
 
 
 
 



 
 
 
 



 
 
 
 



DEPARTMENT OF COMMERCE 
EMPLOYMENT SECURITY COMMISSION 
ADMINISTRATIVE SERVICES DIVISION 
DEPARTMENT OF INFORMATION SYSTEMS 
APPLICATIONS DEVELOPMENT BRANCH 

 
ITEM 12274.  COMPUTER PROGRAM DOCUMENTATION FILE.   
 Data providing documentation for programs run by the Employment Security Commission  
 computer. File includes flow charts, program narratives, record layouts, and report descriptions. 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM 12275.  DATA PROCESSING DOCUMENTATION FILE.   
 Data providing documentation for various data processing programs run by the Department of  
 Information Systems. File includes memorandums for users requesting changes in systems.  
 (Master copy maintained in unit office and separate copies maintained by programers.) 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM 12276.  COMPUTER PROGRAM LISTINGS FILE.   
 Data providing listings of computer programs run by the Department of Information Systems.  
 Listings include name of program, language in which program is written (COBOL, etc.) and date  
 initiated. 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

 1 



DEPARTMENT OF COMMERCE 
EMPLOYMENT SECURITY COMMISSION 
ADMINISTRATIVE SERVICES DIVISION 
DEPARTMENT OF INFORMATION SYSTEMS 
COMPUTER OPERATIONS BRANCH 

 
ITEM 12279.  DATA PROCESSING DOCUMENTATION FILE.   
 Data providing documentation for various data processing activities conducted by Computer  
 Operations Branch. File includes memorandums from users requesting changes in systems and  
 data concerning equipment acquisitions. 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
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DEPARTMENT OF COMMERCE 
EMPLOYMENT SECURITY COMMISSION 
ADMINISTRATIVE SERVICES DIVISION 
DEPARTMENT OF INFORMATION SYSTEMS 
COMPUTER OPERATIONS BRANCH; COMPUTER OPERATIONS SECTION 

 
ITEM 12290.  CHECK AUDIT FILE.   
 Computer printouts concerning unemployment insurance (UI) checks and Job Partnership  
 Training Act (JPTA) wage and allowance payment checks printed by the Employment Security  
 Commission computer. Information includes numbers of first and last checks printed each day  
 and checks voided or withheld. (UI checks listed daily, JPTA checks listed bi-weekly.) 

 DISPOSITION INSTRUCTIONS: Destroy in office after 18 month(s). 

ITEM 12298.  OFF-LINE PROCESSING FILE.   
 Data providing instructions for dissemination of data processing information. File lists  
 name/number of program and distribution list. 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM 12299.  RUN BOOK FILE.   
 Listings of all programs run on Employment Security Commission computer. Listing includes all  
 information required by operator to operate program (number of program and date released for  
 run). 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM 12301.  SYSTEM ACCOUNTING LOG FILE.   
 Records concerning data processing system daily status logs. Information provided includes  
 status of equipment and systems on each day. 

 DISPOSITION INSTRUCTIONS: Destroy in office after 6 month(s). 
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DEPARTMENT OF COMMERCE 
EMPLOYMENT SECURITY COMMISSION 
ADMINISTRATIVE SERVICES DIVISION 
DEPARTMENT OF INFORMATION SYSTEMS 
DIRECTOR'S OFFICE 

 
ITEM 12273.  DIRECTOR'S CORRESPONDENCE FILE.   
 Correspondence, memorandums, and requisitions concerning the organization and daily  
 operation of Department of Information Systems. 

 DISPOSITION INSTRUCTIONS: Destroy requisitions in office when released from all audits.  
 Destroy in office remaining records when administrative value ends. 
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DEPARTMENT OF COMMERCE 
EMPLOYMENT SECURITY COMMISSION 
ADMINISTRATIVE SERVICES DIVISION 
DEPARTMENT OF INFORMATION SYSTEMS 
TECHNICAL SUPPORT BRANCH 

 
ITEM 12308.  SYSTEMS SOFTWARE FILE.   
 Magnetic-computer tapes providing stored data for various computer programs run by unit for  
 Department of Information Systems. 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM 12309.  PROGRAM LISTINGS FILE.   
 Listings of computer programs run by branch. Information includes source coding. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
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DEPARTMENT OF COMMERCE 
EMPLOYMENT SECURITY COMMISSION 
ADMINISTRATIVE SERVICES DIVISION 
DIRECTOR'S OFFICE 

ITEM 412.  DIRECTOR'S CORRESPONDENCE FILE.   
 Correspondence written and received by the Director's Office. Amended 6-2-93 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 years. 

ITEM 19742.  DIRECTOR'S ADMINISTRATIVE FILE.   
 Records concerning the organization and daily operation of the Administrative Services Division.  
 Amended 6-2-93 

 DISPOSITION INSTRUCTIONS: Destroy in office after 4 years. 
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DEPARTMENT OF COMMERCE 
EMPLOYMENT SECURITY COMMISSION 
ADMINISTRATIVE SERVICES DIVISION 
INTERNAL AUDIT SECTION 

ITEM 31188.  COMPUTER (ACCESS) FILE.   
 Magnetic tape concerning security levels of access to general Employment Security  
 Commission files and confidential information of employers, claimants, and applicants. 

 DISPOSITION INSTRUCTIONS: Revoke and erase all security levels not needed and eliminate  
 security access on same day employee is terminated. 

ITEM 31190.  INTERNAL SECURITY FILE.   
 Audits and reviews of local office and central office cost centers. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM 31192.  SPECIAL INVESTIGATION FILE.   
 Work papers and copies of official report of audit findings. 
 DISPOSITION INSTRUCTIONS: Transfer official report of audit findings to the chairman's office  
 upon completion of findings. Destroy in office remaining records when reference value ends. 
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