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iThe fi ies dsscrihed in tnis schedule are accumulated by
IIthe Bureau of Gistri~t Office ODerations pursuan+ to •. ..J 

i'/d!es i I> XVI, XII!! I of the So:::1al Ssc'jri-;-y fiet. Th8Y 
2: I-(~ f i I ed in C9:1T r a: C f f iC8, BOOO. Use th 15 schc du lei nl i

~ 

i coniunc+i on with the Go~orGI Records SCr1sdulos (Fxh i b i t I,
 
'::;~Avc~uije Al):';.q:40-2), \:'i"!!cl: govern tile r8te:1-r~01/ and
 It 

1 d i s pos a l of reco r ds ~e:-Talnrng to pc r sonne I , fiscal, I 
lacc,)L1n-:-in~l, procu: er~f':'ilt rr.Jt~~)r:;, and o l he-: co:n~'x, fur;c-t-ion~~. I. 
in---~"P~-,on of' ~pror~c !t .~~:':'::':-~--' -' , ~. __ I-_J_ 

I ! 
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Inoeon records a'-e c re at ed as A re su t i of cd,,';nis;.,.-ative I 
!ac:'ions thai" a r c ;-oia-r'-;c; 1'0 on 5SA prl.~():c;r;), bu+ only •
 
linc;dert'"::!1 TO i-rs ce r+orrre nce . !
 
IP,. i':"]JlC!3 I 5, ..i}i. r:i2~~ __ ~J~::~.~~·!~.<?_7 rJ:~l!~-C' r~c.:.:,-,-.!-'rj(~ Obe i on aJ_:"I.:)"j·e
 
I I
! The,s ro cor ds pe'-~·c.ir' t o manca l s and o+hor i s suanco s I
 

o ub l i s heri ';'1 ~r;c;o r-.::-!,j-l·ir.g +o tho Socia! Sccur i t y 
pi0~~;-2rn. In..:! udc~c 6;'8 rc cor d ar.d r8-;2;-~'rlc(: sci'S 01~ 

~',~)()\..-~rcparE'oj p ub l i ce t t ons . (f'. rcccr o se-I ccns i sr s 
07 r/!s CC)P), , ci.rrorrr (,1- :,u~)~~r-:..,;(~cd, of ?!Jui l sbo d 
i~::-:-:-L1r:1·iG:--,r.:11 fr~·f-0!·:(,I .. Tb0 rccor d ::-10+ 1:. na r n+a i ncd 
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i 
record for hi s+or i ca I puruoscs . A n:derer.ce se1 i 
consists of nonrecord co~i2s of ~anua:s, handbooks, and! 
simi l ar publ i c a' iens, me l r.t a l ned for refererc~ p urpose s l ) 
Included are: Service ~~D~esentativ8 HandDook, Des~ I 
r,iCl;Oual, Svs r ems Han dbcok , Dis'frict Office '/,'oekly Re por+ l 
and 't:ork Sanp l i nq Manual".; Le l econ-oun i c eli ons Oper(~tinCj: 
Procedures, Claims Manua: 9000, 8DOO Ad~inisirat:vo f 

Directives System, Emolojer Contact and Account Number i 
~lar.LJdl, Se rv i co .l\rea iJirec::i'ory end District Office/Dran<;:h 
Office Telephone Di re ctor v, and simi l ar publ i cati ons • 

I.	 Rccord S8 I' : Transfer to the Federal Records
 
Cen'rer ((KC) when no longer needed in current
 
opera, -l-' Ions. 

,I
2.	 Refer-ence set: De sirov vhen superseded, ob so Iete,! 

or no lorger needed for reference. I 

Issuance Eackcrouud F i I es 

Ihc-se +i ICo.. con s r si of Gcc"s<rCJunG'rna-rel-iel crce+ec in 
th0 prepara+ion, clearance, and issuance of directives.: 
Th8Y are accumulated by the preparing office and includ? 
studies, coordinating ac~ior.s, rec::omn~ndations, con-
cur r erice s , en d simi l ar docurren+s that prov i de a basis 
for issuin~ the publ ieation, or ihat contribute to its 
con~eni'. 

