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REQUEST FOR RECORDS DISPOSITION AUTHORITY LUYf BLANK 
(See Instructions on reverse) JOB NO 

-1 ·-

' ... 1, 

TO. GENERAL SERVICES ADMINISTRATION, •·· 
__N_AT_IO_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_[_,_W_A_SH_IN_G_T_ON_,_D_C_2_04_08____ DI\TE ~E ~rvEo 
1. FROM (AGENCY OR ESTABLISHMENT) 

De artment of Health, Education, and Welfare NOTll'ICI\TION TO I\GENCY 
2. MI\JOR SUBDIVISION 
Soc isl Security Administration 1n·ai::,or11anc, wrth the o·owrs,on1 o! 44 u SC 3303.J the d,sposa1 re-------~-------------------1 (IUeSt. irt(!ud,ni; amenorntnts rs app<ov~ e•ceir. to• items Jll.!t m.i, 

s. MINOR SUBDIVISION bf st.im~ ..d,spo,.1! not approvef' O' "wrtrio:awr." 111 columr, 10 

Office ef Prwam <>g 
,. NAME OF PERSON H WHO TO CONFER I. TEL EXT 

!, 4 

594-5770Ernest P. Lardieri 

I. CERTIF!CI\TE Of AGENCY REPRESENTATIVE , 

I hereby certify that I am authori~ed to a~t for _this agency in matters pertaining to the disposal of the agency's records; 
y th~t the records proposed for -drsposal m this Request of 7 page(s) are not now needed for the business of 
... th,s agency or will not be needed after the retention periods specified. . . . 

D A Request for-immediate disposal. ... ~-. 
' .. .. . . 

~ B Request ·tor 'disposal after a specified period of time or reque-st for permanent 
retention. • • · 

LTITLE ~C. DATE 

1.' • . DESCRIPTION Of 1TEM 

. '· /;f', 
· kid 

ITEM NO ('ft'1th Inclusive Dates or Retention Period1)., 

•-: .. _........ " .. ' 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
..... RECONCILIATION AND ANALYSIS UNIT (RAU) 

~ 

' 
The Reconciliation and Analysis Qnit (RAU) was est~bli~hed 
to perform specialized.functions iequired·bj.the.Title XVI 
Supplemental Security Income (SSI) program. ·It handles 
work requiring a thorough systems knowledge not readily 
available in the district office, and it certifies 
payments when the system is not capable of doing so•. 
The RAU handles forced payments caused by systems limita­
tions which require that the benefit be computed and paid 
manually; one-time payments; exception processing of 
payment·cases remaining in exception status beyond a 
specified time; payment effectuation of cases originally 
denied, and subsequently, reversed "by en administrative _ 
law judge (ALJ); problem ,case analysis; and other payment­
related or systems activities. 

- I. GENERAL. PROGRAM ADMINISTRATION RECORDS 

,A. .Admin£strative •Fil~ ..• · )•·· 

Files creared or maintained by most offices in ~he 
' performance of their assigned functions. 

: . 
··:- ··11s-101 

. 

•• -· 10. 
SAMPLE OR ACTION !AKEN 

JOB NO 

' 

STANDARD FORM 111 
Revooed April, 1975 
Prescribed by General Services 

At1m1n1tr.frAt1nn 

I 
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PAGE OF 7
Request ·for ~ecords Disposition Authority-Continuation 2 

,. 
ITEM NO 

••I. DESCRIPTION OF ITEM 10.$AMPLE OR 
(With Inclusive Oates or Re1ent1on Perioda) ACTION TAKENJOB NO 

1. Official file copies of outgoing correspondenc,e 
relating to office functions. 

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, work.load and productions 
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 needed as part 
of the official file, studies or similar materials not 
acted upon, papers used as administrative aids, and 
papers that do not serve as a basis for official action. 
~ ..ul,

Destroy afteP- 2 year~o'r when no longer needed for 
reference, whichever is earlier. 

C. Office of Program Op~rations (OPO) Memorandums 

Copies of memorandums (See Belows, numbered and unnumbered 
and Identicals) issued by OPO headquarters which discuss 
informational items or one-time actions. 

p.l~
Destroy~ 2 years.~/c/'. 

