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Rl"VI'( !"O. "1'11 t.~ l~'·n ~ Frc.rr	 ~,.1 l'Y {,o nt'rld ~t"rvlre! L!:A \'2: Il!.All{{REQUEST FOR AUTHORITY·.,\.ir.lit,i ...truuvn
 
CSA 1:<1:, ,\-1\'-11·6 t..'iE I!~CEIVED
TO	 DISPOS~ OF RECORDS1171"3	 MAR 2 1 1974 -(St'e Instructions on R;~·e~:.c) 

C}.H I.?PilO'.£D ~";4NO -'1 7 41TO:	 GE:I.r='R ~·,L~-;SRVICES AD....,INI5TRi,TION.
 
NATlOr~"L A'lC ... iVES AND RECO;:!OS SERVICE. W~.SHI'IGTON. D.C, 2()~O8
 COHGrlESS!C::AL AUTflO?I~ATIOH 

I. fROM (AG':''iCY OR E:."A!iLl5H.\1~·\7)	 HOUS~ P'!:?Ci\T 110, CO"--rs~ [lATEI'.~"'- ~ 
__ Depsrtn:e1'}tof Eea Lt h , Education. and Helfare I srss-cn 
2, MAJOR Sl!DO:Vi5ICN t\OTlFI-::~TlON 10 A::::NCY 

cos: R~~ H1.S _ t."'HO?~!~t> r!5PO~'L OF rr EIoIS MARKEO'Social ~~curity Administration 
"OLSPO~ftL'AF;'i<O\~O' II; CC~~Mr e . I" 

3. MINOR SU8DIVISiC:, 

Bureau of Retire::;1entan:: Survivors Insurance 
Co NAMEOF ?£,,50;j ',\iiH \·.rl~:~ro CO;,f<:H 15. TEL. EXT.
 

--(D~ Archivist'" Re;:Jre~enrlJ" ..a.
 Arthur J. Benn,=r	 224-2112 
6. CERTIFlChTE OF AGP,:::Y REPRESENTATIVE: 

1 hereby certify th&t I ....on Duthori:ed to ect (or the head oro.;. as-:ncy in m~ttcrs pertaining to the di,;>c.b! of reeord •• lind that the recorda dca:rit-.d in thi. \itt Ot' 

.ebcdulc of __ P&IIC' ere propo sed fo: ci,;>06al for t~.c re eson i:>di<~ted: ("X" o,,~y one) 

D
A The record. heve
 

cc"s~d to h.-/e auifi·
 
dent '\"6h.:e to warrant
;/;;;';7" 

Dept. Records ~t Officer 
(Date)	 (Title) 

9.7. 8. DESCRIPTION OF ITEM	 If).
SAMPLE OR ITEM NO. <WITH !!lCLUSI\'E DATES OR RETENTIONPfRIODS)	 ACT[Or~ TIJ<EIf JOB NO. 

RECORDS RSTEI:?IOH .tI.rm DISPOSAL SCREDtlLE 
--~ ......--,-.,...1T ...... T""'\..~~·jil.:~.:".· ::"l.J": .' -=:~ :;t_·!.\~/-J.. -\"'\-/~:3 ..L~.vu ...v"\.£..\"J~ 

, (Central Oi·!1ice) 

The files aescribe~ ~n tr.is Sched~le are created in
 
the administration of the Retirement and Survivors
 
Insurance programs pursuant to Title II of the Social
 
Security Act. They are filed in Central O~fice, BRSI.
 
However, ell of the files are not mainteined in any
 
sintsle office.
 

I. 

These r-ecor d s cons i st 0: in:i~Ol-~9tiC!1 v;rtair,::'r:g to 
each object and subob ject cLas si f'f.ca t Len of 
e xpcnd i t. ure c , SllC::1 25 t r ave L, s-=lui.:-'.~:cn~, y:"iYlt :I.r:S, 
r-o nl a Ls , S'L:T):pJ.ie::, o.:-!:: f:.i:::ilsr exr"?rl::itt::"es. In-

c C _. -~r. 1 ~'.'_-~~.;cJ 1.::~~:1 :...~'.? ~ ...~, 1. ~~c. : ~~r:~r~~:i 'I'r-ar.s a ct i O~1 

wh i cl. C2:-_L~~r_;. t:~':~~~~8.iLUr2S f'o r t!~e l:::::--..JL~ ar.d 
ye2r--~.)- :~~-_c: ~_<,' c:J~~C-( 8n~1 su~~-~~i'2ct c Las s , i'.lso 
inc} \1'::'~J. c.:~:~~~':-..', c:: :"cco;,":::s f2:::" i3=,SI r:-:;:Cz:cl:!leJ., 
S'~,C:l -:....s :"o:..:'"::. :~~-'.··,:-2)75,Tr8':c-l F:~~c"rt, J~~~~".'clo~dersJ 
and. s:i.:·.-:'J?l' ir;:COI!:2~cion. 

---.--------------- ----------------_. --------------"-------'-----

http:S'L:T):pJ.ie
http:sif'f.ca
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/<;tIIn, ~,.J rOIjlll xo, II ....'" 
!J1.;~'lt ;'\')\'r",\IH 1··1 . ~Job No. _
i'rl~=rt!JI"J !)~. (i\'l\.'rdl S(,(\'iCl.3 .\llrn:ni!'tral1on 
~S ....H·· .. :~··:1V -H·~, 

11:"""'::': 

REQUEST FOR JI.UTHORITY TO DISPOSE OF RECORDS-ConHnuC150n Sheet 

7. 
IlLM NO. 

8. DESCRIPTION OF" ITEM 
(WITH IIiCLuSri( j;. us OR RETENTlJ:; i'Lf':C::SI 

9. 
SAMPLE OR 

JOB «o. 
10. 

)I.eTION TAKEN 

a • Li.stins 

Destroy 2 years after close of the fiscal 

b. Other Haterial 

Destroy 3 years after close of the fiscal 

l. Personal 
Listing 

Services and Benefits EXpenditures 

·This biweekly report, prepared by Financial 
Management, OA, contains classes of pay, hours 
worked, the amount contributed to employee
benefits by BRSI. It is used to estimate 
salaries and benefits for budget preparation, 
and similar purposes. 

Destroy after the close of t he fiscal year. 

2. Data Flow Back CAN and Object Class Summ~ry 

This biweekly listing, prepared by Financial 
Management, OA, contains payroll data by CAN 
(Common Accounting Number) and is used to 
determine the amount of money spent by each 
individual BRSI office. 

Destroy after close of the fiscal year. 

3. Schedule of ACCTt.'!?d OblL:~i io~'s 

This report consists of Form CO-077~4) Schedule 
of Accrued ObliC;Cl-Lic,-;s,vh i ch is s ubc l t ted 
three t. Lme s 0. yE:<..r to Ff.r.a nc i2.1 ;'2D2;cn~r,JL, OA. 
It lists act ua L exp:..md i t ur cs ye2.l'-to-da"Le by 
object arid s ubob ject c Las.s, a nd ccnt a i ns :pro-
ject i8DS for use 0:· reGOU1'CC:Savei Lab Le for the 
rest of th~ ye2r. 

c.~J 1~ --O_:11.C·:i 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. O£SCRI?TL~~l OF ITEM 

nEM NO. (WITH INCLUSIVE OATes OR HCl[NTION Per-IOOS) 

4...	 Renort 0:' Est Imat ed Obligations aDd Cost 
Distribut ion 

This report consists of Form SSA-180, Report of 
Estimated Obligations and Cost Distribution,
which is submitted monthly to Financial ~enege-
ment, OAt It contains an estimate of year-to-
date expenditures through the current month, by 
object and subobject class. 

Destroy 1year after close of the fiscal year. 

5. Payroll Transaction Totals Listing 

This biweekly listing, prepared by Financial 
Management, OA, sumIT8rizes employee payroll 
data and contributions to personnel benefits. 
It contains timekeeper number of each BRSI 
employee, and Ls Ub<:!~ LV vel. i';y L1LC1 ~ l.!lU;':;t.; 

individuals who transferred from one office to 
another are charged to the correct CAN. 

Destroy after receipt of next listing. 

6 •	 Report of Net Reimbursement s tot he RSI Trust 
Fund 

This report is prepared monthly :'rom feeder 
reports from the pr og rern ce nue rs , and is 
s ubrrit t ed to the Of'r'Lce of t he ACLt:~-:~y. In-
cluded is Form SS}\-2049, Dai Ly Repc r-t of Benefit 
Act Lv j t y , which lists c~r".:ii'ic8.tio::--.s vri t h 

scheclulc r:':J~_C~1.J ... S, t rans c r t t.t }---,,:,~\--:".·:':-l.!LS, 2!-Je. 

ce r-t i t'Lcat Lons nut F.:.ic., vh icn a re -'.?dc "by the 
T~easury De par-tr.errtto the SSA 'l'r ust Fund. 

. . 
Destroy 2 years a rt er the close o'-~the fiscal 
year. 

• t:=-=-:.'. ~ .-'.Io'" .. !7'. -- - -- ----_ .. 
.J c···cO u.::.'\ 

'I'h i s C1Dr,)l'terl:{ rC;::'l'-L, sU~:.:!lLJ_.l ...(=:l t c F::-.~:'::'~31 
;·~:::--::cr_:-_:.:, O:~'J ::'s ~::"~:;-:!!~~d .~.~~-=-._-: :-c.PCJ:"':s 

r-ec e vcc:. ~r0!:,,: hc ccnt cr s . Lnc Lud edi t }.:1':);;1'2.::1 

arc To r:'.': S~·:·.-J O~,~) C23"t S!:L7(~r.~~!.!- :''''.)V·'':l'j 1'.:-; 
Re}:·:~,~~.!.":·:,>l~ S:.:rv:ce.3 i-e r ;..... 2.:-:~~ eql~i·.3.1cl:.llS'")~-:·.(".,.i, 

9. 10. 
SA"'PLE OR ACTION TAKENJoa NO. 

