
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-047-76-33 

All items in this schedule are inactive. Items are either obsolete or have been 
superseded by newer NARA approved records schedules. 

Description: 

This schedule was effectively entirely superseded by NC1-047-81-09. But item III.B was 
noted as superseded by N1-047-88-001. 

Date Reported: 12/28/2021 
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Nr 1."1Hlrtrrl 1,:...-,rnt No! t Jt; 
r'A.•Vitu-f l',;nv1...•1t~~.T· lU:",~ • 
J•r~i;.r-;1.'.,r•d ki C, 11•:r:il S('r\'k~i:; REQ.ST FOR ~-UTHORITYArlminir.tn,t i,,:) 
GSA lv,K. :,-.JV.11,u 

Jl.H02 TO DISPOSE OF RECORDS 
/A!"<',.,,... (Sao Instructions on Rewnso) 

...L.~ ~~~------------------­TO: GENEr-iAL SCRVICES /,DMINISTHATION, 
NATION/,L ARCHIVES AND REcor,ns SERVICE, WASHINGTON 25, D. c.- -

1. FROM (i\GE!lCY Olt Ec·l AJLISHMENTJ NOTIFICATION TO AGENCY 

Department of Health, Education, and Welfare 
,: In accordance with the provisions of 44 U.S.C.·-__ 

2. MAJOP. SUi:JDlVISIOt, , 3303a the disposal request, including amend-•~•. \ 

Social Security Administration , ments, is approved except for items t~at may 
be stamped "disposal not approved" or •• 

} 
.•· 

3. Mli'iOR SUIJDl\/l'.3!0tl 

SSA Regional Offices 
"withdrawn" in column 10. • ,1•., 

_4._,_'"_,1--~E_O_r_P_rn_,3_0_N_\_'.._IT_ll_i_,,_,o_•_~._i_O_C_O_i•_·FE_R___________,_l_5_.-TEL_··_~_.EXT~~-·7~----li ..... i __r__-...~-/--......7 ...... &...;....;......,.... ·... _ ·..,.. _ -....________:..!:.. Ceorge S. Yamamura ,, ate 

Et. CEP.TjFICATc: OF AGENCY REPRESENTATIVE: 

,~., ',.-_lJ.a~by certify that I o.m author:z~d to act fer the head of this agency in matters pcrt:uninc to the di~po~al of records, 2nd tlw'l'ihc record• <.le scribed ia tbio liot or 

tciledulc of __ po~cs nrc proposed for disposal for the res son indico:cd: ("X" only ont) 

A The recorcls hove B The record• will cease to l,3•,e sufficient value 
□ cc<1!u:d to hnvc sum.. to wurrnnt further retention on the expirnt1on 

dent vah1~ to \VfH'ttmt oft he period of tirne inc.Hr.:.itcd or on the occur• 
f:..irther retention. rcnce of the event sprci.lied.Q 

/ ( ato) 

7. B. DESCRIPTION OF ITEM 9. j 1il 
Si\M?LE ORlT[M NO. (WITII INCLUSIVE DATES OR RETENTION PERIODS) I. ACTIO!-! Tlll<CN 

RECORDS RETENTION 1\.'\D DISPOSAL SCHEDULE 
REGIONAL OFFICE RECORDS 

JOB NO. 

The files described in this schedule are created in the 
ad!llinistration of SSA programs by the SSA Regional Offices. 
Unless otherwise noted, record copies are maintained by 
the onal offices. 

GENERAL PROGR/01 ADMINISTRATION RECORDSI. 

A. Administrative Files 

Files created or maintained by most regional offices 
in the performance of their assigned functions. 

1. Official file copies of outgoing correspondenci. 
relating to office functions. I 

j 

2. Comments on draft reports, studies, and proposa'J:s 
prepared by other offices. 

• 3 .. • Contributions to and/or comments on proposed 
legislation. 

4. Suggestion evaluation . . \ 

- .• \ 

' '' 
ii 

https://tlwt'i.hc


'f. ., .... l. 
INSTRUCTIONS 

• Gcncr{/,l !n•:fruclion.s: Use Standard Forms 11 S n.JHi 
l Lia, obi ai1JalJl,i from Supply Cenv,1·s of the Federal 

• Suprly Scrvicr,, G(..:n1:r:tl Stn·ices Adrninistratiun, lo 
obtain :rntlio:·i1 y to (]is pose of records. SulJmit four 
c:opii.;:c;, all 1.Jf \\ hieh should l,c sir.med and dall:d, to the 

, National Archives and i:C"<:l)ni:; Service. Indicate 
Uw numl:;,•r ur p:1w.-.s imuh·ed in 1.he di:iJH>S,1.I rcqu,..:sl 
under cnlry (;, Copy .J of the standnni form v, iil lJe 
l'l:lt:rnul i.u the ,iguicy as noulicatinn that Con­
grc:,.s !ins :rnthorizcd disposal of the it1)ms marked 
"approved.'' 

8pecifi.c Jw.,fruction.s: 

Entric:; 1, 2, and ;J should sho\\' what. agency has 
__,..,,.1,J,ylv nf tiir: rcconls liiat are id1intif'icd on the 

fonri., ;.ind shoul.-1 contain the name of the dcpartrnrnt 
or indcpciHlc11t agency, and its major aJJd minor 
subdivisions. 

Ent.ries 4 011,J .5 should lwln idcntifr nnrl localt', the 
person trJ 1,;/rnm. inquiries· rcgardii1g the records 
should. be directed. 

Entry 6 should show u:hat kind of authori:n.fion is.-· 
requested. Oniv one of two ~ind;; of authoriiation:,; 
ma~, he n·,1tiested 011 a particular form. 

Box A should be marked if immcrllat(• di::posal 
is to be made of past ~ic<.'unn.lations of reconls, 
and the completed form thus mm·kcd is a list. 

Bv.i; JJ .:.:l10uld be marked if records that.. ha\'e ac­
cumu!,1tcd or \\"ill Cl0 nlinu<~ to accunrnbte are 
to be disposed of at s0rne definite future time 
or pe>riodicnllr at t;'utted interYals, or if dis­
pos~l is to be made of microphotog-raphcd 
records after it has been ascertained th,:t the 
microfilm copies \H'rc mr,<le in :1c:conbnce 
with the standards presci·ibed in GSA Regu­
lations 3-1\1-10~; and the completed form 
thus marked is a sc:hcdule. 

Entn1 7 should contain the numbe>rs of the items. 
of recoi·cls identified on t.lh~ form in scq110nce, i. e., 
1, 2, 3, 4, etc. 

Entry 8 should show what records arc proposed 
for disposal. 

I. 

Cciii..cr lw:,dini:;s should indicate whrit offi.t'c's rcc­
onls arc inY0l 0:cd if all records describer! on the fonn 
are 110t Uins,: of tlll' :,:rn1e office 1,r if they are rc<;onls 
crealcd by a11rAhl:1· oflice or :igeucy. 

.An ideutification :,hould be prodded of tbc types 
of 1<0cord.~ im •JlYcd if they are other than textual 
n;eords, fur r::,;;1rnnlt:, if they are photngTaphic rcc­
orils, sol111d re<(n·,iing·s, or cartographic records. 

An itemization aml accurate identification should 
be Jmwidcd of the :wries of 1 econ is that are propo~cd 
for disp0~;d. Ead1 series should wmp1·ise the laq~­
est pradic:d i.rronping of ::;eparatel;: org,rni ✓,,id and 
log-ieally relatul nrnterials that <:an bi.> t.rmth!d ;(:" a 
sir1~lc 1:nit for purposes (!f. di;;no.sal. Con.,porn~nt • 
pans oJ a :ir:nes rna,y l>c 11::,Led sepn1·ately 11 Hum­
bcred (·m1scc:uti·;cdy as 1,i, lb, etc., under the gcHeral 
series cllll'y. 

