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REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS
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Stundnrd FoSin No. 145
Pevised Novehdber 1901
Preseribed by General Services
Administeatiog
GSA Rex. 3-1V-166
115-102
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LEAVE BLANK

To GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORES SERVICE. WASHINGTON 25, D. C,

1. FROM (AGENCY Oit ESTAZLISHMENT) A
Department of Health, Education, and Welfare

2. MAJOR SUBDIVISION ) o
Social Security Administration s

3. MINOR SUBDIVISION ok
. Retirement and Survivors Insuranc°

MAR 1% 1973

JOB KO,

DATE APPROVED -

v 1B3gls 3

NOTIFICATION TO AGENCY

IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC
LAW 91-287 DISPOSAL OF ITEMS MARKED "DISPOSAL -
APPROVED" IS AUTHORIZED. |

!

[4 -
4 NAME OF PERSON WITH WHOM TO CONFER T 5. TEL. EXT. é'nir-:j o ((D /ﬂ /k?/// )
¢ Arthur J. Benner e 45771 aétifnnstrop1n5u~ntnsrm%s ‘
6. CERTIFICATE OF AGENCY REPRESENTATIVE: e N ‘

. I bereby certify that X nm suthorized to act for the head of this agency in matiers pqtmmnz to t‘xc dnspow& ofrtcords. and that cht records desceribed in th s st o«

cchedulc of .gi_ pages are proposed for disposal for the reason indicated: (X only one)
A

L]

8

The records will cense to have sufficient value
Lo warrant {urtaey retention an the cxpiration
of the period of time indicated or v the ocedrd

The records have
ceased to have sufiie
cient vulue to warrant
further retention,

et

‘Iaou..

Department Records

'Hanagement 0fficer

{Title}

. 8. DESCRIPTION OF {TEM
(WITH INCLUSIVE DATLS OR RETENTION PLRICDS) -

9.
SAMPLE OR
08 NO.

10.
ACTION TAKEN

RETENTION AND DISPOSAL SCiEDbLE
PAYMENT CLNT”RC

R O P ) RO

administration of
programs pursuant
They are filed in
the files are not

e

the payment centers.

. . - . . “ N ) .Q K
1 OFFICE GENERAL ADHINISTRATION RZICORDS

LS DAl S LI

o

e

|Tne files described in this schedule are created in the
the Retirement and. Survivors Insurance
to Title II of the Social Security Act.
However, all of
maintained in any single office.

e

The records described below relate to the performance
of routine administrative operations and obtaining
housekeeping-type services from the organization responsible

for providing them.

A, Office General Management Records

These files consist of
internal management or
office, Included are:

documents related to the
general administration of an

Time aricioo). fo Le subauiticd $o the Naticnal Archives and Recerds Service

| £ 20 WV 4

CF
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REQUEST FCR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7.
ITEM NO,

&. DESCRIPTION OF ITEM
{WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPL.E OR
JOB NO.

0.
ACTION TAKEN

1. Documents concerning internal office procedures,
hours of duty, and individual duties that do
not have continuing applicability.

2. Documents relating to office participation in
charitable affairs, such as blood donations and
contributions to philanthropic or charitable
associations.

3. Documents relating to parking, traffie control,
and allied matters.

4. Documents relating to safety within the office
including office copies of accident reports.

5. Documents relating to the general routine use of
automatin data processing (but not documents
concerned with the employment of automatic data
processing for performing specific payment center
functions or processes thereof).

Deatray 1 vear following the close of the calendar
year in which the material is dated.

Housekeeping Instructions

These files consist of documents relating to the
preparation and issuance of coffice memorandums and
comparable instructions that are applicable onlv to
internal practices and housekeeping details within

the preparing office. Note: This definition is not
applicable to instructions prepared by an office that
are issued on a payment center wide basis. The latter
are to be retained in accordance with item 1, General
Records Schedule 6, ADS Guide 40-2.

Destroy on ‘supersession or obsolescence,

¢

- DISPgsAL AppROVEL

oisp

ST

AL APPROVE

Yowr copies, including original, to be submitied 1o the Notional Azchives and Recards Service

GPY 1RO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

9,
7. 8. DESCRIPTION OF ITEM 10.
- ITEM NO. (WITH INCLUSIVE DATES OR RETENTICN PERIODS) 5‘_‘,’3&‘5&“ ACTION TAKEN

C. Office Organization Records

Documents relating to the organization and functions
of an office, such as copies of documents which are
duplicated in the management office or comparable
offices charged with determining the organization
and functions of the payment center.

bisp
Destroy when superseded, cobsolete, or no longer ~,_5HL4ﬂmnv
needed for reference. ———i0

D. Records Disposition Records

Documents reflecting the location and/or disposition
of records retired or transferred out of an office.
Included are Standard Form (SF) 135, Records Trans-
mittal and Receipt, and equivalent documents which
list records transferred to Federal Records Center
(FRC). ‘

“Doctrey when all recorde veflected on.the-list have ...

