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To:	 NA nONAL ARCHIVES & RECORDS ADMINISTRA nON
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001
 
(Agency or establishment) 

Social Security Administration NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION In accordance with the provrsrons of 44 USC 3303a, the 
Office of Publications and Logistics Management disposition request, including amendments, IS approved 

I-=-----,~=,--=-:-=:-::-::-=_:_:_----------------____i except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

Center for History, Library and Records Management 

54. NAME OF PERSON WITH WHOM TO 
1-410-965-3832CONFER
 
Fax 1-410-966-1704 ;). '--<-{ .....Dc(
Frank Co SSA Records Officer 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency In matters pertaining to the dtsposrtion of ItS records and that the 
records proposed for disposal on the attached _5_ page(s) are not needed now for the business for this agency or will not be 
needed after the retention pen ods specified, and that written concurrence from the General Accounting Office, under the 
provisions of Title 8 of the GAO Manual for GUIdance of Federal Agencies, 

[gI not required	 D is attached; or D has been requested. 

TITLE 
Records Officer 

9 GRSOR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

SEE ATTACHED SHEETS 

NC-47-75-14
 
Social Security Claims File NC1-47-77-20
 
Office of Origin: NC1-47-81-17
 
Office of Disability and Income Security Programs NC1-47-82-7
 
(ODISP) N1-47-86-2 (3)

SOCial Security Administration N1-47-87-2
 
6401 Security Boulevard N1-47-88-2 (1 B) 
Baltimore, MD 21235-6401 N1-47-89-1 (1 a & b) 

N1-47-95-1
 
Scheduling Authority: N1-47-95-2
 
SOCial Security Administration N1-47-95-3
 
Deputy Commissioner for Finance, Assessment and N1-47-98-1
 
Management N1-47-99-1
 
Center for History, Library & Records Management
 
Frank Col po, SSA Records Officer
 
Room 1501 Annex BUilding
 
6401 Security Boulevard
 
Baltimore, MD 21235-6401
 
1-410-965-3832
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. L'Social Securlty-Ciaim.File 

The purpose of this schedule is to consolidate Social Security claim file disposition authority into one media 
neutral schedule The schedule provides authoritative instructions for the retention or destruction of claim 
file records related to Title II (Retirement, Survivors and Disability Insurance) and Title XVI (Supplemental 
Security Income for the Aged, Blind and Disabled) of the Social Security Act. It grants authority for the 
disposition of existing and future records This schedule supersedes the retention schedules or parts of the 
retention schedules shown m section 9 of the SF-115 cover sheet. 

The claim file contains material related to the request for or continuation of benefits/payments under the 
Titles noted above. Items m the claim file include but are not limited to the initial claim apphcation, 
award/dental notice, supportmg evidence and documentation for initial and contmuing entitlement, vanous 
determmation forms, changes in representative payees, overpayment/underpayment matenal, recordings of 
ALJ hearings, general correspondence, etc. Claim files involving blindness or disability will also include 
disability related information including documentation of the disability determination, supporting medical 
development and evidence, new medical matenal received after a medical decision has been made,. 
contmumg disability reviews, and other disability evidence. 

Information in the claim file is used throughout SSA for purposes of determining mitial or continuing
 
ehgibihty for benefits, the amount of benefits and the appropnate payee for benefits; reviewing claims
 
through the administrative appeals process; ensuring proper benefit payments; and answering inquiries
 
about claims
 

Disposition Instructions 

A	 Inputs 

Delete/destroy after recordkeeping copy has been placed m the claim file and verified. 

B	 Claim file 

Title II domestic records 

a	 Claim based on disability 

(1)	 Person receiving payments -- Delete/destroy records 7 years after the date of adjudication of 
the most recently awarded claim If: 

(a) The person attains full retirement age; or 
(b) The medical	 reexamination date IS scheduled to occur after attainment of full retirement 

age. 

(2) Person not receivmg payments (dented or termmated claim), 

(a) For medical	 reasons -- Delete/destroy records (mcluding underpayment records) 5 years 
after the Agency's final denial or terrrunation decision, 

(b) For non-medical	 reasons (includmg death) -- Delete/destroy records (mcludmg 
underpayment records) 2 years after the Agency's final denial or termination decision 

b	 Claim not based on disabihty 
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(1) Person recerxing payments	 -- Delete/destroy records 7 years after the date of adjudication of 
the most recently awarded claim. t 

(2) Person	 not receiving payments (denied or terminated) -- Delete/destroy records (including 
underpayment records) 2 years after the Agency's final denial or termmation decision. 

c.	 Uncollected debt 

(1) Retirement	 and Survivors Insurance cases where recovery has not been waived--
Delete/destroy records 10 years after collection efforts have been terminated. 

(2) Termmated	 Disability Insurance claim with inactive overpayment collection --
Delete/destroy record~O years after case is identified as a non-pay status case with an 
overpayment for the pnmary beneficiary and 55 years for a case WIth an auxiliary. 

ltIJ	 (m
TItle II international records 

a. Claim based	 on disability
 

'2..
 
(1) Person receiving payments	 -- Retain currently entitled claim records until claim is 

terminated; then follo\~)f. below. 
(f)	 Person not receiving payments (demed or terminated) -- Delete/destroy records 

(mcludmg underpayment records) 5 years after the Agency's final denial or termination 
deCISIOn. 

b.	 Claim not based on disability 

L 
(I)	 Person receiving payments -- Retain currently enntled claim records until claim is 

terminated; then follo\~)f. below. 
(2)	 Person not receiving payments (denied or terminated) -- Delete/destroy records 

(including underpayment records) 5 years after the Agency's final denial or termination 
deCISIOn. 

