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RECORDS RETENTION AND DISPOSAL SCHEDULE 
OMBUDSMAi\J (SERVICE OFFICER)~ClGRAM RECORDS 

social 

ere 
report 

he ombudsman or service officer program was an experimen­
prograrn involving designated individuals whom the 

public contacted directly for information or to resolve 
security problems. This program operated in the 

tlanta, Boston, Dallas, and Seattle Regions. Its operations 
analyzed by a private contractor and an evalu3tion I 

submitted to the Social Security Administration. 
he records listed below were maintained by regional 

ombudsmen. 

• 
I. c:Tl\ERAL PROGR\J.1 ADMINISTRATION RECORDS 

A. Administrative Files 

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

1. Official file copies of outgoing correspondence 
relating to offjcp functions. 
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IJOB NORe-quest for Re·cords Disposition Auth_ority-Continuatlon 

I. DESCRIF'l ION OF ITEM7. 
(With lnclus,ve Dat~s or Relont,on Periods)ITEM NO 

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 o~fices. 

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 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 SS~-3475, Ombudsman Summary Contact; Master 
Benefi~iary Record and Supplemental Security Record 
queries; correspo~dence; and copies of any other docu­
mentation relating to the particular problem. Official 
copies of c]aims-related materials are sent to the 
appropriate locations (district offices, program service 
centers, the Bureau of Disahility Insurance, etc.) for 
maintenance in the claims folder. 

Destroy 1 year after last action. 
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• • IJOB NOReGuest for Records Disposition Aulh~rity- Continuation 

7. 8 O(SCRIPTION OF ITEM 
ITEM NO (Wrth lnctus,ve Dales or Rclen\lon Perrods) 

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 individua1 to detennine 
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 
corr es pond en ce. 

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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• • INSTRUCTIONS 

General ln_,truct1c,ns Ccnler hcad1n11s should ind,catc what ofTicc·s records ;,re in­
volved if"" rccord, dc,c, ,tied on the form ,uc not thn,e of Ihc ,.ime 

u~e SIJnc!ard rorm I 15 (otit;unable from supplv depot~ of the office- or ,f thcr arc record, rrc-atc.-d 1-y another office.- or arcn·:> 
Fedcr.<I Suppl} Sc.-rv1ce. Gencral Sen Kc< Admin1str.<t1nnl and thc An 1d~nt,f,c.1tiun ,h,,uld tic proviucd of the type, of rccL11th in· 
continudt1on ,heet St~ndard Fn,m 115a (obl.<tn,,hlc from the Rer• valved if thC) dfe other than textural 1eco1th. for o.,mple. 1f lhcr 
ords D1,f><"1t1nn D1vl\1nn. Off.re of l·ec!erJI Record, Centcr,. Nii· drc phntograph,c rccnrds. sound rc-cord,ng,, or c.inogr;,phic rC'C11rd,. 
tional Arl·h1vc, and ~c-wrds Service. Wiish,ni:ton. DC. ~040Rl to • An ill'm,7..<t11111 and :sccuratc 1dcnt1fic.<t1on ,h,,uld tic prov1dcd of 
otit;,in .<uthoriry tn d"pn,c- of record, or to rcque,t pcm,Jnc-nt re· the scri<', of rtcord, th.<I arc proposed fnr d1\f)o,al or rc11:n1Iun 
tenlion of records Detdl'h thc f1fIh copy frnm the set Jnd kcep a, Each ,enc, shnuld, l'<Hnpn~c the l,Hi:<·'1 p1<1cl1cul g1011r,11~ .of 
your reference cnry Submll the first fnur copies of the set to the separately ori:,1011ed am1 ln~>cally rcl.,1( d maH·n.<I, tt1:11 c:in tic 
NaIion;,I -\rch,ve, :ind Record, Service One copy will l>c returned 

