
REQUEST FOR RECORDS bJ.JPOSITION AUT_HO~ITY 
JOB 1'-'~·~j~1g~ =o 7~ 

To:	 NA T10NAL ARCHIVES & RECORDS ADMINISTRATION Date received 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 r/;D/OcfY
1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

Railroad Retirement Board 
In accordance with the previsions of 44 USC 3303a, the 
drsposiuon request, including amendments, IS approved 
except for Items that may be marked "drspositron not 
approved" or 'withdrawn" In column 10 

2 MAJOR SUBDIVISION 

Office	 of Programs 

3 MINOR SUBDIVISION 

Office of Policy and Systems 

5 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES 4. NAME OF PERSON WITH WHOM TO CONFER 

(312) 751-3363Charles Mierzwa	 ~~~9 (~ .. ; di-'-'A" ) 6 ) 

6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of ItS records and that the records 

proposed for disposal on the attached _3_ pagers) are not needed now for the business for this agency or Will not be needed after the 

retention penods specified, and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the 

GAO Manual for Guidance of Federal Agencies, 

~s not required	 D IS attached, or D has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE	 TITLE

~~.o~C7-{~
q-g-200~ Charles Mierzwa	 RRB Records Officer 

7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED 10 ACTION TAKEN 
JOB CITATION (NARA USE ONLY) 

(1 )	 Railroad Retirement Board (RRB) Imaging System NI 184-99-01
 
Item 12-1
 

115-109	 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed	 by NARA 36 CFR 1228 



DESCRIPTION OF ITEM AND PROPOSED DISPOSITION
 

Item 10-5 Railroad Retirement Board (RRB) Imaging System 
Digital Imaging system that captures, stores, retrieves and processes a wide variety of claims-
related Railroad Retirement Act (RRA) and Railroad Unemployment Insurance Act (RUIA) 
documents 

Ite.m ,	 (a)(1) RRA Imaging System Data 
System component consisting of digital Images of scanned or directly input documents (from other 
electronic systems/applications), that serve to provide life-cycle documentation of an annuitant and 
their family member(s) eligibility to benefits under the RRA 

Records Include, but are not limited to, applications for benefits, evidence of entitlement; the RRB 's 
decisions and awards and the underlyrnq computations; changes in benefit status (including the 
suspension and termination of benefits), representative payee development and monitoring, income 
tax withholding, post adjudicative monitonnq efforts, overpayment recovery/debt-collection 
documents, and related correspondence, word processing records and E-mails 

Proposed Disposition: Destroy/delete mdivtdual claimant data 7 years after the close of the fiscal 
year determined to be inactive 

s.c:.~eJl.lIe.J	 base 

GRS. aD,
Item 9	 Proposed Disposition: Destroy/delete With related RRA Imaging System data. 

sc.1 JeA kJ (a)(3 ma in Scanned Documents 
e Series consists inal hard copy (paper) RRA - related documents scanned Into the Imaging 

GRS ao, system by RRB headqu and field office staff Records include, but are not limited to, 
~ applications for benefits, evidence ntitlement, RRB's decisron and awards; the underlyrnq

Item 2Q:~) computations; changes in benefit status, Inc he suspension and termination of benefits, post-
adjudicative efforts including representative payee dev ent and morntonnq activity, Medicare, 
income-tax Withholding, overpayment recovery/debt-collection, a ted correspondence, word-
processing records and E-mails 

Proposed Disposition: Destroy 90 days after the date scanned into the system or after com pie 
of the quality assurance process, whichever IS later 

Sc:.heJt.{\eJ (b)(1) RtJfAJm~~vstem Data 
System compon~ sting of digital Images of scanned or directly Input documents (from other 

N\-\~L\ -9q-1 electroruc systems/apphcatid rrently captured on optical disk, that serve to provide
It I I documentation of an applicant's apphcatio laim(s) for Sickness and unemployment benefits, 

em payment or denial activity and any associated debt-co activity Records Include, but are not 
limited to, Sickness and unemployment applications and claim for , rds related to the payment 
or denial of benefits, Including notices of late filing and separation allowanc, A Lien Notice 
Files, records documenting the debt notification and debt recovery process, an ed 
correspondence, word processing records and E-mails. 
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Propose-a- Disposif stro /delete claimant data 6 years and 3 months after the end of the 
benefit year unless debt-recovery action ISI elete debt-recovery related data 6 
years and 3 months after recovery has been completed or waived 

e 

Proposed Disposition: Destroy/delete with related RUIA Imaging System data. 

