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, tandv.ro F<>rm No, HJ 
Revised 1',ov-mber 1951 
Pr~scribed by Genera} SE>rvices 

Administration 
GSA Reg. 3-IV-106 

115-103 

REQL.....3T FOR AUTHORITY 
TO DISPOSE OF RECORDS 

LEAVJ: BLANK 

DATEJo'r-rfi° Q JSl,f JOB NO. 

174-258 

I. FROM (AGENCY OR ESTABLISHMENT) NOTIFICATION TO AGENCY 

Department of Health, Education, and Welfare 
2. MAJOR SUBDIVISION 

Social Security Administration 
3. MINOR SUBDIVISION 

In accordance with the provisions of 44 U.S.C. 
3303a the disposal request, including amend­
ments, is approved except for ite~s that may 
be stamped "disposal not approved or 
"withdrawn" in column 10. 

Bureau of Disability Insurance 
4. NAME OF PERSON WITH WHOM TO CONFER 

Arthur J. Benner 
6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

, 5. TEL. E~5772 

I hereby certify that I am authorized to act for the head of this a11ency in matters pertaining to the dispoHI of records, and that the records de1cribed in thi1 ll1t or 

1chedule of __ pa11es are proposed for disposal for the reason indicated: ("X" only one) 

A The records have B The records will cease to have sufficient value 
□ ceased to have suffi­

cient value to warrant 
further retention. 

f Date) 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
BUREAU OF DISABILTI'Y INSURANCE 

The files described in this Schedule are created in 
the administration of the Disability Insurance Program 
pursuant to Title II of the Social Security Act, as 
amended. They are accumulated by State agencies, 
State vocational rehabilitation agencies, BDI Central 
Office, and BDI regional offices. However, all the 
files are not maintained in any single office. 

GENERAL PROGRAM ADMINISTRATION RECORDS 

A. Disability Instructions Record and Reference Sets 

A record set is a c&llection of each current and 
superseded published instruction (directive, 
operating procedures manual, regulation, bulletin, 
etc.) maintained by the office of record (usually 
the preparing office) for record purposes. This 
is distinguished from a reference set, which is a 
collection of current published instructions 
maintained for reference purposes. 

1. Offices Responsible for M9.intaining Record Sets 

~ermanent. Transfer to a Federal Records 
Center°(rRC)when no longer needed for reference. b i, 1 / 

Offer to National Archives 10 years thereafter. ,_:.,;;'TJ'.. 

d~~-,~~~al~,,,~~~oar~o~~/7'..r~ 

I. 

[iJ to warrant further retention on the eapiration 
of the period of time indicated or on the occur-

ren~n3:co.. _ O,Jh 
~ Ru~sell O. r~lf Dept. Records Mgt Officer 

(Signature of Agency Representative) (Title) 

10. 
ACTION TAKEN 

http:tandv.rO
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s·tAnllnrd 'i,~lrm No. 115a 
Revised Noverrfoer 1951 
Prcs~rtbed by Oencrnl Services A,lministrntion Page___ 
GSA Reg. 3-IV-106 

of _npages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

2. Offices M9.intaining Reference Sets 

Destroy when superseded. 

' 

B. Disability Instructions Background Files 

These files consist of records accumulated in the 
preparation, clearance, issuance, or interpretation 
of directives and comparable instructional materials. 
Included are studies, clearance comments, con­
currences, recommendations, and similar records 
that provide a basis for issuance or contribute to 
the content of the instructional material. 

1. Offices Responsible for the Preparation and 
Issuance of the Instructional M3.terial 

Transfer to a FRC when no longer needed for 
reference. Destroy 10 years thereafter. 

2. 

C. Policy and Precedent Files 

These files consist of records that establish 
policy and/or precedent for Disability Insurance • 
Program action. Included are formal statements 
of policy and substantive procedure, standards, 
criteria, interpretations and clarifications, 
administrative determinations, and similar records 
that provide a basis for program action. • 

1. Office of Record 

L~~~- Transfer to a FRC when no longer 
needed for reference. Offer to the National 
Archives 10 years thereafter. 

2. Other Offices 

Destroy when no longer needed for reference. 

Four copie ■ , including original, to be avbmitted to tile National Archive ■ Gnd Record■ Service 16-69-128-2 GPO 
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St!..ndard ·•~nn No, 115a 
Revised November 1951 
Prcstribcd by General Services Aumiuistratlon ~ob No. _____ Page ____ 
GSA Reg. 3-IV-106 

of .2J-- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RITENTJON PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

D. Professional Liaison Files 

These files consist of records which document 
liaison with, and the workings of, various 
conferences, committees, councils, advisory 
bodies, professional groups, and other formally 
organized bodies concerned with substantive aspects 
of the Disability, ~nsurance Program. Included 
are notice~ of meetings, agenda, minutes, 
correspondence, studies, reports, and similar 
records related to the make-up or operation of 
the body. 

