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3. MINOR SUBD!VISION 

Bureau of Hearings and Appeals
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Charles D. Smith, Jr.	 1 594-5772 
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A	 The recorda have The records will cease to have suffiCient value
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esent value to warrant of the per-iod of time Indicated or on the occur-

further reteataon, rence of the event apectfied,
D	 ~rl~~~s·m· Dept Record? M~t Officer
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~ 
RECORDS RETEliTION ArID DISPOSAL SCHEDULE 

BUREAU 01" IiEARINGS MID APPZA.LS 

The files described in this Schedule are created in the
 
administration of the hearings and appeals process of the
 
Social Security Administration (SSA). This process

involves the adjudicaTion of appealed claims cases under
 
titles II, XVI, and XVIII of the Social Security Act, as
 
amended, and title IV of the Federal Coal Mine Health
 
and Safety Act of 1969, as amended.
 

I. ~~ING FILES 

A. Hearing Case Folders 

The hearing case folder contains records vht ch 
document the review and adjudication of an appealed cl ims 
case in the Bureau of Hearings and Appe9.1s (BRA) and 
in the Federal courts. Although the precise
documentation in a given folder will vary depending 
upon the level of final adjudication, rhe l.l.owif'o ng
are generally included: the record copy of the 
decision renJered on the case by Lhe Presiding
Officer (PO), the Appeal's Council, or by the Federal 
court s; comment s-'recommendat ions, and analyses made 
by hearings and appeals analysts, att or'nev fee 
analysts, members of the 

. Modical Advisory StaU, :;;;;&bers of the Appeal's 

COr¥ :kr~it:.i~!!.!3~~ '!~..,""',~d ,.U.•••" _~.,n	 :M, (.. 

http:Appe9.1s
http:APPZA.LS
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Council; hearing transcripts; reports to the file;
post-review correspondence; and similar records. 

Transfer to an inactive file after final adjudica-
tion of the case. Close out inactive file after 
4 months and transfer to a Federal Records Center 
(FRC). Destroy 10 years thereafter. 

B. Presiding Officer Working Files 

The working file contains copies of documents 
accumulated by the PO in his review and adjudication
of a part icular appealed claims case. The file is 
retained in the field by the PO to facilitate the 
handling of the case on remand and the handling of 
post-review correspondence. 

Destroy 2~years after final action on the case by
the PO. 

C. Hearing Record Cards 

These cards are used to record the significant
actions taken in the review and adjudication of a 
particular appea Led claims case in BRA. They
reflect such information as the name of persons 
assigned the case for action, the dates of assign-
ment, as "Hell as the types of dispositions made 
and the dates thereof. They also provide a 
mechanism for retrieviLg hearing case folders 
from the FRC. Included is the salmon-colored copy
of the Form RA-503, Case Record Card, or its 
equi valent. 

Transfer to an inactive file when the hearing case 
folder is forwarded to a FRe. Destroy 10 years 
thereafter. 

II. GENERAL PROGR4M ADMINISTRATION FILES 

A. BFA Issuance FiJes 

These files consist of manuals, directives, handbook,
and other formal policy and procedural issuances 
prepared and published by BRA components. Included 
is the Bm'e9.u of Hearings and Appeals Handbook, a 

Foul' copie"" incJudin~ ong1.nul, to be Lubl'nitlcd to tho Nolionol Archive'S or:l Records Service 16-50423-:,1 GPO 
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publication which prescribes the basic procedural
gUidelines for Lhe adjudication of appealed claims 
cases at the various stages of the hearings and 
appeals process. 

1.	 Office Responsible for Preparation of the
 
Issuance
 

l?emanept. Transfer to the BRA Central Reference 
Unit when superseded or discontinued. Offer to 
the National Archives 10 years thereafter. 

2.	 other Offices 

Destroy when superseded, discontinued, or no
 
longer needed for reference, whichever is first.
 

B.	 BRA Issuartce Background Files 

These files consist of records accumulated in the 
preparation, clearance, publication, or interpreta-
tion of manuals, directives, handbooks, and other 
formal policy and procedural issL~nces. Included 
are	 studies, clearance comments, recommendations, 
and	 similar records that provide a basis for 
publication or contribute to the content of the 
issuance. 

1.	 Office Resuonsible for Preparation of the
 
Issuance
 

Transfer to the Central Reference Unit when the
 
issuance is superseded or discontinued. Destroy

10 years thereafter.
 

