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Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Director’s Office


Program:
Director

Program Description

The Director's Office provides direction to and monitors the programs of the OED. The Director’s Office represents the agency, coordinates communications, and works with employers, employer groups, the Governor, and the Legislative Assembly. It also works with other state agencies, and employment agencies from other states and countries, to tailor agency services to the needs of its customers. The Director provides agency guidance by establishing policy that delivers services to fulfill the needs of the OED’s customers (ORS 657.608 et seq.). 


The Director's Office provides staff support to the Employment Department Advisory Council, which assists with OED policy development (see Employment Department Advisory Council program). The Director's Office also schedules and staffs meetings, routes correspondence, monitors agency management assignments, and prepares speeches and presentations.

Program Records


001
Director’s Correspondence and Speeches



Retain 10 years, destroy


002
OED Strategic Plan, 1993 - [ongoing]




    
   1 c.f.



(a) Retain final plan permanently, transfer to State Archives after 20 years


(b) Retain draft plans and supporting documents 2 years after superseded, destroy

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records

Correspondence

Lobbyist Records


Policy Development and Planning Records


Signature Authorizations


Staff Meeting Records

Databases


None


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Director’s Office


Program:
Employment Department Advisory Council

Program Description


The Employment Department Advisory Council advises the Director in developing and revising program policies, and ensuring impartiality and fairness in the implementation of those policies. The Advisory Council promotes adequate administrative funding and wide use of agency programs; assists the Director in developing strategies for the solution of workforce problems within the state; assists the Director in developing a legislative agenda and gaining approval by the Legislative Assembly; promotes greater understanding and acceptance of OED programs by the public; and promotes cooperation with other state agencies and organizations concerned with workforce problems. The Advisory Council is composed of Governor-appointed men and women representing employers and employees in equal numbers, and representatives of the public. The Director serves as an ex officio member of the Advisory Council (ORS 657.695).

Program Records


003
Employment Department Advisory Council Records



Retain 10 years, destroy

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Legislative Development Advisory Committee Records

Legislative Tracking Records


Policy and Procedure Guidelines and Manuals


Policy Development and Planning Records

Databases


None


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Director’s Office


Program:
Internal Auditor

Program Description


The Internal Auditor assists agency management by providing independent appraisal of internal controls safeguarding assets. This includes evaluating the performance, effectiveness, and compliance of various activities and sections against prescribed policies.


The OED Internal Auditor assists all levels of management of the department in the effective discharge of their responsibilities by providing evaluations of the agency's financial, accounting, and operational controls. This includes verifying compliance with statutes, rules, and policies. It also involves determining the degree of accomplishment of goals and objectives and effective and efficient use of resources.

Program Records


None

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Agency Organizational Records


Correspondence

Financial Records (OAR 166-300-0025)


Audit Reports

Databases


DATAMART


PICS (Position Information Control System)


R*STARS (Relational Statewide Accounting and Reporting System)


SFMA (Statewide Financial Management Application)


T234 (Property System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Director’s Office


Program:
Legislative/Rules

Program Description


The Legislative/Rules program represents the OED before the Legislative Assembly, the Governor, and federal, state and local agencies. In cooperation with the OED Communications program, the Legislative/Rules program helps to ensure that the agency “speaks with one voice.” 


Prior to each Oregon legislative session, the Legislative/Rules program coordinates the development of OED positions on potential legislation. During the legislative session, program staff monitor bills relating to employment, unemployment, and child care issues, and work with legislators and others to communicate the OED’s positions. After each session, it coordinates the development of the agency's implementation of legislation affecting the OED. Between sessions, the program works to resolve inquiries from legislators and tracks potential legislation. The program also monitors U.S. Congressional legislation potentially impacting agency programs. 


The Legislative/Rules program performs administrative rulemaking for the department, including the filing of notices, certificates, and statements of need and fiscal impact with the Secretary of State's office; schedules and conducts public hearings on agency rule actions; and distributes draft and final administrative rules (OARs) within and outside the OED. 


The Legislative/Rules program is also the official record copy holder for the Office of Administrative Hearings Oversight Committee. The OAH Oversight Committee was created in 1999 to study the operation of the OAH (see OAH); to make recommendations to the Governor and Legislative Assembly regarding its effectiveness, fairness and efficiency; and to conduct necessary studies. The nine members of the OAH Oversight Committee are appointed by the Governor, Legislative Assembly and Attorney General; the chief administrative law judge of the OAH is an ex officio member. The OED staffs the OAH Oversight Committee (ORS 183.690).  


Program Records


004
Office of Administrative Hearings (OAH) Oversight Committee Records



Retain 25 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Administrative Rule Preparation Records


Correspondence


Legislative Development Advisory Committee Records

Legislative Tracking Records


Databases


None

Organizational Placement



         
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Business and Employment Services


Section:
Business and Employment Service Operations 


Program:
Field Offices


Program Description


Business and Employment Services maintains field offices throughout the state as OED's primary point-of-contact for Oregonians seeking employment information and job placement services. Field offices serve as OED's primary point-of-contact for employers seeking qualified workers for their businesses, and provide labor market information to job seekers and employers (29 U.S.C. 2801 et seq.; 20 CFR 652 et al.; ORS 657.345; OAR 471-010-0070). 


Employment services are designed to help businesses find qualified workers, and to help job seekers obtain employment and training services to advance their careers. These services are part of the Workforce Investment Act (WIA) system created by the federal Workforce Investment Act of 1998 (P.L. 105-220), which requires coordination among partner agencies in the delivery of local, one-stop employment and job training services. Oregon’s Workforce Partnership agencies include the Governor’s Office, Department of Community Colleges and Workforce Development, Department of Human Services, Department of Education, OED, and local service providers. Field offices also work with the Oregon Workforce Investment Board, local and regional workforce boards, local elected officials, and labor and business representatives. Program regional managers absorbed the Workforce Partnership Liaison functions in 2009. 


Program Records


005
Job Listing Tracking Records


(a) Retain job listings 1 year after job filled or canceled, destroy


(b) Retain all other records 2 years, destroy


006
Job Service Complaint Records


Retain 3 years after resolved, destroy


007
Workforce Investment Act Records



Retain 3 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Contracts and Agreements


Correspondence

Personnel Records (OAR 166-300-0040)


Employment Eligibility Verification Forms (I-9)


Position Description and Reclassification Records

Recruitment and Selection Records

Databases


iMS (iMatchSkills)

Organizational Placement



         
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Business and Employment Services


Section:
Business and Employment Service Programs


Program Description


The Business and Employment Service Programs section provides technical assistance and training services to field offices. In addition, it gathers, analyzes, and reports employment services data to the U.S. Department of Labor. This section also develops the methods and procedures for employment services administration and recommends policy. The section administers federally-funded workforce programs in accordance to provisions in the formula and projects grants. It also researches and applies for federal grants.


The Business and Employment Service Programs section also performs program analysis and fiscal impact analysis of proposed legislation to evaluate possible affects on employment services. Results and products of legislative analysis are provided to the OED’s Legislative/Rules and Budget and Performance Program Analysis programs, and others for policy development, budget preparation and legislative testimony.


Program Records


008
Business and Employment Services Analysis (“Whitepaper”) Reports



Retain 6 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Legislative Tracking Records


Policy and Procedure Guidelines and Manuals


Policy Development and Planning Records


Publication Preparation Records


Financial Records (OAR 166-300-0025)


Grant Records

Databases


iMS (iMatchSkills)


Organizational Placement



         
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Business and Employment Services


Section:
Business and Employment Service Programs


Program:

iMatchSkills

Program Description


The iMatchSkills program matches qualified job seekers to job listings entered by Oregon businesses. In addition to job title and experience information, individual job seeker skills are matched against skills sought by employers in their respective job listings. The iMatchSkills coordinator provides technical assistance to OED staff, and coordinates the development, update and enhancement activities with Information Technology Services staff (see ITS program). The iMatchSkills program is an Internet-based Procedural Language/Structured Query Language (PL/SQL) system that utilizes an Oracle database, iMatchSkills (iMS).

Program Records


009
iMatchSkills Program Records

(a) Retain job seeker and job listing data 3 years, destroy (per 29 CFR 97.42)


(b) Retain all other records 1 year, destroy

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Policy and Procedure Guidelines and Manuals


Information and Records Management Records (OAR 166-300-0030)


Computer System Program Documentation


Information System Planning and Development Records


Databases


iMS (iMatchSkills)


Organizational Placement



        
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Business and Employment Services


Section:
Business and Employment Service Programs


Program:

Monitor Advocate

Program Description


The Monitor Advocate program is responsible for monitoring the OED’s delivery of employment services and outreach to migrant and seasonal farm workers (20 CFR 653). Its objective is to ensure the equitable treatment of migrant and seasonal farm workers as required by federal law. 

The Monitor Advocate conducts field office reviews to examine the number of farm workers registered for employment, services and activities provided to advise them of department services, and efforts to obtain suitable job listings. The Monitor Advocate prepares reports for agency management on the results of field office reviews and what actions could be taken to fulfill obligations to this segment of the workforce. Program staff also prepare periodic and annual reports about offered agency services to migrant and seasonal farm workers.


The Monitor Advocate receives complaints by migrant and seasonal farm workers regarding OED and Oregon employer compliance with job service and employment related laws and regulations. Program staff investigate and coordinate resolution of the complaints or refers them to appropriate agencies, including the Oregon Bureau of Labor and Industries (BOLI), and the Oregon Occupational Safety and Health Administration (Oregon OSHA), a division of the Oregon Department of Consumer and Business Services (DCBS) operating under an agreement with the federal OSHA. The Monitor Advocate advocates for improved delivery of employment services to migrant and seasonal farm workers, and serves as a liaison in person and via telephone and correspondence between OED migrant and seasonal farm workers, organizations that work with farm workers, and Oregon agricultural employers and employer organizations.


Program Records


010
Monitor Advocate Data Review and Analysis Records, 1984 – [ongoing], 
   4 c.f.


(a) Retain final reports permanently, transfer to State Archives after 20 years 


(b) Retain field staff logs 3 years, destroy


(c) Retain all other records 10 years, destroy

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Litigation Records


Policy and Procedure Guidelines and Manuals


Publication Preparation Records


Databases


iMS (iMatchSkills)


Organizational Placement



         
         Schedule Number: 2008-0008

Agency:
Oregon Employment Department (OED)

Division:
Business and Employment Services


Section:

Business and Employment Service Programs

Program:

Oregon Employer Council (OEC)

Program Description


The Oregon Employer Council (OEC) is a non-profit, IRC 501(c)(6) public benefit corporation operating as a partnership between Oregon employers and the OED. Volunteer employer representatives serve as advisors to the OED to help identify and address local employment challenges. The OEC is funded with contributions from its 20 local employer councils.

The OEC Coordinator facilitates relations between the OEC and OED through personal meetings, telephone calls and correspondence. The Coordinator helps the OEC and its local councils in fostering and promoting cooperative relationships between the OED and Oregon employers, seeks solutions relating to workforce issues, involves employers in problem solving relationships with local and state OED offices, disseminates information statewide, and educates members about OED programs and operations. OED program staff provide support to the OEC.

Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Conference, Seminar, and Training Program Records


Correspondence


Mailing Lists


Telecommunications Logs

Databases


None


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Business and Employment Services


Section:

Business and Employment Service Programs

Program:

Special Program Services

Program Description


While employment services are available to all people, certain services are tailored to meet the needs of specific groups with unique barriers to employment. Targeted populations include veterans, migrant and seasonal farm workers, and dislocated workers unemployed due to imports or as a result of businesses relocating abroad. 


Veterans Service programs help train and place military veterans into suitable employment (20 CFR 1001). The Foreign Labor Certification program helps employers looking to hire aliens; it determines if qualified resident labor is available or if wages and working conditions of resident labor would be adversely affected by the hiring of an alien worker (20 CFR 655, 656). The Work Opportunity Tax Credit (WOTC) program provides tax credits to employers who hire disadvantaged job seekers; it was created by the Small Business Job Protection Act of 1996 (P.L. 104-188), and extended by the Small Business and Work Opportunity Act of 2007 through August 31, 2011 (P.L. 110-28). The JOBS Plus program provides on-the-job training, education and employment in lieu of direct public assistance payments (ORS 411.877 to 411.896; ORS 657.925; OAR 471-020-0030). The OED’s joint administration of the JOBS Plus program with Oregon Department of Human Services (DHS) ended in 2005; it is now administered by DHS.

Special Program Services also administers federal grant funds allocated through the Trade Act of 1974 (Trade Act; P.L. 93-618), the North American Free Trade Agreement (NAFTA; P.L. 103-182), the Trade Adjustment Assistance Reform Act of 2002 (TAA Reform Act; P.L. 107–210), and the Trade and Globalization Adjustment Assistance Act of 2009 (TGAAA). The Trade Act established the Trade Adjustment Assistance (TAA) program to assist workers displaced or experiencing reduced hours or wages as a result of increased imports or shifts in production to foreign countries. Through the TAA, Trade Readjustment Allowances (TRA) are available to provide income support to individuals during participation in full time training; Alternative Trade Adjustment Assistance (ATAA) is available for older workers, for whom retraining may not be appropriate, providing reemployment at a lower wage and a wage subsidy (20 CFR 617). NAFTA provided Transitional Adjustment Assistance (NTAA) for those affected by competition from increased imports or a shift in production to Canada or Mexico. The TAA Reform Act eliminated NTAA (consolidating it with TAA) and provided new services to workers affected by increased imports or shifts in production outside the U.S. (20 CFR 618). The TGAAA, part of the American Recovery and Reinvestment Act of 2009 (P.L. No. 111-5), added eligibility for adversely affected workers, including service sector and public employment.

