
 
 

   
 

 

SOME ITEMS SUPERSEDED OR OBSOLETE      NC-047-75-003  Accurate as of 05/10/2026 

ACTIVE ITEMS. These items, unless subsequently superseded, may be used by 
the agency to disposition records. It is the responsibility of the user to verify the 

items are still active. 

INACTIVE ITEMS. These items may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, describe non-records, or were 
lined off and not approved at the time of scheduling. References to more recent 

schedules are provided below as a courtesy. Some items may be annotated on the 
schedule. 

(P) Permanent 
(T) Temporary 

ITEM STATUS WHY INACTIVE 
1 / A T (Inactive) superseded by NC1-047-78-17, item 1 
1 / B T (Active) 
1 / C T (Active) 
2 / A / 1 P (Inactive)  superseded by DAA-0047-2023-0001-0002 
2 / A / 2 T (Inactive) superseded by DAA-0047-2012-0002-0001 
2 / B / 1 T (Inactive) superseded by DAA-0047-2012-0002-0001 
2 / B / 2 T (Inactive) superseded by DAA-0047-2023-0001-0006 
2 / C / 1 T (Active) 
2 / C / 2 T (Active) 
2 / D T (Active) 
2 / E T (Active) 
2 / F T (Active) 
3 / A / 1 P (Active) 
3 / A / 2 T (Active) 
3 / B / 1 P (Inactive) superseded by DAA-0047-2024-0001-0001 
3 / B / 2 T (Inactive) superseded by DAA-0047-2024-0001-0002 
4 / A T (Active) 
4 / B T (Active) 

5 / A T (Active) 
5 / B T (Active) 
5 / C T (Active) 

5 / D / 1 T (Active) 

5 / D / 2 T (Active) 



 
 

SOME ITEMS SUPERSEDED OR OBSOLETE      NC-047-75-003  Accurate as of 05/10/2026 

T (Active) 
5 / E /  1 T (Active) 
5 / E /  2 T (Active) 
6 / A / 1 T (Active) 
6 / A / 2 T (Active) 
6 / B T (Active) 
6 / C T (Active) 
6 / D T (Active) 
6 / E T (Active) 
6 / F T (Active) 
6 / G T (Active) 
6 / H / 1 / a T (Active) 
6 / H / 1 / b T (Active) 
6 / H / 2 T (Active) 
6 / I T (Active) 
7 / A / 1 / a T (Inactive) 
7 / A / 1 / b T (Inactive) 
7 / A / 2 / a P (Active) 
7 / A / 2 / b T (Active) 
7 / B / 1 T (Active) 
7 / B / 2 T (Active) 
7 / B / 3 T (Active) 
8 / A / 1 T (Active) 
8 / A / 2 T (Active) 
8 / B / 1 T (Active) 
8 / B / 2 T (Active) 
8 / C / 1 T (Active) 
8 / C / 2 T (Active) 
8 / D T (Active) 
8 / E / 1 T (Active) 
8 / E / 2 T (Active) 
8 / F / 1 T (Active) 
8 / F / 2 T (Active) 
8 / F / 3 T (Active) 
9 n/a 
10 / A / 1 T (Active) 
10 / A / 2 T (Active) 
11 / A T (Active) 
11 / B / 1 T (Active) 
11 / B / 2 T (Active) 
11 / C T (Active) 
11 / D / 1 T (Active) 

superseded by DAA-0047-2022-0003-0004 
superseded by DAA-0047-2022-0003-0004 

filing instructions 



SOME ITEMS SUPERSEDED OR OBSOLETE      NC-047-75-003  Accurate as of 05/10/2026 

11 / D / 2 T (Active) 
11 / D / 3 T (Active) 
11 / E T (Active) 
12 / A / 1 T (Active) 
12 / A / 2 T (Active) 
12 / B T (Active) 
12 / C T (Active) 
12 / D / 1 T (Active) 
12 / D / 2 T (Active) 
12 / E / 1 T (Active) 
12 / E / 2 T (Active) 
12 / F T (Active) 
13 / A T (Active) 
13 / B / 1 T (Active) 
13 / B / 2 T (Active) 
13 / C / 1 T (Active) 
13 / C / 2 T (Active) 
14 / A / 1 P (Inactive) 
14 / A / 2 T (Inactive) 
14 / B / 1 T (Inactive) 
14 / B / 2 T (Active) 
15 / A T (Active) 
15 / B T (Active) 
15 / C T (Active) 
15 / D T (Active) 
15 / E / 1 T (Active) 
15 / E / 2 T (Active) 
15 / F T (Active) 
15 / G T (Inactive) 
15 / H T (Active) 
15 / I T (Active) 
15 / J / 1 T (Active) 
15 / J / 2 T (Active) 
15 / K / 1 T (Active) 
15 / K / 2 T (Active) 

superseded by DAA-0047-2012-0002-0001 
superseded by DAA-0047-2023-0001-0005 
superseded by DAA-0047-2012-0002-0001 

superseded by NC1-047-83-10 



" s~·•,d:i_rd t'Qrm No. us 
Rev1c,.!d ~o,cmbe-r 1ns1 
Pre~t:ril;-d by General Ser"°tCt!S REQUEST FOR AUTHORITYAdm nil.l.T-at1u., •-
GSA i<eg 3-IV-l'•o TO DISPOSE OF RECORDS11:,-103 

(See lnstruct,ons on Re,·erse) ,,I!;) ,_,_,,,; 
-LJ.Q.__ _L,,Z:.,,.&.~~!!!:::::;::.....______________,_,,,.,-rQ~4~~-7~,t_ 
TO: GENERAL SERVICES ADMINISTRATION, 

NA1'10NAL ARCHIVES AND RECOR'JS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (ASENCY OR ESTABLISHMENT) 

Department of Health, Education, and Welfare 
2 MAJOR SUBDIVISION 

Social Security Adminis~ration 

I.EAVJ: IILANK 

DATI! RECElVEO 

SEP 1 3 1914 
...~:..:.----1 DATE APPP.QVED [\J _I' • '" 

t, V 
a 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 
3303a the disposal request, including amend­
ments, is approved except for items that may 
be stamped "disposal not approved" or 
"withdrawn" in column 10. 