Tr ans f e r 1'0 the FRC after .3 ca l endar years or when no 
lr;r:ger r,esded for current or.c r e t i ons . Retain pe rrre ncrrt l v 
in the FRC, 

'C" ~. (".. ~ ..I .,.ups/a',ler,,, r.om:nIS-.raTIVO ~:~:es 

ThG::,e documenis re i a+o to the overa I I routi ne adrn i n-
l st ra t l on o : HOC) ac t l v++l cs . Speci fie f i l e s described. 
elsev,'here in -~h8 sche cu l e are not included t e re. These 

rec or ds i nc l uoe , belt ewe no t limited to: 

I .	 (~er)erill Rout i flS Cor re snondence--------------------'------ --

To individual regions on specific situ~tion5 nor 
of ne t l cria l l r.f c r e s t . Sec sec lion li-e, be l ov, 
for- c::orT0SrOr.c!Uf1C8 io all region-.; ("See Pe Iows ") 
and oiner bursaus ~nd offices. 
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-:-hese f r ! cs cons i s t ::! F_ rout i ne CO'T;;i,8nts r,1(ldc by 

en i nd 1v i cue I o f f ico 01 d i re ct i YeS I i s suanco s , 
c!ai~s m3nuai insir~ct!ons, or other publ ications 
~~ep~red by another office or bureau wi1h primary 
resoons' b ill -I y. 

3. ~ugg€s-r-ion Fva l ue t l on s 

~valu3ti01S of suggesTions that do not result in 
: ssu i;19 a d i n~ci i ve or issuance or in estab I ish i ng ! 
c project. 

4. Frogram, Budget, and ~~dnagement 

Frogram and budget documents, managemen-~ improve'-
r.-:en~ reports, cost rsduc+ i 0'1 reports, and compar ab i e 
ranage~2nt reports Drep~red to SUbMit d3t~ to offices 
r esuons i b Ie tor +besc nanz qererrt functions. 

5. ~ublic !nformc:ion 

CO~lrf.e:lt5 on, 0"- contributions to, news releases 

c~ other r,~d12 p~bliC'iz~ng soci~1 s~c~~:-ty program9 
(1.8., r e r i rornen r , sur-v r vcr s , d i seb l i i+v , health; 
i ns ur ance , aged, blind erid disabled. ! 

I 

[.'JCL.:rTl9n~S accuoul a+e o in dr a ftl no or cc-nnerrt i nq 
Ci p rcpose o l o q i s l a i l co i1ffGc+inJ soc i e l security 
~ ""ogt-c'T:s . 

L')currsni's re l a li nq to ccr.qr as s l one I i nau i r ies and 
r ep lies +he r-et o. 

8. F.::u-t- i r.e Re:)ori s 

F,:;uti:-:::> uncon+ro t l eo repor ts not (.~scr-ib2d c l sc-
\'.>3re in -rr,is scr.euule, i nc luc i nq f'is:;hli9hts, 
[:; 'Je ::0::-> cl")d :,;i r,' i I ar r epor+s . 

- --- - - ------_._-- -- - - - ------ --- --- - - ---- - - -- ----- -- .-
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I I Destroy 2 year-s foi low i riq the close c f tho cCllencar! : 
year in "'ihic1 the material is da-ted. However docurre nts 
in closed files requi r lno acd i tl ona l aciion and re le t i no 
to reopened cases should be brought forward for t! ling
i n +he cur re-:t f i I 8S. 

D. Commi ttee Records 
,,lhese docuMents are created in esiabl ish;ng, operating,:

and d i s so lv i n-j cornmi t+ee s whose p urpot.e s are to consider,
advise, recommend, take action, and report on speci-
fically-assigned t unc t lons . Included are material on 
com~iitee estBbl ishment, charters, and members. Also 
included are notices, agendc, minutes, repor~s of meeti~gs,
and simi lar records. 

Transfer to the FRC when no longer needed for current 
operations. Retain in the FKC permanently. 

i 
1 
I These fi les consist of docurrents relating to individual I 

office organization and function. Included are non-
record copies of organizaiional charts, functional 
s tatemerit s , naps of req lona l a l l qnmerrt s , and simi l ar 
records. 

Destroy when superseded, obsolete, or no lonser needed 
for ro t cr-er.ce. 

Doc urnants refleciing the local-ion and/or' d i spos i t ion 
of recor-ds re t i red or trcl'isfer;-ed ou+ of ar, office. 
Included e re SF--US, f<8cords Tr ansmi t+ a i and f\8Ceip-t-;
r-orr;'] SS!\ -~-r-an~,rliti"al; equivalent5511-325, f<econls and 
0GCUrrl9n-ts, '.. list recor-ds transfor-rod to the r-FD or:.n i cf
 
to -Ihe SS!', ~;sC(")rdsHo I d i r:S] !\I'ea.
 