I 

D. General Administrative Notes (GAN) 

Documents from OPO central office (GAN's) highlighting 
new procedures for claims or management of the office. 

al~~ 
Destroy~ 1 year.~, 

, __....,L__________________________________._____....,L 

11S-203 Four coploa, lncludlng orlglnal, to be eubmltte>d to the Nallonal Archlvoa STANDARD FORM 115-A 
Revised July 1974 
Prescrot>ed by Ger,eral Sef\11ces 

Adm,n,strat,on 
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T. 
ITEM NO 

I. DESCRIPTION OF ITEM 
(With lnch,s1ve Dates or Retent,on Periods) 

•• 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

E. Program Circulars 

Circulars outlining new procedures for SSA programs, such 
as health insurance, disability insurance, retirement and 
survivor's insurance, and supplemental security income. 

Destroy when superseded or obsolete. 

F. Teletypes 

Teletypes received by the RAU's via SSA Data Acquisition 
and Retrieval System (SSADARS) or Advance Records System 
(ARS) covering a variety of subjects, such as beneficiary 
data, reports, or procedures. Teletypes may contain 
disposition instructions. 

Destroy in accordance with teletype disposition instruction! 
or when no longer needed for reference, whichever is 
earlier. NOTE: Teletypes requesting one-time payment 
actions should be retained in accordance with item 
II.B.1 of this record schedule. 

I I. PROGRAM RECORDS 

A. Hearing Related Records 

1. Hearing Decision Card File 

A card file of hearing decisions, both affirmations and 
reversals, rendered by ALJ's in Title XVI cases. The 
card file is used as a case record to record RAU action 
on the case and to answer subsequent inquiries regarding 
payment initiation by the RAU's. The cards include 
claimant's name, account number, address, date of RAU 
receipt and case. 

Review file annually. Destroy cards relating to cases 
for which no action has been taken for more than 2 years. 

2. Bureau of Hearin~s and Appeals (BHA) 
Appraisal Study Listings 

~onthly listings of cases chosen by BHA headquarters for 
quality appraisal purposes. Listings are sent to the RAU 
to locate claims folders. Listings contain name and 
~ccount number of chosen cases and annotations made by 
tRAU regarding location efforts. 

I 

115-203 Four copies, lncludlng original, to be aubmlttod lo the NoUonal Archlvea STANDARD FORM 115-A 
Rev,sed July 1974 
Prescribed by General Services\ Adm1n1strat1on 
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10. 
ACTION TAKEN 

.,_ 

rrEM NO 
I. DESCRIPTION OF ITEM 

(With Inclusive Oates or Retenhon Penod1) 
•SAMPLE OR 

JOB NO 

Destroy 12 months after date of listing. 

B. Title XVI Payment Records 

1. Manual One-Time Payment Vouchers and Payment 
Forms 

Forms SF-1166, Voucher and Schedule of Payment; SSA-8110, 
SSI Manual One-Tilne Payment, are used to notify the 
Treasury Department to make payment. The original copy 
of the SF-1166 and the SSA-8110 are sent to the Treasury 
Department. BSSI headquarters copies are maintained for 
a peri,od of 1 year before shipment to the Federal Records 
Center. 

a. Forms Dated 11/01/77 or Later 

Destroy 6 months after completion date. 

b. Forms Dated Prior to 11/01/77 

Retain until completion of all reconciliation processes. 
Destroy after receipt of central office notification of 
completion and acceptance of reconciliations. 

2. Manual One-Tilne Payment Control Ledger 

Form SSA-8112, One-Tilne Payment Control Ledge~ is used 
to record the processing of the SF-1166 and SSA-8110's. 
It documents the Block Number, Schedule Number, Inclusive 
Check Numbers, and the Check Paid Date needed in allegatiol 
of nonreceipt, lost and/or theft of manual one-tilne paymen 
checks. 

Destroy 7 years after date of check. 

3. Manual One-Tilne Payment Index Listing and 
3 x 5 Card File 

The Index Listing provides the name of each recipient 
paid in a particular block of SSA-BllO's. The 3 x 5 
Card File provides a history of DO/BO requests for M--OTP 
request for each recipient. The Index Listing and/or 
3 x 5 Card File provides the Block Number needed to 
locate the Inclusive Check Numbers and/or Check Paid 
Date recorded on the SSA-8112. 

