ftany, =1 yorm No. 116 oL T .
Revice - No» by 1M . .

Prowers d by (nond Serviees. © - REQUEST FOR AUTHORITY -
GSA Rwy. - 1V-106 TO DISPOSZ OF RECORDS “l‘l‘n"R“;"‘i’ w4 o8 wo.

CATE APPROVED N C 7 4 - 174

Leats Brank

(See Instructions on Reverse)

To: GEMIRAL SERVICES ADMINISTRATION,

NATIONAL ASCHIVES AND RECORDS SERVICE, WASHINGTON, D.C.  20+08 CONGRESS!C AL AUTHORITATION
. FROMA (AG_NCY OR ESTABLISHMENT) ROUSE BEPCRT HNO. consress | DATE
| I >
Department of Fealth, Education, and Welfare sess'cn
2. MAJDR SUBDIVISICN ’ NOTIFICATION TO AGEINCY
i Ca its nini i CONCRISS HAS AUTHOPIZED [!SPOIIL OF ITEMS MARXED"
Social Security Administration “DISPOIAL- AFEROVED * I CCLUMI 12,

3, MINOR SUBDIVISIO!
Bureau of Retirement and Survivors Insurance
& NAME OF PZASON WiTH WhlM 1O CONFER 5. TEL. EXT.
Arthur J. Rennper 59)4_ 5772 (Dst2) Archivist’s Reprezeniutsve.
6. CERTIFICATE OF AGENCY REPRESENTATIVE:

I hereby certify thst I em authorized to act for the head of this agsncy in matters pertaining to the dispesal of records, pud that the records described in this litt or

schedule of psges are proposed fo: €isposal for the reason indicated: (*X" only one)

A The records have 8 The records w:il ceate to have sucient value
cers2d to have sufhi- ant further retention on the cxpyation
cient vslue to warrant of tae Yyriod of time indicated or on theoccur-
fyrther reteation,

3/ 570

ussell O. Dept. Records Mgt Officer
{Date) (Bignature of Agency Represeatative) (Vitle)
2 8. DESCRIPTION OF ITEM M S. 1.
ITEM KO. (WITH INCLUSIVE DATES OR RETENTION PFRIODS) SAORLE LR ACTION TAKEN .

RECORDS RETEITICN AMD DISPOSAL SCHEDULE

-
JHEV L) L) SULY LA ND Lleouaimlioas

. (Centrai Oifice)

The files described in this Schedule are created in
the administration of the Retirement and Survivors
Insurance programs pursuant to Title II of the Social
Security Act. They are Tiled in Central Office, BRSI.
However, all of the files are not maintained in any
single office.

I. MANAGE!EZITT RuLS0URCHS REZCORDS

4

A. TFirancizl lar~-z-entl Reccrds

vhich c¢ortalinn cxpentitura

-~y B -~ 1o~ P -- A

YEE&r~ - 1270 Uy CL . 2CT anu

incliuied ove tra.gl recoris

sueh Le Torn O7A-2575, Tra
- B - Fal PP

and s lar informzaiion.

Fouorcupisn, incde g onginal, to Le rabmiticd to the Netional Lacliver aand e cozos Secvice
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. . 8. DESCRIPTION OF ITEM - . 9.E ) 0.
1TEM NO. (WITH INCLUSIVE DATES OR RETENTION PERICDS) SAUELESR #CTION TAKEN

a., Listing
Destroy 2 yeers after close of the fiscal yegr.

b. Other Material

Destroy 3 years after close of the fiscal yegr.

1}. Persoral Services and Benefits Expenditures
Listing

‘This biweekly report, prepared by Financial
Management, OA, contains classes of pay, hours
worked, the amount contributed to employee
benefits by BRSI. Tt 1s used to estimate
salaries and benefits for budget preparation,
and similar purposes.

Destroy after the close of the fiscal year.

2. Deta Flow Back CAN and Object Class Summary

This biweekly listing, prepared by Financial
Management, OA, contains payroll data by CAN
(Common Accounting Number) and is used to
determine the amount of money spent by each
individual BRSI office.

Destroy after close of the fiscal yezar.

3. Schedule of Accruved Oblicztions

This report consists of TForm CO-0T773A, Schedule
of Accrued Obligatvicns, which is submmitted
three 1imes a year to Iiranecial liznagement, OA.
It lists actual expendiiures yezr-to-date by
object and subobject class, anrnd centeins pro-
jections Tor use of resources zvailable for the
rest of the vear.

Destroy b ronths efte

Fonxs cepier, inclu-ling onrinel, to ke subnutted to the Naotional Riclives end Records Scrvice GP2 lv —O=T11.617



! . . .

’ - ! * .. - - * L] .

sitnnﬂlhra Form No, 113-A -

Reviem) Novetoter 1951 -
Job No.

e 08 Greperad 2ovices Adutimistration P.‘lg(: _3____

£3 V- of _36_pages

iy
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2. 8. DESCRIPTICHN OF ITEM SAvSiOR 0.
1TEM NO. (WITH INCLUSIVE DATES OR HETENTION PLRIODS) . 308 NO. ACTION TAKEN

4, Report of Estimated Oblizations and Cost
Distribution

This report consists of Form SSA-180, Rerort of
Estimated Obligations and Cost Distribution,
which is submitted monthly to Financial Manage- :
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 .
Management, OA, sumnarizes employee payroll
data and contributions to personnel benefits.
It contzins timekeeper number of each BRSI
employee, and is used w0 verily Lual thuse .
individuals who transferred from one office to
another are charged to the correct CAN.

