
 

  

SOME ITEMS SUPERSEDED OR OBSOLETE      NC1-47-83-06  Accurate as of 08/20/2025 

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 These items, unless subsequently superseded, may be used by the agency to disposition records.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 They are superseded, obsolete, filing 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 (T) 
2 / A (T) 
2 / B (T) 
2 / c (T) 
2 / C / 1 (T) 
2 / C / 2 (T) 
2 / D Active (T) 
2 / E Active (T) 
2 / F Active (T) 
3 / A / 1 Inactive (T) superseded by DAA-GRS-2014-0002-0014 (GRS 2.1 item 100) 
3 / A / 2 Inactive (T) superseded by DAA-GRS-2014-0002-0014 (GRS 2.1 item 100) 
3 / B Active (T) 
3 / C Inactive (T) superseded by DAA-GRS-2020-0001-0002  (GRS 5.7 item 040) 
3 / D Active (T) 
3 / E Active (T) 
3 / F Active (T) 
3 / G Inactive (T) superseded by DAA-GRS-2020-0001-0002  (GRS 5.7 item 040) 
3 / H Active (T) 
3 / I Active (T) 
4 / A / 1 Active (T) 
4 / A / 2 Active (T) 
4 / A / 3 Active (T) 
4 / A / 4 Active (T) 
4 / A / 5 Active (T) 
4 / A / 6 Active (T) 
4 / B / 1 Active (T) 
4 / B / 2 Active (T) 
4 / C 1 Active (T) 
5 / A Active (T) 
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SOME ITEMS SUPERSEDED OR OBSOLETE      NC1-47-83-06  Accurate as of 08/20/2025 

5 / B / 1 Active (T) 
5 / B / 2 / a Active (T) 
5 / B / 2 / b Active (T) 
5 / 2 Active (T) 
5 / 3 Active (T) 
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REQUEST. FOR RECORD&POSITION AUTHORITY 
(See Instructions on reverse) 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHINGION, DC 20408 

1 FROM (AGENCY OR ESTABLISHMENT) 

Health and Human Services 
2 MAJOR SUBDIVISION 

Social Security Administration 
3 MINOR SUBDIVISION 

Office of Field Operations 

---------------< 

LEAVE BLANK 

DATE RECEIVED J ,J1, 
") - .,,,..2,.-, ./

---'------
NOTIFICATION TO AGENCY 

1 dt>, rc~~ce"' •R 1•., ~· ,,,, ~ Ji 14 u SC 33'.':3a the d ~~ s2 '<:! 
:;1Je~I 1n• ud1,.~ 1'f,.,~~ ~11s c; ~ppr.ivea enep !1.1• •l~'TI~ lhdl "''-Y 
r,-, • ,;ped d1SOOSitl "r' i~~rGve1 , '-11 t•~•1w1' n Ct Jrr-1 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

Ernest P. Lardieri 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency ,n matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of JI page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

Q9 B Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE E TITLE 

2/14/83 
D SIGNA~E OF AGEN,;1RE~SENTATIVE 

or/4~er'o~ Department Records Management Officer 

7. 8 DESCRIPTION OF ITEM I •· 10 
ACTION TAKENITEM NO (With Inclusive Dates or Retention Periods) 

I. - V. Comprehensive Records Retention and Disposition Schedule , 
for the Office of Field Operations (attached): 

115-107 

I. Office of the Associate Commissioner Files 

II. Office of Field Support Files 

III. Performance Management and Analysis Files 

IV. Resource Management Files 

V. Program and Systems Management Files 

SAMPLE OR 
JOB NO 

STANDARD FORM 115 
Re,;1sed April, 1975 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFAI 101-114 



, 
INSTRUCT;~,:~eadings lid indicate .,hat office', r.cords are m-­

L'.-,;e Standard Form I 15 Wblam.i.blc from '!iUpply depots or the 

Feder.ii Supply Ser,.,,ce Gener~~~u;e:!> Admm1strdhonl and the 

con1mu.at100 <;hePI ",(,_11dard f-.J)~'lt lJ;;a (obtamal,le from the Rec­
ord-. D1spo-.1t1l,ff D1v1-.;1un om....e of Federal Record,;; Center,o; !\la 
tm-n,.,,I Ar.;,h,w, ,nd ReLor.:I'! r.;ervn.~ Washm:;ton DC 2040~1 to 
•"'ll,itn 1.1thonry tr),dl.,Jl01,i! of record'} c,r to tequest perm..i.nenl re­

tl;"ntion of ref..(1.-d., ,.,..,..,i,,\..h the fifth l::OPY from the set -.nd li!ep a'I 
•,o;.u referc:n4..e 1..ofl, Suh1->1t the f,r.-r k ,r coriiec of ti'-e ~el to lhe 

