






DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF SOCIAL SERVICES 
BUDGET AND MANAGEMENT 
ADMINISTRATIVE SERVICES SECTION 
ADMINISTRATION 
ITEM   6895.  COUNTY LETTER INDEX FILE.   
 Index used to identify county letters, manuals, and manual changes. 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   6896.  ADMINISTRATIVE SERVICES SUBJECT FILE.   
 Correspondence, memorandums, and various other reference materials used by the office in day-to- 
 day operations. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   6897.  ADMINISTRATIVE PROCEDURES MANUAL FILE.   
 Administrative procedures manual and backup material. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   32094.  EVACUATION PLANS FILE.   
 Current evacuation plans of Division of Social Services offices. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   32095.  FIRE INVESTIGATION REPORTS FILE.   
 Correspondence and reports concerning fires in the Division of Social Services offices. File includes  
 Form DSS2576 (Fire Report) used to report fires in social services offices. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
ITEM   32096.  SEMI-ANNUAL EVACUATION DRILLS FILE.   
 Composite reports concerning evacuation drills in the Division of Social Services offices. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
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