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B The records w:JI cea!e to hove si.:f!'.'.cient v:1lue 
urther re*..er.uvn on t 

Rc-..,f,, !\oai '•tril 't'r 1~•"'1 
~ L!:A("2: ll!.JUI{{J>rc•rr l, ,1 l·y l,· n••r,d ~t"rvlre! REQUEST FOR AUTHORITY·A•lr.1i1, i .. t rut 1vn 

CSA J:n:, ,t-1\·-1!•6 r..,iE l![CEIVED
TO D!SPOS~ OF RECORDSl17lvl HAR 2 1 1974 -(St-e Instructions on R;;.,,~:.c) ~";·4CH~ Ai'P;JO',£0 NC -·1 7

TO: GE:1-r=.P. \L ~,!::.RV ICES AD"'11N15TRi,TION, 
NAT1or1-.L /..'lCt--;VES AND RCCOi'!OS SERVICE, W>.SHl'IGTON, D.C. 20~08 COHCrlESS!C'.U,L AUHIO?.l:".ATIOH 

I. FROM (AG:.:.'ICY OR E:.'TA!iLISH.\l~',7) H:.USt P.!:?Oi\T 110. ,,Jr,._ ~Co··--•s~ I[l).T£ 

5ES3'Ctl__Deps.rtn:eT}t of F.ealth. F<lucation. and Welfare I 
2. 11..t..10R seoo:vi51CN t.OTIFl-'.:~TION 10 A::,:r,CY 

COS.:- rt~~ H'-S J t.'Tl-!O?~!!'~ r!5PO::lL OF IT£1-1S MAR!<CO.Social Security Administration 
.. Ol!;PO~ftL•/.FfiiO\.:O' IN cc~~r,;r,.1.. 

3, MINOR suaDIVISiC:i 

Bureau of Ret ire::;:ient an:: Survivors Insurance 
4. NAME Or ?£;;.so:1 ',\iiH \',,,;,:~ iO co;,f.C:H 5. TEL. EXT. 

--(D~ Atchivisr'.t Re;,re~enr1J"""·Arthur J. Benn'=r 1 224-2112 
6. CERTIF!ChTE OF AGPiCY REPRESENTATIVE: 

I hereby certify th&t I c..-:i outhori:ed to act for lt:e head oft.l,is as-:ncy in m:,tters pertaining to the di1;,csbl ofrccorda, 110d that the record• dca::rlt-cd in this \ht or 

acbcdu\c of __ p&11cs arc pro;,o•ed fo: ci,;,oHI for H.e rr~•on i:idic:,ted: {"X" o::'.y one) 

tton 
cur• 

Dept. Records 'Mgt Officer 
('l'it!e) 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH l~CLUSl\'E DATES OR RIT£HllON PFRIODS) 

RECORDS R::s'I'El:?IOH X~ID DISPOSAL SCF!E.'Dl1LE 
.. rt1:·11.:~.:.. .. ~~-: -·~:_=, :=;t:;~1-~-"..t,~~ ~::~~~~r:c:: 

1• (Central Of1 ice) 

The files describe~ ~n t~is Sched~le are created in 
the administration of the Retire~ent and Survivors 
Insurance programs pursuant to Tit le II of the Social 
Security Act. They are filed in Central O~fice, BRSI. 
However, all of the files are not maintained in any 
sincsle office. 

I. 

These recor.:ls ccnsis: o: ir.rcr~eticn p-2rtair,::_r:g to 
e2.cb object ar:d s1..:cvbject. clas_sif:i.c2."c icn of 
exp-2nd:t1..12~ec, sue:::. 2s trC!vel, e~ui.:""':cn~, p:--i!itir:.s,, 
rc-nL2.Js, s·L:T)fJJ_ie::, c.:::!. r.i:::ilsr exr"?r:i=:itt::"es. In­
cJi..:::~:1 :...~··? cc_,·:._1·,_ l ~·-'~--~~-;...~, 1.!:c. :~~r:~r~~:.:- 1.1r2.!-:sactio~1 

9. lr:l. 
SAMPLE OR 1.CTIOI~ TAKEMJOB NO. 

1inc} \;,::.4::-J c.::~ t ~-=-.. •. e:: :"cco;:·:::s fc:: J:"\SI r':;:.c:z:c1:!1eJ., 
s·~,c:1 -:....s :-i:r . .:1::. :~~--.-·-:-2)75, Trc:·:c-1 F:~~c1 rt, J~~~~".rcl o~ders, 
and s:i.:·.-:.J ?.r ir;:Cor::2"L ion. 

---------·-----·-------------C.---------'--------
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REQUEST FOR JI.UTHORITY TO DISPOSE OF RECORDS-Coniinuo5on Sheet 

7. 
ITLM NO. 

8. DESCRIPTION Of' ITEf.l 
(\\'ITH lli::Lusr,E ::,;.rrsoR ROENTIJ:; Prn:c:::s1 

9. 
SAMPLE OR 

JOBliO. 

10. 
JI.CTION TAKEN 

l• 

a. Li.sting 

Destroy 2 years a:rter close of the fiscal 

b. Other Material 

Destroy 3 years a:rter close of the fiscal 

Personal Services and Benefits Expenditures 
Listing 

"This biweekly report, prepared by Financial 
M3.nagement, OA, co~tains classes of pay, hours 
worked, the amount contributed to employee 
benefits by BRSI. It is used to estimate 
salaries and benefits for budget preparation, 
and similar purposes. 

Destroy a:rter the close of the fiscal year. 

2. Data Flow Ba.ck CAN and Object Class Summ~ry 

This biweekly listing, prepared by Financial 
M3.nagement, OA, contains payroll data by CAN 
(Conn:non Accounting Nurnber) and is used to 
determine the amount of money spent by each 
individual BRSI office. 

Destroy after close of the fiscal year. 

3. Schedule of Accru~d Obli~~1io~s 

This report consists of Form C0-077~4, Schedule 
of Accrued Oblic;Cc-.:ic;:-;s, ,:hich is sub.::li.. ted 
t.hree t ii::es n yE:[.,.r to Fir.::rncj 2.1. ;.c_n2;cr:-:'=1,t, OA. 
It lists actU3l ex1Y...mdHurcs yee.r-to-da"ce by 
object and subobj-=c! cl2s.s, o.r:d conte.i1:s :pro­
jecti-::ms for ,.ise of re::;ou1·ce:s 2.\·2.ile.ole for the 
rest of th~ year. 
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REQUEST FOR AUTHOR!TI TO DISPOSE OF RECORI:S-Continuation Sheet 

9. 10. 
SA''.-PLE OR

8. 0£SCRl?Tl~11 OF llEM7. 
ACTION TAKENITEM NO. (WITH INCLUSl\'E 0ATCS OR HCTCNTIO~ PCr-lODS) Joa NO. 

4... Reno!"t o:' Estir.isted Obligations ar.d Cost 
Distribut icn 

This report consists of Form SSA-18O, Report of 
Estimated Obligations and Cost Distribution, 
which is submitted monthly to Financial ~2nege­
ment, OA. It contains an estimate of year-to­
date expenditures through the current month, by 
object and subobject class. 

Destroy 1 year after close of the fiscal year. 

5. Payroll Transaction Totals Listing 

This biweekly listing, prepared by Financial 
M3.nagement, OA, sumrr~rizes employee payroll 
data and contributions to personnel benefits. 
It contains timekeeper number of each BRSI 
employee, and it; w,c:J. ;_u \'tJ.i..;:; t..11c:1~ Lt,ucit.: 

individuals who transferred from one office to 
another are charged to the correct CAN. 

Destroy a:rter receipt of next listing. 

6. Report of Net Reircbursement s to the RSI Trust 
Fund 

This report is prepared monthly :·ram feeder 
reports f:cQ!:l i. he prosram centers, and is 
subr::itt0ci to the Oc:~!'ice of the /1.cc t:~-'..:-y. In­
eluded is Form SS/i-2O49, DaiJ.y Hep:::rt of Benefit 
Activj,.:y) \.lhich lists c€-r'~ii'icatio::--.s ,,ith 

scheclulc r:.:J~-c~1.J... s, transcri~t 1-----::,:\---: .._·:.:Yts, 21-iCi 
certifica,.:ions no: F.:.ic., which a::.·c --.?.de t;y the 
T~easury De:;-~rt:::ent to the SSA 'l'ru:st Fund. 

. . 
Destroy 2 years a:'i:er the close o::.~ the i'lscal 
year. 

• '.:-:-:.•. ~ _ .... .l.,v .. ! -- - -- --- --- .
.i c··.

u,::.•\l O 

;,:::::--::_:er.:-.:.:, o ..~., ::.s }:":::.·~:;-~:?.~~a -~-~~-=. ..-: :-c.:pcJ:...-:s 
rec:c:i vc,:. ~ru!:": "c:ic: ;:r:);;r:::::-i cei,.-t.crs. Incl~:::ed 
arc r(_)r~::-:: =~·_: __ ] o~,~ J C23t S!:L.7r~r_':;~!.!. :' 1.)\:"·21•j r.:·; 
Re}:·::.~~.2... :·:,>l~ S:.:rv:ce:3 i_;cr:..... -:i~--:·.•_,.i, 2.:--:~~ eq1~i·.slc1:-'Ls 

.J• J , • >--0--~l 1-:il / 
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REQUEST FOR AU?:IORITY TO DISPOSE OF RECORD3-Conlinuation Sheet 

9. 10.8. OE.":::'ll?TIO'., OF ITE',17. 
SA\~r'LE O~ ACTION TAKEN(WITH ISCLUSl'.'E Nrts OR RCTEN,ION PERl,oslITEM NO. JOB ~10. 

------- ----------------------------------,-------1------
Destroy 2 years a:rter close of the fiscal year. 

8. Cash Transaction Abroad 

This quarterly report, subt1itted to Financial 
M3.nagement, OA, is forwarded to the Department 
of Co~L~erce. It contains esti~ates of dollars 
paid in each foreign country for net benefit 
payments, repayments, and SMI deductions to the 
RSI-and DI trust funds. 

Destroy 3 years after close of the fiscal year. 

9. Report of Benefit Certifications 

This nonthly report, prepared from feeder 
reports from each program center, is submitted 
to Financial lianagement, OA, for incorporation 
into a ccnsolidated SS,\ report to the Department 
,of 'lhe 'l'reasury. 

Destroy after 2 fiscal years. 