2.	 Other Offices 

Destroy after 2 years. Earlier disposal is 
authorized . 

• C. Reference Files 
I 
I 

1.	 Records accumulated for general information
 
purposes that require no action aLd that are
 
not required to document a par~icular action,
 
project, or case.
 

Tour copies, including Original, Ie;,be liubmhtcd to the Notionru lirciuv\.!s on d necord. Service In- •.%}I~8-!! GPO 
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2.	 Reading files (i.e., extra copies of outgoing
communications which are arranged chronologicall~ 
and maintained solely for convenience of 
reference. 

Destroy after 2 years. Earlier disposal is 
authorized. 

D. Technical and Reference Publications Files 

These files consist of publications issued by
governmental or nongovernmental organizations and 
maintained solely for convenience of reference. 

Destroy when no longer needed for reference. 

E.	 Routine Reports Files 

These files consist of routine uncontrolled reports
not described elsewhere in this Schedule. Included 
are highlights, cost reduction reports, routine 
statistical reports, and similar office or program
activity reports. 

Destroy after 2 years. 

F.	 General Corres~ondence Files 

These files consist of routine correspondence
pertaining to the general administration of the 
hearings and appeals program. Excluded are records 
for which specific disposition instructions are 
provided elsewhere in this Schedule. 

Destroy after 2 years. 

III. LIAISON FILES 

A.	 Professional Liaison Files 

These files are accumulated in maintaining liaison 
with various conferences, committees, advisory 
bodies, professional associations, and other 
governmental or nongovernmental organizations 
concerned with the hearings and appeals process.
They document the workings of these organizations 

Four copie., inclawng onginal, to be lJabnuUed to the Notional Arcluves QU.J Record. SeJL'viee 16-50"28-~ QPO 

http:Gvnor.rl
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which have significant implications for BRA programs,
policies, or functions. Included are agenda, minutes, 
correspondence, studies, reports, and similar records. 

1. Office of Record 

germanent. Transfer to the Central Reference Un t 
a.£'ter 5 years. Of"i'erto the National Archives I.e 
years thereafter. 

2. other Offices 

Destroy after 2 years. Earlier disposal is 
authorized. 

B. Briefing Files 

These files consist of records used in briefings, 
speeches " lectures, and other presentations given by
high echelon BRA officials regarding Bureau programs,
policies, or functions. Included are copies of 
transcripts, charts, graphs, hand-outs, and 
similar materials. 

1. Office of Record 

,rermanent. Transfer to the Central Reference Un t 
after 5 years. Offer to the National Arc~~ves 10 
years thereafter. 

2. other Offices 

Destroy after 2 years. Earlier disposal is 
authorized. 

TV. EQUAL EMPLOYMENT AND LABOR RELATIONS FILES 

A. Equal Employment Activity Reports 

These files consist of copies of periodic reports 
on equal employment opportunity activity. Included 
are Forms SSA-2756, Monthly Report of Pre-Complaint 
Counseling; CSC 113-C, MOnthly Report of Federal 
Participat ion in Econonn.c Opportunity Program;
~{-415, Individual Placement of the Handicapped;
~{-4l5A, Summary Report of Placements of the 
Handicapped (Quarterly); :FlE1tT-425, Individual 
Placement of a Mental Retardate; HEW-425A, DREW 

Four copic.'J, incJuchng Original, to be aubnuUcd to the Nallonal Archives anJ Rccord3 Service 

http:RECORDS-Continuac.on
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Roster of Mental Retardates Employed; or their 
equivalents. Also included are semiannual reports
of continuing program of affirmative action, ~eports 
on the status of minority groups, changes in the 
minority data files, and similar records. Record 
copies of these repor:s are retained at the agency
or Departmental level. 

Destroy after 2 years. 

B. Em~loyee Grievance and Discrimination Complaint File:: 

These files consist of documents ac~umulated in the 
filing and resolution of employee grievances and 
discrimination complaints. Included are statements 
of witnesses and reports of personal interviews,
hearing records, reports of findings, copies of 
grievance:decisions, and related ~]€rs. Record copi~sare retained by the Office of AdID~~stration. 

Destroy 2 years after final resolution of the 
grievance or complaint. 

v. MEDICAL ADVISORY STAFF (M.l\S)FILES 

A. MAS Case Evaluation Files 

These files contain ~orking copies of written analyses
prepared by members of HAS in reviewing ana. evaluatir g 

.. caSes health insurance, or- involving disability, 
black lung benefits. Record copies of these analysef
are retained in the hearing case folders. 