Destroy after receipt of next listing.

6. Report of Net Reimbtursements to the RSTI Trust
Fund

This report is prevpared monthly from feeder
reports from the program centers, and is
submitted to the Ofrice of the Aciuzry. In-
cluded is Form SSA-2049, Daily Repcri of Benerit
Activity, which lists certificatiocns with

-

[y
O

sckedule rmymentis, transerini payinis, a
certifications not fpzid, which & ~zdc by the

re
Treasvry Departizent to the S53A Trust Fund.

Destroy 2 years after the close of the fiscal

.
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7. 8. DESCRIPTION OF 1TE™ SA\"‘QL:E o TS
ITEM NO. (WITH INCLUSIVE CATES OR RETENTION PERIDDS) JO"B N, ACTION TAKEN

Destroy 2 yeafs after close of the fiscal year.

8. Cash Transaction Abrcad

This quarterly report, submitted to Financial
Management, OA, is forwarded to the Department
of Cormerce. It contains estimates of dollars
paid in each foreign country for net benefit
payments, repayments, and SMI deductions to the
R5I-and DI trust funds.

Destroy 3 years after close of the fiscal year.

9. Report of Benefit Certifications

This monthly report, vrepared from feeder
reports from each program center, is submitted
to Financial Management, OA, for incorporation
into a ccnsolidated SSA report to the Department

:of the Treasury.

Destroy after 2 fiscal years.

B. Manpover and Staff Revorts

These reports are prepared from input from the
program centers, DIO, and BRSI Central Ofiice,
vhich are consolidated into a report to Financial
Managerient, OA., The report is used to evalvate
vorkload and staffins requirements. Included are
_SSA-1905, BRSI VeeXly Staffing Report, which lists
the gains, losses, and total staff on duty in the
procran ceniers. Also included are aquarterly
staffinz reoorts prepared in the program cenlers,
which 1list the muoer of employees in each grade
wvorking. in the program center; Form SSA-2032,
T Cvertine, vhich 1lIsis the arount
¢i by program center emplojces;
ond eguivalent documznts.,

2B (D
'

= v

[92]

P
>
*

Destroy 2 years aller close of the fiscal ycar.
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REQUEST FOR AUTIIORITY TO DISPCSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM _,P"- 10.
- 1TEM NO. (WITH INCLUSIVE CATES ©2 RETENT'ON PCRICSS) SAJ'o'dL,fooR ACTION TZHEN

C. TFacilities Manacerent Records

1. Requests for Supplies and Equicment

T These records consist of coples 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! .
retention in the Holding Arez.

oo

* 2. Forms History Folders

These reccrds 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, uprdating and reordering
information, suggestions which resulted in
changes to the form, and similar information.

Transfer original documents to Forms and
Publications Section, FRiB, OA, after microfilm
has been proven acceptable. Retain microfilm
indefinitely.

3. Manual Transmittals

These recerds cornsist of master copies and
negatlives of ir nsmitials of BRSI w=nuals,
such as Yost zZntitlenent, Leelth Insurance

Perefitis, and siniler publications.

Destroy nazster copies ard negatives as the
pertinent 7p=3es become obsolete.
D, Tr-{rveotions R-cords
1. V2 Procvo s Cirealars Amoerds

These records censise of circulcze whiich contain

iuTormalicn ericining 1o new develorments in

the RSI progrom, alerces o c¢yclicel ‘cceourrences,

renirders of rczsrfs dve, 2nd similar data. Alsg

1¢d correspondence and btack-

Uder conies, incluiéing crrgnnal, te dre submutted to the National Archuves and Pecords Scrvice [ S A T
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7 * 8. DESCRIPTION OF ITEM . 9. = 10.

ITEM NO. (B !TH INCLUSIVE DATES OR RLTENTION PERIODS) Sﬁz‘)it.:.ot?a ACTION TAKEN

Transfer to the SSA Holding Area 1 year after
obsolescence. Destroy after 5 years' 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
BRSTI 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 Manual FHistory Records

These records consist o: thne iniercomponent .
review and coordination of changes to each
page of the claims manual, covpies of the
published pages, and related background
material.

Transfer to the SSA Holding Area when no
longer needed in current operaiions. Retain
perrzrently in the Holding Area.

These recordc cornsist of history folders of
BRSI Administrative Directives System Guides,
Circvlers, ard tandbooks perteining to such
administrative areas as directives, realty
and space, safety, and cimilar areas.

ransfer to the SZA BEolding Area 1 vear

2

T . after
obsclescince. Testrcy aefter T ycars' retention
in the inlding ‘lrea.

Fovrx copies,including eriginel, to be sul,mitted to the Nolional irchives end Records Service CIV 7 —0 ~i-
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1. 8. DESCRIPTION OF ITEM APrE 0.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) s it uc?.R ACTION TAXEN

E. Mnagement Information Records

1.

1A Table and Register Listings

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. Listings

Transfer to the FRC after T years. Destroy

after 3 years' retention in the FRC.