A. st::ttcmcnt should be prr),·ided ::howing 1d1r:n 
the n.:eord,:; \',(:n~ pruduc:ecl or nlu n disposal is to be 
made of Ow records, th us: 

lf Eox .A 11nclcr cnll'? G was marl,cd, the inclu­
sive rt·,tcs during ,Yhich the records were pro­
duced should be stated. 

Jf Hox B trndei· enLn- G \1·as the period 
of re>h·::tinn shoul;; be st,1:0d. The retention 
period ma\' bf.' expn'S".(~d rn t~·rm:; of vcar~. 
month;:,, et~ .. OJ' in 1:tr:11.::: 01 future acti(ms o·;. 
CY2nts. A future actiun or L'\ ent that is to 
clctl'rmine the retention nd rnul-:'t be objcc­
tiYc and de!inite. Jr d:.-p<)."it! or the rer::)nls 
is conting,_:cnt upon thei:.· b•.:ing mic,•,jfilmcc:. 
th(, rdcntion periud slrnulci read: "l;ntii ;12 .. 

cc1·tainc< that mic~·or,hoto,;:·;:ph k copies h:-t ,·c 
b0Qn m,J::1 .in :1ccor,i;1nc;::, \'-·i: h GS.A R(~r.::ulc1-
tinns ::S:-1 V-.lO'l rind are ad,?qunte sti.bsti­
t.uL..'S for the paper records." 

J,;ntn; fi sl1nul<l show wltai samples of rec:01·11.s wen~ 
submitt,1d for each item. er with viwi ioll ·1mm/lr.r 
such samples \\'(':'(; ))l'l'Yion,dy s:;bmitti,rl. Snrnples 
of ty1ws ()f n!cnrds 0U1e1· than textual and carto­
graphic: reeords should not be submitted. 

E:n1'.'l'?I 10 shonld be-left blank. 

Records iaison Officer, OPO 

• I I · • I 
(/ 

g1rP1i-uuW•1/ 
Records Liaison Officer 

https://s:ibmiti.ui


RtAruT~'l.r<1 J''<·:nn No. Uf'..-A 
Hc\·is1:1j r,,.:ov,:mt.wJ Hi!1l 
i'r~cntwd hy (h·n'·rai 1:krvJC{'.3 Admini;1trntlon .Job No, _____ 
08A Jt.,r,. :HV-lOG -

llf.-Wl 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DArES OR HElENTIOll P£RIODS) 

9, 
S/\MPLEOR 

JOU NO. 

10. 
ACTION TAKEN 

S. Program and mcinagement reports, such as overtime 
and staffing reports, workload and production 
reports, and other reports prepared to submit 
narrative or statistical data to management 
offices. Examples include Highlight Reports; 
Redetermination Workload Report; District Office 
Workload Reports (DOWR), such as SSA-3001A, 
District Office Weekly Report; ~r their 
equivalents. 

Destroy 2 years after the close of the calendar 
year in which dated. 

B. Working Files 

Nonessential working papers retained for reference 
purposes by staff members. Included are extra copies 
of official file material, supporting or background 
papers used in developing official files but not 
needed as part of the official file, studies or 
similar material not acted upon, papers used as 
administrative aids and papers thal do not serve as 
a basis for official action. 

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

C. Controlled Correspondence 

Locally-controlled correspondence, relating to all 
SSA progranIB, for which replies have been prepared. 
These records are not required f9r claims or legal 
purposes. Included are Congressional inquiries and 
replies thereto, and other controlled correspondence 
and replies thereto. 

Destroy 1 year after date of final reply. 

D. Policy Memorandum Files 

Policy memorandums, interpretations, clarifications, 
and similar records, used for reference purposes 
relating to administrdtion of an SSA program within 
a general region. Record copies of documents which 
relate to SSi\-wide policies are retained by SSA 
headquarters. 

Fe1>,u- ~piea,. h,.chulitf.g odginu.l, to be s.\.lffn,ittcd to the l\hilionot Archlvea a.nd Recouh Sorvico 

https://f",,'.ov,'.1nt.id
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l'1t,in,l 11Ml 1;'r,rm N n. t1 r.-A 
Hn·i:,,4'fi h'on:mh1•1 t 1.tH 
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11:r:IO'.I of __ pitgcs 

REQUEST FOR AUTHORITY 'I'O DISPOSE OF RECORDS-Continuation Sheot 

1. 
ITEM rm. 

9.8. l)E'.3CRIPTIOH OF ITEM 
SAMPLE OR(WITH INCLUSIV( llA 1 ES OR HET£fiTION PlRIOOSl JOB NO. 

10. 
ACTION TAKEN 

Review files on an annual basis and destroy those 
records which do not have continuing applicability. 

E. Administrative and Program Circulars 

Administrative and program circulars issued by 
components in the regional office containing 
information and instructions relating to the 
administration of SSA programs. Administrative 
instructions are issued through the Administrative 
Directives System, and program instructions are 
issued as program circulars. Included are related 
background materials, such as work papers, clearance 
comments, draft instructions, and reconnnendations. 

Destroy 2 years after supersession or obsolesence. 

F. District Office Reviews 

Documents accwTiulated in corup;:-chensivc reviews of 1 

district office operations conducted in each district 
office every 3 years. All bureaus in the regional 
office participate in the review, and copies of the 
final report are forwarded to the district manager, 
Regional Commissioner, and SSA headquarters. Includec 
are reports from bureau participants, draft reports, 
final reports of finding£ and recommendations,and 
related correspondence. Reports include such 
information as service area characteristics and 
processing and workload statistics. 

_,,,..e:vc:I 
Retain the latest review.r'. Destroy upon 
completion of subsequent review. 

G. Teletype Files 

Teletypes received by regional office components via 
SSADARS or ARS covering a variety of subjects, such 
as beneficiary data, reports, or procedures. 
Teletypes contain disposition instructions. 

----------·--------------------------
1'0..r coplea, h.cJ ...u.n;; odginul, to he auhntiltcd lo the Nctioacd lht:hi,•ca Gnd Rec:ord= Sorvieo 
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Rtr.nC111rtl Fonn No. I !~A 
lh•vi~'-<-1 !',;'ov;. rf1tw· l'J',1 
P,"~<·rijn:d t,y o,-d~•rf\l Servlcr~~ Administration - Job No, _____,__ Pnisl!----
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llr20'2 off!:__pngcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM liO. 

8. DESCRIPTION OF ITEM 
(WITH INCLU$1V[ DATLS Of! Hi:H:NTION PtRIOOS) 

9. 
SAMPLE on 

JOB NO. 

10. 
ACTION TAKEN 

Destroy in accordance with teletype disposition 
instructions. 

H. District Office Training Materials Files 

Files of materials developed for and used in various 
district office training courses. Included are 
transcripts, handouts, charts, graphs, transparen~ies, 
course outlines, and similar materials. 

Destroy 6 months after material becomes obsolete 
or 1 year if material is unique (e.g.; format or 
design that may be used in a future training program). 

I. Equal Opportunity Files (EEO) 

1. Affirmative Action Plan (AAP) 

This is the document which describes the agency, 
regional, and/or ~nmponPn~ work plans, and 
objectives relating to the EEO program. Included 
are problem analyses, areas of emphasis, minority 
and female employment data, action items, and 
numerical goals and timetables. Record copies 
of agency, regional, and OPO AAP's are retained 
at headquarters. Each plan is developed to cover 
a specific predetermined period. 

Destroy 2 years after the expiration date of the 
period covered by the plan. 

