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REQUEST FOR RECORDS DISPOSITION AUTHORITY	 LEAVE BLANK 

------------- ---------~(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION,	 ~ t:, .-J-	 '7'). tl?'/-
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 0#._,' '7~.n / L 

1 FROM (AGENCY OR ESTABLISHMENT) L _£- ~ ,-
-t NOTIFICATION TOOffi ce of Chi 1d Support Enforcement.	 AGEN~ 

2 MAJOR SUBDIVISION 
In accordance with tre provrsrons of 4<1 USc 3303a the disposal rePolicy and Planning Division quest. Including amendments, IS approved except fo' Items that may 

3 MINOR SUBDIVISION be stamped "cisposal not approved" or "Withdrawn" In column 10 

4 NAME	 OF PERSON WITH WHOM TO CONFER 15 TEL EXT 

II-I S'-t$'
 Gerrie Rodriguez I 443-4783 /latt'
 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for thrs agency in m?~rs pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of ~ page(s) are not now needed for the business of 
thrs agency or will not be needed after the retention periods specified. 
o A Request for Immediate disposal. 

[X]	 B Request for disposal after a spec.tied period of time or request for permanent 
retention 

C DATE	 E TITLE 

2/2/84 Records 11anagement Offi cer 
97 8 DESCRIPTION OF ITEM	 10SAMPLE	 ORITEM NO (With tnclusrve Dates or Retenllon Periods)	 ACTION TAKENJOB NO 

RECORDS DISPOSITION SCHEDULE 

FOR 

POLICY AND PLANNING DIVISION 

*OFFICE OF THE DIRECTOR
 
*POLI CY BRANCH
 
*PLANNING & EVALUATION BRANCH
 

(see attached) 

STANDARD FORM 115 
Revr s ed Ap',I, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 



Policy and Planning Division 

The Policy and Planning Division develops, reviews, a~d manages all matters 

related to the policies, regulations, legislation, planning and evaluation 

relevant to the CSE program; develops OCSE long-range plans and 

objectives, including the Major Initiatives Tracking System (MITS); manages 

MITS and provides liaison with SSA and HHS for MITS matters; plans, develops, 

coordinates and monitors research and demonstration projects; plans, develops, 

coordinates and conducts evaluation stupies and their utilization; evaluates 

budgetary and programmatic impact of legislative and regulatory changes on State 

programs and provides liaison with SSA Office of Research and Statistics; 

develops forms to be used to collect data and obtain approval for them; prepares 

narrative analyses of statistical, financial, and trend data from OCSE data 

series and other sources in response to special requests; develops in 

coordination with CSE program components as necessary all regulations relating 

to Child Support Enforcement; establishes and clarifies program policy through 

Action Transmittals and other means and responds to inquiries on policy matters; 

develops, coorrlinates and reviews all legislative proposals related to child 

support enforcement; provides technical assistance on policy matters 

to OCSE staff and State and local governments; develops procedures for 

OCSE Regional Representatives' review and approval of State plans; 

reviews Regional Office recommendations for State plan disapproval 

and provides Deputy Director with options and transmittal documents; provides 

ongoing liaison with the Office of the General Counsel; arbitrates policy 

questions when the Audit Division and Regional Representatives disagree on 

applicable policy; provides policy input on reconsiderations and appeals of 

disallowances; provides support to the Office of the General Counsel in 

litigation affecting OCSE; and performs special projects and initiatives. 



IteITINo. I. GENERAL PROGRAM ADMINISTRATIVE RECORDS 

1. A. Administrative Files 

Description 

Files created by most Policy and Planning Division components 

the performance of their assigned functions: 

1. Official file copies of outgoing correspondence relating 

to office functions; 

2. Comments on draft reports, studies, and proposals 

prepared by other offices; 

3. Comments on proposed legislation; and 

4. Program and management reports, such as overtime and 

staffing reports, workload and production reports, 

highlights, activity reports, and other reports prepared 

to submit narrative or statistical rlata to management 

offices. 

in 

NOTE: Excluded are 
in this schedule. 

reports specifically identified elsewhere 

Q~8~e5e~;Disposition 

,Oestf'6Y 2 yeaps after tRe 'lese sf tAe eal endar :year; nitA; eA 

2 . 

