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RECORDS RETENTION A~D DISPOSAL SCHEDULE
 
HEADQUARTLTS OHBUDSHAN RECORDS
 

The following categories of records relating to the
 
ombudsman program are maintained by the Office of External
 
Aifairs (OEA), Office of Intergovernmental Relations and
 
Public Concerns (OIRPC). The ombudsman prograQ was
 
directed by OEA and its operations analyzed and evaluated
 
by a private contractor. The program was operational for
 
1 year and is presently being disbanded. As the program
 
was an experimental one and may, at some future time, be
 
implemented, certain categories of records will have
 
long-term value. Copies designated as record copies are
 
those maintained by OEA, OIRPC.
 

1. Instructions File 

Copies of procedural Lns t ruc t ion s in manual form relating

to the op erat Lon of the ombudsman program and distributed
 
to all ombudsman .progrJm staff. Also included are pre-
liminary versions of the.'manu al, and other related
 
backGround documents.
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IlL'''' NO (Wllh l"clu,lve Oall:~ or Hvlcnl,Oll r.-"od~)	 .V. Tor", T/.":(PlJUU 1.0 

months aft.er puhlica-
tion of I'Ln a i r cpo r t , ~.P.tMJ<~:;l:e..Ay'-'iJti:s.Ahh,e!ul!¥~e~!\ Off er 
to NARS 10 "ears a f t e r nu bl Lca t i on of the final I' norte 

b. Other 
V Hanlla1 ~ic~ 

Destroy after 1 year or when no lonr,cr needed for 
r-ef er cncc , whichever is later. 

c. Background Documents 

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

2. Historical and Reference File 

A file containing historical and reference materials 
re la t Ing to the program. Documents in the file include 
rcfer~nce mat~rials relating to the ombudsman program
in other Government a[,encies and historical documents 
accunulcted in the development of SSA's ombudsffian program. 
Exa+p Lc s of the s e historical nc t c r La Ls include questi.on- i 
n a Lr es , f o r:-, , publicity ma t e r ia Ls , evaluations, and I 
c o r rcr.pond cn c e and rnr-mor an dur-s on previously suggested
ombu ds.rnan-cty po programs. 

Rcv i.cw f ilc and d cs troy those d ocum cn ts wh ich do not h av c 
con t i nu ing r c Lcv an cy , Transfer remainder of the file to 
t:hc SSt. Holding Area 6 months after publication of the
 
final report. Destroy 10 years thereaftcr.
 

3. Pub l I c Con t ac r Forms 

Copies of Forms SSt.-3!~75, Ornbud srnnn Summa ry Con t ac t Sheet, I 
and SSA--3l176, Ombud sm.m Initial Con t a c t , f o rwa rd cd to I 
OE/\ a f t or p ro cc ss Jng by the cou t rac t.or , These' forms are 
t1.e source documents for stalisticnl and management rcport~
produ(,ed hy OEA. 

Dpstroy 6 months after publicntion of fin3l report. 

Computer r cpo r t s and related c ornput c r punr-hcn rd-: dov o Iopr-d 
from information contained on I o rrns SSA-3/,7'J ,II1U SSJ\-V;7(,.-
These' a re u s r-d by OEt. f o i s tn rLr.t.Lcn l cvn lun t.Lon <111<1 

man<l[;elllcptann Ly ses . Ln I'orm .n t.Lon on t h o reports cou s Ls t s 
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7. 8. OESCRlrTION OF Il[M 9 I -SAMrL[ on 10 
I1EM NO (WIth tnctus.ve Oate-s or n~le"llon Peroods) JOB NO AeTlor. TAK( tJ 

of numhe r of cases by social security program (Title II 
or Title XVI), number by 10caLion, and type of 
problem (nonreci cp t of check, claims d cvc-Lcprncn t 

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

Destroy I year after publication of final report. 

s. 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 recomrnenda t ions. 

Re':Jort. 
a. Record ~~of Each Quarterly ~nfr~~~Y~~0~~ 

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. R e cor d C 0 C) 'J 0 f Fin a 1 R e ::)0 r t. P ERI"V\NEN T • 

Transfer to the SSA Ho1din~ Area 6 months after p\ b-
1ication. Offer to NARS Hhen 10 years old. 

11~-203 Four coplas , Including orlgll\al. to bo subrnilled to tho National Archlvos STANDAflD rORM 11S-A 
n('vl~.('<1 ~llJly lQ7~ 
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