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Ht l:iHi!lrcl J·:,...lljU No! 1. n
 
r'..C~itur t-;ovt!Tll1.'1 1\):-"

llrcHr.P,r"J k, (;. 1,1 rn l S('rViC-A!B ~··.~·- r·-----~
REQ!ST FOR ~U'!'HORlTY f LEAVE nr.ru-m:' ! 

Admlnl?tnLtl(lfl 
GSA l(,'K. srv H'G l~TF. HCWVrO --"--' ~'-J;iJ-IIO'
 

11.1-102
 TO	 DISPOSE OF RECOHDS 8EP	 10 1976..L4' /z;;,~~:.::;Ln s t r u ei iorrs on Re\'{)r.~c) nATE [,PPflOYEDj
TO: GENErV\L SeRVICES r,D~v1!NISTF\ATION, NC1- 7 -76-33 

NATIONAL AnCHIVF.S AND REcor·ms SEr~VICF., WASHINGTO"J 25, O. C." ---' 
--------_ .. 

1. FROH (IIG[lICY Oil [~'ll\~LlSh:,~[N fJ	 NOTIFICATION TO AGENCY t.Department of Health, Education, and Welfare 
II In	 accordance with the provisions of 44 U.S.C.·:, 

2. MAJOr. SULlDIVIS!1J1<	 , 3303a the disposal request, including amend- '~'. l 
Social	 Spcurity Administration , ments, is approved except for items t~at may } 

be stamped "di sposal not approved" or .' 
3. MINOR 5UIJDIVIS!Orl ------	 "withdrawn" in column 10. ,:'-

SSA	 Regional Offices 

T'''EXT=-=--,I!J_L!_ 7b	 
" 

4. t<M,IE Or P[f\30N \"ITI! \\1I0'~ 'TO CO:iFER	 !~ 15 .	 W.i~5770 H- ofieCeo r ge S. Yamarnu ra ----------------~-------------~~------~~~~~-------------~ 
s. CEr.~1FICATC OF AG~NCY REPReSeNTATIVE' 

-~.. ' "--}J.atby ccr tifv that I On) authorized to e ct fer the head ofthi, agency in matter. pcr t airring to the di~p0891 of records, and tl:Ji't'thc records dcccribcd in thin loot 01' 

ecbedulc of P:l~(,S are proposed for disposal for the reason indicnt cd : ("X" only one) 

A	 The r e e o r d s h a "C B The records will cca-e to have sufficient value
 
ceased to hnve S\.lfii~ to wurrnnt further rctcntron on the expir atron
 
cient valur to wnrr ant of the penod of tUIlC .ndu-uted or OD the occur-

f.u-t her retention, rence of the event spcr uicd, D	 Q 

-¢J:-:-to~f--- -------C~=*7.(::~.;g.:::n=r:-tll-rc..;:'y==r:-,\'-<;(-n.;;.,~--:'!H..:;;cp:-r-cs-(D~('-;\l:-;j~"+...L.-----~-- Dept. Record(~,tl~gt. Off icer .	 ' ------------------~--------------------~------------------------------~----~
 9.7. 8. D[SCi<IPTION OF ITEM	 HI 
SM~PI.E ORITEM NO. (WITII JNCLUSI'iE DATES OR ReTENTION PERIODS)	 f.CTIOl-! TIII<[NJOB NO. ------ ------_. -----

RECORDS	 RETENTION 1\...,\D DISPOSAL SCHEDULE 
REGIONAL OFFICE RECORDS 

The files described in this s~hedule are created in the 
administration of SSA programs by the SSA Regional Offices. 
Unless otherwise noted, record copies are maintained by
the regional offices. 

1. GENERAL PROGRl01 ADHINISTRATION RECORDS 

A.	 Administ~ative Files 

Files created or maintained by most regional offices 
in the performance of their assigned functions. 

I1-	 Official file copies of outgoing correspondence' . . , relating to office functions. I 
I, . 
I ~; I \2.	 Comments on draft reports, studies, and p ropo s al-s I 

prepared by other offices. ~ 

'3 •. Contributions to and/or comments on proposed . ';'" I.v c , legislation. 

4. Sugg cs t Lcn evaluation. 

_ .. 
\ 

\ 
I , 

v 



., .
I. 

INSTRUCTIONS 

Gr;nC1'I1,l l nntructions: Usc Standard FOJ'ms 11:) ami 
1];';a, obl aiunbl» from Supplr Centers of t hr F"dcral 

. Sllpply Scrvico, (;(~ll<;ral S(;r\'ic(;s Adm inist rnt r.:n, to 
obtain autho)'i1:,' to dispos« of records. Submit Jour 
copies, all '.d· \\ hich slJould lie :-;1)::I1{'<1 and daLl:d, I') the 

,;'Jational Archives (InrI J~('cl)l'd.., Service. IndIcate 
Ul(' numl.or uj' )J~lg('." in xolvc.l ill the dislJllsnl request 
under l·llt}'.\' (i. Copy ,1 OJ' the standard form \\ Iii Iw 
rdUl'llUI to the <lg('!)r:\, as nouticat.ion tkLL Con-
~~l'c:',s has authorized drsposal of the items marked 
"a J1 p roved." 

Specific l nst I'll ci ions " 

Entries 1, ,?, «nil. .J should show iohai Hgency has 
~",t'.')rl\' fll' tilr; rccnrds tilat are ii.lr!IlLii'lc(J Oil the 

[01'111,and should contain the name of the depal'iment 
OJ' in<iepl:ildeat agency, aud n s major and minor 
subdivisions. 

l~·nt.l'ies.4 and ,J should heln idcnt ifv anrl locatc the 
person to 7', hom inquiries regarding the records 
should be d irectcd. 

EntT:! 6 should show uho t l:irtd of aut b o ri tai itrn. IS -
requested. Ouiv one of two ;';ind.s of authorizat ions 
may he requested on a particular form. 

Ito» A should be marked if immediate disposal
is to be made of past. accumulat.ions of records, 
and the completed Iorrn thus marked is a list. 

Em; Il shouid be marked If records tliat havc <:1(:-
cumuLitc.! or w ill continue to aCC11l1111Llte are 
to be disposed of at some definite future t.mie 
or periodically at stated intervals, or if dlS-
posal is to be made of microphotorn-aphorl 
records after it has heen ascertained that the 
microfilm copies wore made in ~C'c())'(l:trlce 
with the standards presciibed in GS..:-\ Rcg u-
lations 3-1V-10:); and the completed Iurrn 
thus marked is :1 schedule. 

Entry 7 should contain the numbers of the items. 
of records identified Oil tho form in sequence, i. e. 
1,2,3,4, etc. 

Entry 8 should show what records arc proposed
for disposal. 

Center J1l':ir!ill~S should indicate uluu. o,ffi,te's 1'CC-

orris an: involved if all records descr-ibed on the form 
are not Ll.o:«: of ill(' s.une office (,1' if t hey are records 
created by another oflicc 01' agC!icy, 

An idoutification should be prox icier! of toe ['!fPCS 

of j ccoril. in , olvcd if Lhcy an: other than textual 
records, fur cx.imnl«, if thov arc photographic )'CC-

orrls, sound re( (Il', ilng'S, or cartographic records, 

All iterniznt ion and accurate idcnt.ification should 
be provrdcd of the scric» of 1 eco o!» that are proposed 
Ior dispos.d. Each series should compr-ise the larg-
est prnctic.il ~l'ollJ1illg of !:-cpar:nel~' orgaJlizr~d and 
logicnllv l'elat,'d matcrials that (';-1I1 1)<, t.~·0.a(r'd :~.~ a 
sirig']c unit for purposes of disnosal. Compouont 
pnrt s of a series may 1;(; li::,Lr.'d st:j)i\L'atcly if num-
bClnl cons.ccut.r.uly as 1 a, lb, ct c. under the genera! 
series cntrv , 

A statement should be' provided ~ho\\ing u.h cn 
the record", \"l;t'e produced or u.h« il disposal is to be 
made of t he records, th us: 

If DoxA under entry G was marked, the inclu-
sivc dates during w h rch the records were pro-
duced should be stated, 

1f ];O;~ B under en l.rv G was 1~!"11;cd, the period
of retr'l~t ion should be Sl;l:OO. The retention 
PCI'J()(! ma,\' 1)(, ('xpr(.'''''('(: 1~1 tr: ims of ycc rs. 
months, etc., 0)' ill 1.er:11,::'of f,:Uire act ions or 
events. A future acucn or l'\ cnt that is to 
dct orrnine the retention 1:':>1',("] must be ob icc-
ti\'c and dorinit e. J I d:::'Pf):::,1! OJ' the r ....r::)j·r!s 

is l'()ntj!'g'~JlL upon their b,: l!1)! micruulmcd. 
the rctc nt ion period slw'J:c; rc.vl : "Unt i! as 
ccitn iuor. that micl.'(Jpl·,0tl'g:·;:1'}lj~· copies h:l\'C 
bl'r;;l 1n;'J;" in acrorrlnnco \',-::1' CSA R(~glll(\-
tions ::~-!\'-·1 0:) n nd are adcqunt.o substi-
tuu-s for the paper records." 