SCheJLlU in Scanned documents 
GRS ac Series consists 0 I hard copy (paper) RUIA-related documents scanned Into the Imaging 

~ ) system by RRB headquarters eld office staff. Records include, but are not limited to, sickness 
.Item a.o..l...~	 and unemployment applications and c· orms, records related to the payment or denial of 

benefits, Including notices of late filing and separa I owances, RUIA Lien Notice Files; records 
documenting the debt notification and debt recovery process, related correspondence, word 
processing records and E-malls 

Proposed Disposition Destroy 90 days after the date scanned Into the system or affe 
completion of the quality assurance process, whichever is later 

5cheJuleJ ~terim Processing Files 
Series <::: SIStSof electronic files including Tagged Image Files (TIF), Text Files, Document 

GR5 aJj) Definition FI (DDF), and static and variable system files 

Item a. b 

Proposed Disposition: Delete upon processing 15 

(2) Static and variable files 
Electronic files created upon processing of TIF and DDF files by id Batch Entry (RBE) program 
that is maintained on a fileserver and used to facihtate workflow and In nal processing Inactive 
static and variable files are copied to optical disk creating the "archival" or "r rd copy" Static files 
consist of imaged documents Variable files consist of electronic form Informal! such as name, 
SS# etc. Variable file information changes when the electronic form is modifre d include 
information regarding when an image IS accessed In workflow or when an attachment 0 

added 

Proposed Disposition: Copy inactive files to optical disk when Internal processing IScompleted 
and delete. 

ScheJulJ ement Information Re orts 

GRC; B.C) 
Item I" 

Proposed Disposition Destroy/delete when 3 years old or no longer needed for admlnls 
whichever is sooner 

Page 2 



co \ I I I lectronic Mail and Word Processin Co ies 
.;;lc..h edu acI 

Electro opies of related records that are created on electronic mall and word processing systems 
GR~ ~ and used so generate a record keeping copy (see Items (a)(2) and (b)(2) for record keeping 

I copies) Also inclu ectroruc copies of records created on electronic mall and word processing 
ItBIn~ l~ systems that are maintain r updating, revision. or dissemination 

and 14	 (1) Copies that have no further adrmrus e value after the record keeping copy ISmade Includes 
copies maintained by mdivrduals In persona s, personal electronic mall dtrectones, or other 
personal drrectones on hard disk or network drives, copies on shared network drives that are 
used only to produce the record keeping copy 

Proposed Disposition: Destroy/delete within 180 days after the record 

(2) Copies used for dissemination, revision or updating that are maintained In addition 
keeping copy 

Proposed Disposition: Destroy/delete when dissemination, revrsron, or updating IS completed 

Certification 
I have reviewed the record descnptions and their respective proposed dispositions for the Railroad 
Retirement Board Imaglng System that are listed on the previous pages I am of the opimon that the 
records Will be maintained for a period of time sufficient to protect the legal, and financial rights of 
the Government and of people directly affected by the Railroad Retirement Board's activities 

TDtte 

q IE Iz,dlJ >L 
Date 

Date 
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Explanatory Notes 
Railroad Retirement Board (RRB) Imaging System 

Background 
The RRB utilizes a digital imaging system, currently divided into two subsystems which provide for 
the storage, retrieval and processing of most' Railroad Retirement Act (RRA) and Railroad 
Unemployment Insurance Act (RUIA) documents 

The RRA portion of the system, though currently an unscheduled series, has been reviewed and 
evaluated previously by NARA staff as part of RRB submission NI 184-02-01 (withdrawn by RRB) 
and was determined to be non-permanent. The RUIA portion of the system has been previously 
appraised by NARA and is a scheduled record series under authority granted by NARA (NI 184-99-
01) 

With the submission of the SF-115, the RRB proposes to combine the two series, while also 
providing for the expansion of Imaging to RRB field offices thereby allowing them to process "field 
office only" records as well as items that they now mail in to RRB headquarters for scanning It is 
the RRB's intent to have more than half of all field offices scanning their own records by the middle 
of FY 2008 with full-scale field implementation by mid FY-2009. 

