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INACTIVE -ALL ITEM 

Number IGRS-6-1-0047-2017-0001 

Received Date IFeb 16, 2017 

Total Accounts 1363 

Agencies are reminded that NARA reserves the right to review agency email practices and records. Pursuant to 36 CFR 1239.20, 
NARA may undertake an inspection involving high risk to significant records. Problems may be identified through a risk 
assessment or through other means, such as reports in the media, Congressional inquiries, allegations of unauthorized 
destruction, reports issued by the GAO or an agency's Inspector General, or observations by NARA staff members. 

VERIFICATION FOR IMPLEMENTING GRS 6.1: EMAIL MANAGED UNDER A CAPSTONE APPROACH 

SECTION A: Agency and Scope Information 
This section captures general information about the agency and the scope of Capstone implementation. This includes: 1) name 
of the agency to which this form applies; 2) applicable record group number; 3) selection of which GRS 6.1 items the agency is 
proposing to use; and 4) information on implementation scope, such as whether agency-wide or limited to a specific 
component/office, as well as information on legacy email. 

NOTE: One form is required for each unique implementation plan (for example, if implementation is limited to two program 
offices, but each program office differs in their implementation, one form for each is required) and/or per record group (RG) 
included (for example, a department implementing Capstone on behalf of their components which have separate record group 
numbers would need to submit one form per component/record group). This ensures that all positions are appropriately 
identified and documented. As a general rule, each record group number will require a separate form. 

Name of Agency 
to Which this Social Security Administration 
Form Applies: I�--------------------------------------� 

Record Group 0047Number: 

** Please spell out full agency name. Please do not use acronyms. 

Is this form superseding a previous submission? 0 YES 

If yes, provide previous tracking number assigned by NARA: 

GRS 6.1 item(s) proposed for use: IZ] ALL O ITEM 010 0 ITEM 011 0 ITEM 012 

Implementation scope for this submission: IZ] Agency-Wide D Component/Office (explain in additional scope comments) 

National Archives and Recb�AC,"ft1\tE -Al..elwe�TtlmMS S LJ PERS EDE D NA Form 1005 (09-16) 



J 

I 

I 

I 

Additional Scope Comrr+N;At§"fgJ�d..c.otAlsL:affu�M$'<8�ERS�fl�€)e" section, please 
summarize how other email is to be managed. If applicable, please include in this section all other RGs for which your agency is 
submitting a separate form (for example, "The department will also be submitting forms for the following additional 
components: [list of components, with their record group number]." 

** Note: Box will expand to accommodate text. 

Cutoff Instructions. Agencies using item 010 must also include the cutoff instructions to be used for implementation (for 
example, "cutoff of email will be annual" or "cutoff of email will be by employee tenure"). 

Cutoff of email will be annual 

** Note: Box will expand to accommodate text. 

Transfer Instructions. Agencies using item 010 must also include the transfer instructions to be used for implementation (for 
example, "transfer when 15 years old" or "transfer when 20 years old"). Transfer time must be between 15 and 25 years when 
using GRS 6.1, item 010. 

Transfer when 15 years old 

** Note: Box will expand to accommodate text. 

Legacy Email Scope. Agencies using this GRS are expected to apply the items being used to all legacy (existing) email. Please 
provide any general information on legacy email below (for example, "no legacy email exists for this agency, as traditional 
records management with a print-and-file policy was enforced prior to Capstone adoption" or "agency will be including legacy 
email for all items being used, dating back to approximately 2010.") 

SSA operated under a print-and-file policy prior to the implementation of Capstone. Some legacy email, however, exists for some 
positions, including those under item 010. The dates vary, with the earliest dating back to approximately 1997. 

** Note: Box will expand to accommodate text. 

Capstone Officials and Classified Accounts. Do any of the Capstone officials proposed on this list have 
email accounts on security classified networks or systems? NOTE: This information will be used by NARA □ YES [g] NO 
for transfer planning purposes. 