Le s t rov "'hen 011 recor-ds re f t ec+ed on the Iist have
 
Lce n de s r royc-d .
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II. ;8000 MANAGEMeNT RECOROS	 I
I	 : 
:	 I 
l A. 
! 

These fi les con i a i n surmar l c s of dai(~ on ~:'Ie 2eneral 
manage~Gnt em~nating fro~ ihe distric1 off:ce wGekly 
reports and the district office work sa~DI ing systems 
of district office operations and functions. 

I.	 t'ljonthl,/, quarterly and yearly surnmarl es from 
both 5ysi'el'~>. 

a.	 Transfer- TO the FKC after 5 ve ar s , Des+roy 
after 50 years in fRe. 

2.	 District office weekly reports. 

a.	 bestroy 5 years fol lowing the clo39 of the 
calendar ye~, in which the material is dated. 

:8.	 IDistrici' CHice f~0vie,,;s 

I 
These files coris l s+ of docurnen t s re l et i r.q to the ! 
conduct of rev i ews of d l st r ic t office ope rat l cns by i 
district rre naqcr s and by r'e~Jlonal office staff r..srr.hers!. 
These reviews are ~ccomDI ished to analvze a district ! 
office's [,',2nagsFI8nt, organization, and'oper'ations to ! 
imDrove pcrforma~ce of ihe district office in c~nage-
1:10nT and pe r sonne l pr act i cos , and p rocr arn ooe ret l ous . , 
Included are self-appraisal guides, person~el 8uDstion-
naires, District Office F<ev,ie\', Profile; nar r at i ve ! 
surnnvi r i es of the cc-np rehcns l ve review; re s e l t s and 
findings, and direct Iy rclatpd papers . 

. 
! 

'c. R':)0i<?na! Office Survey !-,n0 f-\~portc-:. 

DOCLrr~-"3:or:;re l at l r.c io the conduct of r'3ViE:VIS o'i 
re~icn~1 office o:crari0n? by the r€gi~n~1 represGrta~ 
'tiv~ Gild by the O~,o'rat;ons f\~:(jl/sis c3'!C ~;tcl1d2rds ' 
S'faff of tile Division of Appr a i sa l . 'rsse surveys 
are comp l e+e d +c arie l vz e a req:onal o f t i ce I s r?nc12c-
'~8rti, or qan l z at i on , and opc;r'cY!ions. T:-!c Joal of th8 
su!'vey is 70 Ci~sic-,i the r oo l cna l office to i mprove i t s' 
pe rf orrre nce in 0 I! areas of r;1ani::lg(~mGnt and Dr-ogrCl'11 i 
ofJ0.:r-a-ri:)··ls and i n its supcr v i c l on of -the r(:-Q,ioil. 
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included ar8 ihe region's self-appraisal re~orts,
narra-t-ive s urmar i es of the rcv i ew , results and 
findings, management questionnaires ~nd summary,
and all other directly ;8~i:r+ed beckqround r.a+er la l 
an d pep er s . 

p. Service Area Reviews 

Copies of reports prepared by district and branch I 

offices containing detailed information and statistics: 
relating to preseni pop~laiion by counties and cities,
growth or decl ine of po~ulation,' social and ethnic 
factors, econo~ic factors, claims workload, publ ic 
contacts, service to the publ ic and to employees, and 
simi lar statistical and men aqernerrt information. 

Transfer to the FRC whe~ superseded by a new report.
~:f·~C" 

i 
Ii 

:c·L. Qrganization Planning and Pol icy Reports I 
i 
I 
IThesa documents relaie ~o establ ishing and ch2nging i 

the or qar-lzat lon , f unc-rions , and relationships of I 

disirict and branch offices, resident and co~taci' I 
stations, an c re qi one l o ft ices . Included ar-e organi- I 
zat iona I stud 1 as, re oor r s of work g:oups and s+a ff I 
conferences; reCor~ co~ies of organization and functio~al 
plans; or qan i z ot i on che r is , and simi l e r docurren t s . A:~;o
included are stdTc~en1'~ 01 organizational pol icios havi~g
national in-,poc: ( i n the f orrn of mernori~liu;:)--qS8eDelo,tI)'.' 
n urnbe re d an d ur: 11u;r·~lg 1-0 d, i': n d i den + i Co Is), 1:'8,,01-2, r: d a 

+ha+ s ta+e or clarify OL;'CJ orqan iz a+i ona] i:.oliclos,
and instructions -;-~c:d' e rc issued r.at lona l rv. 