Ire.lieu "' a s,ni:lc un,t fnr purpo~c-, of J"P'"al Componcn1 p,,ns
1o thC' a!!enc y a, nPt1f,c.111c1n of 1lcms thaI ;u c .<uthonzed for disposal 

of a scric, may be l1stl'd ,rparJtcly if numhcrcd con,ccut1vel\ ·" 
Items withd1dwn or not dpprol'ed for d"pn,al will be so marked I a. I ti. etc . under the ~encr al ,cric, cnrr~ 
Fach SF I JS rC'quinn, f'omptrciller ( ,encr;,I concurrence m11~t tie A ~t;,1cmcn1 sh,,uld be p10v1dcd sh,,wini: when d"po,al •~ to 
11ccumr,dnied ti> a nnt1f1cat1nn of appr,w.<I from (j AO be m..dc of the record,. thus 

If 1mrT)cd1ate disposal ,, requested of paq accumulal!on, of rec 
Sprnfu /n11,u,·1111nJ. ords. thr inclu,,vc ddtC'S dunn!,'. "-htch tl,c rC'cord, "-Crc prnduct·d 

should be stated 
E11trir1 I. 2. and 3 ,hould sho" "hat agency h.<s cu,tod> of the 

If con:rnurni: drsrosal t\ req11c'1t"d for records !hat have accumu•
rctc,rds that ;,re 1dcnt1fiC'd c>n the form . .<nd should contain the name 

lated or will cnntinue tn .<ccumul.<tc. the rclcnrion period m-•> t-i{­
of the depanment or independent agenq. and ll_s maJor and minor 

expre,~ed ,n terms of ycar,. mc,nth,. etc . or rn terms of future ;,,­
' sutidivis1ons. • 

lions or events A future action or e\ent that is to determine the 
EntrirJ 4 ond 5 ,hould help 1dcnt1f) and lncatc the person to retentinn period must ti,- obJ<',lrve and dcf,n1Ic If d,spo<dl of the 

"hom inq111ncs rcr-~rrl,ng the records should be directed rccnru, i, contrngcnt upon th.:1r !-,erng m,crnfilrr,ed. or otherw,se 
Entn 6 should t,_ sif:ned and d.<tcd on the four copies tiy the reproduced or recorded un mJchinc rcJdJble n,cd1:1. the reten11on 

af!cnc} repre,en1.111ve The number nf piiJ:C'S involved in the rcque<t period ,hould rc.<d ··Until a,ccrt.<1ned thal rcprnduccd eerie, or 
,hoc1ld ti,, in,cnrd recordings have !-,een m.<dc rn accord.incr with GSA regulations 

Box A shnuld hr chcded 1f the record, mii} be d1sr,osC'd of im­ ,ind .11c ;,dequate ,ubst11u1cs for thc paper record, .. .A.lso. the pro· 
mrd,,1tC'ly Ho\ R shnulc1 tic chec~cd 1f contInuIng d•spo,al au1hon1y vis1<1n, of FPMR § 101-11 < ,hould be 0hscrl'ed 
is requc,1ed or 1f permanent rctcnt,nn Is rcquc,1ed Only one hox Entn ',! ~hould be chcc~cd if ,ample~ ar, •,uhmitrcd k,r <1n item 
m.,y 1-e checked Ho"'c·,er. samplC', nf thr recnrci, are nol rc·q.i.,ed .inlc,s they .<re 

f:.nrn· 7 ,hpuld cnntan, 1hr numhrrs of thr ire ms of record, iden­ req,1c-,1cJ ti, the 'S \Rt; "rr>r,11s~r If.,:-: ,rem h,,s t•ecn prniou<I) 
tified on the f,,rr", in seq 11cn.:e. i c .. I.::'.. 3. 4. etc. submitted. !he relc, .<nt juh .ind item number si1<,uld tie er>lt•red 

E11tr_, 1-i ,huuld ,hp"' "'ha! r,·co,d, are prnpe>sC'd fnr dispo,al Entn /0 should he lcfl tilan_~ 
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