En!]'?! ,f, should show 11'''(1 ( SIl})1j)/(S of ]'(;COl'(l.S wore 
submitted f'or each item, GJ' with whet iob 1I](1)!/)rl' 

such samples \\'l')'C' nrcviouslv s:lbmltlud, Samples 
of types (11' )'(;(,01',15 other than textual and c.n-to-
graphic: 1'(;<:01"1" should not be submitted. 

Enh'Y 10 should be.left blank. 

Officer, OPO 

" 

•• 1\ 7?jrPj~£luP"r/ 
Records Liaison Officer 

http:prnctic.il


RtnrJ(T.~r(JF~:nn No. 11r....A 
HC\,lhl'lj f\,ov('lllbd i!I'd • '2e .Job No. _ Pu31---·J'r("Senlll'd by 'h';l~1'81 Hervlc('.8 Admllli~trnUon 
GSA IlI-r,. :!·IY-JOG 

lJ{,-20:l Of __ Jl!1gCB 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. (WITH 

8 DESCRIPTION OF ITDoI 
INCLUSIVE DAlES OR HCT[NTIOfl PERIO~) 

9. 
SAMPLEOR 

.ros no. 
10 

ACTION TAKEN 

.. .-. 

B. 

5. Program and management reports, such as overtime 
and staffing reports, workload and production
reports, and other reports prepared to submit 
narrative or statistical data to management
off ices. Exaraples include Highlight Reports;
Redetermination Workload Report; District Office 
Workload Reports (DOWR), such as SSA-3001A, 
District Office Weekly Report; ~r their 
equivalents. 

Destroy 2 years after the close of the calendar 
year in which dated. 

Working Files 

Nonessential working papers retained for reference 
purposes by staff members. Included are extra copies
of official file material, supporting or background 
papers used in developing official files but not 
needed as part of the official file, studies or 
similar material not acted upon, papers used as 
administrative aids and papers thal do not serve as 
a basis for official action. 

C. 

D. 

Destroy after 2 years or when no longer needed for 
reference, whichever is earlier. 

Controlled Correspondence 

Locally-controlled correspondence, relating to all 
SSA progran~, for which replies have been prepared.
These records are not required for claims or legal
purposes. Included are Congressional inquiries and 
replies thereto, and other controlled correspondence
and replies thereto. 

Destroy I year after date of final reply. 

Policy Memorandum Files 

Policy memorandums, interpretations, clarifications,
and similar records, used for reference purposes
relating to administnition of an SSA program within 
a general region. Record copies of documents which 
relate to SSA-wide policies are retained by SSA 
headquarters. 

------------_._-----------_._-----._-----_._---_._------------
Fof'U'~pie., lachui.tn.g o.ipinw, to be 5\1int~,ttcd t. the Nalionat Archives and Recol'da 50n1;co 
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flfJln"Ilr(l J;-"rm No. lIr.-A 
HI'\·I:,.·i~· ;";0\ {.a!li/': JII',! 
IJ1'('~;crl'Hvl b}' li'[:'NIlJ Servlces Adlllinl!'trntion	 e Job No. -=--_ Pltt;<'31---GHA HOf:. 3-1\'-106 

11:.-2<12	 of __ p/tgcs 

REQUEST FOR AUTHORITY TO DISPOSE OF HECORDS-Continuation Sheet 

9.7.	 8 ()r.SCR'P1IO:~ OF ITEM 10,
SAMPLE OR ITEM r~o. (WITH INCLUSive ()A 1 ES OR flETEHTlON PlRIODS)	 ACTION TAKENJOB NO,

-------I----------------------------------------------------,--------/~------
Review files on an annual basis and destroy those 
records which do not have continuing applicability. 

E. Administrative and Program Circulars 

Administrative and program circulars issued by
components in the regional office containing
information and instructions relating to the 
administration of SSA progra~s. Administrative 
instructions are issued through the Administrative 
Directives Syslem, and program instructions are 
issued as program circulars. Included are related 
background materials, such as work papers, clearance 
comments, draft instructions, and recommendations. 

Destroy 2 years after supersession or obsolesence. 

F. District Office Reviews 

Documerit s a ccumuLa ted in comp rchcns Lvc r ev i.evs of I 

district office operations conducted in each district 
office every 3 years. All bureaus in the regional
office participate in the review, and copies of the 
final report are forwarded to the district manager,
Regional Commissioner, and SSA headquarters. Includec 
are reports from bureau participants, draft reports,
final reports of findings and recommendations,and
related correspondence. Reports include such 
information as service area characteristics and 
processing and workload statistics. 

-rp.JC/ 
Retain the latest reviewf'o Destroy upon
completion of subsequent review. 

«, 

G. Teletype Files 

Teletypes received by regional office components via 
SSADARS or ARS covering a variety of subjects. such 
as beneficiary data, reports. or procedures.
Teletypes contain disposition instructions. 

---------------------------------------------------------------_.-----------------------------
FOCd C'O,slel, lA~.huiia9' oIiglnaL to be aubnuUod to the NCltioaal nJ:ChH ..cs a.nd Rc~ord::z Sorvico 
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fltr.n<1111"'1 Fonn No. II~A 
](,,\ 1~'('1 :-':0\,; lntH'" 11)',1 
P'('!'-('rqwd try 0/ d"rKI services A<1II1Il1I~tration	 e Job No. l- Pn"I! _ 
GSA Hel'. 3-1V-l~t 

1l!t-JJ2 of~pngcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. e DESCRIP110!'1 OF ITEM	 10 
SAMPL[ ORITEM «o. (WlTIi l'lCLUSIV[ DATlS on HEH.NTlON PERIODS)	 ACTION TAKENJOB NO ------l--------------------------------------------------------l----------I--~.-------

Destroy in accordance with teletype disposition
instructions. 

H. District	 Office Training Materials Files 

Files of materials developed for and used in various _.	 district office training courses. Included are 
transcripts, handouts, charts, graphs, transparen~ies, 
course outlines, and similar materials. 

Destroy 6 months after material becomes obsolete 
or I year if material is unique (e.g.; format or 
design that may be used in a future training program). 

I. Equal Opportunity Files (EEO) 

1. Affirmative Action Plan (AAP) 

This is the document which describes the agency,
regional, and/or component work plRns, and 
objectives relating to the EEO program. Included 
are problem analyses, areas of emphasis, minority
and female employment data, action items, and 
numerical goals and timetables. Record copies
of agency, regional, and OPO AAP's are retained 
at headquarters. Each plan is developed to cover 
a specific predetermined period. 

Destroy 2 years after the expiration date of the 
period covered by the plan. 

2. Complaint Files 

a. Precomplaint Reports 

The Form SSA-198l:, EEO Counselor Report, is 
used to record precomplaint counseling
activities between the agency's EEO counselor 
and employee(s) or applicant(s) for employment.
Records are for official use only. Record 
copies are retained by SSA headquarters. 

Destroy 2 years after date of counselor close-
out or 2 years after date of employee's
formal complaint has been closed, whichever 
is applicable. 

--------~-----------------------------------.---------------.---------------------
rolU COpiVIi,indadintJ odgh"d, '0 b~ lSubnultod to th~ Nut,onn! Arch..i"e. and Record. Service \.iI'O.1'Jt.'\-O-711-! ..I17 
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Hffin"nrll y.·'"rm No. lll>-A 
HI:\ 1~(>rT1'0\'1 mh·', 1~1',1 
I'r~C:rt:~( cI I,)' OI'lIt'u,1 t;('n'lc(',j A(lm:nlstrRtion 

e.Job No. .-:...-_ PIlI~e _ 
OSA H'·I'. 3-IV-IUG 

lJ~-2U2	 oc2Lpn.gcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 a DESCRIPllON OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLU,IVE OA1I.~ on 1l[T[NTION PlRIODS)	 ACTION TAK[NJOB NO 

3. Correspondence 

This refers to miscellaneous documents which 
transmit the Agency, Department, CSC, or United 
States Court decisions regarding formal EEO 
complaints, also documents relating to the status 
of such complaints. Record copies are retained--. by SSA central office. .r 

Destroy 2 years after date of final adjudication
of complaint. 