.,J. J .' )--0--~11-:;11 
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REQUEST FOR AU?:rORITY TO DISPOSE OF RECORD3-Continuaoon Sheet 

9,7, 8, OE:'<::::'lI?TlO~' OF ITE'"	 10,
SA'~i'LE OR ITEM NO, (WIlH Isclusr,'E NT(S OR RLTEN,ION PERI~OSI	 ACTION T./.KENJOB ~.O.----------------------------------------------------------------1--------'----------

Destroy 2 years after close of the fiscal year. 

8. Cash Transaction Abroad 

This quarterly report, subml.t ted to Financial 
Management, OA, is forwarded to the Department
of CorL~erce. It contains esti~ates of dollars 
paid in each foreign country for net benefit 
payments, repayments, and s~rr deductions to the 
RSI·and DI trust funds. 

Destroy 3 years after close of the fiscal year. 

9. Rep~rt of Benefit Certifications 

This nonthly report, prepared from feeder 
reports from each program center, is Submitted 
to Financial l~nagement, OA, for incorporation
into a consolidated SSA report to the Department
,of the Treasury. 

Destroy after 2 fiscal years. 

B.	 1Vanp~"7erand Staff Renorts 

These reports are prepared from input from the 
program centers, DIO, and BRSI Central Office,
which are consolidated into a report to Financial 
l·flD9.~c::;c:nL, o.t.., 'I'he report is used to e va Luat e 
vzor-kLoad arid st.affin:::requirements. Tnc Ludcd arc 
SSA-l:;:o5, B~SI Staffing ,\'7:-:ic:(~ lists;';eE:}:ly Re:;:ort·,
the gains, losses, and total staff on duty in the 
prozrn~ ce~t~rs. Also included are q~3rtc~ly
sta f'f'Lnr r'epor-rs pr-cpar ed in 1. he proGram centers, 
which Li st the nur.be r of empLoye es in each grade
vzor-k i ng . in proGrC'.": }"0IT.l SS/I.-2032,the center; 
\'!ec%ly ~~C'Gort cf Ove i..~i_r.le, vh i ch l:'s-!. s t[-.~ 2:-,,"_QUnt 

of' O'/Cl'~ ~:-:,:: ;:J:'~25 b:r p::-o';::-::!:1 ce nt e r e:-:;plo/ces; 
c.:-::l C,}l'.:.·,::·:J.c.:~-L docu::::c::::ts, 

Destroy 2 years a~ter close of thc fiscal year. 

--------=--------_._-_._--	 - ----------------------
c,r j ,", .- L' r t ' _~ • 
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REQUE:,)TFOR AUT::ORITY TO DISPOSE OF RECORDS-ConHnuation Sheet 

9. 10.7. 8. OESCR!PTIO~ OF ITEM 
SAMPLE OR11£101 r.o. (\\"TH I~CLl!SIVE C:~T£S C.'! R~T[NT'ON Pcr.IC:Sl ACTION TIJ:EN 

JOd SO. 

c. FacilHies Records?-8.!1<l;e:em=nt

1. Requests for Supplies and Equi~ent 

These records consist of copies of Form HEW-393,
Purchase/Service/Stock Requisition, for BRSI 
office supplies end equipment. 

Transfer to the SSA Holding Area 1 year after 
close of the fiscal year. Destroy after 2 years
retention in the Holding Area. 

s , 

< 2. Forms History Folders 

These records consist of original and microfilm 
copies of information pertaining to BRSI forms 
and form letters, and include a copy of the 
form or form letter, updating ar.d reordering 
Lnf'orma't Lon , SUt::;gest:l ens which ·.resulted in 
changes to the form, and similar information. 

Transfer original documents to Forms and 
Pub Lfcat Lons Section, PHi'ill, OA, after microfilm 
has been proven acceptable. Retain microfilm 
indefinitely. 

3. l-i3.nualTY2.::slliittals 

These records corsist of rBster copies anj
neGatives of tr2~s=ittDls of BRSI l3n~als, 
such as Po st ~Yltitle:J'2nt, Hea Lt h Ir.S'lJIaYlCe 
l'>:::~;,efii.s) and s ini Lar- publications. 

Destroy t.a st er copies a r.d ne gat i ves as the 
p2rtinent ?~~es beco~e obsolete. 

'lll!(~sC! ~ccJ~"',js c cr.s i s , o f c i r'c ul.r ::s ·v:hic!l CCnL2..~r.i 
i1l~-'O:l"'!~c.LiJ~. :I-~r':..:!i:.::':l:; to r.e:..: dc vc Lo r-r.e rrt s in J 
t he ?-SI ]'2":);::::1::1, a Le r c s or c~'c:'.::'c:£.:.l 'oc c ur r'e nc e s , 

rc:::~!,·j'-,r~:o:" n·}:-:):::"'''::s d ue , a nd s i r.! J_?r da t a • 1-.1S ') 
inc] \.:J'=o [,;:"02 r,~l:J.'tc:-d o.~:J bc ck-co r i-e spor.d cr.c e
 
c;rou..:;J:':'! t c: r i21.
 1 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. II. DESCRIPTION OF ITEM 10. 
• SA"PL!: O~ ITU, NO. lV.!TH INCLUSIV[DAllSOR p.i.TEr.r,",s P;:;;IOvSj ACTION TAKENJ()<J ,,0. 

Transfer to the SSA Holding Area 1 year after 
obsolescence. Destroy after 5 years' retention 
in the Holding Area. 

2. Regional Issuances Records 

These records consist of a record set of all 
regional issuances and program circulars 
published by the six program centers. These 
records contain the post review performed in 
BRSI Central Office of the issuances and 
circulars. 

Transfer to the SSA Holding Area when no longer
needed in current operations. Destroy after 
5 years' retention in the Holding Area. 

3. Claims Manual History Records 

These records consist or'tile Lnt ercompone nt. 
review and coordination of changes to each 
page of the claims manual, copies of the 
published pages, and related background
}U8.terial. 

Transfer to the SSA Holding Area when no 
longer needed in current operations. Retair;. 
perc~nent1y in the Holding Area. 

4. BRST ADS Iss:::::.r.ces 

These records co~sist of history folders of 
ERST Ad~inist!'a~ive Directives System GUides, 
Circulars, a~d }~;.dbooks p~r~ai;.ins to such 
administraLive 2reas as directives, realty
and SPC'2, sa I'et y , and similar areas. 

'I'rans i'er to t he SS.4 EoLdi ng k!.'ea 1 'lear a f't er 
obc c Ics ccnce . ~e0J.::rcy E..~Ler 7 yc ar c r reo'( ent :on 
)11 The ::DJ.C~1~.:; ~·.~~ea. 

----------_._------ _._-------- '.- ----------- ---------------._---
GIV.l·,.:-u ~ll· 
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REQUI:ST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRlrTIO~1 OF ITE~' 10. 
SA~!PLEORITEM NO. (WITH IOjCLUSIVE DA YES OR RETENTION PERIODS) ACTION TA.'ENJOB flO. 

E. l-hnap:ementInform.~tion Records 

1. lA Table and Register Listin~s 

These listings which are prepared by BOP contain 
the number of RSI beneficiaries, number of 
beneficiaries in benefit status, money amounts 
paid by each program center, and a national 
total. The registers contain selected items 
from the listings, and are used to compare the 
amounts from one year to the previous two years. 

a. Listings 

Transfer to the FRC after 7 years. Destroy
after 3 years' retention in the FRC. 

b. Registers 

2. Workload Listings 

These records consist of listings, prepared 
'leekly, monthly, and quar-t er'Ly by each program
center, and a national total. The listings shov 
program center receipts and dispGtches of cases,
number of pending cases, type, a~e of pending cas~s,
and a final aummar'y total of the progr-am center I 
'i9r};:1<2S!9.. The mont hly and quar t cr-Ly report s a re 
m.lc r'of'Lf.ined , 

a. Heekly 

Dest roy after receipt of the morrth.Iy, listinG· 

b. 

---------- -.-- ---'--- - -_._------_. ------------ ---- -------------------
c:..:' ;So-.\.- 0-7\1.~ 

http:morrth.Iy
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I":t,\"I'I"f,1 Fnnn "n. 1J~A. 
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R~QUEST rOR AUTHO;-(ITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. OESCIIIPTlO:: CF nrM 

(WITH I~:LC~:\'E DArES ell R~E~ll':~ P~R(005) 

9. 
S~"'PlEOR 

J03NO. 

10. 
ACTION TAKEN 

3. \OlecklyHorklee.d P.erort 

These records cor.sist of feeder reports which 
show the wor k Load in the program centers where 
no folder action is required, e.g., change of 
address, death notices, SHI premium collection,
and similar information. 

4. 

Destroy after 3 years. 

PACER Reports 

These records consist of summaries of total 
BRSI workloads, program center workloads, and 
related source data. 

Destroy after 2 years. 

These records show the workload 
of manpower' usage in the program 

Destroy after 3 years. 

and distribution 
centers. 

II. 

T!-:c::.;ercco:cds CC:SiS7. of 0lyLior:.2.1 Fc ru 8, Pcs i.t idn 
Dcsc r i.pt Lcn , for each pos i.t t.on in ERSI. 

Destroy obs81ctc positior:.descriptiens 

10 YE:.·81:S. 

-C'.!U.!.ler 

2. :J _ ,-. __.....:::r-
- '_ .. '-' - ........ .:> 

rrl!~~sf: rc.-co::"'ds C:G:-.s.l~~i. 0-:"'"' CC'l)~.(:-s cf S1'- :J2l): 
r:!...0."..:.I;;-t ;"""'0:""" ?(:~'=':'~:~~'=l.4c"Li":'I!:, C()lJ~~s c ;: ~\·-,y')rt 
50-~:, IJ.'c;·_cl I:-;~~~:_.:';'.:?::·c.~, !-"':"·::r·~..·,:,"!_~1c:.u:l;,"~erJ~.'" 'by 
t he D~v~sion ~i' Pe r s or.r.e L, ()!\J [!~:1 Li s t s 
E~:..:~I st~l~C':~~~-:~l:.- Cl"'~~": l"~·/el. :-...:-;c:lL:3.~l .:J.),~ 



Rff\TH"nr<1.1~n"M "-:0. l1.s-A 
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11:"'~: or3fL~l\L;e:; 

REQUEST FOR .l\U'ITIORITY 1'0 DISPOSE OF RECORDS-Continualion Sheet 

7. 
ITEM r;o. (WITH 

8. OESCRIPTI('I~: OF ITE'\ 
INCLUSIVE DAns G~ f,£OEN110:' ;>;:;;1005) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEn 

Transfer 
Destroy
Area. 

to the SSA Heldine Area 
after 2 years' retention 

after 5 years. 
in the Holaing 

3. Classification Survey List 

This record consists of Form OA~-227, Classifi-
cation Survey List, which lists py name the 
incumbents in program center positions. 