11-~14 
Date 

3. MlrlOR SUBDIVISION 

Bureau of Hearings and Appeals 
4. Nl'.ME OF PERSON WITH WHOM TO CONFER 

Charles D. Smith Jr. 
6. CERTIFICATE OF AGENCY REPR€SENTATIVE 

I hereby certiry that I am authorued to act for the bead of this agc:ic:y in matt<:n pertaining to tb.e ·dhposal of t'CC:Of'ds, and that the =de deacrib<:<1 in thla 411: or 

11ehedule of __ pa1~ a:c propo,ed for dupoaal for the reason indicated: ("X" only one) 

A The record• have The records wiU cea9e to have 9uffi.c1ent value 
□ ceased ta have aJffi• to warrant further rct~nt10n on the expl.l'at1ou 

acnt valut to warrant. of the .,.,,-,od of time md1catcd or on the occur• 
f'u.rthtt rctenbon~ rencc of the event apec16•d. 

~r.l~~~s•m. Dept Becord? M9t Offic~r
(Signature o! Agency Representatlve) 1' 

7. 
ITEM NO 

I. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETE!lTION PERIODS) 

~ 

RECORDS RETilTI'ION ArID DISPOSAL SCHEDULE 
BUREAU OF' :HEARINGS MID APP:2.ALS 

The files described in this Schedule are created in the 
administration of the hearings and appeals process cf the 
Social Security Administration (SSA}. This process 
involves the &djudication of appealed claims cases under 
titles II, XVI, and XVIII of the Social Security Act, as 
amended, and title IV of the Federal Coal Mine Health 
and Safety Act of 1969, as amended. 

fRl\RING FILES 

A. Hearing Case Folders 

The hearing case folder contains records which 

9 
' SAMPLE OR 

J03 NO. 

document the re·view and adjudication of an appealed cl ims 
case in the Bureau of Hearings and Appeals (BHA) and 
in the Federal courts. Although the precise 
documentation in a given folder will vary depending 
upon the level of final adjudication, i:he following 
are generally included: the record copy of the 
decision renJered on the case by the Presiding 
Officer (Po), the Appeal's Council, or by the Federal 
courts; comrnent s ., recommendations, and al:'lalyses made 
by hearings and appeals analysts., attorne:r fee 
analysts, members of the 
Medical Advisory Staff, or by timbers of the Appeal I s 

Co~~ • C 11 1'J/?q {Al . •• 

Ill 
ACTIOtl TAKEN 

https://Ap:pes.ls
https://APPZA.LS
https://61gn3tu.re


.. '\ . " 
~n,tRl-cl Forni No. 116a 
Re'/1!:,~d .S-o,·c•rnh1~r !'t'.i! 
Prel<'nhcd by C,rn,_ral 3l'rv1ccs AdminL11tro.tion .... ::iNo. _____ Page,....,....._2__ 
OSA Rey J-IV-J,qu ~ 

of ___g_i_ psge.., 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 OE..<:c:RlPTlON OF ITEM 10 
SAMPLE ORrtUI NO. {WITH INCLUSIVE DATES OR RETF:lrTIOII l'EJuooS) ACTION TAKENJOB NO 

Council; hearing transcripts; reports to the file; 
:post-review correspondence; and similar records. 

Transfer to an inactive file after final adjudica­
tion of the case. Close out inactive file after 
4 months and transfer to a Federal Records Center 
( FRC). Destroy 10 years thereafter. 

B. Presiding Officer Working Files 

The working file contains copies of documents 
accumulated by the PO in his review and adjudication 
of a particular appealed claims case. The file is 
retained in the field by the PO to facilitate the 
handling of the case on re!Il8.nd and the handling of 
post-review correspondence. 

Destroy 2~years after final action on the case by 
the PO. 

C. Hearing Record Cards 

These cards are used to record the significant 
actions taken in the review and adjudication of a 
particular s.ppealed claims case in BRA. They 
reflect such information as the name of persons 
assigned the case for action, the dates of assign­
ment, as well as the types of dispositions made 
and the dates thereof. They also provide a 
mechanism for retrievir,g hearing case folders 
from the FRC. Included is the salmon-colored copy 
of the Form HA-503, Case Record Card, or its 
equivalent . 

Transfer to an inactive file when the hearing case 
folder is forwarded to a FRC. Destroy 10 years 
thereafter. 

II. G.ENERAL PROGRAM .ADMINISTRATIC l~ FILES 

A. BB.A Issuance Fi]es 

These files consist of manuals, directives, handbooks, 
and other formal policy and procedural issuances 
prepared. and published by BKA components. Included 
is the Bure<:tU of Hearings and Appeals Handbook, a 

I-------'--------·---------------------------------'------
roal' cop\e,., includin:: ongi11al, to he 1,,ubTIU.tlcd to the N'atJ.onal Archivc:::a car :1 Records Service 

https://Cirn,.ml


' . 
atanc.lnnt Form No. l15o. 
Re~•s..-,d Kovemhcr l'l,11 
J>rescrib,•,J hy llcn~rul Serv,c1s AclPi!mstrf\tlO!l Job No. _____ Page ___.3"---_
GSA Reg 3-11'-\IJI) • 

of ____gJ pages 

REOUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 DESC"<IPTION OF ITEM 
SAMPLE ORrrEM NO. (WITK [NCl.l/SIVE OATES 01! RETEIITIOII FERIODS) JOB HO 

10 
ACTION TAKEN 

publication which prescribes the basic procedural 
guidelines for the adjudication of appealed claims 
cases at the various stages of the hearings and 
appeals process. 