Program Records


011
Agriculture / Migrant Seasonal Farm Worker Case Files



Retain 3 years, destroy


012
Foreign Labor Certification Case Files



Retain 3 years, destroy


013
JOBS Plus Case Files



Retain 5 years after the end of wage-subsidized employment, destroy


014
NAFTA Transitional Adjustment Assistance (NTAA) Case Files



Retain 3 years, destroy


015
Special Programs Performance Records



Retain 5 years after superseded or obsolete, destroy


016
Trade Adjustment Assistance (TAA), Alternative Trade Adjustment Assistance 


(ATAA), and Trade Readjustment Allowance (TRA) Case Files


Retain 3 years, destroy


017
Veterans Service Programs Applicant Case Files


Retain 3 years, destroy


018
Work Opportunity Tax Credit (WOTC) Case Files


Retain 4 years after the determination of certification, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)

Conference, Seminar, and Training Program Records


Correspondence

Litigation Records


Policy and Procedure Guidelines and Manuals

Financial Records (OAR 166-300-0025)


Grant Records

Databases


FOREIGN LABOR CERTIFICATION


iMS (iMatchSkills)


TAA/ATAA (Trade Adjustment Assistance/Alternative Trade Adjustment Assistance)


TRA (Trade Readjustment Allowances)

WOTC (WORK OPPORTUNITY TAX CREDIT)


Organizational Placement



         
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Child Care


Program:
Oregon Commission for Child Care

Program Description


The Oregon Commission for Child Care advises the Governor and Legislative Assembly on the issues, problems and solutions relating to the availability of safe, quality, accessible and affordable child care in Oregon. The Commission for Child Care reports biennially to the Governor and Legislative Assembly on the critical concerns and issues impacting Oregon’s child care system, and identifies the programs, projects and activities the Commission will undertake regarding those issues. The Commission has 18 members, including three nonvoting representatives of the Legislative Assembly; one of the serving legislators is appointed by the President of the Senate, and two are appointed by the Speaker of the House of Representatives. The 15 voting members of the Commission serve as volunteers; they comprise child care providers and consumers, medical and legal professionals, and representatives of business, labor, government, and the public at large. Appointed members of the Commission serve three-year terms; legislators serve two-year terms; and the Governor designates the Commission’s chairperson, who serves a term of one year (ORS 657A.600 - 657A.640; OAR 414 Division 1).

Program Records


019
Oregon Commission for Child Care Formation and Organizational Records,


1985 – [ongoing], 







    
   1 c.f.


(a) Retain bylaws, member lists and mission statements permanently, transfer to State 

      Archives after 20 years

(b) Retain all other records 2 years after superseded or obsolete, destroy

020
Oregon Commission for Child Care Meeting Records, 1985 – [ongoing],  
   2 c.f.
(a) Retain meeting minutes, agendas and exhibits permanently, transfer to State Archives 

      after 20 years



(b) Retain tape recordings 1 year after summarized, destroy or recycle tapes



(c) Retain all other records 5 years, destroy

021
Oregon Commission for Child Care Reports and Studies, 1985 – [ongoing],    
   3 c.f.

(a) Retain final reports and studies permanently, transfer to State Archives after 20 years

(b) Retain working papers, background documentation and draft material 3 years after 


      completion of final document, destroy


State Board and Commission General Records Retention Schedule Records 

Records include but are not limited to:


Board and Commission Records (OAR 166-350-0010)


Oregon Commission for Child Care Member Personnel Records


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)

Calendar and Scheduling Records


Correspondence

Legislative Development Advisory Committee Records


Financial Records (OAR 166-300-0025)

Grant Records


Databases


None


Organizational Placement



         
         Schedule Number: 2008-0008

Agency:
Oregon Employment Department (OED)

Division:
Child Care


Program:
Licensing


Program Description 


The Child Care Licensing program regulates child care facilities. The program licenses three types of child care facilities: child care centers, family child care homes, and registered family child care homes. Certified child care centers are licensed to care for 13 or more children, or 12 or fewer children in a building constructed as other than a single-family dwelling. Certified family child care homes are licensed to care for up 16 children, including the provider’s own children, usually in a provider’s residence. Registered family child care homes are licensed to care for up to 10 children, including the provider’s children, in the provider’s residence (ORS 657A.280; ORS 657A.330; OAR 414 Divisions 200, 305 and 350).

Individuals working in Oregon child care facilities are required to maintain enrollment in the Child Care Division Central Background Registry. Enrollment requires clearance of a criminal and child protective service background check, and can be suspended or revoked for failure to comply with statutory or administrative requirements (ORS 657A.030; OAR 414 Division 61)

The Licensing program may deny an application for facility license or Registry enrollment if the facility or individual fails to meet the requirements. The Licensing program will suspend a facility license or Registry enrollment when child welfare is at risk. The Licensing program may revoke facility licenses for an ongoing failure to meet requirements. All denial, suspension, civil penalty and revocation decisions are subject to contested case hearing rights. Contested case hearings are conducted by the Office of Administrative Hearings (OAH; see OAH program).


The Child Care Division Licensing program also provides Oregon child care providers with information and technical assistance by telephone and correspondence. The Licensing program collaborates with other agencies, and refers providers to resource and referral agencies and United State Department of Agriculture (USDA) food assistance programs. 


Program Records


022
Child Care Facility Files



(a) Retain records involving a circuit court injunction, valid complaint findings, civil 


     penalty, suspension, denial and revocation for cause 15 years, destroy


(b) Retain records involving voluntary closure or voluntary withdrawal (done in lieu of 


     legal action for cause by the Child Care Division) 15 years, destroy



(c) Retain records involving an agency closure 5 years, destroy



(d) Retain records containing an invalid or unsubstantiated complaint 2 years, destroy



(e) Retain records involving denial or revocation for failure to submit information 2 


     years, destroy


(f) Retain records involving a voluntary closure or voluntary withdrawal and expired 


     application 2 years, destroy


(g) Retain records involving an unable-to-contact or change of address 2 years, destroy

023
Individual Central Background Registry Records



(a) Retain records involving a suspension 10 years, destroy



(b) Retain records involving a removal for cause 10 years, destroy



(c) Retain records involving an application denied for cause 10 years, destroy


(d) Retain records involving voluntary closure or voluntary withdrawal (done in lieu of 


      legal action for cause by the Child Care Division) 10 years, destroy


(e) Retain records involving a denied or removed-for-failure-to-submit 2 years, destroy


(f) Retain records involving a voluntary disclosure, voluntary withdrawal, and expired 2 


     years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)

Calendar and Scheduling Records

Correspondence


Personnel Records (OAR 166-300-0040)


Recruitment and Selection Records


Databases


CCRIS (Child Care Regulatory Information System)

Organizational Placement



        
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Child Care


Program:
Program Development


Program Description

Child Care Division Program Development develops and administers client service contracts with providers of child care and related services to low-income working families and high-risk parents and children. Providers include private firms, government agencies, private not-for-profit entities, and others. The contracts are funded by the federal Child Care and Development Fund (CCDF), state General Funds, tax credit contributions, and revenue from licensing fees and fines.


The CCDF is funded and authorized by the Child Care and Development Block Grant Act (CCDBG) (P.L. 101-508; 42 U.S.C. 9858; 45 CFR 98 and 99); and Section 418 of the Social Security Act (Aug. 14, 1935, Ch. 531, 49 Stat. 620; 42 U.S.C. 618). Oregon’s child care tax credits are authorized and regulated by ORS 657A.700 to 657A.718, and OAR 414 Division 150; and its child care certification by ORS 657A.250 to 657A.460, and OAR 414 Division 300. 


Child Care Division Program Development performs outreach services and provides information and technical assistance to parents, service providers and stakeholders on child care program services. It works with governmental, tribal, private, and not-for-profit agencies to develop the federally required CCDF Plan for the State of Oregon. The CCDF Plan describes the services to be delivered by state agencies, public/private partnerships, and other contracted entities. It also describes how subsidy dollars will be allocated, and the types of child care quality programs to be delivered by the state. The CCDF Plan is submitted biennially to the U.S. Department of Health and Human Services, Administration for Children and Families (45 CFR 98.13).

Child Care Division Program Development supports the work of the Childhood Care and Education Coordinating Council (CCECC), an open ad hoc committee that advises the division in developing the CCDF Plan. The CCECC is chaired by the administrator of the Child Care Division, with voting members comprising representative partner agencies, organizations, consumers and constituencies. The CCECC meets six times per year and at the call of the Chair.

Program Development works with Accounting Services (in the Financial Services Division) to process payments to providers, resource and referral child care agencies, and local programs for child care quality improvement; it also tracks and reports expenditures from the CCDF to the federal government. The program lays out funding data, contracting requirements, payment rates, eligibility standards, and related information. It also prepares the division’s biennial state budget.


Program Records


024
Child Care and Development Fund (CCDF) Plans, 1997 – [ongoing]
    
   1 c.f.

(a) Retain final biennial plan permanently, transfer to State Archives after 20 years 


(b) Retain all other records 3 years after close of plan period (per 45 CFR 98.90(e) 


      and 45 CFR 98.65), destroy

025
Childhood Care and Education Coordinating Council (CCECC) Records,


2001 – [ongoing]








  .5 c.f.

(a) Retain CCECC meeting summaries permanently, transfer to State Archives after 20


     years


(b) Retain all other CCECC and subcommittee records 5 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)

Calendar and Scheduling Records

Conference, Seminar, and Training Program Records

Contracts and Agreements

Correspondence

Policy and Procedure Guidelines and Manuals


Policy Development and Planning Records


Publication Preparation Records

Financial Records (OAR 166-300-0025)


Budget Preparation Records


Grant Records

Databases


ACF-801 (Federal reporting of case-level CCDF data)

CAUTIONS AND CONCERNS


CCD (Common Core of Data; monthly federal reporting of CCDF data)


CONTRACTS AND INVOICES


HEAD START (monthly federal reporting)


OCDC (Oregon Child Development Coalition; migrant/seasonal Head Start federal reporting)


SCF (Services to Children and Families; monthly federal reporting)


Organizational Placement



         
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Financial Services


Program:
Administration


Program Description


The Financial Services Division is the OED’s primary provider of financial support services, overseeing Budget, Facilities, Accounting, and Procurement Services. The Financial Services Division includes the agency’s budget, accounting, facilities, procurement and contracting functions. Under the direction of the Chief Financial Officer (CFO), the division is responsible for providing leadership in the development and execution of the OED’s biennial budget, actuarial services, federal financial reporting, cash management, management of the facilities, and the development and execution of legal contracts. The CFO additionally advises the Director of OED and executive team regarding the agency’s financial position, strategies, and policies. 


Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Business Plan Records

Calendar and Scheduling Records


Correspondence

Policy and Procedure Guidelines and Manuals


Policy Development and Planning Records


Financial Records (OAR 166-300-0025)


Budget Preparation Records


Expenditure and Revenue Reports


Databases


DATAMART


PICS (Position Information Control System)


R*STARS (Relational Statewide Accounting and Reporting System)


SFMA (Statewide Financial Management Application)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Financial Services


Program:
Accounting Services


Program Description


The Accounting Services program performs, or arranges and monitors, services such as accounting, purchasing, building and equipment maintenance and security, vehicle support, agency leases and janitorial contracts, and mail services. In addition, the Accounting Services program serves as the central point of contact and information for department field offices. 


Accounting Services accounts and reports expenditures for federally-funded employment programs, including employment-related capital expenditures under the Reed Act (part of the Employment Security Administrative Financing Act; Aug. 5, 1954, Ch. 657, 68 Stat. 668); and training for workers displaced by foreign trade, pursuant to the Trade Act of 1974 (Trade Act) (P.L. 93-618), the North American Free Trade Agreement (NAFTA) (P.L. 103-182), and the Trade Adjustment Assistance Reform Act of 2002 (P.L. 107–210). Accounting Services also accounts and reports expenditures regarding funds to operate state employment offices, pursuant to the Wagner-Peyser Act (June 6, 1933, Ch. 49, §1, 48 Stat. 113); and unemployed worker benefits funded by unemployment taxes on employers via the Federal Unemployment Trust Fund (created by Social Security Act, Aug. 14, 1935, Ch. 531, 49 Stat. 620). Accounting Services additionally monitors expenditures from other sources, including general funds and trust accounts. The Oregon State Treasury manages all trust fund accounts, including investments. 