Destroy 7 years after date of check. 
115-203 Four coplea, Including or!glnal, to be eubmltlod lo the Na!lonel Archlvea STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Ser,,,ces 

Adm,n,strat,on 
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• IJOB NORequest ·for Aecords Disposition Authority-Continuation 

1. I. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Oates or Retent,on Peno<11) 

4. Forced Payment File 

Files consisting of Form SSA-8113, Rand A Unit Case 
Control, and listings of SSI claims cases which require 
forced payment processing. The Form SSA-8113 and listings 
contain the name and social security number of the SSI 
applicant and describe the type of action being taken on 
the case. These documents are used by the RAU's for case 
control purposes. 

a. Lisings 

Destroy when the information on the listing has become 
obsolete or when no longer needed for control purposes. 

b. Form SSA-8113 

Destroy 1 year after case has been forwarded to PSC or 
returned to DO. 

5. Special Payment Card File 

A card file of special ($50) one-time paymenbs made to 
Title XVI recipients in conjunction with the Tax 
Reduction Act of 1975. Card file contains data for those 
individuals within the area serviced by the RAU whose 
$50 payment had to be manually initiated. The card file 
was maintained to answer inquiries from individuals and 
to prevent duplicate payments. Information on the cards 
includes name, social security number, address, type of 
claim, and date payment was initiated. The Tax Reduction 
and Simplification Act of 1977 terminated the $50 payment 
Since Treasury no longer honors requests for payment, the 
administrative value of these cards has ceased. 

_/7 .,__.
Transfer immediately to the Federal Records Center . .ar~~, -
Dest? oy 3-y-ea-r-s--Hl-e-r-ea-f-t-er-; ef;/AA- / p/cr• 

6. Nonreceipt Check Files 

Files consisting of SF-1184, Unavailable Check Cancellatio1, 
Request to Stop Payment, used to request copies of checks 
from the Treasury Department and resolve payment disputes 
in instances when Title XVI recipients allege nonreceipt 
of payment checks. Also included in the file are district 
office memorandums, claimant's statements (Form SSA-795, 
Statemenb of Claimant or Other Person), and photocopies 
of canceled checks. Documentation is forwarded to 
district office for resolution. Files are maintained by 

SAMPLE OR 
JOB NO 

~ -.t, /, 

PAGE OF 7 
5 

10 
ACTION TAKEN 

½ ~ 

I 

115-203 Four coploa, Including original, to be 11ubmltted to the National Archlvea STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Serv,ces 

At1m1n1c..tr::11t1nn 



• 
PAGE OF 7IJOB NORequest ·for Records Disposition Authority- Continuation 
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I 

. T. I. DESCRIPTION OF ITEM SAMPLE OR 10. 
(With Inclusive Dates or Retentton Periods)ITEM NO JOB NO ACTION TAKEN 

claimant's name. 

Destroy 1 year after resolution of nonreceipt question. 

7. State Repayment Files 

Records documenting the requests for and repayment of 
interim assistance payments to State Social Services. 
Those States that require interim assistance payments to 
be repaid from the initial Title XVI check by SSI 
recipients will request RAU to initiate repayment actions. 
Records may consist of State-developed forms, listings, 
correspondence, or equivalent documents. Periodic 
reports may be submitted to the SSA regional office. 

Destroy 3 years after date of repayment. 

C. File of Problem Cases 

Records consisting of computerized listings, copies of 
claims folder documentation, such as SSI record displays 
(SSIRD), and input documents used to control and resolve 
problem SSI cases. These are cases requiring special 
systems expertise for which RAU is the central handling 
point. 

Destroy after problem cases are resolved. 

D. Systems Records 

1. Form SSA-8028, SSI Claims Control 

Form SSA-8028 or related documents used to input case 
location or actions for Title XVI claims. Information 
on the form consists of type of action, type of claim, 
application date, number holder ID, date of birth, social 
security number, and claim number. 

Destroy 3 months after input. 

2. Miscellaneous Edit File 

File containing unresolved complex systems edits that 
have been forwarded to the RAU by the district offices 
for resolution. Edits may result from payment status 
problems, incorrect addresses, or representative payee 
problems. Included in this file are listings of edits, 
systems queries, and copies of SSIRD's. 

1t5-203 Four eopl111, Including original, to be Gubmltted to the Notional Arehlvea STANDARD FORM 1IS-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
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7. I. DESCRIPTION OF ITEM 10SAMPLE OR 
(With Inclusive Dates or Retent,on Penod1) ACTION TAl<ENITEM NO JOB NO 

Destroy after resolution of edit. 

E. Microfiche Records 

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

Destroy upon receipt of updated microfiche. 

