q ,s;w)/AV

REQUEST-FOR RECORDS DISPOSITION AUTHORITY - LEAVE BLANK
(See Instruclions on reverse) )
TO GENERAL SERVICES ADMINISTRATION, NC1-47-82-2
NATIONAL ARCHIVES AND RECGRDS SERVICE, WASHINGTON, DC 20428 oATE FECENED
1. FROM (AGENCY OR ESTABLISHMENT) November 5. 1981
. 3
Health and Human Seyvices 4 NOTIFICATION TQ AGENCY

2. MAJOR SUBDIVISION

| yrdamee with the Loy s~ 18 0 S C 33032 15, 2 spose re

Social Security Administration Dol onpLEtramen Rty ., ¢t a0 emegt for e < that mdy
3 MINOR SUBDIVISION te wdTied "dsg sd U ogproved o withdrawn r o 10
Disability Determination Services |
4 NAME OF PERSON WITH WHOM TO CONFER ]5 TEL EXT
Emnest P, Lardieri ! 504=5770 Do
6 CERTIFICATE OF AGENCY REPRESENTATWE

I hereby certify that | am authorized to act for this agency in matters pertaiming to the disposal of the agency’s records;
that the records proposed for disposal in this Request of _3 page(s) are not now needed for the busmess of
thrs agency or will not be needed after the retention periods specified.

[]A

Request for immediate disposal.

[x] B Request for disposal after a specified period of time or request for permanent

retention.
C. DATE D SIGNFIURE OF é%Ehcv ?EPHESENTAHVE E TITLE
10/23/81 -
/23/ Df. George E. Deal Department Records Management Officer
1
9.
7 8. DESCRIPTION OF ITEM 10
ITEM NO (With Inclusive Dates or Retenlion Penods) STC-;I;LEOOR ACTION TAKEN
Records Retention and Disposal Schedule
Digsability Delermination Services Records
L
The following series of records are created or received
by Disability Determination Services (DDS)} State agencies
in implementing Titles IT and XVI of the S5ocial Security
Act. The DDS, under regulations, makes the medical deter-
mation for claimants wh~ apply for DI, BL and $SI
benefits alleging a disability.
1. Residual Files
Files containing copies of disability claims
materials. Documents may include copies of Form
5SA-831, Disability Determination and Transmittal;' i
Form SSA-833, Cessation or Continuance of Disability
Determination and Transmittal; related case
materials; or equivalent documents. Record copies
of documents are retained in the DI or SSI claims
folders whidh are maintained by SSA. |
Destroy 6 months after adjudication of the claim.
A0 IS s DT PEE e LD ;%'Zikts
115-107 ! STANDARD FORM 115

Qs wX -8y Loy
Coquud T C\ffkvib\ WRF £ Free

Revised Aprel, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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INSTRUCTIONS

‘General Instrucnons

Use Standard Form 115 (obtainable from supply depots of the

Federal Supply Service. General Services Admimstration) and the
continuation sheet Standard Form 115a (obtaimnable from the Rec.
ords Dispositron Dhvision Office of Federal Records { enters Na
tional Archives and Records Service, W-shington. D C 20408) 1o
obtaun authonty to,dispose of records If {0 request permanent re-
tentron of records Detich the fifthr cops frum the set «nd keep a«
youw reference copy Suhmut the first four Lomes of the set to the
Noapongl Archives and Recy s Serv we Onre copy will be returmed
u the axency as polific <son of (ems th .t . re authonzed for disposas
tte s withdrawn or 1ot approved for d wpasal will e o marked
Foon 8F 115 requamg ( omptrader Qeneral coneunence must be
wumpynied by « aouficefon M pprov J from GAQ

spectfie Instruction,

Catres {2 wad F <hould Jhow whal wpency has cu'.lcidy of the
cv «rids that are dentificd on the foirn, nd should vontan the nune

the departinent or ndependent aeviey  Nd 1N Magor and M 2
ub Jrviaons

Exntrien 4 and 5 shuud help wdentty g locate the person to
whom aaguines re s rding the records <hould be directed

Fnrr A should he simned  vd gated on the four Lopies by the
ey representative The nimber of page~ involved un the request
hoistd be inserted

Bux A should be checked o the records may be divposed of im
mediitely Box B snould e checked if continuing disposal authonty
i requested or of permanent retention 15 requested Only one box
may be checked .

Entrs 7 should contun the numbers of the wems of records den-
tfied on the form in sequence.i1e .| 2.3.4.etc

Entry ¥ <hould show what records are proposed for dispasal

Center headings should indicate what offige’s records are m-
valved if all records descnbed on the form are not those of the same
office or if they are records created by another office or agency.

