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R ——- P NOTIFICATION TO AGENCY
1. FRCH (AGENCY OR £ asll3{MENT;
co Ny e mant —zy T o2 Q ] =
:._.J):JiSU:Lft:f.l_tif calih, Educaticn and Welfare IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC
2. MAJDR SUBLIISON LAW 91-287 DISPOSAL OF ITEMS MARKED "'D1SPOSAL
scuarity Administratior APPROVED™ 1S AUTHORIZED.
Rt |
A - . i t
sirict Oftice Oneraticons | H
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Arthur J. Zenner 594--577 § .

£ UomTITUWIATL CF ACE
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T baraby vertify (o

feheculz ol L | peged wre proposrd for girpsesl for the reasc iadicated: (X oaly une)
A Thr recer iy have F! e rocsrds will ceese to hav" suftcient volue
2 % huaves cuF .- fartiier retent:on on the exy.rrt,on

RERT TN mlcu or on ti.e vcets -
stapeca od,
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o the

Dept. Records Mgt.

Qlupoesl ¢f ceenrcs, and thet the recosds descriteaiv tresist - -

Officer _

8/10/73 Russe# 0. Hess
drptey (Zrature of 2 o ey Ko:Msentalive? (Tatie)
. : - | B —
7. i 8 CISTRIPTION OF 11EM v, ool
STEA NO ; (WITH INCLUSIVE DATES OR RETINTION FE2U2DS) ! 5’3,:‘,5‘"5(??‘ ; ACION TAKDYS
— ot c——— b e e e e e e et . —
|
i RE ON AND DIS2034L SO
; J]';AER:\,I |Cr TGOt _-w\' N
;The fiies descrihed in tris schedule are accumulated by
*he Bureau of Uisirict Office Operations pursuant fo
vitles i, XVI, XV of the Social Sccurity Act. They
zre filad in Cen.ra! Cfiice, BDOO. Use This schedule in
jconiunction with the Generel Records Scnedules (Exhibit |,
S5A CGuise ADU.g:40-2), which govern +the reteniion and
dizsposal of records ”“”rolﬂ}ng tc personnz!, fiscal,
iaccoanxsrq, procuterent matrers, and orhe~ comron functiond.
iDes;ripTion of Records }
. SOCHAL SZCURITY PPI'Q\M ADAINTSTRATION PROORDS !
Thesr records are creaied as a resuli of «dminis "aT
actions that are reiatzc to an SSA nroaram, but ly

published hy

ncidental vo its performance.
{A. anuais, Directorics, and Ofher inctructional Materizl
These records pe”ﬁe:r to manua!s and other issuances
i

7o the Scocie

I Security

{ y DDOC re
E procram. includec are rccufd ard relzrence sofs of
i SOCe~--repared PicaT Norecerd sel consiats
! ot one coby, > rueded, of publishad
i incrruntional s2terial.  Tha record zo* e maintained
i ceguentially by tne crocaripg oifice or office of '
| |
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rence seft

record for historical purposes. A refe
s, handbooks, and
re
o

conisists of nonrecord copies of manua
. similar publicaticns, meintained for
; Included are: Service Rioresentative
i Marual, Systems Handbook, District Oi{i
‘ and worx Sampiing Manuals, TOIecomﬁ HIC/ ons Jdperating

Procedures, Claims Manuzi 9000, BDOO Administrative

Directives Sysiem, Employer ConTacw amd Account Number

‘anual, Service Area Directory and District Office/Branch
i Qffice TOlprO“D Directory, and similar publicaticns.

|

-
rd H i
| |
t +
by H
fererce purp oaes:)
i@ndbook, Desk
C

e neekly Report
ti

~

Z

2
!

