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Social Security ~d~nistra~ion 

1 hereby cetl:iy that I ern a"t:.o,ized to act for the hend of this a;;e"oy in matters pertnin:ng to the Cispollll o! record s, and that the records desertbed ia n:i, li.t 

Ichedule of __ p.;;e. are pr cpc red [or disposa! Ior the reason indicated: ("X" enly one) 

A The r e c o r d s have B Tr.e record, \I. :11c ease to have 5~lt1icic!lt v alue 

D ceased to bave 5t .:"!:. to W:1rC'~!1tiu:::-et r et en r.cn on t a e c:;>trattOn 
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Dept. Records Mgt. Officer 
~ (Da:c) (T.t1e) 

7. 
ITEM NO, (WITH 

8. DESCRIPTION 
I~CLUSIVE DATES OR 

OF ITEM 
RETE'lTID~1 PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION T AKE.'1 

RECORDS RET~TnOlr .4ND DISPOSAL SC2:Dli"LE 
DIS'l'iHC:r C:=-'F'IC~ C'F~?I...,:,_':r1.Ji';S 

(District a~d Bra~c~ Offices) 

I. 

The records described in this Schedule are accumulated 
by the Bureau of District Office Operations pursuant to 
Titles II, XIV, XVI, and XVIII of the Social Security
Act. They are filed in district and branch offices,
BDOO. Not all of the records are maintained in any 
single office, however. 

WOO GEI'SRAL .42XJJ'JISTPATIO]'JRSCORDS 

These records are created as a result of ad~inistrative 
actions t~at are related to an SSA progra~, but are 
only incidental to its perfOTI:lance. 

A. Public In~orI3ti~n Records 

These records consist of correspondence and reports
of teleptone ccnve rsat ions from the public and 
from Con~ressmen, on such watLers as the service 
received in the district o~ branch office, inquiries 
pertaining to Lr.d i,vidual beneficiaries, and related 
concerns. Inc~~ded are copies of speeches given by 
district or br-anch office personnel, a:1Q other public 

c;/~~l~v~~s~n~~;rd~ion:II/:4! d{1
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9. 
SAMPLE OR roa I/O. 

to. 
KTIO'l TrJ<::r, 

Destroy after 2 years. 

2. All O~~er izterial 

Destroy after I year. 

B. BDOO tl:enos 

These memorandums ("See Be lows ," number-ed and 
unnumbered, and Iden~icals), are copies of central 
office issuances, which state or clarify BDOO 
organizational policies or issued instructions. 

Destroy after 2 years. 

C. General Adninistration Notes 

These doc1.Jmentsi'rom 0000 Central Office (IGANs")
highlight new procedures for cLa Lns or management
of the district or branch office. 

Destroy after I year. 

D. Progra~ Circ1.Jl~rs 

These circulars outline new procedures for SSA 
progra~s, such as health insurance, disability
insurance, ret~re~enL and survivor's insurance,
and supple~ental security income. 

Destroy vhen superseded, obso Let e , 
longer needed for reference. 

or when no 

E. Di strict O:'f:'ce\'l::lr1,Re1)()ri: 

This i-;ee:~lyreport s11:::1::arizesthe 
workload for each office. 

total claims 

Destroy arter 2 years. 

..: 
i 
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[ I 
1 F. Precedent ?il~ Records II 
I These records consist of documeds related to claims I 
I which Clave become social security precedents. They I 

are the basis for Co~issioner's Decisions andI
I 

Social Security Rulinss. These claims were initiate4I Iin the district or branch office. 

Destroy 1 year after precedent has been superseded /'
or is no longer valid. 

G. State and Local Covera~e Records I 
I 
I 
!These records consist of background doc~ents 

and copies of the final agree~ent of negotiations 
with states for social security coverage of their 

iemployees. 
I 

Destroy '1 year after termination of agreement. i 
I 

H. Emplover Renorting Records I 
These records consist of copies of correspondence ! 
on employer reporting of social security deductions. i 
Included are State env~eration projects, reportir.g : 
by individual employers of domestiCS, contacts to ;
dissolve discrepancies in reporting, and similar 
docunerrt s , 

Destroy after 1 year. 

I. Survey a!1d At'cit Records 

These records consist of copies of audits and 
revf evs per-f'ormedby the RO or CO in all areas of 
~~nagement and progra~ o~~rations, such as rrail,
clai:c.s,earnings discre:;--9.ncies,teletype nessages, 
ar.d similar daLa. 

Destroy after corrpar'ab audit afternext Le or 1 
year, whiccever is later. 