URL to Agency Organization Chart (If not available on line, please attach with your submission. NARA reserves the right to 
request additional information to facilitate review): 

http://www.ssa.gov/org/ssachart.pdf 

** Note: Box will expand to accommodate text. 

Contact Information for Agency Records Officer (Name, Email, and Phone): 

Dora M. Blackwell *** Dora.M.Blackwell@ssa.gov *** 410-965-4338 

** Note: Box will expand to accommodate text. 

Whom should NARA contact if there are any questions about this form, or the information contained within? (Name, Email, 
and Phone). NOTE: only complete if different from above. 

** Note: Box will expand to accommodate text. 
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SECTION B: List of caJ�t} QJJYs�RS G&b.ln, Al;J= MS SUPERSEDED 
This section captures a listing of all positions or roles that fit into the definitions provided in item 010 of GRS 6.1. This section is 
broken down to correspond to the ten categories provided under item 010. 

The number of accounts is an estimate of the number of accounts affiliated with an entry. For example, the head of the agency 
may be one Executive Director who utilizes two (2) different accounts to conduct business. In this case the entry would be 
"Executive Director" and the number of accounts would be "2." 

Some agencies may not have any positions for certain categories. Please explain why under each applicable category. (For 
example, "We do not have any regional administrators" or "These positions are included under another submission" or "all the 
positions in this category are already covered in other categories.") Please refer to GRS 6.1, the corresponding FAQ #6, and the 
definitions provided within each category below for additional information on which positions must be included in a Capstone 
approach. 

This section is required even in instances where only the temporary items (011 and/or 012) are being used, in which case it acts 
as an exception list. 

NOTE: the list should be of positions or roles (for example, "Secretary"), not specific individual names or email addresses (for 
example, "John Smith" or "John.Smith@agency.gov"). Agencies may summarize or condense specific levels of management, 
rather than repeat positions. For example, an agency may input one entry for "All Under-Secretaries" with a position total that 
represents the number of said positions, rather than listing out each specific Under-Secretary. 

Category 1) The head of the agency, such as Secretary, Commissioner, Administrator, Chairman or equivalent. The very top 
executive of the agency. For cabinet level agencies, this is typically a Secretary. For independent agencies, and components 
within cabinet level agencies, this may be a Commissioner, Administrator, Director, or a specialized title (such as "Archivist of 
the United States"). For other agencies, including Commissions and Boards, this may be a Chairman, Executive Director, a group 
of Commissioners, Council Members, Board Members, or the equivalent. Most agencies will have one position for this category 
(although the one position may have multiple email accounts); some agencies, such as Commissions and Boards, may have 
multiple positions in the category. *If no positions are identified, please briefly explain why (for example, "Not applicable; no 
positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add 
Row l�e:���:lcommissioner of Social Security Administration (1 position)ae 1 

(total number of accounts for this category; this number will auto-populate) 1 

Category 2) Principal assistants to the head of the agency (second tier of management), such as Under Secretaries, Assistant 
Secretaries, Assistant Commissioners, and/or their equivalents; this includes officers of the Armed Forces serving in 
comparable position(s). Generally the second-tier of management within an agency, this may include Under Secretaries, 
Assistant Secretaries, Assistant Commissioners, Vice Chairmen, etc. Some agencies may use other terminology, such as 
"Associate." The number of positions at this level will vary greatly agency to agency. Some may only have one, such as an 
Assistant Commissioner, while others may have multiple, such as numerous Assistant Secretaries each with oversight of a 
specific program, bureau, or line of business within the agency. *If no positions are identified, please briefly explain why (for 
example, "Not applicable; no positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add Remove 
Last Row Deputy Commissioner of Social Security Administration (1 position) Row 

(total number of accounts for this category; this number will auto-populate) 