Transfer to the Federal Records

' 1. Record seft:
(FRC) when no longer needed in current ) ;

f Center (7
operavions

2. Reference set: Desiroy vhen superseded, obsolete,
or nc longer needed for reference.

B. lIssuance Background Files

These fites consisi of bacegrounc ‘materiel created in
‘ the preparation, clearence, and issuance of directives.: :
i They ere accumulated by the preparing office and include i

studies, coordinating actions, recommendations, con- i |

currences, &t imilar documents ovide a basi
currences, &nd simiiar gocurments that provide basis
for issuing the publication, or that contribute o its

, !

conient. | i

z | |
. Trensfer o the fRC affer 3 calendar years or when no i
‘ lencer reeded for curre o;erafuons. Retain permanentiy i
in the FRC, : }

\C..-Operaticns Administrative Files

% Thece documents reiate o0 vhe overall routine admin-

i istration of EJOD activities. Snecific files described
! elsewhere in the scheduie are not includaed bare. Thesc
f records incluse, but are not limited to:

i General Routine Correspondence

To individual regicns on specific situations not
of naticnal interect. See section 1i-E, below,
for correspondence to 21l regions (See Belows™)
and otner bureaus end offices.

Stotbenn Lo Leebaveend Locelds it oo we oL Lo
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“hese fti
individual
irs
;rﬂDa|eu By
responstioility,

zZn
cla

lf)
_O

uggesT

conzist of routine comments made by
ntf directives, issuances,
instructions, or cther publications
or burceauy with primery

les
ice cn
manua |
anotner office

1

rion tveluations

Sval

ations of sugeesticns that de not result in

:SSUIng a directive or issuance or in establishingj

& project.

Frogram,

Budget, and Managemén+ -

Frcgram and budget documents, management
ANy
ranagarasnt
responsible for These management

Fublic

improve-
cost reauction reports, and comparabie
orepered to submit data to offlcos
functions.

reports,
reports

information

{onmrants con,

or contributions to, news releases

cr other medie publicizing social securis
(i.e., retiremeny, survivors, disehili+y, health

insurence,

saislation

blind end disabled.

Py proqram%

I

i

aged, i
+

!

Locuments accunuiated in dratting or ccminenting !
c? proposed iegislefion affecting socia! sccurity
F-Ograms. :
oncrassional Inouiries
—F - - i
Cocurents rejating to congressiconei insuiries and
- . 1
replies thereio i
I
]
routine Renoris !
Routine uvncontroiled reports not descrit ed elJew |
wrere in This scheduie, including HichlighTs, i
[Pue oo and similar reporis.
|
]
|
'
Tazongloe Suineg caivyind, te s st 2o Ve e Tasnnihat s erd Recuads Teavies
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Destroy 2 vears foilowing the close ¢f the calenda ! :
year in which the material is dated. However, documents
in closed files requiring gaditional acticon and relating i
to reopened cases should be birought ferward for filing i |
. !
in the curreri files. | ;
! !
D. Commiitee Racords ; |
f :
! i
These documents are created in esiablishing, operating,, :
., and dissolving committees whose purposes are to consider,

i advise, recommend, take acfion, and report on speci- !

. tically-assioned functions. Included are material on

. commitiee e:lo‘lishmenf, charters, and members. Also
ncluded are notices, agenda, minutes, reporis of meetings,

. and similar records. I

|
Transfer to the FRC when no longer needed for current |
operations. Retain in the FRC permanentiy. |

E. C{1ice Organization Records

i

|

|

¢ These files consist of docunenis relating to individual;

office organization and function. Included are non- |

. . . . 1

record copies of organizalional charts, functional i
statements, naps of regional allonmen.,, and similar ! i

records. i

!

|

t

. Pestroy when superseded, obsolete, or no longer neaded
for reference.

T. Records Nisposiiion Records i
- !

i Documents reflecting the IocaTion and/or disposition
of records rervired or transferved out of an office.
Included ear

r

SF-135, hecordg Transmirfai and Receipt;

¢ {
Form SSA-325, SS” Records Tranemittal; and ecuivalent | ’
gocuments, which |ist records transferred to the ['KC or: :
to 1he 5SA Records Holding Area. | l
. Destroy when all records reflected on the list have ' '
Leen desiroyed. . !
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| 8 DESCRILTICN OF ITEY

BDGO MANAGEMENT RECORDS

A. Disirict Cti{ice Surmary and

Mznageman

conTain summaries of date on

| managemaent emanaving from the cisirict
reports and ihe district office work
of district office operations and func

These files

. Monthty, quarterly and yearly summaries from

both systens.

Transfer to the RC after 5 years,
af{ter 50 years in FRC.

a.