An 1denttfication should be provided of the types of records in-
volved if they are other than textural records, for example. if they
are photorraphic records. sound recordings, or cartographic records

An demizalion and avelrate dertficemon should be piuvided of
che senies of recinds that Lre proposed for disposal ur retention
tach senes should comprise the .argest pravtical srouping of
separately oryumzed and Yogcally retated m.tenals that can be
treated  « o ~ngle umt tor suposes of disposal Component purts
uf a4 -enes mov he ied sep otitely of ¢ ahbered consgcutively as
. 1b etc  wnder ‘he gencral seres sulry

A stelement shauid he provided -howimg when duposai s to
be made of (¢ 2 records thir.

§ immediate divposal o requested of past Lo umutaions of rec
ords the inckus ve dates dunms which the records were proninced
shou'd be stated ’ '

If vontinuine
ated wr will o it 10 oMy e

et 1s reyuested for revorde th 1 v woamu-
he retent: 1 perigdE moay he
expressed o terms 1 yeara ponaths efo . om0 exav of lutoy
UVRs OF €venls N tuNue LHOn OF @vent (hnt 3 du deter se the
retentean period must w obecuive sousfimte 1 daspkes | of the
records & vontig et upun therr pein s microfilmed. or otherwie
reproduced o res ords J un e LTne CE dable med @ the  etentior
rencd shov'd re d L nte seertaaned that seproduced copies or
recordingsy hove beer nrde in accordance with UGS A res avom
dand ure adeyute sebuuitites for the p-per reeords Ao thy pro-
visions of FPMR . *01-11 5 should be gbserved

Enery 9 should be checked if samples are S\\]tgmnlltd for a4n 1tem
However <amples of the records are mot required anless-they are
requested by the N ARS appraiser 1 an item has heen previously
submitted. the relevant ;ob and iters number should be entered

Entry 10 should be left blunk

Standard Form 115 3ACK Rev 4 7§
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Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF

7
ITEM NOQ

8. DESCRIPTION OF ITEM
{(With Inctusive Dates or Retention Periods}

)
9 5

AMPL 10.
s JoB 5OOH ACTION TAKEN

iy, I!

Case Control Files or Records

Case identification infermation used to control loca-
tion and processing of the claim while under the
jurisdiction of the DDS. Information may be in
manual form (e.g., card file or local form) or auto-
mated form (e.g., computer—controlled system) and
usuallv consists of social security number, name,
address and other claimant identification information.
These files are used by the DDS for reference purposes
after the claims folder has been forwarded to an SSA
component. SSA maintains case control information in
automated DI and SSI systems.

Review file annually. Remove and destroy case
control information for cases having heen adjudicated

1 year or more.

Case Working Files

-

Working files created or received by disability
examiner in adjudicating a DI or S$SI claim. These
consist of initial notes: rough drafts; blank forms
and questionnaires returned to the DDS; returned
envelopes; duplicate copies of the same material from
the same source (except medical information); duplicats
copies of reports of contact; and copies cf correspondy
ence to claimant and physicians pertaining solely
to apnointments for medical exams when the claimant
kept the appoilntment.

1%

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

Review folders prior to shipment and remove and
destroy any working papers.

b. If maintained as a separate working file:

Destroy upon shipment of folders after case
adjudication.

115-203

Four coples, including orlginal, to be submitted to the National Archives

GPO 075 (0 5TR-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMA (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation 108 NO

7.
ITEM NO

8. DESCRIPTIGN OF ITEM
{With Inclusive Dates or Retention Perods)

9.

PAGE OF
k3
SAMPLE OR

10.
108 NO ACTION TAKEN

Consultative Physician's Files

Card file or equivalent records containing names

of physicians who have expressed a willingness to
conduct consultative examinations (CEs} of claimants
for the DDS. The records contain information relative
to a physician's specialty, past experiences in sub—
mitting reports and appointment hours.

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

Fiscal Documents

These are documents relating to DDS expenses in_

administering disability detemmination programs for the

Social Security Administration. Included are docu-
ments relating to the purchase of consultative
examinations (CE), anu/or payments for medical
evidence of record (MER) for titles II and XVI
claimants.

These may include copies of documents authorizing
the purchase of or payment for the requested
evidence, including statements or verifications
that services were received. Also included in this
records series are records created to document the
DDS administrative expenses of the disability deter—
mination program. These may consist of staffing
records, equipment purchase records, space alloca—
tion records, indirect cost allocation agreements
and related documents, or any other records created
or received to document administrative expenses.
Fiscal documents including those related to CE
purchases or payments for MER and administrative
expenses, are audited by Health and Human Services'
Inspector General Audit Agency.

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

b. Destroy 6 years and 3 monthe after the ‘period
couered by-the account,

*174%§rzf;/ef- 590 f27a6374

115-203

Four copies, including original, to be submitted to the National Archives

GF 1 %a v 97 =381

STAMDARD FORAM 115-A

Rewised July 1974

Prescribed by Genera! Services
Admintstration

FPMR {41 CFR} 101-11 4