The RRA portion of the system consists of scanned or directly Input documents that serve to provide 
fife-cycle documentation of an annuitants and their family member(s) application for benefits under 
the RRA. The system will eventually replace RRA paper claim folders over a period of years 
Records maintained by the system include, but are not limited to, applications for benefits, evidence 
of entitlement, the RRB's decisions and awards, the underlying computations, changes in benefit 
status, including the suspension and termination of benefits; post adjudicative rnorutorinq efforts 
including representative payee development and monitoring activity; Medicare, Income tax 
withholding; overpayment recovery/debt-collection documents, and any related correspondence, 
word-processing records and E-malls 

The RUIA portion of the system consists of scanned or directly input documents that serve to 
document activity related to an applicant's application and claim(s) for RUIA sickness or 
unemployment benefits and any related adjudicative actions Including, denial actions, follow-up, 
debt-recovery, or other adjudicative actions and any related correspondence, word-processing 
records and E-mails 

The system receives input from interim electronic processing files (generated from the scanned 
documents or documents directly input from other information systems) and are used to facilitate 
workflow and mternal processing. After a period of inactivity, the data these interim processing files 
contain is transferred to optical disk (creating the archival record). The system also generates 
miscellaneous statistical and production reports for management purposes 

Justification of Proposed Disposition(s) 
The descriptions of the records and their proposed dispositions were developed as a result of a 
cooperative effort between RRB records management, program, legal and Inspector General staff 
and are designed to meet the RRB's legal, fiscal and administrative needs 

1 Certain documents associated with the administration of the disability program under the RRA are not 
currently Included with this system, but are being maintained In hardcopy document files (See Railroad 
Retirement Act Claim Folders (NARA 184-08-01» 
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The RRB has proposed the following dispositions: 

Item 10-5 Railroad Retirement Board (RRB) Imaging System 

(a)(1) RRA Imaging System Data
 
Proposed Disposition Destroy/delete individual claimant data 7 years after the close of the fiscal
 
year determined to be inactive.
 

The RRB Will periodically Inactivate system data. We will use the same criteria to identify inactive
 
system data that we have traditionally used to establish inactivity for a claim folder .. a claimant's
 
RRA data Will be defined as inactive if all benefits Including lump-sum and residual have been paid,
 
there are no outstanding erroneous payments, and there appears to be no future eligibility under the
 
RRA or Social Security Act The RRB's legal, fiscal and administrative needs are met by the
 
proposed disposition
 

(a)(2) RRA Imaging SQl Indexing Database:
 
Proposed Disposition: Destroy/delete with related RRA Imaging System data.
 
The proposed retention ISconsistent with NARA General Records Schedule (GRS) 20 Item 9 and
 
satisfies the RRB's legal, fiscal and administrative needs
 

(a)(3) RRA scanned documents: 
Proposed Disposition: Destroy 90 days after the date scanned into the system or after completion 

of the quality assurance process, whichever is later. 

The RRB's Office of Programs and Office of Inspector General have agreed that all hard copy
 
documents scanned Into the system can be disposed of 90 days from scan date provided that
 
required quality assurance (QA) actrvitres are completed. The proposed contingent retention
 
requires that QA activity be completed before any disposal action can occur. The RRB's legal, fiscal
 
and administrative needs are met by the proposed disposition
 

(b)(1 )RUIA Imaging System Data
 
Proposed Disposition: Destroy/delete when 6 years and 3 months after the end ofthe benefit year
 
created unless debt-recovery action ISindicated Destroy/delete debt-recovery related data 6 years
 
and 3 months after recovery has been completed or waived
 

Since last scheduled by NARA (NI 184-99-01) the use of the RUIA Imaging System has been
 
expanded to Include documents associated With debt-recovery records. Given the nature of debt-

recovery and GAO-approved dispositions, the disposition has been modified to account for claims
 
data wlthlwlthout associated debt-recovery documents The RRB's legal, fiscal and administrative
 
needs are met by the proposed disposition
 

(b)(2) RUIA Imaging SQl Indexing Database:
 
Proposed Disposition: Destroy/delete with related RRA Imaging System data.
 