2

2. District office weekly reports.
a.

calendar year in which the meterisal

District Cifice n“JIewS

documants relating to ihe
district office operaticns b
y regional office stafi

plished o analyze

These fil
conduct o7 reviews

district menagers a
These reviews
office's wanagement organnzan!on,
improve paerformarce of the district office
ment and personnei praciices, and procram cpereti
Included are self-appraisal guides, psrscnnel
naires, Disfrict Office Keview Prof»le;
summaries of the comprehensive review;
findings, and dircctly related papers,

OC
()
L
[l

are

results

Destroy afier nex® comparable review.

()

Reaional Office

relati
office

. Documents
, reagicnal
Tive and by the
Staff of the Dtv
: are compleved
. ment, organizaition,
: survey is 1o ausici
performance in all
: onperationns and

Fo
and operations,
the reaionatl office
s of management
ipervision of 1h

-]

sevples, art i ay s lesel, 2o ke valmaitail s the RNalianad Mroa

PR

e
Juc

fvesoed .

®©
[{»]
th
S
(6]
R
[o1]

Destroy

Destroy S years following the closz of the
is dated.

b

memkers
a district
and operaticns to
in manage-

ions
cs

il
T

narrative
and

1OF

|Ie)
ACTICH TAFEIN
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! included are ihe region's seli-appraisai reports,

‘ narrative summaries of the review, results and
findings, menagement quastionnaires and summary,

‘ and all other o.repnly related background raterial

. and papers.

Destroy after next conmparcble review.

D. Service Ares Reviews

Copies of reports prepared by district and branch i
offices containing detailed information and statistics,
relating to preseni populalion by counties and cities, |
growth or declire of population, social and ethnic

factors, economic factors, clalmJ workload, public

contacts, service to the public and to empioyees, and
similar staetistical and mznagement information. ;

Transfer to the FRC when superseded by a new regort.
Rotain pormentntly in the FRC, :

m

i
. Organization Planning and Policy Reports i

These documents relate *o establishing and chenging :
the orgarization, funcrions, and relationships of :
- district and branch offices, resident and contact :
stations, and regioneal offices. Included are organi- ’
zationa!l studies, recorts of work groups and stz
conferences; recorc cogies of organization and funciional
plens: organization cheris, and similar cdocuments. Al
included are startcmenis of orgenizationai policies havirg g
national impact (in the form of memorandz--""See e Iow; '
numbered and unnumbered, and identicals), meroranda : I
that state or clarify BCCOO crganizetional policies, ;
and instructions that arc issued rationally. |

Transfer to 1he FRC a2iter 3 vears. Retain permanenflyf
in the FRC.

.o Distirict Office Status files

.
§
|
|
The=e documents relate fto Tthe opening, closing, or [
' change in scrvice area of disirict and branch offices,l|
' resident stutions, and contect stations. included rL;
propesals wiih rzcomiendations {for anproval, anncunce-i

35 |

ments ot openings and closinns, and similar records.

ine TRC

potmarent by, . R ‘

Tranefer fo the FRC affer 3 y2ars.  Rofain in

~ H I - [P P e e N -
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I G. Service Area Travel Plan and Budget
| |
| This file conststs of Form S5A-2376, Service Areo §
! Travel Plan and Budget, which is Lom,le1ed annually
; by district, branch, and metropolitar bSranch offices.
f They are revieved and ausproved by regicnal offices .
- and subsequenily sabmitted o central office for use |
in preparing the 3D0O service area travel budget for |
f the next two fiscal years. } i
! !
; Dastroy after 5 years. f
1
H. Telecommunications Records }
These records are tetephone service order records
i created in obtaining telephone installiation, changes .
{ or ejquipment for all BDOO components nztionwide. In-
ciuded are reguests, orders, changes in listings
drawings, diagramws, and similar documsnts. i !
' Destroy 2 years after 1ihe year in which the material ;
is dated. ;
4 i
* 1. Spac=z Management Records !
i :
; These documents are zccumulated in reviewing, managing, 5
| and xeeping a record of district office space assign-!

ments for a specific office location in both
Fedorally—ownpd anc leased buildings. Includec ere
Standard Form 81, Reauest for Space: CSA Form 65,
nace Assignment Record; Form SSA-371, Field Facility!
;ac inventory; space utilization reports; maps,
hotographs, and similar records.

