pL1cti,·;d 1~J'rJupiw; ,,r' :-c·1'a:·<tL~l_\' tirl,.;,i111:-;vd ,urd 
loglc,di:: 1~ia·Led Jlic'.1tt:r1aJ~ 1; ..c.ll t~I! LH.: trL'aL•... d ,1.::i a 
Sll"!~;·: l:lt.l l•)t' purprJ.")I.._.... 1 1• {:;_.... p:1:-..,li. (~(){!!i)tJ!I( nl 

p:~t5 of <t s,,rl.-..!c; n1a~· hv !: :::'_r·d scp:u·:1t,,!~/ if :1111~1-

h-:r'-'d c-r,in.0 c•r:nllvcl,v ~.s.la, lb. ctt;., under Uw J:':(:nu·;il 
.Sel i,-6 CD try. 

;\ ~'2'"r>F·nt '.;h1)11irl b,) r,r,,,·1cir:?rl ,;l"w,rn~ ?-"hen 
th(~ _!·t;t_1~_!·,J•.-; \'. <;J'<l 11;·c1•.i1.1c( 11 r1r 11.:it<:n di~p\ 1s:d is tu he 
nlal~( O.l. tJJL~ i'('! ()l'CI.;,, th:..~::.i: 

lLl~o.'.:. ---~ und..-r entn· G ·.,.-~t.s mc.1rlied. llH, inclu-
-::::~- r.. rl ....,t-,).- (l111•i11()' ._:_.1 I' n ~ I l..:J c· )(•r:)•,·l•,; ,,·ni·:, j)l'()-

• ',- , • _ •, I b .. , '-- , ,.. . . 1.... C..:. \j 1,. \. ._ , , 1_ 1,. ... , • 

.:·.. , ,,-._i ::-Lc,thl be ~,,,1· ci. -
Ij' 11')~\ I~ ~-rt.dr:r ent1·"! C .-: ::: .1::..i!·k 1··d. tL~.. 1,(:l 1Ud 

1,: :i i 01)~ ?1 'I1 .S.lJUi.:l\l :-• 1..L 0 

\ I ']'11:' l't..'~t·l.ll(1~·1I' 

r·cr:c,r: rn.·\ lJ:, t"'~.: 11·, ... :_,, !!l t(·!nl~ (~1· _,-~(lr._;, 

l!J!.!l:~}~~)> ~:1( .. 0r 1'1 •--·-tl~."j .- 1:· ~u~t:t·c ~~ctjnn:-: er 
L, .(".,,,,,.,\ •·•·' ·,,,...... ,·1• , •·--•·t •l-. --.f •c• ",..,, 

• .t. ._ \> • ... 1 ! ., '•• , • ._. I \ I'-! JV , J ,,, ., l.,J \.V 

(l.__ : ► ·i"rr:, 1 ·:v t}·q_1 1•~i.:..:r~·- :~; '': •''il 1nn:-t ht: (lh;cc:-

:i\'~ :l~:c! ...: 1j~r_1:.e.. • 1j_· .:::--;i•"\':ctl ur ~b~ l'(-('C'l'riS 
1~ tn~11:~:1-(·~1+... .1r1·)·! :.~·-:•· 1·. ~:1r: n)1<. l't)!;!n1t'd, 

the rr...11...\•'li: 1•_,11 ])'.!r'lr1~ :-':ut,id 1,id: ''l ·ilt!! rtY­i'1 

C( r:(t>11.:d that ~11L.~ ~:;.~:{,_.:·)~1t1 ph1(.' t·opi( ~ J;:l\e 

t_,.,,i:1 n;;\.}.~: in ;H.:c .. ,1 < ~'i• _; 'i··:\1 (;:-3 ...~ 1-~(~,-~,1~1-
t:\,:::: :)--1\~--~ ·: 1.1 :~~-t: ~:., ;!{:l'qllctLl' SLib~tl·· 
t:~~t·-~ fnr t:H 1 p~~j/( 1 1' l\..·\.C-!'r~~-'' 

F:1:,· 1 :1 -,:,l1s1:,_; ~.h,,.,- u 7:,-- ,, ,,f.·., of l'l!cnrds ,\-0i'e 
st11111}1·.: -~ ;·,:!· c:L,·11 1t\ 1 l!~ . .~· ·,1, ~~-:~ ,' 1 !11;/ io!, ,11,,11(1,,,. 

snc!1 :~~!~1!~' 1t,...::; \(·vrt' 01·1'\Ti~•\1'~~\' ~~:h!l1q1,•,!. :--:;1.n1p!(;s 
c)r t~:t~LS ~11 :'<·•.1 urds· nth, 1 i· 1r<1;~ lt)\.~ti:d and carl,J­
p:r:1;,io:, n·,o:·cl~; :-,h1rnld nut\,,, su!Jn11ltcd. 

f;ut, :, 111 shu,!ld be left ~ll,,:,~. 

iaison Officer 

' , .. 
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http:nrl'.:]lClll.lo
https://11;�c1�.i1.1c
https://J;.,,-,,.rd


Rtnn<lo..;,·F'or.rn No. ur.-A 
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JJ:,...:m of _5_ pllf,C.'1 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DEY.:RIPTION OF ITEM 
ITEM NO. (WITH INCL~SIVL DATES OR RETCNTION PERIODS) 

9, 
SAMPLE OR 

JOB NO 

10. 
ACTION TIIKEN 

,... Wage Item File". 