Destroy after 1 year. Copies of particularly 
significant analyses may be retained until no 
longer needed for reference. 

B. Worksheet and Control Card Files 

These files consist of Form HA-549, ~~dical AdviSOry
Staff Worksheet and Control Card, or it s equi valent. 
The cards are used to control caSes referred to MAS 
for review. 'l'heyrecord the act ions taken by staff 
members in the review of a particular case. 

Transfer to an inactive flle after completion of M.~S 
review. Close out inactive file at the end of the 
fiscal year and destroy. 

Four cories, inclu.ding oligiu(ll, to be .ubnutted to the Nahonol h:ltt:hnres osptl Rccotds Service 
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C.	 Register of Medical Advisors 

This register contains the names and addresses of 
medical advisors under contract with SSA. The 
register is published annt~lly. 

Destroy when superseded. 

D.	 Recruitment and Contract Files 

1.	 Records accumulated in offering contracts to 
members of the medical profession to procure
their services in an advisory capacity to SSA. 

Destroy after contract has been accepted or 
rejected. 

2.	 Duplitate copies of medical advisor contracts. 

Destroy 5 years after termination of the contract. 

E.	 Advisor utilization Files 

1.	 Monthly reports received from PO's containing
statistical information on the utilization of 
medical advisors under contract with SSA. 

Destroy after the information has been posted
to the listings. 

2.	 Listings reflecting the amount of individual use 
made of medical advisors by the PO's and the 
number of cases reviewed by each medical advisor 
Inforu~tion is posted to these listings on a 
monthly basis and totaled at the end of the fiSCE 1 
year. 

Destroy after 1 year. 

VI. FINANCIAL J'.1AJl"AGD1ENT FILES 

A.	 Budget Estimate and ·Justificat ion Files 

'l'hesefiles contain budget estimates and associated 
papers prepared annually by BRA and submitted to 
the Office of Administration (OA) for incorporation 

I---------~---------------.----------------------.------------------~--------~---------
F..:aur('oples, incladnltJ or1g1noJ.l,to be: .ubnutt ...d to the National Archives an:it Recorda SeJ'vic. 
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into the 
narrative 
papers. 

SSA budget. Included are schedules,
justification statements, and similar 

1. Office Having BRA Staff Responsibility 

Transfer to a FRC 10 years 
the fiscal year covered by
15 years thereafter. 

after the close of 
the budget. Destroy 

2. other Offices 

Destroy 2 years after the close 
year covered by the budget. 

of the fiscal 

B. Budget Preparation Working Files 

These files consist of working papers accumulated 
in the pr~paration and clearance of the annual 
BRA budget estimates. Included are preliminary
estimates, feeder reports, statistical listings,
clearance comments, and related background material. 

Destroy 4 years after the close 
year covered by the budget. 

of the fiscal 

C. Object ClaSSification Files 

These files consist of records which provide
information on object and subobject classification 
of expenditures, such as travel, e~uipment, printing 
supplies, and similar items. Included are the 
monthly allotment listings and the Monthly Transactic n 
Report. 

Destroy
covered 

4 years after the 
by the budget. 

close of the fiscal year 

D. Medical Advisor and Vocational Expert Contract Files 

These files contain duplicate copies 
entered into between SSA and various 

of contracts 
medical 

advLsci-s and vocational expcr-ts , The cont ract s 
provide for the furnishing of professional services. 
Record copies are retained by OA. 

Destroy 1 year after termination of the contract. 

FODI' copies, includang origioa.l, 10 ho lSuhnlitled 10 tlte Notionol n.J:chl-.I~so':."1dReceade SC'l'yice 10--6u.(28-2 GPO 
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E. Contractor Invoice Files 

F. 

G. 

These files contain duplicate copies of invoices 
which have been submitted by medical advisors and 
vocational experts to obtain payment for professiona~
services rendered. Included is Form HA-590b,
Contractor's Invoice, or its equivalent. Record 
copies are retained by OA. 

Destroy after 2 years. 

Leased Space Files 

These files document the acquisition and assignment
of space for BRA offices throughout the country.
Included are Standard Form 81, Request for Space;
GSA Form 65, Space Assignment Record; space utiliza-
tion and ~ost reports; and similar records. 

Destroy 2 years after termination of the lease,
unless there is an unresolved dispute be tween the 
landlord and the Government, in which case destroy
2 years after final settlement of the dispute. 