NA Form 1005 (09-16) 
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INACTIVE -ALL ITEMS SUPERSEDED 
Category 3) Deputies of all positions in categories 1 and 2, and/or their equivalent(s). Most of the first- and second-tier 
executives covered in the first two categories have corresponding deputy position(s) that assist in the daily operations of the 
agency. This includes Deputy Secretaries, Deputy Commissioners, Deputy Assistant Commissioners, etc. The number of deputy 
positions will also vary greatly from agency to agency. *If no positions are identified, please briefly explain why (for example, 
"Not applicable, no positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove Deputy Commissioner (8 positions) DC for DCBFQM is also CFO and DC for DCS is also CIO Last Row 8 

Add 
Row Last Row 

Remove 
Assistant Deputy Commissioner (13 positions) ADC for DCS is also DCIO 13 

Add 
Row 

Remove Associate Commissioner (42 positions) AC for DCS is also CSIO 42Last Row 
Add 
Row 

Remove 
Last Row Deputy Associate Commissioner (42 positions) 42 

(total number of accounts for this category; this number will auto-populate) 105 

Category 4) Staff assistants to all positions in categories 1 and 2, such as special assistants, confidential assistants, military 
assistants, and/or aides. For those senior officials in categories 1 and 2, important work is often carried out by special 
assistants, confidential assistants, military assistants, aides, executive assistants, etc. They may send email on behalf of senior 
officials and/or their email account contains email closely related to the responsibilities and actions of the senior officials they 
support. For example, a "special assistant" to the Secretary of Defense, or a "Counselor" to Secretary of Health and Human 
Services would fall into this category. *If no positions are identified, please briefly explain why (for example, "Not applicable, 
no positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add Remove 
Staff/Special Assistants to the Commissioner and ACOSS (12 positions) 12Row Last Row 

Add Remove Secretariat (1 position)Row Last Row 1 

Add Remove Executive Secretary to Commissioner (1 position) 1Row Last Row 
Add Remove Senior Advisor to the Commissioner and Deputy Commissioners (12 position) 12Row Last Row 
Add Remove Executive Counselor (1 position)Row Last Row 1 

Add Remove Legislative Consultant (1 position)Row Last Row 1 

Add Remove Executive Director in the Office of the Commissioner (1 position) 1Row Last Row 

(total number of accounts for this category; this number will auto-populate) 29 
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INACTIVE - ALL ITEMS SUPERSEDED 
Category 5) Principal management positions, such as Chief Operating Officer, Chief Information Officer, and Chief Financial 
Officer, and/or their equivalent(s). These positions tend to be those executives who have operational and management 
responsibilities within an agency, including Chief Operating Officer, Chief Information Officer, Chief Knowledge Officer, Chief 
Technology Officer, and Chief Financial Officer. These positions are often required by statute or Executive Order, such as, for 
example, the Chief Financial Officer Act and the Chief Technology Officer Act. For some agencies, these positions may already 
be covered by other categories. *If no positions are identified, please briefly explain why (for example, "Not applicable; no 
positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove Chief Strategic Officer (1 position)Last Row 1 

Add 
Row 

Remove 
Last Row Deputy Chief Strategic Officer (1 position) 1 

Add 
Row 

Remove Chief Technology Officer (1 position)Last Row 1 

Add 
Row 

Remove 
Last Row Deputy Chief Technology Officer (1 position) 1 

(total number of accounts for this category; this number will auto-populate) 4 

Category 6) Directors of significant program offices, and/or their equivalent(s). Those Directors (or equivalents, such as 
Executive Directors, Managers, Directorates, or Chiefs) that oversee and manage major program offices, bureaus, or lines of 
business that support the agency mission. For example, many agencies will have a Director that oversees Congressional and 
Legislative affairs, or a Director that oversees one specific mission-related program office. For some agencies, these positions 
may already be covered by other categories. *If no positions are identified, please briefly explain why (for example, "Not 
applicable; no positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add Remove Director of the Office of Open Government (1 position) 1Row Last Row 
Add Remove 