These files consist of notices sent by the Bureau of 
Data Processing (BOP) to district and branch offices 
when an individual's earnings are reported to SSA 
without a 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 l30P so that 
the earnings may be credited to the appropriate account 

1. District/Branch Offices 

Forward to BOP after data have been reconciled. 

2. BOP 

Destroy after magnetic tape has been proven 
acceptable. 

0. Problem Case File 

These 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 
de~troy documents which have no further relevance 
to the claim. Forward the remaining documents to 
the reviewing office for association with the 
individual's claims folder. 

2. Reviewing Office 

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

l'olU' c.-o?,ir.-c, hu·Judia.g or,gi,,nl, to be •ub1nittt•d to the Noiin':lul J\u.:hivc1 and Rccnrda Service C.l'O 19-H-O·71 I -~t 7 

http:Rtnn"<ln';'�For.rn
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of_}___ pages 

REQUEST FOR i5.UTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8 f1['.5Cllll'fl<'1, O'f' liD,I 

ITEM
7. Ho.__ I (V."IHi l:,cLu:,1·,c Dt,1 IS OR nCTEUTl0N PLRIODS) 

i---------·----------

I
1 

E. Problem Case File (SSJ) 

These files are maintained i.n the ~econci.li.ation and 
Analysis Units located in the SSA regional offices. 
The files consist of computerized listings which 

9. 10
S~f~PLE OR 

ACl ION Ti\KCNJO!.l 1W. 

--------~---

identify, by name, SSN, and other factors, 
who have applied for supplemental security 

- (SSJ) payments. The listings are used to 
complex cases requiring special expertise 

Destroy when no longer needed for control 

individuals 
:income 

control 
to process. 

purposes. 

F. Control File for Cases Before Presiding Officers 

These are card files maintained by tl-ie RAU's on SSI 
claims cases which are before an officer of the 
Bureau of Hearings and Appeals for resolution. Tlie 
cards contain the name and SSN of the applicant for 
SSI payments and a chronological record of case 
processing. The cards are used primarily co an~wer 
inquiries on the status of the case. 

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

G. Claims Leads 

These are forms received f~om 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 individuals 
to determine their eligibility for benefits. 1 

I 
Destroy after claim has been taken or 6 months after [ 
the date from which individual is contacted by lette~, 
whichever is earlier. 
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REQU.C:S1' FOR l\.UTHORITY •ro DISPOSE OF RECORDS-Conlinualion Shc,et 

7. 8 Di::~CRIJ>I JG:! OF IT[I~ 
IT[M f<O. (IV:Tli Jr:CL:JSIV[ DATL$ OH fl[i(N110~ PrnlODS) 

H. Welfare Eligibility Lists for December 1973 

These are lists cf individuals eligible for State 
welfare payments as of December 1973. The lists are 

9. 10 
SAMPI [ CR /\CTION T/\KDlJOil hO. 

used by SSA district/branch offices to facilitate the! 
transfer of aged, blind, and disabled cases from Stat~ 
welfare agencies to the SSI program. The lists gener~lly 
contain name, address, SSN, and welfare case number I 
data. 

Destroy when information on the list becomes obsolete, 

I. Tax Assessment ~ecords 
I 
I 

These are listings containing excerpts from local tax. 
I 

assessor reco~ds. The listings are used by the 
district/branch offices to document claims for 
supplemental security income payments. 

Destroy upon receipt of next subsequent listing. 

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 obsolete. 

L. Forced Payment File (SSI) 

These files consist of listings of SSI claims cases 
which require forced payment processing. The listing~ 
contain the name and SSN of the SSI applicant and I 

!describe the type of action being taken on the case. 
IThe listings are used by the RAU's for case control i 

purposes. 
\·-------·----------
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7. 
IT[M rw. 
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I 
I 

I 
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I 

6 D,:sc,11:, I 1:)11 OF ITfl-4 
(WITH 11,CLU'.>IYE DAHS CR Hlli:./<11014 PEF.10D5) 

Destroy when the information on the listing has become 
obsolete. 

One-Time Payment File 

These are card files used to r~cord cases where one­
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. 

9. 10. 
SAr.1Pl[ OR ,\CTION TAKUlJOB NO 

·--------·----·----------------