""Jdt10ndl o\rdl ve , d Rei..u,d" \ci v~1,,.t. One ,.,op., 1,1,111 be tdumed 
t,._, the .1!!et.1.., i'- 1 ,tif:t- ,~,,11 , 1km,;; tb ,1 ~re uthorued for d1-.po,,,I 

I rem'- w,:hdr.iwn ,., 1 ii ppro11ed fot d1,pos,,t[ will he ,o o, ,ri..ed 
i ... ~ ~f <; ,:-yII1nt1•I ( omr,ti ,ner (H."~c:r,11 Lon1..1.orreru;.e TTIU'>t 14-e 

.... Lomp..nn::u -.~ .~ ,•!JflCJO,>n bi ,potO,..dl fr.:,ru (,AO 

~,f'1 I ' ,,1) t -hvuiu .,_,,.., wh,A :!-t:ni..~ ha.. tu,k,dy urthc 

•,;- J-, 1,,,,1 ire •"1 '1f1ed l'., ll'-1':' I(,,,•• md ~hould ... unr.on the oame 
f r,e l1ep~rt•1, ~ ,,r ,<ideperiile( l . t-n"-y r..d 1t~ '!'I Jr ,mo mmi:,r 

, l"11ln,,-.h '1-. 

I- 1,,t • 4 m,, ,, •h \11' I hdp 1~r1t1f i r-;d 1,11..dte U"le per \in to 
.,..",, i ,,qu1ne- r,;1 r.lin•' the re1...,ird., ,-..,, wld he d1re1..ted 

">1/r "J. ,h.,<1 1,1 r"c .,. r,ed ,i,,l ii ted un the fo;ur ,Jf11e.. hy the 

Jt, n"- • t'P•t: ePt 1t11,e I ~e ri,,, "'-er f 'P'cill.C" inv,lh,ed m the reque,t 
,h,, dd tle m-.ened 

H:u~ '\. ~hould be ,..,tied:.ed ,r the rec:ord,; m.i~ be d1"ipo"ied llr 1m 
n1ed1.. 1ely Box B ,,,.,ould he che"'ked 1r 1..ont1nuim! d1spo"i,il ~~-othonty 
1.. reque... ted or 1f permdnenl retention 1,; re1.1-oe,;ted Only one box 
m~ y he LheLked 

E'n1n- 7 ,;nOL,ld ·wnfum1h'e•w.nnberc; o(the ,tern•.' or record, idea 

t1fied on the form m !'>el.1'1em:e I e. I. 2 J. 4 etL 

f.ntn I( -.hould ,how what record, .ire propo,ed for d1,po.,.1! 

sifA RecordsOffir 

volved 1f ..11 record! descnbed on the fonn are not those of the same 

office or if they arc records crc,ited by another office or agency 
A.n 1dent1ticdt1on !>hould be provided of ;he types of record~ m· 

v0lved if they ve other th..,_n texturai rcconh. for exc1mple. if they 
.<1re photogr,iph11. reLords ...ound f\:l,.,ordmtts. o~ c<1rtu:zr,ijph1c records 

'\.n 1terr·z.it10n .-.nd .:1c.;.ur<1te identifu. i~mn -.hould be pr,,,v1ded ,'f 
the ,i:1 ,i:., of rt:Lord, :11, f re prupo!>ed for d1'ipo!iodl or retention 
F.A.h ,erie!io <,/l•iuld cumP,n.:,o tt1c ....1rfC"'f pr.,s,1..tn.d) ~r.,upmi ol 
<,f'pc.1ratel..,. org,mt.ted and h~JL,± iv rc:l.:llkd ,n At"n ... th t! c~n be 

tri:akd .:1-. 1 ., ,e umt ~or {'U(!Jt'"e,; 1f d,spc.1~.,_,1 ( omp11r11:n~ p ,t1, 
ilt d ,e~e.. m,11, l'e 1t1ted " .D r,ttC-ly H nomh-ercd: 'C(l"f1-.i:,._ut1vei)' .... 