1 I A
been disposed of. i‘i’ﬁi’-.‘_’;{i‘m

E. Office Service and Supply Records

Documents relating to ordinary supplies and equipment
used by an office; office space and utilities;
communications, transportation, custo‘dial, or other
services required by an office; and to the general
maintenance of an office. Included are:

1. Requests for supplies, receipts for supplies and
equipment, and similar papers pertaining to offic
supply matters.

1

2. Requests for publications and blank forms, and
other papers relating to the supply and distribu-
tion of publications to the office.

3. Documents relating to local transportation and
custodial service required by an office.

4. Requests for installation of telephones, telephon
extensions, change to telephone directories, and
similar papers.

1A

Destroy after 1 year. . msqoa@.,\gpnu

Fonx copies, including onginal, to he submittew to the National Atchives and Records Service (X, RS Sy, SR § N
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8
7. 8. DESCRIPTION OF I1TEM . 10,
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIGDS) 5"}'3%%58“ ACTION TAKEN
11, OFFICE REFERENCE RECORDS

The records described below are maintained to provide
a source of reference materials readily available to the
office.

A. Reading File

Extra copies of outgoing communications (arranged
chronologically) which are maintained for review by
staff members.

Destroy 1 year following the calendar year in which WOIS§OSAL APPROVED
the material is dated. Earlier disposal is authorized. ]

B. Technical and Reference Publications

These files consist of copies of issuances, including
reference binders, and other publications issued by
any element cf DHEW, S£SA, cther Government agencies,
and non~-Gcvernmental organizations, which are maintained
by an office for reference purposes. These files alsq
include memorandums, letters, messages, or other
documents used to transuwit program instructions in

advance of official SSA issuances.

Destroy when superseded, obsclete, or when no longer BISP4saL ap
needed for reference. '"“ﬁ*‘““zgmgﬂ
IIIL. PERSONNEL RECORDS

These records cover both those maintained by payment
center personnel offices and those maintained by operating

‘officials.

A, Official Personnel Records

These records are accumulated by payment center personhel
offices and consist of various documents created in
taking official personnel actions for individuals in
grades G5-13 and below.

Retain in accordance with General Records Schedule 1, Lﬁﬁgﬁg;aft
Civilian Personnel Records, Exhibit 1, Administrative )
Directives System Guide SSA.g:40-2.

+

Yowr copies, including ariginul, 16 be submitte t to the National Archives aud Records Service (VIR S NS EE
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7. 8. DESCRIPTION OF ITEM SAM:LE on .
ITEM NO, (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. ACTION TAXEN

B. Operating Officials' Records

These records consist of working copies of employee
records used by and authorized for operating and
administrative levels in S$SA. The official copies of
these records are maintained elsewhere such as
personnel, budget, or payroll offices. 1Included are
copies of SF-52, Request for Personnel Action;
supervisory aptitude evaluation forms; emplcyee
appraisals; employee record cards; reports of employes
interview concemning rating, appraisal, and job condudt;
within-grade notificaticn; leave record ecard; SF-1012,
Travel Voucher; HEW-1, Travel Order; and similar
documents pertaining to individual employees.

Destroy in accordance with Appendix B, Filing Retentidn DISPDYAL APPROYED
Table (Employee Records and Files), chapter 1X, SSA
Guide 1-4, Personnel Guide for Supervisors.

C. Personnel Reports

"Docusents rélating to personnel statiutical informatign
. such as separation reports, paymen: center personnel
reports, statement con emplovee conduct, retirement
reports, offic’al time on management activities, and
similar personnel reports. Included in this category
are equal opportunity employment activity reports
consisting of Form S$SA~1987, Quarterly Report of
Precomplaint Counseling; Semiannual Report of Continuilng
Program of Affirmative Action; changes in minority
data file; CSC Form 113-C, Monthly Report of Federal
Participation in Economic Opportunity Program;
reports on status of minority groups; HEW Forms 415 and
415A, Summary Reports of the Handicapped; HEW-425,
Individual Placement of Mental Retardants; HEW Form
4254, DHEW Roster of Mental Retardants Emploved; turn-
over reports; Annual Report of Outside Work; Report
of Hires from FSEE; outstanding lump sum leave paymentis;
and similar type personnel reports.

. Destroy 2 years after the year in which the reports Dispgsay, ‘
are dated. — = APRRovg

Yowmr copics, incloding original, 1o b submitted to the National Archives and Records Service [ R N S R S
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7.
ITEM NO,

8. DESCRIPTION OF ITEM
(WITH IKCLUSIVE DATES OR RETENTION PERIODS})

9
. 10
SAMPLE OR

JOB NO. ’ ACTION TAKEN

Iv.

FACILITIES MANAGEMENT RECORDS

A,

. or a superior performance (individual or group) award

Incentive Award Case Files

Files documenting a suggestion or a special act, servi
recommendation. Included are suggestions, recommendat
acknowledgements, evaluations, notices of adoption or
rejection, and directly related papers.

Destroy 2 years after final action on the case.

Incentive Award Reports

Documents created to provide statistical information
on participation in, awards approved under, savings
resulting from, and other information about the
incentive awards program. Included are Repori on BRS]
Incentive Awards Activity, Semiannual Report of
Suggestion Activity, and Annual Report of Award
Activity, and similar reports.

