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RECORDS RETENTION AND DISPOSAL SCHEDULE
HEADQUARTL]’S OMBUDSMAN RECORDS

The following categories of records relating to the

Arfairs (OEA),

ombudsman program are maintained by the Office of External
Office of Intergovernmental Relations and
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©115-107 -

Public Concerns (OIRPC).
directed by OEA and its
by a private contractor.

The ombudsman progran was
operations analyzed and evaluated
The program was operational for

1 year and is presently being disbanded. As the program
was an experimental one and may, at some future timec, be
implemented, certain categories of records will have
long-term value, Cdpies designated as record copies are
those maintained by OEA, OIRPC.

1. 1Instructions File

Copies of proccdural instructions in manual form relating
to the operation of the ombudsman program and distributed
to all ombudsman program staff. Also included arc pre-~
liminary versions of thc manual and other relatced
background documents.
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a. Record Copy of the Manual

%?ggg}ggNg& the SSA Holding Arca 6 months after publfca-

tion of final report. RestroyAfxyrorsrtherenfkecss Offer

to NARS 10 years after nublication of the final rgorort.
b. Other Manual Copiecs

Destroy after 1 ycar or when no longer needced for
refercence, whichever is later,

¢. Background Documents

Destroy after 1 year or when no longer nceded for
reference, whichever is later.

2. 1Historical and Reference File

A file containing historical and reference materials

relating to the program. Documents in the file include

reference materials relating to the ombudsman program l
in other Government agencies and historical documents i
accunulated in the development of SSA's ombudsman program.

Examples of these historical moterials include question-

naires, forums, publicity materials, evaluations, and
correspondence and memorandums on previously suggested
ombudsman-type programs.

Review file and destroy those documents which do not have
continuine relevancy. Transfer remainder of the file to
the SSA Holding Area 6 months after publication of the
final report. Destroy 10 years thercafter.

3. DPublic Contact Forms

Copices of Forms SSA-3475, Ombudsman Summary Contact Sheet, .
and SSA-3476, Ombudsman Initial Contact, forwarded to

OEA after processing by the contractor. These forms are
the source documents for statistical and management reports
produced by OEA.

Destroy 6 months after publication of final report.

4, Statistical Reports

Computer reports and related computer punchecards developed
from information contained on foims SSA-3475 and SSA-3476.
These are used by OEA for statistical cvaluation and

managemert analyses. Information on the reports consists
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of number of cases by social security program (Title II
or Title XVI), number by location, and type of

problem (nonreciept of check, claims devclopment

problem, representative payce issue, poor service, etc.).
Also included are manually developed charts, recording
and comparing specific information from the computer
reports,

Destroy 1 year after publication of fimnal report.

5. Contractor Reports

Quarterly reports and a final summary report received
from the contractor. The reports contain statistical
information and an evaluation of the ombudsman program,
Reports include information on the availability of
service to the public, user satisfaction, kinds of
services offered, number of cases handled, public
reaction, and employee understanding of the service.
Reports also contain statistical tables, conclusions,
and recommendations,

Re»nort,

a. Record Copy of Each Quarterly % IXiRATXRepHEX

Transfer to the SSA Holding Area 6 months after publica-
tion of final report. Destroy 10 years thereafter.

b. Other Copies

Destroy when administrative value ceases.

c. Record Cony of Final Resort. PERMANENT,

Transfer to the SSA Holdina Area 6 months after pj
lication. Offer to NARS when 10 years old.
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