Destroy after 2 years. 

4. Summary Report of the Annual Review of Jobs 

This report consists of Form IIEVl-395, Sunmar y 
Report of the Annua L Review of Jobs, vlhich is 
submitted through the Division of Personnel,
OA, for consolidation into SSA's report to the 
Civil Service Commission. 

Destroy after 3 years. 

B. Personnel Iv1anagementRecords 

1. vleeklv Personnel Reoorts 

These records cor-sist of Fon~ SSA-1985, E~I 
Ueekly Ste.ffir;g f\ep:)r":,vh i cl: Li sr s the mz.bo r 
of emp.Loyees in each ccr.ponent , a r.d the ,,~~~';::ci:ed 
gains arid losses in ER3I. 'I'ncc c moe listed. by 
name and gre.oe. 

Destroy after 2 years. 

'i'he s e rl2co:cds list 
(:2C~ ;!',:cc Lcve I 

t he nLt~"l.;e?~ c;.-' :r:·::~sor.s :::..t 
'\,:o~"::i~~:3 in e:",:,c:l .=:·=c~i.Lon oT 

---------------_. 
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Job No. _ 
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REQUEST FOR I~UTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. OESCRIPTlO:~ OF ITEr.! 
(WITH INCLI.SIVC C;.TtS OR P.~rE:''TICIf Pf1lI0~) 

9. 
S"MP~E ORJon HO, 

to. 
ACT I0:-1 TAKEN 

3. BRSI Incentive AYiards Records 

These records consist of annual reports which 
list by employee grade the numner of special
achievement awards and high quality increases 
which are received in each program center. 
Included are the Statistical Sucrmary of 
Suggestion Activity vhf.ch is prepared annually,
related correspondence and background ~ate!ial. 

, " 

Trans~er to the SSA Holding Area after 5 years.
Destroy after 5 years' retention in the Holding
Area. 

4. Employee Anpraisa1 Data Records 
, . 

These records consist or i:npJ.oyc:e;'p}J.!.'ai:3al 
and Performance Rating Report, Forms SSA-199,
(GS-7 through 13), and SSA-1326, (GS-l through
6 and all WG employees) which contain each 
appraisal rating by grade of employee. In-
cluded are listings vht ch summar t ze each 
appraisal item by grade and by branch. 

a. List in2:s 

Destroy after receipt of next listil;~. 

5. 

Destroy 2.:f'.:er3 yec r s . 

PersoDliel ]:;etx:lrts 

a. 'I'he s e r-ecor-ds a re iDfo~~ t Lor.r.L copies of 
r eport s r:-:·ep::'l",:''5. Lr: t~}~: J=.~·::':--::!.-'~~::1 cc r.t or s . 
Ti~c.' C',::.':i.::;~:.slC)~·~_~.:: are i.::,:·,,'_.::-,~ed to ~:;c 
Ci vil ~crvice Cc: . .i s s i cn , D::~ ..-, O':!t ~ 

Di vis ~ 0:1 of T.'e~~.sc.!-.:~-,e1) f.! :-:~: G L~:.(::r c ~:::p=-.~r_ nt 
Lnc Luo ed 'but not. l:ir::itEd 'l 0, a r c : 

s . 

(1) Fo:::n l"7...T-l13: :Sisp] 
pr c]):! red r.~o~-:':~nLy . 

<;.c(:::i .::-..rplo:/c::c Probe'D.':, 

(2) rona CSC-IJ.3-:, 
vc t c rans , \.I:iich 

!,~o!'~hl:.- J.':~p::n''c 0:1 

c orit a i :'lS the t ot e L 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet. 

9. I7. II. O~PIPTlO~1 C'F lTD'	 10. 
SAMPLE	 ORI1C:M NO. (WITH ISClU5i,( DATESOR RETENTIOrl PEI;rODS)	 ACTION TAKENJOStlO, 

number of Vietnam veterans employed
in the program centers. 

(3)	 Form SF-ll3-E, Quarterly Report of 
Federal Participation in Enrollee 
Programs. These reports contain the 
total number of persons wor}~ing in 
the program' centers from programs
such as Neighborhood Youth Corps and 
the College Work Study Program. 

(4)	 Form HEH-4l5A, Summary Reports of 
Placements of the Handicapped. 

(5)	 Form CSC-113-D, Monthly Report of 
Temporary Summer Employment, which 
contains the number of summer aides 
employed in the program centers. 

-Des tz-oy a:f'ter:omonths. 

b.	 These reports are prepared in the Personnel 
Management Branch and forwarded to OA 
Personnel for inclusion in SSA's consolidate(
report to DREw. Included, but not limited 
to, are: 

(1)	 Sumrae.r Aide End of the Year Report,
which cOLtains a co~pilatio~ of data 
on the r aide prog ra:», s urrrae

(2)	 Federal ~ployme~t of Vietnam Era 
Veterans is a quarterly narrative 
r-epor t . 

Destroy after 3 years. 

These r-ec	 :;u.:..··,-eys byords c:::;~~SiS"L of cCJ~c.'.lc~ec1
the: Ci .v-iJ. Ser',-':'c::: C;:;:--::":'::'::sic,:-J; I:.2.,·, C.\, or 
ot he r offices: o.. c.:..j::-_i_r:~strciLj't.~t.: 1~!:2:;c::-:.r2!1t 

and	 pe r-s c nnc L pi'DeLict's in .J~tc prC;Y[ ..?.l c crri e s ,r 

Destroy after co~pletion of the lhira visit. 

rOt\r eC'l'('::, iaclt.tulIg c1l'Ji, (~l,to Le 4lJLI:'\.1~1c ..' Co t h c ticllcno.lAtc.hj'·<.1 end Records $~rvicc c.!~ 1;",).-0--;11-", 
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REQUEST FOR AUTHORITY TO D!SPOSE OF RECORDS-Continuation Sheet 

9.7. 8. ~!::;;:::PI?TIO~ OF rrt... to. 
SAMPLE OR ITEM NO. (WITH IHCLUSI\,[ OA!ES OR RET[~TIOH PERIOOS) ACTION TAKENJOB NO. 

7. L'!!roloveeHisco'n::luctRe"Oort Records 

These records consist of correspor.dence from 
the program centers which contains irregularitief
in employee conduct, such as vandalism, theft,
gambling on the job, and si~ilar actions, which 
lead to reprimand or dismissal. 

Destroy after 2 years. 

8. Prografl Center Personnel Listings 

This monthly listing pertains to employees in 
grades GS-7 and above. It contains employee1s
name, position, occupational series, last 
pro~otion date, and similar information. 

Destroy after receipt of next listing. 

9. Report 50C ListinG 

This bimonthly listing contains information on 
program center positions, such as job title, 
number of job, and name of person filling the 
job. 

Destroy after receipt of next listing. 

III. PRO~:'')_lI R~CCP!')SFOLICY 

A. Benefit Con'cinuitv Records 

Tne se records consist of documerrt s out Li rring SSJi.' s 
po.Li c i.e s published in the C'Ia Lms l·'l3.!11.:3.lappli-on 
cation of the retire~cr.t test, ~ener2l sus~ension 
fTo~ be!1c~its, exped~ti,-~ PCJ~er.ts, u~thods of 
payn.e nt s of tenei'i"Csj s eLect icn , 2\-~i]:::bilityar.d 
ne cd :-'021 a rEprcscnt::-;:::.-./~ p3.~ree tor a c i.i Ld , 
Lnca pab lc 2.~:ult,2,:-:c2 :.5.l':;ine.ll:/-iy!c2.p:::.ci-:.c..ted
adults; pos{-o.djudic~~~~e a~~2cLs reC2rjins school 
at t e nd anc e pr-ovi s .ions , ove r-payrcr.tsar,O. uy.derr>3yr::cn"L", 
a nd re Lst cd ca zes , Ibc};grou::d I nc Lud cs infor::-.'ltion
enact i~; l~"'~:3) co:)r5.j na t i:::~ re:ul8.t Lor.s s . Lr.t e r pz-ct a-
tions of pr-ocedur es , ';'r,qulries from the public and 
Congr-e s s vn i ch Led to t.he oec Ls ion , 2.[:.:1 r eLat.cd 
corresp:>ly}e:-:ce. 

(,.-J .I~:,. 0-71'-':. ' 

http:PCJ~er.ts
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REQUEST FOR I.UTHORITY TO DISPOSE OF RECORDS-ConlinuaUon Sheet 

9.7. 8. DI:5CRIPTlO:i OF ITE\!	 10. 
SJ\~~PLE OR ITEM NO. lWITH IHCU;SIVE O...TESOP. REH_'HiO'l PERIOOS)	 ACTION TA!\E.'i

JOSNO. 

Retire to the FRC vhen no longer needed in curr~nt 
operations ~ Retain permanently in the FRC. 

1.	 Representative Payee Records 

These documents consist of r-evt.evs for each 
'State of its representative payee program. 
Included are Forms SSA-9585, Beneficiary 
Information Report, SSA-9584, State ~~ntal 
Institution Policy Review, tabulations and 
the resulting report of the program in each 
State. 

a.	 Reports 

Transfer record set to the FRC after 10 
years. Retain permanently in the FRC. 

b. 

Destroy after completion of next review. 

B.	 Contract Coyerage Records 

1.	 State Acreements, !,bdii'ications and Related 
BaCk~!,01.md 1\i3.terial 

These files consist of' or-Lg LnaL and dup l.Lc at e 
copies of legal Dgree=ents o~ socia] security 
coverage of erap.Loye es h:e.c.ebe tveen 5S!, a nd a 
State, or its politice.l sutdivision, ~ojifi-
cations to the asreel!lenlS, and interp!'ct:ltions 
of the ag re ement s . fuc~;Groli:-,Q::nteri"l IncLudes 
cor-r-es pondence ..rh i ch led to the nGree::.cnt, 
copies of enact i~!G State .lef,isl.at:i on, and 
other po l i cy a;:0. prececle:-,t I:.?tcrial. 