1. Office Responsible for Preparation of the 
Issuance 

J;enoapeg;t,,. Transfer to the BRA Central Reference 
Unit when superseded or discontinued, Offer to 
the National Archives 10 years thereafter. 

2. Other Offices 

Destroy when superseded, discontinued, or no 
longer needed for reference, whichever is first. 

B. BRA Issuarlce Background Files 

These files consist of records accumulated in the 
preparation, clearance, puolication, or interpreta­
tion of manuals, directives, handbooks, and other 
formal policy and procedural issuances. Included 
are studies, clearance COJll.!Uents, recourrnendations, 
and similar recor:l.s that provide a basis for 
publication or contribute to the content of the 
issuance. 

1. Office Res-ponsible for Preparation of the 
Issuance 

Transfer to the Central Reference Unit when the 
issuance is superseded or discontinued. Destroy 
10 years thereafter. 

2. Other Offices 

Destroy after 2 years. Earlier disposal is 
authorized. 

f C, Reference Files 
' 

1. Records accumulated for general information 
purposes that require no action aLd. that are 
not required to document a par~icular action, 
project, or case. 

-----'-------------------------------------------- -----------'-------
Tou.- copies,. including ongiaul, le, be submil:tcd to the- Notior\-:U Arch..\vL'J" nnd Itecord• Service 

https://REOUF.ST


. ' 
9taul1nrt1 Form No. 1111B 
Rc\l~t!d xt),;emh••r rn.11 
Prescnbl•ti by Gl•nrr~,l Sen 1ccs Adm1mstration ..uu No. ______ Page __ 4__ 
GSA Re; 3-IV-\~~ 

or ----23- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8 DESCRIPTION OF ITEM7. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS}ITEM NO. 

2. Reading files (i.e., extra copies of outgoing 
communications which are arranged chronologicallJ 
and maintained solely for convenience of 
reference. 

Destroy after 2 years. F.arlier disposal is 
authorized. 

D. Technical and Reference Publications Files 

These files consist of publications issued by 
governmental or nongovernmental organizations and 
maintained solely for convenience of reference. 

Destroy when no longer needed for reference. 

E. Routine Reports Files 

These files consist of routine uncontrolled reports 
not described elsewhere in this Schedule. Included 
are highlights, cost reduction reports, routine 
statistical reports, and similar office or program 
activity reports. 

Destroy after 2 years. 

F. General Correspondence Files 

These files consist of routine correspondence 
pertaining to the general administration of the 
hearings and appeals program. Excluded are records 
for which specific disposition instructions are 
provided elsewhere in this Schedule. 

Destroy after 2 years. 

III. LIAISON FILES 

A. Professional Liaison Files 

These files are accumulated in maintaining liajson 
with various conferences, committees, advisory 
bodies, professional associations, and other 
governmental or nongovernmental organizations 
concerned with the hearings and appeals process. 
They document the workings of these organizations 

9 10 
SAMPLE OR ACTION TAKENJOB NO 

Four eoplu, inclaclJnlJ ongi11al, to he aabnulted lo the Nallanal .!hcklvu c,11.il R.-eord■ Se.vlee 111-&0~28•2 QP0 



Sta.'ndnrd Forn/No. l lllu 
fi.eviscd Novrtn'lwr Jl'l·"ii 
Prescribed h~· <il•ni1rol ~crl"tcrs AllmtrH:strahon o1ob No. _____ Page 5 
GSA Reg J-lV-Vj•l 

d of 2 3 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 
• 

7. 
ITEM MO 

8 DE9CRIPTION OF ITEM 9. 
SAMPLE OR{WITH IIICLUSIVE DATES OR RETOITIOII PEl!IOOS) JOB NO 

10 
ACTION TAKEN 

which have significant implications for BHA programs, 
policies, or functions. Included are agenda, minutes, 
correspondence, studies, reports, and similar records. 

1. Office of Record 

,Peyrmanent. Transfer to the Central Referance Unit 
a.f'ter 5 years. Offer to the National A.I:'chi-ves :1( 
years thereafter. 

2. other Offices 

Destroy after 2 years. Earlier disposal is 
authorized. 

B. Briefing Files 

These files consist of records used in briefings, 
speeches,• lectures, and other presentations given by 
high echelon BRA officials regarding Bureau programs, 
policies, or functions. Included are copies of 
transcripts, charts, graphs, hand-outs, and 
similar materials. 

1. Office of Record 

J;>ermanerrt. Transfer to the Central Reference Un t 
:.Cter 5 years. Offer to the National Archives 10 
years thereafter. 

2. Other Offices 

Destroy after 2 years. Earlier disposal is 
authorized. 

IV. EQ,UAL EMPLOYMENT AND LABOR RELATIONS FILES 

A. Equal Employment Activity Reports 

These files consist of copies of periodic reports 
on equal employment opportunity activity. Included 
are Forms SSA-2756, Monthly Report of Pre-Complaint 
Counseling; CSC 113-C, Monthly Re:port of Federal 
Particip:1.t ion in Economic Opportunity Program; 
HE'W-415, Individual Placement of the Handicapped; 
HEW-415A, Summary Report of Placements of the 
Handicapped (Quarterly); HEW-425, Individual 
Placement of a Mental Retardate; HEW'-425A, DHEW 

rour ,:oplc•, inclucbng or1giaa.l, lo be a11bffl.lllcd to th& Nauaa.J Archives aaJ Rocords Service 

https://includi.ng


Staullnrd. Funn No. 1 Hin 
Rffn~ed No" c:--.hrr l'ljl 
Prescnbuti hy Gerwr:il ::::.ervtCl'S AdmtnL-;tration .. vb No. ______ Page=6:--_
OS.A Reg J-IV-!Uo 

' 0C~page3 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM 1'40. 

