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RECORDS RETENTION AND DISPOSAL SCHEDULE
OMBUDSMAN (SERVICE OFFICER) PROGRAM RECORDS

Hhe ombudsman or service officer program was an experimen-
tal program involving designated individuals whom the
public contacted directly for information or to resolve
social security problems. This program operated in the
Atlanta, Boston, Dallas, and Seattle Regions.
hoere analyzed by a private contractor and an evaluation
report submitted to the Social Security Administration.
The records listed below were maintained by regional
ombudsmen.

I. RECORDS

* . .
GFNERAL PROGRAM ADMINISTRATION

A. Administrative Files

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

1.

relating to office functions.
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Its operations

Official file copies of outgoing corrcspondence
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2. Comments on draft reports, studies, and pro-
posals prepared by other offices.

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

4. Suggestion evaluations.
$
5. Program and management reports, including
overtime and staffing reports, workload and production
reports, and other reports prepared to submit narrative

.or statistical data to management offices.

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 nceded as part

of the official file, studies or similiar material not
acted upon, papers used as administrative aids, and papers
that do not serve as a basis for official action.

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

II. PROGRAM RECORDS

A. Problem Case Files

A working file developed in the resolution of problem
social security cases. Documentation in these files may
include Form SSA-3475, Ombudsman Summary Contact; Master
Benefigiary Record and Supplemental Security Record
queries; correspondence; and copies of any other docu-
mentation relating to the particular problem. Official
copies of claims-related materials are sent to the
appropriate locations (district offices, program service
centers, the Bureau of Disability Insurance, etc.) for
maintenance in the claims folder.

Destroy 1 year after last action.
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Four copias. Including original. to be submlftod to (l-\e-Nahonal Archlves
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B. Daily Log

A daily log sheet recording requests for assistance
received from members of the public. Information on the
log consists of name, social security number, telephone
number, and nature of problem, This information is used
by the contractor to contact the individual to determine
the quality of ombudsman's response and successes in
resolving the problem.

Destroy after 6 months.

C. Public Inquiry File

Informational inquiries received from members of the
public regarding social security programs. These
inquiries do not result in the development of a problem
case file. Documents in this file include copies of
public inquiries, copies of responses, and related
correspondence.

Destroy after 6 months.

D, Publicity Materials

Various publicity materials, such as motion pictures and
printed handout materials, used to publicize the
ombudsman program, Materials may be used for radio,
television, or newspaper features.

Destroy when superseded or obsolete.
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Use Standard Form 115 (obtiunable from sup}»ly depots of the
Federa! Supply Service. General Services Administration) and the
continuathion sheet Standard Form 1154 (obtdainable from the Rec-
ords Disposiion Divivion, Office of Federal Records Centers. Na-
tional Archives and Records Service. Washington, [D C. 20408) 10

. obtain authority to dispose of records or 10 request perniancent re-
tention of records Detach the fifth copy from the set und keep as
your rcference copy Submit the first four copres of the set to the
Nationa! Archives and Records Service One copy will be returned
to the agency as nonfication of items that are authonzed for disposal
ltems withdrawn or not approved for disposal will be so marked
Fach SF 118 requinng Comptroller Gienceral concurrence must be
accompdnicd by a notfication &f approval from GAQO

General Instructions

Specific Indrucnons.

Entries 1.2, and 3 <hould show what agency has custody of the
retords that are rdentified on the form, and should contain the name
of the department or independent agency. and its mayor and minor

* subdivisions.

Entries 4 and S <hould help 1denufy and locate the person to
whom inquines regarding the records should be directed

Eniry 6 should tie signed and dated on the four copies by the
agency representative The number of pages involved in the request
should be insered

Box A should be cheched f the records may be disposed of im-
med.ately Box B should be cheched f continuing drsposal authonty
is reguested or if permanent retention 1s requested Only one box
may be checked

LEntry 7 <hould contair the numbers of the items of records iden-
tified on the form an sequence.ie.. 1.2.3. 4 etc.

Entry & <hould <how what records are proposed for disposal

7
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INSTRUCTIONS

Center headings should indicate what office's records are in-
volved if all records described on the form are not those of the same
office or if they arc records created by another office or agen.y

An identification should be provided of the types of records in-
volved if they are other than textural recoids. for example. if they
arc photogriphic records. sound recordings. or cartographic records.
" Anitemization and accurate identfication should be provided of
the scries of records that are proposed for disposal or retention
Each senies should compnse the largest practica! grouping . of
separately orgamized and lopically retatcd mutenials that can be
treated as a single unit for purposes of dispasal Component parts
of a scrics may be hsted separately if numhcered consccutively as
la. tb, etc . under the gencral «eries entry

A statement should be provided showing when disposal 1s to
be madc of the records. thus

If immediate disposal 15 requesied of past accumulations of rec
ords. the inclusive dates during which the records were produced
should be stated

If continuing disposal 1s requested for records that have accumu-
lated or will continue to accumulate, the retention period m.y be
expressed n terms of years. months, etc . or in terms of future ac-
tions or events A future action or event that is to determine the
retention period must be objective and definite }f dispocal of the
records is contingent upon their being microfilmed. or otherwise
reproduccd or recorded on machine readable media. the retention
peniod should read “"Until accertained that reproduced copres or
recordings have been madc i1n accordunce with GGSA regulations
and air¢c adcquate substitules for the paper records  Also. the pro-
visions of FPMR § 10411 £ \hould be ohscrved

Enirv 9 should be cheched if samples are submitied for an item
Howcver. samples of the record< ure not reqinsed unless they arc
requested by the N ARS appraiser I an item has becn previously
submitted. the relevant job and item number <hould be entered

Entry 10 should be left blank
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