-.,, 
I 
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J. Eer-efits in FOl'c.eReport I 
This report lists the n~TIber of beneficiaries in 
the service area who are receiving benefits. 

Destroy after 3 years. 

K. Disabilitv Proced.ures Records 

These records consist of procedures for the
 
handling of disability cases by veterans hospitals,

State agenci~s, and other organizations, and
 
includes related correspondence.
 

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

L. Health Procedu.!'esRecords Insu-::oance

These records consist of procedures related to the
 
health insurance progra~. They pertain to providers'

of services in the service area of the district or
 
branch office, and includ.e related correspondence.

Included are State Buy-In Procedures vht ch consist
 
of background documents related to the review by
the RO or CO, n~, of the State buy-in agreement. 
Also included is related correspondence. 

Destroy when su:perseded, obsolete, or when no
 
longer needed for reference.
 

H. S1JD-:;l(';'-'.'2~-;:al-::y Inco::-_,= FroceduresS::cc.:ri (58I)
Rec:)rds 

These r-e cords consist of procedures related to ! 
carryin; o~t the SSI program in the district I. 
offices. 

Destroy vhen cuper seded , obsolete, or When no
 
longer ~eeded ~cr reference.
 

, 
.J 
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N. Se!,-,riC'2 Ir.::o~.3.t ?''2cords·.J.!''3::t ion aY'.dReferral 

These records pertain to bac~~roQ~d information 
relating to commun it y Lnvo Lveraent , such as 
ben'3ficiary ref'2!'ralsto other service agencies,
co~unity relations, related correspondence and 
similar documents. 

Destroy after 2 years. 

o. Field Facilities Records 

These records consist of backgroQ~d ffiaterial 
pertaining to the establishment of new offices,
such as office speCifications, office grade,
service area classificatioY'.s,area resea!'ch, service: 
area reviews, and similar documents. ! 

I 
Destroy 2 years after relocation or close of the I 
office. ! 

P. Check Procedtrre Records 

These records consist of local procedures
established for the processing, auditing, and 
r-evt ev of checks. The checks are returned to 
the district and branch office for social security
overpay~enL, ~ealth insU!'ance benefits, supple-
mental medical insurance benefits, and similar 
instances. Also Lnc Lud ed is SSA-1395, Receipt
and Trans~ittal of nefw"'ldFayments--Premium 
FaymenLs and Returned Benefit Checks, and its 
equi valent. , 

I 

1. Procedures L 

Destroy when superseded, obsolete, or when no 
longer ne~ded for reference. 

2. Form SSA-1395 

Destroy after 1 year. 
-, 
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DIS~R!Cr O??IC~ ?'~CC~~S 

These records accDmulate in processing clai~s ~or
 
social security beneficiaries. :2xclu:ledare pos-t-
ent Lt Ierierrt SOUTce do cumerrts wh Lc h are covered
 
e Lsevhe re ,
 

A. Develo~ent Records 

These records are used in developing initial claims
 
for social security benefits. incl~ded is form
 
SSA-250, District Office Dcvelo7nent Record' and
 
its equi,valent •.
 

Destroy 6 months after completion of developnent. 

B. Direct Trrout SoW'ce Docu"?:ents 

These document s corrtaLn data vht ch is t ransmt t t ed
 
electronically to BDP. The inforwation is entered
 
onto the I'aster Beneficiary Record (I-,3R). Included
 
are FoTI:.sSSA-450, Claims Input Data; SSA-450 ..1.,
 
Also Input Docuwent; SSA-450B, Subsequent Claims
 
Input Short Form; SSA-1418, Clai5s Control Data;

SSA-1551, Direct Dealing Provider Input Horksheet;
 
SSA-2489, ARS Request for Critical Case Pa~~ent,

and equiv~lent forms.
 

Destroy 1 calendar ~onth after receipt of
 
ac£~owledbement fro~ BDP.
 

C. Disabil::" Deter::::'n<::.tR~cordstv i.or. 

These records are prep<::.red d::"stricto~fice in the 
and fon;a~:ded eit her to the State agency or to i 
EDI for a dGte~ination of wh~t~er the case ~eets I'

I 

SSA's definition of dis2~ility. ~he district Iof'f'Lce receives a CC?:~ 0:1 t he d-=te~7.:'r:aticL. In-
cluded is FOTI!l 82).-031, Disa-oiLty I'e-:er:rino.-::.ion 
and ~r3.:!s:Jittal,and i -:s equi.vaLerri, • I 

I 
i 

-JDestroy after 6 morrths , I 
I 
I 
i· 
:'.-- ').' .'.': ~.. ..., 
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7. 
ITEM NO. 