Registers

Workload Listings

These records consist of listings, prepared
weekly, monthly, and qua>terly by each program
center, and a national total. The listings show
program center receipts and dispatches of cases,
number of pending cases, type, age of pending cas
and a final sumnary total of the program center
vorkload. _The monthly and guarterl;y reports are
microflllined.

a. Weekly
——

Destroy after receipt of the monthly
listing.

b. lbnihly

Lol e 3

Eavy g PR -
afier micrclilning.,

Yoz copire, iicduding enginal, to be rishntted to the Notict.al Archives end Records Service
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3. Veekly Vorklcaé Peport
These records consist of feeder reports which
show the workload in the program centers vwhere
. no folder action is required, e.g., change of
address, death notices, SMI premium collection,
and similar information.
Destroy after 3 years.
L, PACER Reports
These records consist of summaries of total
BRSI worklecads, program center workloads, and
related source data.
Destroy after 2 years.
5. Prograrx Center donpower Listings
These records show the workload and distribution
of manpower usage in the program centers.
Destroy after 3 years.
Iz, MATIPOUER R<CORD3
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Oreanlzzilion Develror~ent Record
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Destroy obsolete position descripticns after
10 years.
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3. Classification Survey List

B. Personnel Management Records

Transfer to the SSA Holding Area after 5 years.
Destroy after 2 years' retention in the Hbldlng
Area.

This record consists of Form OAAD-22T, Classifi-
cation Survey List, which lists by name the
incumbents in program center positions.

Destroy after 2 years.

Summary Report of the Annual Review of Jobs

This report consists of Form HEW-395, Summary
Report of the Annuzl Review of Jobs, which is
submitted through the Division of Personnel,
OA, for consolidation into SSA's report to the
Civil Service Commission.

Destroy after 3 years.

1. WVeekly Personnel Reports
These records ccnsist of Form SSA-1985, BRSI
Weekly Staffirng heport, which lists the nuuber
of employees in each ccrponent, erd the einzcted
gains and losses in BER3I. Thece are listed by
neme and grade.
Destroy after 2 years.

2. Quarterly Report on RRIT Ceomvorents
These records list the nwater of rz rs =t
cach grade level wvor:ing in euzch szeillion of
BOET,
Desiroy after 18 wonirs,

Yerreopice,iucluing onicinal, to bes. unvitted fo the Nutweral Srchives end Recerda Service
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3. BRSI Incentive Aviards Records

These records consist of annual reports which
list by employee grade the number of special
achievement awards and high quality increases
which are received in each program center.
Included are the Statistical Sumary of
Suggestion Activity which is prepared annually,
related correspondence and background material.

Transfer to the SSA Holding Area after 5 years.
Destroy after 5 years'! retention in the Holding
Area.

4, FEmployee Appraisal Data Records

Qe

5. Per

These records consist ot rmployee Appreisal
and Performance Rating Report, Forms S5A-1G9,
(GS-7 through 13), and SSA-1326, (GS-1 through
6 and all WG employees) which contain each
eppraisal rating by grade of employee. In-
cluded are listings vhich summarize each
appraisal item by grade and by branch.

Listinzs

Destroy after receipt of next listing.

Destroy after 3 yecrs.

S

sonnel Revports
Theese records are informiticrzl copies of
X
TePoYis prepIved in ing TUlorom ConicTs.
Tio 1 coyisz avre o2 ie2d to i1xe
Civi ice Coiillssion, DI, Ofts
Divi Terzoonel, gni oiher componaents,
Includaed dbut not limited 1o, arec:

(1) Form HW-113, Displaced Zmployee Progra:

(2) Form CSC-113-T, Morihly Repori on
tains the tolel

J
Veterans, which conte
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numbér of Vietnam veterans employed
in the program centers.
(3) Form SF-113-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 HEW-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 after 6 months. )
b. These reports are prepared in the Personnel
Management Branch and forwarded to OA
Personnel for inclusion in SSA's consolidated
report to DHEW. Included, but not limited
to, are:
(1) Swmzer Aide End of the Year Report,
which contains a cozpilation of data
on the surmer aide program:.
(2) Federal Fmployment of Vietnam Era
Veterans is a quarterly narrative
report.
Destroy after 3 years.
6. Personnel lanarorment Cvaluation Survev hBecords
These reco
the Civil
other oiii
and persoiy .
Destroy after cowpletion of ithe third visit.
Four ccj.c2, inacleding engir wl, to Le ;ub.:u!tc.'-(:(;u— Kational Atchives end Records Service eI 15— l_._.-:
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10.
ACTION TAKEN

III.

PROCPAILT

T. Emolovee MMisconduct Report Records

These records consist of correspordence from

the progrem centers which contains irregularitied

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. Program Center Personnel Listings

This monthly listing pertains to employees in
grades GS5-7 and above., It contains employeels
name, position, occupational series, last
promotion date, and similar information.

Destroy after receipt of next listing.

Listing

9. Report 50C

This bimonthly listing contains information on

program center positions, such as job title,
nuber of job, and name of person filling the
Jjob.

Destroy after receipt of next listing.

ChDS

POLICY R=C

A.

.Benetit Continuity Records

Tnese records consist of documents outlining SSA
policies published in the Claims lManual on appll-
cation of the retirement test, general susrension
from eyndekirg phym0“+ rethods of
'41] b lity ard
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

1 8. DESCRIPTION OF ITEM SAVgtEOR ' 0.
ITEM NO, (WITH INCLUSIVE DATES OR RETENTION PERIODS) st NO. ACTION TAKEN

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

1. Representative Pavee Records

These documents consist of reviews for each
‘State of its representative payee program. ..
Included are Forms SSA-9585, Beneficiary
Information Report, SSA-958k4, State Mental
Institution Policy Review, tabulations and
the resulting report of the program in each
State.

a. Repgrts

Transfer record set to the FRC after 10 .
years. Retain permanently in the FRC.

‘b AT havy Matonian
. e Wil =

Destroy after completion of next review.