1~ I b t't... u, Jer the _\:enei .o.l -..=.n..:, entrr 
-\ <+Utt'rnf'"'t 'iho... .i.l tie pn)'\ 1dt:d ~n0w111 1 when clt'lpo"lu, ,.., to 

be m.,ide of rhe ,e,.._;,1, d, 11'-,.,!lo 

. If ,mme<l1 te J1.,posdl ,., req ,e-.teo of p.1,1., ..l.-~1m,d,1t10~, tJ:f r('\.,· 
'-.0'¥h,, the mdu•,1vc ac1.te~ a11r1n~ .... hi..J,, the r,u..,ni;j., w~e produc~d 
sht'h.ild De '!it.ited -

tf ilri{inuirt11 .._11,p-,.,.....,11, ceque,(eJ !tir rc1..1 (\h th.if h,ve ..,1..,..rru.1 

red c11 w1H ... ti 111r,11e to ....... t.1m1, •c the ro.ateou1,n ;,enud m " he 
\;'\prtv,e.d 11"' 'l':TTTI\ of ye~r, r,-...,,1n1, eh.. vi 1n ~ei-m.,, or fu,urc .. -. 
10n, o, ,.;\'Cnh .\ f1.,ture ~ ...1,on (1, e~ent rh t ,~ tu dt"1enninc- ,iie 
ete11tion c"le1u.X: (tlU~t ' 1t:" obJt:di'<t" ,-,d .c!ehr ,1e ff d1,po., 1 ~ t tht. 
c ,1<l, ., ..v11Un~e11t ..ipon their '-.cir• mi .... ,or,•mcd "r u[herwi,e 
~111~,du1..cd (1, re .... otded t"ln rr,.,..,•1,,,c: ~e.,,:.b1e med1.,:. rhe rerention 

peno<l ~hi1u:1) re;:1d 'l ntu .......ertamcd !h,ll reproduced Lop1e... c.,r 
rei..ordi,1.,s, h,n·e ~CD md.de m d(.~1._,rdanLe Wlth ( i5.A re~ul.1t ~"., 
.rnd re .1der.jd,1te ,uti,11tute,; for the p~pcr recordo; •• o\l,o tht pm 
~1,,u , ,.,f f P\ik ~ HH-11 ~ ,hould be ob~n.ed 

t.nrn IJ ,hould ht; LheLked if .....mple ... .ire '!lllb1T11tted for .iJl rtem. 
Howe,..er ""'mple~ Jr the reLord~ ,.re not reQ1.11red _unless 1he)' ire 
,eque,kd h1,, the "'I -\RS <1ppr.if,;-er If .. n 11,em h.i.., been rrev-ou...1y 

-.uhrmtted. the relev,ml JOb and item numher ~hould be entered 

Entn 1(; c;hould be lert blank 

Date 

Standard Form 115 SACK Rev 4 1c 
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• • Atta~hment 

OFFICE OF FIELD OPERATIONS 
1. OFFICE OF THE ASSOCIATE COMMISSIONER FILES 

Description of Records Authorized Disposition 

Senior Executive Service (SES) Performance 
Plans and Appraisals 

Copies of SES plans and appraisals for Destroy 3 years after close of fiscal year 
regional commissioners who report to the covered by appraisal. 
Associate Connoissioner (AC), Office of Field 
Operations. Although "record copies" are 
maintained by the Division of Performance 
Management Analysis, these copies may 
contain notes made by the AC and must be 
retained for appraisal purposes, 



• • II. OFFICE OF FIELD SUPPORT FILES 

Description of Records 

A. Conference and Meeting Files 

Conference briefing packages including 
agenda items, background materials, action 
items, and other information relevant to 
meetings. The materials are prepared for 
participants of regional commissioners' 
quarterly meetings, area directors' 
meetings, regional conferences, and meetings 
of the National Council of Social Security 
Management Associations. 

B. Regional Issues Files 

Documentation and background information 
concerning administrative and program issues 
raised by the regions, including both 
incoming correspondence and replies. The 
files are reviewed prior to Office of Field 
Operations staff visits to field offices. 

Authorized Disposition 

Destroy when 2 years old or when no longer 
needed, whichever is sooner. 

Destroy when 2 years old. 