II. OFFICE OF THE REGIONAL COHHISSIONER 

A. Study Project Files 

Documents relating to study projects initiated by the 
program evaluation staff of the Office of the Regional
Commissioner. Included are completed questionnaires
and other r aw da t a documents, p r oj e c t summaries) 
project designs, completed study reports and related 
documents. The projects cover a variety of topics
relating to program management and acministration in 
the field. 

1. Completed Questionnaires and Raw Data Documents 

Destroy 2 years after completion of the project. 

2. Other Documents 

Destroy 5 years after completion of the project. 

B. State Agreements and Modifications 

Signed duplicate copies of legal agreements entered 
between SSA and a State or SSA and an interstate 
instrumentality under section 218 of the Social 
Security Act, as amended. The agreements provide
for social security coverage for employees of the 
State, political subdivision, or interstate 
instrumentality. Included are modifications and 
interpretations. Record copies are retained by SSA 
central office. 

Destroy 5 years after termination or supersession of 
the agreement. 

----~--------.-------------.-----. --_._--_._-------_._------------
rON COplt't:, Inchu!itlg onglntd, to be gubnutled to tbe NQtio,~a.l Arc:hi",c:. fU\d Record. Survlco GPO 19:.13-0-:' 11-017 
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10 

RULntlflr<1 J.eQrnl No. I1~A 
H"\'I!'!('IJ Sn\'f'rnIH', Iq'lI
PI'(";t'rdli/J b y O"rlip,l Hervlccs Adruinlstrutlou e Job No. -'-_ PI"I',__ -
OSA H,·v, 3-1 v-ue 

1I:r2O'~ Of'~pngCs 

REQUEST FOR AUTHORITY TO DISPOSE or RECORDS-Continuation Sheet 

97. 3. DESCf11I'TIOfl OF fTEM 
SIIMPLCORITEM NO_ (WITH INCLUSIVE Old lS OR /ltrtNTIOIl PlRIOOS) IICTION TAKENJOB NO 

C. Termination Documents 

Signed duplicate copies of legal documents terminating
social security coverage for employees of a State, 
political subdivision, or interstate instrumentality.
Record copies are retained by SSA central office. 

Destroy after 3 years. 

III. FIELD OPERATIONS 

A. Fraud Case Files 

Reference copies of documents relating to suspected
social security fraud cases (entitlement fraud, 
conspiracy to avoid social security deductions, 
failure to report terminating events, misuse of 
benefits, etc.). The cases are referred to the 
Regional Attorney by the appropriate SSA and HEW 
components. Record copies are retained by the 
Regional Attorneys. Included are statements of 
facts, lists of potential witnesses, photostatic
copies of evidentiary material, recommendatl0ns for 
prosecution, and related material. 

Destroy 2 years after close of the case. 

B. Service Area Reviews 

Copies of reports prepared by district and branch 
offices containing detailed information relating to 
present population by counties and cities, growth 
or decline of population, social and ethnic factors, 
economic factors, claims workload, public contacts, 
service to the public and to employees, and similar 
statistics and management information. The reports 
are used for classification of district offices and 
distri~t managers, and for determination of any
additional public services required. Record copies 
are retained by OPO headquarters. 

Destroy when latest review is udpated in its entirety. 

C. Area Director Visit Reports 

Reports prepared by area directors from visits to 
field facilities. Reports are prepared from specific 

------------ -------------_._-_._----_. 
VOni'col"leff.. 'uch.ding 0£igh,,"41,to bo oulunitted. to tho Natioual ....rchiv08 and Recorda Sor-vice &1'0. ,-lr.:,_ 0-7\ i-!)17 
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Nti,n<1nrt'l :-()rrn No. t l~A 
J<f·\·t~(]l :";o'J"U:IH/j ICJ'ol 
]Jrr5Cfl' )Nl b y (}",. -rul Services AIIlJ1lnl~lrntion eJob No. _ PIl':fr-7---
GSA V; 100 Ji;~1~ of __ pa~e!:l 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8 DE',cHIPTION OF ITEM 10 
SAMPLE OH ITEM NO. (WITII l"eLUSlvE DATlS OR HLTLNTlON PI:RIOD'i) ACTION TAKEN.iou NO 

agenda items relating to operational and management 
areas. Included are final reports, agendas,
recommendations, followup actions, and related 
correspondence. 

Destroy after I year . ... 
~. Labor Relation Records 

Documents relating to unions representing Social
 
Security employees in district and branch offices.
 
Included are union organization and recognition

documents, the union constitution, locally-

negotiated union agreements, and related documents.
 
Record copies are retained by SSA headquarters.
 

Destroy when superseded or terminated. 

E. Form SSA-4l00, Availability for Assigment 

Forms used by district and branch office employees
to request reassignment within the regions. The 
forms contain information on present position, grade
series, office location, and availability (specific
positions for which available, lowest acceptance
grade and geographic and organizational location for 
which available). Applications for employment and 
employee evaluations are ateached. 

Destroy after I year. 

~. Field Mileage Reports 

Reports of the number of miles driven by district and 
branch office employees in commerically-owned, GSA-
owned, or p ri.va te Ly+owne d vehicles in connection w i t h 
government business. The reports are prepared by
district and branch offices. 

Destroy after 2 years. 

G. Service Area Travel Plan and Budget Files 

Form SSA-2376, Service Area Travel Plan and Budget, or 
its equivalent, used by the regional office to 
distribute Service Area funds. lncluded are 
information on expenditures (auto, per diem) for 

-----~------------------------------------------------------- ---------
roar ~opic." inchui.iug OIigin.al, to be a"brn.ith:"d to the Nc.tionc.:1 AS"chivcI ClRel Recorda ~cI"Yh:c cro ,19-,,1-0-" 1-917 

http:OIigin.al
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HtJ.n(l,u'" F" ..m No. l1trA 
Hf'VI",,,,t NOVI ,,11/1 i tWd 
))rt:'M" tll)"" 1Iy (;/'Il';rul f)crvlct!.~Adrninistrn.Uon eJob No. -' Pn~,c----
OHA j(,'r. :I-I V -HI\, 

1l:r-2U2	 of ---1L- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97, 8 D[:,CHIPTION OF IT[M 10 
SAMPLE ORITt:M	 NO, (WITIi INCLU:;IVl D"TL~ Oli ilLTENTIOtI PERIODS) ACTION TAKEN JOB NO ----------------------------------------------------I;-----~---~.------

budget year and estimates for next budget year, 
average claims per day, and total days at contact 
station. Official copies are retained by OPO head-
quarters. 

Destroy 2 years after close of current budget year. 

w:	 Payroll Ustings 

Printouts listing pay data by employee timekeeper
number and social security number received from 
central office. 

Destroy after 6 months. 

I.	 Field Facilities Space Files 

Documents relating to each SSA field facility within 
the region. Included are copies of space requests,
solicitations and bids, copies of leases, floor plans,
correspondence on space problems, and other related 
documents. 

Destroy 2 years after relocation or close of the 
office. 

J.	 Field Office Service Files 

1.	 Telephone Inventories 

Destroy upon receipt of subsequent inventory. 

2.	 Request for Telephone Services
 

Destroy after I year.
 

3.	 Pr.inting Orders 

Includes Form GSA-50, Request for Printing

Service.
 

Destroy after 1 year.
 

4.	 Reprographic Equipment Files 

Includes usage report~ and correspondence on 
equipment problems and usage of new eqllipment. 

-------~------------------------------------------ -- ---------------------------
FolU	 C'opi•• , inc:lucUpu Or-ie'IU11, to be 8ubLniUcd to the Nation"l /Jtchiv0! Dnd Rece ..da SClI'vic:o era 11lI,Jl-()·" 1-9\7 



fo11..ntl(Tr'f\.r<1FOnl,\ No. 11 r..-A 
H·~\,I·.4 'j, ~I)v('rntlf'r I'J') I 1e • 9Job No. _]'n-scnb4'C1 try nl'J:'~rul grn'icr..5 Achllinl!ltrntion Pa~c---
USA ItII: 3-1 V -1I)G

lI[rm of~pngcs 

REQUEST FOR AUTHORITY TO DISPOSE or RECORDS-Continuation Sheet 

7. 
ITEM NO. (WITH 

8. OI:SCJlIPTJON OF ITEM 
INCLUSive DATE!; OR RnElITION P(RlODS) SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

5. 

Destroy 

Office 

after 1 year. 

Furniture Dama~ 

K. 

Reports which include SF-36l, Discrepancy in 
Shipment Report, SF-363, Discrepancy in Shipment
Confirmation, SF-365, Report of Item Discrepapcy. 

Destroy after 1 year. 

Microfiche Records 

IV. 

Microfiche received from SSA headquarters containing
account, payment, address, representative payee,
history, and other data from the MBR and SSR on 
beneficiaries residing within the region. The fiche 
is updated periodically. 

Destroy upon receipt of updated microfiche. 