III. HOUSs(s:::?I~~} EECOP.DS 

A. Equi -::::,:·:="tReccrds 

These records co~sist of backgro1h~d naterial 
related to equi.pa.entused Ln the district or 
branch offices, such as copiers, mimeograph 
machines, t~.~iters, microfiche readers, and 
similar equi~ent. This material contains the 
specifications, serial nl~ber, brochures, and 
similar information. Included is Form SSA-1646, 
Statistical Input Data, sent annually to Property
l~nagement Branch, OA. This report surr~rizes the 
results of onsite ins~ections performed by regional 
office or central office personnel. 

Destroy when no longer needed for reference. 

B. Safety Records 

These records pertain to personal safety in the 
distric~ and bra:1ch office buildings. Included are 
the Facility Disaster Control Plan, safety regula-
tions, equi~.en~ safety background material,
questionnaires on occupat LonaL safety made to the 
regior.al office, a~d similar documents. 

Destroy when no longer needed for reference. 

C.- E'nroloveeEealth Records 

These doc umerrts relate to empf.oyee health projects,
such as pre verrti.onshct s, morrthLy report from the 
HSH hea Lt h un i t , and sit::ilarrr;aterial. 

Destroy after 2 years. 

D. Fi~~~cial Recc~ds 

These records cons i st of docunerrts relating to the 
f'LnancfeL cperart ons of t he dLsrri.ctor branch 

,
Ioffi ce . IncLudcd , but not Llrai.t ed to, are: 

.• ! 

1(, - -, _ -: , ) 

http:regior.al
http:equi~.en
http:EECOP.DS
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These records consist of copies of requisitions,:
purchase orders, invoices, receiving reports,

,and comparab Le cont rac t ua L Lnst r-umerrt s for I 

local purchases of equt pnerrt and servlces . 

Destroy after 2 years, except that mat er-iaL 
f'cr transactions raade under the :..irovisionsof' 
ADS Guide BDOO.f:130-34, Sr.zll Purchase 
Procedures (Local Purctase) must be retained 

'f'or3 years f'oLl.cvi.ng the year in which the 
transaction is consummated. 

2. Payroll Authorization Records 

These records authorize persons to pick up 
payroll checks and bonds for SSA employees I 
f'rom the Regional Disbursing Center. Included I 
is Fo~ SF 1195, Reco~endation and Designation
of Agent to Receive and Deliver Checks and 
Savings Bonds, and equivalent documents. 

Destroy when superseded. 

3. Errmloyee Payroll ?rror Records 

These records are used to report payroll 
errors to HZ..l , Ir:cluded is fOITl ®.1-41l,
Payroll Notification FOrTI, and m;,·1-4llA,
Error Not ice and equivalent document s . 

Destroy after 1 year. 

4. Telen~one Bills 

These records are copies of bills, the 
originals of vhi.ch are sent to OA Financial 
Management. 

Destroy after 6 ~cnths. 

5. Petty Cash Voucl:ers 

Reimbursenent Voucher, SF 1129, or equivalent
docu:nents. 

Destroy after 3 ye~rs.---------_._--------------------------------_._-------------------
rogz copiCI,. inc1o.d.t.nq onqinal, to be aubnuUcd to the National A(c-Rives o.nd...Records SCI vice 
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--------11---------------------------------------------------------1---------
E.	 Dis~rict Office Becuritv Records 

These records consist of correspondence relating
to the security of the district or branch office, I 
such as arrar.geme~ts for guards, reports of thefts,
issuance of keys to authorized persons, and 
similar docDments. 

Destroy when no longer needed for reference. 

F.	 Tra veI and Parkin'S Records 

These records consist of documents related to 
travel of district or branch office personnel.
Included are documents related to the use of 
Gove rnnerrt vehicles, such as requests for 
official parking permits, and similar documents. 
Also included are Forms ~J-l, Travel Order,
8F 1012, Travel Voucher, 88A-2376, 8ervice 
Area Travel Plan and Budget, and similar 
docum.ents. 

Destroy after 3 years. 

G.	 Office Service and SU1':mlyRecords 

These documents relate to ordinary supplies and 
equipment USed by an office; office space and 
ut~lities, co~unications, transportation,
custodial, or other services required by an 
office; and to the general ~aintenance of an 
office. These records include, but are r.ot 
limited to: 

1.	 Requests for supplies, receipts for supplies
and equip~ent, and si~ilar papers pertaining 
to office supply matters. 

2.	 Requests for publications and blank forms, and 
otl:er paper-s reLat ed to tile supply and distri-
bution of pub LicatLons to the office. 

