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DATE APPROVED 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON, D.C. 20408 

I. FROM (AGENCY OR ESTABLISHMENT)	 NOTIFICATION TO AGENCY 

Department of Healthz Education! and Welfare 
2. MAJOR SUBDivISION	 IN ACCORDANCE WIm mE PROVISIONS OF PUBLIC 

LAW 91-287 DISPOSAL OF ITEHS MARKED "DISPOSAL Social. Security Administration AI PROVED" IS AUTHORIZED. 
3. MINOR SUBDIVISIO'l 

Bureau of District Office Operations
4. NAME OF PERSON WITH WHOM TO CONFER	 A , 15. ~L. JLll.-15J .. .A1J~-LJEXT. 

Arthur J. Benne r DATE 'faUVIST OF TIlE UNITED STATES594-5771 
6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

I hereby certify that t am authorized to act for the head of thil agency in motters pertaining to the dilpoaaJ OfrecOrdl, and that tbe recorda described in th:1 Hal or 

schedule of __ page. are proposed for disposal for the reason indicated: ("X" only one) 

D 
A The record. have B The records will cease to have sufficient value
 

ceased to have auffi- O to warrant further retention on the expirnt ron
 
dent value:: to wruTant of the period of time indicated or on the occur-
furthet' retentson, rence of the event &pecliied. 

JO/15/7~3__ Russell O. Hess	 Dept. Records I1BtOfficer, DREW 
(Date) (SIgnature or Agcucy Representative)	 (Title) 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SM4?LE ORIn:M NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

I.
 

RECORDS RETENI'ION AND DISPOSAL SCHEDULE 
DISTRICT OFFICE OFERI\TIONS 

The files described in this Schedule are accumulated by
the Bureau of District Office Operations pursuant to 
Titles II, XVI, XVIII of the Social Security Act. They
are filed in Central Office, BDOO. Use this Schedule in 
conjunction with the General Records Schedules (Exhibit I, 
SSA Guide ADS.g:40-2), which govern the retention and 
disposal of records pertaining to personnel, fiscal, 
accounting, procurement matters, and other common functions. 

Description of Records 

SOCIAL SECURITY PROGRAM ADMINISTRATION RECORDS 

These records are created as a result of administrative 
actions that are related to an SSA program, but only
incidental to its performance. 

A.	 M:lnuals. Directories. and Other Instruct.ional a3.teriaJ 

Thene records pertain to manuals and other issuar:ces 
published by BDOO r-eLat Lng to the Social Security
program. Included are record and reference sets of 
BDOO-prepared publications. (A record set consists 
of one copy, current or superseded, of published 
instructional material. The record set is maintained 
sequentially by the preparing office or office of 
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record for historical purposes. A reference set 
consists of nonrecord copi€s of manuals, handbooks, and 
similar publications, maintained for reference purposes.)
Included are: Service Representative Handbook, Desk 
Manual, Systems Handbook, District Office Weekly Report 
and Work Sampling Manuals, Telecommunications Operating
Procedures, Claims Manual 9000, BDOO Administrative 
Directives System, Employer Contact and Account Number 
Manual, Service Area Directory and District Office/Branch
Office Telephone Directory, and similar publications. 

1.	 Record set: Transfer to the Federal Records Center 
(FRC) when no longer needed in current operations.
Offer to the ~ational Archives 10 years thereafter. 

\I Permanent. 

2.	 Reference set: Destroy when superseded, obsolete, 
or no longer needed for reference. 

I.	 Issuance Background Files 

These files consist of background material created in 
the preparation, clearance, and issuance of directives. 
They are accumulated by the preparing office and include 
studies, coordinating actions, recommendations, con-
currences, and similar documents that provide a basis 
for issuing the publication, or that contribute to its 
content. 

Transfer to the FRC after 3 calendar years or when no 
longer needed for current operations. Destroy 10 years 
thereafter. 

C.	 Operations Administrative Fjles 

These documents relate to the overall routine adminis-
tration of BDOO activities. Specific files described 
elsewhere in the Schedule are not included here. These 
records include, but are not limited to: 

1. General Routine Correspondence 

To individual regions on specific situations not 
of national interest. See s~ction II-E, below, 
for correspondence to all regions (IISee Be lows 11) 
and other bureaus and offices. 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

D1SPOS!tL PlUr APPROVED 

E!SPOSAL AFPROVED 

DISPOS.AL APPROVe!! 