1. Office of Record 

Transfer to a FRC when no longer needed for 
reference. Destroy 10 years thereafter. 

2. Other Offices 

Destroy when no longer needed for reference. 

E. Orientation and Briefing Files 

These files consist of records used in orientations, 
briefings, training courses, and similar presenta­
tions related to the Disability Insurance Program. 
Included are transcripts of speeches, lectures, and 
other oral presentations; transparencies and slides; 
~opi~~ 9f specially prepared hand-outs; and similar 
records. 

Destroy when superseded or obsolete. 

F. Program Activity Report Files 

These files consist of cost reduction reports, 
management improvement reports, highlights, and 
similar program or,:_management activity reports 

I prepared to submit data to management offices. 
(Excluded are reports for which specific disposition 
instructions are provided elsewhere in this Schedule

' 
Destroy after 2 years. Earlier disposal is 
authorized. 

.) 

Foar copie ■ , including original, to b• aubmittH lo the National Jhchi••• and Recorcl.a Service 16-69428-2 GPO 
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SUmdnrd ·1,~,-m No. 115a 
Revised November 1951 
Pres~nbcd hy General Services Atlmmistration Page ___~ob No. -----GSA Reg. 3-IV-106 

of-?-3-pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

G. Public Information Files 

These files consist of records accumulated in the 
preparation or clearance of public information 
materials dealing with the Disability Insurance 
Program. (Record copies of these records are 
retained by the Office of Public Affairs.) 

Destroy after 2 years. Earlier disposal is 
a ut hori zed . 

H. legislation Files 

These files consist of records accumulated in the 
preparation or clearance of proposed legislation 
affecting the Disability Insurance Program. (Record 
copies of these records are retained by the Office 
of Program Evaluation and Policy.) 

Destroy when no longer needed for reference. 

I. Reference Files 

Reference files include, but are not necessarily 
limited to, the following: 

1. Records accumulated for general information 
purposes that require no action and that are 
not required to document a particular action, 
project, or case. 

2. Cards, listings, indexes, registers, and 
similar records used in controlling or 
facilitating program work. (Excluded are 
records for which specific disposition 
instructions are provided elsewhere in this 
Schedule.) 

3, Reading files (i.e., extra copies of outgoing 
communications, arranged chronologically, 
maintained for review by office staff members). 

Destroy after 1 year. Earlier disposal is authorize1. 

Foar copiea, inclading original, to be submitted to the National Archlwea and Record.a Service 16-69428-2 GPO 



5 
SUl.n<lard 

0

1''<ll"Dl. No. 115a 
Rc~ised Novcn1ber 1951 
Prcs~ribcd by General Services Administration Page ___~ob No. -----GSA Reg. 3-IV-106 

of -2-3- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM7. 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. JOB NO. 

J. General Correspondence Files 

These files consist of routine correspondence 
related to the administration of the Disability 
Insurance Program. (Excluded are records for 
which specific disposition instructions are 
provided elsewhere in this Schedule.) 

Destroy a:rter 2 years. 

II. MANAGEMENT SERVICES RECORDS 

Record copies of the records described in this section 
are retained by the Office of Administration. 

A. Paperwork M3.nagement Files 

1. Documents reflecting the location and/or 
disposition of records retired or transferred 
from an office. Included are Standard Form 
(SF) 135, Records Transmittal and Receipt, 
and similar papers which list records transferre,a 
to a Federal Records Center (FRC). 

Destroy when all records listed on the document 
have been disposed of. 

2. Records related to surveys of records, files, 
forms, reports, and other aspects of paperwork 
management. 

Destroy 1 year a:fter completion of the survey. 

3. Paperwork management reports, such as reports 
of filing cabinet requirements, reports of 
forms usage, reports of postage costs, and 
similar records. Included is Form SSA-18O4, 
Report of Selected Records M3.nagement Activities, 
or its equivalent. 

Destroy after 1 year, or when no longer needed 
for reference. 

Four copies, inclading original, to be au.bmitted to the National Jlrcluwe ■ and Recorcla Service 16-59428-2 GPO 



-----
SU..ndnrct'I"4:>rm No. 115a 
Revised Novcnlbcr 1951 
Prest'ribcd by General Servic~s Administration ~ob No. Page __6__ 
GSA Reg. 3-IV-106 

of~ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

I , 

4. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Records related to the initiation, development, 
printing, or history of a particular BDI form. 
Included are Forms SSA-5100, Request for Forms 
Action; and "Control" and "Orginator" copies 
of SSA-100, SSA Printing Requisition; or their 
equivalents. 

Transfer to the Forms and Publications M3.nagemen 
Section (FPMS), OA, when form is superseded or 
obsoleted, or when documents are no longer 
needed. for-·,referenee. (Records which are 
duplica·ted in the official forms history ifiJ-e_~: ~ 
will be destroyed by FPMS.) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

B. Facilities M3.nagement Files 

1. Records related to the physical layout or design 
of a facility, such as :fl~or pl_ans, parking 'plats, 
and similar papers. • ··- • • ·- -- ------

Destroy when superseded, obsolete, or no longer 
needed for reference. 