B. Vannower and Staff Renorts 

These reports are prepared from input from the 
program centers, DIO, and BRSI Central Office, 
which are consolidated into a report to Financial 
l-~1rn1['.Ct'C:!1c, Q.t... 'l'he report is used to evah:2.tc 
uorkloo.d r!n:'i. s-:.a ffin:3 requirem~nt s. Inch.:::lcd arc 
SSA-1';;05, B~SI ;-;eE:}:1:r St2.ffing Re:;:'.Jrt, ,-fr:i:::r, lists 
the fsc.ins, losses, and total staff on duty in the 
prozrn~ ce~t~rs. Also included are gc3rtc~ly 
staffi.n~; re:;,or-i: s prer,'.1red in 'l he proc;-ram centers, 
which lis"-: the mz:-.-oe:r of e::nployees in each grade 
uork:in;.in the pror;rc-.,·: center; i"orr.i SS/1.-2032, 
\·.7ec%ly ~~cGort cf Ovc:.. ~i_r.1e, ·which l:.sts t!-"-.~ 2:----.ount 
of' o~.rcr~ :~•:: ~;:;::,..~25 b:r l)::--~;::""::r.1 cen~er e::iplo/ces; 
c.:-::J. C'(}t.-1.:.•,::-:le:~-c docu:::::::ts. 

Destroy 2 yenrs a~ter close of the fiscal yco.r. 

c,r :, 1 ·, •- L• i 1 '-~ ' 
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REQUE::3T FOR AUT::ORITY TO DISPOSE OF RECORDS-ConHnuation Sheet 

7. 
1rrr.I r,o. 

9.8. OESCR!PTIO~ OF ITEM 
SAMPLE OR(\\'•TH l~CLl.!SIVE C:H£S C.'! R~TtNT'ON PIT.1c:s1 JOd SO. 

10. 
ACTION TIJ:£N 

C. FacilHies ~i<ln<l;s:er:ent Records 

1. Requests for Sunnlies and Equi-c:r.ent 

These records consist of copies of Form HEW-393, 
Purchase/Service/Stock Requisition, for BRSI 
office supplies end equipment. 

Transfer to the SSA Holding Area 1 year after 
close of the fiscal year. Destroy after 2 years 1 

retention in the Holding Area. 

• 2. Forms History Folders 

These records consist of original and microfilm 
copies of information pertaining to BRSI forms 
and form letters, and include a copy of the 
form or form letter, updating ar.d reordering 
informatio:1: sul::;gest:: ons which ·.resulted in 
changes to the form, and similar information. 

Transfer original docmnents to Forms and 
P,.lblications Section, Pffi,ffi, OA, after microfilm 
has been proven acceptable. Retain microfil..m 
indefinitely. 

3. ~~nual Tr2~Slliittals 

These records cocsist of rBster copies anj 
ne13ui.ives of i.:n:!!'1S:::;itto.ls of B~SI 1.:srn.:s.ls, 
such es rost ::::!1tit le::i<2nt, ~ee.lth Ir:sura!1ce 
I?>::::,efii. s, 2.nd si::1L!..2.r publications. 

Desi. roy 1.:r.:.st er copies ar,d r.Ec;at i ves as the 
p2rtinent ?~~es beco~e obsolete. 

l. 

1 1l!'~SC! ~ccJ:---.Js cc::sis\,. uf c:_rculr ::s ·v:hic}1 ccn-ce.::_n 
i!lfo:::.·!~c.~i~~. 1-~r.:.. :!l:.::.:1:; to r.~e·..: C:.cvclor:~e~i~s in 
tL-= ?-SI rr:i;::::1::1, e:ll:::·cs or c~·c:1..::_c2l occt.::rer:.ces, 
rc::-:~7-jt:_•r~: a~-- r(•}:.J~~s d'...:e, end si~.... !J.~r d2tn. Als,J 

inc] t:J,=d [:l'C r,cl:J.tC::d COlTC:SI,;:)LG.C:cc 2::J ce:cl:- 1 
c~oU!;j ~-:,-!JL ~l, i:tl. 



flt/m<11,~'1 Pnr1"1·'!',.°n. 11:;-A
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITH1 NO. l'n!TH INCLUSI\'[ OAllSOR P.i.Hi.r,.,s Pi:nl:JvS) 

Transfer to the SSA Holding Area 1 year after 
obsolescence. Destroy a:rter 5 yeers' retention 
in the Holding Area. 

2. Regional Issuances Records 

These records consist of a record set of all 
regional issuances and program circulars 
published by the six program centers. These 
records contain the post review performed in 
BRSI Central Office of the issuances and 
circulars. 

Transfer to the SSA Holding Area when no longer 
needed in current operations. Destroy after 
5 years' retention in the Holding Area. 

3. Claims Msnual Historv Records 

These records consist of i:: rre inL(:!r<.:0TI1JJullen~.. 
review and coordination of changes to each 
p:1ge of the claims manual, co:pies of the 
published pages, and related backgrormd 
la8.terial. 

Transfer to the SSA Holding Area when no 
longer needed in current operations. Retair,. 
perc~nently in the Holding Area. 

4. BRSI ADS Iss:::::.r.ces 

These records co~sist of history folders of 
BRSI Ad~inistra~ i ve Directives Syste!n Guides, 
Circulars, a~d Ei.:.dbooks p~rtai:.in; to such 
administrative 2rees as directives, realty 
and spc-2, so.fety, and similar 2reas. 

Tr2.r.sfer to the; SS.4 E:ilc.ing !,2·ea 1 year a:fter 
O80clcsc::.:-:ce. ~ez.J.::rcy 2.~~er 7 J~co.rs' re·t ent :on 
:in -che :::01c~1~.:; ~-.~~ea. 

9. 10. 
• SA''PL!': 0~ ACTION TAKENJ(JiJ ,,o. 

https://p~rtai:.in
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REQU:CS1' FOR AUTHORITY TO DISPOSE OF RECORDS-ConHnuailon Sheet 

7. 
ITEM NO. 

9.8. OESCRIPTIO~I OF ITE\1 
SA~!PLEOR

(WITH l>jCLUSIVE O4TESOR RETENTION PERIODS) JOB NO. 

10. 
ACTION r:..,rn 

E. Hrna!Zement Inform.qtion Records 

1. 1A Table and Register Listin~s 

These listings which are prepared by BDP contain 
the number of RSI beneficiaries, number of 
beneficiaries in benefit status, money amounts 
paid by each program center, and a national 
total. The registers contain selected items 
from the listings, and are used to compare the 
amounts from one year to the previous two years. 

a. Listirnrs 

Transfer to the FRC after 7 years. Destroy 
after 3 years' retention in the FRC. 

b. Registers 

2. Workload Listings 

These records consist of listings, prepared 
weekly, monthly, and que.:-t erly by each program 
center, and a national total. The listings sl:ow 
program center receipts and disIJ2.tches of cases, 
number of pending cases, type, a~e of pending cas~s, 
and a final surr,_.nary total of the proe;rar:i center I 
m;irl;:1(2s!9- • The mori.t hly and quar-::crly reports ere
nacro11.li,ic-d. 

a. Weekly 

:b-2st:"oy 2.fter receipt of the r.io;:rthly 
list inc;. 

b. 

-------·----·-·----- -· ------------ ----------------------
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R~QUEST roR AUT:20:"(ITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. OESCrllPTIO:: Cf' 11 rn1 
ITEM NO. (WITH 1:-0:lc~:\·E OA,.:.S CR RCTE~l i':~ P~RiO.>5) 

3. Weekly Horklce.d P.eoort 

These records cor.sist of feeder reports which 
show the workload in the program centers where 
no folder action is required, e.g., change of 
address, death notices, SHI premium collection, 
and similar information. 

Destroy after 3 years. 

4. PACER Reoorts 

These records consist of summaries o~ total 
BRSI workloads, program center workloads, and 
related source data. 

Destroy after 2 years. 

9. 10. 
5~•.•PLEOR ACTION TA!<ENJ03NO. 

These records show the workload and distribution 
of manpower usage in the program centers. 

Destroy after 3 years. 

II. 

T!-:c::.;e rcco:cds cc:-:sis-:_ of O}YLior:.2.l Fcrc.1 8, Pcsiticn 
Dcsc:..~ip-;: icn, for ce.ch posH:i.on in ERSI. 

I'-!Destroy obsoJ.ctc positio~ descripticns r,..,_.: er 

10 yE::81.'S, 

:-) - ,,..... -, ,... ;::; r-2. - ._ .. ...., - ...... ..:) 

ril!~-st: rt:::co::... ds e:c.,,:-.s.l~~i. of cc1;~_0s vf S1- ~2:S: 
l\!...q_i..:. 1 :;"t ro:.."" ?c:·:.::~:~~·=l .4cti-:-,~:., coi:i:_~s c~· ~\•_-p:-irt 
50-~~, ri·o·_c.l I:-;~~ .:__:_;'.:?~·c. ~, !-"':--·::r-~--. .:.'"!_~1 e:_u~;,.. ~erJ~.,- 'by 
tl:e D:;_v-;..sion ~i' Per~o:~:-:~lJ (J!\J e!~:1 lists 
B~:..:~I St[1r:~~~-: ~ l :-- er~~··: 1--~·/cl. :-...:-;c:l-c3.c:J .:J.l'~ 

e:.!_·~i·/~·!lt..r~t Coc·t:::.cnts. 

https://posH:i.on
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REQUEST FOR .l\UTI-IORITY 'I'O DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITtM r.o. 

8. 0ESCRIPTI(':; OF ITE\I 
(WITH INC:LUSIV( DATlS 0~ f,!:o[Nl 10:, Pi:nl::>DS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKE:li 

Transfer to the SSA Holdinc Area af'ter 5 years. 
Destroy af'ter 2 years' retention in the Iblding 
Area. 

3. Classification Survey List 

This record consists of Form OAPill-227, Classifi­
cation Survey List, which lists py name the 
incumbents in program center positions. 

Destroy af'ter 2 years. 

4. Summary Report of the Annual Review of Jobs 

This report consists of Form HEW-395, S~ry 
Report of the A.'lllual Review of' Jobs, which is 
submitted through the Division of Personnel, 
OA, for consolidation into SSA's report to the 
Civil Service Comnission. 

Destroy after 3 years. 