) (/7(/7(

Review after 3 calendar years. Destroy zil meterial
not nor?aining to curreni lease or tederai office
cuilding (FCB) assignmznt. Retain lease material

2 yoars Tollmw;ng tre close of the calendar year in |
whicn the leasa expires, except where there has

vcen a dispute batween ihe landiord end ine Governmuen
in which casa refain fcase material for 2 years after’
settlement c¢r other final disposition of +h

-

Fovvvurme |, daciuciue ongaedd, 20 he soheuved 1o tho D oiel Avclives s a Merarde Zegvien
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HOUSEKEELPING ReCORDS

relate to the pericrmance of routine

administrative crerations end in obfaining houseksaping-
type services from the organizations responsitble ior

‘providing Them,

A,

[ws}

Ceneral izragement Records

Documents related to ihe internal management or
general administration of en off These racords
include, but are not limited to:

ico

— e

I. Office internal proccedures, hours of duty, and
individual duties that do not have continuing

applicability.

2. Bureau participation in charitable affairs, such
as blood donations
organizations.

3. Parking, traffic conircl, and similar matiers,

the
!

Destroy | year following ctose of the calendar
2
year in which the material is daved.

Housekeeoing Instructions

and contributicns to charitabl

UMD 4  JO VY

These files consist of insiructions relating to inteanal

housekesping procedures i the preparing office.
Included are copies of tha instructions and reiated
background papars. HNoie: ‘This definiiion doas noft
appiy fTo instructions +nat are
basis.

Uestroy when supersedec or orscleic.

Saiety Reporis

Docurents relating to accident and iire reporting,
inclucing accidant experience reporis. Incluczd are
reports periaining vo ampioves injuries, fatalities,
fires, croverty cams 1 vehicle accidenic,

- u

o
accidont and >, injury ceuse enalysi

and similtar recora
Dostroy after 3 years.,

o o e ol vl A
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|
1
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D.

Office Service and Supnly Records

Documents relating to ordinary supplics and equipment
used by an office; office space and uiiliTies;
cermmunicaiicns, Transporiation, cwstodiai, or oftner
services required by an office; and to tie general
maintenance of an office. These records dnclude, but
are not limited to:

. Requests for supplies, receipts for supplies and
equipment, and similar papers porla:nlng To offic
supply matters.

2. Requests for publications and blank forms, and
other papers relating to-the supply and disTribu—
Tion of publications to the office.

3. Documenis relating io local transporiation and
custodial service reguired by an office.

4. Requests for instailation of telephones, Te!ephon%

extensions, requests for change 1o felephone
directories, and similar papers.

Cestroy 3 years after the close of the calendar year
in which The maierial is gated

Personne! Records

These records consist of working cozies of emplcyee
records used by and authorized for operating and
adninifTraT(ve fevels in SSA. The cofficial ccpics of
thage records are maintzined elsevhere, such as

per sﬁnngl budget, or payroli Olfleo. Includad are
conies of SF-52, Request for Personnel Action,
Supervisory Aptitude Evaluation lorm, cnuloyee
gporaisal, SF-7-B, repori of employce inervie

onfﬁrnlng rating, appraisal, job cenduct, wl’”lﬂ*QFon

rotitication, leave record cerd, SF-10i2, Trave
Voucher, HEw-1, Travel Order, and similar docurants
certaining To individual empioyees,

Crstroy in accordance will Appendix B, Filing and
Reteniion Table (Employee Facords and Files) Chapler
554 Guice -4, Personnel Guide for Supervisors.

'
|
'
.
|
|
f
i
i

1
|
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1
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Office Reference Rscords

These records are maintained fo orovide a source of :
reference materials readily available 1o the office. i

N

Technical end Reference Publications

hese records consist of copies of issuances, i
including reference binders and other nublications :
issed by any element of DAEW, SSA, other Government
agencies, and non-Governmenial organizations, which
are maintained by an office for reference purposes.
These files also include memorandums, letters, '
rmessages, or ofher documents used 1o fransmit
program insiructions in advance of official SSA
issuances.

a. Destroy when superseded, obsolete, or when
no longer needed for reference.

Reading File

(€]

These files consisi of extra copies cf oultgoing
communications, arranged chronologically, which
are msintaired for review by stTaff members.

a. Destioy | year folliowing the celendar year

in which the material is dated. CLarlier dispcsal

is authorize
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