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s STATE OF ILLINOIS
s;';?nfyoggﬁu STATE RECORDS COMMISSION 8581
ond APPLICATION NO.
Sete Archivist APPLICATION FOR AUTHORITY TO PAGE _1 -~ _OF 5 = PAGES.
DISPOSE OF STATE RECORDS
M RM-7.1
T H
AGENCY Department of Children & Family Services RECOMMENDATION
DIVISION
Manag?nﬁnt and Budget
SUBDIVISION . ] ) . %/!gfg
Ch ren's nancial Benefits/Collections Unit
ARCHIVIST

REBY CEATIFY THAT THE RECORDS DESCRIBED IN THIS APPLICATION ARE NOT APPROVAL:
THE TRANSACTIQN OF CURRENT BUSINESS AND ARE NOT OF
ADMINISTRATIVE, LEGAL, OR FISCAL VALUE TO WARRANT FURTHER

Y /-v N Lo/i/(
N \ / }«6 OF A<7hcv lbaTe | SEP icgE"i‘éFé*é

DATE

SUBMIT ORGINAL AND TWO COPIES TO STATE RECORDS
COMMISSIPN WITH SAMPLES OF EACH ITEM LISTED.

Y DESCRIPTION OF ITEMS OR RECORD SERIES

ITEM |GIVE TITLE, EARLIEST DATE, FILE ARRANGEMENT, VOLUME, ANNUAL ACCUMULATION, FORM NUMBERS,| ACTION TAKEN
NO. |LEGAL REQUIREMENTS AFFECTING RETENTION, AND RECOMMENDED RETENTION PERIOD. IF MICROFILMED, :

" |THE HEAD OF THE AGENCY SHALL ATTACH A STATEMENT CERTIFYING THAT MICROFILM COPIES, MADE IN
ACCORDANCE WITH THE STANDARDS OF THE STATE RECORDS COMMISSION, WILL BE ADEQUATE SUBSTITUTES
FOR THE ORIGINAL RECORDS.

. 1. | Care and Maintenance Collections Files (Agency Record Copies)

Dates: 1977 ~ .
Volume: 79 Cu. Ft. : DU
Annual Accumulation: 6 Cu. Ft. o a

Arrangement: Alphabetical by child's name

This record series consists of files documenting the assessment of
the natural parents or legal guardians ability to reimburse the department
for the care of foster children under the custody of the Department of
Children and Family Services. Included in these files are copies of bills
cancelled checks, copies of income tax returns and W~2's of the natural
parent's or legal guardians, telephone call documentation, credit adjust-
ment notations, hearing correspondence and other related correspondence.

Recommendation: Retain in the office for two (2) fiscal years, then Dis osition
transfer to the State Records Center for eighteen (18) Lsp d
fiscal years then dispose of provided no litigation is Approve

pending or anticipated and provided all audits have
been completed under the authority of the Auditor Gen-
eral.




’ APPLICATION FOR AUTHORITY TO
DISPOSE OF STATE RECORDS

(CONTINUATION SHEET)

APPLICATION NO, _85-81
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DESCRIPTION OF ITEMS OR RECORD SERIES

ACTION TAKEN

2,

Care and Maintenance Ledgers (Originals)

Dates: 1964 -

Volume: 28 Cu. Ft.

Annual Accumulation: 14 Cu. Ft.
Arrangement: Alphabetical

?l

This record series consists of leé;axs of monthly billings to parents
or guardlans of the estates of children, for the amount of determined lia-
bility and monies received. These ledgers are posted monthly and are closed
vhen the applicable account has been paid in full and there are no additiona
charges.

Application 81- 100, 1tem 1 rewritten to reflect current administrative
jurisdiction of the record series.

Recommendation: Retain in the office until closure of the ledger account

then transfer to the State Records Center for twenty (20)

fiscal years, then dispose of provided all audits have
been completed under the supervision of the Auditor Gen-
eral, if required, and provided no litigation is pending
or anticipated.

Care and Maintenance Receipts (Currently CFS 916-1) (Originals)

Dates: 1964 -

Volume: 25 Cu. Ft,

Annual Accumulation: 1 Cu. Ft.
Arrangement: Alphabetical

This record series consists of the agency's record copies of receipts
issued to payers of funds remitted for child care charges,

Application 81-100, item 2 rewritten to reflect current administrative
jurisdiction of the record series.

Recommendation:
fer to the State Records Center for eighteen (18) fiscal
years, then dispose of provided all audits have béen
completed under the supervision of the Auditor General,
if reqguired, and provided no litigation is pending or
anticipated.

Retain in the office for two (2) fiscal years, then trang-

Disposition
A pproved

Disposition
Approved
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. DESCRIPTION OF ITEMS OR RECORD SERIES

no.

(CONTINUATION SHEET) PAGE___3 OF.2__PAGES.

