






DEPARTMENT OF HEALTH AND HUMAN SERVICES 
OFFICE OF THE SECRETARY 
OFFICE OF CONTROLLER 
ACCOUNTING SECTION 

ITEM   16988.  COMPUTER FINANCIAL REPORTS FILE.   
 Records concerning various reports for the Departmental Accounting System (DAS). File includes  
 budget reports, general ledgers, and expenditures and revenue ledgers. 
 DISPOSITION INSTRUCTIONS: Destroy in office when released from all audits. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
OFFICE OF THE SECRETARY 
OFFICE OF CONTROLLER 
ADMINISTRATION AND MANAGEMENT SECTION 

ITEM   24816.  DIVISION BILLINGS FILE.   
 Records concerning bills to divisions within the Department of Human Resources for services  
 performed by the Office of Controller. File includes quarterly reports and other related records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 
ITEM   24820.  WEEKLY TIME SHEETS FILE.   
 Time sheets completed by office personnel. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 
ITEM   24821.  MONTHLY TIME REPORTS FILE.   
 Reports concerning time worked by office employees. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 
ITEM   24824.  UNITED WAY FUND DRIVE FILE.   
 Records concerning the United Way Fund Drive for the Department of Human Resources. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   26984.  COST ALLOCATION CORRESPONDENCE FILE.   
 Cost allocation correspondence concerning certain Department of Human Resources divisions. File  
 includes information submitted to Office of Controller and Department of Health and Human Services. 

 DISPOSITION INSTRUCTIONS: Destroy in office when released from all audits. 
ITEM   26985.  COST ALLOCATION PLANS FILE.   
 Departmental cost allocation plans. File includes correspondence and work papers. 
 DISPOSITION INSTRUCTIONS: Destroy in office 3 years from the end of the fiscal year in which the  
 plan applies (federal regulations). 

ITEM   26986.  DEPARTMENT OF HUMAN RESOURCES (DHR) DIVISIONS MANAGEMENT FILE.   
 Reference information concerning subjects pertinent to DHR divisions. File includes records of  
 financial statements, local and state audits, correspondence, cash management plans, accounting  
 system reviews, and budget information. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   26987.  ELIGIBILITY INFORMATION SYSTEM FILE.   
 Advance planning records, quarterly reports, correspondence, worksheets, and approved letters  
 concerning the eligibility information system. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Records transferred to Office of Automation Projects,  
 Eligibility Information System, Income Eligibility Verification System (IEVS) File (Item 34038). 
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