8 DESCRIPTION OF lTEW 
(WITH INCLIISIVE DATES OR REHXTIOII P£RJODS) 

9. 
SAMPI.£ OR 

JOB NO 

10 
ACTION TAKEN 

Roster of Mental Retaroates Employed; or their 
equivalents. Also included are semiannual reports 
of continuing program of affirmative action, ~eports 
on the status of minority groups, changes in the 
minority data files, and similar records. Record 
copies of these repor.:s are retained at the agency 
or Departmental level. 

Destroy after 2 years. 

B. Employee Grievance and Discrimination Complaint Files 

These files consist of documents ac~umulated in the 
filing and resolution of employee grievances and 
discrimination complaints. Included are statements 
of witnesses and reports of personal interviews, 
hearing records, reports of findings, copies of 
grieva.nce,decisions, and related J:?8-pers. Record copi~s 
are retained by the Office of Administration. 
Destroy 2 years after final resolution of the 
grievance or complaint. 

v. MEDICAL ADVISORY STAFF (MAS) FILES 

A. MAS Case Evaluation Files 

These files contain working copies of written analyses 
prepared by members of MAS in reviewing anci evaluatirg 
cases involving disability, health insurance, or 
black lung benefits. Record copies of these analyseE 
are retained in the hearing case folders. 

Destroy after 1 year. Copies of particularly 
significant analyses ~ay be retained until no 
longer needed for re~erence. • 

B. Worksheet and Control Card Files 

These files consist of Form HA.-549, Medical Advisory 
Staff Worksheet and Control CardJ or its equivalent. 
The cards are used to control cases referred to MAS 
for review. 'l'hey record the actions taken by staff 
members in the review of a particular case. 

Transfer to an inactive file after completion of M.~S 
review. Close out inactive file at the end of the 
fiscal year and destroy. 

Four ia;oricn, inc:huling 01iginC\l, to be suluiutted ta tbe Nahanal A.x-ch.ives oi~<l Rll:-t:oid• Service 



7 
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7 
ITEM NO. 

9.8 OESCRlPTION OF ITEM 
SAMPLE OR(WITH INCUl:,IYE DATES OP. RETENTlOH PERlOOS) JOB NO 

10 
ACTION TAKEN 

VI. 

C. Register of Medical Advisors 

This register contains the names and addresses of 
medical advisors under contract with SSA. The 
register is published annually. 

Destroy when superseded. 

D. Recruitment and Contract Files 

1. Records accumulated in offering contracts to 
members of the medical profession to procure 
their services in an advisory capacity to SSA. 

Destroy after contract has been accepted or 
rejected. 

2. Dupli~ate copies of medical advisor contracts. 

Destroy 5 years af'ter termination of the contraci . 

E. Mvisor utilization Files 

1. Monthly reports received from PO• s containing 
statistical information on the utilization of 
medical adviso~s under contract with SSA. 

Destroy a:fter the information has been posted 
to the listings. 

2. Listings reflecting the amount of individual use 
made of medical advisors by the PO's and the 
number of cases reviewed by each medical advisor 
Information is posted to these listings on a 
monthly basis and totaled at the end of the fisccl 
year. 

Destroy after 1 year. 

FINANCIAL M.I\J1JAGEMENT FILES 

A. Budget Estimate and .Justification F~ 

'l'hese files contain budget estimates and associated 
p:ipers prepared annually by BHA and submitted to 
the Office of Administration (OA) for incorporation 

F.Qiur <-Optes, incladu~q on.gin.J.1, to be ■ ubrn1ttr.d to the Ngoono.1 Al:'chivea: c,.n-d .Recol',!.A Sel'vic• 
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,. 9.8 QESCRIPTION OF ITEM 10 
SAMPLE OR(WITH !NCLUS!\/E DATES OR RETENTION PERIODS)ITEM NO. ACTION TAKENJOB NO 

into the SSA budget. Included are schedules, 
narrative justification statements, and similar 
papers. 

1. Office Raving BHA Staff Responsibility 

Transfer to a FRC 10 years after the close of 
the fiscal year covered by the budget. Destroy 
15 years thereafter. 

2. Other Offices 

Destroy 2 years after the close of the fiscal 
year covered by the budget. 

B. Budget Pre-pa.ration Working Files 

These fil~s consist of working papers accumulated 
in the preps.ration and clearance of the annual 
BHA budget estimates. L~cluded are preliminary 
estimates, feeder reports, statistical listings, 
clearance comments, and related background material. 

Destroy 4 years af'ter the close of the fiscal 
year covered by the budget. 

c. Object Classification Files 

These files consist of records which provide 
information on object and subobject classification 
of expenditures, such as travel, e~uipment, printing 
supplies, and similar items. Included are the 
monthly allotment listings and the Monthly Transactic,n 
Report. 

Destroy 4 years after the close of the fiscal year 
covered by the budget . 

D. M?dical Advisor and Vocational Expert Contract Files 

These files contain duplicate copies of contracts 
entered into between SSA and various medical 
a.clviso1·s and vocational experts. The contracts 
provide for the furnishing of professional services. 
Record copies are retained by OA. 

Destroy 1 year after termination of the contract. 

