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Office of the Commissioner Records

This schedule provides authoritative instructions for the permanent retention of administrative
and programmatic records, regardless of media, that are specific to the Office of the
Commussioner These files are maintained 1n the Office of Executive Operations located 1n the
Office of the Commuissioner It grants authority for the permanent retention of existing and
future Commussioner’s Office records

A. Decisions in the Office of the Commissioner

These records consist of official copies of formal decisions made by the Commussioner of
Social Security, the Deputy Commissioner of Social Security, the Chief of Staff, the
Deputy Chief of Staff, the Executive Secretary or by other executive personnel located in
the Office of the Commissioner and acting on the Commuissioner’s behalf

Disposition: Permanent.

Cut off records at the end of the fiscal year. Pre-accession individual electronic files
to the National Archives 5 years after cutoff. Legally transfer records in an
acceptable format (following current CFR guidelines) to the National Archives
annually, 10 years after cutoff.

B. Official Correspondence Files

These records consist of official copies of all correspondence and associated background
materials originating 1n, or sent to, the Office of the Commussioner (including copies of
incoming documents, comments, drafts, emails, etc ) This correspondence deals with the
ongoing administrative and programmatic functions of the agency and can be addressed
to, or sent from, sources both internal (e g , Deputy Commussioners, General Counsel,

etc ) or external (e g, Senators, Representatives, Governors, etc ) to the agency

Disposition: Permanent.

Cut off records at the end of the fiscal year. Pre-accession individual electronic files
to the National Archives S years after cutoff. Legally transfer records in an
acceptable format (following current CFR guidelines) to the National Archives
annually, 10 years after cutoff.



C. Minutes of Executive Staff Meetings

These records consist of minutes of meetings of the executive staff, composed of the
Commussioner, the Deputy Commuissioner, and Deputy Commuissioner-level personnel
(e g , Chief Information Officer, Chief Economuist, General Counsel, etc )

Disposition: Permanent.

Cut off records at the end of the fiscal year. Pre-accession individual electronic files
to the National Archives 5 years after cutoff. Legally transfer records in an
acceptable format (following current CFR guidelines) to the National Archives
annually, 10 years after cutoff.

D. Correspondence Control Logs

These logs reflect the assignment and disposition of incoming controlled correspondence
Disposition: Permanent.

Cut off records at the end of the fiscal year. Pre-accession individual electronic files
to the National Archives S years after cutoff. Legally transfer records in an
acceptable format (following current CFR guidelines) to the National Archives
annually, 10 years after cutoff.