'I'hc ro rc:cords co.is Ls t o-!: d oc ir.o nt s en s oc i o L 
C(:cl1!'ity CO';e:r~,;::;-, t::'1.p2::->:,-cc:sOJ.~ S-,a-Lc.: (o~c 
e ........ 0-;.... ~I "'''"'ll°'; i C,,")l C"'t·-h.--: ~ ...-i sio ... u~C("lI~·1n-·r.r.r	 ·,)1t. _. __	 .: ~ _.j _....... ~_"._ \.. __ '-- -' o...J (-, J._ ,_ 1..,. ...J_
 

[-:.5 L:'::''2::::1QI.::-;d -'..0 :....cr;::u.]t.1"te p~'<li~y, [,,3 pl~!::cedeYlt 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTIO:I OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DArts OR P.ETENT:O'l PERloJ;,s) ACT ION TAKENJOB ~;O. 

material, or to explain existing SSA-State 
policy. Included are transfer requests,
OAR-s4, State's Report of Adjustments, conferenCE 
reports, and similar information. 

•.J Retain permanently • 

3.· Voluntary Terminations 

These documents consist of original copies of 
legal terminations of social security coverage
of State empl~yees or employees of a political
subdivision. 

Transfer to the FRC after termination is 
effective. Retain permanently in the FRC. 

4. Partial Terninations 

·These documents consist of requests from a 
State or a political subdivision thereof, that 
the social security coverage of its employees
be terminated because the entity no longer
exists. 

Transfer to the FRC after 2 years. Retain 
permanent ly in the FRC. 

5. Er.mlovr:ent CoveraiSe Records 

These docD~ents consist of oricinal and micro-
fibn cop~es of policies, related instructions 
and interp~~tive ~aterials on e~p18yer-e~ployee
r-e Lat Lonsh ips , i-i2.ges, exce pt ions , ·,.-ace vage 
proo~s, s~8.tute of li~itations on corrections 
of earni~bs records, and similar rzterial, 
vrh i ch lT2.Y· ':f'o~-c: :he ba s i s of Co:::::;,irsio~er t s 
Dc c i s i onc , S::::·c-:::::.l Sc--ctLri ""C:r ~·..;l:D':s, C~ CrC!~C?ral 
C:;·....::--4S'2~ C!)':':~~0:-:S. Ir::::2-t-':'-2G. (.'~~"C S-( ~,:l':'t:s, 
corl"eS~):;::::;'~ncE:, lC::"":J S~)_~-716c, ~~.~'l~~\'-:-~.:2~t 
RcLa t i0!lS!~ip r:-,;cst Lonna Lr-e , ar.d r-e Let.ed 

bo.c1:;rou.:-.:1t er ia L,!::-.

'be en P!·::::.-:~n o.ccl:?'_ablc. ~e'c<:::'ll Lic!'ofil.!.:1 

ir.defird.teJ.y. 

Gro I~ J.- 0-; I' " 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECO~DS-Continuation Sheot 

9. 10.7. 8. D£..<:CRIPTlON OF ITEM 
SAMPLE OR ITEM NO. (WITH INC:lcsr/E OA YES OR RETENTION PEl1IO~) ACTION T "KEN JOB NO. 

6. 

1. 

Tax-Related Issuances 

These documents consist of origir~l and micro-
film copies of co~ents made by SSA on Internal 
Revenue Tax forms and tax related issuances,
such as IRS Forn 941, Employers Quarterly
Tax Return, IRS Form 942, Employers Quarterly

'Tax Return for Household Employees, IRS 
Form \-1-2,l-iithholdingTax Statement, and 
similar records. 

~stroy original documents after microfilm 
has been proven acceptable. Retain microfilm 
Lndef'Lnt.t eLy ,: .: 

Contract Evaluation and Revie1" Records 

These files consist of records of the social 
security coverage of employees 1-7orkingfor a 
State. or a political subdivision thereof. 

R. Review Cases for State Coverage 

These files consist of cases submitted 
for a Commissioner's Decision on State 
earnirigs discrepancies, assessment of a 
State for late submission of social 
security contributions, and similar cases. 

Transfer to the: F~C 2 years af't er close 
of the case. Retain pcrY!!3.Ler."L ly in the 
FRC. 

b. Audit Tiles of State Cove~2~e A~ree~~nts 

These files cor.sist of c~~prehensive onsite 
r'cv.i of st at e "f2.yroJIrecor-d un i t s to ev.s s 
ensure :r::rc~rccr putat t on of the rCQt:~r'2d 

erllTlloyC'e-c!~;~"'l:-:/el" s oc i cl SC cur i t y c on:...r J.bu-
tjC'!1f): t ha , -li-_~ p~-.:.--::e~!i..~:: ~!'C? de pc s i r c d , a nd 

s.r e q\)::.stj(~-.:~:--::i!'eS, SS.'. C'..::=-!~ re~J2"~S C,:l' a 
S~~te or i.Jl~~ ~cl:i-:..ical Sl.:·~:~':'\·::"sj_(,:1, }~.; 
a ud it YC:'D:):'~ s of jntE:rS\a-L~ instr''...~~:!-~21itic8 
(,.~!~Cl~t.:: l";'!"'C .;~1:..-'l!'1one Siu~e is I nvo Lvec }, 
21Jd r e Iat e:d. cor-r-e s pcn-Ie nc c • 

-------------------------------------- ----_.-- - - -- ------- ---------_._-------- ------
CPO'1:-;:-0-711· ~'1 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

s. 10_7. B. DESCRIf'TIOrl OF ITEM SAMPlfORITrM HO. (\\ IT .. ISCLUSIVE (1'- HS OR Rnl~TlOIf PERIOOS) ACTION 1.4.1(["
JOB uo. 

c. 

Transfer to the FRC a f't er 
permanently in the FRC. 

State Extension A~ree~~nts 

4 years. Retain 

These files consist of original documents 
whir.h extend the time li~itation for a 
State instrumentality in which to comply
with the wages, earnings records for its 
employees, or similar cases. Extension 
agreements may form the basis of a court 
case. 

Transfer to the FRC 2 years after court 
action is completed, or when no longer
needed for reference. Retain permanently
in the FRC. 

8. Sect Folder Determination 

. , These records consist of findings made by the 
Bureau of Retirement and Survivors Insurance 
regarding whether a religious sect or division 
thereof ~eets the requirements of the Internal 
Revenue Code for an exemption from social 
security contributions. Included are Form 
SSA-1458, Certification by a Religious Group, 
related correspondence, and background material. 

Retain pc~anently. 

9. _Self-l:"'!plo~T!'lentRecords 

These records consist of or-Lg i r.e I ar.d !l1icrofil.~ 
copies of correspond~~ce 2~d related ~aterial 
on in:1i'/idt:.3lca ses ",::ichform the ba ckgr-ound 
for cub st ant i ve [-:r!cl 1'!'occotT2.1po li ci es rcGard-
ins s oc i a L sc c ur it y covcr2;~:: [~~-.j exeript i.on f'rom 
cover8.L:~ 0:'"" seli~-f;i.~p:o~:cd i:-_~~'.r:L-1:J~l~. 

J)~st2~OY o!"iCir;LJ. C.c.~L....:.2n~_!,; C~i"LL~ 

been r'{':J ;,:\:'n ace (:IJJ.;;~)}C • })~ -t u in 
ir:d.efi:,it ely. 

:J~c~"s::,,·~~:.: 
r.:~c ~..:;fi ~.: 

>.cs 

---------
GE'O ., ...-O-ill-': 
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REQUEST FOR AUTHORITY TO DISPOSI: or RECORDS-Continuation Sheet 

9.7. 8. OESCRIPTIG'j OF ITEM	 10. 
SA~~PlEORITH\ NO. (WITH l"CL~51\ i. DATES c.? i!Ll L'"OH PERIO:):»	 xcnc« TAKEIIJOB NO. 

10. Religious Affili~tion Records 

These files consist 01 copies of original documEnts 
maintained pe rmanent Ly e Lsewher e whf.ch are 
microfllmed,&<lo are filed by individuals for 

exemption from social security contributions. 
Included are Internal Revenue Service Form 2031,
l.u.nisterI s l-1aiver Certification, IRS Form 4361,
Application for Exerr.ptlonfrom Self-Employment
Tax by Ministers, Hembers of Religious Orders,
and Christian SCience Practitioners, related 
correspondence, and similar material. 

Destroy paper documents after microfilm has 
been proven acceptable. Retain microfilm 
indefinitely. 

11. Verification Test Records 

These records .cone i.ct .of'oriGinal and microfilm 
.:	 copies of documents prepared by a wage earner 

which are checked against BDP records to see 
if an accurate report was submitted. Included 
are IRS Schedule SC, Form 88A-1805, 8EI Verifi-
cation Coding Sheet, and similar records. 

Destroy original documents after microfilm has 
been proven acceptable. Retain microfilm 
indefiniteJ.y. 