2. Complaint Files 

a. Precomplaint Reports 

The Form SSA-198L:, EEO Counselor Report, is 
used to record precomplaint counseling 

~ activities between the agency's EEO counselor 
and e.mployee(s) or applicant(s) for employment
Records are for official use only. Record 
copies are retained by SSA headquarters. 

Destroy 2 years after date of counselor close­
out or 2 years after date of employee's 
formal complaint has been closed, whichever 
is applicable. 

. 

li'onl' coplu, lnclucling o•l1rlu1d, lo"" uubnultod. lo th<> Nationql Archive• ond Record& So,vlce 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7, 
ITEM NO. 

II. 

8. DESCRlf'llON OF ITEM 
(WITH INCLUSIVE OA1 ES on f!CT[NTION PtP.10DS) 

3. Corr.espondence 

This refers to miscellaneous documents which 
transmit the Agency, Department, CSC, or United 
States Court decisions regarding formal EEO 
complaints, also documents relating to the status 
of such complaints. Record copies are retai~ed 
by SSA central office. , 

Destroy 2 years after date of final adjudication 
of complaint. 

OFFICE OF THE REGIONAL COM11ISSIONER 

A. Study Project Files 

Documents relating to study projects initiated by the 
program evaluation staff of the Office of the Regional 
Connnissioner. Included are completed questionnaires 
and other raiv datn documents, project surri..maries, 
project designs, completed study reports and related 
documents. The projects cover a variety of topics 
relating to program management and adrninistrati.on in 
the field. 

1. Completed Questionnaires and Raw Data Documents 

Destroy 2 years after completion of the project. 

2. Other Documents 

Destroy 5 years after completion of the project. 

B. State Agreements and Modifications 

Signed duplicate copies of legal agreements entered 
between SSA and a State or SSA and an interstate 
instrumentality under section 218 of the Social 
Security Act, as amended. The agreements provide 
for social security coverage for employees of the 
State, political subdivision, or interstate 
instrumentality. Included are modifications and 
interpretations. Record copies are retained by SSA 
central office. 

Destroy 5 years after termination or supersession of 
the agreement. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

l'o..,. c:opic,o, incl1>c!ia11 origin,.J, la be, gubnulled lo lhc Nolio.,,d lhchi\lca ,uul Records $0,vlco 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. OESC:P.IPTIOfl OF ITEM 
ITEM t.O. 

7. 
(WITH INCLUSIVE Dl,l[S OR HETENTIOII PLRIOOS) 

C. Termination Documents 

Signed duplicate copies of legal documents terminating 
social security coverage for employees of a State, 
political subdivision, or interstate instrumentality. 
Record copies are retained by SSA central office. 

Destroy after 3 years. 

FIELD OPERATIONSIII. 

A. Fraud Case Files 

Reference copies of documents relating to suspected 
social security fraud cases (entitlement fraud, 
conspiracy to avoid social security deductions, 
failure to report terminating events, misuse of 
benefits, etc.). The cases are referred to the 
Regional Attorney by the appropriate SSA and HEW 
components. Record copies are retained by the 
Regional Attorneys. Included are statements of 
facts, lists of potential witnesse~, photostatic 
copies of evi<lentiary material, recommendations for 
prosecution, and related material. 

Destroy 2 years after close of the case. 

B. Service Area Reviews 

Copies of reports prepared by district and branch 
offices containing detailed information relating to 
present population by counties and cities, growth 
or decline of population, social and ethnic factors, 
economic factors, claims workload, public contacts, 
service to the public and to employees, and similar 
statistics and management information. The reports 
are used for classification of district offices and 
distri~t managers, and for determination of any 
additional public services required. Record copies 
are retained by OPO headquarters. 

Destroy when latest review is udpated in its entirety. 

C. Area Director Visit Reports 

Reports prepared by area directors from visits to 
field facilities. Reports are prepared from specific 

9. 10. 
SAMPLCOR ACTION T/\KENJOB NO. 

Fotv c-ople,s, lucZuding ortg,unl, to bo oubtnittcd. to tho National Archivos and. Record.& Sorvic:e 
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OSA H"r.. '.J-lV••lOO of __ pafi;e!:l11:.r.m • 

REQUEST FOR AUTHORITY 'l'O DISPOSE OF RECORDS-Continuation Sheet 

~-'!!.£ ,r_ ;•.:..,... 

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

7. 
ITEM NO. 

8. DE::>CRIPTION OF ITEM 
(WITII lliCLUSI\/E DATCS OR RU[NTlON Pi:RIOCY,) 

9. 
SAMPLE Oil 

JOB NO 

10. 
ACTION TAKEN 

. •. 

. <(~ 
-~-'I", 

agenda items relating to operational and management 
areas. Included are final reports, agendas, 
recommendations, followup actions, and related 
correspondence. 

Destroy after 1 year . 

D. Labor Relation Records 

Documents relating to unions representing Social 
Security employees in district and branch offices. 
Included are union organization and recognition 
documents, the union constitution, local 
negotiated union agreements, and related documents. 
Record copies are retained by SSA headquarters. 

Destroy when superseded or terminated. 

E. Form SSA-4100, Availability for Assigment 

Forms used by district and branch office employees 
to request reassignment within the regions. The 
forms contain information on present position, grade 
series, office location, and availability (specific 
positions for which available, lowest acceptance 
grade and geographic and organizational location for 
which available). Applications for employment and 
employee evaluations are atcached. 

Destroy after 1 year. 

F. Field Mileage Reports 

Reports of the number of miles driven by district and 
branch office employees in commerically-owned, GSA­
owned, or privately-owned vehicles in connection witn 
government business. The reports are prepared by 
district and branch offices. 

Destroy after 2 years. 

Service Area Travel Plan and Budget Files 

Form SSA-2376, Service Area Travel Plan and Budget, or 
its equivalent, used by the regional office to 
distribute Service Area funds. Included are 
information on expenditures (auto, per diem) for 

https://01-igin.al
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DE:,C!llPTION OF IT[M 
(WITH INCLUSIVE Dt, Tl~ Oli il£T£NTl0tl PrnlODS) 

budget year and estimates for next budget year, 
average claims per day, and total days at contact 
station. Official copies are retained by OPO head­
quarters. 

Destroy 2 years after close of current budget year. 

W: Payroll Ustings 

Printouts listing pay data by employee timekeeper 
number and social security number received from 
central office. 

Destroy after 6 months. 

I. Field Facilities Space Files 

Documents relating to each SSA field facility within 
the region. Included are copies of space requests, 
solicitations and bids, copies of leases, floor plans, 
correspondence on space problems, and other related 
documents. 

Destroy 2 years after relocation or close of the 
office. 

J. Field Office Service Files 

1. Telephone Inventories 

Destroy upon receipt of subsequent inventory. 

2. Request for Telephone Services 

Destroy after 1 year. 

3, Printing Orders 

Includes Form GSA-50, Request for Printing 
Service. 

Destroy after 1 year. 

4. Repr.ographic Equipment Files 

Includes usage report~ and correspondence on 
equipment problems and usage of new equipment. 

9. 
SAMPLE Oil 

JOO NO. 

10. 
ACTION TAKEN 

https://inc:lud.i.nu
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

IV. 

9,8, DCSClllPTION OF ITEM 10, 
SAMPLE OR (WITH ll'ICLUSIVC OJ\T[!, OR Rl'"TWTION PCRIOOS) ACTION TAKENJOB NO. 

Destroy after 1 year. 

5. Office Furniture Damage 

Reports which include SF-361, Discrepancy in 
Shipment Report, SF-363, Discrepancy in Shipment 
Confirmation, SF-365, Report of Item Discrepaµcy. 

Destroy after 1 year. 

K. Microfiche Records 

Microfiche received from SSA headquarters containing 
account, payment, address, representative payee, 
history, and other data from the MBR and SSR on 
beneficiaries residing within the region. The fiche 
is updated periodically. 

