Rivers East Workforce Development Board
1502 N Market Street, Suite A QE \/@ i’SE&S&

Washington, NG 27889 s D A0A
Tel: (252} 946-8043 / Fax: (252) 946-5489 www.riverseastwdb.org

RIVERS EAST LA ISSUANCE 2021-11 CHANGE 1

SUBIJECT: RIVERS EAST RECORDS AND RETENTION POLICY

PURPOSE: This Issuance replaces Region Q LA TIssuance 4-04; Records Retention
and Maintenance Policy. Rivers East will follow the Regional Councils
Records Retention and Disposition Schedule and the Records Retention and
Disposition Schedule for Local Government Agencies as approved by the
Mid-East Commission Board on June 20, 2019,

ACTION: All WIOA service providers should review and adhere to the attached
policy requirements in regards to Record Retention and Disposition.

Workforce Development is referenced on:
Page 71, Regional Councils Policy
Page 86, Local Government Policy

EFFECTIVE DATE: July 1, 2021

- REVISION DATE: May 11, 2022

Jefinie Bowen
Workforce Development Director

Attachments

Serving: Beaufort County e Bertie County e Hertford County « Martin County » Pitt County

Mid-East Commission e Workforce Development Department
“Commilied Equal Opportunity Employer/Programs”

“Auxiliary aids and servicas are available upen request to individuals with disabllities.” Relay numbers for the Hearing Impaired: (TT) 1-800-712-6600 (voice) 1-800-735-8262
www.mideastcom.org
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STANDARD-1I, WORKFORCE DEVELOPMENT RECORDS
Records concerning workforee developiment progrms and scovices adminisiered by regional councils.
#
RECORD SERIES TITLE DISPOSITTON INSTRUGTIONS CITATION
1 CIRCULARS AND ISSUANCES FILE Destroy ity office when superseded or ohsolete.
Guidelines issued by the Division of Employment and
Training regamding the administration of the Wordkforce
Develapment Piogram.
2 FEDERAL WOREFORCE DEVELOPMENT ACT | Destray in office when superseded orobsolete.
REGULATIOQNS
Record contains instauctions from federal government
regaeding how program meney is spent and parameters
foc clighility,
. 3. JOB TRAINING INITIATIVES FILE 2) Destioy in office records concesning appmved noo~
Recorts concexning job training programs and services continuing grants § yeass aftes teaination. ®
administered by regional cauncils.
. b} Destroy in office records concerning apprved continuing
grants 5 years after anmul finnncial repost is Bled.*
¢) Destroy in office ceconds concerniog nog-expendable
property acquired with grant funds 5 yeass after its final
dispesition.*
dy Desteoy in office remmaiaing recoeds 5 years after completion
of project, or 5 years fiom date record way created; whichever
occuws last.® .
4, MNON-FEXPENDABLE PROPERTY FILE Destrey in office § years afier final dlsposition of peaperty or
Iile includes inventory {n numerical sequence identifyicy when relensed from all acdits, claims, or other official acion;
date of purchase, acquisition cost, sesdal aumber, loeation | whichever occucs lnst®
of inventory, and contrcting ageacy.

*Se¢ AUDITS, LITIGATION AND OTHER OFFICIAL ACTIONS, page vil.
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# RECORD SERIES TITLE DISPOSITION INSTRUCTTONS CITATION

5, STATE JOB TRAINING PLAN FILE Desteay in affice when supersede or absolete.

Recoeds concerning the State Boasd's bid process for
contmeling workfore developiment grogeams.

6. WORKS_TUDIES PROGRAMS FILE ] Desteoy in office 5 years afler intemship ends or when released
Provides internships @ geaduat: students. File contains | from oll audits, chims, or osher offical zotion; wlichever occues
monthly cepors, Gme sheets, grade zepors, and fiscal st
reconds.

1. WORKFORCE DEVELOPMENT ACT FILE a) Destroy in office records concerning approved non-
Lduation and taising for econumically disadvantaged. continging grants 5 yeass afler terovination,*

b) Destroy in uffies records concerning appmved continuing
gonts 5 years aller anaual Bnancial repoct is filed.*

€)  Desteoy In office records concerning noa-expendable
property acquired with gran funds 5 years afier its final
digposition®

A} Desteoy in office remaining records 5 years after completinn
of praject, or 5 years from dale tecord was created; whichever
oceurs hst*

8. WORKFORCE DEVELOPMENT ACT Desteoy in office 5 yeass from date of last contact or when
PARTICIPANT RECORDS released from all audity, claims, oz other officil acdon; whichever
Reeoals documsuting each participant in the Workforce | accurs last.t
Develepment Progeam, and their prior eligibility. '

9. WORKFORCE DEVELOPMENT SUBGRANT Destroy in office 5 yeam from date of resolution oc when seleased
AND RECIPIENTS/PARTICIPANTS From all audits, clins, or olber official action; whichever ocours
COMPLAINTS AND ACTIONS FILE last*

Records include participant and sub-gaant redpients’ or
contrictos’ prcvances, which are noo-ciminal.

*See AUDITS, LITIGATION AND OTHER OFFICIAL ACTIONS, page vii.
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