Destroy 2 years after the year in which the reports
are daied. . S e

Training Reports

Documents reflecting actual training progress and
accomplishments. Included are Form SSA-759, SSA
Training Report; Form SSA-1946, Report of Training
Courses Authorized; and similar reports used to
report training.

Destroy 2 years after the year in which the reports
are dated. :

Records Management Reports

Documents reflecting the preparation of Form SSA-1804,
Report of Selected Records Management Activities, and
other records management reports such as report on thd
estimate of filirg cabinets needed for each calendar
year. Included are source documents, retained copies
of reports, and similar papers.

Destroy 1 year following the year in which the report

is dated.

Ceq- R iy %

ions,

0ISPOSAL APPROYED

sispsal APPROVED

S15P43aL APPROYES

nsplisal ARPROVE

Fowr copics, incloding original, to be sabmitied to the Notional Arzhives and Recorda Service I R e IR L
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM RO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PCRIODS)

8

SA&*PL:E OR
JOB NO.

10.
ACTION TAKEN

Individual Procurement Transactions

.property received.

These files consist of retained copies of requisitiong;
-purchase orders, invoices, receiving reports, and

comparable contractual instruments maintained for
administrative purposes by facilities management
offices within the payment center.

Destroy 2 years after the year in which the material
is dated except transactions made under the
provisions of Administrative Directives System Guide
BRSI1.s:130-8, Property Management. These transactions
are cfficial files and must be retained for 3 vears
following the year in which the transaction is con-
summated.

Government Bills of Lading

These files consist of retained copies of Government
bills of lading relating to property shipped zand

Destroy 2 years after the year in which the material
is dated.

Government Bills of Lading Registers

These files consist of journals or logs containing
data on each bill issued or accomplished; to whom
or by whom issued; date of issue or accomplishment;
consignee; and consignor.

Destroy 4 years after last entry.

Forms Management Reports

Documents created in reporting forms usage in payment
centers consisting of Form SS5A-5097, Monthly Inventory
Report of Major Usage of Yorms; quarterly reports
of overprinted forms and comparable forms; and related
correspondence.

Destroy 1 year following the year in which the reports
are dated.

e s Mo e, T

P

3

PISFISAL APPROYVER

Dis

POSAL APPBOVE

prans.

DISPdsAL appagyag
R g

Bishagus arpagyaR

Fonx copies, inclinding eriginal, to be submitiac to the Noticnal Aschives sod Records Service
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ITEM NO.

8. DESCRIPTION OF {TEM
(WiTH INCLUSIVE DATES OR RETENTION PERIODS)

3.

SAMPLE OR
JOBNO.

w—

10
ACTION TAKEN

P ————

Motor Vehicle Usage Reports

Documents related to charges and costs for the use of
and repairs to GSA motor vehicles by payment centers
which include GSA Form M-494, GSA Motor Pool Charges,
and directly related papers.

Destroy 3 years after the year in which the reports
are dated.

Postal Services Reports

These files consist of Form SSA-6052, Report of Posta
Services, or equivalent documents used to report
payment center postal services montly costs,

Destroy after 1 year,

SOCIAL SECURITY PROGRAM ADMINISTRATION RECORDS

A..

~Retirement and Survxvor; Insurance General

CorrespOﬂdence Files

Documents relating to the general administration of
the Retirement and Survivors Insurance Program.
Included are copies of correspondence, memorandums,
and similar papers concerning clarification of proced
and technical advice and recommendations pertaining
to changes in the program. Also included are routinpe
comments on claims manual instructions, regulaticns,
and other publications prepared by another office
having primary responsibility.

Destroy after 3 years.

Uorkload and Staffing Reports

Documents created by payrent centers in evaluating
workload and staffing requirements. Included are
Award Processing Workload Reports, Case Disposition
and Routing Staff Workload Reports, Records Maintenan
Worklcad Reports. manpower reports and estimates, uni
production records and reports, and Part I, Fcrm
83A-1906, Weekly Staffing Report. N

Destroy 2 years after the close of the calendar year
in which dated. Earlier dlswosal is authorlzed

ures,

Ce

Disng

SAL App
— R0V

AL
ArPROVED

3@2@*;

APPROYED

Fowr copick, ircloding original, to be uxlmuﬂ« ta the Natianal A:c)uvu and Records Service
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DFECRIPTION OF ITEM
(WITH INCLLSIVE DATES OR RITERTION PERIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

VI.

C. Nonrecord Files

AUTOMATIC DATA PROCESSING RECORDS

A'

N

Nonrecord files include, but are not necessarily .. _._.
limited to, the following types:

1.
which are duplicated in the official files
of the payment center.

Documents received for general information that
require no action and that are not required to
document a particular action, case, or project.

Notes, drafts, feeder reports, clippings, and
other nonessential working papers leading to
final results or findings in a project, study,
or case, but not formal recommendations,
clearances, or similar material essential to
the official file.

Cards, listings, indexes, registers, and similar
. w.....documents used in controlling or facilitating
program work. Excluded are nards, listings, and
registers for which specific disposition
instructions are described elsewhere in this
schedule.

Destroy 1 yvear following the vear in which the materi
is dated, or 1 vear after completion of the project,
as applicable. Earlier disposal is authorized.