Destroy upon receipt of updated microfiche. 

BUREAU OF DATA PROCESSING 

A. State Agreements and Modifications 

Copies of agreements entered into with State agencies 
pursuant to sections 1616, 1631, and 1634 of the 
Social Security Act, as amended. The agreements 
provide for Federal administration of State 
supplementary payments programs, for reimbursement to 
the States for interim assistance payments, and for 
Federal determination of Medicaid eligibility. 
Included are conversion agre~ments, amendments, and 
related documents. Record copies are retained by 
BSSI headquarters. 

Destroy 5 years after the year in which superseded 
or ter.mina ted. 

B. Information and Referrill Files 

Copies of memorandums of understanding between the 
regional office and the State concerning referrals 
and information exchange. Among other things, the 
memorandums describe the kinds of information which 
will be given to an SSI claimant on Medicaid and 
food stamp eligibility. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DE::iCRIPTION or ITEM 
ITEM NO. 

7. 
(WITH INCLUSIV[ llAT ts OR m:TtNTION PCRIODS) 

C. Data Exchange Files 

These files consist of technical and background 
materials relating to the State Data Exchange (SDX) 
system, and Beneficiary Data Exchange (Bendex) system, 
including system overlays, State-to-SDX process, and 

_ performnnce requirements. Also included are 
questionnaires, reports, records of-meetings, and 
correspondence concerning problem areas in SOX 
systems. State data exchange material is sometimes 
used as a history of events for State liability 
settlement purposes. 

1. Technical Materials 

Destroy when superseded or obsolete 

2. Other Documents 

Destroy after 2 years or after settlement of 
liability, whichever is later. 

D. SSR Systems Files 

Documents relating to systems planning (syster::is 
flowcharts, systems descriptions, and record format), 
and systems interface for the Supplemental Security 
Record (SSR). Included are correspondence, meeting 
reports, and other related documents. Record copies 
of systems planning documents are retained by BSSI 
headquarters. 

1. Planning Documents 

Destroy when superseded or obsolete. 

2. Other Documents 

Destroy after 2 years. 

v. BUREAU OF DISABILITY INSURA...'iCE 

~. Case Control Card File 

A 5 by 8 card file consisting of a case control card, 
or its equivalent. The forms are used to control 
sample cases for BDI regional t)ffice review. The card 

9. 10. 
SAMPLE OR ACTION TAKEN

JOB NO. 

l'ow: cor!H, luc:luding odgh,c,I, lo l>o ,.,.bnutl"ci to tht1 Notional Arc:hivu 11nci R<'corda :,.,,.,,eo 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

1. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WiTH IHCll!SIVE DAT [SOR RCTCNTIOtl PERIODS) 

records claimant's name, social security number, 
originating district office and State agency, and 
receipt and completion data. 

1. Master Copy 

Destroy 6 months after completion of review. 

2. Other Copies 

Destroy after specific action or case review is 
completed. 

B. State Agreements and lfodifications 

These files consist of copies of agreements entered 
into with the Disability Determination Service (DDS) ! 
pursuant to section 22l(b) of the Social Security Act, 
as .amen~~d. The ~gre:1;1en ts d~~f.ne ~:?e resp~~~i~ili tie 
and worKing relacionsrn.ps of ru.w, ;,.::,i., .=..nd uv,> in 
administering the Disability Insurance Program. 
Included are modifications and in~erpretations. 

Permanent. Transfer to the FRC at the close of the 
calendar year in which terminated. Offer to the 
National Archives 20 year~ thereafter. 

C. DDS Budget Files (Item Approved NARS Job NCl-47-76-19) 

These files consist of records which are used to 
estimate, justify, and approve DDS disability 
insurance budgets. Included are Forms SSA-870, State 
Agency Budget Request for Disability Program; SSA-870Ab 
State Agency Budget List of Disability Program 
Positions (Full Time); SSA-870B, State Agency Budget 
List of Disability Program Positions (Part Time and 
Temporary); SSA-871, State Agency Schedule for 
Equipment Purchc1ses; SSA-872, State Agency Budget 
Approval for Disability Program; or their equivalents. 
Also included are related supplemental material 
and similar records. 

Close out at the end of the budget year, hold 
2 ~ additional years, then transfer to an FRC. lts'e 

Record. Cirn.uf! 217', For i:c:cords cre;,,ted prior ccr 
i.ttly 2, 1975, e!e~Lroy after a total 10 yents, 3 mouth::,· 
4!«1:td1t:iei;i Destroy records created on or after 
July 2, 1975, after a total 6 years, 3 months retentio1. 

9. 
SAMPLE OR 

JOB NO 

l'olU' C"'tlpie-tS., inchad.l..t:ia ovigin"l, to bo &\.l~t\'UUcd le tho Noflonnl Ari:ihiv-cs o.nd Records Sot-vico 

10. 
ACTION TAKEN 

https://Notfon.nl
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DLSCRJPTION OF ITEM 
(WITH INCLUSIVE DATES OR RCTr.NTIOtl PERIODS) 

D. DDS Financial Report Files 

--
These files consist of records used to account for 
funds received and expended by DDS. Included are 
Forms SSA-874, Financial Accountability Statement for 
Disability Program; SSA-874B, Time Report of Personal 
Services for Disability Program; or their equivalents. 
Also included are monthly summary reports, invent'ories 
of equipment and certifications, related supplemental 
material, and similar records. Record copies a~e 
maintained by BDI headquarters. 

Destroy after HEW audit and 
audit recorrnnendations. 

final settlement of 

E. DDS Letter of Credit Files 
NC-174-258) 

(Item Approved NARS Job 

9. 10. 
SAMPLE OR ACTION TAKEN

JOl:l NO. 

These files consist of records which authorize Federa~ 
Reserve Banks to disburse funds on behalf of SSA to 
designated DDS' for use in administering the 
Disability Insurance Program. Included are SF-1193, 
Letter of Credit; amending letters, and similar 
records. 

1 

Destroy 3 years after the year in which revoked. 

F. Letter of Credit Transactions Files 
NARS Joh NC-174-250) 

(Item Approved 

These files consist of monthly DDS reports on cash 
transactions made under letter of credit authori­
zations. The reports provide SSA with data to 
reconcile letter of credit accounts and with 
projections of future funding requirements. Included 
are Form SSA-2050, Nonthly Summary of Cash 
Transactions and Cash Analysis, and similar records. 

Destroy after HEW audit and final settlement. 

G. DDS 
No. 

Cost Allocation Files 
NCl-47-76-15) 

(I tern f.pproved NJ.RS Job 

These files consist of copies of agreements entered 
into with State governments and certain DDS' by the 
Secretary of Health, Education, and Welfare, which 
specify the percentage of charges allowable for 

https://Oi�n.'.ml
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8. Df.SCfllPTION OF ITEM 
SAMPLE OR (Wini INCLUSIV[ DAl[SOR Rnumo11 P[RIODS) JOO NO. 

10. 
ACTION TAKEN 

H. 

I. 

J. 

indirect costs in DDS budget requests. Original cost 
allocation agreements are retained by HEW. 

Close out at the end of the budget year, hold ,I,,,-..:? 
additional years, then transfer to an FRC. ~se Recofcl 
.G.t:eur-, 217. For reco?tfa ereatecl t3l:'ior to Jwly 2, 1975, 
destroy after a total 10 years, 3 months reteRtioa, 
Destroy records created on or after July 2, 1975~ 
after a total 6 years, 3 months retention. 

Form SSA-2552, (DDS) Quality Assurance Report 

Monthly report received from DDS used in evaluating 
the quality of DDS disability operations. Included 
in the report is information on total cases completed, 
number of cases sampled, number of claims with 
documentation deficiencies, number of claims with 
adjudicative/decision deficiencies, number of claims 
with other deficiencies, and specific types of 
deficiencies. Record copies are retained by BDL 
headquarters. 