B. Personnel Iv19.nagement Records 

1. Weekly Personnel Reoorts 

These records ccr.sist of For,~ SSA-1985, E~I 
Weekly St2.ffi::;g R.ep'.)r".:, wliicr. lists the r.u::;::i0r 
of er:!ployt:·~s in each c.:s::.ponerrt., cr.d th(:' ";~~·,::ci:ed 
gains e.rd losses in ER.SI. Thc::;c m·e listed. by 
n2.me and gre.de. 

Destroy after 2 years. 

'i1!1cse rt2co:cds list :: he nL~~"l.;e::~ ct :r=,·:::--sor_s ..::. t 
er:.c:: ;!·,:c.c lcveJ. \,o~·:::i.:,:::; :Ln e:..:c:, .:0°cc:i. ior: o.f 

--------------------------------- - --·- - ---- ---------
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REQUEST FOR I~UTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8. OESCRIPTIO:~ OF liEM 
St-MP~E OR(WITH INCU.,SIVC C;.Ti:.S OR P.~rE:.-YJC'N Pf!IIO'.>S) J(l:l HO. 

10. 
ACTIO:-1 TAKEN 

3. BRSI Incentive Awards Records 

These records consist of annual reports which 
list by employee grade the nCTnner of special 
achievement awards and high quality increases 
which are received in each program center. 
Included are the Statistical S1..ICTmary of 
Suggestion Activity ·which is :prepared annually, 
related correspondence and background ~aterial. 

, ·. 
Trans~er to the SSA Holding Area af'ter 5 years. 
Destroy after 5 years' retention in the Holding 
Area. 

4. Employee Anpraisal Data Records 
. . 

These rccord3 consist or Zr:ipJ.oyc:e ,'.,p1,1.:.•2.i:-:;al 

and Performance Rating Re:port, Forr:is SSA-199, 
(GS-7 through 13), and SSA-1326, (GS-1 through 
6 and all WG employees) which contain each 
appraisal rating by grade of e~ployee. In­
cluded are listings ·which sumr!'..3.rize each 
appraisal item by grade and by branch. 

a. Listin2:s 

Destroy a:rter re~eipt of :r:.ert list ir:;. 

Destroy 2.:fter 3 yec.rs. 

5. Person1;el J'.;e"!Xlrts 

a. The:=e record.s are irifo:c::-::....tio!::.l copies of 

rerJrts r:-:·ep:il",:.:i ir. ..1L~}-:-: }=.~·::,:--:;.~~-::1 CC::°tr::"S. 

Ti~c., c-,=:.·:i_::~:.sl C~)~~~~E:= [.i..l'-::> i~,:-- .. -_.:-\.~ed. to t~~c 
Civil fcrvics:: Cc:~ .::..ssic:1, u::~..-, 0/!' ~ 
Di Vi S ~ 0:1 cf T.·e~~.s C,!-.:~-.e l, f.: :::: G L~:.c-r c ~:::p=-·~r- :-lt S . 

b1clu~0d b~t not li~ited to, arc: 

(1) Fo:::;::i i":Z-.·-1-113: :Jis1,h:c.::::i .::-.rplo:,'C::C Pro6c·£1,:, 
p::-cp~red r.,o< ::.ly. 

(2) r~r;:;i CSC-lJ.3-:, !-'.0!. ~ h 1:.- ]~p'.)r~ 0:1 
Vetere.;is, \.!:iich c0ii'ce:.j:--1s "(he t0·Lel 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet . 

1. 
ITTM NO. 

ti. O~PIPTIO~l C'F" ITEM 
(WITH ISCLU5i\![ OATESO!I RCTC:<T!0rl PEF;I0DS) 

9. 
SAMPLE OR 

JOB tlO. 

10. 
ACTION TAKENI 

number of Vietnam veterans employed 
in the program centers. 

(3) Form SF-ll3-E, Quarterly Report of 
Federal Participation in Enrollee 
Programs. These reports contain the 
total number of persons working in 
the program· centers from programs 
such as Neighborhood Youth Corps and 
the College Work Study Program. 

(4) Form HEH-415A, Summary Reports of 
Placements of the Handicapped. 

(5) Form CSC-113-D, Monthly Report of 
Temporary Summer Employment, which 
contains the number of summer aides 
employed in the program centers. 

·Destroy· a:rt:er --"6 rnonths. 

b. These reports are prepared in the Personnel 
Msnagement Branch and forwarded to OA 
Personnel for inclusion in SSA's consolidatec 
report to DREW. Included, but not limited 
to, are: 

(1) Surnruer Aide End of the Year Report, 
"Which cor.tains a co::.pilat io:c, of data 
on the su.'TI:ler aide progre:i;. 

(2) Federal E'r::ployment of Vietna~ Era 
Veterans is a quarterly narrative 
report. 

Destroy arter 3 years. 

These reco::-ds c::::!~sis"c of :::;u.:..•\·eys co:-:c.'.lc~ec1 by 
the- Ci_,.·iJ. Ser·,-.:.c::: Cc:--::...:..::.::sie-:-J, r:2 ..·, C.\ or 
otl:~1, oi'i--ices: cJ:-: c.:.'5::-.i.r:~strci L ~ ·t.~t.: 1=-.:J.!:2.:;e::-:.r2!1t 

arld pe:rscr:r..cl pi·octices in .J~tc pro;rr.:.1 cc:-}ters. 

Destroy a:rter co~pletion of the third visit. 

c.,~ 1;,·.:;-0--;11-·', 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.7. 8. t'!:5:::Pl?TIO~ OF !TE... 
SAMPLE OR ACTION TAKENITEM NO. (WITli INCLlJSl\'E OA!ES 01! RITE~TIOH PEl!IODS) JOB NO. 

7. Ecrolovee l-!isco'r.::luct Renart Records 

These records consist of correspor.dence from 
the progra~ centers which contains irregularitief 
in employee conduct, such as vandalism, theft, 
gambling on the job, and similar actions, which 
lead to reprimand or dismissal. 

Destroy after 2 years. 

8. Prografl Center Personnel Listings 

This monthly listing pertains to employees in 
grades GS-7 and above. It contains employee's 
name, position, occupational series, last 
promotion date, and similar information. 

Destroy after receipt of next listing. 

9. Reoort 50c ListinG 

This bimonthly listing contains information on 
program center positions, such as job title, 
number of job, and name of person filling the 
job. 

Destroy after receipt of next listing. 

P.RO'.}:'.>_iI POLICY R:::CCP2JSIII. 

A. Benefit Cont inuitv Records 

'Inese records cor.sist of docur:;ents outlining SSA's 
p::>licies pclblished in the Clai:ns l•'l3.!1l:.3.l on 2.ppli­
cation of the retire~cnt test, ~ener2l sus~ension 
:fro~ ber.c~its, expcd~~i:.~ p::y:::.er.ts, u~thods of 
p.3.ycents of tene:fits; sel~ctio::1, 2.\-~iJ:::bility ar.d 
neC,ld to1:~ a reprcscnt2-;:::_-..,r'2 p2:ree tor c c::ild, 
i ricn p2.blc 2.t.:~ ult, 2 !':c2 :.s.:r.."~i ne. ll:l- i r!cc. p::.c i: c.. t ed 
adults; post-adjudic~~~~e aEpects rec2rdins school 
ai. tend~r:ce p:"O'/isior,s, over}:-'.:ly::-:·2:-:.ts ar,5. ur-.d.er:r>'.:l}T:cn",:::, 
an3. relstc<l ca:::es. Ibc}:grot1::d infor..'ltion i::.ch:.c.C?s 
e~:-!cti~; l~:;:3, coJr:ij::.3.ti:::~ re:ul2..tio?-~s,. ir:ter:p~cta-
t ions oi' procedures, .i.r,q_ui.ries from the public and 
Concr2ss ,-hich le:d to tile ciec::.sion, 2.r:.:: rel;::_~cd 
corresp'.)JYl:::':-ice. 

(,,·J.1~.,.. 0-71'-':., 

http:PCJ~er.ts
https://coJr:ij::.3.ti
https://over}:-'.:ly::-:�2:-:.ts
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REQUEST FOR !1.UTHORITY TO DISPOSE OF RECORDS-Conlinuailon Sheet 

7. 
ITEM NO. 

8. Dl::.sCRIPTI0:-1 OF ITE\I 
lWITH IHCLliSIVE o ... rESOP. REH..'ITiO'I P[RIOOS) 

9. 
SA~IPLEOR 

JOSNO. 

10. 
ACTION TA!\£.'i 

Retire to the FRC vhen no longer needed in curr~nt 
operations~ Retain permanently in the FRC. 

1. Representative Payee Records 

These documents consist of reviews for each 
·state of its representative payee program. 
Included are Forms SSA-9585, Beneficiary 
Infon:iation Report, SSA-9584, State ~~ntal 
Institution Policy Review, tabulations and 
the resulting report of the program in each 
State. 

a. ReP?rts 

Transfer record set to the FRC a:rter 10 
years. Retain permanently in the FRC. 

Destroy a:rter completion of next review. 

B. Contract Coyerage Records 

1. State Acree:ments, !,bdifications and Related 
Backr'.round Vi:1terial 

These files consist of orisinal and duplic2t e 
copies of legal cgree=ents o~ sociaJ security 
coverage of eoployecs i;:acie betueen SS!, 2.nd a 
State, or its political sutdivision, ~odifi­
cations to the asreen:ent.s, a::d intcrp~·et:itions 
of the ngrce;:,:ents. Bc'.lc~;;rm;:·,d ::nteri,,l inchdcs 
corres:;xir.dc!!ce i,hich led to the ne;ree::.cnt, 
copies of enac"Lii2G ~tale .ler,isl_aU on, a:1d 
other policy a::J prececle:-,t r:.?.tcrial. 

'I'l:c:·c.' 1·e:co1·ds co_.s.i.sl o-!: cloc~·;~_nr.ts c:1 s~)c:21 
S(:CU!'icy co·,-0:r~,,::; ..• or s·.2-,c e1.p2::-i:,-ccs (c:c 
e ..,.,...1-,1n-•r-r,r o-;.... fl --,~1i·.; ic ...11 rl··h.--:~ ...-;sio... ·1) t;~crl

1!. _. -- ... ~ - ,.) _ -..-. ~- ,, .. \.. -. '-- --' ...J t _, J .• , - 1.. ) -.J -

1c-:.s L:.:'2:::: 0,.::·;d -'..o :"'cr;::u.]0.te p~'licy, c..s p1~!::cedeY1t 

---------------- ---------- ·-------------··----

http:BaCk~!,01.md
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTtO:I OF ITEM 
(WITH INCLUSIVE OATIS OP. P.ITE:NT:O'I PERl•J:JS) 

9. 
SAMPLE OR 

JOS r;o. 
10. 

