








DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
DIRECTOR'S OFFICE 

 
ITEM  2212.  DIRECTOR'S ADMINISTRATIVE FILE 

Records in paper and electronic formats of correspondence, memorandums, directives, and 
reports concerning federal legislation and regulations, state program development, and national 
and state association and committee activities. File also includes interagency program 
coordinating records and intradepartmental policies and procedures. (File maintenance and 
backup procedures conducted by LAN administrator.) 
DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper records. 
Destroy in office electronic versions of records when administrative 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  2213.  DIRECTOR'S CORRESPONDENCE FILE 
Records in paper and electronic formats of correspondence and reports concerning the 
Department of Health and Human Services, the Governor, Secretary of the Department of Health 
and Human Services, rehabilitation centers, hospitals, and universities. File also includes 
program development records, reference copies of agreements, and other related records. (File 
maintenance and backup procedures conducted by LAN administrator.) 
DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper records. 
Destroy in office electronic versions of records when administrative value ends. Transfer paper 
records to the State Records Center when administrative value ends. Records will be held for 
agency in the State Records Center 5 additional years and then transferred to the custody of the 
Archives. 

ITEM  7294.  DEPARTMENT OF HEALTH AND HUMAN SERVICES NUMBERED DIRECTIVES FILE 
Policy and procedures memorandums received from the Secretary of the Department of Health 
and Human Services. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM  7295.  VOCATIONAL REHABILITATION STATE PLAN FILE 
Records concerning Division of Vocational Rehabilitation Services state plan contracts between 
state and federal government. File also includes statewide studies, public hearings, assessments 
with consumer groups, and other related records. 
DISPOSITION INSTRUCTIONS: Records transferred to Rules and Policy Development 
Coordinator, State Plan for Vocational Rehabilitation Services Under Title I of the Rehabilitation 
Act of 1973 as Amended File, (Item 9029). 

ITEM  7296.  VOCATIONAL REHABILITATION NUMBERED MEMORANDUMS FILE 
Numbered staff memorandums concerning division policies and procedures. 
DISPOSITION INSTRUCTIONS: Records transferred to Assistant Director for Operations and 
Support Services, Chief of Support Services, Division of Vocational Rehabilitation Numbered 
Memorandums File, (Item 7332). 

ITEM  7297.  FEDERAL MEMORANDUM FILE 
Department of Education directives concerning federal policies and procedures. File also includes 
correspondence, memorandums, and other related records. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
DIRECTOR'S OFFICE 

 
ITEM  7298.  DIRECTOR'S OUT-OF-STATE CORRESPONDENCE FILE 

Records in paper and electronic formats of director's correspondence with other state directors 
and agencies concerning committee and association activities, cooperative research, and 
program development. (File maintenance and backup procedures conducted by LAN 
administrator.) 
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 when administrative value ends. Records will be held for 
agency in the State Records Center 5 additional years and then transferred to the custody of the 
Archives. 

ITEM  7300.  FEDERAL TRAINING GRANTS FILE 
Records concerning Department of Health and Human Services' staff training and development 
grants with all supporting papers attached. 
DISPOSITION INSTRUCTIONS: Destroy in office 5 years after termination of grant funds and 
when released from all federal administrative audits. 

ITEM  7301.  ANNUAL REPORTS OF IN-SERVICE TRAINING AND STAFF DEVELOPMENT FILE 
Annual reports submitted to the Department of Health and Human Services summarizing all staff 
development and training activities. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7305.  UNIVERSITY GRANTS REVIEW FILE 
Reference copies of Division of Vocational Rehabilitation grants submitted by colleges and 
universities to the Department of Health and Human Services. 
DISPOSITION INSTRUCTIONS: Destroy in office when grant funds are terminated and released 
from all audits. 

ITEM  7310.  FEDERAL MEMORANDUM REFERENCE FILE 
Department of Education memorandums and directives concerning federal policies and 
procedures. 
DISPOSITION INSTRUCTIONS: Records transferred to Federal Memorandum File, (Item 7297). 
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