2. Records related to communications, transportation, 
custodial or other services required by an 
office. Included are requests for the installa­
tion or repair of telephones an~•extensions. 
Also included are records related to maintenance 
services performed on office physical structures 
such as heating, lighting, cooling, ventilation, 
or electrical systems. 

Destroy a:fter 1 year. 

C. Equipment and Supply Files 

1. Records related to the use of ordinary equipment 
and supplies by an office, such as requests for 
equipment and supplies, supply and equipment 
receipts, requests for the disposal of supplies 
and equipment, and similar papers. Included 
are Forms SSA-2009, Procurement Requisition; 
SSA-20o5, Request for Disposal Instructions; or 
their equivalents. 

Destroy a:fter 1 year. 

Four coplea, Including original, to be n,1,mitted lo tl,e National JlrclaiTH ancl Record■ Service 16-59"28-2 GPO 



Stnndnnff't.>nn No. Ulla 
Revised Novcnfbcr 1951 
Prescribed by General Services Administration Page 7~ob No. -----GSA Reg. 3-IV-106 

of~pagcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

III. 

2. Requests for publications and blank forms, 
and similar records related to the supply or 
distribution of publications to an office. 

Destroy after 1 year. 

PERSONNEL AND CAREER DEVELOPMENT RECORDS 

Refer to Appendix B, Filing Retention Table (Employee 
Records and Files), chapter IX, SSA Guide 1-4, Personnel 
Guide 1for-,Supervisors, for instructions on the disposition 
of other personnel records, such as employee appraisals, 
within-_grade notifications, travel orders and vouchers, 
and similar papers. 

A. Automated Personnel Roster Files 

These files consist of biweekly listings of tqe _ 
individuals employed by BDI. The listings~contain') 
name, grade, social security number, and position 
title data and are used in the control of budgeted 
personnel ceilings. 

Destroy after 1 year. 

B. Position Description Files 

These files consist of Optional Form 8, Position 
Description, and similar records. The records 
outline the duties and responsibilities associated 
with specific BDI positions. They are used in 
classification activities and employment control, 

1, Office Having BDI Staff Responsibility 

Destroy 5 years after position is abolished or 
description is superseded. 

2. Other Offices 

Destroy when position is abolished or descripticn 
is superseded. 

Four copie•, inclading original, to b• •nbmitlecl to the National Jlrchi••• Cllld Recorda Sel'vice 16-69428-2 GPO 



SttJ.ndard 'Form No. 11611. 
Revised N ovenfbcr 1951 
Prescribed by General Sen·icr.s Administration ~ob No. ----- Pa~~-8__
GSA Reg. 3-IV-IOG 

of_-_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

C. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Personnel Action Files 

These files consist of records accwnulated in the 
process of taking various types of personnel 
actions (accessions, position changes, separations, 
etc.) for BDI employees. Included are copies of 
SF 52, Request for Personnel Action, and similar 
records. 

1. Office Having BDI Staff Responsibility 

Destroy 2 years after,_s.ompletion of action. 

2. Other Offices 

Destroy 6 months after completion of action. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

D. Incentive Awards Case Files 

These files consist of records which document a 
suggestion, special achievement, or superior 
performance (individual or group) award. Included 
are suggestions, recommendations, acknowledgements, 
evaluations, notices of adoption or rejection, 
and related records. 

Destroy 2 years after final action on the case. 

E. Training Report Files 

These files consist of reports of individual 
training progress or accomplishment. Included 
are Forms SSA-759, SSA Training Report; SSA-1946, 
Report of Training Courses Authorized; or their 
equivalents. . ~ ~ ~- . ,::,/ 
at.d/~//?~fl-~ t:7/.-;?t!?L.' #~~~.J'C!., >-: ~ .-..:-~ 

•Besho;y afte1 ~ ;yeaIS. o/,~ /7"'.!.. ~ ,'.A-- -
,,,,,;?? ~e .,......,,..~r7 

~/~ ~~ ~_e-//✓y ~~ .-?y..e.-~:.V.r 
F. Career Development Files 

These files consist of records which document an 
individual's participation in the Executive 
Development Program, Staff Development Program, 
Upward Mobility Program, or a similar career 
development program. Included are developmental 

Four copies, inclacling original, to be submitted to th.e National Jlrch.i•ea and Records Service 16-59¼28-2 capo 
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Standard 'Form No. ur,a. 
Revised Novcrrlber 1951 
Prescribed by General Services Administration ~ob No. Page_9 __ 
GSA Reg, 3-IV-106 

0!23-pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO, 

9,8. DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

IO. 
ACTION TAKEN 

plans, records of training courses received, copies 
of individual appraisals and evaluations, qualifi­
cations statements, and related records. 

IV. 