Executive Director of Office of Appellate Operations (1 position) 1Row Last Row 
Add Remove Director of Executive Services for the Office of Human Recourses (1 position) 1Row Last Row 
Add Remove Executive Director of Office of General Counsel/Office of Privacy and Disclosure(l position) 1Row Last Row 
Add Remove Director of the Office of Human Resources (1 position) 1Row Last Row 
Add Remove 

Executive Director for the Office of General Counsel (1 position) 1Row Last Row 
Add Remove 

Deputy Director of Office of Privacy and Disclosure (1 position) 1Row Last Row 
Add Remove 

Deputy Executive Director of Office of Appellate Operations (1 position) 1Row Last Row 
Add Remove Press Officer (1 position) 1Row Last Row 
Add Remove Chief Program Officer (1 position) 1Row Last Row 
Add Remove 1Row Last Row DeRY!Y"c.b},efJro�t�r-1 .Q.f�f��(�P?�i_!j�� _ ..... ---
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Category 7) Principal regional officials, such as Regional Administrators, and/or their equivalent(s). Those agencies with a 
regional structure must include the accounts of principal regional officials. For most agencies with a regional presence this will 
be limited to Regional Administrators, or those officials who are responsible for the management and operations of specific 
regional areas (e.g., an agency that has 10 regions to carry out mission-critical activities would include those 10 Regional 
Administrators). It does not pertain to the heads of individual offices within regions, such as, but not limited to, customer­
service centers, processing centers, or administrative offices that conduct routine activities (e.g., passport offices, or Social 
Security claims processing offices). *If no positions are identified, please briefly explain why (for example, "Not applicable; no 
positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add Remove 
10Row Last Row Regional Commissioner (10 positions) 

Add Remove 
Row Last Row Deputy Regional Commissioner (10 positions) 10 

Add Remove Assistant Regional Commissioner Management Operations Support (10 positions) 10Row Last Row 
Add Remove Assistant Regional Commissioner Processing Center Operations (6 positions) 6Row Last Row 
Add Remove 

Assistant Associate Commissioners (6 positions) 6Row Last Row 

(total number of accounts for this category; this number will auto-populate) 42 

Category 8) Roles or positions that routinely and directly advise the above positions, including special advisers, General 
Counsels, Chiefs of Staff, Inspectors General, etc. Many management positions routinely provide advice and oversight to the 
agency in the course of daily business, and are involved in mission related policy formulation, implementation, and/or 
interpretation. This may include general program oversight, legal protection and oversight, and daily operations and 
management. For most agencies this will include General Counsels, Chiefs of Staff, Inspectors General and special advisers (such 
as "Policy Advisors") within the top tiers of the agency. This does not include those that advise on purely administrative issues. 
For example, a Chief of Staff within a lower tier of the agency would not be included in this category. *If no positions are 
identified, please briefly explain why (for example, "Not applicable; no positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add Remove Chief Actuary (1 position) Row Last Row 1 

Add Remove Deputy Chief Actuary (2 positions) 2Row Last Row 
Add Remove Chief Administrative Law Judge (1 position) Row Last Row 1 

Add Remove Deputy Chief Administrative Law Judge (1 position) 1Row Last Row 
Add Remove Regional Chief Administrative Law Judge (10 positions) 10Row Last Row 
Add Remove Associate Chief Judge (3 positions) 3Row Last Row 
Add Remove Deputy Associate Chief Judge (1 position) Row Last Row 1 
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Ge��a 'rliset ���i!ibM� �Ul-'cK�cU Add Remove �u 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 
Add Remove 
Row Last Row 

Deputy General Counsel (1 position) 1 

10Regional Chief Counsel (10 positions) 
Deputy Regional Chief Counsel (10 positions) 10 