ACTION TAKEN

4.

Care and Maintenance Billing Register (Currently CFS 916~2) (Originals)

Dates: 1964 -

Volume: 27 Cu. Ft.

Annual Accumulation: 1% Cu. Ft.
Arrangement: Chronological

This record series serves as an ongoing posting of all transactions pro-
viding a record of monthly activity in the care and maintenance accounts.

Application 81-100, item 3 rewritten to reflect current administrative
jurisdiction of the record series.

Recommendation: Retain in the office for two (2) fiscal years, then trang-

fer to the State Records Center for eighteen (18) fiscal
years retention, then dispose of prov1ded all audits hav
been completed under the authority of the Auditor General,
if required, and provided no litigation is pending or
anticipated.

Notice of Charge Forms (Currently CFS 916-3) (Originals)

Dates: 1964 -

Volume: 28 Cu. Ft.

Annual Accumulation: 1% Cu. Ft.
Arrangement: Numerical

This form is prepared and utilized by the agency to establish, revise
or stop a charge for child care.

Recommendation: Retain in the office for two (2) fiscal years, then trang-

fer to the State Records Center for eighteen (18) fiscal
years then dispose of provided no litigation is pending

or anticipated and provided all audits have been complet
under the authority of the Auditor General, if required.

Debit and Credit Adjustment Forms (Forms CFS 916-10 and 916-11)

| Dates: 1964 -

Volume: 26 Cu. Ft.
Annual Accumulation: 1% Cu. Ft.
Arrangement: Numerical

These forms are_prepared and used to either authorize an additional
charge for child care or authorize a credit toward the balance due in an
account for child care.

éppllcatlon 81-100 items 10 and 11 rewritten to reflect the current
administrative jurisdiction of this record :series.

(s}

Dispﬂ&ition
A pprovcd "

q/‘;(gw

Disposition
Approved
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. DESCRIPTION OF ITEMS OR RECORD SERIES

- APPLICATION FOR AUTHORITY TO

DISPOSE OF STATE RECORDS APPLICATION NO.
(CONTINUATION SHEET) pace_4_oFr>__paces.

85-81

ACTION TAKEN

Recommendation: Retain in the office for two (2) fiscal years, then trang-

fer to the State Records Center for eighteen (18) fiscal

years, then dispose of provided all audits have been comt

pleted. under the authority of the Auditor General and
provided no litigation is pending or anticipated.

Réceipt‘Posﬁihg Data Reports - Form R-10-R (Agency Record Copies)
Dates: 1977 -

Volume: 8 Cu. Ft. : S.u_ ?S"—JS‘J

Annual Accumulation: 1 Cu. Ft. 9\

Arrangement: Alphabetical

This form is maintained as a record of refunds received from natural

parents or guardians for collectible funds for child care previously paid out

by the Department of Children and Family Services. Data from this form
showing the amount of the refund and the amount of money owed the Department
is then entered into the Department's computer record keeping system.

Recommendation: Retain in the office for six (6) fiscal years, then dis-
pose of provided no litigation is pending or anticipated
and provided all audits have been completed under the
authority of the Auditor General, if required.

Foster Parent Ovérpayment Statements (Agency Record Copies)

Dates: 1974 - ' S_Q_L Y%’*}YJ

Volume: 3 Cu. Ft.
Annual Accumulation: Negligible :g
Arrangement: Alphabetical

This record series consists of computer generated statements showing
the overpayment of money to foster parents.

Recommendation: Retain in the office for six (6) fiscal years, then
dispose of provided no litigation is pending or anticipaf
and provided all audits have been completed under the
authority of the Auditor General.

Foster Parent Correspondence (Agéncy'Record Copies)

Dates: 1974 -

Volume: ¢ Cu. Ft.

Annual Accumulation: 1 Cu. Ft.
Arrangement: Alphabetical

This record series consists of correspondence concerning the overpayment
of money to foster parents and copies of cancelled checks.

Dispesition
Approved

Dispositioni

ted

Approved

DispositieR’
*pproved
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. * DESCRIPTION OF ITEMS OR RECORD SERIES

ACTION TAKEN
00,
Recommendation: Retain in the office for six (6) fiscal years after the ., tion
- closure of the case, then dispose of provided all audits Disposiii

have been completed under the authority of the Auditor lppfaved
General, if required, and provided no litigation is pendfng
or anticipated. .

10. General Correspondence

Dates: 1974 -

Volume: 2 Cu. Ft.

Annual Accumulation: Negligible
Arrangement: By subject '

This record series consists of general corréspdndence received or gen-
erated by the unit concerning the general operation of the office.

Recommendation: Retain in the office for three (3) years then dispose of
provided all audits have been completed under the author
ity of the Auditor General, if required, and provided
no litigation is pending or anticipated.

5
arg¥\

Dispesition
" Approved