A. Budget Estimate and Justification Files 

These files consist of records accumulated in the 
annual reporting of BDI budget requirements to the 
Division of Financial M3.nagement, OA. Included are 
copies of BDI budget estimates, associated rationale 
statements and justifications, and related.backgroun 
records, such as preliminary: e~ti;ate!i: recruitment 
schedules, manpower and staffing materi~ls, and 
similar papers. 

1. Office Having BDI Staff Responsibility 
~ .. .;... - ·---- - -~-- -- ......~ 

Transfer to a FRC 10 years after the close of 
the fiscal year covered by th~}~':';~g_et.· _ Dest_roy 
15 years thereafter. 

- _... ._. .. --£6 

2. other Offices 

Destroy 2 years after the close of the fiscal 
year covered by the budget. 

B. Workload and Production Report Files 

These files consist of records accumulated in the 
reporting of workload, caseload, production, and 
similar work measurement data. Included are 
Forms OA-D433, Monthly Summary of Disability 

"· .....
Workloads; CO-O767, Workload Report; CO-092O, DCE l _, 

Claims Dispatches; CO-1098, Weekly Report; CO-O749, 
BDI Monthly Individual Time Report; CO-O75O, Daily 
Report of Nonmeasurable Activities; CO-11O2 and 
CO-11O2A, Individual Monthly Production Time 
Record; CO-177O and CO-1771, State Agency Report; 
CO-1779, Daily Workload Report; CO-1804, Daily 
Workload Report; CO-18O5, Weekly Surrnnary of Operatio 
CO-180'.J, Report of Black Lung Workload; CO-1828, 

s; 

Four copie•, including original, to h• sabmitlecl lo the National Jlrchiwea and Record.a Service 10-69'28-2 GPO 



St:indard'I<onn No. 11511. 
Revised November 1951 
Prescribed by Oencrnl Services Administration ~ob No. _____ Page +Q__
GSA Reg. 3-IV-106 2of __- _ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

v. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

CO-1828A, and CO-1828B, Daily Progress Report; 
OAAD-3O1O, Daily Work Record; or their equivalents. 

Destroy after 2 years. Earlier disposal is authoriz,0 d. 

C. BDI Production Control System Files 

These files consist of consolidated listings of 
individual production data whicn are used for 
budget preparation purposes. Included are sample 
card summary listings, time by position listings, 
time by station by position listings, and similar 
records. 

Destroy after 2 years. Earlier disposal is authoriz, 

D. Overtime Report Files 

These files consist of reports of overtime and 
holiday work hours which are used in the adminis­
trative control of funds. The reports record 
the number of hours worked and indicate whether 
they we~e paid or compensatory. Included are Forms 
CO-O733, BDI Ov~rtime Report; CO-o858, Weekly 
Surmnary of Overtime and Holiday Work Hours; or their 
equivalents. 

1. Office Having BDI Staff Responsibility 

Destroy after 2 years. 

2. Other Offices 

Destroy when no longer needed for reference. 

RESEARCH, STATISTICAL, AND QUALITY ASSURANCE RECORDS 

A. Research and Statistical End-Product Files 

These files consist of the end-products of regular, 
occasional, or one-time research and statistical 
projects. Included are published or unpublished 
reports, tables, analyses, and similar records that. 
represent the. final products of research and statis­

d. 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

tical operation's~--- Also included are formal clearances, 
recommendations, and related supporting records 

Four copie•, inclacling original, to he suhnaiHed to tile National Archi•e ■ and Records Service 16-694.28-2 GPO 



Stu.ndara·1~nn No. 115a 
Revised Noven;ber 1951 
Pre~ribed by General Services Administration Page __l_l_~ob No. -----OSA Reg. 3-IV-106 

of~ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
ITEM NO. 

7. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

essential to the official project.' file .. \ Examples 
of end-products are the monthly r~poi-t- of BDI • -
critical case processing time, the semiannual report 
of cumulative selected data on disability operations.and the annual report of probable~ benefit loss data 
for disabled workers. • • 

1. Office of Record 
,t!/2.-~&- ,-71{// /4~ 

&.Permanent.4 Transfer fo a FRC when no longer 
needed for reference, Offer to the National 
Archives 10 years thereafter. 

£>, #~R/J. 7/,a~_..vp- p ~ _,,,c--,.ee, .~u,k~ _,,,e 
2. Other Offices~/./.....-4~~~#d~ A 

Destroy when no longer needed for reference. 

B. Research and Statistical Working Files 

These files consist of working papers accumulated 
in research and statistical projects. Included 
are tabulations listings, coding sheets, "Mechanica 
copies·_ ?1:}.orrns, feeder and .interim reports, notes, 
drafts; and similar records leading to the final 
products or findings of a project. 

Destroy 1 year after completion of related project 
end-product. 

C. Quality Assurance Report Files 

These files consist of monthly and quarterly Q.ED 
(Quality Evaluation Data) reports on the 5-percent 
review of initial disability claims. The reports 
provide information on the state of quality of the 
DI process for each SSA region. They include 
comparative data on State agency, regional, and 
national determinations and technical deficiencies. 