Employee Travel Files 

These files contain duplicate copies of travel 
orders and vouchers accumulated by BRA employees.
Included are Forms HEW-l, Travel Order; SF-I012, 
Travel Voucher; and .similar records. 

H. 

Destroy after 2 years, except a change of statlon snould be 

Staffing Files 

that records involvingdestroyed after 3 years. 

1. Weekly Staffing Reports 

These are reports on the number of personnel 
on duty and the number of committed and budgeted 
positions. They are used in the control of 
budgeted personnel ceilings. 

a. Office ReSponsible for Preparation of the 
Report 

Destroy after 3 years. 

-------~-----------------.--------------------------------~------~-------
Fou.r copie., incluwng ongtllal, to be .ubtnitlcd 10 the HationGl JUch..&ve.urad He-eoX'd.Service 16-60"2R 2 Go:>O 
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b. Other Offices 

Destroy after 
aut hori zed. 

1 year. Earlier disposal is 

2. Staffing Card File 

This file cor.tains cards which provide name, 
position title, grade, and salary data for each 
BRA employee in central office and field 
components. Included is Form CO-9544, Personnel 
Inventory Record,or its equivalent. 

Transfer eroployee's card to an inactive file 
upon separation. Close out inactive file at the 
end of the fiscal year and destroy when no 
longef needed for reference. 

I. Work Measurement Files 

These files contain periodic reports of workload, 
caseload, m~n~ower utilization, production time, or 
similar work measurement data prepared at the 
operating level and submitted to management offices. 
The reports are used in forecasting budgetary 
requirements and in monitoring budgeT execution. 
Included are Forms RA-557.2, Manpower Utilization 
Report; HA-573, Attorney Fee ~Bnpower Utilization 
Report; HA-574, Monthly Statistical Report; RA-6l0,
Disability Branch Manpower' Utilization Report,; and 
similar records. 

Destroy after 5 years. Earlier disposal is 
aut hori zed. 

VII. ~ANAGEMENT I~WORMATION FILES 

A. Manageme_nt Information Reports,
I 

1. Consolidated summary reports, tables, and 
Ll s t Lngs of wor k .neas uremcnt dat a prc pa red by 
management offices for management information 
purposes. The follOiolingare included: Report
of Court Remand Cases; Requests for Hearing:
Processing Time and Pending Profiles; Requests 

Foar cOllie!ll, Including ongn101, to be ~ubnutll"d to the Notional Archives G1\c! Record. Service 16-~OCtl-2 GPO 
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for Hearing: Case Status by Region; Requests for 
Hearing: Case Docket and Disposition Data by PO; 
Report of ro Usage of Vedical Advisors and 
Vocational Experts; Requests for Review: Appeal's
Council Processing Time and Pending Profiles; 
Court Remands and Disposition Report; and similar 
records. 

a.	 Office Responsible for Preparation of the 
Report 

Destroy after 5 years. 

b.	 Other Offices 

Destroy after 1 year. Earlier disposal is 
authorized. 

2.	 Final ~published sunmary reports of work 
measurement data which document the scope of 
hearings and appeals activity over a given
period of time. Included is the annual 
publication entitled Ouerational Analvsis of 
the Bureau of Hearings and Appeals. 

a.	 Office Res~nsible for Preparation of the 
Report 

fermanent. Transfer to the Central ReferencE 
_Unit after 5 years. Offer to the National 

Archi~es 10 years thereafter. 

b.	 Other Offices 

Destroy after 2 years. Earlier disposal
i~ authorized. 

B. Reports l"tfinagementFiles 

1.	 Records accumulated in evaluating the requiremen
for, approving, and controlling specific recurri~g 
reports. Included are applica~ions for approval 
of ~he reporLs; copIeS of pertinent form:::;or 
descriptions of format; copies of requiring 
directives; preparation instructjons; documents 
relating to the continuation, revision, or other 
change to the report; and related records. Pecord 
copies are retained by OA. 

Foa.l'cO:JIill!S, ll1cl:uiin!J onvinal, to he nnbnutted to the Nahonw Archive. a~d Recotd. Sel'vlc. 10-5U428-2 GPO 
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Destroy 2 years after the report is discontinued 

2. Records relating to periodic inventories or 
surveys of reports. 

Destroy 1 year after completion of the inventory
or survey. 