Program Records


026
Reed Act Capital Expenditure Records


Retain 4 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Contracts and Agreements

Correspondence

Facilities and Property Records (OAR 166-300-020)


Building Records


Financial Records (OAR 166-300-0025)


Grant Records


Purchasing Records


Databases


DATAMART


EPOS (Electronic Purchase Order System)


OSPA (Oregon State Payroll Application)


PICS (Position Information Control System)


R*Stars (Relational Statewide Accounting and Reporting System)


SFMA (Statewide Financial Management Application)


TAA/ATAA (Trade Adjustment Assistance/Alternative Trade Adjustment Assistance)


T234 (Property System)


VIPS (Vendor Information Program System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Financial Services


Program:
Budget and Program Analysis


Program Description


The OED’s Budget and Program Analysis program prepares the agency budget and prepares and evaluates the agency’s performance measures. The program coordinates budget preparation for the agency and coordinates submission of the budget to the Department of Administrative Services and the Legislative Assembly. 


Performance measures are developed as a part of budget preparation. Their primary use is to document services provided to the state's employees and employers. The program performs customer surveys to gather and analyze data about services provided to workers and employers. Program data is gathered, analyzed, and disseminated to agency management. 


Program Records


None

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Business Plan Records


Financial Records (OAR 166-300-0025)


Budget Preparation Records


Emergency Board Request Records


Legislatively Adopted Budgets


Personnel Records (OAR 166-300-0040)


Work Schedules and Assignment Records


Databases


DATAMART


PICS (Position Information Control System)


R*STARS (Relational Statewide Accounting and Reporting System)


SFMA (Statewide Financial Management Application)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Financial Services


Program:
Contract Management


Program Description


The Contract Management program helps agency staff solicit and select contractors, including personal service contractors. It helps staff prepare, negotiate, and administer contracts and intergovernmental agreements. Agency program staff administer contracts while Contract Management tracks contracts for technical, renewal, modification, and termination aspects. The Contract Management program also coordinates the application, administration, disbursement, sub-granting, reporting, and close-out of agency grants. The OED Child Care Division delegates its client service contract management responsibilities independently. The OED Accounting Services program administers disbursement and payment activities to payees and grantees. 


Program Records


027
Contract 2 Management Statistical Reports


Retain 10 years after contract termination, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Contracts and Agreements


Correspondence


Financial Records (OAR 166-300-0025)


Competitive Bid Records


Grant Records


Purchasing Records


Vendor Reports


Databases


CONTRACT2


VIPS (Vendor Information Program System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Financial Services


Program:
Facilities and Support Services


Program Description


Facilities and Support Services program is composed of the Facilities and Support Services units.


The Facilities unit manages OED planning, construction and renovation requests for capital improvement projects in owned and leased buildings. The unit also maintains building systems, including electrical, plumbing, heating, ventilation and air conditioning (HVAC); maintains building structures in accordance with applicable building codes; and administers agency lease records. The Support Services unit provides central records management support for the agency, as well as lobby reception services, security, vehicle support and mail services.


Program Records


028
Security Surveillance Videotapes


Retain 1 week, reuse tapes


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Security Records


Facilities and Property Records (OAR 166-300-020)


Building Records


Financial Records (OAR 166-300-0025)


Purchasing Records


Information and Records Management Records (OAR 166-300-0030)


Records Management Records


Databases


None


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Human Resource Services


Program:
Human Resources


Program Description


Human Resources provides all personnel, payroll, and training-related services to the agency. It recruits new employees, presents new employee orientations, and processes personnel transactions. It provides advice and assistance to agency management and staff about personnel functions and issues. The program also develops plans for OED staffing and maintains all official employee personnel records. 


Human Resources performs agency payroll functions such as processing pay and benefit related personnel transactions; updating and maintaining employee payroll files; and providing technical assistance to staff concerning timesheet preparation, payroll rules and procedures, and deduction information in compliance with appropriate laws, rules, procedures and labor union agreements. Human Resources also coordinates federal Family and Medical Leave Act (FMLA) and Oregon Family Leave Act (OFLA) administration on behalf of eligible employees (29 U.S.C. 2601 et seq.; 29 CFR 825; ORS 659A.150 to 659A.186; OAR 839 Division 9).


Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Policy and Procedure Guidelines and Manuals


Payroll Records (OAR 166-300-0035)


Family Medical Leave Records

Personnel Records (OAR 166-300-0040)


Employee Personnel Records

Databases


OSPA (Oregon State Payroll Application)


PICS (Position Information Control System)


PPDB (Position and Personnel Database)


TIME


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Human Resource Services


Program:
Safety and Risk Management


Program Description


The Safety and Risk Management program coordinates the agency's Safety and Wellness Committee and related activities. It also processes injury, auto, property, liability, and tort claims in coordination with the Department of Administrative Services (DAS) Risk Management Division (RMD). 


Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Policy and Procedure Guidelines and Manuals


Risk Management Records (OAR 166-300-0045)


Incident Reports


Safety Compliance and Inspection Records


Safety Program Records

Databases


ERGO ASSESSMENT


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Human Resource Services


Program:
Training and Development


Program Description


The Training and Development program provides training systems for the agency. It performs organizational developmental services such as team building, management and employee consultations, and related activities to improve the performance and effectiveness of individuals and groups. Training and Development helps OED management identify issues that require new or revised agency-wide approaches, such as educational programs and realignment of resources. It consults with work groups and managers to identify opportunities and implement strategies for improved organizational effectiveness. It also recommends strategies for organizational improvement to agency management. 


Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Policy and Procedure Guidelines and Manuals


Policy Development and Planning Records


Personnel Records (OAR 166-300-0040)


Employee Training Records

Databases


ILEARN


Organizational Placement



         
         Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Benefits


Program:
Administration


Program Description


The OED’s Unemployment Insurance (UI) Benefits section provides qualified out of work Oregonians with UI benefits through its three UI field centers in Portland, Eugene and Bend. Benefits Administration oversees the OED programs that determine eligibility for UI benefits, images documents relating to UI Compensation Claim Case Files, collects UI overpayments, and performs related functions. Denied UI benefit claims are appealable to the Office of Administrative Hearings (see OAH program); OAH UI benefit decisions are appealable to the Employment Appeals Board (see EAB program). The State of Oregon’s UI claims and benefits are authorized and regulated by ORS 657.144 to 657.334, and OAR 471 Division 30.

OED field offices process initial UI claim applications, determine claim validity, make determinations about eligibility issues (adjudication), and enter claim information into the Oregon Benefits Insurance System (OBIS). The UI Benefits Administration program maintains the agency’s UI Compensation Claim Case Files to provide centralized documentation of claims filed and benefits received. UI Compensation Claim Case Files are created in the field centers when claimants file for UI benefits. The Benefits Administration program additionally maintains the official record copy of the hearing and decision records of the Employment Appeals Board (see EAB program). UI Benefits Administration staff also field comments and complaints regarding OED services and the denial of UI benefits, and issue timely responses with input from the OED Director’s Office. OED UI Benefits Administration staff are occasionally required to appear in court to present information or defend agency decisions regarding UI benefits. 


Program Records


029
Complaint Records



Retain 4 years after resolution, destroy


030
Employment Appeals Board (EAB) Hearing Records



(a) Retain hearing decisions 20 years, destroy



(b) Retain other records 5 years after date of hearing decision, destroy

031
Unemployment Insurance (UI) Compensation Claim Case Files



Retain 5 years after benefit year or extension period, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Litigation Records


Policy and Procedure Guidelines and Manuals


Facilities/Property Records (166-300-0020)


Asset Inventory Reports


Financial Records (OAR 166-300-0025)


Accounts Receivable Reports


Databases


OBIS (Oregon Benefits Insurance System)

Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Benefits


Program:
Adjustment / Training Programs


Program Description


Adjustment / Training Programs reviews UI claims to identify eligibility for state and federally funded unemployment training and assistance programs, and determines eligibility for assistance due to joblessness arising from labor disputes. Adjustment / Training Programs provides worker assistance as underwritten by federal legislation, including the Trade Act of 1974 (Trade Act) (P.L. 93-618), the North American Free Trade Agreement (NAFTA) (P.L. 103-182), and the Trade Adjustment Assistance Reform Act of 2002 (TAA Reform Act) (P.L. 107–210).


The Trade Act established the Trade Adjustment Assistance (TAA) program to assist workers who lose their jobs or whose hours of work and wages are reduced as a result of increased imports or shifts in production to foreign countries. Through the TAA, Trade Readjustment Allowances (TRA) are available to provide income support to individuals during participation in full time training; Alternative Trade Adjustment Assistance (ATAA) is available for older workers, for whom retraining may not be appropriate, and provides reemployment at a lower wage and a wage subsidy (20 CFR 617). NAFTA provided NAFTA Transitional Adjustment Assistance (NTAA) for those affected by competition from increased imports or a shift in production to Canada or Mexico. The TAA Reform Act eliminated NTAA (consolidating it with TAA), and provided new benefits to workers affected by increased imports or shifts in production outside the United States (20 CFR 618). 


The OED’s Adjustment / Training Programs processes TRA and ATAA claims; prepares potential benefit reports and suitable wage worksheets before claimants begin training; makes initial determinations on Requests for Training; revokes training waivers; makes decisions on termination of training plans; and processes weekly certifications. Adjustment / Training Programs also processes and evaluates Training Unemployment Insurance (TUI) and Supplemental Unemployment (SUD) claims. TUI benefits enable eligible dislocated workers to attend school and receive UI benefits at the same time so that they can continue to care for their families and obtain employment; SUD benefits are available to dislocated workers during particular periods of hardship upon exhaustion of regular UI benefits (ORS 657.340). 


The OED’s Adjustment / Training Programs additionally administers Self Employment Assistance (SEA), explaining the program and eligibility requirements, initiating SEA application packets, determining dislocated worker status through worker profiling, evaluating applications, and processing weekly claim forms (ORS 657.158; OAR 471-020-0025).

Program Records


032
Unemployment Programs and Services Records



Retain 4 years after benefit year or extension period, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Litigation Records


Policy and Procedure Guidelines and Manuals


Databases


DUA (Disaster UI Assistance, federal Department of Labor)


OBIS (Oregon Benefits Insurance System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Benefits


Program:
Benefit Payment Control


Program Description


The Benefit Payment Control program detects and deters fraud, waste and abuse in Oregon’s Unemployment Insurance (UI) system through the use audits, investigations, overpayment set-ups, and collections. These coordinated efforts maintain the integrity of the UI program, protecting the UI Trust Fund for employers and claimants alike. OED staff refers potentially fraudulent activity to the Benefit Payment Control program; cross matches of wages reported quarterly by employers and benefits paid reveal possibly improper payments. Claimants found to have willfully misrepresented information to obtain UI benefits are subject to overpayment collection with interest, a monetary penalty, and disqualification for up to 52 weeks of future benefits. The penalties and interest collected are deposited in the OED Special Fraud Control Fund, and are used to supplement the federal administrative grant for the UI program. Interest on overpayments is assessed at one percent per month; fraudulent overpayments are subject to a monetary penalty of 15 percent of the total (ORS 657.310; OAR 471-030-0052). Benefit Payment Control staff assist individuals to identify repayment options, including the capture of newly payable benefits, Oregon Department of Revenue tax refunds, and credit card payments. Oregon’s UI claims and benefits are regulated by ORS 657 and OAR 471 Division 30.

Program Records


033
Misrepresentation Disqualification, Fraud and Theft Case Files


Retain 10 years after satisfaction of restitution, destroy

034
Overpayment Waiver Case Files



Retain 4 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Litigation Records


Policy and Procedure Guidelines and Manuals


Financial Records (OAR 166-300-0025)


Accounts Receivable Reports


Databases


OBIS (Oregon Benefits Insurance System)


OFAS (Oregon Fraud Audit System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Benefits


Program:
Record and Redetermination


Program Description


The Record and Redetermination program re-evaluates UI claims and benefits to add or delete wages, including wages for military claims, federal employee claims, and wages transferred in or out of Oregon for Combined Wage Claims. The program issues adjustment checks for claims that have been redetermined for a higher benefit amount. The program also processes and investigates requests to replace lost, stolen or forged benefit checks and reissues checks as appropriate. The program images claim documents into the agency IMAGING system, and creates and maintains indexes to those documents. The program also images the postal mail for the three UI centers, in Portland, Eugene and Bend, and transmits the documents electronically. Most Record and Redetermination program activities are documented in the UI Compensation Claim Case Files. (See also UI Benefits Administration program). 


Program Records


None

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Mailing Lists


Postal Records

Financial Records (OAR 166-300-0025)


Checks

Information and Records Management Records (166-300-0030)


Information System Planning and Development Records


Databases


OBIS (Oregon Benefits Insurance System)


IMAGING


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Program and Methods


Program Description


The Unemployment Insurance (UI) Program and Methods section ensures OED compliance with United States Department of Labor (DOL) standards and methods, and maintains the OED’s state agency website. The program gathers and analyzes UI program workload data and forecasts workload development, analyzes UI benefit program procedures, and produces routine and ad hoc documentary reports.


The UI Programs and Methods section performs UI program analysis and fiscal impact analysis of proposed legislation to evaluate possible effects on agency programs and operations. The program’s legislative analysis is provided to the OED’s Legislative/Rules program, the Budget and Performance Program Analysis program, and other agency personnel for budget preparation and legislative testimony. The UI Program and Methods program also reviews samples of OED UI claims and benefits, to verify accuracy through each stage of the agency’s processing, and produces Benefits Accuracy Measurement (BAM) records.


