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I. GENERAL PROGRAM ADMINISTRATIVE RECORDS

A.

Administrative Files

Descrigtion

Files created by most Information and Management Systems

Division components in the performance of their assigned

functions:

1. Official file copies of outgoing correspondence
relating to office functions;

2, Comments on draft reports, studies, and proposals
prepared by other offices;

3. Comments on proposed legislation; and

4. Program and management reports, such as overtime and
staffing reports, workload and production reports,
highlights, activity reports, and other reports
prepared to submit narrative or statistical data to
management offices.
NOTE: Excluded are reports specifically identified

elsewhere in this schedule.

Snepoaes Disposition .
when old ov 2 /ears after C‘W//’t/dzy

Destro;42 years, k
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Correspondence Control Logs

Description

Correspondence control logs reflecting the assignment and
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disposition of incoming controlled correspondence.

dagpesee Disposition

Close out at the end of the calendar year and destroy 1

year thereafter.

Working Files

Description

Nonessential working papers retained for reference
purposes by staff members. Included are extra copies
of official file material, supporting or background
papers used in developing official files but not needed
as part of the official file, studies or similar
material not acted upon, papers used as administrative
aids and papers that do not serve as a basis for official
action.
<Brepesads Disposition

Destroy :ﬁ:;;-Z yearézg( when no longer needed for
reference, whichever is earlier.

Action Transmittals

Descrigtion

Formal issuances containing OCSE instructions to the
States. These transmittals require State actions on
program matters. They may address any program topic.
The action transmittals include the subject, regulation
references, program applicability with any attachments,
related issuances, effective date, and action required.
(Records are maintained in numbered series by year.)

The official record set is maintained by the Reference
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Center, Program Operations Division.

Lropesed=Disposition

Duplicate Copies

M, ﬂfR ﬁ
W al Destro -Zb—yvgaiz-a-f-t-e-ﬁterminatfe[é or superse@é%». ov 7e /0”/6/
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. Information Memoranda

Description

Formal issuances transmitting administrative and program
instructional information to States. These informational
transmittals may cover any administrative or program
topic and do not require any state action. Records are
maintained in a numbered series by year. The official
record set is maintained by the Reference Center, Program

Operations Division.

wpemesed Disposition
//"k Duplicate Copies
{ obe
/f‘f Destro_y-HeaZs—a-ﬁt—en- terminat.ife"n(-or supers{gs{i-ea\ ov 79

/onff/ seeded §av veferemce puprses,
IT. PROGRAM RECORDS

A. Tax Offset System--Machine Readable Records

1. Tax Offset Master Files

Description

Records maintained on individuals who owe past

due child support to State IV-D agencies and qualify
for submittal to IRS for an intercept of their tax
refund. State IV-D agencies submit requests to OCSE,
prior to their referral to IRS, which are consolidated

and used to produce collection reports for the
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individual States. Data elements include: absent
parent identifiers, State and local codes, case
identification numbers, arrearage amounts, and other
relevant data. Coverage began in 1982,
W Di sposition Transfer to FRC when
. _Z vears oid. DESTROY
Retatmfor—5 Yearsy FansfeT—t0 ang 3 when__,_,ﬂ_ Z_years old,
Searsthergafton,

Tax Offset Invoice Master Files

Descrigtion

Records are maintained on fees charged to States by
IRS fo; each IRS offset case made during the
collection year. These fees are billed to each State
by OCSE. Invoice data elements include: State
codes, invoice numbers, invoice amounts and other

related data. Coverage bhegan in 1982,

Bewmesess Disposition
fIransfer to FRC when
b meadiey

____yeara old. DEST,
mhen__ & vears dz } ~o$ d/,

Spousal Claim Master Files

Description

Records are maintained on Federal taxpayers who had a
Joint Federal Income Tax Refund that was offset for
past due child support and their non-obligated spouse
requested a refund from IRS. Data elements include:
absent parent identifiers, unobligated spouse
identifiers, collection amounts, arrearage amounts

and other related data. Coverage began in 1983,



[Fransfer to FRC when
y vears old. DESTROY

«BaspesednDisposition ®hen L QO yoass olg,
Rotain—for—b—yoidrt—ILransiosto-rRo—and—destroy—5S—
Abari—-thereatben,

7 B. Federal Parent Locator System
.

1.

Federal Locator Service System

Description

Records are maintained on parents being sought for
the purpose of establishing or enforcing support
obligation against such a parent. The Federal Parent
Locator Service will use the records maintained in
the system to: (1) request the most recent home
address and/or place of employment from any
department, agency, or instrumentality of the Federal
Government or State which might have such records in
its files and (2) provide the most recent home
address, most recent place of employment and Social
Security Number to the appropriate IV-D agency for
its use in Tocating absent parents to establish or
enforce a child support obligation. Records of
address information provided in response to requests
from IV-D agencies are maintained long enough to
communicate them to the State. After this time, they
are destroyed. A record of the request is stored on
hard copy format only and includes

information provided by the State and Federal

agencies contacted, and an indication of the type
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of information returned to IV-D agencies.