2 • 
Description of Records 

(c) Action Plan Update and Workload 
Analysis 

Report prepared by OFO which consolidates 
highlighted elements from Debt Collection 
Narrative Reports and the Debt Management 
and Update Reports. It includes a summary 
of the narratives and reports on debt 
management initiatives 

C. Federal-State Relations Files 

Correspondence and background material 
addressing such Federal-State issues as 
annual wage reporting by magnetic tape, 
State Disability Determination Services 
problems, and State notifications of 
termination of voluntary agreements for 
coverage (Section 218 of the Social Security 
Act as amended). 

D. Program Security Files 

Assessments and reconnnendations from other 
components concerning fraud prevention in 
OFO field offices (FOs), and related 
correspondence. 

E. Systems Security Files 

Vulnerability studies, overall program 
security studies and studies of individual 
OFO FO security compliance. Included are 
initial reports, final reports, and related 
correspondence. These studies are 
principally conducted by the Regional 
Security Officers. 

• 
Authorized Disposition 

Destroy when 2 years old. 

1. Case Files 

Destroy 2 years after resolution of 
problem. 

2. Subject Files 

Destroy when 2 years old. 

Destroy when 3 years old. 

Destroy 2 years after final report. 



• • 2 

Description of Records Authorized Disposition 

F. Management Studies and Reports 

Studies and reports addressing operations Destroy 3 years after release of report. 
and policies on a national scale. Examples 
include cost savings initiatives and service 
delivery issues. Included with the reports 
are final reconnnendations. 



• • 
IV. RESOURCE MANAGEMENT FILES 

Description of Records 

A. Budget Files 

1. Regional Monthly Expenditure 
Reports 

Reports prepared and submitted by each 
regional office showing cumulative 
expenditures by object class codes for the 
fiscal year. 

2. Monthly Transaction Report 

Reports prepared by the Office of Financial 
Resources (OFR), Office of Management, 
Budget, and Personnel, showing expenditures 
by object class on a line item basis for the 
Office of Field Operations (OFO) field 
offices (FOs). It is used to balance the 
Monthly Expenditure Reports. 

3. Payroll Analysis Recap Report 

Biweekly analysis report prepared by OFO 
central office and FOs showing hourly salary 
rates by type and category of employee. 
Included are overtime and percentage of 
benefits for health insurance and retirement 
summaries. 

4. OFO Yearly Operating Budget Plans 

Budget plans submitted annually and covering 
a 2-year period (current year and following 
year.) The plans are updated quarterly. 

5. Allowance Advice 

Document issued quarterly by OFO listing 
funds that OFO has been authorized to 
obligate or commit. 

Authorized Disposition 

Destroy 3 years after close of fiscal 
year (FY) in which dated. 

Destroy 1 year after close of FY in which 
dated. 

Destroy 2 years after close of FY in which 
dated. 

Destroy 2 years after close of the period 
covered by the plan. 

Destroy 3 years after close of FY in which 
dated. 



• • 2 

Description of Records 

6. Cost Analysis Report 

This report is prepared monthly by OFR and 
shows allocation of funding sources (trust 
funds and general revenues) for all 
expenditures (such as personnel and 
equipment). The reports are used to verify 
and project dollar amounts allocated to each 
source. 

B. Staffing Reports 

1. Biweekly RC/Field Staffing Report 
from each RO. The report shows the numbers 
of employees who entered on duty and who 
separated, and other pay period changes. 

2. Quarterly Staffing Report 

Forms SSA-39O7, Quarterly Report of 
Personnel Actions, prepared by each RO and 
consolidated into a national report. This 
information is used to prepare the Field 
Personnel Report and the Quarterly Report of 
Separation for Position Types by Region. 
The reports are used to control budget 
ceiling. 

C. Personnel Management Files 

1. Classification Standards Development 
Files 

Files created in the development of 
classification standards for positions 
peculiar to OFO offices. Included are 
position papers and other background 
information. 

Authorized Disposition 

Destroy 2 years after close of fiscal 
year (FY) in which dated. 

Destroy 2 years after close of FY. 

Destroy 2 years after close of FY in which 
dated. 

Destroy after standard has been superseded 
or obsoleted. 6/Z.5 I/7... Ci) 



• • III. PERFORMANCE MANAGEMENT AND ANALYSIS FILES 

Description of Records 

A. Senior Executive Service (SES) and Merit 
Pay Performance Planning and Review Files 

SES and Merit Pay Performance Plans, 
monitoring records, and related 
correspondence. Also included are profile 
packages which are interim performance 
reviews and analyses which contain 
supporting documentation for high or low 
appraisals. Files are maintained for 
regional commissioners and the Associate 
Commissioner, Office of Field Operations 
(OFO). 

