
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NCl-047-81-13 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 3/11/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items remain active except 1 i 1. 

Items lal, la2, 1 b, le remain active for records dated 2016 and previous only. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item lal 

Item la2 

Item lb 

Item le 

Superseded by DAA-GRS-2015-0006-0001 

*Superseded for records dated 2017 and forward only 

Item lil 

Superseded by DAA-GRS-2015-0006-0002 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



 

D. SIGNa ~~ AGENCrEP~ 

Geo~ge i:-; .- u~.L < 
, 

.. 

------~ -

�fVli�' 

. , 

REaulsT fiOR" RECO..RDS o s1T10N AUTHORITY ,.. • 'LEAVE 81'.ANKWJa 
(See Instructions on reverse).... JOB NO 

> � 

TO: GENERAL SERVICES ADMINISTRATION, J/l�I-- 1G 1- cf/- /..3 
NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHINGTQN, DC 20408 DATE 

1. FROM (AGENCY OR ESTABLISHMENT) � /ti I?///
HHS - �ION TO AGENCY 

2. MAJOR SUBDIVISION 
In Jccordance with the prov1s1ons of 44 U.S.C 3303a the disposal re SSA qwe,t. including amendments, 1s approved except for items that may 

3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" 1n column 10. 

Office of Management, Budget, and Personnel 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

2-Lz-91,,
Ernest P. Lardieri 594-5770 /Jat,· Archi\·1.H of th<' Unit('c/ State.\ 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency m matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of __ page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

[x] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE E. TITLE 

4-7-81 Department Records Management Officer 

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

Records Retention and Disposal Schedule 
Fi�ancial Resources Files 

Attached is an Administrative Directives System NC-47-75-
Guide concerning records retention and disposal 16 
schedules for financial resources files, NC47-75-
maintained by Office of Financial �esouices, OMBP 19 

NCl-47-78,_ 
25 

All pen in ink changes to this schedule have been 
made with agency concurrence. � , L_ / 

// 61 ?;-' ?/i:f-1-

113 -� 
115-107 STANDARD FORM 115 !'llrJ:i> � Tl'J C//rh"�c- s,,,Yc�-r /'Y�T /t?c6f"'/£€°c:) Revised April, 1975 

Prescribed by General Services
�cfJ_. 7-1 y._ S' 2 ,· pr] Administration 

- • J -� J,/r-- .,.,,,,. , ..... FPMR (41 CFR) 101-11.4 . 
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e\t~c.'~.e;t: i:, !~r~•. , ,._ i -r.:.ir~ m0:--.!tt. . Ii."'? ~-- er- 1~ lt · :-, .. •[tl41:..1. ~1 ,h 

tiflnf,,, 1 ; C\"(: i ' i ~ •i : !'~ ~t;: .. ;,~~ c,-;- e°\t'O! 1r~~~: • ;, li :::..; ~ .. ., . .... ~. ~; 

Standard l'orm 11~ ?•:•: r:, . , ., . 

-� 

3 IIC'lnd1 c\rc_hrves and Recorch a.tee. Washrngion DC ::!040111 10 
,. 0b1ain a,uthpnt) to.d,r,pose c--ords or to request permanent re 

tent1on of record, Detach the fifth copy from the set and keep a, 
0 

�-our refer_ence copy. Submit the first four c0ries c,f the �et 10 the 
-"-ati0nal ,\rchi,·e< and Rernrds Service One c0p1 "-ill he returned 

10 the agenq a� n,,11fication uf item, that are auth0rized for d1,po,3J 
Item, withdrawn or not aprroved for d1spo,al "·ill be so mar�ed 
Each S� I I.'· requ,rinf Comrtroller General cC'ncurrence mu�t be, 
a.:cornparned b1 a m>t1fica1,on bf approval fH,m (i.AO 

s,-.,.cijii Jnsrrucr,on.< 

Er.r•;e_, I.:. an,.' .1 ,hould ,ho"' what agenc,· ha< custodv C'f the 
rec,•rd< th,,t ;;re 1den11f1ed <>n the form. and shoulC1 cC'nta:,1 the naT,e 
,.,f the derartrnen1 ,,r rnderendenl ai:enC\. and nc rr,a_inr and mrn<>; 
,ubJ1vi,ions 

f:. nr,,,,, .J ond 5 ,hnuld heir 1dcnt1ff_f, and l,1(·.ete tt>e rer,0n !o 
,,,horn rnqu,ne·.re,·,rd1n, ttie record• ,h,,uld �e d,recteci 

f.,!:,., f1 ,h"l;l•.1 L:.. ,i�ned .in·"" d.�tt-d c•n thf f.1ur , 0r1c'- i-- _. th:: 
.1�cn--� rc_;1r:..·,cnt.!:O\e lhtnurr!�crt,fr�L'C' ::,\0hedinthcrequc,i 
,hould l>e imened 

Rox A should he checked if the record, ma, be di,rosed ,,f im
mediate I) BM B should be checked If continuini: disposal auth0rit, 
,, reque,ted or if rermanent retenticin ,, re411e'1ed On!\ one riu,. 
m;•, 1--e chec�ed 

Er.tr_,· 7 should contain !he numbers of the item� of rtcord5 iden
tified on the form in_sequence. i e .. I.:. 3. 4. etc. 

En"rn· >< ,hould sho"' wh;it record5 are rror><"ed for dispos.J 

_,,J
i,��-

,,, ( 

'"" �"u"'!"dff ecoras. soune! recordings. or cano�raph1c records. 
An itemiziWand accurar.e identification <hould t-•· prondcd ·.•: 

the ,eric, pf r ,_,,,.:,is ti.at are proposed for disP<''"' c•r retention 
Each "-er:c ... ,h .. ,uld' cnmpnse the largest p; �:-:ic:.i.. ;:\)..Jp.in� 0f 
separalet, 0rpnrzed anc logicalh· related rr.atenal< :ha: can be 
tre�teci ac. � sinfit' uni! for rurpoc;;e� 0f di�p(H,3i c\-.-... ;"'l'i',(r,t r,c.ri:, 
of a ,ene< ria:. ht hted separate'.) if numher�j n•:;;::CJ!;,·ci·, 
I a. 11-- et, . ender the f'c>neral ,enc' entry. 

A. ·qaierncn; sh('.llld. be prpYided ,;ho""'.ino ,d1r.1 di•.pcsJI i• 
be- made ('f the rec0rd<. th.r� 

If immed.1!c d,,r,'"\�a· t'- reque"lted of pa�i d.:�-:...'rT:t:L1· ( 1 rh c-f :r:( 
ord, the in.:-!·J,1·,e date� dunnf' y.h,ch the rec<>,;;,,. ,·e rr,1CU.t'C· " · · 
should t-e ,:;,te•� 

If ('0!1tin�.i:if .. i1:.r,,1..,:,, I 1.:- re-queqe-� f,:-· !"("C0r�� ,�1 :-:: �-, c ac.c:urr-u
lat,;d w,11 C· 1 nll ..... 'Jl• i·.- :::h.cur1ui:-!:e. the n:te:-iti.�r. Peff'" :;,G �.n _1,,,,)f 

'" re1er:!:::-1;, �-: .,,J 7. �-· h,_ 0�1 .:-c;·.:: a::::.' d(::i:-:::t !· \�;(":1:J\� ('-�- ,.,: 

r�,·1..1rd, l .. �;·�:;;-;�:.:-,i �1r\i:, :: ... ; i't":n; r.,:1..1{';; . ..:� 'Y ,,tl.t�•.:. , .. ,::· 

r:-:--�1 �! .... � _J;,- ."?:.: -� -- 1,1: ,:-.\..:.Tif.-urt'd :r:.1f1 r;.'r•r.f-.J,; .. (•.·'. �(-,;·,.,:,, l :-1 

recordin�, r.J\e N'f;; macie rn acc,rdan,� with <;5_,, r::-��!dtic1:,, 

i.1'"1J j:� a(i�-i;_;,�•-.·:J L -.,t ! ',..,tt- fi...""'If the /:::;-'ti reC(V'"d, .....\!,· i:i-.• r:--.'·.f "' 