Destroy 2 years after the current year. 

DDS Fiscal and Administrative Management Reviews 

Files consisting of records relating to the review of 
DDS fiscal and administrative management operations. 
Included are reports of visits, communications 
concerning improvements in operations, and similar 
records. 

Retain two most recent reviews in file. Destroy 
earliest review upon completion of subsequent review. 

Program Administrative Review (PAR) Files 

Files ~onsisting of records accumulated in the 
administrative review of State vocational rehabilitatibn 
agency program operations. Included are monthly 
reports of visits, communications concerning 
improvements in operations, and similar records. 

Retain two most recent reviews in file. Destroy 
earlier review upon completion of subsequent review. 

---------------.----·-----------------------------------
ro.u aopj~a,, fnchuliag o!'i.g:ina.l, to bu eub,nith:.J to tho Na.tiounl An::hivcs end. Rocouie Servicu 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WIHl INCLUSIVE 0Al lS OR RHENT;ON PE!llODS) 

9. 
SAMPLE OR 

JOll NO 

10. 
ACTION T/\KEN 

• VI. 

K. Fee Schedule Files 

Schedules of fees charged for services by members of 
the medical profession within a given State. 

Destroy when superseded or obsolete . 
.: 

BUREAU OF SUPPLEMENTAL SECURITY INCOME 

A. State Agreements and Modifications 

Copies of agreements entered into with the State 
agencies by the Secretary of Health, Education, and 
Welfare pursuant to sections 1616, 1631, and 1634 of 
the Social Security Act, as amended. The agreements 
provide for Federal administration of State 
supplementary payments program, for reimbursement 
to the States for interim assistance payments, and 
for Federal determination of Medicaid eligibility. 
Included are conversion agreements, amendments, and 
related documents. Record copies are retained by 
BSSI headquarters components. 

1. BSSI Regional Offices 

Destroy 5 years after the close of the fiscal 
year in which terminated or superseded. 

2. State Agencies 

Destroy in accordance with State practice. 

B. State Agency Budget and Financial Report Files (Item 
Approved NARS Job N8-47-76-4) 

Records used to estimate, justify, and approve State 
agency SSI program administration costs and to accoun 
for funds received and expended by the State agency. 
Included are Forms SSA-2666, State Agency Budget; 
SSA-2666A, State Agency Budget List of Positions; 
SSA-2667, State Agency Budget Notice of Approval; 
SSA-2668, Notice to State Agency; SSA-2669, Financial 
Accountability Statement; SSA-2669A, Quarterly 
Expenditure Report; SSA-871O, St3te Agency Budget 
Request; SSA-8711, State Agency Budget List of 
Positions; SSA-8712, State Agency Budget Notice of 
Approval; SSA-8713, Quarterly Expenditure Report and 

Fom copira, lnc:lndi.~g origina)., to be ,;:ubntittc:-d to thi, Nnti-onnl Ji.l'chivt-a ttl\d Rccol'CU Son,·ice 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH l~CLU~IVE DATES OR RETENTION PrnlODS) 

Request for Reimbursement; SSA-8714, Notice of 
Payment and Financial Accountability Statement; or 
their equivalents. Also included are copies of 
ceitificates of authority and related documents. 
Record copies are retained by BSSI headquarters 
components. 

1. BSSI Regional Offices 

Destroy 6 years following the close of th~ 
budget year. 

2. State Agencies 

Destroy 3 years after HEW audit or 5 years 
after the close of the budget year, whichever is 
earlier. 

C. State Agency Audit Files 

Records relating to audits of State agencies 
conducted by HEW Audit Agency. Included are reports 
of findings and recommendations, State agency and 
SSA comments on the reports, audit adjustment reports, 
and related documents. Record copies are retained 
by HEW Audit Agency. 

Destroy upon completion of next subsequent audit. 

D, Financial Accountability Statements--Supplementary 
Payments Program 

Copies of Form SSA-8700, Financial Accountability 
Statement for State Supplementary Payments Program1 

or its equivalent. The forms are used to account for 
the disposition of State funds transferred to the 
Federal Government to cover State liability for 
experiditures under the supplementary payments 
program. Record copies are retained in BSSI head­
quarters. 

Destroy after 3 years. 

E. State Correspondence Files (Item Approved NARS Job 
NC-47-76-4) 

Correspondence with the State agencies on matters 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEl'I 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. B. DESCHIPTION OF ITEM 
1n::M rm. (WITH INCLUSIVl DAHS on RElENTIOt~ PrnlOD:l) 

relating to the administration of the SSI program. 

Destroy 2 years following the close of the fiscal 
year in which dated. 

F. State Profile Data Files (Item Approved NA.RS Job 
NC-47-76-4) 

Files containing data on State programs and operation
which have a bearing on the SSI program. 

Destroy when superseded or obsolete. 

G. SST District Office Visit Program 

Documents accumulated in forw.al review program of 
SSI claims process in district offices. Examples 
of review topics are quality of initial deter­
minations, redetenuinations, overpayments and 
postadjudicative action and due proccs~. Includ2d 
are report of findings and recommendation, corres­
pondence, followup memorandums, and related 
documents. The program is also called Technical 
Assistance and Performance Evaluation (TAPE), 

1. Visit Reports 

Destroy after 3 years. 

2. Background Documents 

Destroy after 1 year. 

H. Policy ~1emorandum Files (Item Approved NARS Job 
NC-4 7- 76-4) 

Copies of memorandums prepared by the BSSI Regional 
Office in response to a specific inquiry from a 
district/branch office, State agency, or othe~ 
source clarifying or interpreting a particular 
issue relating to the SSI program. The mernor,mdums 
are generally filed by subject matter. They are 
retained for reference in the event that the issue 
arises again in the future. 

Review files on an annual basis and destroy ci1ose 
records which do not have continuing applicability. 

9. 
SAMPLE OR 

JOB NO. 

, 

10. 
ACTION TAKEN 

----------------------------·--•·-·-·· ·---··----------------------
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9. 10. 
SAMPl.f.OR 

8. DCSCP.IPTION OF ITEM7. 
/,CTJON TAKENITEM NO. (WITH lNClUSIVc DATE501l nnrnr10N PCRIODS) JOO NO 

I. Microfiche Records (Item Approved NARS Job NC-47-76-4 

Microfiche received from SSA headquarters containing 
account, payment, address, representative payee, 
history, and other data on beneficiaries residing 
within the region. The fiche is updated periodically 

-
·-· - Destroy upon receipt of updated mH.:rofiche... 

J. Litigation Files (Item Approved NARS Job NC-4 7- 76-4) 

Files containing copies of legal documents and 
miscellaneous correspondence relating to Title XVI 
civil litigation. Included are copies of the 
complaint and answer, motions, temporary restraining 
orders, preliminary injunctions, and similar 
documents. Record copies are retained by the Office 
of the General Counsel. 

Destroy 6 months after the case has been clo!:ied. 

BUREAU OF HEARINGS AND APPEALSVII. 

A. Hearing Decision Files (Item Aeeroved NARS Job 
NC-4 7- 76-1) 

Copies of hearing decisions which are received from 
hearing offices and reviewed by staff members for 
technical deficiencies. Included is Form HA-514d, 
Hearing Decision, or its equivalent. Record copies 
are retained in the claims file. 

Destroy 90 days after completion of review. 

B. Hearing Transcriet Files ~Item AeEroved NARS Job 
NC-4 7- 76-1) 

Copies of hearing transcripts which are received 
from hearing offices and retained for review by 
staff members. Included is a copy of Form HA-509, 
Hearing Transcript, or its equivalen t. Record copies 
are retained in the claims file. 