Foa:r c-opse.JJ., inclnding origioa.1, le ho 11al,n1illt!-d lo lite Notional Jlrch,..,r., o::.~tl Recoad• Scr..-ic ■ 

https://c-opse.JJ


' ' 
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rescnhcd by Oen•.·rnl S,,rv ,ces !1.r\mlnlstrntlan Job No. _____ 
·SA Reg. J-1V-1C'>. ' 
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9.7. 8 DESCRIPTION OF ITEM 10 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOS NO, 

E. Contractor Invoice Files 

These files contain duplicate copies of invoices 
which have been submitted by medical advisors and 
vocational experts to obtain payment for professionaJ 
services rendered. Included is Form HA-590b, 
Contractor's Invoice, or its equivalent. Record 
copies are retained by OA. 

Destroy after 2 years. 

F. Leased Space Files 

These files document the acquisition and assignment 
of' space for BRA offices throughout the country. 
Included are Standard Form 81, Request for Space; 
GSA Form 65, Space Assignment Record; space utiliza­
tion and ~ost reports; and similar records. 

Destroy 2 years after termination of the lease, 
unless there is an unresolved dispute between the 
landlord and the Government, in which case destroy 
2 years after final settlement of the dispute. 

G. Employee Travel Files 

These files contain duplicate copies of travel 
orders and vouchers accumulated by BRA employees. 
Included are Forms HEW-1, Travel Order; SF-1012, 

., Travel Voucher; and~imilar records . 

Destroy after 2 years, except that records involving 
a change of station snould be destroyed after 3 year~. 

H. Staffing Files. 

1. Weekly Staffing Reyort s 

These are reports on the number of personnel 
on duty and the number of committed and budgeted 
positions. They are used in the control of 
budgeted personnel ceilings. 

a. Office Responsible for Preparation of the 
Report 

Destroy after 3 years. 

Fou.r copie•, h:1clad.u1g ongu,a.1, to be aub1nitted lo the Na.&11cJ Al-cha.ve ■ oll.!id Re-c-ord• Service 16-l!i0-t2R 2 O?O 

https://Al-cha.ve
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 
' 

8 QE~R!PT!ON OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS}ITEM NO. 

b. Other Offices 

Destroy after 1 year. Earlier disposal is 
aut hori zed . 

2. Staffing Card File 

This file cor.tains cards which provide name, 
position title, grade, and salary data for each 
BRA employee in central office and field 
components. Included is Form C0-9544, Personnel 
Inventory Record,or its equivalent. 

Transfer employee's card to an inactive file 
upon separation. Close out inactive file at the 
end of the fiscal year and destroy when no 
longer needed for reference. 

I. Work Y£asurement Files 

These files contain periodic reports of workload, 
caseload, man~ower utilization, production time, or 
similar work measurement data prepared at the 
operating level and sub~itted to management offices. 
The reports are used in forecasting budgetary 
requirements and in monitoring budget execution. 
Included are Forms HA-557.2, M3.npower Utilization 
Report; HA-573, Attorney Fee ~anpower utilization 
Report; HA-574, Monthly Statistical Report; RA-610, 
Disability Branch Manpower Utilization Report; and 
similar records. 

Destroy after 5 years. Earlier disposal is 
authorized. 

~.ANAGEMENT INFORM4TION FII£SVII. 

A. }1:i.nagement Information Reports 

, 1. Consolidated sunnnary reports, tables, and 
listings of wort 1n00.surcmcnt do.ta prcpc.red by 
management offices for management information 
purposes. The following are included: Report 
of Court Remand Cnses; Reg_u,::!st s for Hearing: 
Processing Time and Pending Profiles; ReQuests 

9 10 
SAMPLE OR ACTION. TAKENJOB NO 
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for Hearing: Case Status by Region; Requests for 
Hearing: Case Docket and Disposition Data by PO; 
Report of ro Usage of Medical Advisors and 
Vocational Experts; Requests for Review: Appeal's 
Council Processing Time and Pending Profiles; 
Court Remands and Disposition Report; and similar 
records. 

a. 

b. 

Office Resnonsible for Preparation of the 
Report 

Destroy a:rter 5 years. 

Other Offices 

Destroy a:fter 1 year. 
authorized. 

Earlier disposal is 

2. Final'published sum.mry· reports of work 
measurement data which document the scope of 
hearings and appeals activity over a given 
period ci' time. Included is the annual 
publication entitled Onerational Analysis of 
the Bureau of Hearings and Appeals. 

a. Office Responsible for Preparation of the 
Report 

b. 

Pepnanent. Transfer to the Central ReferencE 
_Unit a:fter 5 years. Offer to the National 
Archi~es 10 years thereafter. 

Other Offices 

Destroy a:fter 2 years. 
i~ authorized. 

Earlier disposal 

B. ReP9rts 1"13.nagement Files 

1. Records accumulated in evaluating the req_uiremen 
for, approving, and controlling specific recurrimg 
reports. Included are applications for approval 
of the :r·eporls; copks of pei·tinent forms or 
descriptions of format; copies of requiring 
directives; preparation instructjons; documents 
relating to the continua:lion, revision, or other 
change to the re:port; and related records. Reco "d 
copies are retained by OA. 

Foal' co:,i'\ls., UJcJ-:J.ding Q>n,ginal, to .be 1tahnutt~d to lhe Nattonul Archive• o,t;,d Recow-d• Sel'vlc-• lll----'04Z8-Z GPO 
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Destroy 2 years after the report is discontinued, 

2. Records relating to periodic inventories or 
surveys of reports . 

Destroy 1 year after completion of the inventory 
or survey. 

3. Documents used to control the assignment of 
reports control symbols. 

Destroy when no longer needed for control purposEs, 

MANAGEMENT ANALYSIS FILES 

A. Organization Planning Files 

These files consist of records which establish, or 
substantive changes in, the organization, functions, 
or relationships of BR4 components. Included are 
copies of approved organizational and staffing plans 
and charts, reorganization plans, functional or 
mission statements, and supporting papers. 
copies are retained by 0A. 

1. Office Having BHA Staff Responsibility 

Record 
---

Destroy 20 years after supersession. 

