
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-174-000176 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 12/28/2021 

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These items, unless subsequently superseded, may be used by the agency to 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. 

All items not listed below remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 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 listed here may have been previously 

annotated on the schedule itself. 

Item 1.P was superseded by NC1-047-81-12. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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1. FROM (t,G;:::;c.y OR Esr;.:~Ll~:-l·'.::::,n Hou:;£ i:.::,c~r liO. co•,:;;::rss I DATE 

De_mrt~ent of Eealth, ~ducaJ:..iQY'~~,-"a~P~.d..._t~..!~0 ~l~Iw~a;;...i..r~P;_______,________,_____~_~_s_s!_C~_..;.1____ 

NOTIFICATtml TO AGEJiCY 

Social Security hdministration CC\(';?_r.:ss H,\5 ,1;.;-:-HC~1!ED O!S?O.:i~L CF ITP•~S ?4,•.rr,::J 
··c.:.:ir03A!. Af-Pr;!;t"£0•• 1~• CCt.U:,~:i l:l. 

--~1,.~.reau of Dis-'-~;;;:5.ct o-~fice Ot:':!r>.!2."'""t...,i,..o,.,n..._s,,,__-_________, ;/ 
1 

,LIs. TEL. EXT.4. r;~y:: cc f-i:".~c..:, 1'.iTH •.,,;.;.:;:,! ro cc:·;Frn ir- Lf -1T...::'/!IJ1,,A11bi-h,f!~.,t;:'.[4....ll~~QI.;__, 
llrth T TI- 59h-:771 (Date) 
ti. L ,.ur " • .:.ier:::-:e_:.'o.."--------------''---L_:z..=:.=.....21.._L_.Le-~--i.-------+------------

s. CERTl_i'ICA,C: CF .!GC:'.iC'f r.:'.?i',ES<c'.iTATl\1£: 

I hereby cett:iy that I u:n aut~.orized to act for the bend of this a;;.c:\ey in matters pertpinlng to tr.c disposal o! records, and that the reco:ds dcacribed i:i tl:it l,·.~ 

tchcdule of __ pe;;es are pcopcicd !or di>poMOI for tl:c rca,on indicated: (..X" only one) 

I ' (Da:c) 

B The recoc'.'.h wi..H cea!!' to h.ive 5:.1fficic:1t value 
to warc-;:~t iu:::-,t'r t~!:~=1ricn c:1 ~;-:e c::;,irntion 
cf!;:.!: p~dc-:! cf t.:~~ ;:"!~:c-a:e~ or on ~ "': cccu.r.. 
r::n:: U1e cv~;-,t ,pecificd. 

Dept. Records Mgt. Officer 
(T;tle) 

9.1. 8. DESCRIPTION CF ITEM 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETE!'lTIOtl PE!llOOS) ACTION TAK8lJOB NO. 

RECORDS RE'r:.°:i::;:'IOH .C1J•il]) DISPOSAL SC~liLE 
DIST.RICI' <Y?FIC3 OF.:.?1..c,_TIOi':S 

(District ar.d Brar.ch Offices) 

The records described in this Schedule are accumulated 
by the Bureau of District Office Operations pursuant to 
Titles II, XIV, XirI, and XVIII of the Social Security 
Act. They are filed in district and branch offices, 
BDOO. Not all of the records are maintained in any 
single office, however. 

I. BDOO GEI'TERAL ADED.USTRATION RECORDS 

These records are created as a result of ad~inistrative 
actions that are related to an SSA progra~, but are 
only incidental to its performance. 

•A. Public Infor:r.aticn Records 

These records consist of correspondence and reports 
of telephone ccn·,ersat ions from the public and 
from Confressmen, on such watters as the service 
received in the district o~ branch office, inquiries 
:pertaining to ir.dividual beneficiaries, and related 
concerns. Incl~ded are copies of speeches given by 
district or branch office personnel, a::d other public 

ri rela.tiOY)S inforrr.at.ion., ~ d' r1 
\_;-1~ ~ se.,n I-- to }::; .e _Id. i./ 1(._ I ~· 

~Vi ·~,1-.+ -k e:,~t-'·'" y ~ Iii if 

·-
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REQUES'r FOR AUTHORITY TO DISPOSE OF' RECORDS-Continuation Sheet 

I S. cc:::cRi?TiC:i er 1TE~l 
7. (\Vi'!'H l~l~t.t'S~·:;: DA1E$ o:: f?c:TC.::•tTIJ~ PErt:OCS) 

ITEM NO. ·---------

1 1. Cor.;;:;•essicr:1al Corresne:nd.ence 
l 

I Destroy after 2 years. 