Destroy after 90 days. 

FotU ,~oui-e=:, u.tcJudinv originl'U, to b~ a.ub1niHed to tho Na«io11:at /lu::hivt:s: a:nd Rcco,da Sccvicc 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8. OESCRIPTIOII OF ITEM IO. 
SAMPLE OR (Wl1 H INCLUSIVE DATl:S OH RtTENTION PERJOOS) ACTION TAKENJOB NO. 

C. Hearing Office Survey Files 

Documents relating to periodic surveys of hearing 
office operations conducted by BHA regional office 
personnel. Included is the final survey report and 
related background material. 
g a-eA...-tf!_/'?7U,,e,;:. a? .• 

15estroy 2 years after completion of the final survey 

report. , ~ ,f' y.L~ ~,tZZ., t?~t?.~ 
tfu.A,..(/...t?~. ~ ~.,,u...-,::.,,~..--? µ-,ot?,,.;,"1;

D. Form HA-663, B se tor Cooing !:;heet,or Yorm 
HA-672, BHA DC/HO Case Control Coding Sheet, or Their 
Equivalents 

This form is used to key data into the BHA case contrcl 
system. Also included are associatcdteletype papers. 

Destroy after input has been verified and edits have 
been resolved. 

E. Form HA-548, Memorandum Transfer of Cases 

This form is used to report transfer of cases 
between hearing offices. 

Destroy after input has b,een verified and edits 
have been resolved. 

F. Medical Advisors and Vocational Experts Files 

Pertains to documents relating to medical advisors 
and vocational experts under contract with SSA for 
furnishing professional services. 

Destroy 1 year after termination of contract. 

G. Union Agreements 

Pertains to documents relating to union representing 
Social Security employees in the regional office and 
in the field offices. Included are union recognition 
documents, the union constitution, negotiated union 
agreements and other related documents. Record copies 
are retained by SSA headquarters. 

Destroy when superseded or terminated. 

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

7. 
ITEM NO. 

VIII. 

8. DESCHJPTIOti OF ITEM 
(WITH lNClUSIVf. lJATES OR RfTCIHJO!l PERIODS) 

BUREAU OF HEALTH INSURANCE 

A. State Agreements and Modifications (Item Approved 
NARS Job NC-47-75-23) 

Agreements entered into with the State agencies by 
the Secretary of Health, Education, and Welfare »nder 
the provisions of section 1864 of the Social Security 
Act, by which the State agency assists SSA in 
determining whether health care providers and· 
suppliers meet and continue to meet the requirements 
for coverage or participation. Also in~luded are 
11 subagreements" by which State agencies subcontract 
some Medicare functions to other governmental or 
private organizations. Record copies are retained 
by BHI headquarters. 

Destroy 5 years after the close of the calendar year 
in which terminated or superseded. 

B. State Buy-In Agreements (Item Approved NARS Job NC-
47- 75-23) 

Agreements entered into with the State agencies by 
the Secretary of Health, Education, and Welfare 
under the provisions of section 1843 of the Social 
Security Act. The agreements provide coverage 
under the Supplementary Medical Insurance Program 
for certain individuals receiving money payments 
under State approved public assistance plans. Record 
copies are retained by BHI headquarters. 

Destroy 5 years after the close of the calendar 
year in which terminated. 

C. State Agency Review Files 

Documents relating to administrative review of State 
agency operations and certification procedures. 
Included are reports of visits, communications 
concerning improvements in operations, and other 
papers pertaining to reviews of State agency 
practices. 

Destroy after 3 years. 

9, 10, 
SAMPLE OR ACTION TAKEN

JO!! NO. 

·---------------- -------------------------·-·-·------·····-----------·-
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS--Continualion Sheol 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLU:ilVC UATl:S OR RETCNTION f'i:RIOO:,) 

D. State Agency Budget and Financial Report Files 
(Item Approved NARS Job NC-4 7-75··23) 

Files used to estimate, justify, and approve State 
agency health insurance program costs, and to account 
for funds received and expended by the State agencies 
Included are Forms SSA-1465, State Agency Budget 
Request; SSA-1465A, State Agency Budget List of_ 
Positions; SSA-1466, State Agency Schedule for 
Equipment Purchases; SSA-1467, State Agency Budget 
Notice of Approval; SSA-1468, Notice to State Agency; 
SSA-1469, Financial Accountability Statement; 
SSA-1469A, Quarterly Expenditure Report; and indirect 
cost forms. Record copies are retained by BHI 
headquarters. 

Destroy 6 years following the close of the budget yea. 

E. Intermediary and Carrier Contract Files 

Agreements entered into with intermediaries and 
carriers by the Secretary of Health, Education, and 
Welfare under the provisions of sections 1816 and 
1842 of the Social Security Act by which the inter­
mediaries and carriers agree to perform certain 
functions in administering the Hospital Insurance 
and Supplementary Medical Insurance Programs. As 
such, they provide basic documentation of the manner 
in which these programs are implemented. Included ar 
modifications and amendments. Record copies are 
retained by BHI headquarters. 

Destroy 3 years after supersession or termination, 
as applicable. 

F. Intermediary and Carrier Subcontract Files 

Copies of intermediaries' agreements with sub­
contractors regarding performance of audits and the 
providers' costs, leases for building space, 
equipment, consulting, and other services. Included 
are SSA approvals, amendments, and similar papers. 
Record copies are retained by BUI headquarters. 

Destroy 3 years after termination of agreement. 

9. 
SI\MPLCOR 

JOB NO. 

10. 
ACTION TAKEN 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. CJCSCl!IPTIO~ OF !TEM 
(WITH lr•CLVSIVE OAT£$ OH RnrnnoN PERIODS) 

G. Intennedi.ary and Carrier Clo.:3ing Agreements (Item 
Approved NARS Job NC-47-75-23) 

These files contain the accepted final settlement 
for all intermediary and carrier costs of adminis­
tration and consist of the closing agreement, appendi , 
and schedules of balances due the intermediary, 
carrier, or Secretary. Record copies are reU,ined by 
BHI headquarters. 

Destroy 3 years after HEW audit and final settlement. 

9. 
SAMPLE OH 

JOB NO. 

H. Intermediary and Carrier Budget Estimate and 
Justification Files (I tern Approved NARS Job HC-47- 75-~3) 

Forms SSA-1523 and SSA-1524, Estimate of 
Administrative Costs and Credits, and comparable 
papers used by the intermediaries and carriers to 
submit their annual cost estimates for administering 
the Hospital Insurance and Supplemen Medical 
Insurance Programs. Also included are justifications 
correspondence on specific budget-estimates, and 
supporting data along with the notification of budget 
approval, such as Forr::1s SSA-1525, and SSA-1526, Notic~ 
of Budget Approval; SSA-2598 and SSA-2599, Approved 
Budget Distribution, Estimate of Administrative 
Costs; and similar papers. Record copies are 
retained by BHI headquarters. 

Destroy 3 years after HEW audit and final settlement. 

I. Intermediary and Carrier Interim Expenditure Report 
Files (Item Approved NARS Job NC-47-75-23) 

Quarterly reports of expenditures made by the inter­
mediaries and carriers since the beginning of the 
fiscal year. Included are Forms SSA-1527 and 
SSA-1528, Cumulative Interim Expenditure Report and 
Budget, or their equivalents. Also included are 
supplemental schedules and requests for accelerated 
payments. Record copies are retained by Blll head­
quarters. 

Destroy 3 years after HEW audit and final settlement. 