B. OFO Field Goal-Setting Files 

Field performance goals or targets, reports, 
and related correspondence. They are used 
to set goals and monitor performance and may 
be used to revise SES and Merit Pay Plans. 

C. Management Information Files 

Monthly reports, broken down by region, 
detailing regional workloads such as 
retirement and survivors insurance, 
disability insurance, supplemental 
security income, and debt management. The 
reports contain monthly data, are not 
cumulative, and are based upon district and 
branch office (DO/BO) input. 

D. Operational Review Files 

Reports of remedial actions recommended and 
taken to correct problems identified 1n the 
Workload Tracking Reports. 

E. Audit Staff Liaison Files 

One-time studies conducted by the Office of 
Assessment, the U.S. General Accounting 
Office, and other offices. These studies 
may be originated by the office performing 
the audit or at the request of OFO. 

Authorized Disposition 

(1) Merit Pay Files, GRS l/2Ja(5)-

Destroy 3 years after close of fiscal year 
(FY) covered by appraisal. 

(2) SF.5 Files, GRS l/2Jb(4). 

Destroy 5 years after date of 
appraisal, exclusive of any interim 
service as a Presidential appointee. 

Destroy 3 years after close of FY 1n which 
dated. 

Destroy when 2 years old. 

Destroy when 3 years old. 

Destroy 3 years after release of report. 
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Description of Records 

F, Systems Planning Support Files 

Correspondence concerning systems planning, 
including regional office and other central 
office components. 

G. Case Control Systems Support Files 

Correspondence and reports concerning the 
Case Control System received from the Office 
of Management, Budget, and Personnel and the 
ROs, 

H. Telecommunications Support Files 

General correspondence and related records 
pertaining to the internal administration 
and operation of OFO telecommunications. 
Included are staff briefing files covering 
current fraud issues involving 
communications equipment. These 
noninvestigatory files are to keep top OFO 
staff advised on matters which may come 
under public scrutiny, 

I. Risk Analysis Files 

Reports and other correspondence relating to 
OFO conducted risk analyses of field office 
operations. Included is all correspondence 
relating to the implementation of the final 
OFO recommendation for corrective action. 

Authorized Disposition 

Destroy 3 years after implementation or 
abandonment of proposed system. 

Destroy when 2 years old. 

1. General Files 

Destroy when 2 years old, 6'.e.s l~o.. 

2. Fraud Briefing Files 

Destroy 6 months after close of 
investigation. 

Destroy when 3 years old, 



• • V. PROGRAM AND SYSTEMS MANAGEMENT FILES 

Description of Records 

A. Legislation Planning and Implementation 
Files 

Documentation of the Office of Field 
Operations (OFO) responses to legislative 
planning and implementation initiatives from 
other offices. Included are meeting reports 
and action items, and related 
correspondence. 

B. Debt Management 

1. Correspondence Files 

Reports and other correspondence relating to 
monitoring Debt Collection Center (DCC) 
compliance to debt collection procedures and 
monitoring DCC performance. Also included 
are impact statements addressing proposed 
policy and procedural change. 

2. Report Files 

(a) Debt Collection Narrative 
Report 

Monthly reports from DCCs addressing the 
status of debt collection activities. 
Certain items may be highlighted in 
management reports prepared by OFO. 

(b) Debt Management Update Report 

Reports prepared by the regional offices 
(ROs) which provide information on 
litigation issues and the Private Agency 
Collection Project. Also included is a YY 
report providing status on the numbers of 
debt management cases released and closed. 

Authorized Disposition 

Destroy 2 years after legislation is passed 
or withdrawn. 

Cut off file at end of the calendar year , 
in which dated and destroy et- 2 yearsDICI,

1 

....,e,.. 

Destroy when 1 year old. 

Destroy when 1 year old. 
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Description of Records Authorized Disposition 

2. Supplemental Union Agreements 

Agreements between SSA and the American Destroy when supplemental agreements have 
Federation of Government Employees (AFGE) been superseded or terminated. 
Field Office Council which supplement the 
national contract with AFGE. Background 
material is included in the files. 

3. Affirmative Action Plans 

Coordination copies of affirmative action Destroy when plans have been revised or 
plans and related correspondence from each superseded. 
RO. 
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