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Section £: Records Retention Sche 

awiS Family Scs*vidies (CJJFS) 

(local governrnenl entity) 

<1) (2) 
Schedule Record Title and Description 
Number 

20I3-I Imaged Active Case Files (C.IFS Public Assistance 
case files; SMBC (Specialized Medicaid Benefits 
Center) Community-Based Public Assistance case 
files). 

Superseded RC-2; 2004-1 (which states forty-five 
days after processing in the imaging system) 

2013-2 Imaged Active Case Files (CJFS Public Assistance 
ease files; SMBC (Specialized Medicaid Benefits 
Center) Community-Based Public Assistance case 
files) 

NO CHANGES Reference RC-2; 2004-2 (which 
states the same retention period Retain three (3) 
calendar years from closing date. Records will be 
purged based on file layout HSRSCL3 1, on a 
monthly basis. 

2013-3 Imaged Closed Case Files (CJFS Public Assistance 
case files SMBC Community-Based Public 
Assistance case files) 

• Supersedes RC-2; 2004-3 (which states forty-five 
days after processing in the imaging system) 

No changes from schedule 20 1 0-3 (which states the 
same retention period of fifteen [1 5] days) 

2013-4 Imaged Closed Case Files (CJFS Public Assistance 
case files SMBC Community-Based Public 
Assistance case files) 

NO CHANGES Reference RC-2; 2004-2 (which 
states the same retention period Retain three (3) 
calendar years from closing date. Records will be 
purged based on file layout HSRSCL3 1, on a 
monthly basis. 

(unit) 

(3} 
Retention 

(4) 
Media 

(5) , 
For use by 

(6) 
.RC-3 

Period Type Auditor. of Required 
State or ''by OHS-

OHS-LGRP LGRP 
Retain up to Paper 
fifteen (15) 
days after 
processing • 
(scan, index n ' 
and review) 
of document 
and destroy. 
Retain three Electronic 
(3) calendar 
years from 
closing date. 
Records will 
be purged 
based on file 

ni i • 
layout 
HSRSCL3I, 
on a monthly 
basis 
Retain up to Paper 
fifteen (15) 
days after 
processing 
(scan, index 
and review) ni—i 
of document 
and destroy. 

Retain three Electronic 
(3) calendar 
years from 
closing date. 
Records wi l l 
be purged 
based on file 

ni—i 
layout 
HSRSCL31, 
on a monthly 
basis 

Revised January 2013 



Page 2 of .3 

(1)
Schedule 
Number 

2013-5 

2013-6 

2013-7 

2013-8 

2013-9 

—-—.. 

(2) 
Record Title and Description 

Non Public Assistance Child Care case files 

Supersedes RC-2; 2004-5 (Retain forty-five [45] 
days after documents are processed in the Imaging 
System) 

No changes from schedule 2010-4 (which states 
Retain up to fifteen (15) days after processing (scan, 
index and review) of document and destroy.) 

Non Public Assistance Child Care case files 

No changes from schedule 2004-6 (Retain three [3] 
calendar years from closing date. Record Hies will 
be purged based on file 3299 report.) 

Imaged Active Investigation case files 

Supersedes RC-2; 2004-7 (Which states retain forty-
five [45] days are processed in the Imaging System) 

"No changes from schedule 20 1 0-5 (Which states 
Retain up to fifteen (15) days after processing (scan, 
index and review) of document and destroy.) 

Imaged Closed Investigation case files 

Mo changes from schedule; 2004-S/(Which states 
retain up to three (3) calendar years from settlement 
date of claim.) 

Unidentifiable Mail received 

No changes from schedule 2010-6 (which states 
Retain thirty (30) days and destroy) 

(3) 
Retention 

Period 

Retain up to 
fifteen (15) 
days after 
processing 
(scan, index 
and review) 
of document 
and destroy. 

Retain three 
[3] calendar 
years from 
closing date. 
Record files 
wil l be 
purged based 
on file 3299 
report. 

Retain up to 
fifteen (15) 
days after 
processing 
(scan, Index 
and review) 
of document 
and destroy. 

Retain up to 
three (3) 
calendar 
years from 
settlement 
date of claim 

Retain thirty 
(30) days and 
destroy 

^ 

(4) 
Media 

(5) 
. .For use by .

(6) 
 RO-3 

Type Auditor: of 
State or 

Required 
byOHS-

OHS-LGRP . LGRP 
Paper 

ni—i • 

Electronic 

n . 

Paper 

D 

Electronic 

ni i 

Paper 

a 

a . 
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