ADP Reports

These files accumulate in payment center computer
processing sections and consist of documents containi
management data on costs, equipment, staffing, worklo
capacities, operation and maintenance costs, and
overall effectiveness of automatic data processing

operations.,

Destroy 2 years after the year in which the reports
are dated,

o § mene

Copies of documents maintained by action personnkl

ng
d

DISHOSAL APPROVED
[ st

DISROSAL APPROVED

Four copics, includin g vriginal, to be submitted "o the National Archives and Recards Service

CAY e, O-T i3 T
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“VTEM NO.

8. DESCRIPTION OF ITEM
(WITH IRCLUSIVE DATES OR RETENTION PERIODS)

8. 10.
SAMPLE OR
PSP ACTION TAKEN

VII.

A.

Data Processing Activity Records

‘2. Remaining Files: Destroy on completion of

MANAGEMENT RECORDS

Documents maintained by computer processing activities

in providing machine services to other offices within
the payment center. These documents are used in the
preparation and coutrol of recurring and one-time
tabulations, machine runs, reports, and similar data.
These data are in tuvn used by other offices in
connection with such functions as fiscal, claims
processing, reconsiderations, exception processing,

post~entitlement, and various other purposes. Included

are master, detail, and summary punched cards and
tapes, copies of tabulations, machine runs, and
reports.

1. Individual cards or tapes which become obsolete
as a result of routine updating of master files:
Destroy 30 days after the update cycle,

T nentroemparzble renorr. when. £iles have served
their intended purpose, or after 30 days,
whichever is later.

Data Processing Control and Balance Records

Documents maintained by payment center computer
processing activities to verify cumulative balances
reflented by master or detailed summary cards or
tapes. ‘

Destroy on supersession or obsolescence,

Payment Center Reports

Weekly, monthly, and quarterly computer-generated rep
for the use of budget management in establishing
personnel requirements, overtime, measurement of claig
workload, and other operations in the payment center.

Orts

-

DISPPSAL APPROVED
APPROVED

.. .. DISPOSAL APPROY]

Fonur copice, inclnding original, 1o be submitted to the Notional Archives and Records Service O % O T
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ITEM RO.

8. DESCRIPTION OF ITEM
{WITH DHCLUSIVE DATES OR RETENTICN PCRIODS)

S

SAMPLE OR
JOB NO.

10.
ACTION TAKEN

VIII.

ADMINISTRATIVE MEASUREMENT AND PLANNING SYSTEM (AMPS) REC

A.

1, Weekly reports: Destroy after 6 months.
2. Monthly reports: Destroy after 1 vear.
3. Quarterly reports: Destroy after 5 years.

Pacer Reports

These are weekly payment center reports consisting
of FTorm 85A-1971, Weekly Payment Center Report, or
their equivalents, and related papers which identify
claims work, regular production, cvclical work,
payment service activity, inquiry and problem cases,
workload, staffing and similar information.

1. Office responsible for consolidating report:
Destroy after 3 years, except that feeder report
and work papers may be destroyed after 1 year
or earlier if they have served their purpose.

2. Offices contributing to the report: Destroy
. 3
i

arter 1 year Or wihen PULpUsSE las vedil 3ETve
whichever is earlier.

AMPS Daily Excepticn Listings

These listings printout those records which do rot
balance daily and are used to identify exception
conditions so that corrections can be entered into
the system. The exceptions are the only data availab
on an individual basis for all emplovees. Exception
listings contain the employee's number, the organizat
number, each operation performed by the employece, the
number of items processed in each operation, cnd the
number of minutes expended in each operation.

Destroy after monthly listing has been balanced.

DRDS

le

ion

¢

DisRAsAL APPROVED

DISPO

AL APFROYED

DISPOSAL APPEGYED

DISPUSAL APPBOVED

 LPaRL arpmoven

gisp

Si8rdsa arpaove

Four copies, iacinaing original, ta be submitta d to the Notional RAechives and Records Service
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7 8. DESCRIPTION OF ITEM $ 16.

. ITEM NO. (WITH INCLUSIVE DATES OR RETENTICN PERIODS) Sf,’é‘é‘ﬁgﬁ ACTION TAKEN

B. Summary Monthly Unit Reports

These reports are produced by the SSA Central Office
and are similar to the monthly organization reports
prepared by payment centers. Included in the reports
is such information as the number of hours, number
of items, and a production rate for each measurable
operation code for total time as well as regular

and overtime.

Destroy after 1 vyear.

C. Summary Monthly Organization Reports

These reports summarize -the operations that appear
in all units so that, in effect, identical units
become one. The revorts serve as a bridge between
the national picture and the organizational picture
contained in the monthly organizational reports.
 DisPysaL appROVED

“Nactrasr ofror T o t@asy e e
Loyear.

D. Monthly Manpower Organization Reports

These are retcined copies of Central Office reports
sumnarizing the total manpower used in hours and
wan-months in specific groupings of organization,
including the special organization established for
processing cyeclical workloads such as annual reports,
the Actuarial Reduction Factor Program, etc.

Pestroy after 1 year. DisPgsay APPROY
3 D

E. Monthly Manpower Activity Reports

These are retained copies of Central Office reports
which show a summary of the total time spent eon
unmeasured activities during a month. They contain
summaries of manpower expended on cyclical workloads
and manpower used on staff activities.