3. Documents used to control the assignment of 
reports control symbols. 

Destroy when no longer needed for control purPOSES. 

'III. MANAGEMENT ANALYSIS FILES 

A. Organization Pla~~ing Files 

These files consist of records which establish, or 
substantive changes in, the organization, functions, 
or relationships of BRA components. Included are 
copies of approved organizational and staffing plans 
and charts, reorganization plans, functional or 
mission statements, and supporting papers. Record 
copies are retained by OA. -----

1. Office Having BRA Staff Responsibility 

Destroy 20 years after supersession. 

2. Other Offices 

Destroy when superseded or no longer needed for 
reference, whichever is first. 

B. Operations Planning Files 

These files consist of records which establish, or 
effect substantive changes in, operating procedures 
or production methods. Included are copies of 
approved operstionnl plans, syste1"1splans and 
specifications, flow charts, aDd supporting papers.
Record copies are retained by OA. 

Four C'opie'l, including onginal, to be subnuttcd to the Nallonul Archives QI"~dRecol'ds Sel'vice 16-6942R 2 c e-o 
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1. Office Having BRA Staff Responsibility 

Destroy 20 years after superse~sion. 

c. 

2. Other Offices 

Destroy when superseded or no longer needed for 
reference, whichever is first. 

Management Survey Case Files 

These files document the inception, scope, and 
accomplishments of individual survey and study
projects involving BEA's organizational structure,
operating procedures, or management practices.
Included are records reflecting the request or 
authorization to underLake the survey, survey plans 
the final~survey report, and any follow-up reports 
on actions taken. Note: Survey reports which serve 
as the basis for substantive organizational or 
operational changes should be retained in accordance 
with items A and B above. 

1. 

2. 

Office Conducting the Survey 

Destroy 10 years after completion
survey report. 

Other Offices 

of the final 

D. 

Destroy after 2 years. Earlier disposal is 
authorized. 

Management Survey Working Files 

These files contain working papers accumulated in 't he 
preparation, clearance, and issuance of final 
management survey reports. Included are notes,
drafts, feeder reports, statistical listings, cleara 
comments, and similar records. 

Destroy 2 years arter completion of the final survey
report • 

ce 

Four copies, includJu!J original, :0 be subnutled to the National Archives a..atd Records SCl'vico 16-69428-2 GPO 
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E.	 Directives ~hnagement Files 

1.	 Records accumulated in evaluating the re~uiremen 
for, approving, and controlling ~pecific 
directi ves. 

Destroy 2 years after the directive is supersedec • 

2.	 Documents used to control the assignment of 
directives control symbols. 

( 

Destroy when no longer needed for control purpOS(s. 

F.	 Records ~anagement Files 

1.	 Records accumulated in surveys of records, files 
and other aspects of records management.

~ 

Destroy 1 year after complet ion of t he survey. 

2.	 Records management reports such as Form SSA-1804 
Report of Selected Records Management Activities 
or its e~uivalent. 

Destroy after 1 year. 

3.	 Documents reflecting the location and/or
disposition of records retired or transferred 
from an office. Included is Standard Form 135,
Records Transmittal and Receipt, or its 
equt valent. 

Destroy when all records listed on the documents 
have been disposed of. 

IX. PERSONNEL MANAGEHENT RECORDS 

Retention and disposition standards for personnel
management records such as official personnel folders, 

ill position description files, incentive award case files, 
~ job application files, service record cards, and 

others are contained in General Records Schedule 1,
Civilian Personnel Records, Exhibit 1, of this Guide. 
Also refer to Appendix B, Filing Retention Table 
(Employee Records and Files), chapter IX, SSA Guide 1-4,
Personnel Guide for Supervisore. 

--------~------------------------------------------------------------------~---------
Foul' C"Opif'S, IncludIng orlgtnol, t.., be subnuUcd to the National A.rchivca Q ••:ad Records Service 16-MH!?S-2 GPO 
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x. INQUIRY FILES 

A. Public and Congressional Correspondence Files 

1.	 Duplicate copies of correspondence prepared in 
response to a specific inquiry received from a 
member of Congress or from the general public. 
Included are related attachments, exhibits, and 
other background material. Record copies are 
retained by the Division of Public Inquiries, OA 
or in the hearing case folders. 

Destroy 90 days after final response. 

2.	 Correspondence control cards, such as Form 
OAAD-217, Congressional Correspondence Control, 
or its equivalent. 

~ 
Destroy 90 days after final response. 

