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RE.QUEST.FOR RECORDS DISPOSITION AUTHORITY LEAVE B~ANK 

(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION,	 NC1-47-8Z-2 ~ NATIONAL~RCHIVESAND RECORDSSERVICE,WASHINGTON,DC 20438 DATE RECEIVED--------~ 
1. FROM (AGENCY OR ESTABLISHMENT) November 5 1981
 

Health and Human Se:nd ces NOTIFICATION TO AGENCY
 
2. MAJOR SUBDIVISION 

I )'::L'~!:eWl'h 'f-e l'! .~I'~' -, I~uSC 3303a!~. ~SPlJs<, reSocial Securi t-o- Admi.ni.st rat i on ,I ~C',C ~, .ee- ~ '::, , .' ,to e~II>~! 'c- I'f'~' 'hat 11<11 
3	 MINOA SUBDIVISION tie ~,d'l'Jed 'd su ~dl I ,!p<Jveol I'Jlthjrdl't'n 'u"'~ 10 

" 

~isability ~eterminationServj~e~	 ~ 
4 NAME OF PERSON W1TH WHOM TO CONFER	 TEL EXTIs 

g-,2," -8'7- (Dj/f'k/'(A V 
Holt' -Jr, /1/1,\1 "~lh. ( ;,'1,1 't,l/eIYj':rnest P. Lardieri	 I 524 577~ 

6 CERTiFICATE OF AGENCY RePRESENTATIVE 

I hereby certify that I am authorrzed to act for this agency In matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of 3 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified, 
o A Request for Immediate disposal. 

W B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E TITLE 

10/23/1H Department Records Management Officer 

9. 107	 8. DESCRIPTION OF ITEM 
ITEM NO (With tnctustve Dales or Retention Penods)	 SAMPLE OR ACTION TAKEN 

JOB NO 

Records Retention and Disposal Schedule
 
Dis abi li ty Determination Services Records
 

, 
The following series of records are created or received 
by Disability Determination Services (nDS) State agencies I
 
in implementing Titles II and XVI of the Social Security

Act. The DDS, under regulations, makes the medical deter-
mation for claimants wh ~ apply for DI, BL and SSI
 
benefits alleging a disability.
 

1. Residual Files 

Files containing copies of disability claims 
materials. Documents may include copies of Form 
SSA-831, Di s abi li ty Determination and Transmittal;'
Form SSA-833, Cessation or Continuance of Disability
Determination and Transmittal; related case 
materials; or equivalent documents. Record copies
of documents are retained in the D1 or SS1 claims 
folders wh~ch are maintained by SSA. 

Destroy 6 months after adjudication of the claim. 

115_107 STANDARD FORM 115 
Revre e d Apnl, 1975 
Prescribed by General Services 

Administration 
FPMA (41 CFA) 101-11 4 

http:t-o-Admi.ni.st


INSTRUCTIONS
 

'General Instrucuoqs 

L'se Standard Form 115 tobtamable from supply depots of the 

f-ederal Supply Service. General Services Adrrurustranon) and the 

contmuanon sheet Standard f-orm 115a (obtainable from the Rec-
ord .. DISp,.NtlOn DIVIsIOn Office 'Of j-ederal Records Center-, Na 
tlondl Archives and Records Service. W ~..hmgton. DC 204(8) to 

obtain authonty to,d, ...pose of records 1'1" to request permanent re-
termon of records Detach the fifth" cap\ from the set -nd keep a .. 
yOU! reference copy Submit the tint ft vr vomev of the set to the 

"'" suonal \t\"hl es and Rec, J-;, Serv ..l One 1.0P" wdl he returnee 
'J the .e.encv d. F'()llf!~ -non 01 uem- tn JI , rc authcnzed for dl!o.PO",H 

He .. wtthdr awn p~ r «>t approved for d ',j),Isdl Will °1< so marked 

t- .n SI- r 1'Ii requ.'ing (, ommro-Ier ('l:rtel.clI ...on ...un~~I...e must be 

.v omnamed b) • uontic .mon V Ipprv,<·1 fw'T) (, A.O 

I-"ltrl"'~ , :! unJ.1 ..bould .how Windt 1.penQ·h"., cu..tOdy of the 

tl. Ir"' .. that are rdennfreu lin rbe foun ....I1Uvnould contain the n lute 

dlt- deportment or ndependent d~t'II"'''' nd r... mdl\)t and rn., ~-, 
Ut-Jlvl"h.ll1\ 