\J�1•::-:.., of f"!''1R � l'1J-J J � :--.!10uld t•� c,t-,c•·.ej 
fr1n (J ,rl\ !.ild f"e .. :he\.-�eci 1f '-.:rnrie'- �f( \L!l<,..i:!\t'� : .. ; ,\n ittrnf1 

Hov.e,er. samrle, of the record, Me n0! requ,,c·..' 11n:c,< the, are 
requested In the �,,'-.RS «;ipr .. iscr If ;,n ,tern h..:, been pre,,,-,:;,!� 
wbrri1t1ell. the rele,anr 10:, ant.! itcrr, nu:nhcr ,�ould b,· er.:ned.ff

Enrr ..f(, should be Id, b 1 ,mk 

.... Standard Form ,,s BACK !Ro. 4-75 

I 
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Guide RECORDS MANAGEMENT O�lBF. g: 40--" 
Appendix J 

FINA�CIAL MA�AGEMENT FILES 

. 

·. .  .... .:·�--. 
-:-,r•-;.•.�--
-ii-'- ._.-;;,·-�:�-• 

Description of Records 

1. BUDGET MA.�AGEME!'-T FILES 

a. Budget Estimate and Justification 
Files 

These files consist of budget estimates and 
associated justification statements submitted 
annually to the Office of Financial Resources 
(OFR), Office of Management, Budget, and 
Pt!rsonnel (OMBP), by each SSA office. The 
files are used in the preparation of the 
annual SSA budget submission to the 
Department of Health and Human Services (HHS)
and the Office of Management and Budget (0MB).
Included are Forms OAAD-413, Summary of 
Estimates for Personnel Services and Other 
Objects of Expenditure; OAAD-417, Worksheet 
for Detail of Personal Services by Position; 
OAAD-419, l'iorksheet for Detai 1 of Personal 
Services by Subclass; SSA-421, Summary of 
Estimates for Travel and Transportation of 
Persons; SSA-422, Conferences and Meetings;
SSA-425, S=nary of Estimates for. 
Transportation of Things; SSA-426, Summary
of Estimates for Rent, Communications, and 
Utilities Services; SSA-427, Estimates for 
Rental of Space; and equivalent or related 
documents. 

b. SSA Budget Document 

This is the annual budget submission to 
HHS and 0MB outlining position, staff power,
and funding requirements for all programs
administered by SSA. The submission is 
composed of: (1) summary statements (i.e., 
statements of appropriations and expenditures, 
statements of receipts, statements of numbers 
of personnel, schedules of accrued assets 
and liabilities, and narrative statements 
summarizing the principal features of the 
budget request); (2) detailed material on 
appropriations and funds (i.e., appropriation
language sheets, schedules of amounts 
available for appropriation, program and 
financing schedules, narrative statements on 
program and performance, and schedules of 
object classification and personnel summary);
(3) justification and explanations; (4) other 
documents required for budget examination and 
analysis. 

Authorized Disposition 

la.. 
(1) Office Responsible for Preparation of 
the Documents 

Destroy 10 years after the close of the 
budget year. 

(2) Office Having SSA-wide Budget Manage
ment Responsibility 

Transfer to the Federal Records Center (FRC)
5 years after close of budget year. Destroy
when 15 years old. 

lh 

Pt1ma11cHt. Cut off file after 10 years
and transfer to a FRC. -0-ffEJ to Ll.e, 

Jw.etional Opr.R:iPe,,s when 30 years old. 

. l:,e.>'"&-o'( 
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OMBP.g:40-2 RECORDS MA.,_AGEMEKT Guide 
Appendix J (con.) 

Description of Records 

c. Budget Hearing Documents 

These documents .are used by SSA officials 
in testifying at budget hearings conducted 
by HHS, 0MB, and the Congress, They
provide background information on the SSA 
budget submission in general, as well as 

· detailed explanations and justifications
of specific sections thereof. 

d. Budget Instructions and Decisions 
Files 

These files consist of copies of instructions 
(e.g., manuals, directives, circulars),
decisions, analyses, and other official 
publications of HHS, OMBP, and the Treasury
Department relating to budget preparation 
and execution. They are retained for 
reference purposes. 

e. Outlay Plan Files 

Documentation concerning SSA's outlay plans, 
which are estimates/plans of SSA's cash flow 
for the current fiscal year (FY). These are 
prepared and updated quarterly by SSA 
and submitted to HHS for submission to 
0MB, as required by 0MB Circular A-112. 
Included in the file are the computer
p,enerated reports which are initially
received from HHS; supporting documentation 
worksheets; and related correspondence. The 
report contains information on initial 
cumulative and monthly outlays; impact
of congressional action; impact of 0MB 
adjustments; impact of HHS adjustments;
and revised total cumulative and monthly
outlays. 

f. Mission Budget Submissions 

A budget document submitted to Congress
annually which contains a budgetary
submission by mission or achievement 
(i.e. welfare), rather than by program. It 
provides information which is submitted 
to HHS to be incorporated into the HHS 
combined report. The submission contains 
projections and policy statements concerning·
SSA's position and outlays for a particular
mission for current and 5-year time 
periods. Included in the submission files 
are tables, narratives, correspondence and 
related background records. 

Authorized Disposition 

!'e1 ma11e11 L. Cut off file after 10 years and 
transfer to a FRC. 0ffe1 to tl=ts �•ati ei:ial 
/In chives- when 30 years old. 
1)11.s"t:roy 

Destroy when superseded or obsolete. 

Transfer to the FRC 5 years afte� the 
close of the Fiscal Year (FY). Destroy
when 15 years old. 

Transfer to the FRC 5 years after the close 
of the FY. Destroy when 15 years old. 
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Guide RECORDS MANAGEMEt-;T mIB?. g: 40-2 

Appendix J \con.) 

Description of Records Authorized Disposition 

g. Fifty-State Tab1e Report 

An annual report required by Congress which Transfer to the FRC 5 years after the 
details State by State the amounts of ■onies close of the FY. Destroy when 15 years
expended in all of SSA benefit prograos ·old. 
ir, each State'/ The reportsis submitted ,te, H:lS for :h1,corporation into a combined 

The report includes infomations

.. .  : -"······ ·-:r 
/ 

( 

., I 
•, i 

I 
�-·'-.�.-! 

HHS report. 
for three fYs /actual, continuing
resoiution and budget request) for 
program categories such as insurance programs; 
direct payment programs; formula grants-State
Agencies; project grants/contract programs;
and refugee assistance programs. Information 
in the report files consists of tables, 
worksheets, computer printouts, HHS 
instructions, and related documentation. 

h. A,lotment Allowance Files 

Files documenting the.preparation and 
issuance of allotment allowances to SSA and 
Office of Child Support Enforcement. 
Docur.ents are maintained by FY for 
a::.::iinistrative and program budgets and 
consist of correspondence and associated 
allo';;:nent charts and reiated records. These 
files pro\·ide associate commissioners with 
the authority to obligate funds and are 
issued by the Budget Officer, OFF, on a 
quarterly basis. Record copies are maintained 
by Division of Administrative Budget. 

i. Apportionment Files 

Files doc��enting requests that SSA 
submits to HHS and 0MB for the authority 
to allot funds. Records are maintained by
FY for each administrative and program budget 
area, and consist of SF-132. Apportionment
and Reapportionment Schedule, showing SSA's 
requests and HHS' and OMB's justifications 
and approvals; and related correspondence.
Record copies are maintained by Division 
of Ad::iinistrative Budget, OFR. 

j. Staffing Reports 

These reports are submitted to OFR, OMBP, 
by each SSA office and used in monitoring
budget execution. Included is the Report
of Accessions and Separations (Full-time and 
Permanent Positions), the Report of Staff 
on Duty (Headcount), and the Report of 
Staff on Duty by Location (Form SSA-16991. 