BUREAU OF DATA PROCESSING 

A. State Agreements and Modifications 

Copies of agreements entered into with State agencies
pursuant to sections 1616, 1631, and 1634 of the 
Social Security Act, as amended. The agreements
provide for Federal administration of State 
supplementary payments programs, for reimbursement to 
the States for interim assistance payments, and for 
Federal determination of Hedicaid eligibility.
Included are conversion agreements, amendments, and 
related documents. Record copies are retained by
BSSI headquarters. 

Destroy 5 years after the year in wh i.ch superseded 
or ter.minated. 

B. Information and Referrill Files 

Copies of memorandums of understanding be tween the 
regional office and the State concerning referrals 
and information exchange. Among other things, the 
memorandums describe the kinds of information which 
will be given to an SSI claimant on Medicaid and 
food stamp eligibility. 

F,,'AI'C'Opie.1 inchuling "rf9innll to he-cub.tUtted to th~ Notional &cki",,,a ond Rocorde Service CPO.I%J-· 0-111-017 
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C. Data Exchange Files 

TIlese files consist of technical and background
materials relating to the State Data Exchange (SOX)
system, and Beneficiary Data Exchange (Bendex) system, 
including system overlays, State-lo-SDX process, and 

_	 performance requirements. Also included are
 
questionnaires, reports, records of-meetings, and
 
correspondence concerning problem areas in SOX
 
systems. State data exchange material is sometimes
 
used as a history of events for State liability

settlement purposes.
 

1. Technical Materials 

Destroy when superseded or obsolete 

2. Other Documents 

Destroy after 2 years or after settlement of 
liability, whichever is later. 

D. SSR Systems Files 

Documents relating to systems planning (systeQs
flowcharts, systems descriptions, and record format),
and systems interface for the Supplemental Security
Record (SSR). Included are correspondence, meeting
reports, and other related documents. Record copies
of systems planning documents are retained by BSSI 
headquarters. 

1. Planning Documents 

Destroy when superseded or obsolete. 

2. Other Documents 

Destroy after 2 years. 

v. BUREAU OF DISABILITY INSURA}ICE 

~. Case Control Card File 

I
A 5 by 8 card file consisting of a case control card, 
or its equivalent. The forms are used to control 
sample cases for HOI regional office r0view. The card 

,----------------------.------------- - -------
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7. 8. DESCRIPTION OF ITEM 9 10 
ITEM NO. (WITH INCLUSIVE llA T[S OR REHNTlOtl PERIODS) SflMPLEOR 

JOB NO 
fiCTION TAKEN 

records claimant's name, social 
originating district office and 
receipt and completion data. 

security number,
State agency, and 

1. Has ter Copy 

Destroy 6 months after completion of review. 

2. Other Copies 

Destroy after 
completed. 

specific action or case review is 

B. State Agreements and 11odifications 

These files consist of copies of agreements entered 
into with the Disability Determination Service (DDS) ~ 
pursuant to section 221(b) of the Social Security Act, 
as amended. The agreements define the responsibjlitie
and working reLa t Lons h i ps of HE\~, SSA, and DDS in 
administering the Disability Insurance Program.
Included are modifications and in~erpretations. 

Permanent. Transfer to the FRC at the close of the 
calendar 
National 

year in which terminated. Offer 
Archives 20 years thereafter. 

to the 

C. DDS Budget Files (Item Approved NARS Job NCl-47-76-19) 

These files consist of records which are used to 
estimate, justify, and approve DDS disability
insurance budgets. Included are Forms SSA-870, State 
Agency Budget Request for Disability Program; SSA-870A 
State Agency Budget List of Disability Program
Positions (Full Time); SSA-870B, State Agency Budget
List of Disability Program Positions (Part Time and 
Temporary); SSA-871, State Agency Schedule for 
Equipment Purch.:l.ses;SSA-872, State Agency Budget
Approval for Disability Program; or their equivalents.
Also included are related supplemental material 
and similar records. 

Close out at the end of the budget year, hold 
2 <\ additional years, then transfer to an FRC. lts"e 

Record. GFOU~ 21], FOI ieCords Cleated prior ccr 
~l)' 2, 1975, 6e~tt"tJy dfte'[ a (otal 10 yeJts, 3I11outh",· 
~:t",Ile:if?p Destroy rcc()rds created on or after
 
.Iuly 2, 1915, after a total 6 y ears , 3 months re ten t Loh ,
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D.	 DDS Financial Report Files 

These files consist of records used to account for 
funds received and expended by DDS. Included are 
Fonns SSA-874, Financial Accountability Statement for 

. Disability Program; SSA-874B, Time Report of Personal 
"	 Services for Disability Program; or their equivalents.

Also included are monthly summary reports, invent6ries 
of equipment and certifications, related supplemental
material, and similar records. Record copies a~e 
maintained by BDI headquarters. 

Destroy after HEW audit and final settlement of 
audit recommendations. 

E.	 DDS Letter of Credit Files (Item Approved NARS Job 
NC-174-2S8) 

These files consist of records which authorize FederaD 
Reserve Banks to disburse funds on behalf of SSA to 

I 

designated DDS' [or use in administering the 
Disability Insurance Program. Included are SF-1193,
Letter of Credit; amending letters, and similar 
records. 

Destroy 3 years after the year in wh i ch revoked. 

F.	 Letter of Credit Transactions Files (Item Approved 
NARS Joh NC-174-2S0) 

These files consist of monthly DDS reports on cash 
transactions made under letter of credit authori-
zations.	 The reports provide SSA with data to 
reconcile letter of credit accounts and with 
projections of future funding requirements. Included 
are Form	 SSA-20S0, Honthly Summary of Cash 
Transactions and Cash Analysis, and similar records. 

Destroy after HEW audit and final settlement. 

G.	 DDS Cos t AlIoca tjon Files (Item l'.pprovedNt.RS Job 
No. NCl-47-76-lS) 

These files consist of copies of agreements entered 
into with State governments and certain DDS' by the 
Secretary of Ileal th , Education, and '~el[are. which 
specify the percentage of charges allowJble [or 
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7. 
ITEM NO. 

:J:',
~ c- .o;;"

~.""'" 

(WITH 

8 DrSCFlIPflON or ITEM 
INCLUSIVE DA n.s OR an UHlOIl PERIOOS) 

9. 
SAMPLEOR 

JOB NO 

10 
ACTION TAKEN 

H. 

I. 

indirect costs in DDS budget requests. Original cost 
allocation agreements are retained by HEW. 

Close out at the end of the budget year, hold ",,"..3 
additional years, then transfer to an FRC. HSe Record 
~tl~ 217. For reco!ds ereatea ~rior to Jwly 2, 1975, 
destroy Bfter a total 10 yeBrs, 3 menths rstention. 
Destroy records created on or after July 2, 1975L 

after a total 6 years, 3 months retention. 

Form SSA-2552, (DDS) Quality Assurance Report 

Monthly report received from DDS used in evaluating
the quality of DDS disability operations. Included 
in the report is information on total cases co~pleted,
number of cases sampled, number of claims w i th 
documentation deficiencies, number of claims \vith 
adjudicative/decision deficiencies, number of claims 
with other deficiencies, and specific types of 
deficiencies. Record copies are retained by BDi 
headquarters. 

Destroy 2 years after the current year. 

DDS Fiscal and Administrative Management Reviews 

Files consisting of records relating to the review of 
DDS fiscal and administrative management operations.
Included are reports of visits, communications 
concerning improvements in operations, and similar 
records. 

J. 

Retain two most recent reviews in file. Destroy
earliest rev Lew upon completion of subsequent review. 

Program Administrative Review (PAR) Files 

Files ~onsisting of records accumulated in the 
administrative review of State vocational rehabilitati)n 
agency program operations. Included are monthly
reports of visits, communications concerning
improvements in operations, and similar records. 

Retain two most recent reviews in file. Destroy
earlier review upon completion of subsequent review. 

----_..:-------------=.-------------------------------------------
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SAMPLE OR IITM NO. (WITH INCLUSIVE OAll.S OR R£TENT,ON PERIODS)	 ACTION T1IKENJOIl NO ------------------------------------------------------------------------------------~~-----. 

K.	 Fee Schedule Files 

Schedules of fees charged for services by members of 
the medical profession within a given State. 

Destroy when superseded or obsolete. 

VI. BUREAU OF SUPPLEMENTAL SECURITY INCOHE 

A.	 State Agreements and Modifications 

Copies of agreements entered into with the State 
agencies by the Secretary of Health, Education, and 
Welfare pursuant to sections 1616, 1631, and 1634 of 
the	 Social Security Act, as amended. The agreements
provide for Federal administration of State 
supplementary payments program, for reimbursement 
to the States for interim assistance payments, and 
for	 Federal determination of Hedicaid eligibility.
Included are conversion agreements, amendments, and 
related documents. Record copies are retained by
BSSI headquarters components. 