~ ~ate~. ~QT~: 0ge~ffieRts iR t~e file that re~~ire additional 

aetisR SP tAat pelat@ is sR~eiR~ ~Fejeets ffiayge FetaiR@~ ~Rtil 

tAe aetisR 8P fjP8jee1; is ee"'~h"e9. Destroy when 2 years old or 
when action or project is completed, whichever is l~ter. 

B. Correspondence Control Logs 

Description 

Correspondence control logs reflecting the assignment and 

disposition of incoming controlled correspondence. 
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~P8~8S@~ Disposition 

Close out at the end of the calendar year and destroy 1 $'@ap' 

~M@p@aftgr with related correspondence. 

3. 
C. Working Files 

Description 

Nonessential working papers retained for reference purposes hy 

staff members. Included are extra copies of official file 

material, supporting or background papers used in developing 

official files hut not needed as part of the official file, 

studies or similar material not acted upon, papers used as 

administrative aids and papers that do not serve as a basis for 

official action. 

Prg~83e~ Disposition
when old 

Destroy ~ 2 years/or when no longer needed for reference, 

whichever is earlier. 

D. Action Transmittals 
4. 

Description 

Formal issuances containing OCSE instructions to the States. 

These transmittals require State actions on program matters. 

Records are maintained in numbered series by year. They may 

address any program topic. The action transmittals include the 

subject, regulation references, program applicability with any 

attachments, related issuances, effective date, and action required. 

The official record set is maintained by the Reference Center, 

Program Operations Division. 

- 3 -



~P8~8&99Disposition
 

Duplicate Copies

when	 ~ J. e	 etC-f(.Destroy 2 yeaps aftep termlnat or superSe6S)&FM 

5 .	 E. Information Memoranda 

Description 

Formal issuances transmitting administrative and program 

instructional information to States. These informational 

transmittals may cover any administrative or program topic 

and do not require any state action. Records are maintained 

in a numbered series by year. The official record set is 

maintained by the Reference Center, Program Operations 

Division. 

Rp8~8Se& Disposition
 

Duplicate Copies
 
when	 eJ dl!!.J.Destroy -2 yeap& ilftip- termi nat~ or superse~. 

II. PROGRAM RECORDS 

A. Policy Subject Files6. 

Description 

Policy memoranda, regulations, correspondence, interpretations 

(policy interpretations questions), comments, clearance material and 

other related documents maintained by the Division of Policy and 

Planning, Policy Branch. These records provide the basis for 

establishing historical records and serve as precedent for future 

program policy determinations. Files include a wide range of Child 

Support Program topics and are arranged by subject. 
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Proposed Disposition 

Permanpnt. ~ransfer to the Federal Records Center (FRC) when 
when 5 years old. 
92 J3R~@P R@@~e~ iR 6~FF9Rt 9~@pati8R9. Offer to the National 

Archi ves lQ eal eI'H~af' yeaps tAepeaf'l;ep" when 20 years old r.n 
5 year blocks. 

B. State Plans Files7. 

Description 

Record copies of approved State plans submitted by each State, 

territory, and possession pertaining to State administration of OCSE 

programs. These State plans are required as the basis for Federal 

Financial Participation. They are submitted in prescribed format 

and provide a comprehensive document describing the value and scope 

of a particular State's program. The elements included in the plan 

are organizational information, formula for support determination 

cooperative agreements, State statutes and regulations and 

other related documentation. As portions of the plans are 

changed, the superseded materials are withdrawn and filed as 

obsolete material in the same order as filed in the State plan. 

These materials may be required as evidence in litigation cases 

of Federal/State agreements on services to be provided by the 

States. State plans are submitted to OCSE via a Transmittal 

Notice, OCSE-21, or its equivalent, which contains the necessary 

signatures, approvals, and effective dates. Obsolete or 

superseded Transmittal Notices are retained with current plan 

material and serve as a historical record of transmitted State 

Plan material received and as a reference for office use. 
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»re~gsed Disposition 

1.	 State Plan Material 

P~i1"al'~',1!. Transfer to FRC 10 salada, years after termination or 

supersession of the agreement. Qffer te Netio"al AI ehio~~ 15 y@irs 

tR@F9i1f1i9F',	 rzben 29 Y®B:ilfS ida 3:Z Iii JESS!!! JsJ8s1i8. 
DESTROY WHEN ~ 0 YEAJl~~ 

2.	 Duplicate or Loan Sets of State Plans 

Destroy duplicate plan material 2 ~al@~~iF years after 

termination or supersession Jor sooner if no longer needed for 
/' refenence. 