• 11$-203 Four coplea, Including or11,!nal, lo b11 aubmlttlitd to the Notlonel ArchlYea STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Serv,ces 

Adm,n,stration 
C-Ol.JO IA1 ,...C'C\ 1n1_11 ..t 
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•1NSTRUCTJONS 

'T- - .., ,.. - , - •• f' \ 
••• J ., ..,l,- > . . . •-

General-Instructions: 

Usc Standard Form 11.5 (obtainable from supply dcpou of the 
Federal Supply Service. Gener-al Services Administratjon) and the 
continuation sheet Standard Form JI Sa (obtainable from the Rec­
ords DispositJon Division. Offi~ or Federal Records Cenlcl'I. Na-

- -tional Archives and Records Service. Wuhingion. D.C. 20408) to 
obtain a111hority to dispose of records or to request permanent re­
tention or record, Detacll the fifth copy from the set and keep as 
your rdcrcnce copy. Submit the first foor copies of the set to the 
National Archives and Records Service. One copy will be returned 
to the agency as notification of items that arc authorized for disposal. 
Items withdrawr, or nor approved for disposal will be 50 marked. 
Each SF 11.5 re-quiring Comptroller General concurrence must be 

' - accompanied by a notirtCaOOn bf approval from GAO. • • 

Specific !1tStr11ctions • 

: Enrries 1, ·i, a~d J should show whai ;enc; has cu.stody ~ the 
records that arc identified on the form. and should contain the name 
o( the dcpanmcnt or independent agency. and it~ major and minor 

'subdivisions. 

... Entries 4 and .5 should help idcntif> and locate the person to 
whom inquiries regarding t~c records should be directed 

• Entry 6 should be· signed and dated on the four copies by the 
agency representative. The number of pages involved in the rcqucst 
should be inscned. • 

Box A should be checked if the records may be disposed of im­
rncd,atcly Box B should be checked if continuing disposal authority 

- -...s reqoe~ or if i)ermancnt retention is requested Only OM 0011 

cnay be checked ...: 

•£111~· 7 should co~~o the numbers of the ilcms of records idcn­
• 1ified oc the form in sequence. i.e .. 1. 2. 3. 4. etc. 

Entry 1 should \how what records arc propo!i.Cd f?r -~!spo~~- , 

I I - • .~,. ' 

Center headings should indicate wtia.1 om~·• recorda arc m­
wolved if all records described on the form arc not thou of the same 
offi~ or if they arc records created by another offi~ or agency. 

An identification ,hould be provided or Che lypcs of records in­
volved if they arc other than lutural records. for ex.ample. if they 
arc photographic records. wund recordings. orcanographic records. 

• • ~n itcm1zation..and accurate idcnrification should be provided of 
the &erics of records thar arc propo~ for disposaJ or rctentiorL 
Each 5oerics ,hould compn~ the larges.I practical grouping o! 
ioeparately organized and logically rc1a1cd matcnals tha1 can be 
treated as a single unit for purposes of disposal Component pans 
or a &erics may be listed ..cparaiely if 11umbercd consccull¥Cly a,, 

la. lb, etc .. under the general series tntry • 
A statement should be provided showing when disposal i, to 

be made of the records. thus: 
If immediate disposal is requested of ~t accumulahons of rec­

ords, the inclusive date, during which the record~ were produced 
should be -suued. 

If continuing disposal is requested fOf reoonh·tbat have accumu­
lated or will continue to accumulate. the rctentt0n period may be 
expressed ,n terms of years, months, etc., or in terms of future ac­
tions or ~vents. -A future action or event that is to determine the 
retention period must be obJCClivc and definirc If disposal or the 
records is contilliClll upon their being microfilmed. or otherwise 
reproduced or recorded on machine readable media the· retentton 
period should read ""Until a~naiocd that reproduced copies or 
recordings have been made ,n accordan~ with GSA n:gulatJons 
and arc adequate substnutes for the paper record~ •• Also. lhe pro­
visions of FPMR § 101-1 U should be observed. 

Enrry· 9 should be checked if samples arc submitted fOf an item. 
- 'However. s.ampte~ or the records arc not rcquircd unless they arc 

'requested by the N ARS appraiser. If an item has been previously 
submi11cd. the relc~·ant job and item number should be entered -­

Entry 10 should be ten blank. 
•,·I•-:·.. '.• 
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