I;."irlt \ 4 lind ~ ....·l!llI,d hefp rdennt v ~nd locate the per ..on to 

...... 1m .nqume-, re ~ rdlOp the records .,"quld be directed 

Fnt I) ....,(,t1l;,1 ....t" -u.ned r<J {!.:lted on the foor ...opre ... by the 

'yt.n~ ~ -enre-entenv t: The number ,)f pare" involved In the request 
boutd ~ inverted 

qH~ '\ \h,mld he che ...ked If the record ... may be drcno ..ed of rm 

toedratety Box B snoufd be checked If contmumg drsposal autbonty 

I'" reque ..ted or If permanent retention IS requested Only one box 

~-i y he checked 

Entre 7 should contain !he ~u~birs ~nheuems of records rden-
nfied on the Iorm IR sequence. r e . 1 2.3,4. etc 

£nln X should ..how what record .. are proposed for drsposal 

Center beadmgs should indicate what otr1.&c·srecords are m·"•volved If an records descnbed on the form are not those ofthe same 
office or If the) are records created by another office or agency. 

An rdennficanon should be provided of the types of records In-

volved If they are other then textural records. for example. If they 

are photoereptuc records ...ound recordings. or cartographic record .. 
Ao uemuenon end "'....curate u:lel'l!lfoc .."~on ..hould be provided of 

the senes of reco-ds IhCiI ....re propo ...ed for (h",po!:>dl or retention 
bech sene- chcutd compn ...e the .ergest pr d. ....w,.•J lfUL,lpmg of 
..eparatety or; .mzed and l{)~'l\:,jlly retated m .tertals that can be 

treated ".:.. 'lfl,!le urur tor "IULl'1hl;'"~llfdlSptl -,.Ii Component p ...rtv 

ut d -ene- !l1," tie II"-Jed ..ep ,r!':.tely It ~ -mbered con ..ecunvetv 4"> 

" I b etc ;...n,j.. t 'he generel ,enll;''' ~ttfry 

\. stetement """llJld he pm"td~(]: 'iO~IHg when (I,;po-."li .. to 
he made of ,; e records {hu:, 

[f rmmed.cte dl"po~.tl , ... reqcevted of p.t~' ....cvcmur.uron .. of rec 

ord ... the mel!t .....t- dcte-, dunnJ ....lu...h. l"c record- ....ere w~J1Utced 

..boe'd be stated 

tr ...onunumu ~~""'" '''i '-f'~l,Ie te~ tor "" ...ore- ph ' .,. "I;... l,. .. Urt1U· 

ated OJ w,1t ....1!"lln"Jit' II) ~'-V,m" Itr' he reteen • (li'n(tlj m.1, N 

e ..pre ....ed .n terms ,t ye~"'" rtcnths et v , (Ir n l!r,,''+ ot iutur. _'--
non- or events \. fltll"c:' 1.110n or event Hl">Jt i- ru ~""t~n ik the 

rerennon penod rnu...1 I\. objecuve '. uefirnre H J.~r!u.. I vt the 

re...oeds ." ...ontHl;;~nl ~pun rherr l'ein' rmcrofltmeu. or otberws ..e 
reproduced (1<" f(', or(f,.J un m 'nne -e. (I..ble rnec' ~ the- etennot-
penod ...hoo'u re d l nt» ertemed !h~<t ,er'fodU\.l:d ...opre-, tJI' 

re ...orJt..I't," h.sve bee-t tn ;Jl.lmdan ... wnh '-'~" ~e~( ,l'l(ln:o.'I).~-",!.l~ t. 