! 
I 

2. All Other r:aterial 

Destroy after 1 year. 

These me::norandums ("See Belows," nu::nbered and 
unnumbered, and Iden~icals), are copies of central 
office issuances, which state or clarify BDOO 
organizational policies or issued instructions. 

Destroy after 2 years. 

C. General Administ:rati0n Notes 

These docu.ments from BDOO Central Office ("GA.N's") 
highlight new procedures for claios or management 
of the district or branch office. 

Destroy a:fter 1 year. 

D. Prograr.2 Circulars 

These circulars outline new procedures for SSA 
prograns, such as health insurance, disability 
insurance, ret~re~e~t and survivor's insurance, 
and supplemental se:urity income. 

Destroy whe.n superseded, ob'?olete, or when no 
longer needed for reference. 

This weeldy report su:::r-:arizes the total claims 
workload for each office. 

Destroy after 2 years. 

I 

I
'· 

9. 10. 
SAMPLE OR .'ICTIO•'l TAl<:c/,JO<l llO. 

·•: 
j 
I 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8. DE:C~!?T!iJ~: Cr" iTC:,l 10. 
SN,'.PLE OR A...11011 T,>.;,:::;:{\'/IT!i INCLJ;SlV:c CAE~ CR RITENTION P:cfllODS) Joa :-.o. 

IF. Precedent Fil~ Records I 
These records consist of documents related to claims I 
which J:..ave become social security precedents. They I 

are the basis for Con:r:1issioner 1s Decisions and 1 

Social Security Rulin5s. These claims were initiate4 
in the district or branch office. I 
Destroy 1 year after precedent has been superseded 
or is no longer valid. 

, 

1 

G. State and Local Coverage Records 

These records consist of background documents 
and copies of the final agreenent of negotiations 
with states for social security coverage of their 
employees. 

Destroy·l year after termination of agreement. 

H. funlover Renorting Records 

These records consist of copies of correspondence i 
I 

I on employer reporting of social security deductions. 
I Included are State en1.:;::r.eration projects, reportir.g 

by individual employers of domestics, contacts to 
dissolve discrepancies in reporting, and similarI docUr:1ents.

I 
I 
! 

Destroy after 1 year. 

I 
I I. Survev and At'dit Records 
I 
I 

These records consist of copies of audits and 
reviews :i;erformed by the RO or CO in all areas ofI 
r£nagement a~d progra~ o~~rations, such as t:ail, 
clain:;,s, e2.rni:1gs discre:r-3.ncies, teletype t1esseges, 
ar.d similar data. 

Destroy after next co~:parable audit or after l 
year, whiccever is later. 



---
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REQUEST FOR AUTHORITY TO DiSPOSE OF RECORDS-Continuation Sheet 

I 9.8 DESCn,?n::,:1 Of" fiCJ :o.
SA'J?LE ORITE?d7. NO. {W!":"H 1·-:cr_•.;sr.1: DATES :-:t R.ITE~4"r:::>~• ?Ert!OCS} t--:TI0:4 7AK?.~JOB :10. 

1 J. Benefits in Forc.e Report 

I This report lists the number of beneficiaries in 

l 
I the service area who are receiving benefits. 

i Destroy a:fter 3 years. 

K. Disabilitv Procedures Records 

These records consist of procedures for the 
handling of disability cases by veterans hospitals, 
State agencies, and other organizations, and 
includes related correspondence. 

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

L. Health Insurance Procedu~es Records 

These records consist of procedures relat_ed to the 
health insurance program. They pertain to providers 
of services in the service area of the district or 
branch office, and include related correspondence. 
Included are State Buy-In Procedures which consist 
of bac1:ground documents related to the review by 
the RO or co, of the State buy-in agreement. 
Also included is related correspondence. 