Program Records


035
Benefits Accuracy Measurement (BAM) records


Retain 3 years after completion of review, destroy


036
Unemployment Insurance Claim and Benefit Reports, 1947 – [ongoing], 
 20 c.f.


[Series formerly known as Unemployment Insurance Program Analysis Reports]

(a) Retain annual summary reports permanently, transfer to State Archives after 20 years

(b) Retain monthly and weekly reports 20 years, destroy

(c) Retain all other records 1 year, destroy 


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Legislative Tracking Records


Policy Development and Planning Records


Policy and Procedure Guidelines and Manuals


Publication Preparation Records


Databases


IVR (Interactive Voice Response)


OBIS (Oregon Benefits Insurance System)


IMAGING


SUN SYSTEM (U.S. DOL State Unemployment Insurance Data Base (UIDB) System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Tax


Program:
Administration


Program Description


The Unemployment Insurance (UI) Tax section registers employers, determines tax rates, assesses and collects taxes, maintains account resolution, captures report data, scans and indexes program records, participates in the hearings process, and audits employers to ensure compliance with Oregon UI tax laws (ORS 657.504 et seq.; OAR 471, Division 31). 


Oregon’s UI taxes are collected from employers to provide workers with UI benefits should they become unemployed through no fault of their own. The UI Tax Administration program creates tax records and tracks employer compliance via the Oregon Automated Tax System (OATS).

The “core set” of  UI tax records are: Notice of Determination (NOD), Hearing Decision (HEAR DEC), Recording Information (RECORDING), Combined Employer’s Registration (REG), Supplemental Registration (REG MISC), Change in Status (STATUS CHG), Subjectivity Issue (SUBJECT), Distraint Warrant (WARRANT), and Warrant Release (WARRNT REL).

Program Records


037
Oregon Quarterly (OQ), Oregon Annual (OA), Schedule B, and Form 132 Reports



Retain 6 years, destroy


038
Unemployment Insurance Tax Records


(a) Retain Notice of Determination, Hearing Decision, Recording Information, Combined 

      Employer’s Registration, Supplemental Registration, Change in Status, Subjectivity 

      Issue, Distraint Warrant, and Warrant Release 6 years after account closed, destroy


(b) Retain all other records 6 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Personnel Records (OAR 166-300-0040)


Recruitment and Selection Records


Databases


OASIS (OTTER and SETRON Information System)


OATS (Oregon Automated Tax System)

OAWS (Oregon Automated Wage System)

OBIS (Oregon Benefits Insurance System)


TAPS (Tax Audit Program System)


TAX IDMS (Tax Identity Management System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Tax


Program:
Accounting


Program Description


The Unemployment Insurance (UI) Tax Accounting program adjusts employer-submitted changes to reports, and transfers funds to other accounts, reporting quarters, funding sources and agencies. The UI Tax Accounting program resolves accounting issues with employers, issues refunds, and processes penalty abatement requests.


Program Records


039
Abatement Request Records



Retain 6 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Financial Records (OAR 166-300-0025)


Account Reconciliation Records


Accounts Receivable Reports


Databases


OASIS (OTTER and SETRON Information System)


OATS (Oregon Automated Tax System)

OAWS (Oregon Automated Wage System)

TAPS (Tax Audit Program System)


TAX IDMS (Tax Identity Management System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Tax


Program:
Field Operations


Program Description


The Unemployment Insurance (UI) Tax Field Operations program audits Oregon employers to determine compliance with the UI tax laws (ORS 657.504 et seq.; OAR 471, Division 31).

Program Records


040
Employer Audit Records 

Retain 3 years, destroy

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Financial Records (OAR 166-300-0025)


Accounts Receivable Reports


Databases


OATS (Oregon Automated Tax System)

OAWS (Oregon Automated Wage System)

OBIS (Oregon Benefits Insurance System)


OASIS (OTTER and SETRON Information System)


TAPS (Tax Audit Program System)


TAX IDMS (Tax Identity Management System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Tax


Program:
Special Projects


Program Description


The Unemployment Insurance (UI) Tax Special Projects program prepares information for contested case hearings. Special Projects tracks developments in the employment and unemployment fields around the country, analyzes the information, and presents data to OED management for use in developing policy. The program prepares legislative concepts and develops implementation plans for new laws, processes and procedures.

The Special Projects program conducts Tax Performance System (TPS) reviews and reporting in conjunction with the U.S. Department of Labor. TPS is designed to measure the quality of state UI tax operations, assist states in improving tax systems, and facilitate federal oversight and technical assistance (20 CFR 602). The program also develops and delivers training programs to section staff and Oregon employers; provides technical assistance to OED staff; conducts quality control and special projects and studies; designs UI tax system improvements; designs UI tax forms; and prepares and maintains UI Tax section procedural manuals.

Program Records


041 
Tax Performance System (TPS) Annual Reports



(a)  Retain final reports 10 years, destroy



(b)  Retain all other records 6 years, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Legislative Tracking Records


Policy and Procedure Guidelines and Manuals


Policy Development and Planning Records


Conference, Seminar, and Training Program Records


Information and Record Management Records (OAR 166-300-0030)


Forms Development Records


Databases


ED UNIVERSITY (Employment Department, internal training)


OASIS (OTTER and SETRON Information System)


OATS (Oregon Automated Tax System)

OAWS (Oregon Automated Wage System)

OBIS (Oregon Benefits Insurance System)


TAPS (Tax Audit Program System)


TAX IDMS (Tax Identity Management System)


Organizational Placement



                     Schedule Number: 2008-0008

Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Tax


Program:
Status


Program Description


The Unemployment Insurance (UI) Tax Status program registers employers, establishes UI coverage financial responsibilities, and determines tax liability and status.  The UI Tax Status program processes Combined Employer’s Registration reports filed by all Oregon employers (see UI Tax Records, UI Tax Administration program), investigates missing and unusual data, assists employers with proper reporting, and responds to wage requests filed by UI claimants.  The UI Tax Status program also compiles benefit charges and payroll data for use in Oregon’s annual adjustment of the employer UI tax rates (ORS 657.405 et seq.; OAR 471, Division 31).


Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Databases


OASIS (OTTER and SETRON Information System)


OATS (Oregon Automated Tax System) 

OAWS (Oregon Automated Wage System)

OBIS (Oregon Benefits Insurance System)


TAPS (Tax Audit Program System)


TAX IDMS (Tax Identity Management System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Tax


Program:
Support Services


Program Description


The Unemployment Insurance (UI) Support Services program digitally scans and indexes UI Tax Records for use by entire the UI Tax section, and converts old “core set” microfilm records to digital images. Support Services also enters wage and tax data filed by Oregon employers into the Oregon Automated Tax System (OATS) and the Oregon Automated Wage System (OAWS); it enters the online portion of the UI compensation claim case files into the Oregon Benefits Insurance System (OBIS).


Oregon employers submit their Oregon Quarterly/Annual Tax Reports (OQATR) to the Support Services program in paper format, or electronically with the Oregon Tax Employer Reporting (OTTER) software, the Secure Employer Tax Reporting On-line (SETRON) system, and the Interactive Voice Response (IVR) telephone system; all electronic data is processed into the agency’s OASIS (OTTER and SETRON Information System) database. All collected data becomes part of the UI Tax Records (see UI Tax Administration); paper formatted OQATR records are scanned and indexed by the UI Tax Support Services program for easy retrieval.  


The OQATRs are utilized by the taxing entities of a variety of Oregon public agencies, including the OED, the Oregon Department of Revenue, the Department of Consumer and Business Services, the Tri-County Metropolitan Transportation District, and the Lane Transit District.


Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Information and Records Management Records (OAR 166-300-0030)


Information System Planning and Development Records

Microfilm Quality Control Records


Databases


IVR (Interactive Voice Response)


OASIS (OTTER and SETRON Information System)


OATS (Oregon Automated Tax System)

OAWS (Oregon Automated Wage System)

OBIS (Oregon Benefits Insurance System)


TAPS (Tax Audit Program System)


TAX IDMS (Tax Identity Management System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Unemployment Insurance (UI)


Section:
Tax


Program:
Tax Recovery


Program Description


The Unemployment Insurance (UI) Tax Recovery program monitors the tax liability of Oregon employers and encourages compliance with the UI tax laws (ORS 657.504 et seq.; OAR 471 Division 31). Utilizing the Oregon Automated Tax System (OATS), the UI Tax Recovery program maintains employer records in support of the UI Trust Fund, and collects UI taxes from delinquent employers. In pursuit of delinquent accounts, the Tax Recovery program transmits automated billing statements, issues assessments and warrants, garnishes and seizes property, and engages in debt collection through the judicial system. The Tax Recovery program can assess penalties, interest and legal costs, and, in extreme cases, petition the courts to enjoin delinquent business operations. Information gathered in collection actions become part of the UI Tax Records (see UI Tax Administration).

Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Litigation Records


Financial Records (OAR 166-300-0025)


Accounts Receivable Reports


Databases


OATS (Oregon Automated Tax System)

OAWS (Oregon Automated Wage System)

OASIS (OTTER and SETRON Information System)


TAPS (Tax Audit Program System)


TAX IDMS (Tax Identity Management System)


Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Division:
Workforce and Economic Research


Program Description


The Workforce and Economic Research Division coordinates the collection, analysis, and dissemination of labor market information and workforce data. The division conducts surveys of employers to gather data about economic conditions, demographics, and workforce projections.  It coordinates with other public agencies and prepares special labor force materials to support activities of the state and regional Workforce Investment Boards. Reports include labor market statistics, employment hours and earning estimates, prevailing wage information, employment service potential, and unemployment figures. Workforce and Economic Research also develops special studies, databases, and other information needed to promote employer recruitment, retention, and the development of a highly skilled workforce. The Workforce Investment Act of 1998 (P.L. 105–220) formalized the role of the national employment statistics system, required the designation of an Employment Statistics Agency for each state, and identified numerous responsibilities for the respective agencies. The Workforce and Economic Research Division represents Oregon in this national data system (29 U.S.C. 2801 et seq.; 20 CFR 652).

Workforce and Economic Research prepares reports and analysis for the federal-state statistical effort coordinated by the federal Bureau of Labor Statistics; reports include Current Employment Statistics (CES), Quarterly Census of Employment and Wages (QCEW), Local Area Unemployment Statistics (LAUS), Mass Layoff Statistics (MLS), and Occupational Employment Statistics (OES). CES surveys firms and prepares industry employment, hours, and earnings estimates. QCEW provides covered employment and wage data by industry and location. LAUS estimates labor force employment and unemployment, estimates unemployment rates, both raw and seasonally adjusted, and provides a support system for regional economists. MLS collects reports on mass layoff actions that result in workers being separated from their jobs. OES surveys firms, and estimates the number of workers and wages in each occupation by industry. It administers the Occupational Program Planning System (OPPS), which matches annual average employment estimates with staffing patterns to identify developing trends. The division also publishes the annual Construction Industry Occupational Wage Survey Report, which summarizes OED survey data, and is utilized by the Bureau of Labor and Industries (BOLI) in its administration and enforcement of Oregon’s prevailing wage rate law (ORS 279C.800 et seq.). 

Workforce and Economic Research maintains the Shared Information System (SIS) and the Performance Reporting Information System (PRISM), automated systems that integrate information from several agencies about clients, program services, and labor market outcomes (ORS 657.730 - 657.736; OAR 471, Divisions 12 and 15). One of the uses of SIS and PRISM is to determine how the tasks of measuring performance, evaluation of programs, and planning across workforce and education training programs can be executed more effectively. Other state agencies participating in SIS and/or PRISM are the Governor’s Office, Workforce Investment Board, Department of Human Services, Department of Community Colleges and Workforce Development, Economic and Community Development Department, Department of Education, Department of Corrections, Bureau of Labor and Industries, and Oregon University System. 


Workforce and Economic Research maintains a workforce information website, known as the Oregon Labor Market Information System (OLMIS). It also publishes recurring employment publications and one-time special reports summarizing the state’s employment conditions. Recurring divisional publications include: Around the State (weekly), Business Employment Dynamics (quarterly), Employment Projections by Industry and Occupation (bi-annual), Fast Facts (monthly), Labor Force and Unemployment by Area (monthly), Local Labor Trends (monthly), Monthly Employment (monthly), Oregon Careers (annual), Oregon Labor Trends (monthly), Oregon Wage Information (annual), and Oregonians at Work (quarterly). 


Program Records 

042
Construction Industry Occupational Wage Survey Report Records

(a) Retain annual summary reports 25 years, destroy 


(b) Retain all other records 3 years, destroy

043
Current Employment Statistics Records, 1947 – [ongoing], 
    
   
   5 c.f.

(a) Retain annual summary reports permanently, transfer to State Archives after 20 years


(b) Retain all other records 4 years, destroy

044
Employment Projection Records

(a) Retain biennial summary reports 25 years, destroy

(b) Retain all other records 2 years after completion of final report, destroy

045
Job Openings Summary Report Records 

[Series formerly known as Employment Services Automated Reporting System Records]  


(a) Retain final quarterly reports until superseded, destroy


(b) Retain all other records until report supersession, destroy


046
Local Area Unemployment Statistics Records, 1985 – [ongoing], 
   
   5 c.f.