..md are .:Ideljl<.te .....h""ltl.lte ...for the p-per reeordv Ar-,o (h.. pro-
v,,(on.-. of f-P\1R ~ '01-11 5 -bould be observed 

Entr-e 9 should be checked If ..amptes are ~bmjtted for dyf'l Item 

However ~..J.mpli" or the records are n\.lt requ.red ..mle~s·ihey- are 
reque -,ted by the N '\RS appraiser 1f an liem h.J.s been prev-ou ..ly 

..ubrnnted. the relevant Job and stern number should be entered 

Entrv /0 ..hould be left blank 

) ~, U/I9Aj/
Date 

, . 

Standard Form 115 :lACK Rh .f 7~ 

http:dl"po~.tl


PAGE	 OFJOB NORequest for Records Disposition Authority-Continuation	 I 
;J..v1-.3 

V97 8. DESCRIPTION OF ITEM	 10.SAMPLE OR 
ITEM NO (With Inclusive Oates or Retention Periods)	 ACTION TAKENJOB NO 

2.	 Case Control Files or Records 

Case identification information used to control loca-
tion and pr oce s s i ng of the claim while under the 
jurisdiction of the DDS. Information may be ln 
manual form (e.g., card file or local form) or auto-
mated form (e.g., computer-controlled system) and 
usuallv consists of social security number, name, 
address and other claimant identification information. 
These fi les are used by the DDS for reference purposes 
after the claims folder has been forwarded to an SSA 
component. SSA maintains case control information 1n 

automated DI and SSI systems. 

'R.eview file annually. Remove and destroy case 
control information for cases having been adjudicated
1 year or more. 

3.	 Case Working Files 

\,Torkingfiles created or received by disability 
exam1ner 1TI adjudicatlng a Dr or SSI claim. These 
consist of initial notes~ rough drafts; blank forms 
and	 questionnaires returned to the DDS; returned 
envelopes; duplicate cop1es of the same material from 
the	 same source (except medical information); duplicat
copies of reports of contact'; and copies of correspond 
ence to claimant and physicians pertaining solely 
to apnointNents for medical exams when the claimant 
kept the appointment. 

a.	 If working papers have -been associated ~.,iththe 
claims folder: 

Rev iew folders prior to shipment and remove and 
destroy any work~ng papers. 

b.	 If maintained as a separate working file: 

Destroy upon shipment of folders after case 
adjudication. 

115-203 Four copies, Including orfglnal. to be submitted to the National Archives STANDARD FORM 11S-A 
Revised July 1974 
Prescnbec by General Services 

Administration 
(,PO I!J'!> o 579-387 FPMR (41 CFR) 101-11 4 



JOB NORequest for Records Disposition Authority- Continuation	 I 
9. 

7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

4.	 Consultative Physician's Files 

Card file or equivalent records containing names 
of. physicians who have expressed a wi Ll ingrie s s to 
conduct consultative examinations (CEs) of claimants 
for the DDS. The records contain information relativ 
to a physician's specialty, past experiences in sub-
mitting reports and appointment hours. 

Remove	 and destroy cards when physician no longer
participates in the CE program. 

5.	 Fiscal Documents 

1~ese are documents relating to DDS expenses in_ 
administering disability determination programs for t e 
Social Security Administration. Included aTe docu-
~ents relating to the purchase of consultative 
examinations (CE), and/or p ayme n t s for medical 
evidence of record (MER) for titles II and XVI 
claiJT1ants. 

These may include copies of documents authorizing
the purchase of or oayment nor the requested
evidence, including statements or verifications 
that services were received. Also included in this 
records series are records created to document the 
DDS administrative expenses of the disability deter-
-ni n ati on prog ram . These may consist of staffing
records, equipment purch ase records , space alloca-
t~on records, indirect cost allocation agreements
and related documents, or any other records created 
or received to document administrative expenses.
Fiscal documents including those related to CE 
purchases or payments for MER and administrative 
expenses, are audited by Health and Human Services' 
Inspector General Audit Agency. 

a.	 Prior to folder shipment, remove any CE fiscal 
documentation which may have been retained 
in the claims folder. Associate with other 
disability program fiscal documents. 

*"" b.	 Destroy 6 years and 3 m~nth6 after the' period
 
covered by-the accOunt.
 

115-203 Four caples. Including original. to be submiHed to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Praacnbed by General 

Adrtumstratrcn 
Services 

(.f I b ,. ~,-3R"j FPMR (41 CFR) 101-114 