Co Entitlem-:::ntRccClrJ3 

These records cor::sistof oricSin21 21'.Q. microfil1:1 
copies of dCC1):;,ents fOTTI.i-:bich t he csc}::round 
of SSj,'s Fllic:Lcs reJat:I.r.:=, to "L2U.nS- d cve Lop-J 

j.1:g [!!11 £!(~L~·:.,~ic["'":,..lLi'l!:; c.:~I.'-:~r>~; ?~~COi'" ('i' (~~~'~ar.d 

c~(.;::\..1:; ~cc'=':::~_>_:'~~'~-L ic~ ~~ ':1),:1 (:~:~=:~1r~~<~ _s) 
ti r.rLit y 0:...... (~.- ",(::'~.~~J_~_~-'~:_-'j '.,-!~_:..:.:';-~_:' ~'_·'~J\-l:;l():.~)j 

cor.d l t i or.s .=-.....G~.. cl1:i.J:..~t: ·~--:~tl:tJ r(.-~j~"-=:'.:-:~l·L, 

tlcp::"'!)fje:1~_ s L~.5 ~~..l~ \,l'::):' S be r.c i"'~ t S J i'~,:-:L~Ly 
i-e J ~rt~J:1S h i J~~ j ~c :__cc.l. i.t. ~ccr:(:2.~ ~e) J l::~l-J- S 1....::1 d C~ .J1..1~ 
J-;:-?:":l:';~~S; :'..:.'~"·:.:~~:l~':'C.':-1 0.:..... 1)c:r:·:~i.J ..~) "L:~~c:u. 0:-1 

ILrll'riG.GcJ di'/8:':'CCJ ar.nu Ii.x rrt 2.r.U Odo:r:<:'0n.~b(: 
rc~:ul-l<l?1t PJ1~c-~e~ ~rc' r;-~..c<li.~:~f-j ~~1 1:L·: C'Ia imc 

----_._---------_._- --- ..._---_. __ .... 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. to.8. DESCP!PTlON OF ITE'1 7.	 SII.MPLEOR "CTION Tt,f:r!~(WITH ',>elUSIVE DATES CR R~o;TlON PERIC:lS)ITEM NO.	 JOa 1.0. 

Manual, in Social Security Rulings, General 
Counsel Opinions, Commissioner's Decisions, and 
their equivalents. L~cluded are ad hoc studies,
related correspondence and similar information. 

Destroy original documents after microfilm has 
been proven acceptable. Retain microfilm 
inde:finitely. 

2. Policy Coordination Records 

These records consist o:f original and micro:film 
copies o:f documents which outline BRSI policy
:for cocrdfnat.fon .lith other bureaus and offices 
of SSA, as well as with the Census Bureau,
Department o:f De~ense, GSA, Railroad Retirement 
Board, and similar agencies. 

Destroy original documents after microfilm has 
been proven acceptable. Retain microfilm 
.indefini tely. 

D. Technical Services Records 

1. Regulations and Rulings Records 

a. SSA Re~ulatio~s Records 

These records consist of orIginal a nd 
microfiJ_'TI copies of' r-egu Lat Loris pc,"ollE!-:ed
in the Feder2.l Register by the Secretary of 
FlE'..7. The r-e gu La t Lons ir,te:'pretar.d supp.Le-
merit the soc ia L s ecur i t y 12."'. Inch'Jcj 
are the notice of the pr8p~sed re[ulatic~,
the preli::ninary dre.:r";:, i!lterCC::lponentthe 
review, and the final version. 

Destroy or i gi r.aL docu:-.:~nts 1 year a f't er 
m.i c r of i Lm hs.s ~(:en p~o'/Cl! C.cC'2IJtaL-lc. }~~t(Jj_r 
Lllcl'O::.~j 1..:.-: i;.:::(:::.~i::iLel/. 

---_._------------ -------------
c. r-.,) • :'-0-711-:' 



Fllmil1nrc\ l'Ol'Tll ~n. 11 ';-A 
.,_ -t , t J ~O\";lItH~r 1 ,. t • • Job No, _J'r.-.c,::" ,I t>., 'J"nrr:ll ;:;.rvic,·~ Atlr.dnlslmtlcm Pagt' 19 
O$A j\ ••z. s-tv-ios 

1I;'-_\;"~ Or~p!\f,e' 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua lion Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SA,",PLf.ORITI:M NO. (\\'lTtll'l:LliSIVE D~;r5C!,! RETENTION Pf'lIOOSl ACTlml TAKENJOt! no. 

b. Social Security Rulin~s Records 

These records consist of original and 
microfilm copies of history folder's pertain-
ing to technical and legal issuances on 
survivors, health, and .disability issuances. 
These issuances are published bimonthly as 
Social Security Rulings. The bimonthly
bulletins are republished annually in the 
Cumulative Bulletin. Included are related 
background material, clearances, and 
published copies of the Rulings. 

Destroy original documents 1 year after 
microfilm has been proven acceptable. 
Retain microfilm indefinitely. 

c. Social Security Handbook Records 

Th~sc r=~c~~s cons~~t o~ ~~iG~~~l·an~ 
microfilm copies of additions and changes
to each chapter of the Social Security
Handbook vht ch are prepared for new Handbook 
editions. Included are intercomponent
corements and reviews, preliminary and inter-
component drai~s, and final copies sent to 
be printed. 

Destroy origir.al documents 1 year after 
rid c rof'f Lra [,C-.S "been pr oven a cc::p-:: able . 
Retain mic2'oi':i indefir.:.toly.1.:::1 

2. Confi~e~ti~litv and Counliance Records 

a. }i'ro.~:.J.Pecoros 

'I'hc se r-ecords cons i s't of docu-ient s pertaining
to e~title~~~~ ~~arjJ conspi~2cy to avoid 
s oc l n I. s e cur i t y c.cc..t:ctiQr~sJ f'a iLur'e to 
rc~~.)l."'~ tC:r~:.1.1~c.~-.:j_07":::;, r~~sL:se ct ce!l~fits, 
f~~~l~:C';"0-t.'lZ'r; Til~G. -D:,r c:7..~)lcyc~s, ~~;\ 
cJ.-;)1o:y"~(: :l~:'\'::', ~;l:l s~~j l:.:~cr.c cc ~.·:-~~ch 
arc sc:-:i.. to LJ:!t~ LJ.~. A:L ~2~"~_C::: ~cr p~'o~~cu-
t. j 011. I!-~cl\,:;'c\.:' 2.((: 3St-.-j :},9S, ':l.1~C.~i3::;tt t a L 
Lo t t i- - j :.L t c~":-_(:y, F:c:i'c(i Ca se l\E:C c:_~'<L e 

r~ctcrrRlsj }'01"'''';1 S3r\-2030, S~(!.o:psis of 
Viol~'.t ~en J :'c::C:.: .-::.'·.-23'T?, ','.;oJat iccs 
Carie r.1ocr.:.~1 ., -~ - r, ~!C(·~...,l crC""'t~it·'1-------------------.:---::-----.:j -~~~~--~--.::: --"'-----.: -~-.~-.- .~':~~.':.:.-

http:origir.al
http:SA,",PLf.OR


"tlu~.lnrd rorm 'So. t t s-A 
f;-.',;,,\ :-\1\ ," I" T I~ I Job No. _
r~4",,·I'(..j I,. (;, nrral SCc\lceJ A.!micistratlcin PR~I' 20 
G.3.\ I'r~ ~·I\·-IOU ' -:i6 ~O",O

l,:'-~v.! of -~-t'··:'),. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9,7. 8. CESCRIPTlml OF ITE~~ 10. 
SMI.?LE ORITEM NO. (WITH INCLUSI.,E OATES OP. RETo.TIOII PCRIODS) ACTION TP<EN

JOLI :.0 

Administration, Statement of Facts and 
Statement'of Violation, related corresponden e 
and similar material. 

Transfer to the FRC 2 years after completion
of U.S. Attorney's action. Destroy after 
5 years'retention in the FRC. 

b. Fraud Deterrance Re"OOrt 

This report contains information on fraud 
deterrance of retirement, survivors, and 
disability insurance and is microfilmed. 
It includes program accomplisr~ents, program
policy and philosophy, and a compilation
of statistical information on the types of 
violations sent to the U.S. Attorney's
Office for prosecution. 

Destroy original documents after microfilm 
.~bas ..'been proven ·acceptable. Reta Ln micro-
film indefinitely. 

c. Attorneys' Fees Records 

These files consist of copies of docmrents 
pertaining to the fees for an attorney who 
represented a claimant after a case has been 
completed and an a.... is to be made. Tnc Lu ed arerard 
Form SSA-156Q) Petition to Obtain Approv21
of a Tee for Representi~g a Social Security
C'Lai.t.ant to, SSA-1560.\) Aut hor-Lzc t i on 
Charge and Receive a Fee) 8S.4-1178) Evalua-
tion of Fee Petition for Representation)
and r eLat ed ccr-r cspor.cence . P.Iso Lnc Li.d ed 
are or Lg i na L and co:;;::'esIJ:Lc:roril.i1l of 
SSA-1221~) Fee Leds~r) used to record f'ees 
f'or all attorneys vho pe t i t Loncd for -thCIll. 

IJ~stroy o~i.S:-::L!~ e::,ct'. '::_~0 .sr-!:.Cj~ 
fiJ.::lha s be en T;:'O':C~ ~'c..:CCDi.;,;,uJ.e. 

------------------- ----------------- ,_. ---- ---- --- ... - ---------------
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD3 Continuation Sheet 

9.7. 8. OE!:CP.IPTIOtl OF ITE" 10. 
SAMPLE OR ITEM NO. (WITH I'ICLt;SI'/! O~ TES OR RETE'H10:ol PEP.IC<>S) ACT10~ TAKEN

JOS NO . 

. (2) All Other !,~terial 

Destroy inactive records after 2 years. 

d. Freedom of Info~ation Records 

These records consist of origir.al and 
microfilm copies of doc~ents related to 
carrying out the provisions of the Freedom 
of Information Act. Included are requests
for Commissioner's Decisions on proposed
SSA regulations regarding the Act, ip~truc-
tional procedures to SSA componerrt s 
interpreting the Act, policy statements on 
what material in SSA offices is available 
to the public, and si~ilar material. Also 
included are requests from the public for 
copies of material pursuant to the Freedom 
of Information Act. These requests are 
analyzed to see i1' .nev ·p..1blicationsshould 
be issued to better inform the public on 
the social security program, and other 
purposes. 

Destroy original docunents 1 year after 
microfilm has been proven acceptable.
Retain microfilm indefinitely. 

e. Nisleaai!:.f': Reco:::-:5.sAdvertisin~ 

These records consist of origin8l an~ micro-
film copies of a history of SSA act Lens 
against pri vat e compa nles vho ad ve r-t i se 
materials on SS.~.progl'c.::1S, vh i ch l<::E:Q the 
public to be Li eve the inforL,2tior!is issuecl 
by SSA. Included are corresponde~ce from 
the public ~ith copies of tte offe~d~~g
advert Lscr.errt , corresr,.:Jr..::er:ce E....:L't.~:.:.~~ :~g t o 
reLv:t"~d~/ tee SOill~CC of ., ,,0 co~...::?J_2i:~: vi t h 
Stc.tei::s'.:rancecJe:r-::T-.::r:-.e:,ts,\'),S. Post s- Lt i.r-
Service) :;-e::iercl ~'r'?_.:2,=,C2.::--_-.-.~i~·:,i~r~, 2:~:;' 

sl>::.iJ3r 2[}:c,cics, Al s o ~r.cL:C:ed is 2. card 
Lnd ex Li st inr; the CO=l:.~!::;:i.es v i t h dat es of 
the ori'cncc . 