. , 
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4 2. Clearance Comments 

These files consist of routine comments made by
an individual office on directives, issuances,
claims manual instructions, or.other publications
prepared by another office or bureau with primary
responsibility. 

3. Suggestion Evaluations 

Evaluations of suggestions that do not result in 
issuing a directive or issuance or in establishing 
a project. 

4. Program, Budget, and Mmagement 

Program and budget documents, management improvement
reports, cost reduction reports, and comparable
management reports prepared to submit data to offices 
responsible for these management functions. 

5. Public Informati on 

Comments on, or contributions to, news releases or 
other media publicizing social security programs 
(i.e., retirement, survivors, disability, health 
insurance, aged, blind and disabled.) 

6. Legislat ion 

Documents accumulated in drafting or commenting
on proposed legislation affecting social security
programs. 

7. Congressional Inquiries 

Documents relating to congressional inquiries and 
replies thereto. 

8. Routine Reuorts 

Routine uncontrolled reports not descriped else-
where in this Schedule, including Highlights, Blue 
Book and similar reports. 

9. 
SAMPLE OR
 

JOB NO.
 

10. 
ACTION TAKEN 
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7. 8. DESCRIPTION OF ITEM 10. i 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN I

JOB NO. 

ISPOSAL APP.OVEDDestroy 2 years following the close of the calendar 
year in which the material is dated. However, documerts 
in closed files requiring additional action and relat·ng
to reopened cases should be brought forward for fili~ 
in the current files. 

D. Committee Records 

These documents are created in establishing, operating, 
and dissolving committees whose purposes are to consider,
advise, recommend, take action, and report on speci-
fically-assigned functions. Included are material on 
committee establishment, charters, and members. Also 
included are notices, agenda, minutes, reports of 
meetings, and similar records. 

Transfer to the FRC when no longer needed for current DISPOSAL NOT 
APPROVEI'operations. Offer to the National Archives 10 years 

thereafter. Permanent. 

E. Office Organization Records 

These files consist of documents relating to individual 
office organization and function. Included are non-
record copies of organizational charts, functional 
statements, maps of regional alignments, and similar 
records. I 
Destroy when superseded, obsolete, or no longer needed DISPOS·AL APPROVeD 

for reference. i
F. Records Disposition Records I 

i 
Documents reflecting the location and/or disposition 
of records retired or transferred out of an office. I 
Included are SF-135, Records Transmittal and Receipt; I 
Form SSA-325, SSA Records Transmittal; and equivalent I 

documents, which list records transferred to the FRC 
or to the SSA Records Holding Area. I 

iDestroy when all records reflected on the list have E'SPOSAL APPROV~~ 
tbeen destroyed. 
1 
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II. BDOO MANAGEMENT RECORDS 

A. District Office Summary and Management Records 

These files contain summaries of data on the general

management emanating from the'district office weekly

reports and the district office work sampling systems
 
of district office operations and functions.
 

1.	 Yearly summaries from both systems. 

DISPOSAL APPRDVED a.	 Transfer to FRC after 5 years. Destroy 50 
years thereafter. 

2.	 MOnthly and quarterly summaries from both systems. 

a.	 Transfer to FRC after 5 years. Destroy 10 I ISPOSAL APPROVjD 

years thereafter. 

3.	 District office weekly reports. 

a.	 Destroy 5 years following the close of the ~ .SPOSAL APPROVED calendar year in which the material is dated. 

B.	 District Office Reviews 

These files consist of documents relating to the con-
duct of reviews of district office operations by distr'ct 
managers and by regional office staff members. These 
reviews are accomplished to analyze a district office'p
management, organization, and operations to improve
performance of the district office in management and 
personnel practices, and program operations. Included 
are self-appraisal guides, personnel questionnaires,
District Office Review Profile; narrative summaries of 
the comprehensive review; results and findings, and 
directly related papers. 

Destroy after next comparable review. 