B. Contract Coverage Records

l. State Arreements, Modifications and Related
Backoround baterial

These files consist of original and duplicate
copies of legal cgreermenits on social security
coverage of euployees made between 554 and a
State, or its political sutdivision, modifi-
cations to the asrzements, and interpretations
of the agreements. Eacxground materisl includes
corresporndence vhich led to the agreement,
copies oi enactiing Stale lsg*sla ion, and

other policy aid precedent material.

2., LStoie Coveroro Breti-vnord Pooords
There receerds co..sist of docimenis cn social
securily coversd. of Siaie erplioyecs (o:
entloyess of o maliilical subdivision), voed
as bLuolizround 1o formulate policy, s precedent -

Fewr copnagianclaudivg cragmnod, te ke sul adtted to the Notiendd Rlrclives and Rece:des Saivice GO — e Ta1-917
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9
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10.
ACTION TAKEN

3..

‘These documents consist of requests from a

material, or to explain existing SSA-State
policy. Included are transfer requests,

OAR-SL, State's Report of Adjustments, conference
reports, and similar information.

Retain permanently.

Voluntary Terminations

These documents consist of original copies of
legal terminations of social security coverage
of State employees or employees of a polifical
subdivision.

Transfer to the FRC after termination is
effective. Retain permanently in the FRC.

Partizl Terminations

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 after 2 years. Retain
permanently in the FRC,

Fmoloyment Coveraze Records

These documents consist of original and micro-
film copies of policies, related instructions
and interopretive materials on emplorer-employee
relationsnips, vwages, wage excepiions, vage
proofs, stetute of limitations on correciions
of earnings records, and similar raterial,
vhich m=2¥ form th i f Comnicsioner’s
Deeisions, Socizl Scocwrity Rulin or General

| PO RPN
TUNEC L OPDPRRGIN:

corrvesmoiiucnce,

. __CD,
5

fa S S P 'as - KS
Relaticnonip Coestionnaire,

et
4%
fu

backgrow:.l 1interial.,

Destroy originzal docuzents after microfilm has

heen proven accepiable. =Retain microlilm

irdefinitely.
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! 9.
7. 8. DESCRIPTION OF {TEM 10.
1TEM NO.  (WITH INCLUSIVE DATES OR RETENTION PERIODS) S"’SELNEOOR ACTION TAKEN

6. Tax-Related Issuances

These documents consist of original and nmicro-
film copies of commrents m2de ty SSA on Internal
Revenue Tax forms and tax related issuvances,
such as IRS Forn 941, Employers Quarterly

Tax Return, IRS Form G642, Employers Quarterly
"Tax Return for Household Eumployees, IRS

Form W-2, Withholding Tax Statement, and
similar records.

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

T. Contract Evaluation and Review Records

These files consist of records of the social
security coverage of employees wvorking for a
State or a volitical subdivision thereof.

a.— Review Cases for State Coverage

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

Transfer to the ©RC 2 years after close
of the case. Retzin permanertly in ine
FRC.

b. Audit Tiles of Stzte Coverece Aoreererts

These files consist of comprehensive onsite
revievs of state records units to
ensure [roner ccn of th° renu:V°d
ennloyce-enrloy

lexr copieg, inclading oniginnl, to be submitted 1o e National Aschives and Records Service GO hms— (=T 01
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7. . 8. DESCRIPTION OF ITEM samgtsoa 10.
1TEM RO, (W ITH INCLUSIVE DATES OR RETENTION PERIODS) JOB KO, ACTION TAKEN

Transfer to the FRC after L years. Retain
permanently in the FRC,

c. State Extension Azreements

These files consist of original documents
vhich extend the time limitation 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 TRC.

8. Sect Folder Determination

‘These records consist of findings made by the
Bureau of Retirement and Survivors Insurance
regarding whether a religious sect or division
thereof meets the recuirements 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 permanently.

9. .Self-Fuplovment Records

These records consist of origirzl ard mic
copies of correspondence ard related material
wer

on individuval cases which Torm the backsround
for subsiantive and rroccauvrel policies regard-
ing social secvvi*y coverene «nd exermpiion from
coverase o self-emplored individunle,

Dectroy origincl docvesntie oite: nlgroliilis 28
been pruven acceploble,  Potain microiila
irdefinitely.

Pour coplire, indleding criginal, to Le subrultted 1o the Netional Arclhuves ond lKecords Service GIO .» —O=T11-¢
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1o.

titlement Record

Religious Affiliation Records

'

These files consist of copies of original docume
maintained permanently elsevhere which are
microfilmed,aud are filed by individuals for
exemption from socizl security contributions.
Included are Internal Revenue Service Form 2031,
Minister's Waiver Certification, IRS Form L361,
Application for Exemption from Szlf-Employment
Tax by Ministers, Members of Religious Orders,
and Christian Science Practitioners, related
correspondence, and similar material.

Destroy paper documents after microfilm has
been proven acceptable. Retain microfilm

indefinitely.

Verification Test Records

These records .consict of original and microfilm
copies of documents prepared by a wage earner
vhich are checked against BDP records to see

if an accurate report was submitted. Included
are IRS Schedule SC, Form SSA-1805, SEI Verifi-
cation Coding Sheet, and similar records.

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

Fntitlement Policy Records

These records corsist of originsl ard microfilm
copies of deocuments which k crzround
of SSi's }_‘)1_LC‘(}~ relatd i : cevelon-
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9. 10
7. 8. DESCP!PTICN OF ITEM AMPLE OR T
ITEN KRO. (WITH INCLUSIVE DATES CR RETENTION PERICDS) s 08 ,‘oq ACTION TAKEN

Manual, in Social Security Rulings, General

Counsel Ovinions, Cormissioner's Decisions, and
their equivalents., Included are ad hoc studies,
related correspondence and similar information.