ACTION TAKEN 

m.terial, or to explain existing SSA-State 
:policy. Included are transfer requests, 
OAR-s4, State's Report of Adjust~ents, conferencE 
reports, and similar information. 

Retain permanently. 

3•. Voluntary Terminations 

These documents consist of original copies of 
legal terminations of social security coverage 
of State empl~yees or employees of a political 
subdivision. 

Transfer to the FRC af'ter termination is 
effective. Retain permanently in the FRC. 

4. Partial Tern:!.nat ions 

"These documents consist of requests from a 
State or a political subdivision thereof, that 
the social security coverage of its employees 
be terminated because the entity no longer 
exists. 

Transfer to the FRC af'ter 2 years. Retain 
permanently in the FRC. 

5. Er.rnlovr:ent Covera;;;e Records 

These docu~ents consist of oricinal and micro­
fibn cop~es of policies, related instructions 
and interp~~tive ~aterials on e~ployer-e~ployee 
relat ionsh:i.:;::,s, w2.ges, \:age excE::r;~ ior:.s, -v.·ac;e 
proofs, s~etute of li~itations on corrections 
of earnin;s records, and similar r.zterial, 
\thicl1 r:2.?· f'o::.-c: ~ he Ce.sis cf Co::::;-;.irsio~er 's 
Decis:.o;~~, S::::,c-=..2.l Sc--ctu·i""C:r ~-..:1"2.D_:s, c:- CrerC?ral 
C:;·...::--,se,,:l.. c~.:_:_~0:-:s. Ir::::2-t·.:.-20. t~~ .. c s-( ~,:i.:.cs, 
cor1•es~):;::::;_~nCE:, I°'C::"":J S:-:)_~- 716C, ~~- ~,l,:y-:-:-.:2nt 
Rclr-:-t i0!1s!-:i p r:-.;cst ion!"'!2.ire J a~cl rcl2.Led 

bo.c1:;rou.:·.:1 i ::-. t eria 1. 

Dsstro:.f cr·igi1;al C.ocll!:..~nts afi_er wic·rofj_L~ has 

been p!·::::.·:~n a-:::ce::;,'.2.blc. ~0'c c:::.n r-.ic::--ofi l!:1 

ir.defiriiteJ.y. 

Gro I'., J.· 0-;1 • 'l 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECO~DS-Continuat.ion Sheol 

7. 
ITEM NO. 

9.8. Dlc..<:CRIPTION or ITEM 
SAMPLE OR(WITH INClCSl"✓ E OATES OR RETENTIOPI PEl110~) JOB NO. 

10. 
ACTION TAKEN 

6. Tax-Related Issuances 

These documents consist of original and ~icro­
film copies of col':!!:lents made by SSA on Internal 
Revenue Tax forms and tax related issuances, 
such as IRS Forw 941, Employers Quarterly 
Tax Return, IRS Form 942, :8!u.ployers Quarterly 

·Tax Return for Household Employees, IP.S 
Form W-2, Withholding Tax Statement, and 
similar records. 

~stroy original documents a:fter microfilm 
has been proven acceptable. Retain microfilm 
indefini"~ely .- .• 

7. Contract Evaluation and Review Records 

These :files consist of records of the social 
security coverage of employees ·working for a 
State. or a political subdivision thereof. 

a. Review Cases for State Coverage 

These files consist of cases submitted 
for a Commissioner's Decision on State 
earnings discrepancies, assessment of a 
State for late submission of social 
security contributions, and similar cases. 

Tra:r-sfer to thec F.?.C 2 years c::..fter close 
of the cese. Retain pcrn~ce~tly in the 
FRC. 

b. Audit Tiles of State Cove~2~e A~ree~ents 

These files cocsist of c~~prehensive onsite 
revie-,:s of st2te "f,S.yroJ 1 r!::-cords U..'1its to 
ensure :r:;rcf('r cc::-::;:-u::2ti8:1 of the rcqt::'.!'ed 
eri:1:riloyc-e-c!~:~"'l:-:,-e1-- sc~ci cl sc ct.:_:--i ty co::~-... r i.bu­
t j r!i~: the-... -Li--~ r:-~--:.--::e~!i..~:: ~;·c G.cpcsi-ccj, e.n:i 

f;}"(; C]."U::.Stjr_~-.:~:--:J:r,es, SS.-. C'..::=-1~ reI,J!.. ~S C,f' a 

S~~te or i.Jl~~ ICl:i-:.. ical st:·~:~.:.\·::..sj_c--:1, }~.; 
2ujit re:1):;:·~ s of intcrs\a-L~ irlst:r,'...~~~!-~21itic3 
( ,.~1~crt.:: 1,.;~.. (. "t l:..-'l!1 or:e Si..ei~e is i11v.)lveC.), 
211d relLt e:d. corrcspc;nJu,,.:c. 

-------------------------- ---- - - -- -----------------·-------------

..... 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. B. DESCRlf'TIOll OF ITEM 
(\\ ITI' ISClUSIVE (),1. r~s CR RITl~TION P[RIOOS)ITrM HO. 

Transfer to the FRC after 4 years. Retain 
pen,anently in the FRC. 

c. Stste Extension A~ree~ents 

These files consist of original documents 
whir.h extend the time linitation for a 
State instrumentality in which to comply 
with the wages, earnings records for its 
employees, or similar cases. Extension 
agreements may form the basis of a court 
case. 

Transfer to the FRC 2 years after court 
action is completed, or when no longer 
needed for reference. Retain permanently 
in the FRC. 

8. Sect Folder Determination 

These records consist or findings made by the 
Bureau of Retirement and Survivors Insurance 
regarding whether a religious sect or division 
thereof ~eets the requirements of the Internal 
Revenue Code for an exemption from social 
security contributions. Included are Form 
SSA-1458, Certification by a Religious Group, 
related correspondence, and background material. 

Retain pcr::nanently. 

9. .Self-l:'cc:plo~f!'1ent Records 

These records cor.sist of origiLal 2.r:d !nicrofil.'Yl 
copies of correspond~~ce a~d related ~aterial 
on in:1i·1idl:.31 ce.ses w:,ich forTil the baci':'.?;rou:,d 
for sub st [·d,1. :i ve r-:r!d -p·occdl:.r::.l p::ilici-::s rc82.rd­
ins [_;ocj2,.J_ !3<:ct:r:i.ty covcrc:.;~~ r~~-.d exe~pLion :'""rom 
covera.c:~ o:.... seli~-f:r:~p:o::cd i:-.~~'.rj_'1:1~l~. 

J)(:st:toy o!--icir;LJ. C.c.~1.:....:.2n~- ~ c~i ..LL~ : i~ c2."'s::..·~~:.: >.cs 
been r,r•:; ;,:e:-n a cc er/.;_;_!) 1 c . }1

~ -tu in r.:~ cl":; fi~.: 
iu5.efi:,itely. 

!l. 10. 
Sl\MPLfOR ACTION TAY-E-.JOB ~,O. 

CE'O .; ,-0--il\-': 

https://3<:ct:r:i.ty
https://in:1i�1idl:.31
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REQUEST FOR AUTHORITY TO DISPOSC OF RECORDS-Conlinuation Sheet 

9. 10. 
SM~PLEOR 

8. OESCRIPTIG~ OF ITEM7. 
ACTICtl TAKEIIITEl,I NO. (l'/tTH l'-CL~51\ i. C.,HES C,?. i!Ll L,,,oN PERl•J:>:;) JOB NO. 

10. Religious A~fili~tion Records 

These files consist of copies of original documE nt s 
maintained pc?ITJ,mently elsewhere which are 
microfilmed,&,ii are filed by individuals for 

exemption :from social security contributions. 
Included are Internal Revenue Service Form 2031, 
Minister's Waiver Certification, IRS Form 4361, 
Application for Exerr:pt lon from Self-Employment 
Tax by Ministers, Members oi' Religious Orders, 
and Christian Science Practitioners, related 
correspondence, and similar material. 

Destroy :raper documents a:rter microfilm has 
been proven acceptable. Retain microfilm 
indefinitely. 

11. Verification Test Records 

These records .consi::;t .of oriGinal and microfilm 
copies of docmnents prepared by a wage earner 
which are checked against BDP records to see 
if an accurate report was submitted. Included 
are IRS S~hedule SC, Form SS.A-1805, SEI Verifi­
cation Coding Sheet, and similar records. 

Destroy original documents a:fter microfilm has 
been proven acceptable. Retain microfilm 
indefini teJ_y. 

C. Ent it lem~nt Rcc:CJrJ::; 

These records cor::sist of ori6 im,,l 21-.3. microfilJ:1 
copies of dcc:1.?::,ents _wbic!i forn ~r.e b,c}:_:round 
of SSi, 1s Fllic:Lcs re]at:I.r.:=, ".:o 'c2U.ns-, c:cv~lo!)­
j_1:g n!1d. 2c~L~·:.,~iC["'":..JLi1!:; c:1 .--:~r>~; ;--:·co;.., cf';~~~·~ 8.!-_d. 

c~cc\ !:; ~cc.=.:::~-~-r-~~~·:-L ic; ~~ :.=11 _:l ,:::~::,]_ r~~<~ _s, 
:i' i ~- ~-. 1it y o :....... t~ ·- ... c ::.·. : ~ ; . • _~ -· (_.: ... ; ' . ..!~- :..: .: •:· ~ _:, : • _•.- ,-..- l:; l u:. ~) ; 
cor.:}jtjo~~; .:..... c..,~" c.11:i-t~r: -~--:~t ~'J rl-~i~.. -=:,_:-::1·.._, 
tlcp:...,11de:1ts L~_5 ~~ .. 1 r-··.r-l·.·~:·s bc.)r:c·t~ts, i'~.:-.·,~ly 
~~e J~tt ~ J:1sh~ J' ~; ~ c :-..~cJ_ r: t. { cr:(:2.~~e) J l:.:~11-s1. ..::1 de~ .J1.. !~ 
J.;:·?:,·:l:-;~~s; :,..:~·:.:~~:.:~.:.c.·:-1 0.:..... lJC:r:·:~i.J.. ~, l:~~cd. 0:-1 

r.::n.rrie:.c;c, di·.'8c'ce, cr.1:u)2_:,r:t ~r.u 2dop-;..i0n. ~bc 
rc~:ul·Lc1~1t pol:c-~t:~ ~re· r;·~ ..l<1 i.~:~f'j ~~1 1:L•= Clnin1s 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. to.7. 8. OESCP!PTIC~ OF ITE'1 
S11.MPLEOR i,CTION Tt,f:!:tlITEM P..O. (WITH l',CLUSIV£ DATES CR R!:TPiTION P£1:UC::,S) Joa 1,0. 