Deputy Associate General Counsel (2 positions) 2 

Associate General Counsel (2 positions) 2 

Inspector General (1 position) 1 

Deputy Inspector General (1 position) 1 

Assistant Inspector General (3 positions) 3 

Deputy Assistant Inspector General (5 positions) 5 

Counsel to the Inspector General (1 position) 1 

Deputy Counsel to the Inspector General (1 position) 1 

Chief of Staff to the Inspector General (1 position) 1 

Chief of Staff (1 position) 1 

Deputy Chief of Staff (1 position) 1 

(total number of accounts for this category; this number will auto-populate) 60 

Category 9) Roles and positions not represented above and filled by Presidential Appointment with Senate Confirmation (PAS 
positions). This category is a catch all for any position that was filled by Presidential Appointment with Senate Confirmation 
(PAS) but not represented in any of the other categories. For most agencies the PAS positions will already be captured in 
categories 1 through 8, and no other PAS positions will need to be identified. *If no positions are identified, please briefly 
explain why (for example, "Not applicable; no positions in this category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add 
l� :���:I All PAS positions are accounted for in other categories 0Row a 

(total number of accounts for this category; this number will auto-populate) 0 
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INACTIVE -ALL ITEMS SUPERSEDED 
Category 10) Additional roles and positions that predominately create permanent records related to mission critical functions 
or policy decisions and/or are of historical significance. These represent roles, positions, and/or programs within the agency 
that predominantly create permanent records related to mission critical functions or policy decisions and/or are of historical 
significance. This category is for those roles and positions that are appropriate for permanent retention, but not captured in the 
other nine (9) categories. *If no positions are identified, briefly explain why (for example, "Not applicable; no positions in this 
category exist.") 

POSITION TITLE / ROLE # of Accounts 

Add Remove 
1Row Last Row Mailbox AActuary 

Add Remove 
Row Last Row Mail box AHuman Resources Internal Communications 1 

Add Remove 
Last Row Mail box AO ITBS Enterprise Controls (Office of Systems/Office of IT Business Support) 1Row 

Add Remove Ma i l box I I I IODAR ODC (Office of Disab i l ity Adjud ication and Review/Office of Deputy Commiss ioner) 1Row Last Row 
Add Remove 

Last Row Mail box ADCDAR Controls (Deputy Commissioner Disability Adjudication and Review) 1Row 
Add Remove Mai l box AQR Contro ls (Office of Regu lation/Office of Leg is lative and Congressional Affairs) 1Row Last Row 
Add Remove 

Last Row Mailbox ADCDRP (Deputy Commissioner Office of Disability Retirement Policy) 1Row 
Add Remove 

Last Row Mail box A DCDRP Audits (Deputy Commissioner Office of Disability Retirement Policy) 1Row 
Add Remove 

Last Row Mailbox ADCO Controls (Deputy Commissioner of Operations) 1Row 
Add Remove 
Row Last Row Mail box IIDCO (Deputy Commissioner of Operations) 1 

Add Remove 
1Row Last Row Mailbox I IATL ORC 

Add Remove 
Last Row Mailbox I I DCO Threats (Deputy Com m issioner of Operations) 1Row 

Add Remove Ma i l box ADCBFQM Controls (Deputy Commiss ioner for Budget, F inance, Qua l ity, and Management) 1Row Last Row 
Add Remove Mai l box ADCLCA Contro ls (Deputy Commissioner for Leg is lative and Congressional Affairs) 1Row Last Row 
Add Remove 

73Row Last Row Executive Officer (73 positions) 
Add Remove 

1Row Last Row Deputy Executive Officer (1 position) 
Add Remove 

Last Row Expert/Consu lta nt 5 USC 3 1 09 Appointments (3 pos it ions) 3Row 
Add Remove 

Last Row Mailbox I IATL MOS (Atlanta Management Operation Support) 1Row 
Add Remove 

Mai lbox I IATL ARC PCO SEPSC (Atlanta Associate Regional  Commissioner Program Center Office Southeastern Prog ram Service Center) 1Row Last Row 
Add Remove 