1.	 BSSI Regional Offices 

Destroy 5 years after the close of the fiscal 
year in which terminated or superseded. 

2.	 State Agencies 

Destroy in accordance with State practice. 

B.	 State Agency Budget and Financial Report Files (Item
Approved NARS Job N~-47-76-4) 

Records used to estimate, justify, and approve State 
agency SSI program administration costs and to accoun 
for funds received and expended by the State agency.
Included are Forms SSA-2666, State Agency Budget;
SSA-2666A, State Agency Budget List of Positions;
SSA-2667, State Agency Budget Notice of Approval;
SSA-2668, Notice to Sta t.eAgency; SSA-2669, Financial 
Accountability Statement; SSA-2669A, Quarterly
Expenditure Report; SSA-87l0, State Agency Budget
Request; SSA-871l, State Agency Budget List of 
Positions; SSA-87l2, State Agency Budget Notice of 
Approval; SSA-87l3, Quarterly Exp end i ture Report and 
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9.7.	 8 DI:SCRIPTION OF ITEM 10 
SAMPLE OR ITEM NO. (WITH I~CLU~IVE DATES OR RETENTION P[RIOllS)	 !lCTION TAKENJOB IW 

Request for Reimbursement; SSA-8714, Notice of 
Payment and Financial Accountability Statement; or 
their equivalents. Also included are copies of 
certificates of authority and related documents. 
Record copies are retained by BSSI headquarters
components. 

1.	 BSSI Regional Offices 

Destroy 6 years following the close of the 
budget year. 

2.	 State Agencies 

Destroy 3 years after HEW audit or 5 years 
after the. close of the budget year, whichever is 
earlier. 

C.	 State Agency Audit Files 

Records relating to audits of State agencies
conducted by HEW Audit Agency. Included are reports
of findings and recommendations, State agency and 
SSA comments on the reports, audit adjustment reports,
and related documents. Record copies are retained 
by HEW Audit Agency. 

Destroy upon completion of next subsequent audit. 

D.	 Financial Accountability Statements--Supplementary
Payments Program 

Copies of Form SSA-8700, Financial Accountability
Statement for State Supplementary Payments Program) 
or its equivalent. The forms are used to account for 
the disposition of State funds transferred to the 
Federal Government to cover State liability for 
experiditures under the supplementary payments 
program. Record copies are retained in BSSl head-
quarters. 

Destroy after 3 years. 

E.	 State Corre.spondence Files (Item Approvpd NARS Job 
NC-47-76-4) 

Correspondence with the State agencies on matters 

-----~----.--.-------.- ..--------. ------------ -- ---_.-----------------
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relating to the administration of the SSI program. 

Destroy 2 years following the close of the fiscal 
year in which dated. 

F.	 State Profi] c Data Files (Item Appr()v~d NARS Job
 
NC-47-76-4)
 

Files containing data on State programs and operation3
which have a bearing on the SSI program. 

Destroy when superseded or obsolete. 

C.	 SSI District Office Visit Program 

Documents accumulated in for~al review program of 
SSI	 claims process in district offices. Examples
of review topics are quality of initial deter-
minations, redeterminations, overpayments and 
postadjudicative action and dUe proccsJ. Includ2d 
are	 report of findings and reconunendation, corres-
pondence, followup memorandums, and related 
documents. The program is also called Technical 
Assistance and Performance Evaluation (TAPE). 

1.	 Visit Reports 

Destroy after 3 years. 

2.	 Background Documents 

Destroy after 1 year. 

H.	 Policy Memorandum Files (Item Approved NARS Job
 
NC-47-76-4)
 

Copies of memorandums prepared by the BSSI Regional
Office in response to a specific inquiry from a 
district/branch office, State agency, or othe~ 
source clarifying or interpreting a particular
issue relating to the SSI program. The memorandums 
are generally filed by subject matter. They are 
retained for reference in the event that the issue 
arises again in the future. 

Rev Lew files on an annual basis and destroy those 
records whf.ch do not have con t Luu i ng applicabili.ty. 

------------_._--------------- ----- ._-_ .._------_._._-----------
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1. Microfiche Records (Item Approved NARS Job NC-47-76-4 

Microfiche received from SSA headquarters containing 
account, payment, address, representative payee,
history, and other data on beneficiaries residing
within the region. The fiche is updated periodically 

- Destroy upon receipt of updated mt.c r o Ii che . 

J. Litigation Files (Item Approved NARS Job 'iJ.C-47-76-4) 

Files containing copies of legal documents and 
miscellaneous correspondence relating to Title XVI 
civil litigation. Included are copies of the 
complaint and answer, motions, temporary restraining
orders, preliminary injunctions, and similac 
documents. Record copies are retained by the Office 
of the General Counsel. 

VII. 

Destroy 6 months after the 

BUREAU OF HEARINGS AND APPEALS 

case has been closed. 

A. Hearing Decision Files (Item Approved NARS Job 
NC-47-76-1) 

Copies of hearing decisions which are received from 

hearing offices and revieved by staff members for 

technical deficiencies. Included is Form HA-5l4d, 
Hearing Decision, or its equivalent. Record copies 

are retained in the claims file. 

Destroy 90 days after- completion of review. 

B. Hearing Transcript Files ~Item Aj?j?rovedt\ARS Job 
NC-47-76-1) 

Copies of hearing transcripts vhich are received 
from hearing offices and retained for review by
staff members. Included is a copy of Form HA-509, 

Hearing Transcript, or its equivalent. Record copies 

are retained in the clnims file. 

Destroy after 90 days. 
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c. 

D. 

Hearing Office Survey Files 

Documents relating to periodic surveys of hearing
office operations conducted by BI~ regjonal office 
personnel. Included is the final survey report and 
related background material. 

£~...A...~/'C7~a?'l'5estroy2 years after completion of the final survey 

report. r ~ ,fy.L~ ~m., t!?~~~ 
tfUA,.f',/..i?~. ~ Y-UA.4-L ~~~~...-? ;<'/.AOt?".~Form HA-663! B A Case Locator CooIng Sheet, or Torm 
HA-672 , BHA DclllO Case Control Coding Sheet, or Their 
Equivalents 

This form is used to key data into the BHA case contrcl 
system. lUSO included are associated teletype papers. 

Destroy after input has been verified and edits have 
been resolved. 

E. Form HA-548, 1'IemorandumTransfer of Cases 

This form is used to report transier 
between hearing offices. 

Destroy after input has been verified 
have been resolved. 

of cases 

and edits 

F. 

G. 

Medical Advisors and Vocational Experts Files 

Pertains to documents relating to medjcal advisors 
and vocational experts under contract with SSA for 
furnishing professional services. 

Destroy 1 year after termination of contract. 

Union Agreements 

Pertains to documents relating to union representing
Social Security employees in the regional office and 
in the field offices. Included are union recognition
documents, the union constitution, negotiated union 
agreements and other related documents. Record copie~ 
are retained by SSA headquarters. 

Destroy when superseded oi terminated. 
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VIII. BUREAU OF HEALTH INSURANCE 

A.	 State A~reements and Hodifications (Item Approved 
NARS Job NC-47-7S-23) 

Agreements entered into with the State agencies by
the	 Secretary of Health, Education, and Welfare »nder 
the	 provisions of section 1864 of the Social Security
Act, by which the State agency assists SSA in 
determining whether health care providers and 
suppliers meet and continue to meet the requirements
for	 coverage or participation. Also in2luded are 
"subagreements" by which State agencies subcontract 
some Medicare functions to other governmental or 
private organizations. Record copies are retained 
by Bill headquarters. 

Destroy 5 years after the close of the calendar year
in which terminated or superseded. 

B.	 State Buy-In Agreements (Item AEEE.Qyed NARS Job NC-
47-75-23) 

Agreements entered into with the State agencies by
the Secretary of Health, Education, and Welfare 
under the provisions of section 1843 of the Social 
Security Act. The agreements provide coverage
under the Supplementary Medical Insurance Program
for certain individuals receiving money pa~~ents
under State approved public assistance plans. Record 
copies are retained by Bill headquarters. 

Destroy 5 years after the close of the calendar 
year in which terminated. 

C.	 State Agency Review Files 

Documents relating to administrative review of State 
agency operations and certification procedures.
Included are reports of visits, communications 
concerning improvements in operations, and other 
papers pertaining to reviews of State agency
practices. 

Destroy after 3 years. 