M:inual, in Social Security Rulings, General 
Counsel Opinions, Commissioner's Decisions, and 
their equivalents. L~clud.ed are ad hoc studies, 
related correspondence and similar inforIW.tion. 

Destroy original documents a:rter microfilm has 
been proven acceptable. Retain microfilm 
inde:finitely. 

2. Policy Coordination Records 

These records consist o:f original and micro:film 
copies o:f documents which outline BRSI policy 
f'or coordinat.i9n with other bureaus and offices 
or SSA, as well as with the Census Bureau, 
Department o:f Defense, GSA, Railroad Retirement 
Board, and similar agencies. 

Destroy original docUI!lents after microfilm has 
been proven acceptable. Retain microfilm 
.inde:finitely. 

D. Technical Services Records 

1. Regulations and Rulings Records 

a. SSA Re~ulatio~s Records 

These records consist of original ar.d 
microfiJ_-:n copit-s of regul3t ions pi.,c•llsl-:ed 
in the Federal R'2gister by the Secretary of 
FIE'.l. The reguletions i,,te:"pret ar.d s-cpple­
ment the social secl.11'i-:y law. Inch'Jcj 
are the notice of the pr8p~sed rerulaticn, 
the p:-eli::ninary dre.:r"t, the i!,tercc::rpcment 
review, and the final version. 

Destroy ori,:;i::-:al docu:-.:~nts l year 2:Ner 
't!.Li.crof~l:1 hs.s ~t::en p~o·-.tcn c.ccerJt2.L'lc. l~~tnj_r 
LUCi'O::.~j 1.:.-: i:.::.(:-:.~i::i i..El/. 

·-----------------------
C.'"·...) • )-0- 711-:> 

https://L~clud.ed
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD.S-Continuolion Sheet 

7. 
IT!:M NO. 

8. OESCRlrTICN OF ITEM 
(\\'ITtl l'1:LliSIV[ ::,~. rs C!'! RCT[NTION Pf'llO:,Sl 

b. Social Security Rulin~s Records 

These records consist of original and 
microfilm copies of history folder·s pertain­
ing to technical and legal issuances on 
survivors, health, and .disability issuances. 
These issuances are published bimonthly as 
Social Security Rulings. The bimonthly 
bulletins are republished annually in the 
Cumulative Bulletin. Included are related 
background material, clearances, and 
published copies of the Rulings. 

Destroy original documents 1 year after 
microfilm has been proven acceptable. 
Retain microfilm indefinitely. 

c. Social Security Handbook Records 

Th~sc r=~~~is ~o~s~~t o~ o~iG!~~l·ar-~ 
microfilm copies of additions and changes 
to each chapter of the Social Security 
Handbook which are prepared for new Handbook 
editions. Included are intercomponent 
corcnents and reviews, preliminary and inter­
component drai~s, and final copies sent to 
be printed. 

Destroy origir.al documents 1 year after 
r,,..i crofil.rJ J:-.c.s been prov=n acc<:::p"'.:abl.e. 
Retai:n mic2·0:i:':i l::J indefir.::.toly. 

2. Confi~e~ti~litv end Co □ nliance Records 

'l'hcse rccorc.s cor:sis~ of docU:l}C?nts pertaining 
to e~title~~~~ ~~ari, conspi~acy to avoid 
f:;82io.l sec·LU--i:y C.cC..t:ctior~sJ failure to 
rc;:.J1.--~ tc:r~:.1-1:c.~ -.= i.07"::3, r~~st:se ct C'enefi ts, 
f<.-~l~:c:- ;.·~"t.tz•r; Til'::t i'\:,r e::-;-:.~;lcyc~s, ~~;\ 
c;.-;)1o::l~C.: :'1":·i':°:. J ~ri:l s.:.~j l:.:~ cr:~i:;s ·.·:-_:_ch 
arc sc:-:i. to Ll-1,~ U.~. A.t ~2~.. ~-e::: ~er p~'o~~cu-
1.jo11. I!·~clt,:;.c\.:. 2.cc: 3S~.-j},9SJ '::::.1~c.:i3::;ittnl 
U:ttl:'r - F~E:C"1c:.~1 :.Ltc~--:-.i::yJ F:c:i·c(i Ccse 
i:~cfcrr·als; !\,,1"'...il S:3.,.\-2030, S~,!.o~Sis of 

Vio2-~1.t~sn, :,c::-:.: :::.'"---237?, '.'_;oJ;::t:tor:s 

9. 10. 
SA'-'Plf.OR ACTlml TAKENJOutlO. 

___________________C[l::,c Cl~se.:1 :.~:/ _-- =-.:: _~Jcc:.c J._ 2c c_'..l:?... j t~r____ 
FC"~ c. •·:·:.,, i1. ~! ut:!n\t origin~l, lo be , "C",l..nult<"d lo tl• :a Nutio:--o 1 A,, hive.:, and Hccc,r d.s Sc-,vicc C.i'Q l1 ~0- "!11-'..d 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8. CESCRIPTtml OF (TE:~ 
S.Vl.?LE OR (WITH INCLUSI,£ 0,t.TE.S OP. RETthTIOrl P£RIO:lS) JOLI :,O 

10. 
ACTION TP<EN 

b. 

c. 

Administration, Statement of Facts and 
Statement· of Violation, related corresponden•e 
and similar I:18.terial. 

Transfer to the FRC 2 years after completion 
of U.S. Attorney's action. Destroy after 
5 years' retention in the FRC. 

Fraud Deterrance Rel)()rt 

This report contains information on fraud 
deterrance of retirement, survivors, and 
disability insurance and is microfilmed. 
It includes program accomplishments, program 
policy and philosophy, and a compilation 
of statistical information on the types of 
violations sent to the U.S. Attorney's 
Of'fice for prosecution. 

Destroy original documents after microfilm 
.~bas ••been proven •acceptable, ·Retain micro­
film indefinitely. 

Attorneys' Fees Records 

These files consist of copies of docUirents 
:pertaining to the fees for an attorney who 
represented a claimant after a case has been 
completed and an award is to be made. Inclu ed c1re 
Form SSA-156ci, Petition to Obtain J:.pprov2l 
of a rec for Representi~g a Social Security 
Clair:.'.lnt, SS.!'.-1560.'l, Aut!"'.or.:..zc.c.:icr: to 
Charge and Receive a Fee, SS.ti-1178, Evalua­
tion of Fee Petition for Representation, 
and rel2ted corres1x)r.deY1ce. Jl.lso inclv}~d 
are ori6 :i nal and r:,:i.c:rafil.." co:;,::.es of 
SSA-122lr, :Fee Ledser, used to record fees 
f'or all attorneys \iho peti~ione:U. for ~LhClli. 

ll~stroy o~i_z:_::;___:_2.. ci:::,c1.·__-:_~0 .sf"!:.cj~ ~:.cr::.­
fi l::i h2 s bee:, :r-;:·:y:c~ ~, c..: c cpi. 2 uJ.e . l~-::t 2. i 1: 

I!'i.c~ofiln i!-_:=:(!firl~t,::JJ#· 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. Oe:!:CP.IPTiOfl OF' ITE\I 
ITEM NO. (WITII l'ICLt;Sl'I! 0~TES OR RITE'ITJ0:-1 PEP.IC.>'3) 

. (2) All Other ?,~terial 

Destroy inactive records a:rter 2 years. 

d. Freedom of Info:r:::iation Records 

These records consist of origir.al and 
microfilm copies of doctI:!lents related to 
carrying out the provisions of the Freedom 
of Information Act. Included are requests 
for Com:nissioner 1s Decisions on proposed 
SSA regulations regarding the Act, iP~truc­
tional pr.o~edures to SSA con:ponents 
interpreting the Act, policy statements on 
what material in SSA offices is available 
to the public, and si~ilar material. Also 
included are requests from the public for 
copies of material pursuant to the Freedom 
of Information Act. These requests are 
analyzed to see if' :new ·p..iblicat ions -should 
be issued to better inform the public on 
the social security program, and other 
purposes. 

Destroy original docu::nents 1 year a:rter 
microfilm has been proven acceptable. 
Retain microfilm indefinitely. 

e. Misleaai!:.r:: Adve:-tisi:n~ Reco:::-:5.s 

These recoras consist of original an~ micro­
film copies of a history of SSA act ic:~s 
age.inst private conpsn:i.es \.,ho advertise 
materials on SS.~. prog!·c:1s, .:nich l<::c::d the 
public to telieve tr.~ inforc.:c.tior: is issuecl 
by SSA. Included are co~Tesponder.ce f:-om 
the pc:blic •,,it h copies of t r.e oi'f:=;.c.::.:-_g 
edvertis~!'::er..t, corresr..:)r..:3.er:ce c...:ct~:.:~~:.~; lo 
rcr:'~dy i.~e sot.U"'CC of:.:~'= co~...::?J_2:i.:~: i,·:.th 
Stc,.te i0-s,_;:cance cJc:;---:::c--.::r::c:,'cs, ti,c:· "i.;,s. Post;:,J. 
Service, :;-e::!erc.l ~1 rz_.:.!.1= C:.::--_----~i~-:.i~r~, 2:~-5 
s:is.iJ..::1r 2[/:c,cics. .-Hs:J :r.cL:c:ed is 2. card 
in:3.ez J.ist :i.r:r:; the co=1:.~::::,ies ·,;it h d2.tes of 
the o:ffcnse. 