IO. 
ACTION TAl<EN 
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10. 
ACTION TAKEN 

J. Intermediary Workload Report Files (Item Approved 
NARS Job NC-47-75-23) 

Monthly statistical reports on the status of inter­
mediary workloads used by SSA to identify basic 
management data needed for budgeting, financing, 
work planning, and progress evaluation. Included 
is Form SSA-1566, Health Insurance for the Aged 
Program Intermediary Workload Report, or its 
equivalent. Record copies are retained by BHI 
headquarters. 

Destroy after 3 years. 

K. Carrier Performance Report Files (Item Approved 
NARS Job NC-47-75-23) 

Form SSA-1565, Health Insurance for the Aged Program 
Carrier Performance Reports, or equivalent documents 
prepared monthly by carriers to summarize their 
performance in processing claims under the 
Supplementary Medical Insurance ~rogram. The 
information contained in these reports provides 
management information needed for budgeting, 
financing, work planning, performance evaluation, 
and identifying operating problems. Record copies 
are retained by BHI headquarters. 

Destroy after 3 years. 

L. Annual Contractor Evaluation Renart (ACER) 

An annual report evaluating contractor operations 
under Part A and Part B of the Medicare program. 
The report includes such information as claims 
processing, coverage and utilization safeguards, 
beneficiary and provider services, fiscal management, 
and administrative management. Included are final 
reports and background documents such as copies of 
Comprehensive Inspection Evaluation Performance 
(CIEP) reports, copies of draft ACER's, contractor 
resident representative comments on reports, and 
related correspondence. Final ACER's are 
distributed to BHI headquarters and all BHI regional 
offices. 
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ACTION TAKEN 

1. Regional Office Responsible for Preparation of 
Final Report 

Retain one copy of each final report for each 
contractor. Destroy after contractor terminates. 
Destroy background documents 2 years after 
publication of final report. Destroy extra 
copies of final report when administrative value 
ceases. 

2. Other Regional Offices 

Destroy upon receipt of updated ACER. 

M. Carrier Alphabetic State List (CAST) 

Microfilm received semiannually from SSA, used to 
verify account numbers and Medicare coverage. 
In~luderl is name, Account numher, current address, 
and date of birth. Microfilm is arranged in 
alphabetical order by State. 

Destroy upon receipt of updated microfilm. 

N. Health Insurance Program Integrity Case Files 
(Item Approved NARS Job NC 47-75-23) 

Files accumulated as a result of allegations or 
complaints of program abuse or potential fraud by 
physicians and other providers of services pursuant 
to sections 206, 208, 1106, and 1107 of the Social 
Security Act. They consist of complaints from bene­
ficiaries or other sources that are referred to 
district offices, regional offices, intermediaries, 
carriers, etc. Included are correspondence, forms,. 
and other papers (hard copy or microfilm) used in 
develpping and investigating complaints, such as 
exhibits, copies of claims forms, bills, medical 
records, investigative reports, fiscal records, and 
other pertinent physician and provider records. 

Place in inactive file after final action on the 
case. Cut off inactive file at the close of the 
calendar year in which final action was taken, hold 
2 additional years, and then transfer to the FRC. 
Destroy 3 years thereafter. 
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O. Program Validation Reviews (Item Approved NARS Job 
NC-47-75-23) 

P. 

Do~uments relating to program validation reviews 
conducted to identify the degree to which program 
provisions are being properly applied by the 
providers of health care services. Included ar~ 
validation review visit reports, schedules of ' 
planned validation reviews, notices of visits, and 
other papers directly related to the program 
validation review process. 

Place in inactive file on receipt of subsequent 
review or after 2 years, whichever is earlier. 
Destroy after 3 additional years. 

Part A Overpayment Files 

Documents accumulated in the recovery of overpayments 
to providers under the hospital insurance program 
(Part A). Included are reports from intermediaries 
on hospital overpayments, settlement worksheets, 
schedules of repayment and related correspondence. 

Destroy 3 years after final resolution and 
settlement. 

Q. Physician's Annual Review Evaluation 

Documents accumulated in a sample review of payments 
to physicians and other suppliers of services under 
Supplementary Medical Insurance Program (Part B). 
Included are computer printouts containing payment 
information, lists of providers,to be reviewed, 
review results and related corr~sp0ndence. 

Destroy 2 years after close of case. 

R. Overpayment and Duplicate Charge Detection Activity 
Report Files (Item Approved NARS Job NC-47-75-23) 

Quarterly reports prepared by each carrier and sent 
to SSA summarizing overpayment and duplicate charge 
detection activities carried out during each 
calendar quarter. The reports are used to tabulate 
data on the number of cases in which carrier recover:= 
an overpayment, the total dollar amount of money 

9. 
SAMPLE OR 

JOB NO 
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overpaid, causes of overpayment, number of duplicate 
charges detected, and similar information. Record 
copies are retained by BHI headquarters. 

Destroy after 3 years. 

S. Part B Quality Assurance Review 

Documents accumulated in a 10 percent quality 
assurance subsample of Part B carrier quality 
assurance sample. Included are Form SSA-2817, Claims 
Adjudicative Quality Review, a worksheet used to 
evaluate carrier processing of the claim, and 
attachments; negotiation documents if the carrier 
disagrees with the regional office's evaluation; 
and computer generated reports such as Selected 
Claims List by Random Selection, Updated Exceptfun 
Report, Input Totals Report Subsample Claims Listing 
and Review Surrnnary Report, generated when carrier 
updates system for every payment run. Quality 
Assurance Error Rate Reports (monthly, quarterly, 
and cumulative year-to-date) or s~atistical output 
tables, are produced from the above documents by 
the carrier and include information such as 
estimated number of errors and standard errors by 
carrier calculation and by SSA calculation on entitle­
ment, coverage, reasonable charge, document coding, 
etc. The last pages of each report contain summary 
totals. A national ranking (Index) is published by 
BHI headquarters from the Quality Assurance Error 
Reports. 

1. Form 2817 and Negotiation Documents 

Return to carrier upon completion of review. 

2. Computer Reports 

Retain three reports in file. Destroy earliest 
report upon receipt of updated report. 

3. Error Rate Reports (Statistical Output Tables) 

Destroy monthly report after 6 months, 
quarterly report after 1 year, and yearly 
report after 2 years. 

----------------------------·--------
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4. Index 

Destroy after 2 years. 

T. Corrective Payment Action Summary Report 

Documents relating to corrective payment action ~ 

taken in Part B claims selected for end-of-line' 
or Quality Assurance sample review. Included are 
summary report forms and transmittal letters. 

Destroy after 1 year. 

U. Provider Certification Files 

Documents relating to the survey and certification of 
suppliers and providers of service. Included are 
official certification and transmittal forms, survey 
report forms, utilization review plans, provider 
agreements, transfer agreements, plans of correction, 
civil rights compliance forms, intermediary 
designation and tie-in notices, certification letters 
and various forms and correspondence used in the 
certification process with respect to individual 
facilities. Excluded from this definition are 
surveyor's notes, rough copy survey report forms, 
and other workpapers which are merged into and 
superseded by a final product. 

1. Nonparticipating Facilities 

Transfer to the FRC 3 years after termination 
or denial. Destroy after a total 6 years' 
retention after termination or denial. 

2. Participating Facilities 

a: Retain Forms SSA-1561, Health Insurance 
Benefits Agreements; SSA-1539, Certification 
of Transmittal; and all notification letters 
to facilities, all civil rights forms, and 
all intermediary designation. Destroy in 
accordance with item VIII.U.l when provider 
ceases participation. 

b. Transfer to the FRC survey report forms and 
related documents 3 years after completion 

9. TO. 
SAMPI.EOR ACTION TAKENJOO NO. 

-------{-------

of survey. Destroy after a totnl 6 years' 
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retention~ However, those pertaining to 
access hospitals will be retained until 
removed from the access category at which 
time survey report forms and related 
documentation may be destroyed 6 years 
following completion of the survey. 

v-. Provider Nomination Files 

Letters from providers of 
of intermediary including 
change of intermediaries. 
by BHI headquarters. 

services stating choice 
change of ow~ership and 

Record copies are retained 

Destroy 1 year after termination of provider 
participation. 