2. Other Offices 

Destroy when superseded or no longer needed for 
reference, whichever is first. 

B. Operations Planning Files 

These files consist of records which establish, or 
effect substantive changes in, operating procedures 
or production methods. Included are copies of 
approved opeYst iono.l :pl.9.ns, syst eT'l.s plans e.nd 
specifications, flow charts, a~d supporting pspers. 
Record copies are retained by 0A, 

9. 10 
SAMPLE OR ACTION TAKENJOB NO 
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1. Office Having BRA Staff Res~onsibilit~ 

Destroy 20 years after su~erse~sion. 

2. Other Offices 

Destroy when superseded or no longer needed for 
reference, whichever is first. 

C. M9.nagement Survey Case Files 

These files document the inception, scope, and 
accomplishments of individual survey and study 
projects involving BHA's organizational structure, 
operating procedures, or management practices. 
Included are records reflecting the request or 
authorization to under~ake the survey, survey plans 
the final~survey report, and any follow-up reports 
on actions taken. Note: Survey reports which serve 
as the basis for substantive organizational or 
operational changes should be retained in accordance 
with items A and B above. 

1. Office Conducting the Survey 

Destroy 10 years after completion of the final 
survey report. 

2. Other Offices 

Destroy after 2 years. Earlier disposal is 
authorized, 

D. M:i.nagement Survey Working Files 

These files contain working papers accumulated in thi 
preparation, clearance, and issuance of final 
management survey reports. Included are notes, 
drafts, feeder reports, statistical listings, clearahce 
comments, and similar records. 

Destroy 2 years after completion of the final survey 
report. 

------'-------------------------------------------_c..______:,_______ 
Fou.r copies, including: original, :.a Le subnutled lo lhe Nntional A•chive ■ D.Jtd Records Servico 

https://REOUE.ST
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E. Directives M,magement Files 

1. Records accumulated in evaluating the requiremeni 
for, approving, and controlling ?pecific 
directives. 

Destroy 2 years after the directive is supersedec 

2. Documents used to control the assignment of 
directives control symbols. 

( 

Destroy when no longer needed for control purposE 

F. Records ~anagement Files 

1. Records accumulated in surveys of records, files 
and other aspects of records management. 

' 
Destroy 1 year after completion of the survey. 

2. Records management reports such as Form SSA-18o4 
Report of Selected Records Management Activities 
or its equivalent . 

Destroy a:fter 1 year. 

3. Documents reflecting the location and/or 
disposition of records retired or transferred 
from an office. Included is Standard Form 135, 
Records Transmittal and Receipt, or its 
equivalent . 

Destroy when all records listed on the documents 
have been disposed of. 

. 

s. 

IX. 

0 

PERSONNEL MANAGEMEl\lT RECORDS 

Retention and disposition standards for personnel 
management records such as official personnel folders, 
position description files, incentive award case files, 
job application files, service record cards, and 
others are contained in General Records Schedule 1, 
Ci. vilian Personnel Records, Exhibit 1, of this Guide. 
Also refer to Appendix B, Filing Retention To.ble 
(Employee Records and Files), chapter IX, SSA Guide 1-4, 
Personnel Guide for Supervisor2. 

Four c-opi,...s, 1nch1d1ng or1g-1no.l, to be S\lbnutteJ to th~ Na.tibnaJ Jlrt:hivl'a a ..,d Records Scrvlce 
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x. INQUIRY FILES 

A. Public and Congressional Correspondence Files 

1. Duplicate copies of correspondence prera-red in 
response to a specific inquiry received from a 
member of Congress or from the general public. 
Included are related attachments, exhibits, and 
other background material. Record copies are 
retained by the Division of Public Inquiries, OA: 
or in the hearing case folders. 

Destroy 90 days after final response. 

2. Correspondence control cards, such as Fann 
OAAD-217, Congressional Correspondence Control, 
or its equivalent. 

1 

Destroy 90 days after final response. 

XI. 

~· 

FACILITIES FILES 

A. Forms M3.nagement Files 

These files contain records relating to the 
initiation, development, printing, or history of a 
particular BHA form. Included are Forms SSA-5100, 
Request for Forms Action; SSA-100, SSA Printing 
Requisition; or their equivalents. 

Transfer to the Forms and Publications MinagemEnt 
Section (FPMS), OA, when form is superseded or 
obsoleted, or when records are no longer needed for 
reference. FPMS: destroy records which are 
duplicated in the official SSA forms history file. 

B. Distribution Msnagement Files 

1. M:i.iling lists and similar records which govern 
the distribution of publications and other 
printed material to BHA central office and 
field components. 

Destroy when superseded or obsolete. 

Fold' copie.9, includint: orirrn,al, to be su.bnuete-d lo the No.tianal Archives curd Record ■ Sol'vi~o 

https://16-594.28
https://Se.-vi.co
https://includ.in
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C. 

D. 

2. Requests for changes in distribution mailing 
lists or requests for publications and other 
printed materials. Included is Form SSA-1296, 
Request for Change in Mailing List, Address 
and/or Request for M9.nuals or Publications, or 
its equivalent. 

Destroy when action on the request has been 
completed. 

Employee Locator File 

This file contains a locator card for each BRA 
employee. The card provides such information as 
home and office address and telephone number, 
timekeeper number, and the name of a person to 
contact in the event of an emergency. Included is 
Form SSA-¼033, Employee locator Card, or its 
equivalent . 

Destroy when.superseded or upon separation of the 
employee. 

Facilities Management Files 

1. Records relating to the physical layout or 
design of a facility, such as floor plans, 
parking plans, and similar papers. 

