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I hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
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. Attacghment

OFFICE OF FIELD OPERATIONS
I. OFFICE OF THE ASSOCIATE COMMISSIONER FILES

Description of Records Authorized Disposition

Senior Executive Service (SES) Performance
Plans and Appraisals

Copies of SES plans and appraisals for Destroy 3 years after close of fiscal year
regional commissioners who report to the covered by appraisal.

Associate Commissioner (AC), Office of Field

Operations. Although '""record copies' are

maintained by the Division of Performance

Management Analysis, these coples may

contain notes made by the AC and must be

retained for appraisal purposes.



II. OFFICE OF

FIELD SUPPORT FILES

Description of Records

A, Conference and Meeting Files

Conference briefing packages including
agenda items, background materials, action
items, and other information relevant to
meetings. The materials are prepared for
participants of regional commissioners'
quarterly meetings, area directors'
meetings, regional conferences, and meetings
of the National Council of Social Security
Management Associations.

B. Regional Issues Files

Documentation and background information
concerning administrative and program issues
raised by the regions, including both
incoming correspondence and replies. The
files are reviewed prior to Qffice of Field
Operations staff visits to field offices.

Authorized Disposition

Destroy when 2 years old or when no longer
needed, whichever is sooner.

Destroy when 2 years old.



Description of Records

(c) Action Plan Update and Workload

Analysis

Report prepared by OF0 which consolidates
highlighted elements from Debt Collection
Narrative Reports and the Debt Management
and Update Reports, It includes a summary
of the narratives and reports on debt
management initiatives

C. TFederal-State Relations Files

Correspondence and background material
addressing such Federal-State issues as
annual wage reporting by magnetic tape,
State Disability Determination Services
problems, and State notifications of
termination of voluntary agreements for
coverage (Section 218 of the Social Security
Act as amended).

D. Program Security Files

Assessments and recommendations from other
components concerning fraud prevention in
OF0 field offices (FOs), and related
correspondence,.

E. Systems Security Files

Vulnerability studies, overall program
security studies and studies of individual
OF0 FO security compliance. Included are
initial reports, final reports, and related
correspondence. These studies are
principally conducted by the Regional
Security Officers.

Authorized Disposition

Destroy when 2 years old.

1. Case Files

Destroy 2 years after resolution of
problem.

2. Subject Files

Destroy when 2 years old.

Destroy when 3 years old.

Destroy 2 years after final report,



Description of Records

F. Management Studies and Reports

Studies and reports addressing operations
and policies on a national scale. Examples
include cost savings initiatives and service
delivery issues. Included with the reports
are final recommendations.

Authorized Disposition

Destroy 3 years after release of report.



IV. RESOURCE MANAGEMENT FILES

Description of Records

A. Budget Files

1. Regional Monthly Expenditure
Reports

Reports prepared and submitted by each
regional office showing cumulative
expenditures by object class codes for the
fiscal year.

2. Monthly Transaction Report

Reports prepared by the Office of Financial
Resources (OFR), Office of Management,
Budget, and Personnel, showing expenditures
by object class on a line item basis for the
Office of Field Operations (OF0) field
offices (FOs). It is used to balance the
Monthly Expenditure Reports.

3. Payroll Analysis Recap Report

Biweekly analysis report prepared by OFO
central office and FOs showing hourly salary
rates by type and category of employee,
Included are overtime and percentage of
benefits for health insurance and retirement
summaries.

4, OF0 Yearly Operating Budget Plans

Budget plans submitted annually and covering
a 2-year period (current year and following
year.) The plans are updated quarterly.

5. Allowance Advice

Document issued quarterly by OF0 listing
funds that OF0 has been authorized to
obligate or commit.

Authorized Disposition

Destroy 3 years after close of fiscal
year (FY) in which dated.

Destroy 1 year after close of FY in which
dated.

Destroy 2 years after close of FY in which
dated,

Destroy 2 years after close of the period
covered by the plan.

Destroy 3 years after close of FY in which
dated.



Description of Records

6. Cost Analysis Report

This report is prepared monthly by OFR and
shows allocation of funding sources (trust
funds and general revenues) for all
expenditures (such as personnel and
equipment), The reports are used to verify

and project dollar amounts allocated to each

sgurce.

B. Staffing Reports

1. Biweekly RC/Field Staffing Report
from each RO. The report shows the numbers
of employees who entered on duty and who
separated, and other pay period changes.

2. Quarterly Staffing Report

Forms SSA-3907, Quarterly Report of
Personnel Actions, prepared by each RO and
consolidated into a national report. This
information is used to prepare the Field

Personnel Report and the Quarterly Report of

Separation for Position Types by Region.
The reports are used to control budget
ceiling.