W. Provider Hearing Files 

These files accumulate when 3 provider of services 
is dissatisfied with SSA's determination that it 
does not meet the conditions for participation in 
the Medicare program and requests an administrative 
hearing on the matter. The documents are used by 
SSA to support its initial determination at the 
hearing. Included are copies of provider inspection 
reports, correspondence, and similar records relating 
to provider operations. After the hearing, the files 
must be retained in the event that the provider seeks 
court review. Record copies are maintained by BHI 
headquarters. 

Destroy 3 years after final determination. 

X. Provider Statistical and Reimbursement Reports 

EDP printouts or microfilm showing summaries of 
payments to hospitals, skilled nursing facilities, 
home health agencies, and other providers of service. 
These are used to effect cost settlements between the 
intermediaries and the providers for program 
validation purposes, and to determine accuracy of 
cost reports. These reports contain Part A and Part 
B inpatient and outpatient information, inpatient 
statistics, total bills, covered costs, and other 
related data. Copies are retained by intermediaries 
for audit and settlement purposes and also by BHI 
headquarters. 

9, 
SAMPLE OR 

JO8 NO. 

10. 
ACTION TAKEN 
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Destroy after 3 years. 

Y. Provider Monitor Listing 

A computer listing, received from BHI headquarters 
semiannually, broken down by category of providers 
and by bed size. Included is information on total 
amount spent for provider services. This information 
is used to compute provider per diem rate. 

Destroy after 3 years. 

Z. Chain Operations Report (COR) 

A computer generated report, received quarterly 
from BHI headquarters, which identifies chain 
organizations by name and employer identification 
number. Included is such information as name of 
chain organization, corporate address, providers 
belonging to that chain, name of intermediary 
and provider numb.er. 

Destroy after 2 years. 

M, Part A Medicare Claims Records 

Forms SSA-1453, Inpatient Hospital and Skilled 
Nursing Facility Admission and Billing; SSA-1486, 
Inpatient Admission and Billing - Christian Science 
Sanatorium; SSA-1487, Home Health Agency Report and 
Billing; and other documents used to support payments 
to providers of service. Payments may be authorized 
by the regional office for emergency and foreign 
claims. 

Cut off at the close of the calendar year in which 
paid, _hold 2 additional years, and then transfer to 
the FRC. Destroy 6 years thereafter. Earlier cut­
off and transfer is authorized; however, the records 
must be retained for 8 years following the close of 
the calendar year in which payment is made, 

BB. Part B Medicare Claims Records 

Forms SSA-1490, Request for Medicare Payment; 
SSA-1554, Provider Billing for Patient Services by 
Physicians; SSA-1556, Prepayment Plan for Group 
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CC. 

DD. 

Medical Practices Dealing Through a Carrier; SSA-1600 
Request for Claim Number Verification; SSA-1606, 
Payment Record Transmittal; SSA-1660, Request for 
Information, Medicare Payment for Services to a 
Patient Now Deceased; and similar forms. Also 
included are itemized bills, correspondence, and 
comparable documents used to support payments to 
beneficiaries, physicians, and other suppliers of 
service under the Supplementary Medical Insurance 
Program. 

Cut off at the close of the calendar year in which 
paid, hold 2 additional years, and transfer to the 
FRC. Destroy 2 years thereafter. Earlier cutoff 
and transfer is authorized; however, the records must 
be retained for 4 years following the close of the 
calendar year in which payment is made. 

Reconsideration and Hearing Case Files--Hospital 
Insurance Program 

Reconsideration records accumulate when a beneficiary 
or his representative is dissatisfied with an initial 
determination as to the amount of benefits payable 
on the beneficiary's behalf under the Hospital 
Insurance Program and files either an expressed or 
implied request for reconsideration. Hearing case 
records accumulate when a beneficiary or his 
representative is dissatisfied with the reconsiderati>n 
determination and requests a hearing; and if still 
dissatisfied after the hearing, files for a subsequen 
court review. Included are Forms l~-501, Request 
for Hearing; SSA-561, Request for Reconsideration; 
or their equivalents. Also included is evidence 
furnished by beneficiaries or their representatives, 
correspondence, SSA determinations, Administrative 
Law Judge decisions, original bills, Appeals Council 
decis.ions, and similar material. 

Dispose of these records in accordance with , 
instructions for Part A Medicare Claims Records (see 
item VIII.A/1.: of this sche<luLe). 

Review and Fair Hearing Cnse Files--Supplementary 
Medical Insurance Program 

Files accw1mlnted when a beneficiary, physician, 
provider, or other supplier of service is dissatisfied 

---------'--·-------------- ·--·-·· ·-··---·--- ---··--· ------------------
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with the carrier's determination denying a request 
for payment, or with the amount of the payment, or 
when he/she believes that the request for payment is 
not being acted upon with reasonable promptness. 
Included are copies of claimant's requests for 
review, together with relevant written statements or 
evidence, notices of adverse informal review 
decisions, requests for hearings to protest the­
adverse decisions, hearings proceedings, hearing 
officers' final decisions, and other comparable 
papers. 

Place in inactive file upon final action on the case. 
Cut off inactive file at the close of the calendar 
year in which final action was taken, hold 2 
additional years, and transfer to the FRC. Destroy 
5 years thereafter. 

EE. Medicare Beneficiary Corres~ondence Files 
(Item Approved NARS Job NC-47-75-23) 
These files accumulate as a result of inquiries 
and complaints received by SSA district offices, 
headquarters offices, regional offices, and inter­
mediaries and carriers. 

Destroy 1 year after the close of the calendar year 
in which dated; except where records are required 
to document a speci ic claim, reconsideration, appeal 
or similar case, destroy in accordance with the 
instructions for the specific file. 

FF. Professional Standards Review Organization (PSRO) 
Files 

Files consist of copies of memoranda of understandi,n[
and related documents entered into with nonprofit 
prof~ssional associations pursuant to section 1152 
of the Social Security Act, as amended. For a given 
area, the PSRO reviews the professional activities 
of physicians, other health care practitioners and 
institutional and noninstitutional providers of 
health care services to determine whether (1) servicE
are or were medically necessary, (2) quality of 
services meets professionally recognized standards, 
etc. Record copies are maintained by BHI head­
quarters. 

____D_e_.s_t_·_r_~ 1 year after termination of agreement. 
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GG. 

-· 
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Program Review Team (PRT) Files 

Files consist of charters and related documents 
entered into with physicians, health care professiona 
and consumer representatives pursuant to Section 
1862(d) of the Social Security Act, as amended 
(Section 229 of P.L. 92-603), who serve under 
charter as members of PRT 1 s for given areas. PRT's 
review the practices of physicians and other 
providers of service for billing substantially in 
excess of customary costs or charges, and for 
furnishing excess, harmful or grossly inferior 
services or supplies, to determine whether the 
physician or other provider of service should be 
excluded from participation in or terminated from 
the Medicare program. Files also include advisory 
(nonadjudicative) reports from the PRT's. 

Destroy 6 years after final termination of charter. 

Sections 1862 (d) and 1866 (b) (2) Exel us ion and 
Termination Actions 

Files consist of cases reviewed and actions taken to 
exclude or terminate physicians or other providers 
of service from participation in the Medicare 
program. Documents included are investigatory 
materials, court actions, utilization reports, 
payment data and other related documents as well as 
PRT concurrence (adjudicative reports) or 
recommendations where required. 

Destroy 6 years after reinstatement to the program, 
or 5 years after the case is otherwise closed. 

s 