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

M. Sun-:-:)le:.:':.':.,::al Security Inco:-,e (SSI) Procedures 
Recoy-ds 

These records consist of procedures related to 
carr:ying 01.,;.t the SSI program in the district 
offices. 

Destroy when sff;;erseded, obsolete, or when no 
longer needed fer reference. 

i 
I 
i 
I 

I 

I 
•J 
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Thes_e records in to background information 
relating to commu...'1.ity involve::1ent., such as 
beneficiary referrals to other service agencies., 
coui.!:lunity relations, related correspondence and 
similar documents. 

Destroy after 2 years. 

o. Field Facilities Records 

These records consist of background ffiaterial 
pertaining to the establishment of new offices, 
such as office specifications, office grade, 

9. 10. 
SA!.'PLC: OR AC:i!(Y; 7.~K:.:~JO;) t,0. 

service area classificatio~s, area research, service' 
area reviews, and similar documents. I 

I 
Destroy 2 years after relocation or close of the I 
office. I 

' 

P. Check Procedure Records 

These records consist of local procedures 
established for the processing, auditing, and 
review of checks. The checks are returned to i 
the district and branch office for social security 
overpayment, health ins1.l2'.'ance benefits, supple­ I 
mental medical insurance b~nefits, and similar i 

I
instances. Also incll.,,3.ed is SSA-1395, Receipt j
and Trans~ittal of Refund Payments--Premiurn 
Payments and Returned Eenefit Checks, and its 
equivalent ~ 

1. Procedures 

Destroy when superseded, obsolete, or when no 
longer ne.eded for reference . 

2. Form SSA-1395 

Destroy after 1 year. 

--------·----------------------------,---------
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REQUEST FOR AU'f.EORiTY TO DISPCS:S OF RECORDS-Continuation Sheet 

7. S. [)~CR:PTIC;!l OF IE',: 

rrrn No. (711TH 1NC~t:$J'.'i: C°'ATt:.~ C7l R~i.:t-iiiJ~; Pi:'..:: 1cc3) 

II. DIS~R!Cr O??ICE ?.~CCB~S 

These records accumulate in processing clai~s for 
social security beneficiaries. Excluded are post­
entitle:--.e::t source docu:-,ents which are covered 
elsewhere. 

A. Developnent Records 

These records are used in developing initial claims 
for social security benefits. inclt:.ded is Form 
SSA-250, District Office Development Record' and 
its eg_ui valent. • 

Destroy 6 months after completion of development. 

B. Direct Im:mt Sow:-ce Docu:'.':ents 

These doc1.2:ents contain data v7hich is tra::1smitted 
electronically to BDP. The infornation is entered 
onto the I,aster Beneficiary Record (I,,I3R). Included 
are FoTI:.s SSA-450, Claims Input Data; SSA-450.:1., 
Also Input Doc~ent; SSA-450B, Subsequent Claims 
Input Short Form; SSA-1418, Claims Control Data; 
SSA-1551, Direct Dealing Provider Input Worksheet; 
SSA-2489, ARS Request for Critical Case PaY1~ent, 
and equivalent forms. 

Destroy 1 calendar ~onth after receipt of 
acknowledgement fro~ BDP. 

C. Disabil:'... t:v Deter:::ir.'::.t 5.on R~cords 

These records are pref'::.red in the district o~fice 
and f'orwa1·ded either to the State 2.fe2ccy or to 
BDI for a dGter=iination of wh~t~er the case ~eets 
SSA's definition of dis2bility. ~he district 
office receives a copy o~ t~e dete1~:'...naticn. In­
cluded is FoTI!l SSA-331, Disa-oil:'..ty I•eter:i.ination 
and ~r3.:cs::iittal, and its eq1.:i vale::.t. 

Destroy after 6 t:!onths. 

9. 10. 
SM,lPL!: OR ACTtO:I TAK::J03 iiO. 

i 
I
1, 

I 
I 
I 
i 

_, 
I 
I 

I

i. 



- Job NO. _____ 

REQUEST FOR 2\UTHORITY TO DISPOSE OF :!:!ECORDS-Conilnuation She.et 

7. 
ITEM NO. 

III. 

