










DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
CLIENT ASSISTANT PROGRAM 

 
ITEM  46033.  ASSISTANCE DOG REGISTRATION FILE 

Records in paper and electronic formats concerning assistance animals registered with the state. 
File includes applications, correspondence, tag numbers, and other related records. (Comply with 
applicable provisions of 34 CFR 361.38 regarding the confidentiality of client records.) Amended 
4-29-03 
DISPOSITION INSTRUCTIONS: Destroy in office paper and electronic records when 
administrative value ends. 

ITEM  46034.  CLIENT ASSISTANCE PROGRAM CASE FILE 
Records in paper and electronic formats concerning cases opened on behalf of clients seeking 
assistance with program problems. File includes clients' names, addresses, telephone numbers, 
types of disabilities, correspondence, release forms, and other related records. (Comply with 
applicable provisions of 34 CFR 361.38 regarding confidentiality of client records.) 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records after 5 years. 

ITEM  46035.  CLIENT ASSISTANCE PROGRAM CONTACT FILE 
Records in paper and electronic formats concerning clients who contact the Client Assistance 
Program. File includes clients' names, telephone numbers, region, referral source, type of action, 
and other related records. (Comply with applicable provisions of 34 CFR 361.38 regarding 
confidentiality of client records.) 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records after 5 years. 

ITEM  46039.  DIRECTOR'S CORRESPONDENCE FILE 
Records in paper and electronic formats concerning correspondence with clients, staff, and other 
agencies. (Comply with applicable provisions of 34 CFR 361.38 regarding confidentiality of client 
records.) 
DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper records. 
Destroy in office electronic versions of records when reference value ends. Transfer paper 
records to the State Records Center after 5 years. Records will be held for agency in the State 
Records Center 5 additional years and then transferred to the custody of the Archives. 

ITEM  46043.  FEDERAL FISCAL YEAR STATISTICAL SUMMARY FILE 
Records in paper and electronic formats concerning cases which have been served by Client 
Assistance Program staff during federal fiscal year. File includes new cases opened, total cases 
served, problem areas, regional breakdown for primary problems, status of cases, and other 
related records. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records after 5 years. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
CLIENT ASSISTANT PROGRAM 

 
ITEM  46044.  REHABILITATION SERVICES ADMINISTRATION REPORT 227 FILE 

Records in paper and electronic formats concerning annual federal report of number of cases 
served by program staff. File includes carryover of open cases, reasons for case closures, 
outcomes, type of individual served, problem areas, outreach services, advocacy, and other 
related records. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records after 5 years. 

ITEM  46045.  REHABILITATION SERVICES REPORT 722 FILE 
Records in paper and electronic formats concerning cases in the appeals process. File includes 
number of cases in mediation or the appeals process, findings and decisions of hearing officers 
and court proceedings. (Comply with applicable provisions of 34 CFR 361.38 regarding 
confidentiality of client records.) 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records after 5 years.
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