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RECORDS RETENTION AND DISPOSAL SCHEDULE 
OMBUDS)'jfu\J (SERVICE OFFICER) PROGRAM RECORDS 

he	 ombudsman or service officer program was an experimen-
program involving designated individuals w horn the I
 

public contacted directly for information or to resolve
 
social security problems. This program operated in the
 

tlanta, Boston, Dallas, and Seattle Regions. Its operations

ere analyzed by a private contractor and an evalu3tion I
 

report submitted to the Social Security Administration. I
 
he records listed below were maintained by regional
 

ombudsmen.
 

• 
I. CFl\ERAL PROGRtv-l ADHINISTRATION RECORDS 

A. Administrative Files 

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

1. Official file copies of outgoing correspondence, 

_____ ~~:_t_in_gto office functions.	 U/~~ ._
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• • \ JOB NO h\GE or 3Re-quest for Re'cords Disposition Authprity- Continuation 2 

7. 
ITEM NO 

. .• 

e. DESCRIPTION OF ITEM
 
(WIth Inclusive Dates or Relontlon Pe"ods)
 

2. Comments on draft reports, studies, and pro-
posals prepared by other offices.
 

3. Contributions to and/or comments on proposed

legislation.
 

4. Suggestion evaluations. 

5. Program and management reports, including

overtime and staffing reports, workload and production

reports, and other reports prepared to submit narrative
 

.or statistical data to management offices. 

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

B. 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 f i les but not nceded as part
of the official file, studies or similiar material not 
acted upon, papers used as administrative aids, and papers
that do not serve as a basis for official action. 

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

II • PROGRAH RECORDS 

A. Problem Case Files 

A working file developed in the resolution of problem
social security cases. Documentation in these files may
include torm SS~-3~75, Ombudsman Summary Contact; Master 
Benefi~iary Record and Supplemental Security Record 
queries; correspo~dence; and copies of any other docu-
mentation relating to the particular problem. Official 
copies of c]aims-related materials are sent to the 
appropriate locations (district offices, program service 
centers, the Bureau of Disahility Insurance, etc.) for 
maintenance in the claims folder. 

Destroy 1 year after last action . 

.._ _ __ ___.. 

Four copte s, Including original. to be eubmlrtod to tile Naloonal Archives 

9 
SAMPl E OR 10 

JOB NO ACTION TAKEN 

1-- _ 

STANDARD FORM 115-A 
nuv ....l'd July ,1)74 
Prpscr.boc1 by ("pncral Services 

Ac1nl.rllsh .1t.(,11 
FPMR (41 Cf 111 101-11 4 

115-203 
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7. 
ITEM NO 

8 OESCRIPTION OF ITEM 
(WIth Inclusive Dales 01 Rcleniron Perrod,) 

9 
SAMPU OR 

JOB NO 
10 

ACT lOti TI\I<[ ti 

B. Daily Log 

A daily log sheet recording requests for assistance 
received from members of the public. Information on the 
log consists of name, social security number, telephone
number, and nature of problem. This Lnf o rmat ion is used 
by the contractor to contact the individua1 to determine 
the quality of ombudsman's response and successes in 
resolving the problem. 

Destroy after 6 months. 

c. Public Inquiry File 

Informational inquiries received from me~bers of the 
public regarding social security programs. These 
inquiries do not result in the development of a problem
case file. Documents in this file include copies of 
public inquiries, copies of responses, and related 
correspondence. 

Destroy after 6 months. 

D. Publicity Materials 

Various publicity materials, such as motion pictures and 
printed handout materials, used to publicize the 
ombudsman program. Materials may be used for radio, 
television, or newspaper features. 

