
















DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
ASSISTANT DIRECTOR FOR FISCAL SERVICES 
ADMINISTRATION 

 
ITEM  7402.  GRANT AWARD NOTIFICATIONS FILE 

Records in paper and electronic formats concerning correspondence and reports sent to the 
Department of Education concerning requests, approvals, transfers, deposits, and expenditure of 
federal funds. 
DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats after 6 
years. 

ITEM  7470.  WEEKLY VOUCHER REGISTERS FILE 
Weekly computerized voucher registers concerning payments and summaries of facility 
expenditures for State Disbursing Account #232. 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 

ITEM  7473.  MONTHLY ALPHABETICAL LISTING OF VOCATIONAL REHABILITATION CLIENTS 
(REPORT VR413) FILE 
Microfiche computer tabulations concerning clients' referrals and active and closed cases. 
(Comply with applicable provisions of 34 CFR 361.38 regarding confidentiality of clients' records 
in the possession of Division of Vocational Rehabilitation.) 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7475.  MONTHLY CLIENTS' MASTER LISTINGS (REPORT VCMB375) FILE 
Microfiche concerning clients. Information concerns the four state regions, unit offices, caseloads 
within regions, and Operations Management System case type. (Comply with applicable 
provisions of 34 CFR 361.38 regarding confidentiality of clients' records in the possession of 
Division of Vocational Rehabilitation.) 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7479.  WEEKLY DISTRICT AND COUNSELORS' LISTING (REPORT VC010) FILE 
Computer listing detailing district, caseload, counselor, Operations Management System (OMS) 
Program type, and region code information. File includes state office mail room box numbers for 
distribution of various reports. Data entered into Client Automation and Tracking System (CATS) 
Database (Electronic) File, Item 46093 when received. (File is utilized weekly to update 
new/inactive/vacant caseloads, counselor assignment, transfer or separation, and changes in 
OMS case type assignment.) 
DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 

ITEM  7480.  NEW REFERRALS FOR THE WEEK (REPORT VC040) FILE 
Computer lists concerning all new clients' referrals (Form R-1A) processed during the week by 
district, caseload, and counselor codes. (Comply with applicable provisions of 34 CFR 361.38 
regarding confidentiality of clients' records in the possession of Division of Vocational 
Rehabilitation.) 
DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 

ITEM  7481.  STATISTICAL REPORTS FILE 
Computer generated reports used to furnish data for federal and state reporting requirements. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7482.  ALPHABETICAL COUNSELOR CODE CARD FILE 
Alphabetical identification cards concerning each counselor. 
DISPOSITION INSTRUCTIONS: Retain in office permanently. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
ASSISTANT DIRECTOR FOR FISCAL SERVICES 
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ITEM  7483.  NUMERICAL COUNSELORS' CODE CARDS FILE 

Numerical identification cards concerning each counselor. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7484.  MONTHLY DUPLICATED CASES BY SOCIAL SECURITY NUMBER (REPORT VC395) 
FILE 
Computer generated records of tabulations of social security numbers used to identify duplication 
of services. (Comply with applicable provisions of 5 USC Sec. 552a regarding confidentiality of 
records maintained on individuals.) 
DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 

ITEM  7485.  MONTHLY SUMMARY OF OHD-RSA-30 LETTERS (REPORT VC410, LISTING BY 
CASELOAD; CODE VC430, LISTING BY VOCATIONAL REHABILITATION NUMBER BY 
REGION) FILE 
Computer generated records concerning all non-rehabilitated cases closed for reason code 2 
(handicap too severe or unfavorable medical prognosis). (Comply with applicable provisions of 34 
CFR 361.38 regarding confidentiality of clients' records.) 
DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 

ITEM  7486.  BIWEEKLY VENDOR MASTER LIST (REPORT VA020) FILE 
Computer generated records concerning listing of vendors. File includes vendors' names, 
addresses, and other related records. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM  7487.  WEEKLY VENDOR MASTER FILE MAINTENANCE (REPORT VA010) FILE 
Computer generated records listing all changes/corrections concerning vendors. File also lists all 
new vendors entered for the week. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM  45847.  SUBROGATION FILE 
Records concerning client reimbursements to agency for services incurred due to Workers' 
Compensation and personal injury claims. (Comply with applicable provisions of 34 CFR 361.38 
regarding confidentiality of clients' records.) 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 

ITEM  45848.  REFUND AND CANCELLATION DEPOSIT FILE 
Records concerning refunds and cancellation of deposits. File includes daily deposits to agency 
regarding reimbursements for overpayments to vendors. 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 
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ITEM  45853.  SOCIAL SECURITY RECOUPMENT FILE 

Records concerning reimbursements to the division for expenditures on clients eligible for Social 
Security Income (SSI) or Social Security Disability Income (SSDI). File includes client social 
security claim forms, division expenditures, correspondence, statements of earnings, employment 
wage histories, and inquiries into social security claims. (Comply with applicable provisions of 34 
CFR 361.38 regarding confidentiality of client records.) 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 
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ITEM  2217.  CERTIFICATES OF DEPOSIT FILE 

Certificates of deposit and related papers. 
DISPOSITION INSTRUCTIONS: Transfer audit copies after released from all audits to the State 
Records Center. Records will be held for agency in the State Records Center 3 additional years 
and then destroyed. Destroy in office reference copies after 1 year. 

