
RE-OUEST,FOR RECORDS DISPOSITION AUTHORITY 
(See lnslruclions on reverse) 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ~RCHIVES AND RECORDS SERVICE, WASHINGTON, DC 21)438 

1. FROM (AGENCY OR ESTABUSHMEt-lTJ 

He al th and Human Services 
2. MAJOR SUBDIVISION 

Social Securi Administr ti 
3 MtNOA SUBDIVISION 

_Q_isability Determination Servi c..e_s__ 
4 NAME OF PERSON W1TH WHOM TO CONFER 1 s TEL EXT 

jlrnest P. Lardieri I 594-sn 
6 CERTIFICATE OF AGENCY AE:.PAESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 3 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

LEAVE B~ANK 

JOB NO 

NCl-47-82-2 

DATE RECEIVED 

November 5 1981 
NOTJFICAT1ON TO AGENCY 

J'::l'~!:e W1'h 11-e l'c ,~I'~,-• I~ USC 3303a!~. ~SPIJSc< fe 
~ ,\ ~c· ,c ~, ~rie- ~ •::, , • • ,ta e~11'~! 1C' 1'Pff, 1h~1 11c1, 

r,e ~.J'l'Jed 'd ~P ~di I ,:p<Jvei1 • w1thjrd\lt'n 1~ • u"°~ 10 

(i] B Request for disposal after a specified period of time or request for permanent 
retentioo. 

C. DATE E TITLE 
D )AIGN ~RE OF t~N~:~t:~.:HATIVE 

10/23/IH Department Records Management OfficerD . Geo?;e E. Deal 
9.7 8. DESCAIPTlON OF ITEM 10SAMPLE ORITEM NO (With tnclusI\le Dates or Retention PenodsJ ACTION TAKEN

JOB NO 

Records Retention and Disposal Schedule 
Disability Determination Services Records 

, 
The following series of records are created or received 
by Dis ability Determination Services (DDS) State agencies 
in implementing Titles II and XVI of the Social Security 
Act. The DDS, under regulations, makes the medical deter-

I 

mation for claimants wh-. apply for DI, BL and SSI 
benefits alleging a disability. 

1. Residual Files 

Files containing copies of disability claims 
materials. Documents may include copies of Form 
SSA-831, Disability Detenninat ion and Transmittal; 1 

Form SSA-833, Cessation or Continuance of Disability 
Determination and Transmittal; related case 
materials; or equivalent documents. Record copies 
of documents are retained in the DI or SSI claims 
folders wh:_m are maintained by SSA. 

Destroy 6 months after adjudication of the claim. 

...vt' ~,,,.' 2);',)"A _d,._'/5'c 
-a 

.eeD 7,z'e~• 
STANDARD FORM 115115-107 
Revised April, 1975 
Prescribed by General Services 

Adm1n1strat1on 
FPMA (41 CFA) 101-11 4 

http:t-o-Admi.ni.st


INSTRUCTIONS 

'General lnstruct1oqs 

l'se Standard Form I I 5 (obtainable from supply depots of the 
f-ederal Suppl)" Service. Gener.11 Services <\dm1mstrat1on) and the 
contmuat1on '>heet ~t,mdard f-orm 115a (obtainable from the Rec.• 
ord.., 01spv.. 1tion D1v1s1on Office 'Of J-ed~r.J.I Records ( enter. Na 
t1ondl A.rch1ve!> and Records Serv,ce. W ~ ..hmf,Zton. DC :!0408) to 
obtain authonty to,d,-.pose of record., 1,r to request permanent re­
tenl!on of record, Det:.ch the fifth" cop-\ from the !>Cl 1nd keep a.. 
yom reference cop)" 5,uhmtt the ?Jnt ft ,.,r t.ort1e-. of the <;et to •he 
"',, ~Hon.11 \r...,h1\fe!> .;.fld Rec, J-;. Serv '-l Ori-: 1..op\' will he returJ1e/J 
,, the ,;.1~c:ncy .1.<,, r11:.i11f!~ ,11on 01 ttem .. tn JI . r..- authun1ed for d1!-ipo,,H 

He , w1thdr,i',lr,,O p~ r Jt approved ford 1,v,1s,1l w1ll •1<" '!.O m.1ri,.ed 
t- ,n Sf- r Joli requ,,mg (. L1mrnr,1,:er (,t:"rte1«1l ... :m... un~,.,.e fllU'it !'le 
"l'mDJmed by • ,1ot1lit,1tl~m V 1pprcn ,/ fw'T) (u\O 

r--'lfrh'"{ 1 :! unJ} •hould ,hou. wl'IJt 1.penq h,,c; cut.tody of the 
c, ,,J, that Jrc 1den11f1t:"IJ on 1be foun, _..11(.( 1,hould .....,ot,un then 1U1e 

dtt- dep.n11nent or ndepend~nt di:.'t:'l"i.,.,, nd t, ITTJJOt .ind m,1 ~-, 

u~J1v1<,,1on, 

l:,"tr-it 1 4 <ind ~ .,h,1u,i:l help 1dent1I', ~nd lt1c.J.te 1he per-,on to 
"'-. 1m .n4ume ... r~ ~ rdmp the r~1..(lrd~ .,t,.iu!d h(- direLtei:l 