(1) OFR Record Copies 

Close out file at the end of each FY. 
Des tr

�� years 'i� srnftep, o IJ, 

(2) Other Copies 

Destroy when administrative value ceases. 

(1) Record Copies 

Close out file at the end of each FY. 
Destroys�3 years 'iR@reafter old.. 

1""'le" 
(2) Other Copies 

Destroy when administrative value ceases. 

(1) Office Responsible for Preparation of 
the Report 

Destroy� 2 yearsd{d.
Jie-\ 
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Appendix J ( con. )  

RECORDS MA,'-AGEMEKT Guiude 

Description of Records Authorized Disposition 

( 2 ).uu Office Having SSA-wide Budget �a�ageoent 
Responsibi i ulity 

· Destroyu� 5 years c/J.
i-Ael\ 

k. Sum::iar\· of Accrued Commitments and 
Ob l igations 

This report is submi tted three times a year ( 1 )  Office Responsible for Preparat i on of 
to OFR by each SSA office. It lists the Report
actual expenditures year-to-date by object 
and subobject class and contains projections
for the use of resources for the remainder 

Destroy � 1 yearsc/d. 

of the yearu. Included are Forms C0-0773 (2) Office Having SSA-wide Budget
and C0-0773A, Schedule of Accrued Obligations, Management Responsibility 
or their equivalents. The report is used 
in monitoring budget executionu, Destroyu� 3 years ,,JJ, 

i.Ael\ 

I 
1 .  Legislative and Regulation Reference 

Files 

Files documenting the costing of legislative Destroy when 7 years old . 
proposals or regulations to determine if 
a particular piece of legislation or a 
regulation wil l resu l t  in significant savings 
or costs to SSA. This is done at the 
request of the Office of Policyu. 
Included are proposed legislation or 
regu lation; cost estimat e worksheets; 
memorandums ; questionnaire for additional 
information and related records. 

m. SSA Budget Mechanization System
Fiules 

(1 ) Coding Sheets 

Coding sheets used to enter data into the Destroy after data have been entered into 
SSA budget system including Form 01, Detail the system and verified . 
of Personnel Services, Inventory at Beginning
of Current Year; Form l A, Detail of Personnel 
Services, Position Changes, Current Year, 
Budget Year; Form 02u, Personnel Services, 

-'- Man Years, Prior-Current Budget; Form 2A,.,.(
-

Special Projects; Form 2B, Personnel Services,

��-,������ J Other Payroll Items; Form 2C, Other Objects ; 
or their equivalents . 

( 2 )  Machine Readable Records 

Machine readable records on disc and tape Retain on disc for current budget year and 
containing information by FY for a then transfer to tape. Erase and return 
particular office or component within an to bl ank stock 6 months thereafter . 
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Gu.ide RECORDS Ml1,,AGEMEJ\T O�lBP  . g: 40-� 
Appendix J ( con . 

Description of Records Authorized Disposition 

office, concerning personnel in job series 
by grade and within position titles . The 
records are updated as needed during the 
budget year and contain statistical informa
tion on number of personnel; number of 
within-grade promotions projected or givenu; 
nu.mber of personnel by type of emp l oyment 
(part-time, permanent, etc.); and overtime 
payments . These records are used for 
budget planning purposes . 

(3 ) System Output 

System outputs, including computer tables Destroy 2 years after the FY in which dated . 
and listings of budget management data, 
such as summary tables and tables relating 
to a particular officeu. 

n .  SSA Budget Analysis System 

... ( 1 )  Input Documentsu -
Source documents and input sheets such as, Close out file at the end of each FY . 
worksheets (Budget Analysis System Input,u .+lain Lain 0.1c additisneJ FY, and. tAoR Bc ..... t1 05 . 
Annual Budget Estimatesu) ,  Form SSA-3 : 9 5 ,  'l:> e.::"t l"Oy wl... e ...._  I )"e'�,.. o l.-/. · 
Cost Analysis System Input Formula Update , 
and initialization sheets by organization 
and/or program showing workload and 
work years . 

(2u) Machine Readable Records 

Machine readable records on disc (with tapeu Erase and return to stock when 3 years
back-upsu) that are established annuallyu old. 
with periodic updates on an "as needed" basis 
during the budget year . Information consists 
of workload information used for budget
estimate and analysis purposes and to 
project workload unit costs . Specific 
categories of workload information include 
direct workload , indirect workload, leave, 
staff, payroll, and other object estimatesu. 

�- � 

. .. .
Jt . (3u) Systems Output , ·  .-"":i.,: 

. ... ..,.._.�-•..-�;.::7-. j 
. -'. 

Systems output including computer-generated . M&iRtBiFl e:u11e11t=eiid p1 io1 FY's 1ep0T'Cs 
reports and listings . The output documents,u �oo theR Bli6�P9J' 
containing future projections of workload 
and work years, are used for planning and l>e, t,./ ,._,�e., I '7'f'4.,. c/c/, 
budgeting purposes . Reports include 
summary tables by office and for SSA 
in total; swnmary and detail reports of 

. progr�� costs; workload reports and staffing 
reportsu. 
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OMB? .g: 40-2 RECORDS MANAGEMENT G u i d e 

Append i x  J ( c on . )  

D e s c r ipt i on of  Records  A u : hor i zed D i spos i : i on 

o .  Work l oa d  and Work Year Modu l e  Svs c e m  

A sys :em wh i c h  proj e c t s  wor k l oa d  e s c ima : e s  
a n d  work y e a r  re qu i remencs  f o r  the  f u c u r e . 
These e s : ima c e s  are  u se d  co deve l op budge : 
needs  by p r o j e c t ing the  numbe r o f  work 
yea r s  and s a l a r i e s  of  :hose p os i t i ons needed 
c o  p r o c e s s  che  work l oa d s . The s y s c em 
c ons i s t s  o f  the  f o l l ow ing t y p e s  o f  records : 

( 1 )  I np u t  doc umen t s  s u c h  a s  De s c roy when i np u t  h a s  been  keyed and 
work s he e : s  a n d  work i ng c op i e s  o f  budge t ver i f i ed as c orrec t .  
r epor : s .  