XI. FACILITIES FILES 

A.	 Forms Management Files 

These files contain records relating to the 
initiation, developmenL, printing, or history of a 
particular BHA form. Included are Forms SSA-5100,
Request for Forms Action; SSA-IOO, SSA Printing 

-» Requisition; or their equivalents. 

Transfer to the Forms and Publications Management
Section (FPMS), OA, when form is superseded or 
obsoleted, or when records are no longer needed for 
reference. FPMS: destroy records which are 
duplicated in the official SSA forms history file. 

B.	 Distribution Management Files 

1.	 Mailing lists and similar records which govern
the distribution of publications and other 
printed material to BRA central office and 
f'i.e Ld corupone nt s . 

Destroy when superseded or obsolete. 

Four copies, incJudins oriq1..naJ,to be subnuUed 10 the National Archives a.nd Records SCl'vico 
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D. 

2. Requests for changes in distribution mailing
lists or requests for publications and other 
printed materials. Included is Form SSA-1296,
Request for Change in Mailing List, Address 
and/or Request for Manuals or Publications, or 
its equivalent. 

Destroy when action on the request has been 
completed. 

Employee Locator File 

This file contains a locator card for each BRA 
employee. The card provides such information as 
home and office address and telephone number,
timekeeper number, and the name of a person to 
contact in the event of an emergency. Included is 
Form SSA-4033, Employee Locator Card, or its 
equivalent.• 

Destroy when, superseded or upon separation of the 
employee. 

Facilities Management Files 

1. Records relating to the physical layout or 
design of a facility, such as floor plans,
parking plans, and similar papers. 

Destroy when superseded, obsolete, or no longer
needed for reference. 

2. Records relating to communications, transportaticn,
custodial or other services required by an of'f'Lce , 
Included are requests for the installation or 
repair of telephones and exten f:[ons. Also 
included are records relating to maintenance 
services performed on office physical structures 
such as heating, lighting, cooling, ventilation, 
or electrical systems. 

Destroy after 1 year. 

Foul' copies, including ollgtna.l, to be submitted 10 the Notional Archives ani Recorda Service 10-~g-l:!3-2 GPO 
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3.	 Documents relating to office safety, such as 
safety inspection reports, notification of unsafe 
practices, and similar records. Also included 
are documents concerning tests of fire, civil 
defense, or comparable emergency evacuation 
procedures. 

Destroy after 1 year. 

E.	 Equipment and Supnly Files 

These files contain documents relating to the 
purchase, use, or disposal of office equipment,
furniture, or supplies. Included are Forms HEW-393,
Purchase/Service/Stock Requisition; SSA-2006, Request 
for Disposal Instructions; HEW-22, Property Action 
Request to Supply Officer; SF-147, Order for Supplies
or Services; or their equivalents • .. 
Destroy after 2 years. 

XII. TRAINING AND CAREER DEVELOPHENT FILES 

A.	 Training Authorization Files 

These files consist of records which authorize BRA 
employees to aLtend specific Government and non-
Government training courses. Included are Forms 
EKvJ-350, Training in Other Government Facilities; 
or their equivalents. Note: Copies of these forms 
are retained in the official personnel folder. 

1.	 Authorizing Office 

Destroy 5 years after the year in which dated, 
except that records may be destroyed after 2 
years if a Departmental or Civil Service 
Commission evaluation of the training function 
has been completed. 

, 2. Other Offices 

Destroy 2 years after the year in which dated. 

Tou.r copses, includlng ongina.l, to be submitted to the Nationnl JUchives ond ReCOI'C6SSel'vieo 16-594~8-2 <..1'0 
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B.	 Career Development Files 

These files document an individual's participation

in the Staff Development Program, the Executive
 
Development Program, the Management Intern Program,

or a similar career development program. Included
 
are copies of individual development plans,
 
qualifications statements (sSA-45 or SF-17l), records
 
reflecting training courses taken, copies of
 
supervisory appraisals and evaluations, a~d similar
 
records. Also included are Forms SSA-203l, Profile
 
of Eligible Candidate; SSA-2588, Career Planning

and Recommendations; or their equivalents.
 

Two years after the participant completes the progran,
remove and destroy all material from the file 
except: (1) development plans; (2) qualifications
statement~; and (3) forms SSA-203l or SSA-2588. ThEse 
3 items should be destroyed 5 years after completion
of the program. 