3.	 Doc~ents related to local transportation and 
custodial service required by an office. 

--------------------------------_._------- ----------------------
Fou..ceerie., including oJ'iqinal, 10 be .ubmitrcd to the NationCll Archives and Re cee ds Sc~vjce GP,:).; r~:'-O-':'Il-~ 
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3. 
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IJ 

4. Requests for installation of telephones, 
telephone extensions, requests for chan~e 
to telephone directories, and similar papers. 

Destroy after 2 years. 

H. Training 

These documents pertain to the training of district 
and branch office personnel. Included is summer 
training of students, and other nonagency
personnel. Included is background material for 
training, such as brochures and schedules for 
courses sponsored by the Civil Service CommiSSion,
GETA, SSA Central Office, and related material. 

Destroy after 1 year or when no longer needed for 
reference. 

I 

: 

I. Overt irleRe"POrt 

This weekly report contains information on overtime 
worked by district and branch office personnel.
The infornation is consolidated in the RO and 
f'crwardcd to CO. 

Destroy after 1 year. 

s», P~SOI~'}.J"ELRECORDS 

These records cover those maintained by both 
district office and by the branch of~ice. 

A. Onerati~~ Officials' Personnel Records 

the 

_________ 

These records consist of working copies of 
erapkoyees records. T:--,e official copies of these 
records are ~aintair.ed in the official personr.el
folders in t be DH2-l Re gi or.aL Personnel Office. 
Included are cop~es o~ S?-52, Request for 
Personne L Act ion; empl.oyee appraisals, emp.Loyee 
records cards, within-grade notifications; reports
of emp'Loyee ir.ter-/iewconce rrn.n ; rating, appraisal, 
and .~.~,:;:r;C'~:d~·c:.~r.c1 sir:ilar dociment s pertaining
~.'..:Q~::J._.,(.L:,~?_.~':- ..l:._t:-_~~I?:_~l~~r~~~_. ... .____ _ _ 

Fo.., C'opies, iudadL..:l9 Ol'ici',,'ol, to be lu..bntittcd to the NahonQ.} ,,',chives and Reocol'ds SCI vice 
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Destroy in accordance \-lith Append i.xB, Filing
 
Retention Table (Employee ~ecords and Files);

Chapter IX, SSA Guide 1-4, Personnel Cui.de for
 
Supervisors.
 

B.	 Employee :LealreRecords 

Destroy in accordance wi th General Records 
Schedule No.2, Exhibit 1, ADS Guide 40-2. 

C.	 ~nuloYffientRecords 

These doc~nents pertain to employment in the
 
district or branch office. Includeo, but not
 
limited to, are:
 

1.	 Local vacancy announcements. 

2.	 Requests for transfer into and out of the
 
district or branch office.
 

3.	 FSEE and college recruitment. 

4.	 Summer aide employment. 

5.	 Promotion comnittee establishment. 

6.	 Position descriptions. 

Destroy when super-seded, obsolete, or vhen no longe
needed for reference. 

D.	 SSA ft.nr.ou!1ce~entVacancy	 s 

These records include central vor-Lg Lnetedof'f'Lce

teletype anncuncenerrts of SSA vacancies for
 
grades GS-14 8.!1daoove, vacancy announcements
 
issued in the field by the Rebional Personnel
 
Offices, and.sinilar announcements.
 

Destroy after 3 months. 

Fo"D-tco pic., inc:ladulg Oltqlnol, to b~ .ublnlttcd to the National Archives and Record.s SCl'vic;e ("i'Q li...-O-;11-J 
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v. OFFICE R.:--::::S?~~~CERECO~.DS 

These reco~ds are Laintained to provide a source o~ 
readily available reference n:aterials for an o~fice. 

A. Readin~ Files 

These files consist of ercra copies of outgoing
commQ~ications} arranged chronologically, which 
are maintained for revie~ by staf~ members. 

Destroy a~er 1 year. 

B. Technical and Reference Publications 

These records consist of copies of issuances, 
including reference binders and ether publications
issued by any eLeraerrt of DI-IEI,'l, SSA, other 
Governm~nt agencies, and non-GoverrE.ental 
organizations, ,·l:'l::'chma Lrrt aLned an officeare by
~or reference purposes. These files also include 
memorandums, letters, messages, or other documents 
used to transmit program instructions in advance 
o~ o~~icial SSA issuances. 

Destroy when super seded , obsolete, or when DO 

longer needed ~or reference. 

FoUS' C'opie., inch:ading originaJ, to be .ubnUlted 10 the National Archives cnd Record" Service ~fO ",::--0-,11-J' 

http:R.:--::::S?~~~CERECO~.DS