Destroy after 1 year, k Dispogar, APPROYED
e—— . —

Yoar copies, inclading original, to be rubmitied fo the National Archives and Records Service [ e S SR
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ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

g

10.

SAMPLE OR
AMPLE O ACTION TAKEN

IX.

F. Employee Daily Work Reports

These reports consist of Form SSA-3010A, Ewployee
Daily Work Report, and their equivalents which contain
such information as employee numbers, organizational
code, employee code, and all of the operations
performed during the day.

Destroy after the monthly listing has been balanced.

RECOVERY OF OVERPAYMENT AND SUPPLEMENTARY MEDICAL INSURANCE
PREMIUM COLLECTION RECORDS

These files described below accumulate in the controlling
and accounting of all monies incorrectly paid to social
security beneficiaries. They consist of records generated
as a result of an automated system, Recovery of Overpayment
Accounting and Reporting (ROAR), and those created in
reccovering health insurance overpayments or in paying SMI
premiums, ‘ T ‘ : TR -

Al  Computer Input Coding Records

These files consist of Form §SA-1112, Accounts
Receivable Coding Sheet, and equivalent documents
used to enter accounting and statistical information
into the ROAR System.

Destroy upon verification of their acceptance in the
ROAR System.

B. Daily Journals

These are computer listingsidentifying daily activity],
such as establishrment of overpayment, conserved and
misused fund accounts, remittance credits, waiver
actions, corrections, adjustments, and similar actionks
affecting disposition of the accounts on record. A
cumulative record of these transactions is produced
monthly.

Destroy after receipt of monthly cumulative record.

J

DI{POSAL APPROVE

DISPQSAL APPROVED

DISPOBAL APPROVED

Foux copier, incloding eriginol, to be submitted to the National Archives and Records Service

L R e b B I
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-7 6. CESCRIPTICH CF 1TEM 2 i 10.
ITEM HO. (VTR IHCLUSIVE DATES OR RCTEXTION PLRIODS) ' S’B&Lﬁgn ACTION TAKEN
\ o

c. Monthly Cumulative Records

These are monthly computer listings representing -
transactions through the last day of the month to =~ ===~
which they pertain. They further contain a complete: ’
history of all established overpayment, and conserved

and misused fund accounts, both open and closed. V

Destroy when superseded by an updated list. OT§POSAL APPROVED

|
1
|
D. Remittance Register !
!

These files consist of Form SSA-124, Remittance Register,
which identifies all receipts of cash, checks, postal
notes, and money orders including those relating to !
refund of a health insurance overpayment or payment
of SHI premiums.

Destroy 3 years following the close of the calendar

year in which the registers are dated. M‘r"jﬂ' APPROVED

3

E.  Daily Journals of Health Insurance Recovery Actions

These files consist of Form $SA-123A, Daily Journal
' of Health Insurance Recovery of Overpayments of
Health Benefits.

Destroy 1 year after the last entry on the form.
DISPOSAL APPROVED
it pglind, £l

F. Health Insurance Overpayment Ledger Cards

These files consist of Form SSA-5079A, Health
Insurance Overpayment Ledger Card, or their equivalents,
used to maintain a record of repayments by health k
insurance beneficiaries. i

1. Collection action waived or overpayment repaid: l

Destroy after 1 vear. . B*SPOSAL APPROYED

2. Collection action suspended:

’ {
Destroy accumulated cards upon implementation of Phase Il
of ROAR System (Recovery of Overpayments, Accounting oisp
and Reporting). -dsi‘-&mggm

et et o wn s e % L it —— ¢ o o7 re s n [ B L R TR T
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(WITH INCLUSIVE DATES OR RETENTION PCRICDS)

8.
SAMPLE OR
JOB KO,

10.
ACTION TAKEN

Reports of Recovery and Collection Actions

These files consist of Forms 0A-C 397, Report of
Recovery and Collection Actions, and SSA-397A, Report
of Recovery and Collection Actions (liealth Insurance)
or their equivalent, which summarize individual
payment center activities regarding the recovery

and collectiorn of Title II and Title XVIII overpaymen
from social security beneficiaries,

Destroy 3 years after the year in which the reports
are dated. :

Supplementary Medical Insurance Premium Control Record:

" #2

(ﬁ) Destroy paper records after 6 monthsiﬁleansfer

These files consist of prenumbered Form SSA-1395,
Receipt and Transmittal, or their equivalent, prepare
by district offices to control and transmit tc the

payment centers all SMI premium remittances processed.

Destroy after 6 months.

Supplementary Medical insurance Premium Remittance Ko

cords

DISPPSAL APPROVED

DISPgSAL appovEp
APPRUVED

e

These files relate to the receipt, control, deposit,
and accounting of SMI premium remittances. Included
are Forms SSA-15%4, SMI Premium Deposit Journalj
retained coples of SF-219, Certificate of Deposit;
the original of SSA-1579, SMI Premium Cash Receipt,
which have been microfilmed; copies of the IBM 1203
tape; and microfilm copies of SMI premium remittances

microfilm copies to the FRC after 3 vears. Use

Record Group 217.