These records cor.sist of backgrou...~d material 
related to equiprne~t used in the district or 
branch offices, such as copiers, mimeograph 
machines, typewriters, microfiche readers, and 
similar equi::prnent. This material contains the 
specifications, serial nti!llber, brochures, and 
similar information. Included is Form SSA-1646, 
Statistical Input Data, sent annually to Property 
?~nagement Branch, OA. This report summarizes the 
results of onsite inspections performed by regional 
office or central office personnel. 

Destroy when no longer needed for reference. 

B. Safety Records 

These records pertain to personal safety in the 
district and branch office buildings. Included are 
the Facility Disaster Control Plan, safety regula­
tions, equip::r.ent safety background material, 
questionnaires on occ1.1.patior!al safety made to the 
regior.al office, and similar documents. 

Destroy when no longer needed for reference. 

c; Fnmlovee Health Peco!'ds 

These docU!:lents relate to -employee health projects, 
such as :pre 1.cention sho~s, monthly rei:,ort from the 
HEW health U.'1it, and sit::ilar rr..aterial. 

Destroy after 2 years. I 
t 

D. Fi1::>.r:c.ial Reco~:ds 

These records c::>~:sist of doci.:::::-::ents relat to the 
fir.ancial operations of the district or branch 
office. Incldcd, but not lir:iited to, are: 

https://h:�.5.ed
https://regior.al
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1. Individual Proc,.~e:-.-i~nt Trar:sactions 

These records consist of copies of requisitions 1 

purchase orders, invoices, receiving reports, 1 
1• and comparable co~tractual instrur:1ents for 

local :p1.1rchases of equip.r,ent and ser•.rices. 

Destroy after 2 years, except that naterial 
for transactions r..ade under the :;:.;ro·risions of 
ADS Guide BDOO.f:130-34, Sr.211 Purchase 
Procedures (Local Purchase) must be retained 

•for 3 years following the year in which the 
transaction is consummated. 

2. Payroll Authorization Records 

These records authorize persons to pick up 
payroll checks and bonds for SSA employees 1
from the Regional Disbursing Center. Included j 
is For:n SF 1195, Recom:nendation and Designation! 
of Agent to Receive and Deliver Checks and 
Savings Bonds, and equivalent documents. 

Destroy when superseded. 

3. Enmloyee Payroll ?rror Records 

These records are used to report :payroll 
errors to HE"1·l. Included is Form J{SH-411, 
Payroll Notification Forn, and HEd-4llA, 
Error lfot ice and equivalent documents. 

Destroy after 1 year. 

4. Telephone Bills 

These records are copies of bills, the 
originals of which are sent to OA Financial 
Management. 

Destroy after 6 ~cnths. 

5. Petty Cash Voucr:.ers 

Reimbursenent Voucher, SF 1129, or equivalent 
documents. 

Destroy after 3 ye~rs.
---·------· ----

Fol.U' copies, inc:lad.a..nq ori.qinul, 10 be aubni.ith:d Co the NationoS A,c:hives a.nd..Rcc:ord.i Sctvi.c:e 

https://inclad.i.ng


~;.~1n•~.:1(~\}:-.1_\~t~ :~<:,- lt_:!'""A • 

Pr•·~·,::-.~"' d t••~· 't,·!:••r.d .:5L'r'\'iC,.:.! .\r!1;1ir.::st:-:\t1on - Job Xo.-,____ P:•~•:_...9__ 
<f3.\ ~ . .:. :~.:! \"-i·J': 

11:.--~,,~ of_l2..p1c: 

REQUEST FOR F.UTHOEITY TO DISPOSE OF RECORDS-Continuatbn Sheet 

1, 
ITE'.,l ,;o_ 

E. Dis-!:rict Office Security Records 

These records consist of correspondence relating 
to the security of the district or branch office, 
such as arrangements for guards, reports of thefts, 
issuance of keys to authorized persons, and 
similar documents. 

Destroy when no longer needed for reference. 

F. Tra ve1 and Parking Records 

These records consist of documents related to 
travel of district or branch office personnel. 
Included are documents related to the use of 
Goverr..ment vehicles, such as requests for 
official :parking permits, and similar documents. 
Also included are Forms HEW-1, Travel Order, 
SF 1012., Travel Voucher, SSA-2376, Service 
Area Travel Plan and Budget, and similar 
documents. 

Destroy after 3 years. 