--------=---------_._----_._--------------- -._---------_.-
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7 8 DCSCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVL [)ATI.S OR RETENTION PLRIOOS) 

D. State Agency Budget and 
(Item Approved NII.RSJob 

Financial Re.£2..rtFiles 
NC-47-75··23) 

Files used to estimate, justify, and approve State 
agency health insurance program costs, and to account 
for funds received and expended by the State agencies
Included are Forms SSA-1465, State Agency Budget
Request; SSII.-146511.,State Agency Budget List of 
Positions; SSA-1466, State Agency Schedule for 
Equipment Purchases; SSA-1467, State Agency Budget
Notice of Approval; SSII.-1468,Notice to State Agency;
SSA-1469, Financial Accountability Statement;
SSA-1469A, Quarterly Expenditure Report; and indirect 
cost forms. Record copies are retained by BHI 
headquarters. 

Destroy 6 years following the close of the budget yea 

E. Intermediary and Carrier Contract Files 

Agreements entered into with intermediaries and 
carriers by the Secretary of Health, Education, and 
Welfare under the provisions of sections 1816 and 
1842 of the Social Security Act by which the inter-
mediaries and carriers agree to perform certain 
functions in administering the Hospital Insurance 
and Supplementary Medical Insurance Programs. As 
such, they provide basic documentation of the manner 
in which these programs are implemented. Included ar~ 
modifications and amendments. Record copies are 
retained by BHI headquarters. 

Destroy 3 years 
as app licable. 

after supersession or termination, 

F. Intermediary and Carrier Subcontract Files 

Copies of intermediaries' agreements with sub-
contractors regarding performance of audits and the 
providers' costs, leases for building space,
equipment, consulting, and other services. Included 
are SSII.approvals, amendments, and similar papers.
Record copies are retained by BUI headquarters. 

Destroy 3 years after termination of agreement. 

9. 10. 
SAMPL[ OR ACTION TAKENJOB NO 

.
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G.	 Intennediary and Carrier Clo:sing Agreements (Item

Approved NARS Job NC-47-7S-23)
 

These files contain the accepted final settlement 
for all intermediary and carrier costs of adminis-
tration and consist of the closing agreement, appendi ,
and schedules of balances due the intermediary,- carrier, or Secrc~tary. Record copies are re t.» i ned by
BHI headquarters. 

Destroy 3 years after HEW audit and final settlement. 

H.	 Intermediary and Carrier Budget Estimate and 
Justification Files (Item Approved NARS Job NC-47-75-03) 

Forms SSA-1523 and SSA-1524, Estimate of 
Administrative Costs and Credits, and comparable
papers used by the intermediaries and carriers to 
submit their annual cost estimates for administering
the Hospital Insurance and Supplementary Medi~al 
Insurance Programs. Also included are justifications
correspondence on specific budget· estimates, and 
supporting data along with the notification of budget
approval, such as Fo rras SSA-1525, and SSA-1526, No t i.ce 
of Budget Approval; SSA-2S98 and SSA-2599, Approved
Budget Distribution, Estimate of Administrative 
Costs; and similar papers. Record copies are 
retained by BHI headquarters. 

Destroy 3 years after HEW audit and final settlement. 

I.	 Intermediary and Carrier Interim Expenditure Report
Files (Item Approved NARS Job NC-47-7S-23) 

Quarterly reports of expenditures made by the inter-
mediaries and carriers since the beginning of the 
fiscal year. Included are Forms SSA-1527 and 
SSA-1528, Cumulative Interim Expenditure Report and 
Budget, or their equivalents. Also included are 
supplemental schedules and requests for accelerated 
payments. Record copies are retained by BIll head-
quarters. 

Destroy 3 years after HEW audit and final settlement. 

-------.--.--- .---,,--------------~-
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J.	 Intermediary Workload Report Files (Item Approved 
NARS Job NC-47-75-23) 

Monthly statistical reports on the status of inter-
mediary workloads used by SSA to identify basic 
management data needed for budgeting, financing,
work planning, and progress evaluation. Included 
is Form SSA-IS66, Health Insurance for the Aged
Program Intermediary Workload Report, or its 
equivalent. Record copies are retained by BHI 
headquarters. 

Destroy after 3 years. 

K.	 Carrier Performance Report Files (Item Approved 
NARS Job NC-47-7S-23) 

Form SSA-IS6S, Health Insurance for the Aged Program 
Carrier Performance Reports, or equivalent documents I 
prepared monthly by carriers to summarize their 
performance in processing clajms under the 
Supplementary ;--ledicalInsurance P'rog ram , The 
information contained in these reports provides
management information needed for budgeting,
financing, work planning, performance evaluation,
and identifying operating problems. Record copies
are retained by BHI headquarters. 

Destroy after 3 years. 

L.	 Annual Contractor Evaluation Renort (ACER) 

An annual report evaluating contractor operations
under Part A and Part B of the Hedicare program.
The report includes such information as claims 
processing, coverage and utilization safeguards,
beneficiary and provider services, fiscal management,
and administrative management. Included are final 
reports and background documents such as copies of 
Comprehensive Inspection Evaluation Performance 
(CIEP) reports, copies of draft ACErr's, contractor 
resident representative comments on reports, and 
related correspondence. Final ACER's are 
distributed to BUI headquarters and all BIll regional 
offices. 

----_._----------_._---------_._.----_._--. __ .__._----------~--
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1.	 Regional Office Responsible for Preparation of 
Final Report 

Retain one copy of each final report for each 
contractor. Destroy after contractor terminates. 
Destroy background documents 2 years after 
publication of final report. Destroy extra 
copies of final report when administrative value 
ceases. 

2.	 Other Regional Offices 

Destroy upon receipt of updated ACER. 

M.	 Carrier Alphabetic State List (CAST) 

Microfilm received semiannually from SSA, used to 
verify account numbers and Medicare coverage.
Lnc lude d i.sname, accoun t numb er , current address, 
and	 date of birth. Microfilm is arranged in 
alphabetical order by State. 

Destroy upon receipt of updated microfilm. 

N.	 Health Insurance Program Integrity Case Files
 
(Item Approved NARS Job NC 47-75-23)
 

Files accumulated as a result of allegations or 
complaints of program abuse or potential fraud by
physicians and other providers of services pursuant
to sections 206, 208, 1106, and 1107 of the Social 
Security Act. They consist of complaints from bene-
ficiaries or other sources that are referred to 
district offices, regional offices, intermediaries,
carriers, etc. Included are correspondence, forms,_
and other papers (hard copy or microfilm) used in 
deve19ping and investigating complaints, such as 
exhibits, copies of claims forms, bills, medical 
records, investigative reports, fiscal records, and 
other pertinent physician and provider records. 

Place in inactive file after final action on the 
case. Cut off inactive file at the close of the 
calendar year in which final action was taken, hold 
2 additional years, and then transfer to the FRC. 
Destroy 3 years thereafter. 

--------------------------------------------------- ----- -------_. -----------_.---------_._-----
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O.	 Program Validation Reviews (Item Approved NARS Job
 
NC-47-75-23)
 

Documents relating to program validation reviews 
conducted to identify the degree to which program
provisions are being properly applied by the 
providers of heal th care servi ces . Included are, 
validation review visit reports, schedules of : 
planned validation reviews, notices of visits, and 
other papers directly related to the program
validation review process. 

Place in inactive file on receipt of subsequent
review or after 2 years, whichever is earlier. 
Destroy after 3 additional years. 

P.	 Part A Overpayment Files 

Documents accumulated in the recovery of overpayments
to providers under the hospital insurance program
(Part A). Included are reports from intermediaries 
on hospital overpayments, settlement worksheets,
schedules of repayment and related correspondence. 

Destroy 3 years after final resolution and
 
settlement.
 

Q.	 Physician's Annual Review Evaluation 

Documents accumulated in a sample review of payments
to physicians and other suppliers of services under 
Supplementary Medical Insurance Program (Part B). 
Included are computer printouts containing payment
information, lists of providers.to be reviewed,
review results and related correspondence. 

Destroy 2 years after close of case. 

R.	 Overpayment and Duplicate Charge Detection Activity

Report Files (Item Approved NARS Job NC-47-7S-23)
 

Quarterly reports prepared by each carrier and sent 
to SSA summarizing overpayment and duplicate charge
detection activities carried out during each 
calendar quarter. The reports are used to tabulate 
data on the number of cases in which carrier recover1 
an overpayment, the total dollar amount of money 

-----~--------	 --- ------------_._---.- --------------_._------
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overpaid, causes of overpayment, number of 
charges detected, and similar information. 
copies arc retained by BHI headquarters. 

duplicate
Record 

Destroy after 3 years. 