(a) Retain annual summary reports permanently, transfer to State Archives after 10 years


(b) Retain all other records 4 years, destroy


047
Mass Layoff Statistics Records


Retain 3 years, destroy

048
Occupational Employment Statistics Data Records

Retain 4 years, destroy


049
Occupational Employment Statistics Summary Reports, 1974 – 1995,
   
   4 c.f.


Retain permanently, transfer to State Archives after 15 years

050
Occupational Program Planning System Data Records



Retain 4 years, destroy


051
Occupational Program Planning System Summary Reports, 1970 – 1996, 
   4 c.f.


Retain permanently, transfer to State Archives after 15 years


052
Performance Reporting Information System Records

Retain 3 years, destroy


053
Quarterly Census of Employment and Wages, 1946 - [ongoing],  
   
   5 c.f.



[Series known as Covered Employment and Wages Records, 1946 - 2002]


(a) Retain summary reports permanently, transfer to State Archives after 10 years



(b) Retain macro edit and refile forms 3 years, destroy



(c) Retain all other records 2 years, destroy

054
Shared Information System Records [ended 2005]

Retain 2 years after superseded or obsolete, destroy

055
Workforce and Economic Research Recurring Publication Records



(a) Retain completed publications 10 years, destroy



(b) Retain all other records 1 year after completion of final publication, destroy

056
Workforce and Economic Research Special Report Records


(a) Retain final reports 10 years, destroy



(b) Retain all other records 1 year after completion of final report, destroy

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Contracts and Agreements


Correspondence


Publication Preparation Records


Financial Records (166-300-0026)


Budget Preparation Records


Databases


ALMIS (America’s Labor Market Information System)


BUREAU OF LABOR AND INDUSTRIES (BOLI) WAGE SURVEY

CES (Current Employment Statistics)


EMPLOYMENT ESTIMATES AND PROJECTIONS BY INDUSTRY AND OCCUPATION


LAUS (Local Area Unemployment Statistics)


MLS (Mass Layoff Statistics)


OES (Occupational Employment Statistics)


OLMIS (Oregon Labor Market Information System)


OREGON EMPLOYER SURVEYS


PRISM (Performance Reporting Information System)


QCEW (Quarterly Covered Employment and Wages) (aka ES-202)


SIS (Shared Information System)

Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)


Program:
Communications


Program Description


The Communications program is responsible for providing and enhancing internal communications and communication between the OED, other agencies and the general public. The program oversees and coordinates the agency’s marketing efforts to ensure that the content and appearance of OED products accurately reflect the desired image for the agency. The Communications program responds to most public information requests on behalf of the OED.


The OED’s Communications program produces and distributes announcements and reports to the press, the public, and agency staff on subjects such as unemployment insurance rates, economic trends, labor market outlook, and employment statistics. Communications also oversees the OED’s Internet and intranet websites, and provides support for the WorkSource Oregon website. WorkSource Oregon is network of public and private entities working to stimulate job growth by connecting businesses and workers with resources needed to succeed. Through these avenues, the Communications program works to provide timely and accurate information to OED staff and the general public. The agency’s websites are used to post informational material, such as job openings, and to enable clients to transact business with the agency online. OED clients utilize agency websites to file for unemployment insurance benefits, file employer unemployment insurance taxes, and conduct related transactions electronically. All documents mounted on the agency’s websites are duplicates of record material held by other agency programs, and all web-enabled business transactions are recorded in electronic systems.


The Communications program additionally manages the OED’s Limited English Proficiency Program (LEP), which ensures that agency program information is conveyed in a manner that is easily understood by diverse audiences, including persons of limited English proficiency, those who have low literacy skills or are not literate, and individuals with disabilities. The OED Communications program also creates, produces and distributes multi-media programs, such as audio, video and computer animated productions for training and informational purposes.


Program Records


None


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Calendar and Scheduling Records


Correspondence


Press Releases


Public Records Disclosure Request Records


Publication Preparation Records


Databases


EDWEB (OED intranet)


XPEDIO (Intranet Document Management System)

Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)

Program:
Employment Appeals Board (EAB)


Program Description


The Employment Appeals Board (EAB) is a quasi-judicial agency of the OED. The EAB is composed of three governor-appointed board members and supported by a staff of six. The EAB works to ensure correct and consistent interpretation and application of OED policy and state and federal laws at all three levels of the Unemployment Insurance (UI) claim determination process. The EAB issues approximately 3,000 decisions per year. Appeals of EAB decisions are made to the Oregon Court of Appeals (ORS 657.685 - 657.690; OAR 471 Divisions 40 and 41).


When a timely application for review of a hearing decision is filed, the Office of Administrative Hearings (see OAH program) transmits the printed record of its UI hearing to the EAB, and a digital recording of the hearing to a transcription service. When the complete record is ready for review, the assigned EAB panel reviews the record and votes. A draft EAB decision is then prepared for review. After deliberations, the draft decision is finalized and mailed to the parties. The record, along with a printed copy of EAB’s decision, is then transmitted to the OED’s UI Benefits section for imaging. An electronic copy of the Board’s decision is posted to the EAB’s public website, which is maintained by the OED’s Information Technology Services (see ITS program). The EAB also reviews proposed administrative rules (OARs) and legislation, and advises the Director of the OED as needed. NOTE: The EAB’s UI hearing and decision records are maintained by the UI Benefits section (see UI Benefits Administration program).


Program Records


057
Employment Appeals Board (EAB) Reports and Studies, 1959 – [ongoing],    
   1 c.f.



(a) Retain final product permanently, transfer to State Archives after 20 years 


(b) Retain background material 3 years after completion of final product, destroy


State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Administrative Rule Preparation Records


Correspondence


Legislative Tracking Records

Policy and Procedure Guidelines and Manuals


Boards and Commissions General Records Retention Schedule Records


Records include but are not limited to:


Board and Commission Records (OAR 166-350-0010)

Board and Commission Member Records 

Databases


EABCTS (Employment Appeals Board Case Tracking System)

Organizational Placement



                     Schedule Number: 2008-0008


Agency:
Oregon Employment Department (OED)


Program:
Information Technology Services (ITS)


Program Description


Information Technology Services (ITS) is responsible for the development and maintenance of the OED’s technology infrastructure. This includes: mission critical legacy mainframe systems in a COBOL development environment; a complex suite of web services utilizing Internet/intranet environments; mission critical Interactive Voice Response (IVR) systems; imaging systems; telephone services; infrastructure support for approximately 50 central and distributed locations across the state, including personal computers and other devices; and Oracle solutions running on mid-range servers hosted at the State Data Center. ITS provides the OED with appropriate, sustainable, responsive, and adaptable information technology services and solutions; it also conducts agency-wide training in new technologies, analysis, and project management.

ITS supports the Technology Governance Committee, a representative forum of agency leaders charged with understanding the OED’s technology initiatives, perceiving the demands of successful implementation, and advising the Executive Team on the best use of technological resources to support the mission of the agency. The Technology Governance Committee reviews all draft OED information technology policies and recommends changes as necessary.


Program Records


058
Technology Governance Committee Records


(a) Retain meeting agendas, meeting summaries, and committee reports 10 years, destroy


(b) Retain policies and procedures 6 years after superseded, destroy



(c) Retain all other records 6 years, destroy

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)


Correspondence


Policy and Procedure Guidelines and Manuals


Work Orders (e.g. Form 1068)


Information and Records Management Records (OAR 166-300-0030)


Information System Planning and Development Records


User Support Records


Databases


ACTIVE DIRECTORY (OED Directory)


DPTS (Data Processing Tracking System)

HEAT (Help Desk Expert Automation Tool)

ISSUETRACKER (Issue/Bug Tracking System)

NURF (Network User Request Form)


RBOOK (Runbooks)


RDPM (System Requirements Management)

Organizational Placement



                     Schedule Number: 2008-0008

Agency:
Oregon Employment Department (OED)

Program:
Office of Administrative Hearings (OAH)


Program Description


The Office of Administrative Hearings (OAH) is an independent and impartial forum for citizens and businesses to dispute state agency action against them. OAH is a consolidation of hearing units transferred in 2000 from seven different agencies: Adult and Family Services, Construction Contractors Board, Oregon Liquor Control Commission, Water Resources Department, Department of Transportation, Department of Consumer and Business Services; and the hearings unit of the Employment Department itself. As a cost-savings measure, the OAH was placed in the OED rather than making it an independent agency; it was originally instituted as a pilot program called the Hearing Officer Panel (O.L. 1999, Ch. 849); its current name, structure and responsibilities were established four years later (O.L. 2003, Ch. 75).


OAH hears the contested cases of approximately 70 state agencies, boards and commissions, handling more than 90 percent of Oregon’s contested administrative case orders. OAH hearings are conducted by administrative law judges (ALJs). Most OAH decisions are final orders, appealable only to the circuit or Court of Appeals. OAH is the court of first appeal for unemployment insurance (UI) claims denied by the OED; its UI decisions are appealable to the Employment Appeals Board (see EAB program), and incorporated into the UI Compensation Claim Case Files (see UI Benefits section). OAH decisions are based upon the record and testimony; most hearings are conducted by telephone (ORS 183.600 - 183.690). 

The official copy of OAH’s hearing files, including the signed order/decision, are returned to the agency, board or commission upon completion. Its decisions are posted to a public website, which is maintained by Information Technology Services (see ITS program). Its administrative rules are developed by the Attorney General (ORS 183.341; OAR 137-003-0501 to 137-003-0700). OAH is overseen by the OAH Oversight Committee (see Legislative/Rules program).

Program Records


059
Office of Administrative Hearings (OAH) Case Files



Retain until administrative need ends, return to agency, board or commission

State Agency General Records Retention Schedule Records


Records include but are not limited to:


Administrative Records (OAR 166-300-0015)

Calendar and Scheduling Records

Contracts and Agreements

Correspondence

Policy and Procedure Guidelines and Manuals


Financial Records (OAR 166-300-0025)


Accounts Receivable Reports


Payroll Records (OAR 166-300-0035)


Employee Time Records


Databases


ABC (Agencies, Boards and Commissions)


APA-IC (Administrative Procedures Act – Implied Consent)


CCB (Construction Contractors Board)


DMV-CICS (Department of Motor Vehicles – Customer Information Control System)


ETAL (Et Al, and others: OED, Department of Human Services, Water Resources Department)


HRGS (Hearings, Child Support)


HRGT (Hearings, UI Tax)


HGRU (Hearings, UI Benefits)


INS (Insurance Division, Department of Consumer and Business Services)


LCB (Landscape Contractors Board)


LEDS (Law Enforcement Data System)


OLCC (Oregon Liquor Control Commission)


PPDS (Portland Police Data System)


SJ7F (Child Support Case Information; Oregon Department of Justice)


SMU1 (Child Support Case Summary; Oregon Department of Justice)


SUMX (Child Support Case Summary Cross Reference; Oregon Department of Justice)
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Director’s Office 
Program: Director 
 
Program Description 
The Director's Office provides direction to and monitors the programs of the OED. The 
Director’s Office represents the agency, coordinates communications, and works with 
employers, employer groups, the Governor, and the Legislative Assembly. It also works with 
other state agencies, and employment agencies from other states and countries, to tailor agency 
services to the needs of its customers. The Director provides agency guidance by establishing 
policy that delivers services to fulfill the needs of the OED’s customers (ORS 657.608 et seq.).  
 
The Director's Office provides staff support to the Employment Department Advisory Council, 
which assists with OED policy development (see Employment Department Advisory Council 
program). The Director's Office also schedules and staffs meetings, routes correspondence, 
monitors agency management assignments, and prepares speeches and presentations. 
 
Program Records 
001 Director’s Correspondence and Speeches 
 Retain 10 years, destroy 
002 OED Strategic Plan, 1993 - [ongoing]             1 c.f. 
 (a) Retain final plan permanently, transfer to State Archives after 20 years 

(b) Retain draft plans and supporting documents 2 years after superseded, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Lobbyist Records 
Policy Development and Planning Records 
Signature Authorizations 
Staff Meeting Records 
 
Databases 
None 
 

 1



  
OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Director’s Office 
Program: Employment Department Advisory Council 
 
Program Description 
The Employment Department Advisory Council advises the Director in developing and revising 
program policies, and ensuring impartiality and fairness in the implementation of those policies. 
The Advisory Council promotes adequate administrative funding and wide use of agency 
programs; assists the Director in developing strategies for the solution of workforce problems 
within the state; assists the Director in developing a legislative agenda and gaining approval by 
the Legislative Assembly; promotes greater understanding and acceptance of OED programs by 
the public; and promotes cooperation with other state agencies and organizations concerned with 
workforce problems. The Advisory Council is composed of Governor-appointed men and 
women representing employers and employees in equal numbers, and representatives of the 
public. The Director serves as an ex officio member of the Advisory Council (ORS 657.695). 
 
Program Records 
003 Employment Department Advisory Council Records 
 Retain 10 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Legislative Development Advisory Committee Records 
Legislative Tracking Records 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
 
Databases 
None 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Director’s Office 
Program: Internal Auditor 
 
Program Description 
The Internal Auditor assists agency management by providing independent appraisal of internal 
controls safeguarding assets. This includes evaluating the performance, effectiveness, and 
compliance of various activities and sections against prescribed policies. 
  