C. Personnel Management Files

1. C(Classification Standards Development

Files

Files created in the development of
classification standards for positions
peculiar to OF0Q offices., Included are
position papers and other background
information.

Authorized Disposition

Destroy 2 vears after close of fiscal
year (FY) in which dated.

Destroy 2 years after close of FY.

Destroy 2 years after close of FY in which

dated.

Destroy after standard has been superseded
or obsoleted. 62.5!/7461)



ITII. PERFORMANCE MANAGEMENT AND ANALYSIS FILES

Description of Records Authorized Disposition

A. Senior Executive Service (SES) and Merit (1) Merit Pay Files, GRS 1/23a(5).
Pay Performance Planning and Review Files

SES and Merit Pay Performance Plans, Destroy 3 years after close of fiscal year
monitoring records, and related (FY) covered by appraisal.

correspondence, Also included are profile

packages which are interim performance

reviews and analyses which contain (2) SES Files, GRS 1/23b(hL).

supporting documentation for high or low

appraisals. Files are maintained for

regional commissioners and the Associate Destroy 5 years after date of
Commissioner, Office of Field Operations appraisal, exclusive of any interim
(OF0). service as a Presidential appointee,

B. OF0 Field Goal-Setting Files

Field performance goals or targets, reports, Destroy 3 years after close of FY in which
and related correspondence. They are used dated.

to set goals and monitor performance and may

be used to revise SES and Merit Pay Plans.

C. Management Information Files

Monthly reports, broken down by region, Destroy when 2 years old.
detailing regional workloads such as

retirement and survivors insurance,

disability insurance, supplemental

security income, and debt management. The

reports contain monthly data, are not

cumulative, and are based upon district and

branch office (DQ/BO) input.

D. Operational Review Files

Reports of remedial actions recommended and Destroy when 3 years old.
taken to correct problems identified in the
Workleoad Tracking Reports.

E. Audit Staff Liailison Files

One—time studies conducted by the Office of Destroy 3 years after release of report.
Assessment, the U.S. General Accounting

Office, and other offices. These studies

may be originated by the office performing

the audit or at the request of OFOQ.



Description of Records

F. Systems Planning Support Files

Correspondence concerning systems planning,
including regional office and other central
office components.

G. Case Control Systems Support Files

Correspondence and reports concerning the
Case Control System received from the Office
of Management, Budget, and Personnel and the
ROs.

H. Telecommunications Support Files

General correspondence and related records
pertaining to the internal administration
and operation of OF0 telecommunications,
Included are staff briefing files covering
current fraud issues involving
communications equipment. These
noninvestigatory files are to keep top OF0
staff advised on matters which may come
under public scrutiny,

I. Risk Analysis Files

Reports and other correspondence relating to
OF0 conducted risk analyses of field office

operations. Included is all correspondence

relating to the implementation of the final

OF0 recommendation for corrective action.

Authorized Disposition

Destroy 3 years after implementation or
abandonment of proposed system.

Destroy when 2 years old.

1. General Files

Destroy when 2 years old. 6&5’%«.

2. Fraud Briefing Files

Destroy 6 months after close of
investigation.

Destroy when 3 years old.



V. PROGRAM AND SYSTEMS MANAGEMENT FILES

Description of Records

A. Legislation Planning and Implementation
Files

Documentation of the Office of Field
Operations (OFQ) responses to legislative
planning and implementation initiatives from
other offices. Included are meeting reports
and action items, and related
correspondence.

B. Debt Management

1. Correspondence Files

Reports and other correspondence relating to
monitoring Debt Collection Center {DCC)
compliance to debt collection procedures and
monitoring DCC performance. Also included
are impact statements addressing proposed
policy and procedural change,

2. Report Files

{a) Debt Collection Narrative

Report

Monthly reports from DCCs addressing the
status of debt collection activities.
Certain items may be highlighted in
management reports prepared by OF0.

{b) Debt Management Update Report

Reports prepared by the regional offices
(ROs) which provide information on
litigation issues and the Private Agency
Collection Project. Also included is a YY
report providing status on the numbers of
debt management cases released and closed.

Authorized Disposition

Destroy 2 years after legislation is passed
or withdrawn.

Cut off file at end of the calendar year
in which dated and destroy j-’éer 2 yearsa‘t‘.
en

Destroy when 1 year old.

Destroy when 1 year old.



Description of Records

2. Supplemental Union Agreements

Agreements between SSA and the American
Federation of Government Employees (AFGE)
Field Office Council which supplement the
national contract with AFGE. Background
material is included in the files.

3. Affirmative Action Plans

Coordination copies of affirmative action
plans and related correspondence from each
RO.

Authorized Disposition

Destroy when supplemental agreements have
been superseded or terminated.

Destroy when plans have been revised or
superseded.