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

2. Records relating to communications, transportaticn, 
custodial or other services required by an officE . 
Included are requests for the installation or 
repair of telephones and ext en f:[ons. Also 
included are records relating to maintenance 
services performed on office physical structures 
such as heating, lighting, cooling, ventilation, 
or electrical systems. 

Destroy after 1 year. 

Fo11,'£ c:a.-plc.s, lnclud.J:ng, DUg,na.11 to be aubn'Utted to the Notional Archive!I an1 Record.a Service 

https://DUg,na.11
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3. Documents relating to office safety, such as 
safety inspection reports, notification of unsafe 
practices, and similar records. Also included 
are documents concerning tests of fire, civil 
defense, or comparable emergency evacuation 
procedures. 

Destroy after 1 year. 

E. Equipment and Supuly Files 

These files contain documents relating to the 
purchase, use, or disposal of office equipment, 
furniture, or supplies. Included are Forms HEW-393, 
Purchase/Service/Stock Requisition; SSA-2oo5, Request 
for Disposal Instructions; EEW-22, Property Action 
Request to Supply Officer; SF-147, Order for Supplief 
or Services; or their equivalents ... 
Destroy after 2 years. 

TRAINING AND CAREER DEVELOPHENr FILESXII. 

A. Training Authorization Files 

These files consist of records which authorize BRA 
employees to attend specific Government and non­
Government training courses. Included are Forms 
HEW-350, Training in Other Government Facilities; 
or their equivalents. Note: Copies of these forms 
are retained in the official personnel folder. 

1. Authorizing Office 

Destroy 5 years after the year in which dated, 
except that records may be destroyed after 2 
years if a Departmental or Civil Service 
Commission evaluation of the training function 
has been completed. 

• 2. Other Offices 

Destroy 2 years after the year in which dated. 

9 ID 
SAMPLE OR ACTION TAKENJOB NO 
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B. Career Development Files 

These files document an individual's participation 
in the Staff Development Program, the Executive 
Development Program, the Minagement Intern Program, 
or a similar career development program. Included 
are copies of individual development plans, 
qualifications statements (SSA-45 or SF-171), records 
reflecting training courses taken, copies of 
supervisory appraisals and evaluations, ar-d similar 
records. Also included are Forms SSA-2031, Profile 
of Eligible Candidate; SSA-2588, Career Planning 
and Recommendations; or their equivalents. 

Two years after the participant completes the progran, 
remove and destroy all material from the file 
except: (1) development plans; (2) qualifications 
statementG; and (3) forms SSA-2031 or SSA-2588. ThEse 
3 items should be destroyed 5 years a:rter completion 
of the program . 

C. Training ~terials Master File 

This is a master file of materials developed for and 
used in various BRA training courses. Included are 
transcripts of lectures, handouts, charts, graphs, 
course outlines, and similar materials. 

Destroy 5 years after the material is superseded or 
.., the course is discontinued. 

D. Course Evaluation Files 

1. Course evaluation forms completed by participant~ 
of a BRA training courses. 

Destroy after data have been tabulated. 

2. Tabulated listings of evaluation data used to 
analyze the effectiveness of BHA training coursei 

Destroy after 2 years. 

- I 
l'eur ri3pl,es, includina ougjaaJ, io be sub1nitted lo !he ?lotion~ Archive• Q)lid Re~0Td11 Sefvioe 
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E. Employee Testing Files 

1. Test papers resulting from the administration 
0£ an achievement, interest, or other type of 
test to BHA employees. 

Destroy 6 months after administration of the 
teat. 

2. Tabulated listings of test scores, 
and similar records. 

test reports, 

Destroy 2 years after ad.ministration of the 
test. 

!O 

Four copic.t, i:nch,d.J.n9 o,-iginQ..1, to be suhntltted to the Not.i:ano.l Jlrch1.ves cir..d Records S-::rviC"e 
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F. Course Offering Card File 

This is a card file identifying specific Government 
and non-Government training courses available to BRA 
employees. 

Destroy when course is no longer offered. 

FIELD OPERATIONS FILES 

A. Field Memorandum Files 

These memorandums are issued by BF...A central office tc 
provide overall management direction to the field 
organization. This organization includes regional 
representatives, administrative law judges, and 
supporting staff. Note: Records establishing 
substan~ive policy or procedure should be retained 
in accordance with item XIV.A. 

Destroy a:fter 5 years. 

B. Field Survey Files 

1. Reports of surveys and studies conducted of 
field office operations together with any 
directly related material documenting the 
inception, scope, or accomplishments of the 
survey. 

Destroy after 5 years. 

2. Survey working papers accumulated in the 
preparation, clearance, and issuance of final 
survey reports. 

Destroy 1 year after completion of the final 
survey report. 

C. Report of Black Lung Hearings Requests 

This is a weekly report en the number of Black Lung 
benefit cases received, ~ending, ana disposed of in 
the field hearings offices. 

9 10 
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XIV. 

f 

1. Office Responsible for Preparation of the.Report 

Destroy after 2 years. 

2. Other Offices 

Destroy after 1 year. F.arlier disposal is 
a ut hori zed . 

POLICY AND PROCEDURE FILES 

A. Policy and Procedure Files 

These files consist of records which establish polic;i 
and/or procedure pertaining to the hearings and 
appeals process. Included are formal statements of 
policy and substantive procedure, standards, criteri~, 
interpretations and clarifications, and similar reco1ds. 

1. Office of Record 

Permanent. Transfer to the Central Reference 
"'Unit when no longer needed in current operations 
Offer to the National Archives when no longer 
needed for reference. 

2. Other Offices 

Destroy when no longer needed for reference. 

B. Commissioner's Decision Files 

These files consist of copies of formal policy 
decisions rendered by the Corm:nissioner of Social 
Security pertaining to the hearings and appeals 
process. Included are copies of submittals and 
associated background papers. Record copies of 
these decisions are retained by the Office of the 
Crnmnissioner. 