D-:::::;: roy oric;ir,3.l docc·-.-::'.':ts l yc2r o.:rter 
1:1ic:.."'of2-l.!-:-i h:::s be:~:1 r,:.. :J·1c-:: 8.CCE.'}Jt2~)1~. R~tcJ.i!~ 
!:1ic~..o:..... i!1:1 ir::3.c::i :·i].~e~/ .__ 

9. 10. 
SAMPLE OR ACTlO~ TAKEN

JOB NO . 

http:micr...of
http:oric;il'!3.la
http:CO=l:.~!::;:i.es
http:origir.al
https://co~Tesponder.ce
https://conpsn:i.es
https://ll;,--:.u2
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuction Sheet 

7. 8. OESCRIPTtC':I OF ITTM 
ITEM t.O. (WITH lr.CLUSIVl C:,_TES Ci! kOEI\T,ON ?£RIO.IS) 

~. Disclosure of I~~or::-ztion to I~igration 
and Natural~z3.tion Service ( :c:s) Records 

These records consist of original ·and 
microfilm copies of precedent material 
outlining SSA's policy on disclosing to 
INS the identification and location of 
aliens working in the U.s. Included are 

. records of discussions with rns, General 
Counsel opinions, materials prepared for 
Congressional c~ttees, testimony before 
Congressional co:rciittees, interpretations 
of the law, and related correspondence. 

Destroy original documents after microfilm 
bas been proven acceptable. Retain micro­
film indefinitely. 

g. Issuance and Use o~ Accou.~t Nurr:b~r Records 

'These records consist of original and micro­
film copies of documents outlining SSA's 
policy pertaining to requests to use the 
social security number for purposes not 
related to the social security program. 
Included a:re stt:dy material, submittals to 
the Colil!:l.issioner, reports of intercomponent 
vork groups, and similar records .. Also 
included is correspor.dence :from the public 
and the Con~ress req~esti~..g information on 
SSA's policy. 

(1) Policy Bad:;row-:d 1•2terie.l 

Retain :perr:;2.nen"c ly. 

(2) Other Records 

Destroy af'ter 5 years. 

IV. 

Thes~ records consist of corr0sr~~aencc 2~d 
sug;cstions which fer;:,. the 1::2.cl:,:;rct.:r.d for .?:SI 

9. 10. 
SAII.PLEOR ACTIO~i T/.K£N

JOD t.O. 
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REOUI:$T FOR AUT!-!ORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM r-;o. 

e. 0C:SCRIPTI0N OF ITEM 
WlH INCL\ISIVE DAlb OR RITE.',TION PC~IO:>S) 

9. 
SAMi'l E0R

Jou r,o. 
IJ. 

l'.CT!:'.l TAKEN 

procedures, such as flow of work, filing of fol?ers, 
and similar information. 

Maintain record set of procedures permanently. 
Transfer background material to the FRC when no 
longer needed in current operations. Destroy after 
10 years' retention in the FRC. 

B. Slstems Prooosals and Projects 

These records consist of proposals and projects 
pertaining to the relationship between RSI and 
other SSA programs which modify the RSI program. 
Included are BDP Form 2004, :Minor Program Modifi­
cations, statistical summaries, coCTputer runs from 
the MBR update, and related correspondence. 

Retain permanently. 

2. Related Tock~round 11.9.terial 

Transfer to the FRC 1 year after program is 
adopted. Destroy after 10 years' retention 
in the FRC. 

These records consist of copies of c1ocur2ents ,.'hich 
arc i..:s~d to l8cnte proble,::s &.nd to cm·rect proc0durei 
when a:r.. oU::-o:'-ce.12.r.ce co:c~~it:ion ez:ls:s beh.'een the I 

records of i.he progi·2.::1 cer.'Ler a1~d those of tic- j 
Trec..si..:rr Di:-:2r-:'!:'".c~.lc. T ...... ,..1,-~c...~ ~"""'e T·rc..•!"-c::,·-v r,,.. ••,.ort.., 

BA-6652', s-.~-- ,_:-:e:-.0: c:~ Dif:c~~';:;;,c~;' ·ss~_:3{3: :-~;.·:·:~': 

'l'i1e:sc rccorJ.s co2:s::.s~ of i::~a~...~'J.-_ion copies 0f 
r--'"'J.tcr.!..al rec:c:~ved :.... r.J!:1 2)~) ·\:hlcll ~i:a.l... e ,,,,1£~t :=-.01)---------- ---------------- -- ---· - ·------------------------------------

c,r-o ', ,· U-711-:, 

http:F.'J.'J.tcr.!..Cl
https://Di:-:2r-:'!:'".c~.lc
https://Trec..si
https://oU::-o:'-ce.12.r.ce
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REQuEST FOR .r~UTHORITY TO DISPOS:S OF RECORD.5-Continualion Sheet 

7. 
ln:M NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE ['A TCS. OR RIT£NTION PERIODS) 

changes will be made to the MBR. 

Destroy a:fter 1 year. 

E. Report of Payment Process Audit 

These records consist of Forms SSA-2o40, Rep:,rt of 
Payment Process Audit, SSA-2o40C, Payment Process 
Audit Explanation of Errors and Remarks, and 
~imilar docum.ents, which are used to detect fraud. 

Destroy a:fter 1 year. 

F. M9nual Ch9nters Records 

These records consist of background material which 
pertains to changes in the Special Projects M3.nual 
100 and Fiscal Control and Audit l>anual 107. 

• 1. Record Set 

Maintain permanently. 

2. Back~round ~19.terial 

Transfer to the FRC when no longer needed in 
current operations. Destroy after 10 years' 
retention in the FRC. 

These reco:::-js cor.t2:l:, the histc:i:ical b2.ck;rcni::l 
for varioU3 cot1ple1..ccl fj sc2.l 1-..:rojccts 0::1 ESI 
proces.sesJ suc!:1 as r::yr1er1.t p:::oc~ss 2.ud.it ac:d ether 
similar :r:::ocesses. Ir.:c:]..'Jded -2.re c.2._ta on_ ,.,,-1,y t:;e 
process is !=~:-C:f'c~::-.t.::d 2. c'2~2t!'"! i.7e:~,, b2c~~:2~:J 1_1~~ 

r~~ter:[~l !)'·..:::.tair::~~~ t0 cf'_?..r~e:ir~ t:-i~ r.1n.nu2ls 0:1 

lJl"G_:;~2"':: C:c:~---E:~ ~2y2.·~ll ~;~~C~:S.~~::: ~2,rs:t:::1J --:;.z., 
cor:-::ro1 r1:-cc:•..;Qi_;_.:!:"e!::·. :---_:_,.3. :_:)~_C: cl:·_)~·-: c.o~t:col :.~,i::~~c.t~o!1S 

f..lso ir1cl1..:3.c-c3. n::-c :~:-.: syst-:::::-.3 :.·,icii.-:: s, rel2.tcd 
corresp::-!:i:S.,;::~c'2, t:1~.J si:.:i~:- c.~-~c,. 

7r211fe:-~ "to -:..te ?.;.~C ·,::--..~-L no 
OJ:"2r2;_::.0::s. Destroy a:;:"tcr 
.,_, ~---, 
L 11C J J..,v, 

lc=~ccr 1~e:eded_ in cl!.rrent 
10 yc::,.rs 1 retE::1tion in 

9. 10. 
SAMPLE OR ACTION TA!<E.'l

JOEJNO. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

a. DESCRIPTION or ITEM 
(WITH INCLUSIVE D.\TlS OR P.CTENTIOli PCl!IOOS) 

9. 
SA"1PLEO~ 

JOB NO. 

10. 
ACTION TAKL'l 

H. Validation Records 

These records consist of material relating to tests 
of computer operations performed af'ter a change is 
mde in compu~er processing of the payment process. 
Some programs are validated monthly, at which time 
some prograrrsare eliminated, and others are 
instituted. Included are listings of totals of 
checks, names and addresses, and related corresponde

1. Corres:pondence 

Destroy a:rter receipt of third memo. 

2. Listings 

Destroy a:rter next validation. 

rce. 

These records consist of reports of visits to 
program centers rcade by Systems Development and 
Accounting staff members which describe where 
changes are necessary to existing operations. 

Destroy a:rter next comparable report. 

v. 

A. RSI ·case Co!,trol Svster.: Reoorts 

These vee~ly ,,.-:)r:;,;,sheets, prepe.rcd by e2.ch prosrat1 
center, are used to ar.alyze prcduct ior; of ss;..ccs 
(SSA Claims Control Systen) in the pro;ran centers, 
i.e., the ffL".r:ibcr of hold case records per.ding, 
volt:-::c of t e::::;·:ccc'..:::-y :foldc::::·s in o:,-..,c:rc:. -t ior.s, S~t CCS 
&1erts p~c~uc.:~t, 2~i si~il2r d2ta. 

Destroy nf", er 2 ye.J.rs. 

http:corresponder.ce
https://���n��r.tl
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. CESCRIPTION OF ITE"I7. 
(WITH l~::LU51YE DATCS 011 RCTENTION P[RIOOS)ITEM NO. 

B. SSACCS Processin~ Re~orts 

These records cor.sist of weekly listings prepared 
by BDP and related corresp:Jndence which are used to 
analyze trends of workflow in the-program center. 
The listings show each program center's volUr.1e of' 
initial and subsequent claims received, clearances 
processed (disallowances, lU!!lp-Stnn cases, etc.), the 
number of' SSACCS-generated alerts (60 day, 90 day, 
or 120 day), case folders in operation and similar 
data. 

Destroy a:f'ter 2 y~ars. 

C. Claims Onerations Instructions 

These records consist of' instructions, procedures, 
and related correspmidence pertaining to SOBER and 
·the medical ·lnsurance .program cf :OE.SI, ·which are 
published in the manuals for Premium Collection, 
Health Insurance Benefits, Supplemental !1edical 
Insurance Benef'its, and Post-Entitlement. 

1. Record Set of }~r.uals 

M:lintain permanently. 

2. other Couies 

Transfer to the ~RC when no Jnnger needed in 
current operations. Destroy a:fter 10 years' 
retentio~ in the FRC. 

VI. PATI•:?!r:i' o??e3"Io::s R?COP.DsI 
IA. 
! 
l ::1i:01..1tes of 

L12cti:nss, ::,,·.d otJ-.2r r:...~i..erial which :'..'o:"::i '\.~2 c2.c}~2;ro1.....: 
f·or ir!itic..~ir._:=; 2r.:-_;-::;cs to pr0c~<J.u~2.l :-.::!.!'".i:s]s, s"L:.c!: 
as Pos-t-~::~.!.::;..tl~T'"'C;'!~l.-J Dir·ect Ir1put Fre1=,2r2.lion, 
Ez~e:;,-- i.o~ ?-..:--,:;cessi.~1:.;J I;'=ccver~,, C2.E;e Cont::col, er:d 
ot. her rr:::mua ls . 

9. 10. 
SAMPLE OR ACTION TI\KEII

JOB NO. 

