
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER N1-478-11- 5 

To NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date recelvedt;" / ~1sL/;1
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 

FROM (Agency or establishment) 

Office of Personnel Management 

2 MAJOR SUBDIVISION 
In accordance with the provision of 44 U S 3303a, the Office of the Chief Information Officer disposition request, Including mendments, IS approved 

r.:--=-:;-:-=:-=;-===-:-:--------------------j except for Items that may: e marked "dl position not 
3 MINOR SUBDIVISION approved" or "Withdrawn" I column 10 

Retirement and Benefits- Services Onlme (SOL) 

5 TELEPHONE NUMBER DATE4 NAME OF PERSON WITH WHOM TO CONFER 
202-606-4558Patsy Bruton 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency m matters pertamm 0 the dtsposition of ItS records nd that the 
records proposed for disposal on the attached __ 4_ page(s) are not needed ow for the busmess for this agenc or Will not 
be needed after the retention periods specified, and that written concurrenc from the General Accountmg Offic , under the 
prOVISIOnsof Title 8 of the GAO Manual for GUidance of Federal Agencies 

D ISattached, or D has been re uested 
NCY REPRESENTATIVE TITLE 

Patncta Cap Records Officer 
9 GRSOR 10 ACTI N TAKEN 7 ITEM NO SUPERSEDED JOB (NARA U E ONLY) CITATION 

Services Onlme IS us to support the
 

mISSIOnof Retirement Servic SOL provides CIVIl
 
service retirees and survrvo annuitants the ability to
 

access their annuity pa ent information and can
 

make request and or c anges listed below
 

Approxim ely two and a half rrnlhon
 

customers hav access to Services Onlme It
 
receives app ximately 150,000 ViSItSper day The
 

p cesses over 10,000 transactions per 
Annuitants also use SOL to VIew their 

statements Services Onhne provides the 

wmg retirement services on demand to
 

uthonzed users
 

• change Federal mcome tax
 

wrthholdmgs,
 

• change state mcome tax withholdmgs, 

• view/print/request duphcate Form
 

1099-R's,
 

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



• esns.ush allotment to an 

orgamzations, 

• change maihng addresses, 

• sign up for direct deposit of annuity 

payments, 

• set up checkmg or savmgs allotments, 

• VIew annuity statements 

• VIew history 

Smce It resides on the same server as SO , 
the Student Self-Certification System (SSC IS 

mcluded m this system SSCS IS a self-certif anon 

tool Usmg a secure web-based service ehvery 

system, students receivmg annuity 

benefits can certify whether they ar eligible for 
contmumg benefits based ful time school 
attendance The SSCS ISused mst d of completmg 

the paper form Retirement & I surance (RI) Form 

25-14, "Self-Certificanon 0 Full-TIme School 
Attendance for the Schoo Year," Note to be 

eligible, an applicant mu be a surviving child of a 

former Federal empl ee or annuitant and an 

unmarned, full-time udent between the ages of 18 

and 22 

bmissions are compiled on a daily 

baSIS and tr ferred to change legacy retirement 
system's match processmg Information displayed 

on the we SIte ISupdated on a daily baSISWIth batch 

file tra fers reflectmg current school cernfication 

legal authonty IS 5 Umted States Code (USC), 
hapters 83 and 84 The authonty for mamtenance 

of the system mcludes the followmg WIth any 

reVISIOns or amendments Section 3301 and 

chapters 83, 84, 87, 89 and 90 of title 5, Umted 

States Code, Pub L 83-598, 84-356, 86-724, 94-
455, and 106-265, and Executive Order 9397 
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ITEM # TITLE/DE~CRIPTION RETENTION &
 
DISPOSITION 

INPUTS. 

1 CIvIl service retirees and survivor annuitants 
usmg the SOL system can make changes to 
their withholdmgs from annuity payments 
These changes are used to update OPM's 
legacy retirement systems for benefit 
payments 
Student survivor annuitants use SSCS to 
subrmt their school enrollment mformation 
which IS needed to determme their contmumg 
ehgibility for benefits 
Forms used for the collection of mformation 
mclude the followmg 
RI 16-28 Authorization for DIrect Payments 

20 yrs 

4-

RI 25-14 Self-Certification of Full-TIme 
School Attendance for the School Year-
Read More at RI 25-27, RI 90-12, Get 
Instructions RI 25-14A, OMB No 320 -0032 

RI 25-15 Notice of Change m Stude t's Status 
- Read More at RI 25-27, RI 90- ,OMB 
No 3206-0032 

RI 25-49 Venfication of Fu 
Attendance - Read More 
12, OMB No 3206-021 

-TIme School 
RI 25-27, RI 90-

RI 38-128 It's TIme SIgn-up for DIrect 
Deposit, OMB 32 -0226 

MASTER FILES. 