ITEM  7404.  ASSISTANT DIRECTOR FOR FISCAL SERVICES' FEDERAL GRANTS REFERENCE 
FILE 
Records in paper and electronic formats concerning grants. File includes reports regarding 
expenditures of federal funds for Vocational Rehabilitation programs. 
DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats when 
grants are terminated and released from all audits. 

ITEM  7405.  ASSISTANT DIRECTOR FOR FISCAL SERVICES APPROVED BUDGET WORKING 
FILE 
Records in paper and electronic formats concerning Assistant Director for Fiscal Services 
correspondence with the Department of Administration concerning approval of biennial budgets. 
DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats after 4 
years. 

ITEM  7406.  ASSISTANT DIRECTOR FOR FISCAL SERVICES THIRD-PARTY AGREEMENTS 
REFERENCE FILE 
Reference copies of records in paper and electronic formats concerning division agreements with 
other state agencies and rehabilitation facilities concerning program objectives, staffing needs, 
funding arrangements, office equipment, and other contract provisions. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy after paper copy has been 
generated. Destroy in office paper records 5 years after termination of agreements if no litigation, 
claim, audit, or other official action involving the records has been initiated. If official action has 
been initiated, destroy in office after completion of action and resolution of issues involved. 

ITEM  7408.  FEDERAL ANNUAL REPORTS FILE 
Records in paper and electronic formats concerning Financial Reports with all attached working 
papers concerning Division of Vocational Rehabilitation programs submitted to the Department of 
Education. 
DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats when 
administrative value ends. 

ITEM  7409.  FISCAL CORRESPONDENCE FILE 
Records in paper and electronic formats concerning Assistant Director for Fiscal Services fiscal 
correspondence with the Department of Health and Human Services and other state agencies. 
DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats when 
administrative value ends. 

ITEM  7410.  SALES AND USE TAX REPORTS FILE 
Sales and use tax reports submitted monthly to the Department of Revenue. 
DISPOSITION INSTRUCTIONS: Destroy in office when released from all audits. 
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ITEM  7412.  STOP PAYMENT NOTICE FILE 

Notices of stop payments sent to the Department of State Treasurer's office. Amended 10-14-03 
DISPOSITION INSTRUCTIONS: Function and records transferred to the Office of the Controller, 
General Accounting and Financial Management. 

ITEM  7416.  CANCELLED CHECKS FILE 
Cancelled checks concerning disbursing account #232. Amended 10-14-03 
DISPOSITION INSTRUCTIONS: Function and records transferred to the Office of the Controller, 
General Accounting and Financial Management. 

ITEM  7417.  REQUISITIONS FOR FUNDS FILE 
Requisitions for funds submitted weekly to the State Disbursing Office to request that funds be 
deposited with the Department of State Treasurer's office. 
DISPOSITION INSTRUCTIONS: Destroy in office after 2 year(s) if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 

ITEM  7418.  BUDGET AND ENCUMBRANCE REPORTS (CASE SERVICES) FILE 
Records in paper and electronic formats concerning budget and encumbrance reports prepared 
weekly. Data entered into Client Automation and Tracking System (CATS) Database (Electronic) 
File, Item 46093 when received. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records after 4 years if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 

ITEM  7419.  ANNUAL CERTIFIED BD701 GENERAL LEDGER REPORT FILE 
Records in paper and electronic formats of ledgers concerning all expenditures and revenues. 
DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats when 
released from all audits. 

ITEM  7423.  THIRD-PARTY EXPENDITURE REPORTS FILE 
Records in paper and electronic formats concerning unit's monthly billing reports sent to third 
parties agreeing to share unit facility program operating expenses. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records after 3 years if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 

ITEM  7424.  MONTHLY PAYROLL REGISTER FILE 
Records in paper and electronic formats concerning reference copies of employees' payroll 
checks. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic copy immediately after paper copy 
has been generated. Destroy in office paper records when released from all audits. 
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ITEM  7426.  PAYROLL DEDUCTIONS AND CHANGE TRANSMITTAL FILE 

Records in paper and electronic formats concerning payroll deductions change transmittal 
records listing all changes reported to the Central Payroll Section and corrected in the monthly 
payroll. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic records when reference value ends. 
Destroy in office paper records after 4 years if no litigation, claim, audit, or other official action 
involving the records has been initiated. If official action has been initiated, destroy in office after 
completion of action and resolution of issues involved. 

ITEM  7427.  PAYROLL DEDUCTIONS DISBURSEMENT RECORDS FILE 
Records in paper and electronic formats concerning deductions disbursements prepared by State 
Disbursing Office, Central Payroll Section for employees enrolled in medical insurance plans. 
DISPOSITION INSTRUCTIONS: Destroy in office electronic records when reference value ends. 
Destroy in office paper records after 6 years if no litigation, claim, audit, or other official action 
involving the records has been initiated. If official action has been initiated, destroy in office after 
completion of action and resolution of issues involved. 

ITEM  7428.  INSURANCE STATEMENTS FILE 
Insurance companies' invoices and supporting records used to verify payment of employees' 
premiums. 
DISPOSITION INSTRUCTIONS: Destroy in office after 6 year(s) if no litigation, claim, audit, or 
other official action involving the records has been initiated. If official action has been initiated, 
destroy in office after completion of action and resolution of issues involved. 
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