Ledger Account Data

These documents reflect daily refunds received from
beneficiaries regarding Retirement and Survivers
Insurance (RSI) overpayments.

Destroy after 6 months.

0‘?&; APPROVI

”’Rﬁyg'n"

bispgsas approyen

Fons copics, including original, 1o be subrmillac to the National Archives and Records Service
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7.
ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIYE DATES OR RETENTION PERIODS})

9

SAMPLE OR

JOB KO,

10.
ACTION TAKEN

X,

FISCAL AND AUDIT RECORDS

A..

Monthly Benefit Payment Records

These files consist of Forms S$SA-116, Contrel
Ledger--Monthly Benefit Payments; SSA-116A, Control
Ledger--Schedule Payments; and equivalent docurents
used to provide a record of transactions which affect
the entitlement and/or pavment status of each
beneficiary and a source of information for the
periodic preparation of financial reports. Also
included are control vouchers used to post entries

in the Control Ledger--Monthly Benefit Payments
consisting of Form SSA-117, Control Voucher; computen
run sheets when used in lieu of vouchers; and other
supporting documentation such as punchcards and
worksheets.

1. Punchcards and worksheets:
or wh.n they -have served their purpose.

Vdﬁchers'and computer runs: ‘frcnsfer to the
FRC after 90 days under Record Group 217.

Ledgers: Transfer to the FRC 1 year after the
close of the fiscal year in which dated under
Record Group 217.

Lump~Sum Pavment Records

These files consist of Forms SSA-120, Memo Ledger--Lupm

Sum Payments, which provide statistical information
with respect to the payment of lump-sum data.
are SEA-118, Report of Lump-Sum-Payments Memorandum;
554-119, Control Voucher; schedule of award forocs:
computer run sheets; and comparable documents which
support the information on the ledgers.

Transfer to the FRC 1 year after the close of the
fiscal year in which dated. Use Record Group 217.

Destroy after 90 dayks

Includg

DiSPRAAL APPROVED

DISPOSAL wor
N
4PP&¢V£§?

mnu%”

BISPOSAL WOT
APPROVED

Yonr copies, incirding otiginal, 1o be submitted ta the Notionol Aichives ond Records Service
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7. 8. DESCRIPTION OF ITEM S 10.
1TEM NO. {WITH INCLUSIVE DATES OR RETERTION PERIODS) Sf’ggﬁ.&m ACTION TAKEN

C. Benefit Detail Balanced Block Listings |

These copies of the Berefit Detail Balanced Block
Listings furnished to Fiscal and Audit by Exception
Processing Sections reflect such informatien as
balanced blocks, out-of-balance blocks, and blocks
with inconsistent items.

Destroy after 90 days. DISPOSAL APPROYED

7

D. Control Ledger Advance Filing

These documents provide a record of a summary of
transactions affecting the advance filing status

of beneficiaries. These files consist of ledgers

or equivalent documents maintained on a single entry
basis by payment status, i.e., current, conditional,
and deferred. Also included are worksheets, computey
run sheets, typewriter messages, form SSA-L107, etc.
which support the centries in the ledgers.

1.. TLedgers: Transfer to the FRC 2 years after the N ‘
close of the fiscal year in whi_h dated. Use ' "”"mil’ﬂl['iﬁ?“
Record Group 217. ~ PPROVED

2, All othe. documents: Destroy 1 year after end DlSPﬂmnpuyu
of fiscal year. o

E. Supplementary Medical Insurance Trust Fund Accounting
Worksheet

These documents are used to account for the correct
SMI trust fund amounts to be reported on SF~1081, Voz
and Schedule of Withdrawal and Credits. Included aré
daily SMI deduction worksheets and regular transcripi
SMI deduction worksheet.

[

her

Destroy after 3 years.

PISROSAL appRovER

Yoruz copivs, inclading origiral, to be submittad to the National Archives ond Records Service
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7. 8. DESCRIPTION OF §TEM ' s m;?ﬁe on 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) OB HO ACTION TAKEN

:

F. Control Ledger - Uninsured Beneficiaries

. These documents record a summary of transactions
affecting uninsured beneficiaries. Included are
‘uninsured beneficiaries control ledgers and worksheets,
computer run sheets, typewriter messages, and form
S8A-L107 which support ledger entries,

z%rsmu,
1. Ledgers: Transfer to the FRC 2 years after the APPROVED
close of the fiscal year in which dated. Use
Racord Group 217.

BN T T

\i

2. All other documents: . Destroy 1 year after
close of the fiscal year in which dated.

——— P
G. Statement of Transactions and Supporting Records e ”Jgn@?

These files consist of retained copies of SF 224,
Statement of Transactions, prepared by the payment
centers at the close of cach accounting month. (The
“originclc are forwvarded to the Treasury Department
pursuant to the Treasury Fiscal Requ.rements Manual.) I T
Also included in this category are documents supporting
the statement of transactions such as Forms SS5A-2049
Dally Report of Benefit Activity, and their equivalerdt
(late, summary, and final reports); SF 219, Certificdte
of Depouity SF 1081, Voucher and Schedule of With-
drawals; SF-1098, Schedule of Cancelled Checks;
SF 1184, Unavailable Check Cancallationy SF 10176,
Journal Voucher; SF 1166, Voucher and Schedule of
Payments; Treasury Form 5504, Debit Vouchers: SSA-664,
Adjustment in Trust Fund Accounts; Exception Processing
copy of S$SA-~110, Voucher and Schedule of Payments,
used in preparaticn of the daily report of benefit
activity; and similar supporting documents.