Information collected m the SOL system System TEMPORARY. 
mcludes Name, Claim Number, Date of BIrth, 

2 

2 



ITEM # TITLE/DECI~RIPTION 

Social Secunty Number, mailing and email 
addresses, tax and allotment information, and 

financial information Information collected 

for SSCS mcludes School Attendance 

information, Name, Claim Number, Date of 
BIrth, Social Secunty Number, and Mailing 

Address 

SOL and SSCS mformation IS shared 

with the followmg 

Retirement Services 

• Chief Information Officer 
(CIO) (specifically TRB Data Center 
Benefits Systems) 

• Human 
Management Solutions, HR 

Technology (HRTT) 

The purpose for the 

information 

The information IS provided to 

Retirement Services smc It for benefit 
management purposes 1 accordance to the 

legal authonty of TItle These operational 
needs mclude updati g the payment address, 
startmg/stopping allotments, requestmg 

duplicate 1099 s, contmuation of student 
benefits, and ther customer service related 

activities 

The mformation IS provided to 

the and HRTT for the purpose of 
auto ated technology solutions to process 

uity updates 

he SOL and SSCS mformanon is stored 

within the OPM domam Usmg a secure 

OPM mternal file transmission transactions 
are sent in bulk to the OPM's legacy 

retirement processmg systems for benefits 
management activities ThIS mternal OPM 

transmission ISbetween the TRB Washmgton 

Data Center and Human Resource Solutions, 
HR Management Solutions, HR Tools & 

REIENTION & 
DISPOSITION 

Destroy or delete when 
superseded or obsolete 0 

whichever comes first 

3 



ITEM # TITLE/DE~~RI PTION REIENTION & 
DISPOSITION 

Technology 

3 OUTPUTS. 

The mformation system outputs requested 
from SOL mclude mdrvidual's monthly 
annuity statements and duplicate Internal 
Revenue Form (lRS)1099R's There are no 
outputs generated from SSCS 

4 SYSTEM DOCUMENTATION. 

Certification and Accreditation documen , 
individual user manuals, model descnp rs 
and system data requirements Data stems 
specifications, file specifications, c 
record layouts, user guides, outp 
specifications, and final reports 

5 BACKUP TAPES. 

Backups of SOL syste data are performed at 
two levels a backup all the files on each 
server and SQL bac ps usmg Backup Exec's 
SQL Backup age Full file backups are 
performed on al servers every Fnday 
Differential fi backups are performed 
Saturday thr ugh Thursday Full backups of 
all the SQ databases are performed seven 
nights a eek In addition, the SQL database 
contai ng SOL system user transactions has 
Its tr saction log backed up every thirty 
rru utes and the SQL database contammg the 

er audit trail logging has Its transaction log 
acked up every two hours, WhIChallows for 

mcremental recovery If the production server 
falls between back-ups 
After each backup, the tapes are stored in an 
environmentally safe vault Each Tuesday, 
the backup tapes are retneved by an off site 
storage provider from the facility and stored at 
a geographically removed facility for one 
month. Tapes that are a month old are 

Records T 

Destroy 0 delete when 
superse d or obsolete r 5 yrs 
whic ver comes first 

TEMPORARY. 

Destroy or delete when 
superseded or obsolete, r upon 
authonzed deletion of t e related 
master file or database (GRS 
20, lla[l]) 

TEMPORARY. 

(A) Destroy or delete w en 
superseded by a full ba 
when no longer needed 
system restoration, whi ever IS 
later GRS 20, 8b 

(B) Destroy or delete w en 
second back up ISvenfi d as 
successful or when no Inger 
needed for system resto ation, 
adrrumstrative, legal, or ther 
audit purposes, whiche 
later GRS 20, 8b 
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ITEM # TITLE/DE;:,CRIPTION 

returned to the facility on the same Tuesday 
for re-use 
Retirement Services approves changes to the 
system TSG controls the changes to the SOL 
system code and documents these chan 
usmg MIcrosoft VIsual Sourcexaf 0 
Appropnate orgamzational cials approve 
information system ch es m accordance 
with orgamzatio polIcIes and procedures 
Configurat change control mvolves the 
syste ICproposal, justification, 

evaluation, review, and disposinon of 
proposed changes 
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