
•• 

HtnrHlurfi ;~I)nll :-':0.lUS 
}\('v:,,( .1·1' "'/1 n,I.,.!":. I" ·1 
l'H·MLIII,· d fl)' ( f" I'al S"rvict:h R~~_T FOR lUJ'"l'HORITY• AdmIlJl ...t r nt u-n
 
GSA )<"1:. :'- I V - I riG
 TO	 DISPOSE or RECORDSns-ioa.	 $EP 10 1975 

A 
"\	 

(See Lrn.t r u c t ro n n 011 R(,,'er~e) 

TO;	 G NC1-
NATIONAL ARCHIVES AND RECOIIDS SERVICE, WASHiNSTON, D.C. 20408
 

NOTIFICATION TO AGENCY I. FHOM (ASENCY OR [:;) ;,DLlS!lMENT) 

In accordance with the provisions of 44 U.S.C. 
3303a	 the disposai-request, including amend-
ments, is approved except for items that may 

,L- ~~~~~~ ·__ ·~~	 be stamped "disposal not approved" or__	 __ ISocjal Securi Administration 
"withdrawn" in- column 10. ' 3, ft-INOH SLJiluiVI::iIO'~
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6. CERTltlCATE OF AGE 'iCY REPflE:;[tiTATIVE 

"",- . -1 hereby cert ifv tIM>!.lam authorized to act for t.r.e head oflhi, agcncy iu malters pertrunin& to the dispolal of records, and that the records described in thi.litt or 

.ch~~ul~ of __ pa"~3 ar e proposed for du-posal foe the- reason indicated: ("X" only one) 

A	 The record. have- B The recoede will r euee to have euffir-ient value
 
ceneed to hA""C Bl!r.-!- to w arr e -it {ur t he-r r et c nttorr on the exmrut rcn
 
c-ent vo tue to w arrant of the per of time at ed or on the occur-
rod rnd tc 

further	 r ete-ntron. renee of the event SpCl rf.ed,D	 Q 

~ePt. Records Mgt. Officer 
r (D3te\	 (Title) 
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DISTRICT !BlL\.1\lCH OFFTCE A1\TJ)RAU RECORDS 

A.	 Pending Soci~l Securitv Number (SSN) Applications 

These files consist of photocopies of Form SS-5,
Application for Social Security Number, and/or- rosters 
containing the name and SSN of individuals requesting
SSN's or replacement cards. The files are created 
when an individual requests that hi.s or her SSN be 
furnished to a third party (employer, bank, welfare 
agency, etc.). They are maintained in SSA district 
and branch offices. 

Destroy after third party has been notified of correct 
SSN. 

B.	 Record of Claiws (Microfiche) -.,, 
I 

These are microfiche records containing persona)
data (name, address, SS;--;-, of birth, paymentdate 
history, etc.) ~bout beneficiaries and denied applicants
for retirement and survivors insurance, disability I 
insurance, health in~urance, and supplemental security
income payments, The records arc used by SSA district 
and branch o[fic~s and telcservice centers to answer 
inquiries. The"e offices and the Reconciliation and 
~lalysis Units (I~U) also use the records in making
de t c rmt na rf.ons as to continuing eligibility f01' 

benefits, The f Lche ar e updated every 3 months. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCL~5IVL DATES OR RET[NTION PERIODS) ACTION r',KEN 

JOB NO 

~. Wage Item File 

These files consist of notices sent by the Bureau of 
Data Processing (BOP) to district and branch offices 
when an individual's earnings are reported to SSA 
without a SSN or with an incorrect SSN. The district/
branch office uses the notices to contact the employer 
or wage earner and reconcile the data. Once the data 
are reconciled, the record is returned to BDP so that 
the earnings may be credited to the appropriate accoun 

1. District/Branch Offices 

Forward to BDP after data have been reconciled. 

2. BDP 

Destroy after magnetic tape has been proven
acceptable. 

