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RECORDS RETENTION /\."lD DISPOSAL SCHEDULE 

HEADQUART[J:S OM:B UDSMAN RECORDS 

The following categories of records relating to the 
ombudsman program are maintained by the Office of External 
Aifairs (OEA), Office of Intergovernmental Relations and 
Public Concerns (OIRPC). The ombudsman prograQ was 
directed by OEA and its operations analyzed and evaluated 
by a private contractor. The program was operational for 
1 year and is presently being disbanded. As the program 
was an experimental one and may, at some future time, be 
implemented, certai:1 categories of records will have 
long-term value. Copies designated as record copies are 
those maintained by OEA, OIRPC. 

1. Instructions File 

Copies of procedural instructfons in manual form relating 
to the operation of the rnnbudsman program and distributed 
to all ombudsm3n _progrJm staff. Also included arc pre­
liminary versions of the: manuol anu other related 
backGround documents. 
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n. Record C.opyof the Y.fonu:il 

PERJvJ, NENT. . .
Transfer to the SSA llolclrng Arca G months aft.er puhlica-
ti on of f in~il. report. ~.-w.tws~-¾13..,.y.._CJ).t:S-"- hh.e,,en1?e:e!l;f. Off er 
to NARS 10 ,rears A.fter '.'.lublication of the final I' nort. 

b. OthcrvMan11al ~ic~ 

Destroy after 1 year or ~1en no lonecr nce<l~d for 
r-efercncc, wh ichcver is later. 

c. Background Documents 

Destroy after 1 year or when no longer needed for 
reference, wl1ichevcr is later. 

2. Historical and Reference File 

A file containing historical and reference materials 
relating to the program. Documents in the file include 
rcfcr~nce materials relating to the ombudsman program 
in other Government ar,encics and historical documents 
accumulcte<l in the development of SSA's ombudsffian program. 
Exa"c'plcs of these historical r::,::,tcrials include questi.on- i 
nairc·s, for::::;, publicity materi.:ils, evaluations, and 
corrc,.pondenc<= and mc•morandur.:s on previously suggested 
ombu<lsm.:rn-type programs. 

Rcvic\-: file and de~~troy those documents which do not have 
cont:in11i11~ relevancy. Transfer remainder of the file to 
the SSJ\ Ho]cJing Arca 6 m0nths after publication of the 
final report. Destroy 10 years thereafter, 

3. Puhl ic. Cont.:ict Forms 

Copies of Foi-n1s SSJ\-31+75, Ombuclsmnn Sum:nJry Contact Sheet, 
and SSA--3lr76, Omhuclsrr.an Initial Cont.'.lc.t, for~·ardr.d to 
OE/, nftcr proccssjug by the contractor. Thes0 forms ,lre 
t!.c source documents for statistical and m.in.'.lgcmcnt reports 
procluc-cd hy OEA. 

DPstroy 6 months after publi.cntion of final report. 

ComputL'r report~; .11HI related computer p1111chcar<ls c!Pv0loppd 
from informal:ion cont.lined on (o~·m~; SSA-3/,]'j ,111d SSA-V,7(,. 
Tlwsc• nn' ust>d Ly OEA fo1 !;t:Hii,Lic,11 cv;1luat.i.on ;u1d 

m.'.ln;1r;cu1cPL an.:ily!,C'~;. ln[orm.-iLit,n on th<.' reports consii;ts 

-- -- - - --· 
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of number of cases by social security program (Title II 
or Title XVI), number by local ion, and type of 
problem (nonrecjcpt of check, claims dcvvlopmcnt 
problem, representative payee issue, poor service, etc.). 
Also included are manually developed charts, recording 
and comparing specific information from the computer 
reports. 

Destroy 1 year after publication of final report. 

5. Contractor Reports 

Quarterly reports and a final summary report received 
from the contractor. The reports co~tain statistical 
information and an evaluation of the ombudsman program. 
Reports include information on the availability of 
service to the public, user satisfaction, kinds of 
services offered, number of cases handled, public 
reaction, and employee understanding of the service. 
Reports also contain statistical tables, conclusions, 
and reco1TJJT1endat ions. 

Re"'.)ort. 
a. Record Cop>-7_of Each Quarterly ~nfr~41/d¼Y~epo~~ 

Transfer to the SSA Holding Area 6 months after publica­
tion of final report. Destroy 10 years thereafter. 

b. Other Copies 

Destroy when administrative value ceases. 

c . Rec ord C o,, y of F i nal Re ,::i or t . PERVU\ NEN T . 

P/\GE or 3 
3 

10 
ACllOt, lAK[tJ 

Transfer to the SSA Hold in~ Area 6 months after Pl b­
lication. Offer to NARS when 10 years old. 

11S-203 Four cople~. Including original. lo bo subrnil1ed lo tho National Archives STANDAflD fORP.I 115-A 
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