$. Part B Quality Assurance Review 

Documents accumulated in a 10 percent quality 
assurance subsample of Part B carrier quality 
assurance sample. Included arc Form SSA-28l7, Claims 
Adjudicative Quality Review, a worksheet used to 
evaluate carrier processing of the claim, and 
attachments; negotiation documents if the carrier 
disagrees with the regional office's evaluation;
and computer generated reports such as Selected 
Claims List by Random Selection, Updated ExceptiDn
Report, Input Totals Report Subsample Claims Listing
and Review SurrnnaryRe po r t , generated wh en carrier 
updales system for every payment run. Quality
Assurance Error Rate Reports (monthly, quarterly, 
and cumulative year-to-date) or statistical output
tables, are produced from the above documents by
the carrier and include information such as 
estimated number of errors and standard errors by
carrier calculation and by SSA calculation on entitle~ 
ment, coverage, reasonable charge, document coding,
etc. The last pages of each report contain summary
totals. A national ranking (Index) is published by
BHI headquarters from the Quality Assurance Error 
Reports. 

1. Form 2817 and Negotiation Documents 

Return to carrier upon completion of review. 

2. Computer Reports 

Retain 
report 

three reports in file. 
upon receipt of updated 

Destroy
report. 

earliest 

3. Error Rate Reports (Statistical Output Tables) 

Destroy monthly report
quarterly report after 
report after 2 years. 

after 6 months, 
1 year, and yearly 

------------------_._----------------_._----------------------
roar copiCG1indadiny oli"inol, to bo aubntittC'd to the NR'ional Jhchiv". und Records Service t.PO 1%J--O-111-01', 



~IJlflOar(i I~·()..,., No. 115-A 
l< ..VI.,t:d t--;f)v('mtwr )lj'Jl . 26 
P r("3('ri 1;1 d hy (1"ldrfl.t !!r>n Je(!.5Administration	 PIl~.-- __ 

eJob No. _ 
GSA H"I: 3-IY-IOO 

J1[r-W~	 of_J_1_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 OESCrnPTIOrl OF ITEM 10. 
SAMPL[ORIT£M NO. (WITH INCLUSIVF DAHS 011 HETENTION PERIODS)	 ACTION TAKENJOIl NO 

4.	 Index 

Destroy after 2 years. 

T.	 Corrective Payment Action Summary Report 

Documents relating to corrective payment action ~ 
taken in Part B claims selected for end-of-line : 
or Quality Assurance sample review. Included are 
summary report forms and transmittal letters. 

Destroy after 1 year. 

U.	 Provider Certification Files 

Documents relating to the survey and certification of 
suppliers and providers of service. Included are 
official certification and transmittal forms, survey
report forms, utilization review plans, provider I 
agreements, transfer agreements, plans of correction,
civil rights compliance forms, intermediary
designation and tie-in notices, certification letters 
and various forms and correspondence used in the 
certification process with respect to individual 
facilities. Excluded from this definition are 
surveyor's notes, rough copy survey report forms,
and other wo rkpapers which are merged into and 
superseded by a final product. 

1.	 Nonparticipating Facilities 

Transfer to the FRC 3 years after termination 
or denial. Destroy after a total 6 years' 
retention after termination or denial. 

2.	 Participating Facilities 

a:	 Retain Forms SSA-156l, Health Insurance 
Benefits Agreements; SSA-l539, Certification 
of Transmittal; and all notification letters 
to facilities, all civil rights forms, and 
all intermediary designation. Destroy in 
accordance w i t h item VIII.U.1 when provider 
ceases participation. 

b. Transfer to the FRC survey report forms and 
related documents 3 years after completion
of survey. Destroy after a total 6 years' 

----~--------------.--------------- ._- -- -------- -'--'- ---------------------
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retention~ However, those pertaining to 
access hospitnls will be retained until 
removed from the access category at which 
time survey report forms and related 
documentation may be destroyed 6 years
following completion of the survey. 

V-. Provider Nomination Files 

Letters from providers of services stating choice 
of intermediary including change of ownership and 
change of intermediaries. Record copies are retained 
by BHI headquarters. 

Destroy 1 year after termination of provider
participation. 

W. Provider Hearing Files 

These files accumulate when a provider of services 
is dissatisfied with SSA's determination that it 
does not meet the conditions for participation in 
the Medicare program and requesti an administrative 
hearing on the matter. The documents are used by
SSA to support its initial determination at the 
hearing. Included are copies of provider inspection 
reports, correspondence, and similar records relating 
to provider operations. After the hearing, the files 
must be retai~ed in the event that the provider seeks 
court revie .... Record copies are maintained byt , BHI 
headquarters. 

Destroy 3 years after final determination. 

X. Provider Statistical and Reimbursement Reports 

EDP printouts or microfilm showing summaries of 
payments to hospitals, skilled nursing facilities, 
home health agencies, and other providers of service. 
These are used to effect cost settlements between the 
intermediaries and the providers for program
validation purposes, and to determine accuracy of 
cost reports. These reports contain Part A and Part 
B inpatient and outpatient information, inpatient
statistics, total bills, covered costs, and other 
related data. Copies are retained by intermediaries 
for audit and settlement purposes and also by liHI 

headquarters.
------------------_._----------- ------------ .._--------_. ------------------------
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Destroy after 3 years. 

Y. Provider Monitor Listing 

A computer listing, received from BHI headquarters
semiannually, broken down by category of providers
and by bed size. Included is Ln f orma t ion on total 
amount spent for provider services. This information 
is used to compute provider per diem rate. 

Destroy after 3 years. 

z. Chain Operations Report (COR) 

A computer generated report, received quarterly
from BHI headquarters, which identifies chain 
organizations by name and employer identification 
number. Included is such information as name of 
chain organization, corporate
belonging to that chain, name 
and provider number. 

address, providers
of intermediary 

Destroy after 2 years. 

'M. Part A Hedicare Claims Records 

Forms SSA-1453, Inpatient Hospital and Skilled 
Nursing Facility Admission and Billing; SSA-1486,
Inpatient Admission and Billing - Christian Science 
Sanatorium; SSA-1487, Home Health Agency Report and 
Billing; and other documents used to support payments
to providers of service. Payments may be authorized 
by the regional office for emergency and foreign
claims. 

Cut off at the close of the calendar year in which 
paid, .hold 2 additional years, and then transfer to 
the FRC. Destroy 6 years thereafter. Earlier cut-
off and transfer is authorized; however, the records 
must be retained for 8 years following the close of 
the calendar ye a r in wh Lch payment is made. 

BR. Part B Medicare Claims Records 

Forms SSA-1490, Request for Medicare Payment;
SSA-1554, Provider Billing for Patient Services 
Physicians; SSA-1556, Prepayment Plan for Group 

by 

--------------------------------------------_.-._----------_._---------------
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Medical Practices Dealing Through a Carrier; SSA-l600 
Request for Claim Number Verification; SSA-l606,
Payment Record Transmittal; SSA-l660, Request for 
Information, Medicare Payment for Services to a 
Patient Now Deceased; and similar fonns. Also 
included are itemized bills, correspondence, and 
comparable documents used to support payments to 
beneficiaries, physicians, and other suppliers of 
service under the Supplementary Medical Insurance 
Program. 

Cut off at the close of the calendar year in which 
paid, hold 2 additional years, and transfer to the 
FRC. Destroy 2 years thereafter. Earlier cutoff 
and transfer is authorized; however, the records must 
be retained for 4 years following the close of the 
calendar year in which payment is made. 

CC.	 Reconsideration and Hearing Case Files--Hospital
Insurance Program I 

Reconsideration records accumulate when a beneficiary I 
or his representative is dissatisfied with an initiall 
determination as to the amount of benefits payable 
on the beneficiary's behalf under the Hospital
Insurance Program and files either an expressed or 
implied request for reconsideration. Hearing case 
records accumulate when a beneficiary or his 
representative is dissatisfied with the reconsiderati)n
determination and requests a hearing; and if still 
dissatisfied after the hearing, files for a subsequen
court review. Included are Forms IL\-SOl, Request 
for Hearing; SSA-56l, Request for Reconsideration; 
or their equivalents. Also included is evidence 
furnished by beneficiaries or their representatives,
correspondence, SSA determinations, Administrative 
Law Judge decisions, original bills, Appeals Council 
decisions, and similar material. 

Dispose of these records in accordance with ,
instructions for Part A Medicare Claims Records (see
item VIlLAA of this scheouLe). 

DO.	 Review and F;1ir Henring Case Files--Supp]ementary
Medical Insurance Program 

Files acc~lulated when a beneficiary, physician,
provider, or other supplier of service is dissatisfied

---------'-_._----------	 -----. --------- ------ -------------------
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with the carrier's determination denying a request
for payment, or with the amount of the payment, or 
when he/she believes that the request for payment is 
not being acted upon with reasonable promptness.
Included are copies of claimant's requests for 
review, together with relevant written statements or 
evidence, notices of adverse informal review 
decisions, requests for hearings to protest the-
adverse decisions, hearings proceedings, hearing
officers' final decisions, and other comparable 
papers. 