1. Office of Record 
,,z_ ~/pat /?g/ ,4, ~ ,...?"-

O,Permanent /I Transfer to a FRC when no longer 
needed for reference. Offer to the National 

9. JO. 
SAMPLE OR ACTION TAKENJOB NO. 

/~J? ~~~ 
y...&,A° ---...c__- 4-""~ 

" 

-

Archives 10 years thereafter. 
?'#~✓, -z;~~✓ .#a ~,.,,ee, ,_.A!Y,6_,,__.,_ 

'c7 
Four c:opie■ , including original, lo be anbmllled lo the National Arc:hi-..e• anti Recorcls Service 16-69428-2 CiPO 
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l"<>nn No. noa. 
Revi~cd November 1951 
Prescribed by General Services Administration 
GSA Reg. 3-IV-106 

of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8. DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

10. 
ACTION TAKEN 

2. Other Offices 

Destroy when no longer needed for reference. 

D. Quality Assurance Working Files 

These files consist of working papers accumulated 
in the preparation of monthly and quarterly 
quality assurance reports. Included are: 

1. ":Mechanical" copies of Form SSA-831, Disability 
Determination and Transmittal, and equivalent 
or similar records. 

Destroy 1 year after completion of related 
quality assurance report. 

2. Original copies of QED coding sheets, such as 
Forms SSA-25c6, Examiner's Review, Clerical 
Coding; SSA-25c6A, :Medical Consultant 
Staff-Review; SSA-25c6B, :Medical Consultant 
Staff-Psychiatric, ~~.view; or their equivalents. 

Destroy after data has been entered on punch­
cards and proven-acceptable. 

3. QED punchcard files. 

Destroy after data has been entered on tape 
and proven acceptable. 

E. :Methodology Documentation Files 

These files consist of records which set forth the 
basic methodology followed in compiling and 
processing various types of research, statistical, 
and quality assurance data. 

1. Office of Record 

Permanent. Transfer to a FRC when no longer 
needed for reference_/ effer to the National 
.fuclrives 10 yea1a t¥.teroafig,n-~ /vi" v~~ 

-/,fJ-u?~ 

Fo1tr copie•, inclading original, to b• ■ llhnlitted lo the National Arckiv•• G.Dd Record■ Service 16-69428-2 GPO 



Stllmtar<l 'I'onn No. 1158. 
Uevi~ed Novcrftbrr 1%1 
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GSA Reg. 3-IV-106 
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of --23--pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

2. Other Offices 

Destroy when no longer.needed for reference. 

VI. FIELD OPERATIONS RECORDS 

A. State Agency Letter of Credit Files 

These files consist of records which authorize 
Federal Reserve Banks to disbur;~~funds· on behalf 
of the Social Security Administration to designated 
State agencies for use in administering the Disabili 
Insurance Program. Included are SF 1193, Letter 
of Credit; amending letters; and similar records. 

Destroy 3 years after the year in which revoked. 

B. Letter of Credit Transactions Files 

These files consist of monthly State agency reports 
on cash transactions made under letter of credit 
authorizations. The reports provide SSA with data 
to reconcile letter of credit accounts and with 
project ions of,_,fut ure funding requirements. Include 
are Form SSA-2O5O, Monthly Sunnnary of Cash Trans­
actions and Cash Analysis, and similar records. 

1. BDI Central Office 

Destroy after 5 years. 

2. BDI Regional Offices and State Agencies 

Destroy after DHEW audit and final settlement. 

C. State Agency Payment Voucher Files 

These files consist of Form TUS-54O1, Payment Vouche
on Letter of Credit, and similar records. The 
records are prepared by State agencies to obtain 
Federal funds from selected commercial banks to 
cover expenses incurred in administering the 
Disability Insurance Program. 

y 

:l. 

r 

Four coplea, iochullng original, to be llllbmiHed to tbe National Jhcldvea and Recorcb Service 16-69i28-2 GPO 
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Standard FQrm No. 115a 
Revised Novenibcr 1051 
Prescribed by General Services Administration Page_~--
GSA Reg. 3-IV-106 

of 2 3 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8. DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

10. 
ACTION TAKEN 

1. BDI Central Office 

Transfer to a FRC after 3 years. Use Record 
Group 217. 

2. State Agencies 

Destroy after DHEW audit and final settlement. 

D. Payment Voucher Signature Authorization Files 

These files consist of SF 1194, Authorized Signature 
Card for Payment Vouchers on Letter of Credit, and 
similar records. The records contain the signatures 
of State agency officials authorized to sign payment 
vouchers. 

Destroy when superseded. 