~. Problem Case File 

These files are maintained by some SSA district and 
branch offices. Generally, they consist of notes 
and other background materials relating to difficult 
or continuing problem claims cases. The files are 
broken dO\m upon completion of claims development and 
pertinent material is sent to the reviewing office for 
association with the claims folder. 

1. District/Branch Offices 

Rev i.ew upon completion of claims development and 
de~troy documents which have no further relevance 
to the claim. Forward the remaining documents to 
the reviewing office for association with the 
individual's claims folder. 

2. Reviewing Office 

File in the claims folder. Retain in accordance 
with claims folder disposition instructions. 

--------------_._._------------------- ..------- -------------------------------
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I 
II E. Problem Case File (SST) 

These files are maintained i.n the ~econciliation and 
Analysis Units located in the SSA regional offices. 
The files consist of computerized listings which 
identify, by name, SSN, and other factors, individuals 

:who have applied for supplemental security income
 
- (SST) payments. The listings are used to control
 

complex cases requiring special expertise to process.
 

Destroy when no longer needed for control purposes. 

F. Control File for Cases Before Presiding Officers 

These are card files maintained by t~e RAUls on SSI 
claims cases which are before an officer of the 
Bureau of Hearings and Appeals for resolution. TIle 
cards contain the name and SSN of the applicant for 
SSI payments and a chronological record of case 
processing. The cards are used primarily ~o an~wer 
inquiries on the status of the case. 

Destroy 4 months after final action by the Presiding
Officer on the case. 

G. Claims Leads 

These are forms received f~om mental hospitals,
welfare agencies, IRS, VA, and other sources identifying 
persons who may be eligible for retirement and 
survivors insurance, disability insurance, hospital
insurance, or supplemental security income benefits. 
The forms generally contain the name and address 
of the individual, date of birth, employment data,
data on dependents, and other personal information. 
The forms are used to initiate contact with individuals 
to determine their eligibility for benefits. i 

I 
Destroy after claim has been taken or 6 months after! 
the date from wh Lch individual is contacted by Let te r', 
whichever is earlier. I 
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H. Welfare Eligibility Lists for December 1973 

These are lists of individuals eligible for State 
welfare payments as of December 1973. The lists are 
used by SSA district/branch offices to facilitate the! 
transfer of aged, blind, and disabled cases from Stat~ 
welfare agencies to the SS! program. The lists gener~lly 

~~~~~in name, address, SSN, and welfare case numb~r I 

Destroy when information on the list becomes obsolete. 

1. 

J. 

Tax Assessment ~ecords 

These are listings containing excerpts from local 
assessor reco~ds. The listings are used by the 
district/branch offices to document claims for 
supplemental security income payments. 

Destroy upon receipt of next subsequent listing. 

Local School Records 

I 
I 

tax. 
I 

.. 
! 

K. 

These are records of students enrolled in the local 
school system. The records contain the namE. of the 
student, age at time of enrollment, name of guardian
and address. The records are used by the district/
branch offices for age documentation. 

Destroy when obsolete. 

Local Birth Records 

L. 

These are copies of birth records for individuals 
who are potentially eligible for benefits under 
various social security programs. The records are 
used for documentation of age. 

Destroy when obsolete. 

Forced Payment File (SSI) 

These files consist of listings of SS! claims cases 
which require forced payment processing. The listing~
contain the name and SSN of the SSI applicant and 
describe the type of action being taken on the case. 
The listings are used by the RAU's for case control 
purposes. 

I 
I 
! 
I 
i 
\-_._------------------------- -------
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Destroy when the information on the listing has become 
obsolete. 

One-Time Payment File 

These are card files used to r~cord cases where one-
time payments are made to SSI applicants. The files 
contain the name of the applicant, SSN, amount paid~
months for which paid, and related data. The files 
serve to insure that duplicate payments are not made. 

Destroy 3 months after date of last one-time paY1llent. 

I 

I 
i 

I 
i 
I 

j 
I 

9. 
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10. 
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