The OED Internal Auditor assists all levels of management of the department in the effective 
discharge of their responsibilities by providing evaluations of the agency's financial, accounting, 
and operational controls. This includes verifying compliance with statutes, rules, and policies. It 
also involves determining the degree of accomplishment of goals and objectives and effective 
and efficient use of resources. 
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Agency Organizational Records 
Correspondence 
Financial Records (OAR 166-300-0025) 
Audit Reports 
 
Databases 
DATAMART 
PICS (Position Information Control System) 
R*STARS (Relational Statewide Accounting and Reporting System) 
SFMA (Statewide Financial Management Application) 
T234 (Property System) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Director’s Office 
Program: Legislative/Rules 
 
Program Description 
The Legislative/Rules program represents the OED before the Legislative Assembly, the 
Governor, and federal, state and local agencies. In cooperation with the OED Communications 
program, the Legislative/Rules program helps to ensure that the agency “speaks with one voice.”  
 
Prior to each Oregon legislative session, the Legislative/Rules program coordinates the 
development of OED positions on potential legislation. During the legislative session, program 
staff monitor bills relating to employment, unemployment, and child care issues, and work with 
legislators and others to communicate the OED’s positions. After each session, it coordinates the 
development of the agency's implementation of legislation affecting the OED. Between sessions, 
the program works to resolve inquiries from legislators and tracks potential legislation. The 
program also monitors U.S. Congressional legislation potentially impacting agency programs.  
 
The Legislative/Rules program performs administrative rulemaking for the department, including 
the filing of notices, certificates, and statements of need and fiscal impact with the Secretary of 
State's office; schedules and conducts public hearings on agency rule actions; and distributes 
draft and final administrative rules (OARs) within and outside the OED.  
 
The Legislative/Rules program is also the official record copy holder for the Office of 
Administrative Hearings Oversight Committee. The OAH Oversight Committee was created in 
1999 to study the operation of the OAH (see OAH); to make recommendations to the Governor 
and Legislative Assembly regarding its effectiveness, fairness and efficiency; and to conduct 
necessary studies. The nine members of the OAH Oversight Committee are appointed by the 
Governor, Legislative Assembly and Attorney General; the chief administrative law judge of the 
OAH is an ex officio member. The OED staffs the OAH Oversight Committee (ORS 183.690).   
 
Program Records 
004 Office of Administrative Hearings (OAH) Oversight Committee Records 
 Retain 25 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Administrative Rule Preparation Records 
Correspondence 
Legislative Development Advisory Committee Records 
Legislative Tracking Records 
 
Databases 
None 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Business and Employment Services 
Section: Business and Employment Service Operations  
Program: Field Offices 
 
Program Description 
Business and Employment Services maintains field offices throughout the state as OED's 
primary point-of-contact for Oregonians seeking employment information and job placement 
services. Field offices serve as OED's primary point-of-contact for employers seeking qualified 
workers for their businesses, and provide labor market information to job seekers and employers 
(29 U.S.C. 2801 et seq.; 20 CFR 652 et al.; ORS 657.345; OAR 471-010-0070).  
 
Employment services are designed to help businesses find qualified workers, and to help job 
seekers obtain employment and training services to advance their careers. These services are part 
of the Workforce Investment Act (WIA) system created by the federal Workforce Investment 
Act of 1998 (P.L. 105-220), which requires coordination among partner agencies in the delivery 
of local, one-stop employment and job training services. Oregon’s Workforce Partnership 
agencies include the Governor’s Office, Department of Community Colleges and Workforce 
Development, Department of Human Services, Department of Education, OED, and local service 
providers. Field offices also work with the Oregon Workforce Investment Board, local and 
regional workforce boards, local elected officials, and labor and business representatives. 
Program regional managers absorbed the Workforce Partnership Liaison functions in 2009.  
 
Program Records 
005 Job Listing Tracking Records 

(a) Retain job listings 1 year after job filled or canceled, destroy 
(b) Retain all other records 2 years, destroy 

006 Job Service Complaint Records 
Retain 3 years after resolved, destroy 

007 Workforce Investment Act Records 
 Retain 3 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Contracts and Agreements 
Correspondence 
Personnel Records (OAR 166-300-0040) 
Employment Eligibility Verification Forms (I-9) 
Position Description and Reclassification Records 
Recruitment and Selection Records 
 
Databases 
iMS (iMatchSkills) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Business and Employment Services 
Section: Business and Employment Service Programs 
  
Program Description 
The Business and Employment Service Programs section provides technical assistance and 
training services to field offices. In addition, it gathers, analyzes, and reports employment 
services data to the U.S. Department of Labor. This section also develops the methods and 
procedures for employment services administration and recommends policy. The section 
administers federally-funded workforce programs in accordance to provisions in the formula and 
projects grants. It also researches and applies for federal grants. 
 
The Business and Employment Service Programs section also performs program analysis and 
fiscal impact analysis of proposed legislation to evaluate possible affects on employment 
services. Results and products of legislative analysis are provided to the OED’s 
Legislative/Rules and Budget and Performance Program Analysis programs, and others for 
policy development, budget preparation and legislative testimony. 
 
Program Records 
008 Business and Employment Services Analysis (“Whitepaper”) Reports 
 Retain 6 years, destroy 
  
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Legislative Tracking Records 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Publication Preparation Records 
Financial Records (OAR 166-300-0025) 
Grant Records 
 
Databases 
iMS (iMatchSkills) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Business and Employment Services 
Section: Business and Employment Service Programs 
Program:  iMatchSkills 
 
Program Description 
The iMatchSkills program matches qualified job seekers to job listings entered by Oregon 
businesses. In addition to job title and experience information, individual job seeker skills are 
matched against skills sought by employers in their respective job listings. The iMatchSkills 
coordinator provides technical assistance to OED staff, and coordinates the development, update 
and enhancement activities with Information Technology Services staff (see ITS program). The 
iMatchSkills program is an Internet-based Procedural Language/Structured Query Language 
(PL/SQL) system that utilizes an Oracle database, iMatchSkills (iMS). 
 
Program Records 
009 iMatchSkills Program Records 

(a) Retain job seeker and job listing data 3 years, destroy (per 29 CFR 97.42) 
(b) Retain all other records 1 year, destroy 

 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Information and Records Management Records (OAR 166-300-0030) 
Computer System Program Documentation 
Information System Planning and Development Records 
 
Databases 
iMS (iMatchSkills) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                      Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Business and Employment Services 
Section: Business and Employment Service Programs 
Program:  Monitor Advocate 
  
Program Description 
The Monitor Advocate program is responsible for monitoring the OED’s delivery of employment 
services and outreach to migrant and seasonal farm workers (20 CFR 653). Its objective is to 
ensure the equitable treatment of migrant and seasonal farm workers as required by federal law.  
 
The Monitor Advocate conducts field office reviews to examine the number of farm workers 
registered for employment, services and activities provided to advise them of department 
services, and efforts to obtain suitable job listings. The Monitor Advocate prepares reports for 
agency management on the results of field office reviews and what actions could be taken to 
fulfill obligations to this segment of the workforce. Program staff also prepare periodic and 
annual reports about offered agency services to migrant and seasonal farm workers. 
 
The Monitor Advocate receives complaints by migrant and seasonal farm workers regarding 
OED and Oregon employer compliance with job service and employment related laws and 
regulations. Program staff investigate and coordinate resolution of the complaints or refers them 
to appropriate agencies, including the Oregon Bureau of Labor and Industries (BOLI), and the 
Oregon Occupational Safety and Health Administration (Oregon OSHA), a division of the 
Oregon Department of Consumer and Business Services (DCBS) operating under an agreement 
with the federal OSHA. The Monitor Advocate advocates for improved delivery of employment 
services to migrant and seasonal farm workers, and serves as a liaison in person and via 
telephone and correspondence between OED migrant and seasonal farm workers, organizations 
that work with farm workers, and Oregon agricultural employers and employer organizations. 
 
Program Records 
010 Monitor Advocate Data Review and Analysis Records, 1984 – [ongoing],     4 c.f. 

(a) Retain final reports permanently, transfer to State Archives after 20 years  
(b) Retain field staff logs 3 years, destroy 
(c) Retain all other records 10 years, destroy 

 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Litigation Records 
Policy and Procedure Guidelines and Manuals 
Publication Preparation Records 
 
Databases 
iMS (iMatchSkills)
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Business and Employment Services 
Section:  Business and Employment Service Programs 
Program:  Oregon Employer Council (OEC) 
  
Program Description 
The Oregon Employer Council (OEC) is a non-profit, IRC 501(c)(6) public benefit corporation 
operating as a partnership between Oregon employers and the OED. Volunteer employer 
representatives serve as advisors to the OED to help identify and address local employment 
challenges. The OEC is funded with contributions from its 20 local employer councils. 
 
The OEC Coordinator facilitates relations between the OEC and OED through personal 
meetings, telephone calls and correspondence. The Coordinator helps the OEC and its local 
councils in fostering and promoting cooperative relationships between the OED and Oregon 
employers, seeks solutions relating to workforce issues, involves employers in problem solving 
relationships with local and state OED offices, disseminates information statewide, and educates 
members about OED programs and operations. OED program staff provide support to the OEC. 
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Conference, Seminar, and Training Program Records 
Correspondence 
Mailing Lists 
Telecommunications Logs 
 
Databases 
None 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Business and Employment Services 
Section:  Business and Employment Service Programs 
Program:  Special Program Services 
 
Program Description 
While employment services are available to all people, certain services are tailored to meet the 
needs of specific groups with unique barriers to employment. Targeted populations include 
veterans, migrant and seasonal farm workers, and dislocated workers unemployed due to imports 
or as a result of businesses relocating abroad.  
 
Veterans Service programs help train and place military veterans into suitable employment (20 
CFR 1001). The Foreign Labor Certification program helps employers looking to hire aliens; it 
determines if qualified resident labor is available or if wages and working conditions of resident 
labor would be adversely affected by the hiring of an alien worker (20 CFR 655, 656). The Work 
Opportunity Tax Credit (WOTC) program provides tax credits to employers who hire 
disadvantaged job seekers; it was created by the Small Business Job Protection Act of 1996 (P.L. 
104-188), and extended by the Small Business and Work Opportunity Act of 2007 through 
August 31, 2011 (P.L. 110-28). The JOBS Plus program provides on-the-job training, education 
and employment in lieu of direct public assistance payments (ORS 411.877 to 411.896; ORS 
657.925; OAR 471-020-0030). The OED’s joint administration of the JOBS Plus program with 
Oregon Department of Human Services (DHS) ended in 2005; it is now administered by DHS. 
 
Special Program Services also administers federal grant funds allocated through the Trade Act of 
1974 (Trade Act; P.L. 93-618), the North American Free Trade Agreement (NAFTA; P.L. 103-
182), the Trade Adjustment Assistance Reform Act of 2002 (TAA Reform Act; P.L. 107–210), 
and the Trade and Globalization Adjustment Assistance Act of 2009 (TGAAA). The Trade Act 
established the Trade Adjustment Assistance (TAA) program to assist workers displaced or 
experiencing reduced hours or wages as a result of increased imports or shifts in production to 
foreign countries. Through the TAA, Trade Readjustment Allowances (TRA) are available to 
provide income support to individuals during participation in full time training; Alternative 
Trade Adjustment Assistance (ATAA) is available for older workers, for whom retraining may 
not be appropriate, providing reemployment at a lower wage and a wage subsidy (20 CFR 617). 
NAFTA provided Transitional Adjustment Assistance (NTAA) for those affected by competition 
from increased imports or a shift in production to Canada or Mexico. The TAA Reform Act 
eliminated NTAA (consolidating it with TAA) and provided new services to workers affected by 
increased imports or shifts in production outside the U.S. (20 CFR 618). The TGAAA, part of 
the American Recovery and Reinvestment Act of 2009 (P.L. No. 111-5), added eligibility for 
adversely affected workers, including service sector and public employment. 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Program Records 
011 Agriculture / Migrant Seasonal Farm Worker Case Files 
 Retain 3 years, destroy 
012 Foreign Labor Certification Case Files 
 Retain 3 years, destroy 
013 JOBS Plus Case Files 
 Retain 5 years after the end of wage-subsidized employment, destroy 
014 NAFTA Transitional Adjustment Assistance (NTAA) Case Files 
 Retain 3 years, destroy 
015 Special Programs Performance Records 
 Retain 5 years after superseded or obsolete, destroy 
016 Trade Adjustment Assistance (TAA), Alternative Trade Adjustment Assistance  

(ATAA), and Trade Readjustment Allowance (TRA) Case Files 
Retain 3 years, destroy 

017 Veterans Service Programs Applicant Case Files 
Retain 3 years, destroy 

018 Work Opportunity Tax Credit (WOTC) Case Files 
Retain 4 years after the determination of certification, destroy 

 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Conference, Seminar, and Training Program Records 
Correspondence 
Litigation Records 
Policy and Procedure Guidelines and Manuals 
Financial Records (OAR 166-300-0025) 
Grant Records 
 
Databases 
FOREIGN LABOR CERTIFICATION 
iMS (iMatchSkills) 
TAA/ATAA (Trade Adjustment Assistance/Alternative Trade Adjustment Assistance) 
TRA (Trade Readjustment Allowances)
WOTC (WORK OPPORTUNITY TAX CREDIT) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Child Care 
Program: Oregon Commission for Child Care 
 
Program Description 
The Oregon Commission for Child Care advises the Governor and Legislative Assembly on the 
issues, problems and solutions relating to the availability of safe, quality, accessible and 
affordable child care in Oregon. The Commission for Child Care reports biennially to the 
Governor and Legislative Assembly on the critical concerns and issues impacting Oregon’s child 
care system, and identifies the programs, projects and activities the Commission will undertake 
regarding those issues. The Commission has 18 members, including three nonvoting 
representatives of the Legislative Assembly; one of the serving legislators is appointed by the 
President of the Senate, and two are appointed by the Speaker of the House of Representatives. 
The 15 voting members of the Commission serve as volunteers; they comprise child care 
providers and consumers, medical and legal professionals, and representatives of business, labor, 
government, and the public at large. Appointed members of the Commission serve three-year 
terms; legislators serve two-year terms; and the Governor designates the Commission’s 
chairperson, who serves a term of one year (ORS 657A.600 - 657A.640; OAR 414 Division 1). 
 