1. Office Preparing the Connnissioner 1,s Submittal 

Transfer to the Central Reference Unit when no 
longer needed in current operations. Destroy 
when no longer needed for reference. 

roa.l' c-oplcs, 1nclAdJng ouai.au.1, to bo au.bnuttod to the No,boncal Archive, and Recorn:a Sol'vico 10-604':S-2 C.PO 

https://RECORDS-Continua.ti.on


ttamJard t"onn No. 1130 
~ev1sc1t No,.crntwr rJ~I 
Tescribctl by G1•1wr.1I Services Adnumstratlon Job No._____ Page __ 2_1_ 
fl3A Reg J-1,·-1on, - • 

', or:2.l_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.lion Sheet 

9.8 DESCRIPTION OF ITEM 107. 
SAMPLE OR(WITH INCUJSIYE OAtES OR RETEIITION PERIODS) ACTION TAKENITTM NO. JOB NO 

2. Other Off'i ces 

Destroy when no longer needed for reference. 

APPEALS OPERATIONS FILES 

A. Hearings Analyst Ce.se Evaluation Files 

These files contain working copies of written analyses 
prepared by hearings and appeals analysts in reviewirg 
appealed claims cases and recommending appropriate 
Appeal's Council action. Record copies of these 
analyses are retained in the hearing case folders. 

Destroy after 1 year. Copies of particularly 
significant analyses may be retained until no Jonger 
needed for reference. 

B. Case Control Cards 

These cards are used by the program branches 
control cases during the Appeal 1 s Council review 
process. They record the actions taken by the 
Appeal's Council on a particular case. Included 
are Forms RA-584.1, HA-584.2, and HA-584.3, Control 
Card, or their equivalents. 

Transfer to an inactive file after final action on 
the case by the Appeal's Council. Close out 
inactive file at the end of the fiscal year and 
destroy 2 years thereafter. 

c. Diary Cards 

These cards are used to flag cases for action at a 
future date. Included are Forms HA-543 and 
HA-543BL, Diary Card, or their equivalents. 

Destroy when necessary action has been taken. 

D. Comprehensive Review Logs 

These logs are used to document and control the 
processing of cases selected for comprehensive revie,. 

Destroy after 2 years. 

Four copie-s, i:nc11.1din9 ougi.na.l,. to be l!l;ubmitt-ed t2> the National Arch.Ives u::,d necords Service 
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E. EI Pro,ject Files 

1. Cards used to control the processing of cases in 
the Health Insurance Project. Included is Form 
HA-582, HI Pr:oject Control Card, or its equivale 

Transfer to an inactive file after completion of 
HI Project processing. Close out inactive file 
at the end of the fiscal year and destroy 2 
years thereafter. 

2. Copies of correspondence prepared by the Health 
Insurance Project to obtain evidence needed in 
the development of a particular case. 

Destroy when necessary evidence has been obtaine 

F. Federal Cnurt Decision Files 

This file consist of copies of decisions rendered by 
the Federal courts on litigated claims cases. They 
are retained primarily for reference purposes. 

Transfer to the Central Reference Unit after 2 years 
Destroy when no longer needed for reference. 

G. Court Case Record Cards 

These cards are used to record the actions taken 
by the Federal courts in adjudicating a litigated 
claims case. Included is Form HA-550, Court Case 
Record Card, or its equivalent. 

Retain cards pertaining to leading cases, U.S. Court 
of Appeals, or U.S. Suprene Court cases until no 
longer needed for reference. Transfer others to an 
inactive file af'rer final decision in the Federal 
courts. Close out inactive file at the end of the 
fiscal year and destroy 2 years thereafter. 

H. Litigation Activity Report 

This is a quarterly report contc11.nlng mlr'l'dllve 
analysis ap.d statistical data on Title II cases 
remanded by the Federal courts. The report is 
submitted to the Bureau of Retirement and Survivors 
Insurance. 

---------=D'""e°"s:..tc...crc...c.0y a ft er 2 years • 

9. 
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. 
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I. Petition Review Files 

These files contain working copies of written 
analyses made by members of the Attorney Fee Bran.ch 
in reviewing attorney fee petitions. Included is 
Form HA-579, Bure'3.u of Hearings and Appeals Fee 
Analysis, or its equivalent. Record copies of these 
analyses are retained in the hearing case folders. 

Destroy after 1 year. Copies of particularly 
•...----:·significant an:ilyses-may:-be·: retai:qed·;-,until no 
•• - .. longer· needed· for· rei'erence. • • ,_ ~~ '·~•· 

J. Quarterly Report of Actions on Attorney Fee Petitionf 
. ~. -- ~ • I 

T11fi is· a ~~~rt ~~n-:th~ nuinli~~- aria-' a.o'llar amou..rits of 
attorney fees requested and authorized. 

~ 

1. Office Resoonsible for Preparation of the Report 

Destroy ~ft er 2 years . 

2. other Offices 

Destroy after 1 year. Earlier disposal is 
authorized. 

K. Attorney Fee Card Files 

l. Cards used to control the assignment and 
processing of attorney fee :petitions. 

Transfer to an inactive file after attorney 
fee has been authorized. Close out inactive 
file at the end of the fiscal year and destroy 
2 years thereafter. 

2. Cards used to record production data for 
attorney fee analysts. Included is Form HA-575, 
Attorney Fee Card, or its equivalent. 

Destroy when data have been posted to the 
monthly ,rortload r0port. 

GAO CONCURRENCE IS BEING SOUGHT. 

Fout c:-op,e!I, including- -o.u!,P,ncl., lo be- sabmil~ed to the Nn11onal Jlrch1vo11 oJtd Re-cor,,.h1 Service 

https://includi.ng
https://Recorir.ls
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