C.	 Training Materials Master File 

This is a master file of materials developed for and
 
used in various BRA training courses. Included are
 
transcripts of lectures, handouts, charts, graphs,
 
course outlines, and similar materials.
 

Destroy 5 years after the material is superseded or 
~ the course is discontinued. 

D.	 Course Evaluation Files 

1.	 Course evaluation forms completed by par-t Lc Lparrt s
 
of a BRA training courses.
 

Destroy after data have been tabulated. 

2.	 Tabulated listings of evalLmtion data used to
 
analyze the effect i veness of BRA training course
 

Destroy after 2 years . 

,- .." l .. 
. Icr .' 

..	 I 
I'c.ur C'03pies,incluiling ouginal, 10 be Bublnitted to !hc llational Archived a ..~dRec;ol'ds Service 16--601:::8-2 GPO 
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E.	 Employee Testing Files 

1.	 Test papers resulting from the administration 
of an achievement, interest, or other type of 
test to BRA employees. 

Destroy 6 months after administration of the 
test. 

2.	 Tabulated listings of test scores, test reports,
and similar records. 

Destroy 2 years after administration of the 
test. 

~ 

I
 

I---------~----------------------------------------------------------------~---------

Foar copic.s, illcludlng original, to be aubnsitted to the Nationalllrchlves an.d Reeeeds Service lG-504..!8-2 GPO 
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III.
 

F.	 Course Offering Card File 

This is a card file identifying specific Government 
and non-Government training courses available to BRA 
employees. 

Destroy when course is no longer offered. 

FlEID OPERATIONS FILES 

A.	 Field Memorandum Files 

These memorandums are issued by BF~ central office tc 
provide overall management direction to the field 
organization. This organization includes regional
representatives, administrative law judges, and 
supporting staff. Note: Records establishing
substan~ive policy or procedure should be retained 
in accordance with item XIV.A. 

Destroy after 5 years. 

B.	 Field Survey Files 

1.	 Reports of surveys and studies conducted of
 
field office operations together with any

directly related material documenting the
 
inception, scope, or accomplishments of the
 
survey.
 

Destroy after 5 years. 

2.	 Survey working papers accumulated in the 
preparation, clearance, and issuance of final 
survey reports. 

Destroy 1 year after completion of the final 
survey report. 

C.	 Report of Black Lung Hearings Request s 

This is a weekly report en the numbe r of Black Lung
benefit cases received, ~ending, and disposed of in 
the field hearings offices. 

Foul' copies, includlng original, '0 be ...~b..nittcd to the NQ~ional An:hives and Recor". SCl'vico 
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1. Office Responsible for Preparation of the,Report 

Destroy after 2 years. 

2. other Offices 

Destroy after 1 year. Earlier disposal is 
aut hori zed. 

XIV. POLICY AND PROCEDURE FILES 

A. Policy and Procedure Files 

These files consist of records rhf.ch establish po Li.cy....
and/or procedure pertaining to the hearings and 
appeals process. Included are formal statements of 
policy and substantive procedure, standards, criteriE,
interpretations and clarifications, and slmilar recolds. 

1. Office of Record 

,ermaneni. Transfer to the Central Reference 
Unit when no longer needed in current operations
Offer to the National Archives when no longer
needed for reference. 

2. other Offices 

Destroy when no longer needed for reference. 

B. Commissioner's Decision Files 

These files consist of copies of formal policy
decisions rendered by the Commissioner of Social 
Security pertaining to the hearings and appeals
process. Included are copies of submittals and 
associated background papers. Record copies of 
these decisions are retained by the Office of the 
Commissioner. 

if 1. Office Preparing the Connnissioner',sSubmittal 

Transfer to the Central Reference Unit when no 
longer needed in current operations. Destroy
when no longer needed for reference. 

Foul' copies, including 01'1gluul, to bo .subnuUcd to the Nal10nal Archives and Recorn:sService 
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2. Other Offices 

Destroy when no longer needed for reference. 

'f:il. APPEALS OPERATIONS FILES 

A. Hearings Analyst Case Evaluation Files 

These files contain working copies of written analyses
prepared by hearings and appeals analysts in reviewing 
appealed claims cases and recommending appropriate 
Appeal's Council action. Record copies of these 
analyses are retained in the hearing case folders. 

Destroy after 1 year. Copies of particularly 
significant analyses may be retained until no~nger
needed fo~ reference. 