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

2. Policy Coordination Records

These records consist of original and microfilm .
copies of documents which outline BRSI policy
for coordination with other bureaus and offices
of SSA, as well as with the Census Bureau,
Department of Defense, GSA, Railroad Retirement
Board, and similar agencies.

Destroy original documents after microfilm has

been proven acceptable. Retain microfilm
dindefinitely.

D. Technical Services Records

1. Regulations and Rulings Records

8. SSA Rerulations Records

These records consist of original and
microfilm copies of regulations purlished
in the Federal Register by the Secretary of
HEW. The regulations interpret ard supple-
ment the social securizy law, Inclvded
are the notice of the prooosed regulaticn,
the preliminary draft, the interccmponent
reviev, and the finzal version.

Destroy oriziral docu:ents 1 year zfter
microTiln hzs teen proven ccceptatle. Ret

ndcerofiln inZelinitely.,

‘IJ

Yeour cepics, inciading origine), to e gubmitted to the Naliouol Arcluves and Records Sarvice G Y 3—O-71t-%
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2. . 8. DESCRIPTION OF ITEM 9. 10.

ITEM bO, (WITH INCLUSIVE DA7£5 GR RETENTION PERIODS) 55“52‘-‘5‘09" ACTION TAKEN

b. Social Securitv Rulings Records

These records consist of original and
microfilm copies of history folders pertain-
ing to technical and legal issuvances on
survivors, health, and .disability issuances.
These issuances are published bimonthly as
Social Security Rulings. The bimonthly
bulletins are republished annually in the
Cunulative 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. T

c. Social Security Handbook Records

Thesc roecrlc concict of originel "and
microfilm copies of additions and changes

to each chapter of the Social Security
Handbook which are prepared for new Handbook
editions. Included are intercomponent
corments and reviews, preliminary and inter-
component drafts, and final copies sent to

be printed.
Destroy origiral documents 1 year after
microfiln hLes Leen proven accepcable.

Retain microfiln indefinitely.

2. Confifentizlitv ard Compliance Records

a. I'rowd Records

These records consist of documents pertaining
to entitlerent Travi, consnpiracy to aveid
social security dcductions, failure to
repori tenmiinations, micuse of tenelits,
falee retwor Filed oy emnlovers, CTA
e ployee Trovd, cnd similicr caces wihiich
arc senl to the UG, &llcries for prosecu-
tion. Imecluicd zce 3SA-11035, Transumittal

(ter - Regionel Siltcernev, Frawd Cese

s of

Ro IR : i
Vielztlcn, lorm: ZU5-2372, Viclations
refets) Closo’1 worme Seelel Sceurity

Four cvpice, instuding original, to be sabnutted to th» Natioral Archives and Flecor2s Service G ir —O T11-%1


http:origir.al
http:SA,",PLf.OR

1

KStandard Form No. 115-A

' ' 20

Eoesd Novar bor 104 - o
F:«:'Y‘M’l-r G neral Services Administration . : Job No. Page
G3A Ii:i—f\le\ -106 of __i__. pege
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
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Administration, Statement of Facts and
Statement of Violation, related corresponéence
and similar material.

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

b. Fraud Deterrance Revort

This report contains information on fraud
deterrance of retirement, survivors, and
disability insurance and is microfilwed.

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
Office for prosecution.

Destroy original documents after microfilm
. ~has .been proven-acceptable. Retain micro- . -
f1lm indefinitely.

c. Attorneys' Fees Records

These files consist of copies of docurents
pertaining to the fees for an attorney who
represented a claimant after a case has been
compleled and an zward is to be made. Included are
Form SSA-1550, Petition to Obtein &pproval
of a Tee for Representing a Social Security
Clairant, SSA-15504, Authorizeiion to
Charge and Receive a Fee, SS4-1178, Evalua-
tion of Fee Petition for Representation,
and related corresmpordence. Also included
are originzl and microiilm coples of
SSA-1224, Fee Ledger, used to record fees
for all attorneys vho petitioned for

(1) TFee Izdrer

Dostroy originel docus 5 e
filn has been wroven zecevteble., he
microfilm indefinitely.

Towr copics, incliediag otiginal, to he subinsitted to the !Hational Archives ond Necerds Service [N PIFEI < 2 B BT
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_umicerofilnm irn

(2) A1l Cthrer Material

Destroy inactive records after 2 years.

Freedom of Information Records

These records consist of original and
microfilm copies of documents related to
carrying out the provisions of the Freedom
of Information Act. Included are requests
for Commissioner's Decisions on proposed
SSA regulations regarding the Act, imstruc-
tional procedures to SSA components .
interpreting the Act, policy statements on
what material in SSA offices is available
to the public, end similar meterial. 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 puvlications should
be issued to better inform the public on
the social security program, and other

purposes.

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

Misleadins Advertising Recoris

These records consist of original ard micro-
film copies of a history of SSA acticns
against private companies who zdvertise
materizls on SSA vrograns, wnich lezd the
public to telieve the inforr=tion is issued
by S84, Included are corresnopde*ce from
the public with copies of the of
advertisement, corresponience &
reredy ine source of 1he compla
State insurance departments, the i
Service, Yedersl T R 3ep
similar agencies.,
index listing the compn
ihe offoncse.