Program Records 
019 Oregon Commission for Child Care Formation and Organizational Records, 

1985 – [ongoing],                 1 c.f. 
 (a) Retain bylaws, member lists and mission statements permanently, transfer to State  

      Archives after 20 years 
(b) Retain all other records 2 years after superseded or obsolete, destroy 

020 Oregon Commission for Child Care Meeting Records, 1985 – [ongoing],      2 c.f.
 (a) Retain meeting minutes, agendas and exhibits permanently, transfer to State Archives  

      after 20 years 
 (b) Retain tape recordings 1 year after summarized, destroy or recycle tapes 
 (c) Retain all other records 5 years, destroy 
021 Oregon Commission for Child Care Reports and Studies, 1985 – [ongoing],        3 c.f. 

(a) Retain final reports and studies permanently, transfer to State Archives after 20 years 
(b) Retain working papers, background documentation and draft material 3 years after  
      completion of final document, destroy 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
State Board and Commission General Records Retention Schedule Records  
Records include but are not limited to: 
Board and Commission Records (OAR 166-350-0010) 
Oregon Commission for Child Care Member Personnel Records 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Legislative Development Advisory Committee Records 
Financial Records (OAR 166-300-0025) 
Grant Records 
 
Databases 
None 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Child Care 
Program: Licensing 
 
Program Description  
The Child Care Licensing program regulates child care facilities. The program licenses three 
types of child care facilities: child care centers, family child care homes, and registered family 
child care homes. Certified child care centers are licensed to care for 13 or more children, or 12 
or fewer children in a building constructed as other than a single-family dwelling. Certified 
family child care homes are licensed to care for up 16 children, including the provider’s own 
children, usually in a provider’s residence. Registered family child care homes are licensed to 
care for up to 10 children, including the provider’s children, in the provider’s residence (ORS 
657A.280; ORS 657A.330; OAR 414 Divisions 200, 305 and 350). 
 
Individuals working in Oregon child care facilities are required to maintain enrollment in the 
Child Care Division Central Background Registry. Enrollment requires clearance of a criminal 
and child protective service background check, and can be suspended or revoked for failure to 
comply with statutory or administrative requirements (ORS 657A.030; OAR 414 Division 61) 
 
The Licensing program may deny an application for facility license or Registry enrollment if the 
facility or individual fails to meet the requirements. The Licensing program will suspend a 
facility license or Registry enrollment when child welfare is at risk. The Licensing program may 
revoke facility licenses for an ongoing failure to meet requirements. All denial, suspension, civil 
penalty and revocation decisions are subject to contested case hearing rights. Contested case 
hearings are conducted by the Office of Administrative Hearings (OAH; see OAH program). 
 
The Child Care Division Licensing program also provides Oregon child care providers with 
information and technical assistance by telephone and correspondence. The Licensing program 
collaborates with other agencies, and refers providers to resource and referral agencies and 
United State Department of Agriculture (USDA) food assistance programs.  
 
Program Records 
022 Child Care Facility Files 
 (a) Retain records involving a circuit court injunction, valid complaint findings, civil  

     penalty, suspension, denial and revocation for cause 15 years, destroy 
(b) Retain records involving voluntary closure or voluntary withdrawal (done in lieu of  
     legal action for cause by the Child Care Division) 15 years, destroy 

 (c) Retain records involving an agency closure 5 years, destroy 
 (d) Retain records containing an invalid or unsubstantiated complaint 2 years, destroy 
 (e) Retain records involving denial or revocation for failure to submit information 2  

     years, destroy 
(f) Retain records involving a voluntary closure or voluntary withdrawal and expired  
     application 2 years, destroy 
(g) Retain records involving an unable-to-contact or change of address 2 years, destroy 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
023 Individual Central Background Registry Records 
 (a) Retain records involving a suspension 10 years, destroy 
 (b) Retain records involving a removal for cause 10 years, destroy 
 (c) Retain records involving an application denied for cause 10 years, destroy 

(d) Retain records involving voluntary closure or voluntary withdrawal (done in lieu of  
      legal action for cause by the Child Care Division) 10 years, destroy 
(e) Retain records involving a denied or removed-for-failure-to-submit 2 years, destroy 
(f) Retain records involving a voluntary disclosure, voluntary withdrawal, and expired 2  
     years, destroy 

 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Personnel Records (OAR 166-300-0040) 
Recruitment and Selection Records 
 
Databases 
CCRIS (Child Care Regulatory Information System) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                      Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Child Care 
Program: Program Development 
 
Program Description
Child Care Division Program Development develops and administers client service contracts 
with providers of child care and related services to low-income working families and high-risk 
parents and children. Providers include private firms, government agencies, private not-for-profit 
entities, and others. The contracts are funded by the federal Child Care and Development Fund 
(CCDF), state General Funds, tax credit contributions, and revenue from licensing fees and fines. 
 
The CCDF is funded and authorized by the Child Care and Development Block Grant Act 
(CCDBG) (P.L. 101-508; 42 U.S.C. 9858; 45 CFR 98 and 99); and Section 418 of the Social 
Security Act (Aug. 14, 1935, Ch. 531, 49 Stat. 620; 42 U.S.C. 618). Oregon’s child care tax 
credits are authorized and regulated by ORS 657A.700 to 657A.718, and OAR 414 Division 150; 
and its child care certification by ORS 657A.250 to 657A.460, and OAR 414 Division 300.  
 
Child Care Division Program Development performs outreach services and provides information 
and technical assistance to parents, service providers and stakeholders on child care program 
services. It works with governmental, tribal, private, and not-for-profit agencies to develop the 
federally required CCDF Plan for the State of Oregon. The CCDF Plan describes the services to 
be delivered by state agencies, public/private partnerships, and other contracted entities. It also 
describes how subsidy dollars will be allocated, and the types of child care quality programs to 
be delivered by the state. The CCDF Plan is submitted biennially to the U.S. Department of 
Health and Human Services, Administration for Children and Families (45 CFR 98.13). 
 
Child Care Division Program Development supports the work of the Childhood Care and 
Education Coordinating Council (CCECC), an open ad hoc committee that advises the division 
in developing the CCDF Plan. The CCECC is chaired by the administrator of the Child Care 
Division, with voting members comprising representative partner agencies, organizations, 
consumers and constituencies. The CCECC meets six times per year and at the call of the Chair. 
 
Program Development works with Accounting Services (in the Financial Services Division) to 
process payments to providers, resource and referral child care agencies, and local programs for 
child care quality improvement; it also tracks and reports expenditures from the CCDF to the 
federal government. The program lays out funding data, contracting requirements, payment rates, 
eligibility standards, and related information. It also prepares the division’s biennial state budget. 
 
Program Records 
024 Child Care and Development Fund (CCDF) Plans, 1997 – [ongoing]         1 c.f. 

(a) Retain final biennial plan permanently, transfer to State Archives after 20 years  
(b) Retain all other records 3 years after close of plan period (per 45 CFR 98.90(e)  
      and 45 CFR 98.65), destroy 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
025 Childhood Care and Education Coordinating Council (CCECC) Records, 

2001 – [ongoing]           .5 c.f. 
(a) Retain CCECC meeting summaries permanently, transfer to State Archives after 20 
     years 
(b) Retain all other CCECC and subcommittee records 5 years, destroy 

 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Conference, Seminar, and Training Program Records 
Contracts and Agreements 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Publication Preparation Records 
Financial Records (OAR 166-300-0025) 
Budget Preparation Records 
Grant Records 
 
Databases 
ACF-801 (Federal reporting of case-level CCDF data) 
CAUTIONS AND CONCERNS 
CCD (Common Core of Data; monthly federal reporting of CCDF data) 
CONTRACTS AND INVOICES 
HEAD START (monthly federal reporting) 
OCDC (Oregon Child Development Coalition; migrant/seasonal Head Start federal reporting) 
SCF (Services to Children and Families; monthly federal reporting) 
 

 17



  
OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Financial Services 
Program: Administration 
 
Program Description 
The Financial Services Division is the OED’s primary provider of financial support services, 
overseeing Budget, Facilities, Accounting, and Procurement Services. The Financial Services 
Division includes the agency’s budget, accounting, facilities, procurement and contracting 
functions. Under the direction of the Chief Financial Officer (CFO), the division is responsible 
for providing leadership in the development and execution of the OED’s biennial budget, 
actuarial services, federal financial reporting, cash management, management of the facilities, 
and the development and execution of legal contracts. The CFO additionally advises the Director 
of OED and executive team regarding the agency’s financial position, strategies, and policies.  
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Business Plan Records 
Calendar and Scheduling Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Financial Records (OAR 166-300-0025) 
Budget Preparation Records 
Expenditure and Revenue Reports 
 
Databases 
DATAMART 
PICS (Position Information Control System) 
R*STARS (Relational Statewide Accounting and Reporting System) 
SFMA (Statewide Financial Management Application) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Financial Services 
Program: Accounting Services 
 
Program Description 
The Accounting Services program performs, or arranges and monitors, services such as 
accounting, purchasing, building and equipment maintenance and security, vehicle support, 
agency leases and janitorial contracts, and mail services. In addition, the Accounting Services 
program serves as the central point of contact and information for department field offices.  
 
Accounting Services accounts and reports expenditures for federally-funded employment 
programs, including employment-related capital expenditures under the Reed Act (part of the 
Employment Security Administrative Financing Act; Aug. 5, 1954, Ch. 657, 68 Stat. 668); and 
training for workers displaced by foreign trade, pursuant to the Trade Act of 1974 (Trade Act) 
(P.L. 93-618), the North American Free Trade Agreement (NAFTA) (P.L. 103-182), and the 
Trade Adjustment Assistance Reform Act of 2002 (P.L. 107–210). Accounting Services also 
accounts and reports expenditures regarding funds to operate state employment offices, pursuant 
to the Wagner-Peyser Act (June 6, 1933, Ch. 49, §1, 48 Stat. 113); and unemployed worker 
benefits funded by unemployment taxes on employers via the Federal Unemployment Trust Fund 
(created by Social Security Act, Aug. 14, 1935, Ch. 531, 49 Stat. 620). Accounting Services 
additionally monitors expenditures from other sources, including general funds and trust 
accounts. The Oregon State Treasury manages all trust fund accounts, including investments.  
 
Program Records 
026 Reed Act Capital Expenditure Records 

Retain 4 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Contracts and Agreements 
Correspondence 
Facilities and Property Records (OAR 166-300-020) 
Building Records 
Financial Records (OAR 166-300-0025) 
Grant Records 
Purchasing Records 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Databases 
DATAMART 
EPOS (Electronic Purchase Order System) 
OSPA (Oregon State Payroll Application) 
PICS (Position Information Control System) 
R*Stars (Relational Statewide Accounting and Reporting System) 
SFMA (Statewide Financial Management Application) 
TAA/ATAA (Trade Adjustment Assistance/Alternative Trade Adjustment Assistance) 
T234 (Property System) 
VIPS (Vendor Information Program System) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Financial Services 
Program: Budget and Program Analysis 
 
Program Description 
The OED’s Budget and Program Analysis program prepares the agency budget and prepares and 
evaluates the agency’s performance measures. The program coordinates budget preparation for 
the agency and coordinates submission of the budget to the Department of Administrative 
Services and the Legislative Assembly.  
 
Performance measures are developed as a part of budget preparation. Their primary use is to 
document services provided to the state's employees and employers. The program performs 
customer surveys to gather and analyze data about services provided to workers and employers. 
Program data is gathered, analyzed, and disseminated to agency management.  
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Business Plan Records 
Financial Records (OAR 166-300-0025) 
Budget Preparation Records 
Emergency Board Request Records 
Legislatively Adopted Budgets 
Personnel Records (OAR 166-300-0040) 
Work Schedules and Assignment Records 
 
Databases 
DATAMART 
PICS (Position Information Control System) 
R*STARS (Relational Statewide Accounting and Reporting System) 
SFMA (Statewide Financial Management Application) 
 

 21



  
OREGON STATE ARCHIVES 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Financial Services 
Program: Contract Management 
 
Program Description 
The Contract Management program helps agency staff solicit and select contractors, including 
personal service contractors. It helps staff prepare, negotiate, and administer contracts and 
intergovernmental agreements. Agency program staff administer contracts while Contract 
Management tracks contracts for technical, renewal, modification, and termination aspects. The 
Contract Management program also coordinates the application, administration, disbursement, 
sub-granting, reporting, and close-out of agency grants. The OED Child Care Division delegates 
its client service contract management responsibilities independently. The OED Accounting 
Services program administers disbursement and payment activities to payees and grantees.  
 
