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POLICIES AND PRACTICES FOR STORING,
RETRIEVING, ACCESSING, RETAINING AND
DISPOSING OF RECORDS IN THE SYSTEM:

STORAGE:
Records are stored in magnetic media

(e.g., magnetic tape and magnetic disc)
and in microform and paper form.

RETRIEVABILITY:
Records in this system are indexed

and retrieved by SSN.

SAFEGUARDS:
Safeguards for automated records

have been established in accordance
with the HHS Information Resources
Management Manual, ‘‘Part 6,
Automated Information Systems
Security Program Handbook.’’ All
magnetic tapes and discs are within an
enclosure attended by security guards.
Anyone entering or leaving this
enclosure must have special badges
which are issued only to authorized
personnel. All microform and paper
files are accessible only by authorized
personnel and are locked after working
hours.

For computerized records,
electronically transmitted between
SSA’s central office and field office
locations (including organizations
administering SSA programs under
contractual agreements), safeguards
include a lock/unlock password system,
exclusive use of leased telephone lines,
a terminal oriented transaction matrix,
and an audit trail.

RETENTION AND DISPOSAL:
Primary data storage is on magnetic

disc. A new version of the disk file is
generated each month based on changes
to the beneficiary’s record (adjustment
in benefit amount, termination, or new
entitlements). The prior version is
written to tape and retained for 90 days
in SSA’s main data processing facility
and is then sent to a secured storage
facility for indefinite retention.

Selected records also are retained on
magnetic disc for on-line query
purposes. The query files are updated
monthly and retained indefinitely.
Microform records are disposed of by
shredding or the application of heat
after periodic replacement of a complete
file.

Paper records are usually destroyed
after use, by shredding, except where
needed for documentation of the claims
folder. (See the notice for the Claims
Folders System (09–60–0089) for
retention periods and method of
disposal for these records).

SYSTEM MANAGER AND ADDRESS:
Director, Office of Claims and

Payment Requirements, Office of

System Requirements, Social Security
Administration, 6401 Security
Boulevard, Baltimore, MD 21235.

NOTIFICATION PROCEDURE:
An individual can determine if this

system contains a record about him/her
by contacting the most convenient
Social Security field office and
providing his/her name, Social Security
claim number (SSN plus alphabetic
symbols), address, and proper
identification. (Furnishing the SSN is
voluntary, but it will make searching for
an individual’s record easier and
prevent delay.)

An individual requesting notification
of records in person need not furnish
any special documents of identity.
Documents he/she would normally
carry on his/her person would be
sufficient (e.g., credit cards, driver’s
license, or voter registration card). An
individual requesting notification via
mail or telephone must furnish a
minimum of his/her name, date of birth
and address in order to establish
identity, plus any additional
information specified in this section.

These procedures are in accordance
with HHS Regulations 45 CFR part 5b.

RECORD ACCESS PROCEDURES:
Same as notification procedures.

Requesters should also reasonably
specify the record contents being
sought. These procedures are in
accordance with HHS Regulations 45
CFR part 5b.

CONTESTING RECORD PROCEDURES:
Same as notification procedures.

Requesters should also reasonably
identify the record, specify the
information they are contesting and
state the corrective action sought and
the reasons for the correction with
supporting justification showing how
the record is untimely, incomplete,
inaccurate or irrelevant. These
procedures are in accordance with HHS
Regulations 45 CFR part 5b.

RECORD SOURCE CATEGORIES:
Data for the MBR come primarily from

the Claims Folders System (09–60–
0089) and/or are furnished by the
claimant/beneficiary at the time of filing
for benefits, via the application form
and necessary proofs, and during the
period of entitlement when notices of
events such as changes of address, work,
marriage, are given to SSA by the
beneficiary; and from States regarding
HI third party premium payment/buy-in
cases.

SYSTEMS EXEMPTED FROM CERTAIN PROVISIONS
OF THE ACT:

None.

SYSTEM NAME:
Supplemental Security Income

Record, HHS/SSA/OSR.

SECURITY CLASSIFICATION:
None.

SYSTEM LOCATION:
Social Security Administration, Office

of Systems Operations, 6401 Security
Boulevard, Baltimore, MD 21235.

Records also may be located in Social
Security Administration (SSA) Regional
and field offices (individuals should
consult their local telephone directories
for address information).

CATEGORIES OF INDIVIDUALS COVERED BY THE
SYSTEM:

This file contains a record for each
individual who has applied for
supplemental security income (SSI)
payments, including individuals who
have requested an advance payment;
SSI recipients who have been overpaid;
and each essential person associated
with an SSI recipient.

CATEGORIES OF RECORDS IN THE SYSTEM:
This file contains data regarding SSI

eligibility; citizenship; residence;
Medicaid eligibility; eligibility for other
benefits; alcoholism or drug addiction
data, if applicable (disclosure of this
information may be restricted by 21
U.S.C. 1175 and 42 U.S.C. 290dd–3 and
ee–3); income data; resources; payment
amounts, including overpayment
amounts and date and amount of
advance payments; living arrangements;
case folder location data; appellate
decisions, if applicable; Social Security
numbers (SSN’s) used to identify a
particular individual, if applicable;
information about representative
payees, if applicable; and a history of
changes to any of the persons who have
applied for SSI payments. For eligible
individuals, the file contains basic
identifying information, income and
resources (if any) and, in conversion
cases, the State welfare number.

AUTHORITY FOR MAINTENANCE OF THE SYSTEM:
Sections 1602, 1611, 1612, 1613,

1614, 1615, 1616, 1631, 1633, and 1634
of title XVI of the Social Security Act
(the Act).

PURPOSE(S):
SSI records begin in Social Security

field offices where an individual or
couple files an application for SSI
payments. The application contains data
which may be used to prove the identity
of the applicant, to determine his/her
eligibility for SSI payments and, in
cases where eligibility is determined, to
compute the amount of the payment.
Information from the application, in