<
n
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Destrov oris 1 docrxcnts 1 veor after
bel

microfilm h2 sven acceptable, Retain
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9.
2. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (WITH INCLUSIVE SATES CR KETENTION PERIODS) SAJ’C’SSL,\E&R ACTION TAXEN

f. Disclosure of Information to Irmigration
and Maturalization Service (I.)S) Records

These records consist of original 'and
microfilm copies of precedent wmaterial
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 IIIS, General
Counsel opinions, materials prepared for
Congressional committees, testimony before
Congressional cormittees, interpretations
of the law, and related correspondence.

Destroy original documents after microfilm
has been proven acceptable., Retain micro-
film indefinitely.

g. Issvance and Use of Account Number Records

‘Phese records consist of original and micro-
film copies of documents outlining SSAts
policy pertaining to requests to use the
social security number for purvoses not
related to the social security program.
Included are stuvdy material, submittals to
the Commissioner, reports of intercomponent
work groups, and similar records. Also
included is correspordence from the public
and the Congress requesting information on
SSA's policy.

(1) Policy Backcround leterial

Retain permanently.

(2) Other Records

Destroy after 5 years.

-

TOTIC Y Ty YT ANG T wEatad
IV. ¢OSYSTIIS I (TUPEONS RICORDSI

A. Susterrs Prccedural Records
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procedures, such &s flow of work, filing of folders,
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. OSystems Proposals 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 200k, Minor Program Modifi-
cations, statistical summaries, computer runs from
the MBR update, and related correspondence.

“ T?

L 2
Lo 4 a2

a2 Provcoal and Piral Modification

Retain permanently.

2. Related Backzround Material

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

foy

C. Benedfit and Certification Reports

These records consist of copies of documents wvhich
arc uced to locate problems end to correct procedureg
when an ouw~of-telerce condition exists betwesn the |
records c¢f the progran cernier and those of tae

Treasury Depariment. Ineluded are Trezswcy Fomm

7 . ~ . PN
BA-£552, Siciorment of Differences, S8i-333, it
of Zernelil Certificctions 1o the U.5. Srzzcozs
Depariment, and similar acownmenis., ! .
;
i
Destroy after 2 years.
D. Schedle ¢ 509 MzlifTicetiors
These records consist of infor-ztion covies of
. -~ B H TN
matcrial recocived Irom r£oP vhich _,L? e mL P

Voaoz cepici,incleding onigiral, to Lo subinitted o the Netivnul Zitchives and Pecords Service GO Y, e O-T711-%
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changes will be made to the MBR.

Destroy after 1 year.

Report of Pavment Process Audit

These records consist of Forms SSA-2040, Report of
Payment Process Audit, SSA-2040C, Payment Process
Audit Explanation of Errors and Remarks, and
similar documents, which are used to detect fraud.

Destroy after 1 year.

Manuval Chanters Records

These records consist of background material which
pertains to changes in the Special Projects ianual
100 and Fiscal Control and Audit lanual 107.

-1l. Record Set

Maintain permanently.

2. BPBackground Material

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

Fiscal Trojects Records

These records contain the
for various ccmpleted fis huI
processes, such as paymen
similar processes. Inclu
Process is raricrmed o ce
rzteriel mertaini- to
Pro3IrYeT center rayroll onre
a S

b lal

Trenfer to the ©AC whzi no lenrer nceded in current
oreraiions. Destrov after 10 years' retention in
J_: —_—

CNe Iae.
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H., Validation Records
These records consist of material relating to tests
of computer operations performed aftier a change is
made in compuler processing of the payment process.
Some programs are validated monthly, at which time
. some programsare eliminated, and others are
instituted. 1Included are listings of totals of
checks, names and addresses, and related corresponderce.
1. Correspondence
Destroy after recelpt of third memo.
2., Listings
Destroy after next validation.
L. Lrovel keporis .

v,

These records consist of reports of visits to
program centers made by Systems Development and
Accounting stafr members which describe where
changes are recessary to existing operations.

Destroy after next comparable report.

CLAT!D OPERATIONS RECCRDS

A.

RSI Case Control Svstem Reports

These weekly worxsheets, prepared by each progran
center, are used to aralyze production of S54CCS
SSA Claims Control System) in the progran centers,
i.e., the number of hold case records perding,
volume of teuwporary Folders in omcrations, SELCCS

alerts precducsd, ard similer deta.

Destroy afier 2 years.,

]

Pura cophes, incinding eriginal, to be subnitted to the Netisaal Archiver und Recocds Service
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8. CESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

8.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

B.

C.

SSACCS Processirz Rerorts

These records consist of weekly listings prepared
by BDP and related correspondence which are used to
analyze trends of workflow in the program center.
The listings show each program center's volume of
initial and subsequent claims received, clearances
processed (disallowances, lump-sum cases, etc.), the
number of SSACCS-generated alerts (60 day, 90 day,
or 120 day), case folders in operation and similar
datsa.

Destroy after 2 years.

Claims Operations Instructions

These records consist of instructions, procedures,
and related correspondence pertaining to SOBER and
‘the medical -insurance .program ci BRESIL, ‘which are
published in the manuals for Premium Collection,
Health Insurance Benefits, Supplemental Medical
Insurance Benefits, and Post-Entitlement.

1. Record Set of Maruals

Maintain permanently.

2. Other Covies

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

rial which form ihez bachzrow

A
suen

or.sist of corresmordence, minutes of
e
L

~ion

Fowx copies, inclnding otiginal, 1o be sulimitted to the National fircliives end Recoids Scrvice
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CRITICAL CASE STAFF RECORDS

. 1. Record Set of Manuals

Retain permanently.