( 2 )  Pa : h i ne reada � l e · rc c otds , on Remove ear l i e s t  budge : year ' s  d a : a  when 
d i sc , upda c e d  on an "a s needed" ba s i s . a new budg e c  ye ar ' s  d a : a  i s  a dded  c o  
l n forma c i on i n  the re c ord  cons i s : s  of 4 the  f i l e .  
budge : yea r s e' d a c a  ( 2  p a s t and 2 proj e c t e d )  
on work l oad es t i ma t e s  f o r  open pend ing 
i : ems , rec e i p c s ,  p r o c e s s e d  i t ems , c l osed  
p e nd i ng i c emse, a nd number o f  weeks  of work 
on hand for pa s c  F� c u rrent  FYe, n e x :  
c a lendar  yea r , a n d  budge : y e a r  f o r  va r i ou s  
S S A  programs a n d  work proc e s s ing  opera t i on s  
( ea r n i ngs records  reque s c s , supp l eme n c a l 
s e c u r i : y  inc ome ( SS I ) rede c erm i na t i ons , 
soc i a l  s e : u r i cy number  ma i n : enanc e ,  annua l 
repor : ing , SS-5 c od ing and key ing , and 
r e c ons i dera t ions and h e a r i ng s ) .  A l s o  i n  
t h e  rec ords a r e  work l os d  e s : ima : e s  and : b e  
number  o f  work ••ars  . c o  p r o: e s F  · s p e c i f i c  
work l oa d s , s u c h  a s  i n i t i a l  c l a im s , recon s i 
d e ra t i ons , h e a r ings  and appea l s ,  p o s c en t i
t l emen : change s , overpaymen t s ,  e c c . A c  the  

�nd o f  each  budg e t  yea r ,  the  o l d e s t  budg e t  
¥ear ' s  d a t a  i s  d ropped and a new budge c year  
addede. 

( 3 )  O u t p u t  docume n c s  c ons i s t ing De s c r oy when l y ea r  o l d .  
o f  c omputer  rep o r t s  such a s  work l oa d  e s t i 
ma t e s , ana l y s i s  o f  work l oad and  produc c i v i ty 
c hange s or equ i v a l e n t  repor t s  wh i c h  d e t a i l  
work l oa d  e s t ima t e s  b y  program for  pa s t  FY , 
c u r r e n :  FY , nex c c a l endar  year  and budg e t  
y ea r ,  a nd work year  re q u i reme n t s  f o r  
spec i f i c work l o a d s  i n c l ud in g  f a c t ors  o f  
c hange ( l eg i s l a c i on ,  s y s t em c hange s ,  
produc t i v i ty f a c t ors , e c c . ) and  i nd irec t 
c o s e s  ( t ra i n i ng , c r a ve ! , spe c i a l  non
r e c u r r i ng programs , e t c . ) .  
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Guide RECORDS MA1';AGD!E\T OMEP.g : 40-2 

Description of Records 

2 .  COST ��ALYSIS FILES 

a .  Cost Analysis System Files 

( 1  \ Source and Input Documents 

·source documents for the cost analysis 
system , including reports conta1 ning 
employtr,ent, v.-ork measurement, financi a 1 

and payrol !  data . Inc luded are Forms 
SSA-3792 , SSA-3793 , SSA-3794 , SSA-3795 ,  and 
SSA-3796u, Cost Analysis System Input; 
Financial Analysis System input documents; 
and override sheetsu, or equivalent
documentsu. 

(2 ! Machine Readabl e  Records. 

A machine readable system on disc (with
magnetic tape back-up ) updated monthly . 
The records contain information on actual 
workload costs (as opposed to projections 
or estimates ) .  Specific information 
categories include direct workload costs, 
indirect workload costsu, leave costs, 
staff costs , payroll  costs and other 
object costs by program activity. 

( 3 )  Systems Output 

Svstems output, including listings and 
tables of data by workload, budget
activityu, function, and source of 
funds . The outputs are used in developing 
and managing the budget, in accounting
for administrative costs , and in measuring 
work output . Examples include budget 
progress reports , workload re� 1 sters and 
listings of actual costs by program . 

b. Workl oad Analysis Report 

Appendix J 1 con.uJ 

Authorized Disposition 

(a l Form SSA-379�  
Cut off file at the end of each FY . 
-Ma.iRtai11 a adeitioBal ,ears ai.o ·U,ei. 
ti-e□tl"e:,u. 1> ,..,"t .. oy """4  e ..... .s YC!'"-'� aid . 

(b l Other Documents 

Cut off file at the end of each FYu. 
Mai ntain 1 additional year and then destroy . 

Erase and return to stock when 3 years
old . 

Destroy when 2 years old .  

This is a printed monthly report containing ( 1 )  Printed Report
data on the summary status of workloads , 

....,.r!; .  - :·: .;I;-_'�; � 

human resources used and work outputu, the (a) Last Monthu' s  Report for the FY 
status of SSA and component program 

•,r'\-· 0Z·· .. -- . .::_ ·-11: 

workloads. The reports contain 
cumulative data to date with the last 
JDIJJTth" s report containing the FY's data. 
Also included are workshe ets used in the 
preparation of the report. Record copies 
of the report are maintained by the 
Division of Budget Systemsu, OFR. 

Destroy when 10 years old. 

(bu) Other Monthsu' Reports 
clo.te c1<.i -f,'I� e;...i 'l!i e f!,i.e/ d'}- �e. cle. ( F/. 
Maintain fut cu11e11t PI aud pi ier FY a11d 
..tl.eR ee2b 01. 

't::, es. t r ')' • _, !.:-"' I y el( ,.. /J. .fl> 
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Ap�endix J (con.u) 

Description of Records Authorized Disposi tion 

( 2 )  Worksheets 

Close out file at the end of each FY. 
Maintain 1 additional FY and then destroyu. 

w- c. Supplemental Analysis Report 

A monthly report which is a byprod�ct Destroy when 2 years old. 
_ __ . .:. 

. 
. 
. 

of the . Workload Analysis Report and which 
illustrates by individual component,). .. ..:..a·-• i workloads in graph format. It contains 
information on workload ( received , pending 
and processed ) ; work yearss; and 
realization to the annual budget showing 
SSA-wide trends,·uucomponent-wide 
trends and component-individual workload 
trends. 

3 .  PAYROLL A,',;o PAY ADMINISTRATIO;-; F ILES 

a. Pay Data Listings 
1,1le" / I

These are biweekly listings of pay data Destroyu� 1 year� C1 ,
( gross and net earningsu, deductions, etc.u) 
for SSA central office and field  employees.
The listings are prepared by HHS. 
Included is Form OS-340- T, Pay Data for 
Personal Services, or its equiv;;.lent. 

· b. Authorized Timekeeper Card File 

This is a card file identifying those SSA Destroy when superseded or obsolete·.( employees authorized to act as official 
timekeepers. 

c. Certifying Officer Files 

-· ·0- ·, 
SF-210, Certifying •Officer Signature Card, Transfer to an inactive file when 
or its equivalent , used as a signature card certification authority is rev9ked. 

Destroy /! years the. eef� . . �{afor those SSA employees authorized to certify 
schedules of payment to Treasury Department. .-JAM 3 

' :"' .  

( 
'1 - -· �-;_:;-:r-..... 

�.:::� �¥ 

d. Optional Form 19 - Request for 
Disposition of Check/Bond 

Be!ltro, ahe. 1 ) ear; D('�t r-oy S y �,._"-' This form is completed by the timekeeoer 
or employee and sent to OFR f0r the 

a.}tc--- .& .... r e ,,.� t!.SS. /<J,. c1r 3 /. f'W",.-tpurp<U<e of . mai ling out the employee ' s  
check/bond. r:..-tie- ..- s er�c::t:,,�--... er). e-f/tye e: .  

e. HEW-497 - Application for Emergency 
Salary Payment 

This form is completed by the timekeeper and Transfer file to the SSA holdir.g area . 
signed by the employee requesting a salary Destroy when 6 years o l d .  
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Appendix J ( con . 

Description of Records Authori zed Di sposition 

advance whe�, the eµipl oyee has fai 1 ed to 
receive a salary check on payday. Since 
February 1978 , SSA no longer makes 
emergency saiary payments to employees. 