C.	 Regional Office Survey and Reports 

Documents relating to the conduct of reviews of region 1 
office operat i.onsby the regional representative and 
by the Operations Analysis and Standards Staff of the 
Division of Appraisal. These surveys are completed
to analyze a regional office I s management, organiza-
tion, and operations. The goal of the survey is to 
assist the regional office to improve its perfoTIflance--.--~-------------------------------

Fo_ eopie., iach.cliAll ..rigiI\Cll, to be .abmitled to 'h .. NolionGl Archive. and Rccord8 Service GPO:1~}-0-711-911 



I • 

8tandaWl Form No. U.s-A. 
Revised November I!I~I Job No. _ Page_=6 __ Prescribed by General Services Administration 
GSA Reg. 3-IV -106 of --.lQ pagesll~m 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM7. SAMPLE OR 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 JOB NO. 

ACTION TAKEN 

in all areas of management and program operations 
and in its supervision of the region. Included 
are the region's self-appraisal reports, narrative 
summaries of the review, results and findings,
management questionnaires and. summary, and all other 
directly related background material and papers. 

Destroy after next comparable review. 

D. Service Area Reviews 

Copies of reports prepared by district and branch off ces 
containing detailed information and statistics relatirg
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 
statistical and management information. 

,I Transfer to the FRC when superseded by a new report.
Offer to the National Archives 20 years thereafter. 
Permanent. 

E. Organization Planning and Policy Reports 

These documents relate to establishing and changing
the organization, functions, and relationships of 
district and branch offices, resident and contact i
stations, and regional offices. Included are organiz -
tional studies, reports of work groups and staff con-
ferences; record copies of organization and functiona 
plans; organization charts, and similar documents. A~so 
included are statements of organizational policies ha\ing 
national impact (in the form of memoranda--"See Be Lows ," 
numbered and unnumbered, and identicals), memoranda trat 
state or clarify BDOO organizational poliCies, and 
instructions that are issued nationally. 

V	 Transfer to the FRC after 3 years. Offer to the Naticnal 
Archives 20 ~ears thereafter. Permanent. 

F. District Office Status File 

These documents relate to the opening, clOSing, or chan~e 
in service area of district and branch offices, residert 
stations, and contact stations. Included are proposa ~ 
with recommendations for approval, announcements of 
openings and closings, and similar records. 

Transfer to the FRC after 3 ~ears. Destro~ 50 years 
~oU!~~.: illC'lad..in.D ahainnL tft!w. .a.hlftitt ..d fn th", N ti 1 Jl..r,. _ ..1 !)-,.- ..~ ~ :- .... 
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• G. Service Area Travel Plan and Budget 

This fi Ie consists of Form SSA-2376, Service Area 
Travel Plan and Budget, which is completed annually
by district, branch, and metrop91 itan branch offices. 
They are reviewed and approved by regional offices 
and subsequently submitted to central office for use 
in preparing the BOOO service area travel budget for 
the next two fiscal years. 

Destroy after 5 years. ~ISPOSAL APPROYiD 

H. Telecommunications Records 

I. 

These records are telephone service order records i 
created in obtaining telephone installation, changes ! 
or equipment for all BDOO components nationwide. In-.! 
cluded are requests, orders, changes in listings,
drawings, diagrams, and simi lar documents •. 

Destroy 2 years af ter the year in which the material 
is dated. 

Space Management Records 

These documents are accumulated in reviewing, managing,
and keeping a record of district office space assign-I
ments for a specific office location in both 
Federally-owned and leased bui Idings. Included are 
Standard Form 81, Request for Space; GSA Form 65,
Space Assignment Record; Form SSA-37I , Field Faci Iity 
Space Inventory; space uti Iization reports; maps,
photographs, and simi lar records. 

~)Review after 3 calendar years.~ Destroy al I material 
not pertaining to current lease or Federal office 
bui Iding (FOB) assignment[0 Retain lease material 
2 years fol lowing the close of the calendar year in 
wh ich the Iease exp ires ~c)except whe re the re has ,
been a dispute between the landlord and the Government,
in which case retain lease material for 2 years after;
settlement or other final disposition of the dispute. I 

i 
.,SPOSAL 4PPBOVEIl 
I 
i 
I
I 
I 

DI~PO$.AL APPROYED 

I ....... L APPR.m 

I iUSPOSA1. APPRO'iiB, 
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I II. i HOUSEKEEPING RECORDS 

These records relate to the performance of routine 
administrative operations and in ob~aining housekeeping-
type services from the organizations responsible for 
providing them. 