. Transfer to the FRC 3 months after close of the ' Jfﬂﬁgg:g&
fiscal year. Use Record Group 217. :

Prouz copiss, indnding osiginal, o be submitted to the Notional Archives and Records Scrvice GO TEI-O-TH .
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8.
SAMPLE OR
JOB HO.

10.
ACTION TAXEN

P

S PO I
-

Payment Process Audit Reports

These are monthly reports consisting of Forms SSA-204
Report of Payment Process Audit; and related document
such as SSA-2040A, Payment Process Audit Report of

Aged Cases; SSA-2040C, Payment Process Audit Explanati

of Errors and Remarks; and equivalent papers used to
analyze the report of aged cases for accounts and/or
beneficiaries that appear to be repetitive and to
analyze possible trends or problem areas that indicat
the need for procedural changes or further training.
1, Copies maintained by Fiscal Control and Audit
Section: Destroy after 2 years.

Director of Management:

2, Copies maintained by

Destroy 1 year after analysis has been completed.

3. Copies maintained by

~Destroy after 1 year.

Director of Operations:

Dailsy Concellotdon Tdayrines oo -

These daily listings received from the Department
of Treasury identify all checks cancelled by the
Department of Treasury for a particular day and are
used as an aid in identifying out-of-balance conditid
that may occur.

Destroy on balancing of the monthly totals.

Monthly Cancellation Listings

These are monthly listings received from the
Department of Treasury identifying all checks cancell
for the month which are used by Fiscal Control and
Audit Section to wverify that the total reflected on
their copy cf the monthly cancellation listing agrees
with the total of the daily SF 1098, Schedule of
Caancelled Checks, received for the month.

bispo

ns

1Y
(o9

FAL APPROVED

bi
‘jiﬂﬁflﬂmnﬂm

BrPqsaL arpRovEy

L . DisPOsAL APPRQYED
Destroy after balancing operation has been completed. B———1
Yoms copies, iuclading vriginal, ta be submitles to the National Archives sad Records Service [ AT SEL LT
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9

SAMPLE OR
. J0BNO.

10.
ACTION TAKEN

L.

M.

Returned Check Operations Listings

e T I3

These are listings containing check cancellation
information where computer-determined totals are not
in agreement with the check cancellation listings
and the SF 1098, Schedule of Cancelled Checks.

Destroy after all discrepancies have been reconciled
with the local Department of Treasury office.

Payroll Listings

These consist of bi-weekly pay
timekeeper number, pay period,
retirement deductions, Federal
other pay data.

listings which identif
gross earnings,
and State taxes, and

1. Fiscal copies: Destroy after 1 year.

2. All other copies:
. listing.

Destroy on receipt of updated

Dailvy Overtime Lozs

Destroy after 90 days, provided audit has been
compieted.

General Fund Reimbursement Reports

These files consist of reports of net reimbursement
to the RSI trust fund from general funds and include
general Prouty worksheets and computer listings
reflecting general fund totals.

Destroy after 1 year.

Fiscal Internal Control Registers and Post-Entitlemen

s

0,
2Sgsa appoven

nnggg&nwnmvul

Giseo

BISPGSAL APpROVED

PAL APPROVED
——————

DISPPSAL APPROVED

Action Tape Listings (FPEAT-RUES)

These files consist of daily worksheets used in
compiling fiscal control totals or in balancing
transcripts. Also included are Post~Entitlement
Action Tape Listings (PEAT-RUHS) reporting post-
antitlement actions from which the information is pos
to the daily worksheets.,

Destroy after 2 years.

Fed

Disp sm_' APPROVED

Foor copics, inciuding original, 1o be sabmitted to the National Archives and Records Scevice
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8

SAMPLE OR
JOB NO.

10.
ACTION TAKEN

XL.

EXCEPTION PROCESSING RECORDS

A.

Sccial Security Payment Vouchers and Related Records |

These records accumulate as a result of making benefi
payments to social security beneficiaries under
Title II and XVIII of the Social Security Act, as
amended. Included are copies of Forms SSA-110,
Voucher and Schedule of Payments under Titles I1I and
XVIIT Social Security Act, as amended; copies of
SSA-107, Determination of Resumption of Award; and
Form 0A~C 101C, Determination of Award, when manually
processed to the Department of Treasury outside of th
EDP system; and computer listings, the originals of
which have been submitted to the Department of Treasy
and which reflect paymenrt or stop payment information
1. Control copy of form $SSA-110: Destroy upon
receipt of "Paid" copy from the Fiscal Control
and Audit Section.

© All cther -doecumentrs: Transfer to the FRC after
90 days. Use Record Group 217.

Post-Entitlement Scheduling Operation (PESO) Records

These documents relate to the post-entitlement
scheduling operations which contain data regarding
exceptions and alert conditions, chargeout forms for
exceptions, and fiscal control totals required by the
pavment centers for reconciling and accounting for
daily PESO eunceptions, Included are FESO~PEAT
exception listings and PESO alert listings.