4 .  ACCO�NTI�G OPERATIONS FILES 

a. Obligation Documents Files 

These fi les consist of fiscal copies of 
obligation documentsu, such as central Transfer to the FRC 2 yearsoffice, field, and regional office 
purchase orders, . print orders , tuition ;u'ter the fiscal year in 
authorizations (forms HEW-35O and SSA-737)u, which paid. Destroy when 
telephone change orders (SF-145u, Order 6 years and 3 months old.for Telephone Service), and similar papers. 
The doc\lll!ents are retained for review-
by SSA and HHS auditors and for General 
Accounting Office (GAO) site audit purposesu. 

b. Paid Invoice and Vouche� Files 

These files consist of original paid 
invoicesu, billingsu, and vouchers and Transfer to the FRC 2 years 
associated supporting documents or any ;u'ter the fiscal year ineother types of payment authorization 
documents retained as GAO site audit which paid. Destroy when 

recordsu. Included are reimbursement and 6 years and 3 months old. 
agen: cashier vouchers ( SF-1 129, Reimburse

·rnent Voucheru) ,  commercial telephone
invoicesu, GSA telephone vouchers ( Form 
GSA-789, Statement , Voucher , and Schedule 
of Withdrawals and Creditsu) ,  GSA rent 
invoices (Ferm GSA-743u, Invoice for.uRentu) ,  
GPO invoi ces Form GPO-4OO , Invoice ) ', '  
foreign payl:!ent documents ( Form FS-455u, 
Purchase Order, Receiving Report, and 
Voucher), contractor invoices (Form HA-59Ob , 
Contractor Invoice ) ,  miscellaneous 
Government agency vouchersu, passenger
transportation vouchers (SF-1171u, Public 
Voucher for Transportation of Passengersu) ,  

i. -. j and similar papers.i-o· ·:�-i 
� �,-�:,�::-.�.> � c. Treasury Inquiry Files 

Files of inquiries received from the vendors Close off file at the end of each FY. 
alleging nonreceipt of payments by the -Meirtt&in 1 addi t.ioIIal FY and then ties-i:oH 
Treasury Department for goods or services '"l>eJ"t. rey v--' � "- / y �-- o ld .  -
pw-chased by SSA. Included are copies of 
vendor inqui ries; SSA ' s· inquiry to Treasury
Department; SF-11 8OB , Advice of Request
for Stop Payment; and photocopies of 
canceled checks . These fil e s  are maintained 
alphabetically by name of vendor . 
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Description of Records Authorized Disposition 

d. Contract Files 

These files consist of copies of formal 
Destroy 1 year after final settlement contracts, modifications thereof, associated 
and completion of any required administrati ve paid invoices and vouchers, and similar 
review.papers. Original copies of contracts are 

maintained by the Division of Contracts and 
Grants Management ( DCGM), Office of 
Materiel Resources (OMRu) ,  OMBP, for f years. 

e. Grant Files 

(1u) State Grant Files 

Copies of grants to States to administer Destroy 3 years after expiration or 
the Aid to Families With Dependent Children termination of the grant.
(AFDCu) Program, or programs in such areas 
as _emergency assistance, State and local 
administration and State and local 
training. Documentation is maintai�ed 
by State and includes the grant award 
notice, obligation control documentation 
and associated correspondenceu, Also related 
are quarterly expenditure report files 

. __r;. '· ( Form OA-41 , (,/•1arterly Expenditure or its 
equivalent ) ,  which is a quarterly report
subm:tted by the State on expenditure of 
grant monies. Grants are awarded for a 1-
year period. Record cop ies of State �rant s 
fiules are maintained by DCG�, ONR� O�BP. 

( 2 )  Research and Demonstration Grant 
Files 

:; 
Case files by grant number for research and Destroy 3 years after expiration or 
demonstration grants ( research projects, termination of the grant.
studies, etc . u) awarded to private
organizations. Documentation in the files 
consists of Form SSA-3965, Notice of Grant 
Award ( �ith an attathed description of the 
project ) ;  obligation control documentation; 
financial expenditure reports submitted byre. .)' ·· ,-.:j_ grantee and assoc�ated correspondence . 

......_ .. ,. Grants are usually for a 1-year
_.. . -

period. 
.�;- � �-� 

f .  Paid Schedule Files 

These files consist of certified schedules 
of payment, such as SF-1081, Voucher and Tr;.nsfer to the FRC 2 ye.rs 
Schedule of Withdrawals and Creditsu; SF-1166, after the fisca lyear in 
Voucher and Schedule of Payments; Form which ptid. Destroy when 
SSA-110, Voucher and Schedule of Payment; 6 years and 3 months old. 
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Description of Records 

or their equivalentss. Included are �entral 
and regional officess' and progra:;i sen·j ce 
centerss' scheduless. The files ar·e retained 
as GAO site audit records. 

g. Passenger and Freight Transportation 
·Records 

• (l )  Freight transportati on records, 
consisting of obligation copies of Govern
ment or commercial bills of lading and 
related documents. Original bills of 
lading are forwarded to GSA under the 
centralized audit procedure. Agency copies 
are retained should any questions arise 
during GSA audit. 

( 2 )  Passenger transportation' records, 
consisting of obligation copies of trans
portation requests ( SF-ll69a, Transportation
Request) and supporting documents. Also 
included is Form HEll'-190, Accountability 
Record for Accountab le Forms, or its 
equivalent , used to co�t 1 0 : the  i ssuance 
of books of Government travel requests
( SF-ll69a, Transportation Request ) .  Original
transportation requests are forwarded to 
GSA under the centralized audit procedure.
Agency copies are retained should any
questions arise during GSA audit. 

( 3 )  Passenger transportation records 
relating to reimbursement to individuals, 
such as copies of travel orders, (SF-1012, 
Travel Voucher) per diem voucherss, advance 

of funds documents (SF-1 038, Application
and Accounting for Advance of Funds) , hotel 
reservations, and similar documents. These 
records are retained in folders arranged
alphabetically by emp:oyee name. 

h .  Letter of Credit Files 

These files consist of records authorizing
Federal Reserve Banks to disburse funds to 
designated State agencies, intermediaries, 
and carriers. The funds are used in 
administering social security programs.
Included is SF-1193, Letter of Credit, or 
its equival ent . 

Appendix J I con. 1 

Authorized Disposition 

ts clt1l�• 2, 191: , dest1 o.,c ai Ler  a : ot a i  
lG )CE!IS1 , � illdtJ . ...  tiS i'EteJl . ...  �Oli u ... �A,g 
PC 21; -

Destroy when/- years old. 

(a) SF-ll69a 

Close out file at the end of the calender 
yea r .  M&ant&ift a adBiti on.al ) ca1 s and r /
tJ.eR dest.l'o,·. b es 

t,,.7 ,.,A e "'- 3 )"t'O,rs c,}a, .  
( b )  Form HEll'-190 

Destroy 1 year after all Government 
transportation requests have been accounted 
for and reconcileds. 

FY in w 
on or a 
tota'l' ' retention, using
RG created prior to 
Ju , destroy after a total 10 yearss' ,  

• 1ctc11tio1 . ,  a ... iug ft6 217 . 

1> e. .c'iro / ,.,.J. e "- 3 ye,;;,. s c) /d. 