Place in inactive file upon final action on the case. 
Cut off inactive file at the close of the calendar 
year in which final action was taken, hold 2 
additional years, and transfer to the FRC. Destroy
5 years thereafter. 

EE. Hedicare Beneficiary Corres..£Q.~A~I!_c;.e:.LU~2
(Item Approved NARS Job NC-47-75-23)

These files accumulate as a result of inquiries
and complaints received by SSA district offices,
headquarters offices, regional offices, and inter-
mediaries and carriers. 

Destroy 1 year after the close of the calendar year
in which dated; except where records are required
to document a specific claim, reconsideration, appeal 
or similar case, destroy in accordance with the 
instructions for the specific file. 

FF.	 Professional Standards Review Organization (PSRO) J 
Files 

Files consist of copies of memoranda of undc rs t and Lngs 

and related documents entered into with nonprofit
prof~ssional associations pursuant to section 1152 
of the Social Security Act, as amended. For a given 
area, the PSRO reviews the professional activities 
of physicians, other health care practitioners and 
institutional and noninstitutional providers of 
health care services to determine wh ether (1) serv ice s 
are or were medically necessary, (2) quality of 
services meets professionally recognized standards, 
etc. Record copies are maintained by nBI head-
quarters. 
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GG. Program Review Team (PRT) Files 

_. 

Files consist of charters and related documents 
entered into with physicians, health care professiona
and consumer representatives pursuant to Section 
l862(d) of the Social Security Act, as amended 
(Section 229 of P.L. 92-603), who serve under 
charter as members of PRT's for given areas. PRT's 
review the practices of physicians and other 
providers of service for billing substantially in 
excess of customary costs or charges, and for 
furnishing excess, harmful or grossly inferior 
services or supplies, to determine whether the 
physician or other provider of service should be 
excluded from participation in or terminated from 
the Medicare program. Files also include advisory
(nonadjudicative) reports from the PRT's. 

s 

Destroy 6 years after final termination of charter. 

RH. Sections l862(d) and 
Termination Actions 

l866(b) (2) Exclusion and 

Files consist of cases reviewed and actions taken to 
exclude or terminate physicians or other providers
of service from participation in the Medicare 
program. Documents included are investigatory
materials, court actions, utilization reports,
payment data and other related documents as well as 
PRT concurrence (adjudicative reports) or 
recommendations where required. 

Destroy 6 years after reinstatement to 
or 5 years after the case is otherwise 

the program,
closed. 

-----._-----------.--_ ..__._--_._--------------.---------- .._._-------_._----
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are alphabetical listings of facilities 
by State, cities within the State,
and facility name within city. These 
lists contain mailing addresses,
provider numbers, intermediary numbers,
effective dates, termination codes,
billing elections, radiological and 
laboratory services, total beds, 
nursing beds, and accreditation by
Joint Commission on Accreditation of 
Hospitals and the American Osteopathic
Association. 

DD. State Agency Budget and Financial 
Report Files 

Files used to estimate, justify, and 
approve State agency health insurance 
program costs, and to account for 
funds received and expended by the 
State agencies. Included are Forms 
SSA-1465, State Agency Budget Request; 
SSA-1465A, State Agency Budget List of 
Positions; SSA-1466, State Agency
Schedule for Equipment Purchases;
SSA-1467, State Agency Budget Notice 
of Approval; SSA-1468, Notice to 
State Agency; SSA-1469, Financial 
Accountability Statement; SSA-1469A,
Quarterly Expenditure Report; and 
indirect cost forms. 

EE. State Agreements 

Agreements entered into with the State 
agencies by the Secretary of Health, 
Education, and Welfare under the 
provisions of section 1864 of the 
Social Security Act, by which the 
State agency assists SSA in determining
whether health care providers and 
suppliers meet and continue to meet 
the requirements for coverage or 
participation. Also included are 
"subagreements" by which State agencies
subcontract some Medicare functions 
to other governmental or private
organizations. 

2-28-76 

Authorized Disposition 

1. BHI Headquarters and Regional Offices 

Destroy 6 years following the close of 
the budget year. 

2. State Agencies 

Destroy 3 years after DHEW audit or 5 
years after the close of the budget year, 
whichever is earlier. c. 

1. BHI Headquarters 

Permanent. Transfer to the FRC at the 
close of the calendar year in which 
terminated. Offer to the National 
Archives 20 years thereafter. 

2. Regional Offices 

Destroy 5 years after the close of the 
calendar year in which terminated. 

3. State Agencies
 

Dispose of according to State practice.
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FROM TO	 OAT E AND M E S SAG E 

rmF ICD	 10-27-76. I have no objection to this schedule but I do have one question 

about item V B, the only ~rmanel1t item appearing on this job. Why are the 

record copies of these "State Agreements and Modifications" RBintained in 

the reglonal offices while those for all other similar programs (items II 

B, IV A, VI A and VIII A) are retained at the headquarters level? Why 

should the state Agreements for the Disability lilsurance program be treatec 

differently? 

InCidentally, I think the record copies of the Agreements shoulc 

be kept permanently not because they "document the working relationship 

between the states and the Federal Government"but because they go beyond 

this consideration and refiect the nany variations - country-wide- of the 

Disabili ty Insurance Program. Manyrecords that merely document the work-

ing relationship between the States and the Federal Governmentin various 

program areas are slated for disposal.

i1AA/ I·	 1_~/7/
{Arm F. ~ 

~
 

-

Director 

Civil	 Arch! ves Division
 
- ,
 

11/1/766 Accorddnz to Charlotte Whi teni~ht of SSA the records of item V-B 
. .. 

are mad.rrtad.nedat. the r-ezi.onaL level because t.ht"! eIi sabi.Lf.bvinsurance pro-

~am has been decentralized. Other similar Dro~ams are still operated fron 
-. 

the headQuarters level • 
. - . -

P...+. ..... fIT T ..,,, ,.,.... c..'" (l,ll"n'

.., 

-. ~... --	 " 
I 

(Over) 
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modifications are made to the agreements. These modifications accrue at
 

the rate of 1 cubic foot per year. Current volume is 10 cubic feet.
 

Similar records are considered permanent in the general records schedule
 

of the SSA, as, for example, in the enclosed copy of the Bureau of
 

Health Insurance Transmittal Notice 2, dated February 28, 1976, item EE.
 

This notice is based on a SF 115 previously approved by NARS.
 

VIII-RH. These case files cover all instances of exclusion or termination.
 

The only files of any potential significance are those in which legal
 

action is taken. These are documented fully in court records.
 

We recommend approval of disposition schedule NCl-47-76-55.
 

Frederick J. Graboske 
Presidential Libraries, on rotation in Records Disposition Division 



,
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Item 
No. Description of Records 

are alphabetical listings of facilities 
by State, cities within the State,
and facility name within city. These 
lists contain mailing addresses,
provider numbers, intermediary numbers,
effective dates, termination codes,
billing elections, radiological and 
laboratory services, total beds, 
nursing beds, and accreditation by
Joint Commission on Accreditation of 
Hospitals and the American Osteopathic
Association. 

DD. State Agency Budget and Financial 
Report Files 

Files used to estimate, justify, and 
approve State agency health insurance 
program costs, and to account for 
funds received and expended by the 
State agencies. Included are Forms 
SSA-1465, State Agency Budget Request; 
SSA-1465A, State Agency Budget List of 
Positions; SSA-1466, State Agency
Schedule for Equipment Purchases;
SSA-1467, State Agency Budget Notice 
of Approval; SSA-1468, Notice to 
State Agency; SSA-1469, Financial 
Accountability Statement; SSA-1469A,
Quarterly Expenditure Report; and 
indirect cost forms. 

EE. State Agreements 

Agreements entered into with the State 
agencies by the Secretary of Health, 
Education, and Welfare under the 
provisions of section 1864 of the 
Social Security Act, by which the 
State agency assists SSA in determining
whether health care providers and 
suppliers meet and continue to meet 
the requirements for coverage or 
participation. Also included are 
"subagreements" by which State agencies
subcontract some Medicare functions 
to other governmental or private
organizations. 

2-28-76 

Authorized Disposition 

1. BHI Headquarters and Regional Offices 

Destroy 6 years following the close of 
the budget year. 

2. State Agencies 

Destroy 3 years after DHEW audit or 5 
years after the close of the budget year, 
whichever is earlier. c. 

1. BHI Headquarters 

Permanent. Transfer to the FRC at the 
close of the calendar year in which 
terminated. Offer to the National 
Archives 20 years thereafter. 

2. Regional Offices 

Destroy 5 years after the close of the 
calendar year in which terminated. 

3. State Agencies
 

Dispose of according to State practice.
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