E. State Agency Budget and Financial Report Files 

These files consist of records which are used to 
estimate, justify, and approve State agency Disabili y 
Insurance budgets, and to account for funds 
received and expended by State agencies. Included 
are Forms SSA-87O, State Agency Budget Request for 
Disability Program; SSA-87OA, State Agency Budget 
List of Disability Program Positions (Full Time); 
SSA-87OB, State Agency Budget List of Disability 
Program Positions (Part Time and Temporary); 
SSA-87OC, State Agency Budget Schedule for Adminis­
tration; SSA-871, State Agency Schedule for 
Equipment Purchases; SSA-872, State Agency Budget 
Approval for Disability Program; SSA-874, Financial 
Accountability Statement for Disability Program; 
SSA-874a, Report of Obligations for Disability Program; 
SSA-874B, Time Report of Personal Services for 
Disability Program; or their equivalents. Also 
included are monthly summary reports of obligations 
(telegrams), related supplemental material, and 
similar records. 

1. BDI Central Office 

Close out at the end of the fiscal year covered 
by budget, hold 4 additional years, then transfer 
ta a FRC. Use Record Grau~ 217. 

Foar copie•, inclading original, to be nabmitled lo the National Archive• and Record.a Sesvlce 16-69428-2 GPO 
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REQUEST FOR AUTHORITY TO, DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

2. BDI Regional Offices and State Agencies 

Destroy after DHEW audit and final settlement~ 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

F. State Agency Cost Allocation Files 

These files consist of copies of agreements entered 
into with State governments and certain State 
agencies by the Secretary of Health, Education, and 
Welfare which specify the percentage of charges 
allowable for indrrect costs. (Original cost 
allocation agreements are retained by DHEW.) The 
records are used to determine the amounts allowable 
for indirect costs in State agency budget requests. 

1. BDI Central Office 

Destroy 5 years after the year in which superseded. 

2. BDI Regional Offices and State Agencies 

Destroy after DHEW audit and final settlement. 

G. State Agency Operations Report Files 

These files consist of weekly reports prepared by 
State agencies on the status of Disability InsurancE 
operations. The reports contain caseload and 
staffing data and are used for budgeting, work 
planning, and performance evaluation purposes. In­
cluded are Form SSA-877, State Agency Operations 
Report for SSA Disability Program, and equivalent 
or similar records. 

Destroy after 1 year. 

I 

H. Certificate of Authority Files 

These files consist of records prepared by State 
agencies to designate officials authorized to 
sign budget requests and financial reports 
(forms SSA-87O, SSA-871, SSA-874, SSA-874a, and 
SSA-874B). 

Destroy when superseded. 

Four copies, including original, to be ■ abmitted lo the National A.rcki••• and RecorU Service ll}--59428-2 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
ITEM NO. 

7. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

I. State Agreements Files 

These files consist of agreements entered into with 
the State agencies by the Secretary of Health, 
Education, and Welfare. The agreements define the 
responsibilities and working relationship:,of DHEW, 
SSA, and the State agencies in administering the 
Disability Insurance Program. Included are periodic 
modifications to the original agreements. 

1. BDI Central Office 

Permanent. Transfer to a FRC when no longer 
needed r& reference. 

2. BDI Regional Offices 

Destroy 5 years after the year in which 
superseded. 

3. State Agencies 

Dispose of according to State practice. 

J. State Agency Salary ·Schedule Files 

These files consist of annual reports prepared by 
BDI on the salaries associated with State agency 
disability program positions. Included are the 
background records furnished by the State agencies 
for these purposes. 

1. Office of Record 

Destroy reports after 3 years. Destroy backgrour 
records 6 months after report issuance. 

2. Other Offices 

Destroy when subsequent report is issued. 

K. State Agency Review Files 

These files consist of records relating to the 
administrative review of State agency operations. 
Included are report of visits, cormnunications 
concerning improvements in operations, and similar , 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

d 

........... -..1.L--• 

Foar copie•, inclacling original, to btt submitted to the National Jlrcki•e ■ aacl Records Service 16-&9428-2 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8 DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

10. 
ACTION TAKEN 

1. BDI Central Office 

Transfer to a FRC when no longer needed for 
reference. Destroy 20 years thereafter. 

2. BDI Regional Offices and State Agencies 

Destroy after 3 years, or when no longer needed 
for reference, whichever is earlier. 

VII. VOCATIONAL REHABILTIATION PROGRAM RECORDS 

A. Rehabilitation Program Administrative Relationship 
Files 

These files consist of records which document the 
responsibilities and working relationship of the 
Social Security Administration, the Rehabilitation 
Services Administration (RSA), and the State VR 
agencies in administering the Vocational Rehabilita­
tion Program. 

1. BDI Central Office 

k:onane_nt. Transfer to a FRC when no longer 
needed for reference. Offer to the National 
Archives 10 years thereafter. 

2. BDI Regional Offices 

Destroy when superseded, obsolete, or no longer 
needed for reference. 

B. Rehabilitation Program Administration Report Files 

These files consist of reports received by SSA on the 
administration of the Vocational Rehabilitation 
Program. Included are reports received from the 
Rehabilitation Services Administration (RSA) pertaining 
to the accounting of program funds, State VR agency 
caseload reports, and similar records. (Record 
copies of these records are retained by RSA.) 