�y ec.-' .; ,.. � r{_  S ,.,. c ..i-J..5  
Destroy � after the FY in 
which revoked.s� 
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Description of Records 

i. Payment Voucher on Letter of Credit 
Files 

These files consist of Form TUS-54O1, 
Payment Voucher on Letter of Crediut, and 
similar records. The records are prepared

. by the State agencies and the intermediaries 
and carriers to obtain Federal funds from 
selected commercial banks to cover expenses
incurred in administering social security 
programs. These files are retained as GAO 
site audit recordsu. 

j. Departmental Federal Assistance 
Financing System ! DFAFSuuComputer Reports 1 

Computer reports received through DFAFS, a 
centralized system for all HHS components
whi ch tracks paVlllents { grants , awardse, etc. ) 
to States for expenses incurred in 
adminiu<stering social security programs.0
Computer reports, received monthly, may
include DFAFS-62A and 62B, Recipient 
Expenditure Greater than Award Authoriutyu; 
DFAFS-63A, Pending Agency Final Reports
of Expenditures; DRAFS-63B, Pendin� 
Recipients Final Report of Expendi ture 
Reports; DFAFS-79A, Closed Award Documents 
Purged from DFAFS ; DFAFS-81, List of 
Award Documents Used But Not Purgedu; 
DFAFS-92, DFAFS, Synchronization Report; and 
similar reports. Thi s  system is  an HHS run 
system and record copies of these 
reports are maintained by HHS. 

k. Certificate of Deposit Files 

(1 ) SF-215, Deposit Ticket 

These files consist of SF-21u5, Deposit
Ticket, or its equivalent. The 
certificates document the collection and 
deposit of amounts due the United States 
from individuals, organizations, and 
other Government agenciesu. They are' 
retained as GAO site audit records . 

Authorized Dispos i tion 

Tr..nsf er to the FRC 2 yeus 
after the fisca lye� in 
which paid. Destroy when 
6 years and 3 months old. 

Destroy when 3 years old. 

Transfer to the FRC 2 years 
ai'ter the fiscal year in 
which paid. Destroy when 
6 years and 3 months old. 
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Description of Records 

(2 ) Form SSA-3495, Remi ttance Control 
Register 

This form is prepared in OFR and is used 
to record the receipt of monies in 
OFR. It is a detailed listing of each 
receiptu, whether cash or checku. These 
records are retained as GAO site audit 
records.  

(3u) HEW-81 - Schedule of Collections 

This is a detailed listing of the 
Deposit Ticket (SF-215 )  sho�ing remitter, 
amount, purpose for which collections 
were received and appropriation symbolu. 
They are retained as GAO site audit 
records. 

1 .  Imprest Fund Records 

(1u) Cashier Account Files 

Files by cashier identification number 
(component common accounting number) contain
ing documentation relating to the 
establishment, liquidation or operation 
of imprest funds. Funds are maintained 
for any office that has procurement
authority (i.e., district offices l DOs ) ,  
branch offices (Bus l and selected central 
office components ) .  Documentation in the 
file includes requests for increase· or 
decrease in fund amounts, requests for 
cashier changes (SF-1191, Request for 
Change in Imprest Funds, or similar 
documents ) ,  reports of losses, quarterly 
audit reports (�orm SSA-3788 , Quarterly Report 
Audit of Imprest Fund ) ,  Treasury Department 
audits, and similar docllllllentation. 

(2) Imprest Automated Control System 

An automated master file used to oversee 
the operations of all SSA imprest funds 
(approximately 1500). Copies of master 
file tapes are supplied to Treasury
Department as vehicle for the updating
of Treasury ' s  master records and dis
bursement of reimbursement checks for 
imJ,:rest fundsu. 

Authoriuzed Disposition 

Transfer to the FRC 2 ye.rse
after the fisctl ye� 1n 
wtich paid. Destroy when 
6 ye.rs and 3 months old. 

Transfer to the FRC 2 years 
after the fiscal ye� in 
which paid. Destroy when 
6 years and 3 months old. 

( a )  Treasury Department Audiut :  

Remove and destroy upon receipt of 
updated Treasury audit. 

(bu) Quarterly Audit Reports 

Destroy when 2 years old. 

(c ) Other Documentation 

Destroy 2 years after imprest fund 
liquidation. 
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Description of Records 

(a) Input Forw 

Input information is obtained from SF-1129s, 
Reimbursement Voucher, for reimbursement 
acti on , or memorandum requesting maintenance 
transactions such as cashier name changes, 
increase or decrease in fund amounts, or 
liquisdation of funds. These are keyed
directly to machine readable equipment
via four phase keying equipments. 

( b )  Magnetic Tape Records 

Master file records on magnetic tape
containing such information as cashier 
identification number; fund location; 
amount of monies authorized for and 
currently in the particular funds; names 
of principal and alternate cashiers; date 
of last mai ntenance transaction; and 
valsi dation code. Tapes are updated 
as requesteds. 

l e )  C o□puter Reports 

Output consists of comput er list i n�s  
and  reports such as Cash i er Fund 
Reports, Listing of Transaction Jte�E 
to Treasury , Li sting of Paymer,1 s ,  
Schedul e s  of Out s tan¢ing Advances  
tb Cashiers, and eqaivt!ent reports . 

These reports contain information on 
maintenance transactions, reimbursements 
to individual imprest funds, outstanding 
advances and summary status of individual 
fundss. Also included are console 
reports and exception listings. 

(3) Treasury Nonreceipt Reports 

Manual listings or computer prepared
punch cards (Treasury Department Form RO-88 )  
forwarded to SSA for resolution of 
nonreceipt by Treasury Department or impro
per completion of the required monthly 
accountability report { SF-1129s) prepared
by the cashier of each SSA imprest fund. 
OFR also receives a copy of each report
and must furnish or contact the cashier for 
a copy of the report in accordance with the 
listings or cards. (OFR received reports 
are filed in the Paid Invoice and Voucher 
tiles. 

Authori zed Disposi tion 

1. SF- 1 1 :? 9  

Retain in Paj d Invoi ce and Voucher FileE  I item 
4b abovel  and di spose in ac0ordance �ith d i s
posi tion ini tructi ons· for thd�� files .'s· 

2 .  )le:r1or3ndLm 

Retai n in Cashier Acco. ,nt  e j j e " ( i tem 4 1 ( 1 / 
above l and dispose in accordance wi th 
instructions for those files . 

Maintain at least three generations of tapes.
Erase and return to blank stock three 
generations after update or when adrninstrative 
value ceases, whichever is later. 

1. Exception Listings 

Destroy after resolution of all exception 
situations. 

z :  Other Lisstirog�  and Reports 

Transfer to the SSP holding area when 
1 year olds. Destroy 1 year thereafters. 

Destroy listing and/or punch cards after 
all questions of nonreceipt or improper
completion have been resolved. 
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Description of Records Authori zed Dispos i ti on 

m. Financial Account ing System ( FAS ) 
Files 

( 1 )  System Specifications 

Documentation containing definitions and (a) Record Set 
specifications for the FAS consisting of 

· a  series of numbered memorandum� and Destroy 1 year after discontinuance of 
addendu..Tis to the memorandums. The the systems. 
specfficati ons explain systems function 
and requirementss, output computer reports (bsl Other Copies 
requirements and contain flow charts of the 
system functioning. The addendums contain Destroy when system is discontinued. 
modifications to the original systems 
requirements as specified in the 
nu::;bered me�orandums. 

(s2 )  Coding Sheets 

Coding sheets used to enter data Destroy 90 days following validation. 
into the automated accounting system, 
including Forms SSA-2 1 4 7, Transmittal ; 
ma�ter fil e  documentat ion used 
to updatee" the FAS; and related print
outs . Exc l uded a rP. nn�umP.nt historv 
records retained with the source dociaents. 

( 3 )  Automated ·Records 

Magnetic tape records of FAS maintai ned (as) Status of Funds Files 
at SSA headquarters and updated daily.
The purpose of the automated accounting Erase and return to blank stock 60 days
system is to keep track of all monies after update.
dealing with SSA, including payroll, 
for both central office and field ( b )  Other Files 
components. The major file is the status 
of funds file which includes information Maintain at least three generations of 
such as fiscal years; common accountings tapes. Erase and return to blank 
number; appropriations, allotments, stock three generations after update
allowance, organization , workload/staff , or when administrative value ceasess,
subobject class , and regional codes; and whichever is later. 
spending planss, obligationss, costs, 
allotment and allowances by date and 
aJDount. Other files may be wpdateo on a 
month l;_-·e, quarterly

l. 
£f: _!i_!1Illl_a l, _b_asi:,... 