Destroy when superseded or obsolete • 

.. 
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• • INSTRUCTIONS 

General lnvtrucuons Center hcadln"" should mdrcate what office's records arc in-

Use Standard Form 115 (obramable from surrlv depots of the 

federal SUl'rl~ Service. General Scrvrce« Adrmmstranon) and the 

conrinuanon vhcct Standard For m I 15a (obt.un ••blc from rhe Rec-
ords D"f'C",tlon Drvrvron. Office of l'eocrJI Rccord, Ceruerv. Na· 
tional Ar chive and Re cordv ServICC. W~\h,nl!ton. [) C. ~040R) 10 

obtain authority to d"po,e of record, or to re quevt pcrn.ancnt reo 

rention of records Detach the fiflh copy from the set and keep 3\ 

your reference conv Subrmt the firvt four comes of the set to the 

Nruiona! Archrve-, and Rccordv Service One cor)' Will N: returned 

10 the a!!cncy a, nonfic.uron of rtc rns thaI ar c authorized Ior disposul 
Items withdrawn or no: dpprol'ed for divpoval will be so marked 
Fach SF II ~ requmnp Comptroller (,('ncr~1 concurrence must he 

accompanied h) a nouficauon Or approval from (j AO 

SI'('C/ji< lnvtruruons , 

En/fir, 1.2. and 3 should show what agency has custody of the 

records that arc idcnufie d (In the form. and should contain the name 

of the depart ment or independent agency, and It.~major and minor 
, subdivisions .. 

Entries 4 and 5 <hould help Identrf) and locate the person to 

'" hom inqume s ref-~roln~ thc records should be directed 

Entrv 6 should I"~ ~if:ned and dated on the four copie s by the 

agency rcprcvcm.urvc The number of p"l!e\ involved in the re quevt 
should be inverted 

Box A should he checked If the records ma~ be disposed of irn-
rned.ately Bo v R shoulr' be checked If conunumg dsposal authcnt y 

is requested or If permanent rctcnnon IS requested Only one hex 

m.ly be checked 

Entrv 7 vhould contair, the numbers of the items of record, iden-
tified on the f"ffT', rn sc qucnce . i e .. I. ~. 3.4. etc. 

EI1/f.\ 1-1 should vhow \10 hal record-, are proposed for dispel,al 

valved if all rccor d-, dcvcr ibe d on the form ar c not (hove of the v.rrne 

office or If they arc record, created by another office or aren':} 

An rde nnfic.uion '/H)!Jld he provided of the type~ of records 10' 

volved if thc) are other than textural/ecoid" for cx.rmplc , Il they 

die photogr.rphrc records. sound record.nnv. orear1ogr"rhic re c or dv. 
. An u crn.zauon and accur .. tc idcnnflcano» ,h"uld he provrdcd of 
the serie of rccord-, th.tr arc propoved [or d'\fl"':tl or rcicnuon 

Each ve ncs 'hllllid. compnse the lar!!"'1 pr acnc ..1 I!IOUfllll1!.of 
s('paralcly org.mrvcd ano IO~lca"y rci..« d rnatcrial-, tll:\I can roc 
treated a\ a srnrie unrt for purpose« of d"p,.,ql Component p.vrt s 

of a series may be hsu-d <cpararcly if numbered convccuuvclv .1' 
I a, I h. etc . under the pe ncr al <ericv ('nlr~ 

A statement should be pr ovidcd sh(lwtng when drvpoval I~ to 

be made of the records. thus 

If immediate drsposal I' requested of pavt ac curnulanons of rcc 

ords. the incluvrve dates durrng '" hich tl,<' record, '" ere produced 

should be stated 

If contrnump drsposa! ,\ re qucvred 

lated or will continue to accumulate. 
exprevsed rn terms of ycar~, rnonthv. 
lions or events A future action or 
retention period must be objccuve 

for records Ihat have accurnu-
the retention perrod m.l) be 

etc, or In terms of future ilC' 

event that i~ to determine the 

and dcfinue If dISPO<dl of the 

record, is contingent upon their being rmcrofilrned. or otherwise 

reproduced or recorded un machine readable media. the reienuon 

penod vhould read "Until avcertarned that reproduced copic-, or 
recordings have been made 10 accordance with GSA regulations 

and .u e adequate vubsnuncs for the paper record, " Also. the pro-
visron- of FPMR § /01-/ 1< vhould be observed 

En IT\' 9 should he checked if sarnple s ar c <ubrnittcd fL'r <In item 

However. sample, of the re cord-, are no: rr-qurrcd .mlcvs they arc 

requested h, the:" \RC:; appr.uscr If ucrn h," t-een pr eviouvly .1~ 

submitted. the relc vant job and item number vhould be entered 

Entrv 10 should he left blank 
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