D-::::;: roy oric;il'!3.l a f't er doc1.'.:--:::::ts 1 yca r 
mi cr ...of.:l!-:1 ha s br.cn I':':J·/c-:: ac c e pt e b.Le , Ret a f r, 

_____ '-- !Jic:.Q:~~].I~i!::lE::t:.::1.~_<?~· ' . _ 

http:micr...of
http:oric;il'!3.la
http:CO=l:.~!::;:i.es
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuction Sheet 

7, 
ITEM hO. 

8, OESCRIPTIC:I OF lIT", 
(WITH Ir.CLUSIV( ".\TES ca kOEr.T.ON ?£F.IODS) 

9, 
SAlI.PLEOR 

JO!lhO, 

10, 
ACTlmi T/OKEN 

~. 

g. 

Disclosure of I~~o~2tion to I~~gration
and Nat ura Lf.zat fon Service (L:SJ Records 

These records consist of original 'and 
microfilm copies of precedent material 
outlining SSA's policy on disclosing to 
I1~ the identification and location of 
aliens voz-kt ng in the U.S. Included are 

,records of dis cus sions ",it h InS J General 
Counsel opinions, materials prepared for 
Congressional c~ttees, testimony before 
Congressional conmittees, interpretations
of the law, and related correspondence. 

, " 

Destroy original documents after microfilm 
has been proven acceptable. Retain micro-
film indefinitely. 

Issuance and Use o~ ACCOQ~t Number Records 

'These records consist of original and micro-
~ilm copies o~ documents outlining SSA's 
policy pertaining to requests to use the 
social security nmnber for purposes not 
related to the social security program.
Included are st~dy material, submittals to 
the Comnissioner, reports of intercomponent
vork groups, and similar records •. Also 
included is correspor.dence from the public
and the Con~ress req~esting information on 
SSA's policy. 

(1) Policy Bac}:;rour:dj·zterial 

Retain pe rrsanent Ly , 

(2) Other Records 

Destroy after 5 years. 

IV. 

'These records consist of c or-r-e 2.Y'.dspor.d ence 
St.1£t;cstions which f'c rn the for't2.cl:;;rccr:d ;::SI 
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REQUr:ST FOR AUT!-!ORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM ";0. WIH 

e. DesCRIPTION OF ITEM 

INCl\iSIVt OAT(, OR R!:TE... rIOH PE~IO:>S) 

9. 
SAMi'l EOR 

JOEl 1,0. 

13. 
I'.CT!:~1 TAKEN 

procedures, such as flow of work, filing of fol~ers,
and similar information. 

Maintain record set of procedures permanently.
Transfer background material to the FRC when no 
longer needed in current operations. Destroy after 
10 years I retention in the FRC. 

E. Slstems Pronosals ana Projects 

These records consist of proposals ana projects
pertaining to the relationship between RSI and 
other SSA programs which modifY the RSI program.
Included are BDP Form 2004, lvlinorProgram Hodifi-
cations, statistical summaries, co~puter runs from 
the MER update, and related correspondence. 

2. 

Retain permanently. 

Related PBck~round l!.9.terial 

Transfer to the FRC 1 year 
adopted. Destroy after 10 
in the FRC. 

after 
years' 

program is 
retention 

'I'he s e records consist of copies of docuraerrt S I-.'hich 
aye uz ed to Locat e pr ob Lee:s end to correct procE'dureq 
when an oU::-o:'-calar:cc corrt i t i on ez f st s bet\-.'een the I 

records of the pr ogrc:n cer.t er ar.d those of t ae I 
'I'r-ea s ur-v D':-:.2.r-:'!:'".c:l.J~. T.....f"l'·~c...~ ar-e T·Pc..'!'-~l·-V Ir.,.""'t'1 

BA-6652', S·.~-,'_:-:e~o: c f' Dif:C~~';:~;'C~;J·S3~.=3~0;::.~;":':~~ 

'l'he sc rccorJ.s cor.s i s ; of i::~o~"'':''J.-_ion copies of 
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REQUEST FOR '"1UTHORITYTO DISPOSS OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE ['ATCS OR RETENTION PERIOOS) ACTlO~ TAKE.~

JOEl NO. 

changes will be made to the MBR. 

Destroy after 1 year. 

E. Report of Payment Process Audit 

These records consist of Forms SSA-2040, Report o~ 
Payment Process Audit, SSA-204oc, Payment Process 
Audit Explanation of Errors and Remarks, and 
~imilar documents, which are used to detect fraud. 

Destroy after 1 year. 

F. Manual Ch~nters Records 

These records consist of background material vhi cb 
pertains to changes in the Special Projects i·anual 
100 and Fiscal Control and Audit H:mual 107 • 

.1. Record Set 

Maintain permanently. 

2. Back~ro~~d ~nterial 

Transfer to the FRe when no longer needed in 
current operations. Destroy after 10 years' 
retention in the FRe. 

These r-e cor-ds corrt a in the histc:!.'icalbackgr-ound 
lor var'Lous conpl.e i.cd fj s ca L ~-"rojccts0:1 ESI 
processes, such as rs~~ent process audit a~d ether 
similar :processes. Lnc Lud ed .ar'e d.2..ta t neon _\;},y 

process is !=~r:i"""'c~::-.'.::d2. C~~:;.~!'"! \7c:~r J bac~~:2~':)'_1~~ 
r~t er: ~~1 !!,'..:?"t a iT::: ~~~ t o C r_?. !"~E:i r:~ t :!~TJn. DU21s on 
IYr'(l'=;~2"':: (:C:~- .. E:~ -;-2Y2.·~11 ~)~~c~:s.~~~:= ~2"-S:E:~:1) ·-:;.Z.J 
c or.t r-o L :---~:.r3. co~-L:col ....T':"CC·..;G.l7.:!:"e!::·, :~~~,C: ci:-_)~'-: :.,l~?~~2t~O!1S 

J.~so ir!clt:3.cc3. a rc syst<::::-_3 r eLat cd:~:-,; :.-,lci2. -::s} 
correSp=-!:~';.·:""iC'2 J Ll~·l si:.:i2-:J.:- G.~. ~~t. 

j'r811fC:'~ :0 t r.e ?.;,~C'\::-"~-L no lc=~ccr nced ed ill current 
0]:'21'2;. iO!;S • Dest roy a f't cr 10 YC:J.rs 1 retent ion in 
-'-' ~--...,
l nc j J..,v, 

--------------------------_._-------------------------------------------
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. II. DESCRIPTION OF ITEM 10. 
SA\1PLEO~ITEM NO. (WITH INCLUSIVE DATES OR P'[1ENTlO~ P£PIOOS) ACTION TAKBl JOB NO. 

H. Validation RecordS 

These records consist of material relating to tests 
of computer operations performed after a change is 
made in compu~er processing of the payment process.
Same programs are validated monthly, at which time 
some prograrrsare eliminated, and others are 
instituted. Included are listings of totals of 
checks, names and addresses, and related corresponder.ce. 

1. Correspondence 

Destroy after receipt of third memo. 

2. Listings 

Destroy after next validation. 

These records consist of reports of visits to 
program centers uade by Systems Development and 
Accounting staff members which describe wher-e 
changes are necessary to existing operations. 

Destroy after next comparable report. 

v. 

A. RSI 'Case Co~,trol Svsten Reports 

These 'l.'ee~lyYJrf;.sheets, prepe.rcd by e2.ch prosran 
center, are used to ar.a Ly ze pr cduct Lon of SS;'.CCS
(SSA Claims Control Systen) in the pro;r2.c centers, 
i.e., the nt~8er of hold case records peD5il~,
voLrr:c of te~:==·:;?'C'.ry O?"cTc.t iOLS, f'oLd cr-s in S~tccs 
&Jerts prcduc~d, 2Di si~ilar data. 

Destroy nf~er 2 ye3rs. 

http:corresponder.ce
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.7.	 8. CESCRIPTION OF ITE ... 
SAMPLEORITEM NO. (WITH I~:;LUSIYL O.a.TES 011 RETENTION PERIOOS)	 ACTION TAKEII

JOB NO. 

B. SSACCS Processir-~ Re~orts 

These records consist of weekly listings prepared
by BOP and related correspondence which are used to 
analyze trends of workflow in the'program center. 
The listings show each program center's vo Iume of 
initial and subsequent claims received, clearances 
processed (disallo,,;ances, Lump-sum cases, etc.), the 
number of SSACCS-generated alerts (60 day, 90 day,
or 120 day), case folders in operation and similar 
data. 

Destroy after 2 y~a:s. 

C. Claims Onerations Instructions 

These records consist of instructions, procedures,
and related correspondence pertaining to SOBER and 

·the medical 'Insurance .program cJ.~:aF..3I, -whf.ch are 
published in the manuals for Premium Collection,
Health Insurance Benefits, Supplemental 1'edical 
Insurance Benefits, and Post-Entitlement. 

1. Record Set of ~~r.uals 

Maintain permanent~. 

2 • ot her CODi e s 

Transfer to the ~RC when no Jnnger needed in 
current operations. Destroy after 10 years I 

retentio~ in the FRC.