Fnr, fi ,,t,(,1,l,J '°It ,ii,.,n~i:l rd tl.:1tc:d on th!! fo,1r ... op1e" b\' thr 

,yt.n~ ~ .-er,r~,enf41t1,1: The- riurnbt:r ,,fpdj:>C:'- mVllh"ed m lhc rtque,.t 
hvul::.1 ~ m,erted 

!:lo,r, '\ \huuld b.e che1..ked 1f the re<.ord, may be dl'pt,...ed of jtn 

medutely Box B c.noul(l he checked 1f contmum(! d1c.poc..AI 3Uthonl} 
1, reque,tei:l or if perm.inent rete11t1nn 1.s reque,;ted Only 011e box 

~-ty he checJed 

Enrn 7 should cont..tm !he du~be"'rs ~fthe 1lem~ of records 1den­
t!lied on the form m c.equence. 1 e _ I 2. J. 4. etc 

Entn X .-.hould .-.how wh,d reLord,; dre propo ..ed for d1c;po,;al 

S'lAewrds Officer 

Center he.tdmgs should mi:l1cJ1,te what offi+e's ~cor.ds are m·"'•volved 1f al1 records descnbed on the fonu are not those of the same 

office or 1f the)' are records created by another office or agency. 
An tdenhfiCdt1on should be provided of the types of recort:ls in­

volved if they d.re other th~n textural records.. for example. if they 
,_re photogr.Jph1c records.. c.ound recordmg.,. or cartographic record, 

Ao 1tem1z"'uon ,:;lld .......... urd.te i.der,i1ftc..·"lon ,;;hould be p1uv1ded of 
:he ">ene~ uf ren,~J!.. rhc11 ..,,c propo...ed for a, ... po..,dl ur retention 
b,ic.h sene, -.huuld compn ...e the ,argest pi o....w,..J lfOL/,Pln~ of 

,;eparatel~ or;. ,mLed ..-:ind loi;".lc~lly ret.::tted m .teni:l.lc; that c,m ~e 
lrt,,;1ted ".,_ ,rnrle umr !l,r "1u1pihl;"~ l1fd1sp,1•,.1l lompon.ent p ...rt, 
o! d •t.'.'ne" rn,., tie 11'\led ,ep ,r!':.tely 1t 9 ,lflhered coo-.;;:cuw.. el,' o1"> 

' . I b etc ;...nJ.-1 ·t1-e genc-r,:il ,ene;a., ~t,try 
\ \l.demi:nt o;"',iuiJ he prn,.•J~d: -~0~1og wher, li'l <apo"',11 ,. to 

he made of ,; ! re... ords thll:, 

tf 1m111td,,1te ca,..,po..,.il , .. re1.1ue..,te1J of p.i~, ....... 1..umu1r111on.. nf cec 
\)rd, the md11, ,.,e d:.1e, .chinnJ wh1...h 1!:le reLord., .... ..-re rw,,,Utced 

,ho1.1 1d be '!otated 
ff .,ontmu1n,, ~~"''"' ,~ ,-e,1.41.1e,tei.1 t.:ir n-... ord~ rt, • .,. ,,.-. 1.. .. umu• 

ated or w,li .... 1f"jf1t•11C' ro ~,._,.._.,m,, 1tr' he reter,t, • (it-n<Ml m •1, N 
e,pre,,ed ,n tenn., ,t ye~r--. f10flth ... e!1.. . (,r n l!r,,,-. nf l1Jttm _,_, 

t10n.. or event~ '\ u.. 11 .. c: i..1100 or C\',;;nt m-,,t J' {0 ~""'~r, fk: the 
1"t"ter1r,,n, rcnod m,1-.1 1"- ob;e... uve , . i..efinn.e n J,~rv., 1 vt the 
rc ... oi-d~ ... 1..ontHt;; ~nt .i,pun their N:'il'l ' m1crofH01t:"d. or othen;.1.,c 
rc:pnxh..11..ed (1c" r..-, orct, .J dn m ... '71n~ ·t, .J..1Me rr,e._' ~ the- etentto,, 
renv<l ,ho,1\J re d l ntu ., ... e11e1n1ed !h~,t ,er-ruduu:d ._,,p1e, 1,r 
re1.orJui;_,, h.,.,..e t,ee-l f}~_.lk in .J1..<.mdan1.lf. w.Jth C.,5, '\. ~e~, ,1•,c,n.., 
..tnd .. re .:1t:le1.1v 1tf: ..,,.n-..,1t1,te.., for the p-per fe~otd, Aho !h., pro­

v1-.1on'i of 1-P\tR ~ '01-l I~ ,hould b~ ob<,crwd 

Entn' 9 ,hould be Checked if -,Jmple-. dre' ~bm1tted for e:t,"I item 
Ho....,.e.,,er ...-..tmpli,; o( the ;e~ords ,tre ft\ll requ1~e.d .,mle~.s·ihey- ~re 
reque,ted by the N '\RS dppr.i!,;er 1r Jn 1iem t!Js he.:n prcv1ou-.ly 
.. ubm11ted. the rele\fdRt ,ob ani:l item number ,;t,ould be enterei:l 