B. Case	 Cont rol Cards 

These cards are used by the program branches 
control cases during the Appeal's Council review 
process. They record the actions taken by the 
Appeal's	 Council on a particular case. Included 
are Forms HA-584.l, HA-584.2, and HA-584.3, Control 
Card, or their equivalents. 

Transfer	 to an inactive file after final action on 
~	 the case by the Appeal's Council. Close out
 

inactive file at the end of the fiscal year and
 
destroy 2 years thereafter.
 

C. Diary Cards 

These cards are used to flag cases for action at a 
future date. Included are Forms HA-543 and 
HA-543BL, Diary Card, or their equivalents. 

Destroy when necessary action has been taken. 

D. Comprehensive Review Logs 

These logs are used to document and control the 
processing of cases selected for comprehensive revie. 

Destroy after 2 years. 

Faul' copies, inclu.ding ongilloJ, to be subntiUed t.3) the National Arcruvcs a.~d Reeceds Service 10-&0428-2 opo 
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E. HI Pro,ject Files 

1. Cards used to control the processing of cases in 
the Health Insurance Project. Included is Form 
HA-582 , HI ~oject Control Card, or its equivaler.~. 

Transfer to an inactive file after completion of 
HI Project processing. Close out inactive file 
at the end of the fiscal year and destroy 2 
years thereafter. 

2. Copies of correspondence prepared by the Health 
Insurance Project to obtain evidence needed in 
the development of a particular case. 

Destroy when necessary evidence has been obtainec • 

F. Federal Court Decision Files 

This file consist of copies of decisions rendered by
the Federal courts on litigated claims cases. They
are retained primarily for reference purposes. 

Transfer to the 
Destroy when no 

Central Reference Unit after 
longer needed for reference. 

2 years 

G. Court Case Record Cards 

These cards are used to record the actions taken 
by the 
claims 
Record 

Federal courts in adjudicating a litigated
case. Included is Form HA-550, Court Case 
Card, or its equivalent. 

Retain cards pertaining to leading cases, U.S. Court 
of Appeals, or U.S. SupreTIe Court cases until no 
longer needed for reference. Transfer others to an 
inactive file aiLer final decision in the Federal 
courts. Close out inactive file at the end of the 
fiscal year and destroy 2 years thereafter. 

H. Litigation Activity Report 

This J.S a quarterly report corrt a i.nLng narrat Lve 
analysis and statistical data on Title II cases 
remanded by the Federal courts. The report is 
submitted to the Bureau of Retirement and Survivors 
Insurance. 

______ I~ ~D~e~s~t~r~0Yafter 2 years. 
Four copies, includJnq orign\aJ, to he subrnittli:d tn the National Archives a..,tl necords Servi.CE) 
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I.	 Petition Review Files 

These files contain working copies of written 
analyses made by members of the Attorney Fee Branch 
in reviewing attorney fee petitions. Included is 
Form HA-579, Bureau of Hearings and Appeals Fee 
Analysis, or its equivalent. Record copies of these 
analyses are retained in the hearing case folders. 

Destroy after 1 year. Copies of particularly 
:-;----:-significant il noana Iyses -tnay-be-::etaiI).ed·:-.unt
" --.longer' needed" for'reI'erence. .. ,.-'-t._,. 

J. Quarterly Report of Actions on Attorn~ Fee Petition,f
~------.- - - --. - ~~-- - ._---._------ -._-_.--. --.---------

'.U..	 Tbi:"s": do~lla.ramount s ofis"a ~~~rl -on-th~'nuinke~'-~~ria-'
attorney fees requested and authorized. 

~ l. Office ReSponsible for Preparation of the Report 

Destroy ~fter 2 years. 

2. other Offices 

Destroy after 1 year. Earlier disposal is 
authorized. 

-
K.	 Attorney Fee Card Files 

~. 1- Cards used to control the assignment and 
processing of attorney fee petitions. 

Transfer to an inactive file after attorney
fee has been authorized. Close out inactive 
file at the end of the fiscal year and destroy
2 years thereafter. 

2.	 Cards used to record production data for 
attorney fee analysts. Included i& Form HA-575,
Attorney Fee Card, or its equivalent. 

Destroy when data have been posted to the 
monthly vcr-kLoad repor-t. 

GAO	 CONCURRENCE IS BEING SOUGHT. 

Foul' C'oples, incluw.ng 01l:r:ncl, to be Subtn;lled 10 the No'll-ona1 Archives a~d Reconls Service 10-.504:::8-:.1 GPO 
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