Tr-ans fer' to 1 :~C FPC e it o r 3 ve ar s . Reta i n pe rn.anerrt I '/; 
in the Ff~C . 

.F. 0 i sir i c t 0 H i ce S-t·.:; +u s [- i le s 

Thc.-e dOCU',lC:-I;-S re la te +o Th8 opening, closing, or , 
chc..nf'8 in service area of d i sl r i ct an d b ronch offices,1
resident ~~+i.J~iu:)s,ancj CO;I1"Oo:::"I" s tat Jo.: s . Included are; 
p r opos e l s \;Ii';11 rscorn.ren d-rt i ons {or- anp rove l , GnnoUncc--i 
ment s ot opcn i nqs o:ld c los lnjs , and s lnl lar rccor-ds . ! 
Tr;:~n~fE.·r-10 +ho 

. ._.J?y_t-~~~!I~erdI>~~__ 
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! G. 
! 

Service Are a Travel Plan and Budget 

Th i s f l Ie cons! s+s of Forrn SSA--2376, Ss rv ice A,reu 
Travel Plan a~d Eudg8t, which is co~pleied annually 
by district, br anch , and met rot='0 I i t en b r anch offices. 
They are rev i ewe d and a;Jproved by rGs;lonal offices 
and subsequently s~bmit'tod to central office {or use 
in preparing tho SDOO service area travel budqe t tor 
the next two fiscal yedrs. 

Dsstroy atter 5 years. 

H. Telecommunications Records 

These records are telephone service order records 
cre~ted in obtaining telephone installation, changes 
or equipment for all 6000 componen+s na+i onw i de . In-; 
c l ude d are requests, orders, changes in I istings, 
drawings, o iaqr ams, an d simi l ar documcn+s , 

I 

I. 

Destroy 2 vcar s aft e r ihe year in which the material 
is da-red. I

I 
I 
I 
I 

managing. 

Spac~ Ma:lagernent Records 

These documents are accumulated in reviewing, 
and keeping a record of distric-r oft ice space 
rrents for a specific office location in both 
Fe de ra l l v-o.cns-c and leased buildings. l nc l ude d ere 
Si'andard Form 81, Request for Space: CSA ~orm 65, , 
Space Assign~ent Record; Form SSA-37I I Field Faci I itf: 
SpiKe Inventory; <p ace u r ] I i z ati on repor t s ; maps, ' 
phc+oqr aphs , and simi lor roc:ords. 

assign-: 
I 

I 
i 

F~evis\,1 after 3 calendar years. De sr rov 2.i I ma+e r i a l 
not per-taining to current lease or f-oderai office 
bui Iding ([:-U3) as s i qnn.an t . Ret a i n lease ma+e r ia I 
2 'j03rS fol l ow i riq +rie C!Oc::8 of the ce l en dar year in 
v+ l cn the l e as« exn i rcs , o xcop+ whe r e rho re has 
OCC:l a d i spu t« heil-Ieer') -ihe landlord ar.d -iile Govor nruent 
in wh i ch case re t a i n l o ase material for 2 years af-rer: 
settlement or other final disposition of the dispute.: 

, 
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i 
I I I • i HOUSEKEEP i ~~G Ri.:CGRDS 

: These records re l a+e to ths oe r fcrmer ce of rcur l ae
 
: admi n l st r a+ i ve o~'('1(Ji ions t::1d in ob r a i n i riq housekecp i nq-
: type se rv i ce s f r or.i the or-s,;nizations re spons lb !e for
 
: p rov i d i n q +hern,
 

Docurnen ts re I a-!-'3d to 1;--,,:)i n+er na I rr.aragsrrent or 
general administration of en offic8. These records 
include, but are not I imited to: 

I.	 Office l rrt er na l p roco dure s. hour s of duty; and 
individual duties that do not have continuing 
appl icabi I l tv . 

2.	 Bureau participation in charitable affairs, such! 
as blood donations and contributions TO charitabl~ 

• .J.' orga	 n I za I Ions. 

3.	 Parking, traffic con trc l , and s i mi l ar matters. 

Destroy I year f o l l ow i nq -1r.8 close of the calendar 
year in which the ma-r!Orial is dated. 

8.	 Housekccc i ng I nstr uc-r i or.s i 

~.i..W.J.~~.l'\'3 
These files consist of i ns t ruc+t ons relating toj~-rel)hl.I, 
housekeeping pr oco dcr e s ii' lila pr cpar l nc o f f l ce . ! 
!ncluded ore copies of the inst~uctions and related 
backs round rapars. Noie' -This defini1 i8n doas not 
apr i y to i n=t r oc t ions "th()t are i ss ued on a nCltl onw ide 
basis. 