E.ntn JO .. houl(l be lefl bl.ink 

~tandard Form 115 :u.C"-'. Rh .:1 ,~ 

http:dl"po~.tl
https://prcv1ou-.ly
https://J1..<.mdan1.lf
https://rc:pnxh..11
https://l1fd1sp,1�,.1l
https://lt1c.J.te
https://m.1ri,.ed
https://Gener.11


Request f

7 
ITEM NO 

IJOB NOor Records Disposition Authority-Continuation 

9
8. DESCRIPTION OF ITEM SAMPLE OR

(With Inclusive Dates or Retention Periods) JOB NO 

PAGE OF 

;J.. v-1.. 3 
L,' 

10. 
ACTION TAKEN 

2. Case Control Files or Records 

Case identification information used to control loca­
tion and processing of the claim while under the 
jurisdiction of the DDS. Infonnation may be 1n 

manual form (e.g., card file or local form) or auto­
mated form (e.g., computer-controlled system) and 
usuallv consists of social security number, name, 
address and other claimant identification information. 
These files are used by the DDS for reference purposes 
after the claims folder has been forwarded to an SSA 
component. SSA maintains case control information in 

automated DI and SSI systems. 

~eview file annually. Remove and destroy case 
control infoI1T1ation for cases having been adjudicated 
1 year or more. 

3. Case Working Files 

Working files created or received by disability 
examiner in adjudicat~ng a DI or SSI claim. These 
consist of initial notes~ rough drafts; blank forms 
and questionnaires returned to the DDS; returned 
envelopes; duplicate copies of the same material from 
the same source (except medical information); duplicat?. 
copies of reports of contact·; and copies of correspond­
ence to claimant and physicians pertaining solely 
to apnoint~ents for medical exams when the claimant 
kept the appointment. 

a. If working papers have ·been associated with the 
claims folder: 

Review folders prior to shipment and remove and 
destroy any work~ng paners. 

b. If maintained as a separate working file: 

Destroy upon shipment of folders after case 
adjudication. 

115-203 Four copies, including orfglnal, to be subm1hed to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Adm1n1strat1on 
(,f'() l!J"i!, () 579-307 FPMR (41 CFA) 101-11 4 



IJOB NORequest for Records Disposition Authority-Continuation 

7. 
ITEM NO 

••8. DESCRIPTION OF ITEM SAMPLE OR 10. 
(With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

4. Consultative Physician 1 s Files 

Card file or equivalent records containing names 
of. physicians who have expressed a willingness to 
conduct consultative examinations (CEs) of claimants 
for the DDS. The records contain information relativ 
to a physician's specialty, past experiences in sub­
mitting reports and appointment hours. 

Remove and destroy cards when physician no longer 
participates in the CE program. 

5. Fiscal Documents 

These are documents relating to DDS expenses in_ 

administering disability determination programs for t 1e 

Social Security Administration. Included are docu­
~ents relating to the purchase of consultative 
examinations (CE), ano/or payt11ents for medical 
evidence of record (MER) for titles II and XVI 
c lait11ants. 

These may include copies of documents authorizing 
the purchase of or oayment £or the requested 
evidence, including statements or verifications 
that services were received. Also included in this 
records series are records created to document the 
DDS administrative expenses of the disability deter­
~ination pro~rarn.. These may consist of staffing 
records, equipment purchase record':i, Sface alloca­
t~on records, indirect cost allocation agreements 
and related documents, or any other records created 
or received to doclUTient administrative expenses. 
Fiscal documents including those related to CE 
purchases or payments for MER and administrative 
expenses, are audited by Health and Human Services' 
Inspector General Audit Agency. 

a. Prior to folder shipment, remove any CE fiscal 
documentation which may have been retained 
in the claims folder. Associate with other 
disability program fiscal documents. 

Destroy 6 years and 3 m:mths after the 'per'iod 
COKered by-the account. 

Four copies, Including orlglnal, to be submitted to the Natlona-,~A-,c-h-lv_e_a___i___S_T_A_N_O_A_R_O-'---F-O_R_M__1_1_5___A___ 

Revised July 1974 
Prescribed by General Services 

Admmrstrat1on 
\,f I bl' 57 -3R"j FPMR (41 CFR) 101-114 

115-203 