3.	 Transmittal Notice Form (OCSE-21) 

After obsolete or superseded, file with current State plan material. 

4.	 State Plan Manual Log Sheets 

'@al	 iHH~ilF YQirS oJ d Destroy when no longer needed for reference, 

C.	 Legislative Proposal Files
8. 

Description 

Files of proposals for changes in legislation affecting OCSE programs. 

Documents in these files consist of legislative proposals, draft 

legislative language, supporting statements, clearance comments, cost 

estimates, and other information. If proposal is accepted as possih1e 

legislation, it is then issued as a bill for Congress and related material 

transferred to the Bill Files. 

P	 'III~ Disposition 

1.	 Accepted Proposals 

Transfer accepted legislative proposal and all its related 

material to the Bill Files. 
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2. Defeated Proposals 

Review files annually 

continuing relevance. 

and destroy material which does not have 

9 . D. Bill Files 

Description 

A history file for each piece of legislation related to OCSE programs. 

These files contain copies of the bills, legislative summaries, 

analyses, committee reports, and related background documents. Also 

included are copies of the transcripts and printed reports of hearings 

before congressional committees, and any material prepared for use by 

OCSE and HHS officials in testifying before congressional committees 

on a given piece of legislation. If proposed legislation is passed, 

all its related material is transferred to the Public Law Files. 

Pi 6~63@8 Disposition 

1. Enacted Legislation 

When enacted, legislation 

Public Law Files. 

is transferred to the 

2. Defeated Legislation 

Review files annually 

continuing relevance. 

and destroy material which does not have 

10. 
E. Public Law Files 

Description 

Published copies of all public laws relating to OCSE. These files date 

from 1975 and relate to all OCSE suhjects. They contain copies of 

bills, legislative summaries, analyses, committee reports, transcripts, 

printed reports of hearings before congressional committees, and 

- 7 -



material used 

congressional 

hy OCSE and 

committees. 

HHS officials in testifying before 

Pi opOJe!s. Disposition 

tp@PMiR8Rb Off8P to 

F@foI"OACO Destroy 

t~9 NitioAil Arcbiv9£ when no longer
needed 

when no longer/ for reference. 

needed for 

11. F. Litigation Files 

Description 

These files document court cases which involve OCSE programs and for 

which the Secretary of HHS is sued. Cases are filed by Federal Court 

or by State courts. Documents in these files consist of published 

copies of court decisions, briefs, memoranda, precedent material, 

transcripts, and related documents. Official record copies are 

maintained by OGC and HHS. These files are used for reference purposes 

in developing regulations and in any subsequent litigation that may 

have impact on the Child Support Program. 

Pi PhgJ Disposition 

Review files annually 

continuing relevance. 

and destroy material which does not have 

12. G. Program Regulation Files 

Description 

OCSE program regulations that have been proposed and published 

the CFR since the heginning of the program. The files contain 

pending and completed draft proposals, concurrences from OCSE 

components, OGC concurrences, policy memorandums, public 

comments, Federal Register publications and other related 

in 
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correspondence and 

reference purposes. 

material. These files serve historical and 

~e!!8Se~ Di spos iti on 

8ffci te 

Destroy 

t~e ~Iati 8Ral Ptpe~i ,e3 1 Q eel ePHfar ,cal! 
when no longer needed for reference. 

13. H. Legislative Tracking Report Files 

Description 

Files containing congressional bills tracking 

monitor the progress of Child Support-related 

Congress and for other management information 

provide summary data on Child Support-related 

number, sponsor, co-sponsor, subject matter, 

tive information. 

reports used to 

bills through 

purposes. Reports 

bills such as bill 

and other descrip-

PP=p8B~ Di sposition 

C18!;8 Qw1; fil8!; h!l:1eFl a Fle'.1 ~8F1~peSS is !!eatesa QffE!I 

~MP~8S8'4t Destroy when no longer needed for reference. 

2. Qt~er Cepic3 

Destroy when no longer needed for reference purposes. 