.l 

C,~. l ;>. l- 0- 711. _1 7 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. Clr!::CR!Pl 10'.l or ITEM 10. 
SAY-PLE OR ACTION TAKCfITEM NO. (WITH INCLUSIVE DATES OR RE1DHION PERIODS) JOBl,O. 

1. Record Set of ·r-'.'.3.nuals 

Retain pen:IB.nently. 

2. Backgrour:d Material 

Transfer to the rRC when no longer needed in 
current operations. Destroy after 10 years' 
retention in the FRC. 

B. Validation Records 

These records consist of documents pertaining to 
validating computer programs. Included are requests 
for new computer programs, computer test runs, 
Form SSA-107a, Determination of Benefits, and 
similar material. 

•DeGtroy a:rter program is validated. 

CRITICAL CASE STAFF RECORDSVII. 

A. Critical Case Records 

These records consist of correspondence from the 
public on RSI :problems, which is ado.ressed to other 
th3n the Co~::::l~ssioner of SSA, and co~sressio~21 
corresponder,c!:: :rorwarded for reply by o"c:ber S::3.~ 

entitic:s (e.i;., OC, DPI). IncluJcj o.rc inquiry 
sheets, which record incor.:ine; corresf-X)r.dence, tele­
phone inquiries of cases dee~cd critical (beneficiar; 
is in dire neced, a pi.lblic re lat ions problc!Tl l-:2.s 
arisen, case i::-:2ets the req_u::.rer::ent of Sectio::: 205(q) 
o~ the SS Act, or similar instances.) Includej are 
J:ER r,r>.-:outs c,ttacl,e::: i.o r.o.ny c::' the i:::quiry sheets, 
which 2.~·e usC:::i to ascerta.i.n if -.he bene:ficiar:,,· :is in 
µy::;::::::.t s:c.c: c:s. 

Destroy ~ yc~'.rs after final reply is r2ade. 

2. I~quiry Sh~ets 

Dest ray l YC;J.r af't er fir.3 l reply is :::;;:idc. 

C.PO 1:, L-0-7J1-~l7 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD3-Continuotion Shed 

7. 
ITEM NO. 

8. O~CRIPTION Of' ITE•~ 
(WITH INCLUSl\'C DAH.S CR P.ITENTION PCRIOOS) 

9. 
SAWPLEOR 

JOa NO. 

10. 
ACTIO:i TAKEN 

B. Expediting Staff Instructions 

These records consist of instructions, procedures, 
and related correspondence pertaining to the process­
ing of critical/sensitive cases in district offices 
and program centers, and guidelines for processing 
critical/sensitive cases received in the BRSI 
Critical Case Staff. 

1. Record Set of r-anuals 

Retain permanently. 

• 2. Background M9.terial 

Transfer to the FRC when no longer needed in 
current operations. Destroy after 10 years' 
retention in the FRC. 

C. Critical Case and Expedited Payments Re"OOrts 

These weekly re!)Orts from the program centers are usea 
as an indicator to show how well the program centers 
are perfoming in expediting payments to critical 
cases. 

Destroy after 5 years. 

D. !-tmlhlv P.nalvsis Re-;x)rt of Critical C2.ses 

These reports fro~ the progran centers analyze the 
causes of critical cases. The analysis is used to 
correct progra~ center and central office procedures. 

Destroy after 3 years. 

deterr,ine the sto.te of qu3li ty of the r:sr process, 
obj<::ct :i v2 an2.l:_n::;is 2.:1d rec::;:T::end2..: ions based on 
study data 2::d o-::::er infon~,:::t ion, ide:-it :i ::'icc1.t ion of 

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

7. 
ITEM NO. 

9.8. OESCRIPTIO:I OF' ITEM 
SAMPLE OR(WITH INCLUSIVE DATES C''l P.CTC:.T10N PERIODS) JOB NO. 

extent of problems and causes, and recommendations 
showing where improvements can be ffiade. Included 
are co~prehensive written study reports, summary 
reports, and other papers directly related to the 
studies. 

l. End-of-Line (EOL) Data Reports 

These records consist of original copies of 
weekly statistical reports of quality sampling 
of RSI awards and disallowances ar.d post­
adjudicative actions, performed by the QA staff 
in each program center. 

Destroy after l year. 

2. End-of-Line Statistical Data Tabulat1ons and 
Reports 

.Thes~ tabulations consist .01~ listings 01~ .award::; !nu 
disallowances, cha]'.lge of address, post-adjudicat ve 
actions, district office development requests, ad 
quality sample group data. The tabulations are 
published monthly as the EOL Statistical Data Re )Ort. 

a. Tabulations 

Transfer to the SSA Holding Area a:fter 1 
year. Destroy after 2 years 1 retention in 
the Holding Area. 

b. Rewrts 

l,aintain record set permanently. 

c. Other Conies 

Destroy when no lor:.ger needed 1~or reference. 

10. 
ACTION TAKErl 

These reports contain narrative ~at □ by RSI 
Quality i,r,p:·ai:::al :rielc1 sta:rfs on RE::I :i::rcJr2n) 
stu1ies, 2~d. Q~2lity A~praisal activities in 
the RSI re,;ions. 

Destroy af".:er 2 ye2rs. 
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REQUEST FOP. AUTHORITY TO DISPOSE OF RECO:RDS-Continuolion Sheet 

9. 10.7. 8. O~CRIPTIOS OF ITE~! 
SAMPLE OR ACTIOII TAKENITEM 110. (WITH INCLL'~1·;~ ;JA HS Ci! RCTE.'H:OS PERIODS) Joa No. 

4. Rerorts of RSI Q:.:ality 

These narrative reports ere prepared monthly 
by central office. They contain analyses of 
RSI program areas, ongoing and special studies 
and other matters relating to RSI quality. The 
monthly reports are consolidated into a quarter­
ly report. 

a. Record Set 

Retain per??anently. 

b. All Other :Vaterial 

Destroy when no longer needed for reference. 

05. .. ~ 5~~~e1 Feedb~~k 

This monthly informal staff-to-staff communica­
tion f'rom headquarters QA staff to the field QA 
staffs ~rovides analysis and information pertain• 
ing to the oonthly QA reports submitted by the 
f'ield sta :f.fs . 

Destroy after 3 years. 

These records are completed by the Quality Appraisal 
staffs in the n.::I :p~·ogr2.m centers in the review of 
sar.::9le: nt:::icers of c2.ses pre:p:.rcd by the i::0 as 
nonreview cl.aius. Included are the qU2.lity review 
data fon~s for the ~OL Q,A stvjies, Fores SSA-1849, 
RSI /\·,;c.rds sc'.d :=:::.sallo,:-?.!1ces C\:e.li ty P.e·::'..e,-~ Ir.put 
D.,-'-,,, c-:::,~' 1F' 1·o(J) ::>ST '!),...,5"' ~c·,,-~,,,,.,-'-;,e "''·"'ll·.:..vc:. LC:.. ' ..__; - \- ._, ..-:- ./ - ' - ••- _ - u L - ~ ~ J ._,....., _ ._. <..-.. L ~ / '--... ~ L"" 

R(, .. ,,.._,., T-n,·'· T1-,"·a -·or-1 sc:r 7-1•/"'\ r1---,,--,-, ,..,_~ '''drcc~ I 
l-" ::"· -~ -"--'-~ ~-... l -:.-, ~:-.-_ --v, ':' . ..C:..:.!.~<...., ,J~ .-• ...,J.. - ....,::, I 

C\_;~1-1-:.:t l\c-,-~e·.-1 1.:-l:;_il!: J,.2.-(C ?GY""'-1 1 2.r.a CQ,'-.1.i "v~~lcrn: accu::1r~11ts. 
Als0 l11cludt::d are st ed.::,- fo1~:~:G c~:-:iplc~cd i:1 t Le Q::.~li tl~l 
Ss~plG Gro~~ in ~te p~o;rad centers ~or DO fi~~l 
autl1or2.;;;ec. aw.2.rds, sc:ch as Fo~-r..s ss::-25c4, Qu3li't:y 
C:c,,~,...,] - J..!,-,_n.:..•:11-, "."c.>'o-~;-1- c,-,c-c,c- s-~ ·._?l;l.C\ (',,,..,, ....
uc;.1,J1_-i: .•l--' - J·_;_J. L. ...• _,,Jl,..;_1....., .J.. _ 1.. ..........J\... u) ::Jf • .__ , -._,, \.·{'-"---..1-l LY 

Sar::pJe - Lu..1:1p-Su:-:1 0.1ly Cases, 2.r.d equivc:lent fonr.s. 

r()'-,.C co~c•, inchuJ.~ug or:uir.oJ, lo be 1ul,nuttcJ to the Nationa..l Acchivca and RecorJ1 Service 

https://or:uir.oJ
https://H,�~-:S-1\�-1.iv
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

1. 
ITTM NO. 

8. OE5CRIPT IC.'.l OF IT [1'1 

(WITH IH::L\.:ilVE DAHS OR RCTtNTI0~ PEP.10::SJ 

C. 

1. Forms SSA-1849, SSA-1849(P). and SSA-1710 

Transfer to the SSA Holding Area after 3 months. 
Destroy after 9 months' retention in the Holding 
Area. 

2. Forms SSA-25o4 and SSA-2448 

Transfer to the SSA Holding Area after 1 month. 
Destroy af'ter 9 months' retention in the Holding 
Area. 

1, •• 

Special Studies Records 

These studies, conducted on a periodic or cyclical 
basis, evaluate the effectiveness of aspects of the 
RSI process that are not covered in the ~ajor end­
o:f-llne.syst.erns, suci1 as uurn.l.i::l.l !'t::J.,Ol'ts, r",~o, PC 
correspondence. In addition, these studies are 
designed to cover identified problem areas in more 
detail than in the end-of-line studies or are 
conducted at the specifi~ request c~ other interestec 
SSA components, such as change of payee cases, work 
notices, and similar cases. The results are 
published as a Report of Special Studies. Included 
are study data forms and background material for 
various QA studies. 

1. Reports 

l-13.intain record set permanently. 

2. All Other ~-'.aterie.l 

'l'ransfer to the S~/\. Holc.1 r.g Are 2. when no longer 
neeci.cd in current operations ... 

IX. 