Destroy after 5 years. 

Four copie•, inclading original, to be auhndttecl to the National Archi•e• and Record.a Service 16-59428-2 GPO 
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of ~ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

C. Rehabilitation Letter of Credit Files 

These files ~onsist of correspondence which is 
prepared annually to notify the Treasury and the 
Rehabilitation Services Administration of the amount 
of Trust Fund monies available for the Vocational 
Rehabilitation Program. Included are background 
and supplemental records. 

1. Office of Record 

Perm~. Transfer to a FRC when no longer 
needed for reference. Offer to the National 
Archives 10 years thereafter. 

2. Other·· Offices 

Destroy when no longer needed for reference. 

D. State VR Agency Review Files 

These files consit of records relating to the 
administrative review of State vocational rehabilita­
t ion agency operations. Included are monthly reports 
of visits, communications concerning improvements in 
operations, and similar records. 

1. EDI Central Office 

Transfer to a FRC when no longer needed for 
reference. Destroy 20 years thereafter. 

2. BDI Regional Offices 

Destroy after 3 years, or when no longer needed 
for reference, whichever is earlier. 

E. Verification of Beneficiary Status File 

These files consist of records prepared by State 
vocational rehabilitation agencies to request SSA 
verification of the beneficiary status of disabled 
persons. Included are Forms SSA-2o82, Request for 
Verification of Social Security Disability Beneficiarv 
Status for Disabled Workers; SSA-2o84, Follow-up 

Follll' copiea, including original, to he hlbmitted lo the National Jlrchh,H and Records Service 10-59428-2 C>PO 
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of -1.l. pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

,-
VIII. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Request for Verification of Social Security Disabili 
Beneficiary Status; SSA-2o85, Request for Verifi­
cation of Social Security Disability Beneficiary 
Status for Disabled Widows, Widowers, and Surviving 
Divorced Wives; SSA-2o86, Request )'or Verification 
of Social Security Disability Beneficiary Status for 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

y 

Disabled Adult Children; or their equivalents; emergEncy 
verification requests; and related records. 

[
·Destr{?y ·afte:r ~-L year·. •• 

~ \ .... - -- ·- -- - - - - .. 
..~.. ... ....... .-

BI.ACK ~l)Ji!_G PJW_GRAM REC.QRDS 
- - -- - .~ ,_..._ -

A. Black Lung Program Congressional Reporting Files 

These files consist of annual reports to Congress 
on the administration of Part B of Title IV of the 
Federal Coal Mine Health and Safety Act (Black 
Lung Program). The reports contain summaries of 
Black Lung Program provisions, regulations, and 
policies; statements of significant program .. - , 
developments; information on.the appeals process, 
offsets, other reducfioris; ·ana-terminarfo·ns;·· and 
statistical data on the number of claims filed, 
processed, allowed, and denied, benefit payments 
disbursed, administrative expenses, and related 
subjects. Related background records are included. 

1. Office Responsible for the Preparation and 
Issuance of the Report 

l;.e.pna.nen_;t. Transfer to a FRC when no longer 
needed for reference. Offer to the National 
Archives 10 years thereafter. 

2. Other Offices 

Destroy when no longer needed for reference. 

COURT CASE RECORDS 

A. Court Case Files 

These files consist of individual case folders 
containing correspondence, memorandums, copies of 

IX. 

Four copies, incladiag original, lo be ■ ahll'Uttecl lo the National Archive• and Records Service 16-69428-2 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

court decisions, and similar records that serve 
to document the significant actions taken on 
specific court cases. The folders are arranged by 
claimant's name. 

Transfer to a FRC 2 years after the close of the 
court case. Destroy after 8 years' retention in 
the FRC. 

B. Litigation Record Card Files 

These files consist of Forms C0-0766, Disability 
Litigation Record Card; C0-0766A, Black Lung 
Litigation Record Card; C0-1772, Criminal 
Violations Record Card; or their equivalents. The 
records document the progress of specific court 
cases and are used in the preparation of statistical 
reports. They are arranged by claimant's name. 

Transfer to an inactive file after the close of 
the court case. Destroy after 10 years' retention 
in the inactive file. 

C. Court Case Reference Card Files 

511These files consist of 311 x cards which contain 
the name and social security nl.Illlber of claimants 
involved in court actions. The cards are arranged 
by social security nl.Illlber and serve as a cross 
reference to the litigation record card files. 
They are used to locate information on a case when 
a request is received listing only the claimant's 
social security nl.Illlber. 

Transfer to an inactive file after the close of the 
court case. Destroy after 10 years' retention in 
the inactive file. 

D. Report of Court Decisions Files 

These files consist of quarterly reports on court 
decisions in social security disability and black 
lung cases. The reports provide information on 
significant U.S. District Court, U.S. Court of 
Appeals, and U.S. Supreme Court actions on disabilitJ 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Four copies, inchacling original, lo be sabmitled to tile National Jlrcki-,,e ■ and Recorcla Service 16--60428-2 GPO 
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Revised November 1%1 
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of _~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

and black lung cases. Included are statements of 
the significant policy implications of court decisiors 
and statistical data on court case actions (data on 
pending decisions, disposition of cases, cases 
remanded, court actions filed, etc.). 