3,	 Title XVI claim and post-eligibihty records 

a Claim based on disability 

(1) Person	 receiving payments -- Delete/destroy records 7 years after the adjudication date of 
the most recently awarded claim If 

(a) The person attams age 65; or 
(b) The medical reexamination date ISscheduled to occur after attainment of age 65. 

(2) Person not receivmg payments (denied or terminated claim): 

(a) For medical	 reasons -- Delete/destroy records 5 years after the Agency's final demal 
- or termination decision 

(b) For non-medical	 reasons -- Delete/destroy 2 years after the Agency's final denial or 
termmation decision. 

b.	 Claim not based on disability 
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(1) Person !~!;elving payments -- Delete/destroy 7 'years after the adjudication date of the 
most recently awarded claim provided the claim does not contain post-eligibility material 
less than 7 years old • 

(2) Person	 not receivmg payments (denied or terminated claim) -- Delete/destroy 2 years 
after the Agency's final denial or termination decision. 

c.	 TItle XVI post-ehgibility records 

(1) Overpayment	 and underpayment actions -- Delete/destroy TItle XVI overpayment and 
underpayment records 2 years after a non-medical termination event and 5 years after a 
medical termination event; 

(2) Redetermination	 Form (shortened) -- Delete/destroy form and supporting evidence 5 
years after all actions are completed; 

(3) General	 -- Delete/destroy all post-eligibihty records (other than noted above) 7 years 
after action is processed to completion. 

4.	 TItles II1XVI General 

a.	 Representative Payee records for claims in payment status 

(1) TItles II and XVI Representative	 Payee Applications -- Delete/destroy records 7 years 
_ after action 106 processed to completion; 

(2) Forms associated WIth representative	 payee accountmg and monitoring such as the SSA-
623, 624, 625, 6230, 6233 and equivalent forms -- Delete/destroy 2 years after action 
completed. 

b.	 DIsability/State Agency Trailer Mail -- Medical and nonmedical records related to a claim for 
disability benefits received after the disability decision has been made. 

(1) Duplicate Record -- Delete/destroy record upon determining record is duplicative; 
(2) Non-Duplicative	 Record -- Disability Determination Services (DDS) determines record 

has beanng on case -- Delete/destroy record in accordance with the claim file retention 
mstructions; 

(3) Non-Duphcatrve	 Record -- DDS determmes record does not have bearing on claim--
Delete/destroy upon makmg determmation that record does not have a bearmg on claim 

C Outputs 

1. Data feeds to other SSA system(s) 

Venfy feed and follow disposition instructions for related system(s). 

2. Ad hoc Reports 

Delete/destroy when no longer needed to conduct business 

3 Correspondence, Notices and Receipts 

File WIth or link to individual Claim file; follow disposition mstructions of related Claim file. 
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b.	 Systems Documentation, 

Those documents that provide a narrative description of the electronic system; physical and technical 
characteristics of the records, including a record layout that describes each field including its name, size, 
starting or relative posmon; and a description of the form of the data (such as alphabetic, zoned decimal, 
packed decimal, or numeric); or a data dictionary or the equivalent information associated with a data 
base management system, including a description of the relationship between data elements in data 
bases; and any other technical information needed to read or process the records. Systems 
documentanon may include such items as manuals and software update documentation. 

Cut off when the system is superseded and/or replaced -- Delete/destroy 2 years after cutoff or when no 
longer need for reference, whichever ISlater. 

E. Electronic Mall and Word Processing System Copies 

Electromc copies of records that are created on electronic mall and word processing systems and used solely 
to generate a record keeping copy of the records covered by other items in this schedule. Also includes 
electromc copies of records created on electromc mail and word processing systems that are maintained for 
updating, revision, or dissemination. 

1	 Copies that have no further administrative value after the recordkeeping copy is made. Includes 
copies maintained by individuals in personal files, personal electromc mail directories, or other 
personal directories on hard disk or network dnves, and copies on shared network drives that are 
used only to produce the recordkeepmg copy 

Delete/destroy withm 180 days after the recordkeeping copy has been produced. 

2	 Copies used for dissemination, revision, or updating that are maintained in addition to the
 
recordkeeping copy
 

Delete/destroy when dissermnation, revision, or updating is completed. 

Guidance: 

The following are examples where claims WIllbe maintained beyond the scheduled penod for destruction. 

1. Fraud or Abuse -- All claims related records involved in mvestigations of fraud or abuse will not be 
destroyed until conclusion of the mvestigatron, 

2 Court Cases -- All claims involved in court cases or class actions will not be destroyed until completion 
of all the legal actions. 
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General Counsel Statement 

I have reviewed the record descriptions and their respective proposed dispositions, I am of the opinion that 
the records will be maintained for a period of time sufficient to protect the legal and financial rights of the 
government and of the people directly affected by the Agency's activities, 

Agency Concurrence: 

Deputy C rissioner of Disa iIi
 
and Income Security Programs
 

71ft I () ? 
, I

Deputy Commi sioner of Operations Date 

ISSAReCOfdSCiffiC Date 
OPLM,CHLRM 
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