14. I. Planning and Evaluation Statistical Reports and Analyses 

Description 

Statistical analyses and reports prepared by the Planning and 

Evaluation Branch for the purpose of evaluating and monitoring 

- 9 -

State 



IV-D programs; included are the annual reports to the U.S. Congress and 

the semi-annual Child Support Statistical Reports. In addition, 

statistical data and analyses are prepared at various times throughout 

the year for use by OCSE Executive Staff and Public Inquiries in 

presentations, public statements, and budget justifications. 
~ The States quarterly submission of the OCSE-3, or its equivalent, 

serves as the primary source of data for these statistical 

analyses and reports, providing information on caseloads, 

types and success of actions (i.e., paternities established, 

absent parent locations made and support obligations 

established), support collections made, interstate activity 

and AFDC burden reductions. Record copies of the OCSE-3, or 

its equivalent, are arranged by fiscal year and quarter, and a 

duplicate set arranged by State. 

PPQ@Qs@~Disposition 

1.	 Inputs to the OCSE Annual Report to Congress 

Destroy final drafts after publication in OCSE Annual Report and 

when no longer needed for administrative purposes. 

2.	 Child Support Enforcement Statistics - Semiannual Report 

a.	 Record Copies 

Permanent. ~QHf~f~e~r~e~~~~~6+f~z~~~r~Pi~R~t~pe~~*8~p~tf~aR~R~~ftAlH41~¥-t~8~t~~~e~tTranster copy 0 eacn report 0 

Reference Center, POD, for incluSion in 
publication files being retained for 
archival retention.b.	 Duplicate Copies
 

Destroy when no longer needed for reference purposes.
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3.	 Special Statistical Analyses and Reports Prepared for OCSE 

Executive Staff and Public Inguiries 

Ai ela!; Ol!! Mli!ii 18 )e61!	 el~. \ 

Destroy when no longer	 needed for administrative purposes. 

4.	 OCSE-3 (or its eguivalent) 

a.	 Record Copies 

Transfer OCSE-3s to FRC 5 fiscal years after State's submittal __ 
~ -.. - - ~- YEARS OLD to	 the Planni ng and Eva 1uat ion Rranch. 'DESTROy'WHEN_..:.-_-- .: .r: ~ ~ 

b.	 Other Copies 

Destroy when no longer needed for administrative purposes. 

15.	 J. Policy Interpretation Question (PIO) System Files 

Description 

The Policy Interpretation Question (PIQ) System files establishes 

a comprehensive set of interpretations issued since the heginning 

of the program and new interpretations as they are issued. 

The purpose of this system is to facilitate consistent applica-
tion of policy within OCSE and provide current and relevant 

material to be used in conjunction with statutes and regula-
tions in researching Child Support program policy. Files include 

PIQ requests and replies, related background material, a general 

index and tables of contents and are arranged in chronological 

order. The official record set is maintained by the Policy 

- 11 -



Branch, PPD, and includes all current and obsolete or superseded 

PIO material. 

12 Pltfj9 (3 ee .Dispos ition 

1.	 Record Copies 

l~~	 Transfer to FRC 10 years after PIO becomes obsolete or 
when 20 years old in 5 

superseded. Offer to Nati onal Archi ves .1Q ) @iri tA@Fe.aft;e~ 
year blocks. 

2.	 Duplicate Sets 

Destroy ~ S_P3 after material is obsolete or superseded. 

16.	 K. Research and Demonstration Project Files 

Description 

Files documenting the projects which are Federal Demonstration 

Grants to States and others who apply to conduct study programs. 

The records are filed by project (by State or grantee). The 

files contain applications and correspondence, notation of 

approval or disapproval, comments of OCSE, copies of decision 

memoranda to establish programs, progress reports, and final 

project reports. Also included in the files are records of 

disapproved demonstration projects. Official files are held 

by SSA, Grants Management Office. Record copies are fllaintained 

by PPD, Planning and Evaluation Branch. 

1.	 Approved Projects 

PEiil.d::c::b. T. aii~rer 1	 eeJ9;' ef fiAal Fe~9Ft- i-s 'tRQ R~~pas(e 

- 12 -
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•
 

t{;€Rter Hill Afflir to NatiQRal ,ll,reRives ."itRin 6 iilOl'1tRS Qf it~ 

Destroy 7 years after receipt of final report or when no 
longer needed, whichever lS sooner. 

2. Disapproved Projects 

Destroy when 3 years old. 
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