( 4 )  Monthly Accounting Report 

Monthly accounting reports generated by the ( a) Office Responsib le for Preparation 
automated system. Included are the of the Report 
followings: General Ledger Summary Report;
Report of Cash Disbursementss; Report of {_1) Destroy hard copy report after microfilm 
PremiUlll Collections; Report of Benefit has been proven accep!able .(�)Destroy micro
Pa�ents; Third Party Activity Report; film l!rfteT 6 years <' l:::f s. 

.,.Jrtf"", 
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Description of Records 

Adva�ces and Receivables Report; Paid 
Biul :  of Lading Reportu; Open Obligations 
Report; Open Commitment Report; Report of 
Records Purged from the Open Document Fi le; 
Report of Reimbursements Earned; 
Tra�sact ion Report; Status of Funds Report-
CA,'. Within Subobject Class ; Status of 
Funds Report--SOC Within CAN ; Status of 
Funds Report--Comparison of Actual to 
P lan�ed Obligations ( Administrative Recap ) ;  
Status of Funds Report-Comparison of 
Actual to Planned Obligations; Status 
of Funds Report-Operating and Special
Expensesu; Status of Funds Report-Federal 
Ob l igations ; Property Report ; and Regional 
Monthly Report. Microfi lm copies of these 
reports are retained as GAO site audit 
records. 

.. ( � )  Accounting Policy and Procedure 
Manual 

A ma�ual containing policy and procedures for 
users of the FAS. It contains a 
description of the FAS including explanation 
of the fiscal and system code structure , and 
fina�cial reporting and voucher examination. 
It assists users in the preparation of input
for the system and in the use of the 
computer reports produced by the system
and is updated periodical ly when system( 
changes occur. 

n . Manually  Prepared Accounting Reports 

These files consist of various accounting 
reports prepared manua l ly by SSA for sub
mission to HHS, 0MB, or the Department of 
Treasury. Included are the fol lowing : 
Report of Overseas Expenditures and Foreign
C urrencies Available  for Conversion; State
ment of Expenditures, Receipts, Deductions, 
and Financial Transactions in Puerto Rico 
(Form BP-8u) ;  Statement of Financial 
Condition--Trust Fund and General Fund 
( SF-22O ) ;  Statement of Unexpended Balances 
of Appropriations and Funds ( Form GFO-21O8 ) ;  
SF-133, Report of Budget Execution; SF-224, 
Statement of Transactions ; SF-225 ,  Report
of O� l igations; Report on Contracts and 
Consul tant Services ; Motor Vehicle  Data 
Report; and Financial Accountability 
Statement for the State Suppl ementary 
Payments Program ( SSA-87OO ) .  

Authorized Dispos i t i on 

(bu) Other Offices 

Destroy �r 1 year d lq. 

(au) Record Copy 

Transfer to the SSA ho�ding area upon
discontinuance of th) FAS . Destr�y Alihe .... S-
years thereafter o f (.\. 

(bu) Other Copies 

Destroy when administrative value ceases 
or upon di scontinuance of the FAS, 
whichever is earlier. 

(1 ) Office Responsi ble for Preparation 
of the Report 

Transfer to a FRC 3 years after the fiscal 
year in which _prepared. Destroy � ysef'"!! 
thc1 cafttt-. '4!h e"' & yeo. /'� c,/6.. 

( 2 )  Other Offices 

Destroy � 1 yearc,/J. 
w't M. 
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Description of Records 

o .  Health Insurance State Agency 
Payment Records 

Files by State documenting advanced funds 
paid to Sta: e agencies for health 
i nsurance benefits. (The heal th insurance 

. function is now a responsibility of Health 
Care Financing Administration but was 
administered by SSA. ) Records in the 
State fi les date from 1969 - 1977 . 
Documentation in the file consists of 
Forms SSA-1468u, Noti ce to State Agency ,  
Payment for Health Insurance Program;
SSA-l469A, Quarterly Expenditure Report,
Heal th Insurance Benefi t  Program;
correspondence; and related records . 

p .  Repatriate Files 

J 

Case files in alphabetical order by 
surname of United States (US ) c itizens who 
receive public assistance whi le returning
from abroad because of destitution , illness 
or a cri si s ,  such as war , threat of war 
or invasion. The case files contain 
correspondence; Forms APA-177, Approval
of Payment of Funds for Assistance to wS 
Citizens Returned From Foreign Countriesu, 
and APA-2048 , Assistance for US C it i zens 
Returned From Foreign Countries--Reports 
on Referral; and obligation history 
documentation. Documentation relating to 
collecti on efforts is 111aintained- by 
tl,.e - Office of Refugee Resettlement . 

q. Social Security Number ( SSN ) 
I ssuance F i les 

Folders by State dG<:umenting payments 
to States for their issuance of SSKs to 
SSI recipients ( a  ·special programu
initiated in 1976 and discontinued 
in l9i 8 l u. Documentation in the folder 
consists of the agreement with the State ; 
paid bills; Form C0-5057 ,  Record of 
Voucher Paymentsu; correspondenceu; and 
related records. 

r, Price Listings Files 

These fi les consist of pri ce listings
received from commercial vendors and 
r�tained for reference purposesu. 

Authori zed Di sposition 

55fl J.1//,� � &<l'"t"e\ -
Transfer immediately to theu� - De�roy 
when 6 years old. 

Transfer to the FRC when 2 years old . 
Destroy when 6 years oldu. 

� Aol✓-��eq .
Transfer immediately to the �. Dtstroy
6 years after discontinuance of programu
(1984)u. 

Destroy when superseded or obsolete. 
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Description of Records 

& • Special Energy Allowance Folders 

Case files by State which document a 
special energy allowance grant to States 
or special groups to be redistributed 
to AfJC recipients. Included in the 
files are award notices, obligation control 
records, quarterly  expenditure reports and 
associated correspondence. 

t. SSI Emergency Advance Payment System 

An automated system to record the payment
of emergency advances to SSI recipients
from imprest funds by DOs and BOs. Forms 
SSA-8:02, EmErgency Advance Reccipt , wi th 
anr.attached SF-1129, are received by .OFR 
from the DOs and BOs. (A copy is retained 
in the claims folder ).  Master file tapes
include informationu, such as DO codeu, 
SS�, name of payee, amount of payment
and date paid. Output consists of 
computer listings by payee name, SSN or 
issuing officeu. 

5. REIMBURSABLE SERVICES FILES 

These files consist of For:i: SSA-1036, Billing 
Covering Reimbursable Services Performed 
and Reim�ursable Agreementsu; SF-1081, 
Voucher and Schedule of Withdrawals and 
Credits; and related authoriz-ation documents 
such as interagency agreements. They are 
used to record and transmit remittances 
for services performed by SSA for other 
Gover:unent age:-,cies or organizations, and 
are retained as GAO site a�dit records. 

6 .  AD�!I�!STRATIVE CLAIMS CASE FILES 

These files contain records relating to 
claims or potential claims for damages or 
: njury under the Federal Tort Claims Act 
or the Federal Military Personnel and 
Civilian Employees Claims Act. Included are 
SF-95 , Claim for Damage or Injury; SF-91, 
Operatoru' s  Report of Motor Vehicle Accident; 
SF-91A, Investigation Report of Motor 
Vehicle Accident ; SF-92, Supervisor ' s  Report 

Appendix J ( con . J  

Authorized Disposition 

Destroy when 3 years old. 