Apopesen=disposition
e
Destroy 3'43—5 years p//,

2. Parental Kidnapping Invoice Master Files

Description

Records are maintained on fees charged to the States
for Parental Kidnapping cases processed by the Federal
Parent Locator Service (FPLS) System. Data elements
include: State codes, invoice numbers, invoice

amounts, invoice dates and other related data.

AnepasasnDisposition
*"M%M"ﬂef to FRC when

"D years old. DESTROY
Bpeansmthoraaliomm 'ﬂ““-ﬁé-i£¥335é55-2 o/d

Advance Planning Document Review Files

Description

Records accumulated in reviewing and approving/
disapproving State plans for automating Title IV-D
programs when anticipated cost for ADP equipment and

systems exceeded§25,000. These reviews address



planning documents for systems activities (ranging

from feasibility studies to projects for programming

and implementing IV-D computer systems); requests for
proposals prior to soliciting contracts; and purchase

of service agreements between the IV-D agencies and
State ADP organizations. Records are either multi-OPDIV
(involving other Department of Health and Human Services

(HHS) or single-OPDIV (involving only IV-D) in nature.

Official record copies for multi-OPDIV documents are maintained

by HHS. Files contain correspondence, advance planning
documents and other related material.
RasposerDisposition

1. Multi-OPDIV Files

Rt T TOT T AT STt thenudoctnom DESTROY \VHEN:EYEARS oLD

2. Single-0PDIV Files

o hs y
Lot tb it Ay pgrrrfer =t TR At e mgy Sy

ransfer to FRC when
rheer. »_ & vears old. DESTROX.

. . nhen_lzXQans old,
System Review Files = 3 0%

Description

Records created and accumulated in conducting quarterly
or monthly onsite systems reviews in State and local IV-D
agencies which focus on regulatory compliance, efficiency
and effectiveness. Included are final reports containing
findings, conclusions and recommendations;
correspondence; and other related material.
~Propoyed=Disposition

R AWV /Y At/ 01d or when no longer needed for

Destroy when 6 years

GED
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Model System Files

Description

Records accumulated in designing, developing,

implementing and/or modifying model child support
enforcement computer systems for the purpose of

assisting States to acquire necessary automated capabilities
to support their program functions. Files may include
monthly status reports, comments, gquidance documents,

system documentation, resulting publication(s) and other
related materials.

BeepessdsDisposition

1. Model Systems - Devé1gped By Contractors

Use disposition instructions for Contract Files
(See G. below)

2. Model Systems - Developed by Technical Support Branch, IMSD

Des>Cre : wh e
; #h 6 years old or when no longer needed

for reference purposes, whichever is later., /ahsfet/

A Rl /Aoty /Y e AeiAksY/  GED

Technical Assistance Files

Records created and accumulated in providing onsite technical
assistance and training to State IV-D agencies. Files

may include: correspondence, comments, workpapers,

guidance documents, training materials, resulting

publications and/or reports and other related material.
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«Beoposed=Disposition

Destroy when 5 years old or when no longer needed for

reference purposes, whichever is later,

G. Contract Files

Description

Working copies of contracts and associated background

documentation for the procurement of goods and
nonpersonal services related to State IV-D child support
enforcement computer systems. Also included are user
guides, operations manuals, program listings, test run
data, system documentation, correspondence, deliverables

and other relevant material.

sBnopored=Disposition ffmﬂifef to FRC when

years old. DESTROX
1. Deliverables !ﬂmn_lJZLXﬂugpgb
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Other Records

SHeiBOSvYS - GED

Transfer to FRC when 6 years:01d. -Sestaemdilmamm
/
sbocaakbemy DESTROY WHEN_ﬁ,YEARS oLD

,va
,At#¢>”‘ Special Study and Project Files

Descrigtion

Files created from one-time special studies or projects

conducted by Information and Management Systems Division
components. These studies or projects relate to child
support enforcement system(s) design, development,

implementation, and/or modification within OCSE head-
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quarters and/or field offices. Included in the file
are correspondence, clearance comments, final reports,
contract information (if performed by a contractor),
and other relevant material.

LaepasednDisposition

/q. 1. Contract Information

Use disposition instructions for Contract Files (see

G. ahove)
20 2. Final Reports, Studies, and/or Publications Transfer to FRC when
. years old. DESTROY
a. Official Record Copies nh:n_L&_x,ea.r.s old.
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} ’ b. Other Copies
[
. Destroy when <6=yaansmglder=wiTer=no longer
M”W "( needed for reference purposes.
3. Other Records
l) ’ Destroy when 6 years old or no longer needed for

W/M reference purposes, whichever 135 [dle¥]
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