Dcst r ov wl.e n supe r sc dec or ob so l eio . 

: C. S3icty Reoo:is , ----'--'- ----
Docur.errt s r e I uti ng to ?,-.:c1 den 1- and i i r e repor t i no, 

l l	 ence s . l nc l uce dnc uc i nc ac.c i dan+ experl repor t are 
re por t s per i a i n i no to -::;,'010Y8," injur-ies, f at al i t i es , 
fires) pr--():::e~'-t-v dG!Y.o;c, no+or veh l c l o acc l dentr , 1 

acc l dcn+ E.p-,d injur-y (::r:;-;:;r-isnce, injury cr-use ena l v s i s ,
 
and simi l ar rccor us . I
 

I,

Dc:::;troy 3 ve ar s , i,
 

J 
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i D. Gf_~!_~ Serv i ce and SUP? I_y r..z8cord::;~ I 

Documonts re I at i ng to or d i narv supp Ii (;S arid equ i prrer.t 
use d oy an office; o f t i ce Space and ui i I i r ies : 
cc.nmun i cat l cns , +r anspor+a t l on , crrsvoo l a: , or otr:p.r 
services required by an otfice; and to tHe general 
maintenance of an office. These r ecor ds 'include, but 
are not I imited to: 

I.	 Requests for supp lies, rece iph for- supp lies and ; 
equipment, and similar papers pertaining to office 
sup ply rna tie r s . 

2.	 Requests for publ i ca+i ons and blank forms, and
 
other papers relating i'o·thG supply and distribu-
tion of publ ications to the office.
 

3.	 Documerrts relating f o l oca l transporiai-ion and
 
custodial service required by an office.
 

i 
4.	 Requests for instai l at l on of telephones, +e l ep hone 

extensions, requests for change to telephone I 
c l rec+or l cs , and similar papers. 

Destroy 3 years ~fter the close of the calendar'year
 
ill which the m-terial is dated.
 

i 
j E. Personnel Records 

These records consist cf working cosies of employee 
records used by and au+b cr l z ad for oper n+l uq and 
adninistrative !evels in SSA. -rhe offi~ial cc~ics of 
',1185F; re cor ds ar e mal n t e l ncd e l sev-he re , such 25 

per sonue l , budce r , or- pavro l I o f f i co s . Included al-e ,,' 
cop l e s of SF-52, Reque s+ for Personnel Act i on , 
Supervisory Aptitude Evaluation form, f~ployee 
a~prDisal. SF-7-G, repor~ of employce in1erview 
conco rn l no r at l nq, appr o l s.el , job conducr , w ith i n+qr e dc 
nor i t l cat l on , leave r eco: (i card, SF"-IOi2. Tr avc ' . 
Vcucher , HE\~'--I, Travel Or-der, and s i rni l ar docurmn ts 

co	 v dua l ernp l s ,r t a	 i n i nc 1'0 i nd i i ovee 

C~stroy in ~ccordance wi1h Appe:Jd!x A, Fi I ing and
 
F~(>t€lnj-ion Table (Emp l cvoe P?cords and Files) Ch3jJter
 
SS~, Cu i de 1--4, Pc rsonne l Guide for- ~;uper-visor:;.
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'F. Office f~eference F;iC;cords 

lhasa records are ~~intain~d 1-0 orovlce a source of 
reference materials raadily av~rlable to the office. 

I. Tech~ic~1 and Reference Pu~1 ications 

1hese records consist of copies of issuances,
including reference binders and other publ ications 
i s se d by any e I emsn+ o f Di-1t\';I SSA, other Gover nrrer.f 
agencies, and non-Govern~enial organizations, whic~ 
are maintained by an office for reference purpose~.
These files also include memor aridums , letters, I 

messages, or other docurron t s used to transmit 
program instructions in advance of official SSA 
issuances. 

a.	 Destr-oy when superseded, obso I e+e or whenI 

no longer nee ded for ro rer-er.ce. 

2. Reaei ng Fi Iss 

These fi les consist of extra copies cf ou+going I 
commun lce tl ons , arranged chronologically, which I 
are maintaired ~or review by staff me~bers. I 

I 
a.	 Dest j-oy I yea r fo I :0\-: ina the calendar year Ii 

in which tho material is dated. [ar-I ier d i sposa I 
is au-rhorizsd, 

http:rer-er.ce