IVI. PAY;·::C'!T:i'O??o~',TIO::S R?COP.DS 

IA. 
! 
I rc'cC':!"c:s of spor.de ncc , ::1i:'1'..1tes,	 'I'he se cor.c Lst c or-r-e of 

I	 i'or .in i t ic..~j r..:=; 2[::-_Z-::;C3 to Pl"0C~<J.uY2.1 :-.3.!'".~S]s, SL:.C!""!
 
as ?C)s-t-:s!~.!.::;..tl~T'"'c:!.ll.·)Dir·ect Input FTe}:2r2tion,
 
Ezce~-_ ion ?-":"jcess:L~1:';) I;,=ccvery, C2.E:e Corrt r-o.l , a!:d
 
at her manuaLs ,
 

r01U '~ri~",it:lch~ntU~ o:i~inol, 10 be ,uhrr.Htcd to Ole l'ationo.l hrchivca end Heeole!' Seryice • ';'.l- 0- 71 1. _ 1 7 C;~ 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. [l~CR!P11(l~1 or ITEM 10. 
SAY.PlEORITEM NO. (WITH INCLUSIVE DATES OR RET[lHiON PERIODS)	 ACTION TAKOfJOB 1.0. 

L Record Set of ·?-'.3.nuals 

Retain pe~nently. 

2. Backgrour:d H'3.terial 

Transfer to the rRC when no longer needed in 
current operations. Destroy after 10 years' 
retention in the FRC. 

B. Validation Records 

These records consist of documents pertaining to 
validating computer programs. Included are requests
for new computer programs, computer test runs,
Form SSA-107a, Determination of Benefits, and 
similar material. 

,Destroy after program is validated. 

VII. CRITICAL CASE STAFF RECORDS 

A. Critical Case Records 

These records consist of correspondence from the 
public on RSI problems, vht.ch is addressed to other 
th3n the Co~~~ssioner of SSA, and co~sressio~al 
cor-re sporxl ence :;.~orwardedfor reply by ct he r S2.A 

ent Lt Les (e'b" OC, DPI). Iric Ludcd c r'e inquiry 
sheets, which record incor.:ine; tele-corresp8ndence,
phone inquiries of cases dee~cd critical (beneficiar:
is in dire ncoed, a Dublic relations problem tas 
arisen, case the of Sect 10:: 205( q)t:":2cts requ::'rcr::ent
o~ the SS Act, or similar instances.) Include~ are 
J:ER :;::r>.: out s a t t achcd to r.a ny c:' the i::quiry sheet s 
which a re uCC::l t o a scer-t a Ln if t hc benc:ficial'j':i s in 
].:2Y::;2:!t s:c.c c;.s. 

Destroy ~ yc~'.rs after final reply is raade . 

2. I~quiry Sh~ets 

De st roy 1 vcc r a f't er f'Lna L reply is :::;QQe. 
------------------ ------------ -- _._-----_._-----------------



fI'~"'I"T'd Fur-Ill ~o. Il.'rA 
ltt'\"L"t·j ~f.\" ...'rnht:r 1-1\, ... Job ~o. _J',rsr,,!><'\1 b~ (i,'ner.! I'rr ...I('I'~.f.lrnini~lr!ltl,)D 
O:;A II .•. 3-1 v -I.,; 

11:'-.'1)2 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD3-ContinuCltion Sheet 

9.7. 8. O~CRIPTION OF ITE'~ 10. 
SAWPlEORITEM '"'0. (WITH INCLUSIVE 0"H5 OR RGENTION PERIODS) ,\CTIO:-l TAKEN 

JOB NO. 

B. Expediting Staff Instructions 

These records consist of instructions, procedures,
and related correspondence pertaining to the process-
ing of critical/sensitive cases in district offices 
and program centers, and guidelines for processing
critical/sensitive cases received in the BRSI 
Critical Case Staff. 

1. Record Set of r·anuals 

Retain permanently. 

2. Background 1·19.terial 

Transfer to the FRC when no longer
current operations. Destroy after 
retention in the FRC. 

needed in 
10 years' 

C. Critical Case and Expedited Payments Re'OOrts 

These weekly reports from the program centers are use~ 
as an indicator to show how well the program centers 
are perforning in expediting payments to critical 
cases. 

Destroy after 5 years. 

D. }~nlhly P.~3.lvsisReDQrt of Critical Cases 

These reports fro~ the prograD centers analyze the 
causes of critical cases. The analysis is used to 
correct progra~ center and central office procedures. 

Destroy after 3 years. 

VIII 

deteIT'!ine"(he state of q1..<31ity of the I:Sr process,
ob ject i V2 ana Lyc Ls and basedrec::.>:T::end8.-.:ions on 
study d~ta a:::dct hcr infoll~::::t idE:::1t:int ion ofion, f'Lc

-_.- -, ----------------
GF--') II" ~--O-i11-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. (WITH 

8. DESCRIPTlO:1 Of' ITEM 
INCLUSIVE DATES C''l R(T[:>TION P[RIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKErl 

extent of problems and causes, and recommendations 
showing where improvements can be made. Included 
are co~prehensive written study reports, summary
reports, and other papers directly related to the 
studies. 

1. End-of-Line (EOL) Data Reports 

These records consist of original copies of 
weekly statistical reports of quality sampling 
of RSI awards and disallowances and post-
adjudicative actions, performed by the QA staff 
in each program center. 

Destroy after 1year. 

2. End-of-Line Statistical Data Tabulattons and 
Reports 

.Thes~ tabulations consist .Ol~ listings of .avards inu 
disallowances, cha~e of address, post-adjudicat ve 
actions, district office development requests, a d 
quality sample group data. The tabulations are 
published monthly as the EOL Statistical Data Re port • 

a. Tabulations 

b. 

c. 

Transfer to the SSA Holding Area after 
year. Destroy after 2 years' retention 
the Holding Area. 

Reports 

l·aintain record set permanently. 

Other Conies 

1 

in 

Destroy when no longer needed ~or reference. 

These reports contain narrative 
Qu.ality Arp~·Cli:::alf'Le Ld st a f'f's 
studies, 2~d Q~ality A~praisal 
the RSI reg i ons . 

Destroy a rter 2 ye crs . 

~2tn by RSI 
on R2I frc~r2Ll) 
activities in 

, 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuauon Sheet 

9.7. 8. OESCRIPTlO~ OF ITE~! 10. 
SAMPLE ORITt:M 110. (WITH INCL\':~I'''£ ;)A TES CR RETE.'<T:OS PERJODS) ACTION TAKENJoa NO. 

4. Rerorts of' RSI Q:.:ality 

These narrative reports ere prepared monthly
by central of'f'ice. They contain analyses of' 
RSI program areas, ongoing and s~cial studies 
and other matters relating to RSI quality. The 
monthly reports are consolidated into a quarter-
ly report. 

a. Record Set 

Retain pe~anently. 

b. All Other !'2.terial 

Destroy when no longer needed f'or ref'erence. 

5. Regic~al Feedb~~k.. 
This monthly informal staf'f'-to-staff communica-
tion from headquarters QA staff' to the field QA 
staffs :provides analysis and information pertain
ing to the nont h.ly QA reports submitted by the 
field stafi's. 

Destroy after 3 years. 

B. Q,u::!litv .41):::'5.:iS5.1 S··:stem Records 

These records are completed by the Quality Appraisal
staffs in the n2I :p~'ogramcenters in the review of 
sar.~lc n~bers of C2SeS pre~rcd by the ~O as 
nonr-e v'iew . Included are the qua Li t yc La i.rrs r-evLev 
data fon~s for the ~OL QP. stvdies, Fores SSA-1849,
RSI !\".;c.rds and =>:,sallo'l-;"?!1cesC\:e.lity P.e·:::'e;·~ Ir.put
Dat a c::::' IF'l·o("J) '::>ST Pcs t ~G-~,,~~,,""-'-';'e '1""'ll'':'vLa, G,,-,.\- .. _ J ."- __ U L-~ ~J .. _ <.....L~ I \...,~.....,~./ ,..... ....... ... L .... 

R(""ro-, T-n""- 11"'"'a -1·0,....1 Sc:r I~('I"'I rJ.."'~-n -;> "'drcc:~ I~- v .: 'I, -~ _\..A.~ ~_... _ :'" ~:-.- 0, ,:,...c:..:.!_~ ....... v~ .-.v.. _ ....;:, I
 
(\;~.Ll-:':{ l\C-,-:ie-(i l.:i:;'il!: J .. a t a Fc r u , 2r.O eq.'-.li",,~~J.crn: aCCU::lr~ntS. 

AlsC) Lnc Lud ed are s t r.oy fOl~:~:GcO::1ple~cd i:1 t he Q:;.~lit~~l 
S3.::,pJ,(, GrO~-:l Ln t r:e :p::o;rari c ont er s :~oy DO fir.;-:l 
aut uor i zed ava rd s , such as FO~T_S SS::-25C4, Quality
S<"~-n]e H"'n.!.·:ll-- -:''''''o-~i-l- C<>cC>C' S'~' ?\'l C( r'o",.,l·-I-Cit.J}...:._ - ."..:.......'. L •• .:' _'-<':'.I'-.J.._l- ::.......J\....U) ::Jf ..-'--j .... \-{I,...L........LlLY
·_'-"'J 

Sar::r1e - Lump-Bun 0.11y Cases, and equf.veLent fonr.s. 

---------~-------------------------------------------------------------------------------------------
r()lO.r cov-ic., inchuJ.;U9 or:uirooJ, 10 be lulHTUttcd to the Nc.liona.l Acchivc$ and RecorJI Service 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. OE5CilIPTIC.:l OF ITEM 9. 10,
Sf,II,PLEORnOINO. (WITH IH::lI.51'JE OAlES OR RETtNTIO~ PEP.IO;'S) ACTION TAKEN 

J08 NO. 

1. Forms SSA-1849, SSA-1849(P). and SSA-1710 

Transfer to the SSA Holding Area after 3 months. 
Destroy after 9 months' retention in the Holding
Area. 

2. Forms SSA-2504 and SSA-2448 

Transfer to the SSA Holding Area after 1 month. 
Destroy after 9 months' retention in the Holding
Area. 

«, 

c. Special Studies Records 

These studies, conducted on a periodic or cyclical
basis, evaluate the effectiveness of aspects of the 
RSI process that are not covered in the ~2jor end-
of-line, ayst.ems , SUCil as uuuua L !'t::}Nl''tS, r'\EP.O, PC 
correspondence. In addition, these studies are 
designed to cover identified problem areas in more 
detail than in the end-of-line studies or are 
conducted at the specifi~ request of other interestea 
SSA components, such as change of payee cases, work 
notices, and similar cases. The results are 
published as a Report of Special Studies. Included 
are study data forms and background material for 
various QA studies. 