The proposed retention is consistent With NARA General Records Schedule (GRS) 20 Item 9 and
 
satisfies the RRB's legal, fiscal and administrative needs
 

(b)(3)RUIA Scanned documents
 
Proposed Disposition: Destroy 90 days after the date scanned into the system or after completion
 
of the quality assurance process is completed, whichever is later.
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The RRB's Office of Programs and Office of Inspector General have agreed that all hard copy 
documents scanned Into the system can be disposed of 90 days from scan date provided that 
required quality assurance (QA) activities are completed The proposed contingent retention 
requires that QA activity be completed before any disposal action can occur The RRB's legal, fiscal 
and administrative needs are met by the proposed disposition 

(c)lnterim Processing Files 
The proposed senes will consist of electronic files (Including Tagged Image Flies (TIF) and 
Document Definition Files (DDF) which contain input documents that are maintained In batch file 
format on a fileserver and used to facilitate workflow and internal processing. When the internal 
processing on these electronic files is completed they become Input to the RRB optical disk The 
RRB's legal, fiscal and administrative needs are met With the proposed disposition 

(1 )Tagged Image Format Files (TIF) and/or Textfiles, and Document Definition Files (DDF) 
Proposed Disposition: Delete upon processing by imaging system 

TIF's are files created when items are scanned or directly input from other systems. When TIF's are 
processed by the scanning software, Document Definition Files (DDF's) are created. DDF's help 
define which TIF belong to which document e.g. Document 1 might be TIF's 1,2,3,4, and 5 
Document 2, TIF's 6 and 7 Text files (such as word processing documents) can be attached to 
imaging documents. Static and variable files are created upon processing of TIF and/or text files, 
and DDF files by a Rapid Batch entry (RBE) program that is maintained on a fileserver and are used 
to facilitate workflow and internal processing. Once the Static and Variable files are created, the 
TIF's and DDF's are no longer needed and thus are deleted The RRB's legal, fiscal and 
administrative needs are met by the proposed drsposmon, 

(2) Static and variable files 
Proposed Disposition: Transfer Information to optical disk when Internal processing IScompleted 
and delete. 

Static and vanable files created by processing of TIF, and/or text files, and DDF files by a Rapid 
Batch Entry (RBE) program Maintained on a fileserver and used to facrhtate workflow and internal 
processing, these electronic files become Input files to the RRB optical disk when internal 
processing is completed. The RRB's legal, fiscal and administrative needs are met by the proposed 
disposition 

(d) System Generated Electronic Management Information Reports 
Proposed Disposition: Destroy/delete when 3 years old or no longer needed for administrative 
use, whichever IS sooner. 

The proposed series consists of vanous recurring and hoc electronic reports generated by the 
system that provide information to management officials regarding work activity. The RRB's legal, 
fiscal and administrative needs are met by the proposed disposition 

Item 10-1 (e) E-Mail and Word Processing Records 

(e) Electronic copies of related records that are created on electronic mail and word processing 
systems and used solely to generate a record keeping copy (see Items 10(b) and (e) for record 
keeping copies). Also includes electronic copies of records created on electronic mall and word 
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processing systems that are maintained for updating, revision, or dissemination. 

(1) Copies that have no further administrative value after the record keeping copy is made. Includes 
copies maintained by individuals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the record keeping copy. 

Proposed Disposition: Destroy/delete within 180 days after the record keeping copy IS produced. 

(2) Copies used for dissemination, revision or updating that are maintained in addition to the record 
keeping copy. 
Proposed Disposition: Destroy/delete when dissemination, revision, or updating is completed 

Proposed disposition for this series is consistent with NARA guidelines for these types of records 
and meets the RRS's legal, fiscal and administrative needs 
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