1. Office Having BDI Staff Responsibility 

µx.ms3-11.e.nt,. Transfer t_o. !3- ff{C. ~hen no, J,_~!:ger_ 
needed for reference,•· . ___ .,_. ___,..--._~.- .. , .. 
Offer to the National Archives 10 years 
thereafter. 

2. Other Offices 

Destroy after 2 years, or when no longer needed 
for reference, whichever is earlier. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

E. Report of Criminal Violations Activities Files 

These files consist of statistical reports on 
actions taken on possible criminal violations of 
the Social Security Act and/or the Federal Coal 
Mine Health and Safety Act. The reports provide 
statistical data on cases referred to regional 
attorneys for prosecution, referrals by regional 
attorneys to U.S. attorneys, prosecution declination~, 
prosecutions, and convictions. 

1. Office Having BDI Staff Responsibility 

Destroy after 5 years, or when no longer needed 
for reference, whichever is earlier. 

2. Other Offices 

Destroy after 2 years, or when no longer needed 
for reference, whichever is earlier. 

I F. Notice of Court Action Files 

These files consist of Form CO-o851, Notice of 
Court Action Filed, and equivalent or similar 
records. The records are used to identify cases 
that are currently involved in court action. They 
are also used in the preparation of statistical 
re-ports. 

Fo111: copie,, iachacliag original, to be submitted to the National Jlrcki-.H and Records Service 10-.50428-2 GPO 
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7. 
ITEM NO. 

X. 

XI. 

9.8 DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

Destroy after 1 year. (Note: Records :f:i.led in 
claims or court case files are to be retained in 
accordance with the disposition instructions for 
those files . ) 

MEDICAL STAFF RECORDS 

A. Medical Staff Case Analysis Files 

These files consist of Form SSA-416, Bureau of 
Disability Insurance Medical Consultant's Case 
Analysis, and equivalent or similar records. The 
records document comments made by members of the 
Medical Consultant Staff in analyzing specific 
disability cases. 

Destroy after 1 year. (Note: Records filed in clairrs 
files are to be retained in accordance with the 
disposition instructions for those files.) 

B. Medical Case Control Files 

These files consist of Forms CO-O297, MCS Sample 
Review Process; CO-O297A, CO-O297B, and CO-O297C, 
Medical Staff Records Index; or their equivalents. 
The records are used to control disability cases 
referred to the Medical Consultant Staff for review. 

Destroy after 1 year. 

C. X-ray Index Card Files 

These files consist of Form CO-1797, Medical Staff 
X-ray Index, and equivalent or similar records. 
The records are used to control and record medical 
readings of X-ray film sent to the Medical Consultant 
Staff in connection with the Black Lung Program. 

Destroy after 2 years. 

DISABILITY INQUIRY RECORDS 

A. EDI-Controlled Correspondence Files 

These files consist of individual folders containing 

10. 
ACTION TAKEN 

Four copiH, including original, to be anbmitted to lhe National .llirchiYH and Records Service 16--60{28-2 GPO 
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ITEM NO. 

7. 
(WITH INCLUSIVE DATES OR RETEJrTIOII PERIODS) 

records accumulated in processing and responding to 
a specific piece of BDI-controlled correspondence. 
Included in each folder is a copy of the original 
inquiry and final SSA respoµse, and copies of 
interim responses. The fol'iers are arranged in social 
security numb.er sequence. 

Destroy 30 days after final response. 

EXCEPTION PROCESSING RECORDSXII. 

A. Regular Transcript Pass·Tape (RTPT) Listing Files 

These files consist of Regular Transcript Pass Tape 
(RTPT) listings of control, exception, balancing, 
and notification data, grouped in social security 
number sequence by message code. The listings also 
contain reconciliation totals for validations. The 
listings are used in balancing the regular transcript. 

Transfer to a FRC after 1 year. Use Record Group 
217. 

9. 10. 
SAMPLE OR ACTION TAKENJOB HO. 

Foar copies, inclacliag original, lo be aabmillecl lo the National Archive ■ and Recorcb Service 16-69428-2 GPO 
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9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

B. Supplemental Transcript Pass Tape (STPT) List'ing Files 

These files consist of Supplemental Transcript Pass 
Tape (STPT) 1istings of all control and processing 
data necessary for balancing and subsequent actions. 
The l!stings are used in balancing the supplemental 
transcript and in the preparation of vouchers. 

Transfer to a FRC after 1 year. Use Record Group 
217. 

Dick Doame, BDI Records Liaison Officer 

' I 

Fo,u copies, inclucling original, lo be auhmitted lo the National Archive ■ and Records Service 16-60428-2 GPO 
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