1. Reports 

l~intain record set permanently. 

2. All Other ~'2teri21 

'l'rans tot he S~/\ Hole. ir.g Are2 'linen no longerfer 
needed in current opez-a t ions . .. 

IX. LIAISO~: ;'.:irD COOmjI~:XrIO:; ?::::CO?DS 

A. R·?rj orel ives ;·~etir:rs. ~o[!r2.:":s,F.e'Crcscr:tat and 
Co!::.....er2:-:C'03 :-'-::C2l":;'[:. 

These r-eco rc s consist C~~ dcc\.-.=:enls I>'2rtaiTiinG to 
meetings of regional representatives which arc held 

rOllZ C"Opi~l, ''''''lud.i.J.J.gouq:naJ, tu l:.~ suh""ittcd to the !':otionaJ Archive, culd Records Scrvice 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sh~ct 

9. to.7. 8. DESCRIPTION OF ITEM 
S~MPlE ORITEM '"'0. (WITH ltiCL\;SIV[ OATES OR RETEhTl':;N PERIODS) ~CTION TAKENJoa NO. 

to discuss management issues, such as promotions,
appraisals, staffing plans, budget, and similar 
matte!s; program matters such as handling.of critica 
cases; and process-oriented matters, such as 
representative payee, state and local coverage;
and similar matters. Included are site announcement,
agenda, approvals, participate lists, speakers, trav(l
arrangements, and final report of the meeting. 

Transfer to the FRC 2 years after the meeting.
Destroy after 5 years' retention in the FRC. 

B. Audit Reports 

These records consist of audits performed by GAO, 
HEW, SSA or other agencies on personnel utilization,
fraud detection, overtime, representative payees,
eu~p10:V-c:c:o.~ti -~-i.~ie.5 as scc Lat Lcnc , and ~i:1ilur cases. 
Included are 'BRSI policy regarding audits, draft 
audit reports with pertinent comments, final 
reports, and quarterly follow-up to ensure that the 
final recommendations are implemented. 

Transfer to the FRC 2 years after final report is 
issued. Retain permanently in the FRC. 

c. District Office Visit Re-oorts 

These are copies of reports of visits made by the 
program centers to district offices vh i ch are used 
to evaluate the overall effectiveness of the DO 
visit program. The original repor-t is maintained 
by Liaison and Coordination Staff in the program
center. 

Destroy after 1 year. 

These records consist of st ud le s IY~r~ainin:z to the 
RSI process to ensure that t l:c po Licy is the sa::ne 
t hr oughcut all SSA offices. Included ,ai'einter-
a r.d intra-bUl'eo.u pr-ogr-amstudies on ovc rpaymerrt s , 
and si~i12r cases. 

rC:JIr ,,~~e., iachu.1.Ulw originoJ, to be auLnultc&'! l<lthe r:olioncl ~rchive. e.e d I!ccord.., S(.'¥vice GPQ: ;,,",J-.0--711-~~ 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECOnr;S-Conlinualion Sheet 

x.
 

9_7_ 8, DESCRIPTION OF In:", 10_ 
. SA"IPLEORIT£M NO, (WITH IHCLIiSI\'[ D"TI:S OR RtTEIiTIOPCPtP'JO~) ACTlC:i TAKENJORNO, 

Transfer to the FRC when no longer needed in current 
operations. Destroy after 4 years in the FRC. 

E. Program Center Visit Records 

These records consist of documents accumulated in 
inspecting program center operations. Included are 
correspondence pertaining to various aspects of the lSI 
program, such as claims folders, clarity of letters, 
e~dited payments, expediting staff procedures,Tollow-up reports, and similar material. , 

Transfer to the FRe after 2 years. Destroy after 
4 yearst retention in the FRC. 

LABOR HANAGD.-EI·!T RELATIONS AND EQUAL EHPLOYNENT 
0PpnR'T'lnJT'T'Y RFX-:OBDS 

A. labor l,hnagement Relations Records 

1. Labor Management Relations Cases 

These records consist of cases in which the 
Labor ¥ar~gement Relations Staff acts as the 
mediator, such as in instances of mismanagement 
of funds, trusteeship cases, employee del:!onstra-
tions, unfair labor practice charges filed by
the union, and Similar instances. The cases 
are used as precedents for future actions. In-
cluded are congressicr:al inquiries, report of 
findings, and related corresp8ndence. 

Retire to the FRC vhen no Longe r needed in curre rt 
operatjcns. Retain perxanently in the FnC. 

These records cor.s i st of docuz.ents pert <lining
to the uni ons vh'i ch r-epr eserrt social securi.t y 
emp.Loyc es in the probTa~ c er.t er-s, Ir.c Lu.Icd 
are the union recos:r:iticn dccuxe nts , the 
union cons t Ltut i cn , Ivc8.11:"-!!·~Goti2.~E:'dun iori 
agi-e ement s, and related correspondence. 

roa..r cOJ.lie., i.:.u..!od.i.a" o.iqinoJ, 10 ~ &\!..bnUtt~d to the Notional Arc.:hlves cad Records SC'rvice 
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REQUEST FOR !~UTHORITY TO DISPOSL: OF Rl:::CORDS--Continuation Sheet 

7. 
IT£M no. . 

8. C:~ilIPTIO:' 
(WITH I~.:u;;:r..: C:. ... 1u 

OF ITEM 
Oil F.DE~.',:'j (',,::O;,S) 

9. 
S""PI.EO~ 

JOD NO. 

10. 
A::nON TAKEN 

a. Union Recognition
Docu:::ents 

ar.d Union Constitution 

b. 

Retain permanently. 

Local Agree~ents and Related Corresnondence 

~ Transfer to the FRC 1 year affer the union 
agreement has expired. Destroy after 5 years'
retention in the FRC. 

.'. 

3. 

4. 

5. 

Union.,.}~nagement I'!eetinp"s!';otesand Publications 

Transfer to the FRC 1 year after program is establis ,ed.
Destroy after 5 years I retention in the FRC. 

These records consi'st of minutes of meetings held 
between the union and nanagement, copies of union 
newsletters, other publications, and related 
correspondence. 

~ro-"""C:'" --- - . 
Special Projects Records 

These records consist of background data ~ertaining
to special projects, such as establishing the progra
for eating facilities in the program centers • 

Grievance RecorC.s 

These records consis~ of policy background material 
for the P3ndlinG of G~~e\~nces in the program center~J 
as ve LL as the gl'le\·2.r:cesfiled by the union under 
the nesotiated a~ree~ent. 

b. 

Retain pe rmanent Ly , 

Othc:~ C2.ses 

Destroy 5 years after the case is closed. 

Fonl' C'O~iC!l, inc-Jodinv orlginal,'t> Le aub,n..ittc-d 10 the- Natiollo) h:chi"<,,. and Records Srr ...ice 
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REQUr:ST FOR AUTHORITY TO DISPOSE or :m::CORDS--Coniinualion Sheet 

9.7. 8 ClESCRIPTlC', CF ITE',' 10. 
SAMPLE OR ITtM NO. (WITH IN:LUSI\o'E DATES OR hlTlr.TlON PERIODS) ACTIO~~n:<elrca riO. 

6. Unfair Labor Practice Records 

These records are precedent cases of charges
filed by the Q~ion against management in the 
proBram centers on such matters as union 
observ~rs on promotion panels, deduction of 
multilevel dues from employees salaries, and 
similar cases. 

,Transfer to the FRC when no longer needed in 
current operations. Retain permanently in the 
FRC. 

B. Equal Employment Oprortunity (EEO) Records 

1. Preco~plai~t Counseling Records 

These records consist of reports completed by
EEO counselors in the rrogr2~ ce~te~s on 

,potential discrimination complaints. 

Destroy after 1year. 

2. Discrimination Case Records 

These records consist of cases filed by
individual program center employees on alleged
discrimination. 

Trar.sfer ir.active cases to the FRC after I year.
Destroy after 3 years in the FRC. 

3. Af'f'frmat Lve Actj07! Plar.s and Pro£':ressReports 

These records consist of plans for equal
ewplo~ent opportQ~ity in ~he progra~ centers,
the sera.lannua on 'ell the L prosref>s report s hcv '...
affir:::.ative2.ction plar.::are 2.cco::!lplished,and 
r-e Lc t ed cor:·cs}:NYldence. 

Destroy after 3 years. 

4. Su.::::-.:;.rv s of .;lle;:2.t of Discri!:lination RC~'::Jrt ions 

The ee r-ecords cons i st of FOITI SS-"'-1358~ l.onthly

Repo r't of Fo rma L Ccnp.laint s of Discri::Jir:3tion,
 

I'oc.z C"O~~C, inc1pdLn!J' c.riginal, 10 he .uLnutl~d to the h·ctionnl Archive. end Rccord.J Sel'vice 

http:Su.::::-.:;.rv
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REQUEST FOR lI.UTHO'RITYTO DISPOS!: OF RECORDS-Continuation Sheet 

7. 8. [I[SCPIPTI':)N OF ITE~' 9. io. 
SAI.·PLEORITEM NO. (WITH INCLUSIV£ DATES OR RETENTION PEPIO:y';) ACTION TAK81JOa NO. 

which lists the number of conplaints of dis-
crimination filed by employees in each program
center. 

Destroy after 5 years. 

5. REO Co~~selor Progra~ Records 

These records consist of data pertaining to the 
operation of the EEO program in the program
centers, such as selection and replacement of 
counselors, and related correspondence. 

Destroy 1 year after expiration of union contract. 

This certifies that the records described on this form 
shall be microfilmed in accordance with the ·standards set 
forth in 41 CFR 101-11.504 and that the silvpr nri.rr:!!!e.l! 
microfilm) plus one positive copy OI~ each microf'iln: shaL 
be offered to the Federal Records Center, SUitland,
M9.ryland. 

, - . , --
";. " r- ... 

.... _.....,.... ".--' - \ , '- ""-
• " •• _ __ _ - .•.• ,J 

FolU' C'Opie., inchu!.ing originaJ, 10 be .-u.h:u.ittc:d 10 th~ Naljoncl A:chive& ond l'o1"corci.JService 