Mailbox I I BOS ORC (Boston Office of Reg ional Com missioner) 1Row Last Row 
Add Remove Mai l box I I BOS ARC MOS (Boston Associate Reg iona l Commiss ioner Management Operation Support) 1Row Last Row 
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Add Remove 
Row Last Row 

Add Remove 
Ma i l box I I DCO OPSOS (Deputy Commissioner of Operations Office of Pub l ic  Service and Operations Support) 1

Row Last Row 

Add Remove 
Row Last Row 

Add Remove 

Ma i lbox I I DCO ODD (Deputy Commissioner of Operations Office of Disabi l ity Determ inations) 1 

Row Last Row 

Add Remove 
Row Last Row 

Add Remove 

Ma i l box I I DCO OCS (Deputy Comm issioner  of Operations  Office of Customer Service) 1 

Ma i l box 11cpo DCPS Controls (Office of the Ch ief Program Officer Disab i l ity Case Process ing System) 1 

Row Last Row 

Add Remove 
Row Last Row 

Add Remove 
Row Last Row 

Add Remove 
Row Last Row 

Add Remove 
Row Last Row 

Add Remove 
Row Last Row 

Add Remove 
Row Last Row 

Add Remove 
Row Last Row 

Add Remove 

Mailbox IIDEN ORC (Denver Office of Regional Commissioner) 1 

Ma i lbox I I DEN ARC MOS (Denver Associate Reg iona l  Commiss ioner Management Operation Support) 1 

Mailbox IINY ORC (New York Office of Regional Commissioner) 1 

Ma i l box I I NY  ARC PCO (New York Associate Reg iona l  Commiss ioner Prog ram Center Office) 1 

Ma i l box I I NY ARC MOS (New York Associate Reg iona l  Commiss ioner Management Operation Support) 1 

Mail box I I SF ORC (San  F rancisco Office of Regiona l  Commissioner) 1 

Mailbox IISEA ORC (Seattle Office of Regional Commissioner) 1 

Ma i l box I I SEA ARC MOS (Seatt le Associate Reg iona l  Comm iss ioner Management Operation Support) 1 

Row Last Row 

Add Remove 
Row Last Row 

Mai l box I I DCO OTS (Deputy Commissioner of Operat ions Office of Te lephone Services) 1 

Ma i lbox I I IODAR OCALJ (Office of Disab i l ity Adjud ication and Review Office of Ch ief Admin istrative Law Judge) 1 

(total number of accounts for this category; this number will auto-populate) 1 1 0 

SECTION C: Agency Approva l s  
N OTE : Approva ls  m ust be comp leted d ig ita l ly .  

By check ing these boxes, you a re confi rming that th i s  fo rm has been reviewed and  a pproved by the a ppropri ate agency offic ia ls, a nd  is ready fo r review by 
the Nationa l  Arch ives and  Records Adm in istrat ion .  The i nfo rmation provided on th i s  form w i l l  be made pub l ic ly ava i l a b le ,  u n less the agency provides, i n  its 
ema i l  s ubm iss ion, NARA with a prope r citat ion requ i r ing the protect ion of th i s  i nfo rmation .  

TITLE and PRINTED NAME 

Agency Records Officer IDora Blackwell 

Senior Agency Offic ia l ,  Records Management ITO m G rzym Ski 
1 �  
1 �  

APPROVAL 

Approved 

Approved 

DATE 

Feb 1 6, 20 1  7 

Feb 1 6, 20 1  7 

Submit this form as an attachment to an email to GRS_ Team@nara.gov for processing and approval. Hard-copy or pr inted and 
scan ned to PDF forms wi l l  not  be accepted . You may a lso submit the form automatica l ly by press ing here: 

Submit  by Ema i l  
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TITLE and PRINTED NAME STATUS DATE 

Ch ief Records Officer for the U.S. ! Laurence Brewer 1 �  Approved □ Denied Feb 21, 2017 

If denied, reason: 
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