(1u) Form· SSA-8102 

Retain in Paid Invc ice and Voucher Files ( item 
4b above) and di�pose in accordarce �; - :  
disposition instructions for those fil es. 

( 2 )  Master Tape Files 

Erase and return to blank stock after 
completion of all reconciliation operations. 

(3) Computer Listings 

Transfer to the SSA h c; lding area  aft�I]u
1 year.. Destroy ,i , s1L 1;1.er88ftn ,-) <>.ye&v-� &, 

Transfer to the FRC 2 ye..rs 
after the fisc-1. ye� in 
which paid. Destroy when 
6 years and 3 months old. 

a- Retained Copies of Official Case tb 
Files 

Destroy when case file is returned from 
HHS. 
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Transfer to the FRC 2 years ·
after the fisca 1ye..r in ;ee
which paid. Destroy when 
6 years and 3 months old. 
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Descript ion of Records 

of Accident; SF-92A, Report of Accident 
Other than Motor Vehicle; SF-94 , Statement 
of Witness; Optional Fonn OF 26u, Data 
Bearing on Scope of Employment of Motor 
Vehicl e  Operator; Forms HEW-66, Preliminary
Notice of Occurrence of Accident; HEW-462 , 
Report of Damage or Loss; HEW-481,  Employee
Claim for Loss or Dar:iage to Personal 
Property ' HEW-5 16, Accident Report; or the i r  
equivalents. Also included i s  supporting
docWJentationu, such as itemized statements 
of property damage , medical reports, bills 
for expe�ses incurred, and similar papers.
Claims involving l ess than $1,000 are 
resol ved initially by the SSA Tort Claims 
Officer. Claims invol ving a greater, 
amount are i nitially resolved by HHS . 
A claimant may request reconsiderat i on 
of the initial determination. If 
dissatisfied with the reconsideration 
decision, the claimant may file a civil 
action. 

7. SSI FISCAL COXTROL AND Au�IT  rnES 

a. SSI Disbursement Records 

Forms SSA-8703, Control Ledger-Supplemental 
Securi ty Record; SSA-8705 , Control Ledger
General; SSA-8706 , Control Ledger-Certifi
cation ; and equivalent documents used to 
account for and certify the disbursement 
of funds for SSI paY1:1ents. The documents 
also serve as a source of information for 
the preparation of periodic financial 
reportsu. Included are control vouchers, 
such as Forms SSA-8704 , Voucher-Control 
Ledger Certification; SSA-8707 , Voucher
Control Ledger Supplementary Record; and 
SSA-870 8 ,  Voucher-General Ledger . Also 
included are computer run sheets when used 
in lieu of vouchers and related supporting 
documentation (punchcards and worksheets). 

Authorized Di spositi on 

b. _ Official Case F i les 

( 1) No Claim F i led 

Transfer to the SSA holding area 
at the close of the calendar year in which 
the materia l is accumulated. Destroy ;t..J.J! -. � 
years -the. cafte-r .o-lt:f. 

( 2) Claim F iled 

Transfer to the SSA Records Holding Area 
at the close of the calendar year in which 
claim is paid or disallowed. Destroy 6 
years thereafter . Note : Case Files 
relating to claims under lit igati on w i l l  be 
retained until final  adjudication by the 
courts. 

(1) Punchoards and Worksheets 

Destroy after 90 days or when they have 
served their purpose. 

( 2) Vouchers and Computer Runs 

( 3) Ledgers 

Transter to the FRC 2 years 
after- the fiscal ye;.r in 
which paid. Destroy when 
6 years and 3 months old. 
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Description of Records 

b. Statements of Transactions and 
Suppor ting Records 

Form SF-224 , Statement of Transactions , ann 
related supporting document,u, such as SF-L l9u, 

.uCertificate of Deposit ;  SF-1081, Voucher and 
Schedule of Withdrawals and Credits ; 
SF-109B, Schedule of Canceled Checks; 
SF-1184E, Unavailable Check Cancellation; 
SF-1017G, Journal Voucher ; SF-1166, 
Voucher and Schedule of Payments; Treasury
Form TUS-5504; SSA-8715 ,  SSI Daily Report of 
Benefit Activity; and SSA-8716 , Breakdown 
of Benefit Activity by the State. The 
records are used to account for and 
certify the disbursement of funds for SSI 
payments. 

.. c .  Dally Cancellation Listings 

Daily lis tings received from the Department 
of Treasury identifying all checks canceled 
by the Treasury for a particular day. They 
are used as an aid in identifying out-of
balance conditions. 

d. Monthly Cancellation Listings 

Monthly listings received from the Depart
ment of Treasury identifying ull checks 
canceled by the Treasury fpr a given month. 
The lis tings are used to verify the total 
of the SF-1098, Schedule of Canceled 
Checks , received for the month . 

e .  Remittance Records 

Records documenting the division , by State 
and Federal Governmentu, of monies received 
by SSI benef iciaries as overpayments and 
refunded to SSA. Included are Forms 'SSA-li4 , 
�emi ttance Regi ster ,  computer printouts 
( SS06) , and Treasury Form GF0-5504 , Debit 
Voucher , with attached photocoEies of 
canceled checks. One copy (white copy) 
of form SSA-124 is retained for adminis tra
tive purposes, and one copy (yellow copy) 
forwarded for keypunch input into the 
Supplemental Security Record . One copy
(pink copy) with the supporting documenta
tion for SS06 and Form GF0-5504 is 
retained for HHS auditu. Information trom 
the daily Form SSA-124 is compiled in a 
monthly report and submitted to OMBP . The 
monthly report lists total amount of funds 
due to S tates from the Federal Governmentu. 
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Authorized Disposi tion 

Transfer to the FRC 2 years
after the fiscal year in 
which paid. Destroy when 
6 years and 3 months old. 

Destroy on balancing of the monthly totals. 

Destroy after balancing operation has 
been completed . 

7e( 1 )  . Audit Cooy of Form ·ssA-'-124 
and Supporting Docmnentat i on 

Transfer to the SSA holding area at the 
close of the fiscal year in which da ted. 
Destroy after 3 years or completion of 
HHS audit, whichever is earlier. 

( 2) Input Copy 

Destroy input copy (yellow copy) of 
Form SSA-124 and related documents once 
input is accomplished and edits resolved . 

( 3) Administrat ive Copy 

Destroy additional copy (white copy) of 
l'orm SSA-124 when administrative value 
ceases .  
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Appendix J ( con. ) 

Descript i on of Records 

f. SSI Manual One-Time Payment Files 

These files consist of foI1llS used by the 
district offices to manually compute and 
authorize one- time benefit payments to SSI 
recipients who fail to receive their 
regular monthly checks. Included is Form 
SSA-8110 , SSI Manual One-Ti.me Payment ,  or 
its equivalent .  The forms contain the 
payee ' s  name, address, and social security
number; the signatures of the preparing
and approving officials; the computations 
upon which payment is based; and the- amount 
of payment authorized. They are retained

(1 as potential evidence of employee fraud 
in the authorization of payments. -, . .:. 

Authori zed Di sposi tion 

( 4 )  Month ly Report  

Destroy after 3 years. 

-
( 1 )  Original Copy 

Transfer to a FRC 90 days aftr receipt.
Des troy 6--years Lher eaf t-er....... t"'"' 4, ye&1._.� c. "' ,  
3 .,.,.._  o ,...--f �s. o ld-

(2)  Dis t rict Offi ce Copv 

Destroy 6 months after the close of the 
month in which dated. 

( 3) Other Copies 

Destroy upon completion of reconciliation 
operations or when no longer needed for 
reference, vhichever is later. 
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