2. PRackgrourd Material

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

Validation Records

These records consist of documents pertaining to
validating computer programs. Included are requests
for nev computer programs, computer test runs,

Form SSA-10T7a, Determination of Benefits, and
similar material.

‘BPestroy after program is wvalidated.

A.

Critical Case Records

These records consist of correspondence from the
public on RSI problems, vhich is addressed to other
than 1he Cozmissioner of S54, and congressional
correspondernce forwarded for replyv by other STGA
entitics (e.g., OC, DPI). Includcd are inquiry
sheets, which record incoming correspondence, tele-

¢s of cases deemed critliczl (beneficiar;
is in dire ed, a public relations problem lraos
arisen, case meets the reguirement of fection 205(q)
of the SS Act, or similer instances.) Includea are
IBR prirtouts attached 1o many of the inguiry sheets)
which ers vced 1o ascertain if ihe beneficiery is in
raywmini stoetus.,

phone inguir

1. Corresmorience

Destiroy 2 yecors after final reply is made.

S

-

2. Inguiry Shee

Destroy 1 year after final reply is made.

Yoar copries, including ciiginal, to be aubrmutted 10 the Natisnelairchives wnd Recotds Service
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10.
ACTION TAKEN

VIII

Expediting Staff Instructions

These records consist of instructions, procedures,
and related correspordence 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. ’

l. Record Set of lanuals

Retein permanently.

2. Background Material

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

Critical Case and Expedited Payments Revorts

These weekly revorts from the program centers are usefl
as an indicator to show how well the program centers
are performing in expediting payments to critical
cases,

Destroy after 5 years.

Monthly Analysis Report of Critical Cases

These reports from the program centers anazlyze the
causes of critical cases. The analysis is used to
corrcct program center and central office procedures.

Destroy after 3 years.

-~

These recoris consiszt of siudies conrnduzied to
determiine the state of quality of the ST process
J = 3
objective anelysis and recomiendations based on
dJd J
stuvdy data and other informaiion, identification of

Tenz cenires, inclading origingl, te be subunitted 1o the INational Axchives and Records Service

GFD 1 3—-0-711-917
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7. 8. DESCRIPTION OF ITEM . 9. 1.
ITEM NO, (WITH INCLUSIVE DATES OR RETENTION PERIODS) Sﬁ'ggﬁfooa ACTION TAKER

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

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

These records consist of original copies of

weekly statistical revorts of quality sampling
of RSI awards and disallowances and post-

adjudicative actions, performed by the QA staff

in each program center.
Destroy af%er l year.

2. End-of-Line Statistical Data Tabulations and
Reggrts

JThese tabulations cansist of listings of awards znd
disallowances, change of address, post-adjudicative
actions, district office development requests, and
quality saemple group data. The tabulations are
published monthly as the EQOL Statistical Pata Report.

a. Tebulations

Transfer to the SSA Holding Area after 1
year. Destroy after 2 years' retention in
the Holding Area.

b. Reports

Maintain record set permanently,

c. Other Covies

Destroy wvhen no longer needed Tor reference.

3. FRezionz2l lonthly Quality Avoraisz) Herorts

-rative data by RST

S con Lol Erczran,

2 T
isal sctivities in

These repcrts contain ra
Quality Aprraical field st
studies, and Cuality Appr
the RSI regions.

SERe
R0

Destroy after 2 years.

LFeur copies, incloding originel, ts be subiitted to the National Llschuves and Records Service GROir— O 211 Bt
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Lk, Reports of RSI Quality

These narrative reports zre 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 permanently.

b. All Other l=terial

Destroy when no longer needed for reference.

5. 4§§gicnal Feadbark

This monthly informal staff-to-staff communica-
tion from headquarters QA staff to the field QA
staffs oprovides analysis and information pertaind
ing to the monthly QA reports submitted by the
field staffs.

Destroy after 3 years.

Quzlity Aorrziszl Sirstem Records

——

These records are completed by the Quality Appraisal
staffs in the R3I progrem centers in the review of
sample numoers of ceses prerared by the 0 as
nonreviev clairs. Included are the gquality review
data Torms for the ZOL QA stuvdies, Forms SSA-1849,

S
RSTI Avarde and Zisallowvences Cuality Peview Input
Data, S34-1£L9(2), 2ST Post-zéjuiicative Quality
Review Imput D2ta Torna, SSL-17T710, Crarce of Lidress {
Coality Review Input heta rorm, 2rd eauivelent deccwaents.
Also Included ere stuvdy foiws completed in the GQualitly
Sauwple Croup In the program cenfers for DO firzl
autiorized avards, such as Forms SS4-25Chk, Quality
Semple - Fonthly Zenefit Cases, S54-2LL3) Quelity
Sarple - Lump-Sum Cnly Cases, and equivazlent Torws.

Touc copics, iacluding origingl, lo be sulirruttcd to the National Archives and Records Service

C™) L 0-711-67
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2.
1TEM NO.

B. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIOTS)

9.
SAMPLEOR
JO8 NO.

10.
ACTION TAKEN

1. Forms SSA-1849, S$5A-18L9(P), and SSA-1710

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

2. TForms SSA-2504 and SSA-2LLB

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

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 mejor end-
of-line. systems, such as aznuual repores, AERS, 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 specific reguest of other interested

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

Maintain record set permanently.

2. All Other laterial

Transfer to the S£A Holding free when no longer
needed 1n current operations.