A.	 General Management Records 

Documents related to the internal management or
 
general administration of an office. These records
 
include, but are not Iimited to:
 

I .	 Office internal procedures,hours of duty, and I 
Iindividual duties that do not have continuing

app Iicab iiity. I 
2.	 Bureau participation in charitable .affairs, such I

I 

as blood donations and contributions to charitablE 
organ izati ons. 

i 
I 

3.	 Parking, traffic control, and simi lar matters. 

~I$'.""'''''''.-IDestroy I year fol lowing the close of the calendar I year in which the material is dated. 

B.	 Housekeeping Instructions 

These fi les consist of instructions relating to
 
housekeeping procedures in the preparing office.
 
Included are copies of the instructions and related
 
background papers. Note: This definition does not
 
apply to instructions that are issued on a nationwide;

basis. i
 

P'SPOSAL APPROVED 

Destroy when superseded or obsolete. 

C.	 Safety Reports 

Documents relating to 'accident and fire reporting,

including accident experience reports. Included are
 
reports pertaining to employee injuries, fatal ities, i
 
fires, property da~age, motor vehicle accidents, I
 

accident and injury experience, injury cause analysis!

and simi lar records.
 I DISPOSAL APPROVED 

Destroy after 3 years.	 
/
I 
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D. Office. Service and Supply Records , 

Documents relating to ordinary suppl ies and equipment
used by an office; office space ~nd uti Iities; 
communications, transportation, custodial, or other 
services required by an office; and to the general
rnaintenance of an off ice. These records ·j'ncIude, but 
are not Iimited to: 

I. Requests for suppl ies, 
equipment, and similar 
supply matters. 

rece ipts for supp lies and , 
papers pertaining to offic~ , I 

Iforms, and : 
and distribu-I 

I 
2. Requests for publ ications and blank 

other papers relating to'the supply
tion of publ ications to the office. 

3. Documents relating to local transportation and 
custodial service required by an office~ 

4. Requests for installation of telephones, telephon~
extensions, requests for change to telephone
directories, and simi lar papers. 

Destroy 3 years after the close of the calendar'year
in which the material is dated. 

I 
I 
I 
I

! DISPOSAL APPROVED 

E. Personnel Records 

These records consist of working copies of employee i 
records used by and authorized for operating and I 
administrative levels in SSA. The official copies of : 
these records are maintained elsewhere, such as I 
personne I, budget, or payro II off ices. Inc Iuded are I 

copies of SF-52, Request for Personnel Action,
Supervisory Aptitude Evaluation Form, employee
appraisal, SF-7-B, report of employee interview 
concerning rating, appraisal, job conduct, within-grade
notification, leave record card, SF-IOI2, Travel i 
Voucher, HEW-I, Trave I Order, and simi Iar documents ,
pertaining to individual employees. 

Destroy in accordance with Appendix B, Fi Iing and 
Retention Table (Employee Records and Fi les) Chapter 
SSA Guide 1-4, Personnel Guide for Supervisors. 

IX, DISPOSAL 

I 
I 

APPROVED 

! 
I I--~------.-------
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F.	 Office Reference Records 

These records are maintained to provide a source of 
reference materials readily available to the office. 

'1.	 Technical and Reference Publ tc~tions 

These records consist of copies of issuances,
including reference binders and other publ ications r 

issed by any element of DHEVI, SSA, other Cover-nrrenf 
agencies, and non-Governmental organizations, whic~ 
are maintained by an office for reference purpose~.
These fi les also include memorandums, letters, , 
messages, or other documents used to transmit 
program instructions in advance of official SSA 
issuances. 

a.	 Destroy when superseded, obsolete, or when DISPOSAl APPr.CVE~ 

~o' lon~er needed 16r ~eference.-
I 2. Readi ng Fi les 
I 

These fi les consist of extra copies of ou+qo lnq __...1 
communications, arranged chronologically, which 
are maintained for review by staff members. 

a.	 Destroy I year fol lowing the calendar year ~POSAL. APP"IV!S 
in which the material is dated. Earl ier disposal
is authorized. I
 

I
 
, 

I 
I 
I 

I 
I 
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