Destroy PESO-PEAT exception listings after 60 days.

Held Check Listing

These are documents received from dishursing centers
which list checks held for the current month; i.e.,
12/7/71 check dated 1/3/72.

Destroy after 60 days.

dtires

L APPROVED

| DISPOSAL WOT_

DISFO

APPROYER / -

AL APPROYED

DISPOSAL APPROVED
el om———————vnl

Pour copies. inclnding ariginal, to be tubmiticd to the National Archives and Records Service
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ITEM NO,

8. DESCRIPTION OF {TEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR
JOB NO.

4

10.
- ACTION TAKEN

!

Check Return and Cancellation Listing

These are documents received from disbursing ceénters
at the end of the month which list all prior month's
checks returned and cancelled by the Department of
Treasury.

Destroy after 6 years.

Payment Detail Cards

Payment Detail Exception Listings

These documents relate to the preparation of a record
for certification of the first check (or schedule
check) to the Regional Disbursing Center, and to
provide payment data for the preparation of the mastd
tape record and the gencration of continuing monthly
benefit checks,

Destroy after 60 days,

These copies cof payment detail exception listings
recelved from exception processing sections reflect
the actions performed in the payment balance and
validation pass (PBVP) such as complete payment
detail records or bloek card records containing
inconsistencies with an error code for each
inconsistent item, and siwilar information.

Destroy after 90 days.

Benefit Detail Cards

These documents are used to provide beneficiary
data for establishment of the master record and for
use in preparing the second and contipuing monthly
benefit checks.

Destroy after 60 days.

RESTE Y SR

ol

o

MsPg

AL APPROVED

DisPPsaL approvE

Disp '
ZSPOSAL APPROVEX

Foux copies, inclnding orimnal, to be submittru to the National Aichives and Records Service
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XII. QUALITY APPRAISAL RECORDS

These files consist of studies conducted to determine A

P

P RS T o

the state of quality of the RSI process, objective T
analysis and recommendations based on study data and othex
information, identification of extent of problems and
causes, and recommendations showing where improvements
can be made. Included are comprehensive written study
reports, summary reports, and other papers directly
related to the studies,

A, National Studies

1. End-of-Line Studies

These files consist of local copies of Forms
SSA-1849, RSI Awards and Disallowances Quality
Review Input Data, SSA-1849P, RSI Post-adjudicatiive
Quality Review Input Data Form, and 5SA-1710,
Chang?2 .of Address Quality Review Input Data
Form. Also included are copies of weexkly reporus
vevee ... on sample selectiun and excluded cases, and
. selected background material) for sample documentia-

tion such as computer listings, etc.

Destroy 6 months after transmission of data to Elffgm APPROVED
Central Office.

2. Other Studies

‘These files consist of study forms and working
papers for repertory, special, and other one-~time
studies, and include SSA-2448, Quality Sample--
Lump~Sum-0nly Cases; SSA-2504, Quality Sample--
Monthly Benefit Cases, and other related forms.

Destroy 6 months after receipt of final report “‘S?Q%Mruvm
from Central Office. L

Poaz copics, including sriginel, to be submitlva 1o the Netional Aschiver and Recosrds Service COGHC e e O=TEL
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10.
ACTION TAKEN

Reports of National Studies

These files consist of monthly and quarterly Reports
of RSI Quality and other periodic or one-time reportg
of special studies, etc.

Destroy when no longer needed for reference.

Local Studies Reports and Background Material

These files consist of reports on local studies
and related background material.

1. Reports

a. Originating Office:

for history purposes.

Retain indefinitely

b, Other offices: Destroy when no longer

‘needed for reference.
All other papers: Destroy 6 moi.ths after
release of rcport.

EXPEDITING STAFF RECORDS

These records accumulate as a result of receiving, control
and expediting all cases identified as critical or otherwi
sensitive.

A.

Central Locator Files

These files consist of cards which reflect a completd
record of each Form SSA-1671, Request for Expedited
Action, processed including payment data and the dato
the reply was released to the district office.

Destroy after 6 months.

Active Control Cards

These are cards used by payment center expediting
staffs as a record of folder movement that indicate
the operating section to which the folder was
assigned; the time and date of assignment; and
similar information.

ling,

DISPPSAL APPROVED

Disp

PI%Posay wor
APPRQYED

SAL app
LU

"’f‘#ﬁk APPEOVED

DISPOSAL APPROVED

Four copien, including ariginnl, to be gubinitina to the National Archives cad Recosds Service
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Destroy after 6 months. ﬂlSP.ﬁm”'n'u
e, iy
Xv LIAISON RECORDS
District Office Visit Records
These files relate to scheduled and special visits conductkd
in district offices by RSI personnel for the purpose of
providing technical leadership of the RSI program in the
field, to acquaint district office personnel with payment
center operations, and to provide explanations of policy
and procedural requirements. Included are visit revorts
and directly related papers such as notices of visit and
schedule of visits.
Destroy 1 year after next comparable visit.
DISPGSAL APPROVED

B

Fowx copies, includiag arigiaal, to be submitted to the National Archives and Recoids Service RO R O TV Y3
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