A. R,:=:,rior~l F.e-c!"cscr:t2tivcs r-~eti~rs. ~or?T2.'.":s, and 
Co!::.----er2:-:C"<:.-3 ~-~c21--:;..c: 

These reco:co.s consist c.~ dccl·.=:ent.s f>'2rt2.ir.inG to 
~eetings of regional rcprcGente.tive~ which arc held 

9. 10. 
Sf.11.PLEOR ACTION T.A.!<EN

JOB NO. 

rou.r copi~1, iiu.lud.wg ouq:nal,. tu l:.~ 1uhm.ittcd to the !.:ationa.J Archive, cu1d Rccorc\s Service 

https://iiu.lud.wg
https://neeci.cd
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sh~ct 

9. 1:1. 
SAMPLE OR

7. 8. DESCRIPTION OF ITEM 
ACTION TAKENITEM NO. {WITH ltiCLt;SIV[ OATES OR RETEhTlvN PERIODS) Joa NO. 

to discuss management issues, such as promotions, 
appraisals, staffing plans, budget, and similar 
matte~s; program matters such as handling-of criticaJ 
cases; and process-oriented matters, such as 
representative :payee, state and local coverage; 
and similar matters. Included are site announcementf, 
agenda, approvals, participate lists, speakers, travEl 
arrangements, and final report of the meeting. 

Transfer to the FRC 2 years a:rter the meeting. 
Destroy a:rter 5 years' retention in the FRC. 

B. Audit Re"DOrts 

These records consist of audits performed by GAO, 
HEW, SSA or other agencies on personnel utilization, 
fraud detection, overtime, representative :payees, 
eu~plo:v-c:c: a~ti_-"-t-::ies a3~c,ciatic;~.::, a::C ~i::iilur c~ses. 
Included are 'BRSI policy regarding audits, dra:rt 
audit reports with pertinent comments, final 
reports, and quarterly follow-up to ensure that the 
final reco!!lI!lendations are implemented. 

Transfer to the FRC 2 years a:rter final report is 
issued. Retain permanently in the FRC. 

C. District Office Visit Re-oorts 

These are copies of reports of visits made by the 
program centers to district offices which are used 
to evaluate the overall effectiveness of the DO 
visit program. The original re:p::irt is maintained 
by Liaison and Coordination Staff in the program 
center. 

Destroy a:fter 1 year. 

These :::ecords consist of sh,Jies i::-~r~ninin:; to the 
RSI process to ensure that i.. 1:-:- p,:JL.cy is the sa::ne 
throt.1,:;hout all SSA offices. Included .ai·e inter­
a1~d intr2-bU!.·e2.u prot;ra.:::J. studies on ovcq::.3.~nents, 
and si~il2r cases. 

rc::..r c-.:>Jnea, iacluw.a.:w origino.J, to be auLnUttcJ h, the r:olioncl A.re hive• end I!ccord..1 S'-'.tvice C.PQ: ;1'.J-0--711-3~ 

https://1:-:-p,:JL.cy
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REQUEST FOR AUTHORITY TO DISPOSE OF RECOR:CS-Conlinuallon Sheet 

9. 10.7. 8. DESCRIPTION CF lT'E"1 
• SAP>IPLEOR ACTIC:--1 TAKENITEM NO. (WITH IHCLliSI\'£ D,_ T£.S CIR RCTEliTIOH PtP.JQ:,S) JORNO. 

Transfer to the FRC when no longer needed in current 
operations. Destroy a:fter 4 years in the FRC. 

E. Program Center Visit Records 

These records consist of docu::nents accumulated in 
inspecting program center operations. Included are 
correspondence pertaining to various aspects of the I SI 
program, such as claims folders, clarity of letters, 
expedited payments, expediting staff procedures,
follow-up report~, and similar material. . 

Transfer to the FRC after 2 years. Destroy after 
4 years' retention in the FRC. 

x. LABOR MANAGD.-El·!T RELATIONS AND EQUAL EMPLOYMENT 
('lpPnR'T'lTTJT'T'Y :RPr.ORDS 

A. labor l-hnagement Relations Records 

1. labor M3.nagement Relations Cases 

These records consist of cases in which the 
labor :V.ar..agement Relations Staff acts as the 
mediator, such as in instances of mismanagement 
of funds, trusteeship cases, employee der:,onstra­
tions, unfair labor practice charges filed by 
the union, and similar instances. The cases 
are used as precedents for future actions. In­
cluded are congressicr.al inquiries, report of 
findings, and related corresp8ndence. 

Retire to the FRC when no lon:;er needed in curre:t 
o:peraticns. Retain per::aner.tly in the FnC. 

These records co,.sist of doc'_;_.--:,ent s :pert nining 
to the u~1ions \."b.ich represe:-,t social sect:r::.ty 
e}';}ployces in the pro;ra~ cc-::tt:-rs. Ir.clu:lcd 
ere the union reco6r:itic;, do::u=e:;ts, the 
union const it ut i:::c:,,, lcco.ll:,'-!,·~c:ot i2.~ed tll,ion 
agreen:ents, and related correspo:-idence. 

Toa.r c-ovies, i.:.u.!od.i.a" oii9inoJ, lo~ u!.bl'TUttcd to the Notional J\rc:h1ves caJ Records Srrvice c.,-o.,, . .._ 0-711-!,1 

https://sect:r::.ty
https://congressicr.al
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7. 

1 
Job No.-----'---

REQUEST FO~ l~UTHORITY TO DISPOS::C: OF Rl'.:C:O:!:(DS--Continua.tion Sh~ct 

8. C-ESC;llPTIO:I OF ITi:M 9. 10. 
ITtM NO. • (WITH 1:,:u;::r.-: f:.A1u Oil F.DE~,,,:'l p;:;:;o:is) SA\IPI.EO~ 

JOa NO. 
A::TION TAKEN 

a. Union Recognition am Union Cor.stitution 
Docu:::ents 

Retain permanently. 

b. weal Agree~ents and Related Corresuondence 

~ Transfer to the FRC 1 year affer the union 
agreement has expired. Destroy a:rter 5 years' 
retention in the FRC. 

Union.,.l-~nagement Vie et ir-P-s !·:otes and Publications 

These records consfst of' minutes of' meetings held 
between the union er.a nanagement, copies of union 
newsletters, other publications, and related 
correspondence . 

,. 

• •· 

4. Special Projects Records 

These records consist of background data ~ertaining 
to special projects, such as establishing the progra11 
for eating facilities in the program centers. 

Transfer to the FRC 1 year a:N:er program is establis 
Destroy a:rter 5 years I retention in the FRC. 

5. Grievance Recorc.s 

These records consist of policy background material 

,ed. 

for the P3~dlinG of G~~e\~nces in the progra~ center~J 
as "1-:ell as the grle\·2.r.ces filed by the union under 
the nesotiated airee~er.t. 

Retain perr!£::.ently. 

b. 0-th(::c Cc.ses 

Destroy 5 years a:fter the case is closed. 

Fonr C'O?i~a, inclodinv original, f-> l,.e 1ub1n.ittect lo lh~ Naliouol /\:chi\'<"S and Records Srr•ice-
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7. 8 ClESCRIPTJC•, CF ITE',1 
IT£M NO. (WITH IN:LUSlwE DATES OR nlTU•TIOII PEFUODS) 

6. Unfair labor Practice Records 

These records are precedent cases of charges 
filed by the u.~ion against management in the 
proeram centers on such matters as union 
observ~rs on pronotion panels, deduction of 
multilevel dues from employees salaries, and 
similar cases. 

_Transfer to the FRC when no longer needed in 
current operations. Retain permanently in the 
FRC. 

B. Equal fuployment Oprortunity (EEO) Records 

1. Preco~Plai~t Counseling Records 

These records consist of reports completed by 
EEO counselors in the rrogr2~ ce~te~s on 
,potential discrimination complaints. 

Destroy a:rter 1 year. 

2. Discrimination Case Records 

These records consist of cases filed by 
individual program center employees on alleged 
discrimination. 

Trar.sfer ir.active cases to the FRC after 1 year. 
Destroy after 3 years in the FRC. 

3. Affj_rmat i ve Act:! o;, PlaP.s ar.d Pror::ress Renort s 

These records consist of plans for equal 
etplo~ent opportunity in ~he progra~ centers, 
the se;:ij_arn11.,al prosref;s reports on he•,;- ,,,,ell the 
affir:::.ative 2.ction pl2.r.:: 2.re 2.cco:c1plished, and 
rclc.ted cor:·cs:pcndence. 

Destroy after 3 years. 

4. Su:::-..'.;.:rv Rc~•:::irts of ..'.ille;-::2.tions of Discri!"'.liP.ation 

Th1:?se reco:::c:.s consist of Forn SS-"1-1358~ !,~.:mthly 
ReJX)!°t of For:::;.1 Cc'!'1plaint s of Discri:::ir:::i.t ion, 

9. 10. 
SAMPLE OR ACTIO~, n:<elJoa r,o. 

l'oc.z c-oi-,.i"c 1 i.nchidi.n!J c.rigiaal, lo he au.Lan.itlc.-d to the t.·ctionn1 Archive• o.nd RC'cord.J Secvice GPO :1~~0-711-~17 

http:Su.::::-.:;.rv
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REQUEST FOR l\UTHO~ITY TO DISPOSt: OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. Cl[SCP!PTJ".)N OF tTE•I 
(WITH l!iCLUSIV£ DATES OR R£TENTION P£PJ0'.>5) 

9. 
SAl,'PLEOR

Joa NO. 

hl. 
ACTION TAK8l 

which lists the number of conplaints of dis­
crimination filed by employees in each program 
center. 

Destroy after 5 years. 

5. EEO Cou.~selor Proare- Records 

These records consist of data pertaining to the 
operation of the EEO program in the program 
centers, such as selection and replacement of 
counselors, and related correspondence. 

Destroy 1 year after expiration of union contract. 

This certifies that the records described on this ~arm 
shall be microfilmed in accordance with the ·standards set 
forth in 41 CFR 101-11. 5o4 and that the si lvt=>:r- 0ri.rri!!e.l 
microfilm, plus one positive copy or~ each microf'iln: shalJ 
be offered to the Federal Records Center, Suitland, 

' - .M9.ryland. 
·;. ,, r-' ... --

. . •................ ,,_--._ \ 

. .. ··- -- -- - .. - ---··..... 

Toa.r c-opic•, iachu!.ing original, lo be na.1':u.ittcd to the Natjoncl Archiv~& ond 1'.i-corci.l S'c1vice GPO: 19'">-0-711-':)17 