LIATISO! AID CCORBIVATION ZICODS

A,

Four copies, intluding originel, to be submitted to the National Archives and Records Scrvice

6D 17 —0-71%-5
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9. 1
7. 8. DESCRIPTION OF ITEM .
ITEM NO. (WITH INCLUSIVE DATES OR RETERTICN PERIODS) 55’3’;‘509’* ACTION TAKEN

to discuss management issues, such as promotions,
appraisals, staffing plans, budget, and similar
matters; program matters such as handling .of critical
cases; and process-oriented matters, such as
representative payee, state and local coverage;

and similar matters. Included are site announcementd,
agenda, approvals, participate lists, speakers, travdl
arrangements, and final report of the meeting.

Transfer to the FRC 2 years after the meeting.
Destroy after 5 years'! retention in the FRC.

B. Audit Revorts

These records consist of audits performed by GAO,
HEW, SSA or other agencies on personnel utilization,
fraud detection, overtime, representative payees,
Included are BRSI policy regarding audits, draft
audit reports with pertinent comments, final
reports, and quarterly follow-up to ensure that the
final recommendations are implemented.

Transfer to the FRC 2 years after final report is
issued. Retain permanently in the FRC.

C. District Office Visit Revports

These are copies of reports of visits made by the
progranm centers to district offices which are used
to evaluvate the overall effectiveness of the DO
visit program. The original report is maintained
by Liaison and Coordination Staff in the program
center.

Destroy after 1 year.

D. Prosram Evaluation Records

These records consist of stuiies pertaininz to the
RST process to ensure that iho licy 1s the same
throuzhout all SSA offices. Included are inter-
ard intra-bwezu program studies on overpayments, 1
and similar cases.

on
O
b
I
0
-

Tcar copies, includiny original, to be subniittcd tu the Notionel Archives and Rvcords Scervice CPO i mI—O—711-21%
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Transfer to the FRC vhen no longer needed in current
operations. Destroy after U4 years in the FRC.

E. Program Center Visit Records

These records consist of documents accumulated in

inspecting program center operations. Included are
correspondence pertaining to various aspects of the RSI
program, such as claims folders, clarity of letters,

dited payments, expediting staff procedures,
f low-up reports, and similar material.

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

x. LABOR MANAGEMENT RELATIONS AND EQUAL EMPLOYMENT
OPPORTITTY RFCORDS

A. labor Management Relations Records

l. Iabor Management Relations Cases

These records consist of cases in which the
ILabor Managerent Relations Staff acts as the
mediator, such as in instances of mismanagement

of funds, trusteeship cases, employee demonstra-
tions, unfair labor practice charges filed by
the union, and similar instances. The cases
are used as precedents for future actions. In-

cluded ere congressicral inguiries, report of
findings, and related correspondence.

Retire to the FRC when no loager needed in current
operaticns. Retain perwanently in the FRC.

These records corsist of dccuwients pertaining
to the unions vwhich represent social security

enployces in the program centers. Included
are the union recogrition docuzents, the
union constituticn, lcocalliy-nogotizled union

agreenents, and related correspondence.

Foar copics, iacloding otigiaal, to e submitlcd to the National Atchives aad Rccotd: Service CrO 173 O-711-61
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a. Union Recognition ard Union Constitution
Docwiants

Retain permenently.

b. Iocal Agreerments and Related Corresvondence

Transfer to the FRC 1 year after the union
agreement has expired. Destroy after 5 years'
retention in the FRC.

Union-Management Meetines lotes and Publications

These records consist of minutes of meetings held
between the union ard management, copies of union
newsletters, other publications, and related
correspondence.

Special Projects Records

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

=

Transfer to the FRC 1 year after program is establislked. -

Destroy after 5 years' retention in the FRC.

Grievance BRecords

These records consist of policy bvackground material
for the handling of grievances in the program centers,
as vwell as the grievernces filed by the union under
the negetiated agreerent.

a., Policv l=zterial z2nd Precedent Czses
Retain permanently.
b. Other Czses

Destroy 5 years after the case is closed.

Pounr copics, incloding original, to be subimitted to the National A:chives and Records Service

CPO 17— 0O-711.017
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6. Unfair Iabor Prectice Records

These records are precedent cases of charges
filed by the union against management in the
program centers on such matters as union
observers on promotion 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 Employment Opvortunity (EEO) Records

1. Precomplaint Counseling Records

These records consist of reports completed by
EEO counselors in the program centercs on .
.potential diserimination complaints.

Destroy after 1 year.

2. Discrimination Case Records
These records consist of cases filed by
individual program center employees on alleged
discrimination.

Transfer inactive cases tc the FRC after 1 year.
Destroy after 3 years in the FRC.

3. Affirmative Action Plans and Progress Revorts

These records consist of plans for egual
employment oprortunity in the program centers,
the semiannuel progress reports on hcw- well the
affircative action plans ere accomplished, and )
relzted correspondence.

Destroy after 3 years.

4. Sur-arv Bevorts of Allesations of Discrimination

Thece records consist of Form SSA-1358;, linthly
Report of Formzl Complaints of DPiscrizirnation,

Younr copice, including criginal, 1o ke aulunitted to the National Archives and Records Service GPO 1% 2—O-711-917
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which lists the number of complaints of dis-
crimination filed by employees in each program
center.

Destroy after 5 years.

5. EEO Counselor Program 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 form
shall be microfilmed in accordance with the standards sef
forth in 41 CFR 101-11.504 and that the silver eriginal
microfilm, plus one positive copy of each microfilm shall,
be offered to the Federal Records Center, Suitland,
Nhryland . R . (S .
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