G. Office Service and Stmuly Records 

These documents relate to ordinary supplies and 
equipment used by an office; office space and 
utilities, communications, transportation, 
custodial, or other services required by an 
office; and to the general maintenance of an 
office. These records include, but are not 
limited to: 

1. Requests for supplies, receipts for supplies 
and equip:nent, and similar :pa:pers :pertaining 
to office supply matters. 

2. Requests for p~blications and blank forms, and 
other p:1:pers related to the supply and distri­
bution of JYc,blications to the office. 

3. Doc'l.;l:Gents related to local transportation and 
custodial service required by an office. 

9. IO. 
SA',1!'LEOR /!CT!C'l T!!-Zf.'IJOJ /,;J. 

------------------·---------------------·----------------
rcu cc.;:ic,, i11ch,ding original, ta be submitted to the National Archives and Records Secvicc 
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4. Requests for installation of telephones, 
telephone extensions, requests for cb3nge 
to telephone directories, and similar papers. 

Destroy after 2 years. 

R. Training 

These documents pertain to the training of district 
and branch office personnel. Included is summer 
training of students, and other nonagency 
personnel. Included is background material for 
training, such as brochures and schedules for 
courses sponsored by the Civil Service Commission, 
GEI'A, SSA Central Office, and related material. 

Destroy after 1 year or when no longer needed for 
reference. 

I. Overtime Rerort 

This weekly report contains information on overtime 
worked by district and branch office personnel. 
The infornation is consolidated in the RO and 
forwarded to CO. 

Destroy after 1 year. 

PERSONJ:{EL RECORDS 

These records cover those maintained by both the 
district office and by the branch off.ice. 

A. Onerati~g Officials• Personnel Records 

These records consist of working copies of 
e:mplo:.rees records. The official copies of these 
records are rr:aintained in the official personr.el 
folders in the DH2·7 Regional Personnel Office. 
Included ar~ copies o~ SF-52, Request ~or 
Personnel Act ion; emplo:tee appraisals, employee 
records cards, within-grade notifications; reports 
of er:iployee interview concernins rating, appraisal, 
and J:;;-,; c;01:d1'ct. ~r.d si.r.:ilar documents pertaining 

---------~_._Q_i)~J., V.tG.,1..::--,.1... t::~l:J2..... l'1~(~~•::s. ---···~----·-----
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Destroy in accordance with Appendix B, Filing 
Retention Table (Employee Records and Files); 
Chapter IX, SSA Guide 1-4, Personnel Guide for 
Supervisors. 

B. Employee Leave Records 

Destroy in accordance with General Records 
Schedule No. 2, Exhibit 1, ADS Guide 40-2. 

C. Enroloyrr.ent Records 

These docunents pertain to employment in the 
district or branch office. Included, but not 
limited to, are: 

1. Local vacancy announcements. 

2. Re~uests for transfer into and out of the 
district or.branch office. 

3, FSEE and college recruitment. 

4. Summer aide employment. 

5. Promotion committee establishment. 

6. Position descriptions. 

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

D. SSA Vacancy Announce~ents 

These records include central office-originated 
teletype armouncer:ents of SSA vacancies for 
grGdes GS-14 a:-1.d above, vacancy announceEents 
issued in the field by the Regional Personnel 
Offices, and.similar announcements. 

Destroy after 3 months. 

rol)..f copjt!'a, int=h1cii.ng 01t9inol 1 to b~ •ubinitte:d to the National Archive-• and ~ec:ord.s Service GPO, li:,;_;,..._0- 711-·J 
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These records are Laintained to provide a source of 
readily available reference n:aterials for an office. 

A. ReadiD.2' Files 

These files consist of extra copies of outgoing 
communications, arranged chronologically, which 
are maintained for review by staff members. 

Destroy after 1 year. 

B. Technical and Reference Publications 

These ~ecords co1,sist of·copies of issuances, 
including reference binders and ether publications 
issued by any element of DHEW, SSA, other 
Governm~nt agencies, and non-Governmental 
organizations, w:1:i.ch are 1:r.:aintained by an office 
for reference purposes. These files also include 
memorandums, letters, messages, or other documents 
used to transmit program. instructions in advance 
of official SSA issuances. 

Destroy when s1.rperseded, obsolete, or when no 
longer needed for reference. 
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