Program Records 
027 Contract 2 Management Statistical Reports 

Retain 10 years after contract termination, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Contracts and Agreements 
Correspondence 
Financial Records (OAR 166-300-0025) 
Competitive Bid Records 
Grant Records 
Purchasing Records 
Vendor Reports 
 
Databases 
CONTRACT2 
VIPS (Vendor Information Program System) 
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Financial Services 
Program: Facilities and Support Services 
 
Program Description 
Facilities and Support Services program is composed of the Facilities and Support Services units. 
 
The Facilities unit manages OED planning, construction and renovation requests for capital 
improvement projects in owned and leased buildings. The unit also maintains building systems, 
including electrical, plumbing, heating, ventilation and air conditioning (HVAC); maintains 
building structures in accordance with applicable building codes; and administers agency lease 
records. The Support Services unit provides central records management support for the agency, 
as well as lobby reception services, security, vehicle support and mail services. 
 
Program Records 
028 Security Surveillance Videotapes 

Retain 1 week, reuse tapes 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Security Records 
Facilities and Property Records (OAR 166-300-020) 
Building Records 
Financial Records (OAR 166-300-0025) 
Purchasing Records 
Information and Records Management Records (OAR 166-300-0030) 
Records Management Records 
 
Databases 
None 
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Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Human Resource Services 
Program: Human Resources 
 
Program Description 
Human Resources provides all personnel, payroll, and training-related services to the agency. It 
recruits new employees, presents new employee orientations, and processes personnel 
transactions. It provides advice and assistance to agency management and staff about personnel 
functions and issues. The program also develops plans for OED staffing and maintains all 
official employee personnel records.  
 
Human Resources performs agency payroll functions such as processing pay and benefit related 
personnel transactions; updating and maintaining employee payroll files; and providing technical 
assistance to staff concerning timesheet preparation, payroll rules and procedures, and deduction 
information in compliance with appropriate laws, rules, procedures and labor union agreements. 
Human Resources also coordinates federal Family and Medical Leave Act (FMLA) and Oregon 
Family Leave Act (OFLA) administration on behalf of eligible employees (29 U.S.C. 2601 et 
seq.; 29 CFR 825; ORS 659A.150 to 659A.186; OAR 839 Division 9). 
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Payroll Records (OAR 166-300-0035) 
Family Medical Leave Records 
Personnel Records (OAR 166-300-0040) 
Employee Personnel Records 
 
Databases 
OSPA (Oregon State Payroll Application) 
PICS (Position Information Control System) 
PPDB (Position and Personnel Database) 
TIME 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Human Resource Services 
Program: Safety and Risk Management 
 
Program Description 
The Safety and Risk Management program coordinates the agency's Safety and Wellness 
Committee and related activities. It also processes injury, auto, property, liability, and tort claims 
in coordination with the Department of Administrative Services (DAS) Risk Management 
Division (RMD).  
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Risk Management Records (OAR 166-300-0045) 
Incident Reports 
Safety Compliance and Inspection Records 
Safety Program Records 
 
Databases 
ERGO ASSESSMENT 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Human Resource Services 
Program: Training and Development 
 
Program Description 
The Training and Development program provides training systems for the agency. It performs 
organizational developmental services such as team building, management and employee 
consultations, and related activities to improve the performance and effectiveness of individuals 
and groups. Training and Development helps OED management identify issues that require new 
or revised agency-wide approaches, such as educational programs and realignment of resources. 
It consults with work groups and managers to identify opportunities and implement strategies for 
improved organizational effectiveness. It also recommends strategies for organizational 
improvement to agency management.  
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Personnel Records (OAR 166-300-0040) 
Employee Training Records 
 
Databases 
ILEARN
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Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                       Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Benefits 
Program: Administration 
 
Program Description 
The OED’s Unemployment Insurance (UI) Benefits section provides qualified out of work 
Oregonians with UI benefits through its three UI field centers in Portland, Eugene and Bend. 
Benefits Administration oversees the OED programs that determine eligibility for UI benefits, 
images documents relating to UI Compensation Claim Case Files, collects UI overpayments, and 
performs related functions. Denied UI benefit claims are appealable to the Office of 
Administrative Hearings (see OAH program); OAH UI benefit decisions are appealable to the 
Employment Appeals Board (see EAB program). The State of Oregon’s UI claims and benefits 
are authorized and regulated by ORS 657.144 to 657.334, and OAR 471 Division 30. 
 
OED field offices process initial UI claim applications, determine claim validity, make 
determinations about eligibility issues (adjudication), and enter claim information into the 
Oregon Benefits Insurance System (OBIS). The UI Benefits Administration program maintains 
the agency’s UI Compensation Claim Case Files to provide centralized documentation of claims 
filed and benefits received. UI Compensation Claim Case Files are created in the field centers 
when claimants file for UI benefits. The Benefits Administration program additionally maintains 
the official record copy of the hearing and decision records of the Employment Appeals Board 
(see EAB program). UI Benefits Administration staff also field comments and complaints 
regarding OED services and the denial of UI benefits, and issue timely responses with input from 
the OED Director’s Office. OED UI Benefits Administration staff are occasionally required to 
appear in court to present information or defend agency decisions regarding UI benefits.  
 
Program Records 
029 Complaint Records 
 Retain 4 years after resolution, destroy 
030 Employment Appeals Board (EAB) Hearing Records 
 (a) Retain hearing decisions 20 years, destroy 
 (b) Retain other records 5 years after date of hearing decision, destroy 
031 Unemployment Insurance (UI) Compensation Claim Case Files 
 Retain 5 years after benefit year or extension period, destroy 
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State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Litigation Records 
Policy and Procedure Guidelines and Manuals 
Facilities/Property Records (166-300-0020) 
Asset Inventory Reports 
Financial Records (OAR 166-300-0025) 
Accounts Receivable Reports 
 
Databases 
OBIS (Oregon Benefits Insurance System) 
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Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Benefits 
Program: Adjustment / Training Programs 
 
Program Description 
Adjustment / Training Programs reviews UI claims to identify eligibility for state and federally 
funded unemployment training and assistance programs, and determines eligibility for assistance 
due to joblessness arising from labor disputes. Adjustment / Training Programs provides worker 
assistance as underwritten by federal legislation, including the Trade Act of 1974 (Trade Act) 
(P.L. 93-618), the North American Free Trade Agreement (NAFTA) (P.L. 103-182), and 
the Trade Adjustment Assistance Reform Act of 2002 (TAA Reform Act) (P.L. 107–210). 
 
The Trade Act established the Trade Adjustment Assistance (TAA) program to assist workers 
who lose their jobs or whose hours of work and wages are reduced as a result of increased 
imports or shifts in production to foreign countries. Through the TAA, Trade Readjustment 
Allowances (TRA) are available to provide income support to individuals during participation in 
full time training; Alternative Trade Adjustment Assistance (ATAA) is available for older 
workers, for whom retraining may not be appropriate, and provides reemployment at a lower 
wage and a wage subsidy (20 CFR 617). NAFTA provided NAFTA Transitional Adjustment 
Assistance (NTAA) for those affected by competition from increased imports or a shift in 
production to Canada or Mexico. The TAA Reform Act eliminated NTAA (consolidating it with 
TAA), and provided new benefits to workers affected by increased imports or shifts in 
production outside the United States (20 CFR 618).  
 
The OED’s Adjustment / Training Programs processes TRA and ATAA claims; prepares 
potential benefit reports and suitable wage worksheets before claimants begin training; makes 
initial determinations on Requests for Training; revokes training waivers; makes decisions on 
termination of training plans; and processes weekly certifications. Adjustment / Training 
Programs also processes and evaluates Training Unemployment Insurance (TUI) and 
Supplemental Unemployment (SUD) claims. TUI benefits enable eligible dislocated workers to 
attend school and receive UI benefits at the same time so that they can continue to care for their 
families and obtain employment; SUD benefits are available to dislocated workers during 
particular periods of hardship upon exhaustion of regular UI benefits (ORS 657.340).  
 
The OED’s Adjustment / Training Programs additionally administers Self Employment 
Assistance (SEA), explaining the program and eligibility requirements, initiating SEA 
application packets, determining dislocated worker status through worker profiling, evaluating 
applications, and processing weekly claim forms (ORS 657.158; OAR 471-020-0025). 
 
Program Records 
032 Unemployment Programs and Services Records 
 Retain 4 years after benefit year or extension period, destroy 
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State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Litigation Records 
Policy and Procedure Guidelines and Manuals 
 
Databases 
DUA (Disaster UI Assistance, federal Department of Labor) 
OBIS (Oregon Benefits Insurance System) 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Benefits 
Program: Benefit Payment Control 
 
Program Description 
The Benefit Payment Control program detects and deters fraud, waste and abuse in Oregon’s 
Unemployment Insurance (UI) system through the use audits, investigations, overpayment set-
ups, and collections. These coordinated efforts maintain the integrity of the UI program, 
protecting the UI Trust Fund for employers and claimants alike. OED staff refers potentially 
fraudulent activity to the Benefit Payment Control program; cross matches of wages reported 
quarterly by employers and benefits paid reveal possibly improper payments. Claimants found to 
have willfully misrepresented information to obtain UI benefits are subject to overpayment 
collection with interest, a monetary penalty, and disqualification for up to 52 weeks of future 
benefits. The penalties and interest collected are deposited in the OED Special Fraud Control 
Fund, and are used to supplement the federal administrative grant for the UI program. Interest on 
overpayments is assessed at one percent per month; fraudulent overpayments are subject to a 
monetary penalty of 15 percent of the total (ORS 657.310; OAR 471-030-0052). Benefit 
Payment Control staff assist individuals to identify repayment options, including the capture of 
newly payable benefits, Oregon Department of Revenue tax refunds, and credit card payments. 
Oregon’s UI claims and benefits are regulated by ORS 657 and OAR 471 Division 30. 
 
Program Records 
033 Misrepresentation Disqualification, Fraud and Theft Case Files 

Retain 10 years after satisfaction of restitution, destroy 
034 Overpayment Waiver Case Files 
 Retain 4 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Litigation Records 
Policy and Procedure Guidelines and Manuals 
Financial Records (OAR 166-300-0025) 
Accounts Receivable Reports 
 
Databases 
OBIS (Oregon Benefits Insurance System) 
OFAS (Oregon Fraud Audit System) 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Benefits 
Program: Record and Redetermination 
 
Program Description 
The Record and Redetermination program re-evaluates UI claims and benefits to add or delete 
wages, including wages for military claims, federal employee claims, and wages transferred in or 
out of Oregon for Combined Wage Claims. The program issues adjustment checks for claims 
that have been redetermined for a higher benefit amount. The program also processes and 
investigates requests to replace lost, stolen or forged benefit checks and reissues checks as 
appropriate. The program images claim documents into the agency IMAGING system, and 
creates and maintains indexes to those documents. The program also images the postal mail for 
the three UI centers, in Portland, Eugene and Bend, and transmits the documents electronically. 
Most Record and Redetermination program activities are documented in the UI Compensation 
Claim Case Files. (See also UI Benefits Administration program).  
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Mailing Lists 
Postal Records 
Financial Records (OAR 166-300-0025) 
Checks 
Information and Records Management Records (166-300-0030) 
Information System Planning and Development Records 
 
Databases 
OBIS (Oregon Benefits Insurance System) 
IMAGING 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Program and Methods 
 
Program Description 
The Unemployment Insurance (UI) Program and Methods section ensures OED compliance with 
United States Department of Labor (DOL) standards and methods, and maintains the OED’s 
state agency website. The program gathers and analyzes UI program workload data and forecasts 
workload development, analyzes UI benefit program procedures, and produces routine and ad 
hoc documentary reports. 
 
The UI Programs and Methods section performs UI program analysis and fiscal impact analysis 
of proposed legislation to evaluate possible effects on agency programs and operations. The 
program’s legislative analysis is provided to the OED’s Legislative/Rules program, the Budget 
and Performance Program Analysis program, and other agency personnel for budget preparation 
and legislative testimony. The UI Program and Methods program also reviews samples of OED 
UI claims and benefits, to verify accuracy through each stage of the agency’s processing, and 
produces Benefits Accuracy Measurement (BAM) records. 
  
Program Records 
035 Benefits Accuracy Measurement (BAM) records 

Retain 3 years after completion of review, destroy 
036 Unemployment Insurance Claim and Benefit Reports, 1947 – [ongoing],   20 c.f. 
 [Series formerly known as Unemployment Insurance Program Analysis Reports] 

(a) Retain annual summary reports permanently, transfer to State Archives after 20 years 
(b) Retain monthly and weekly reports 20 years, destroy 
(c) Retain all other records 1 year, destroy  

 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Legislative Tracking Records 
Policy Development and Planning Records 
Policy and Procedure Guidelines and Manuals 
Publication Preparation Records 
 
Databases 
IVR (Interactive Voice Response) 
OBIS (Oregon Benefits Insurance System) 
IMAGING 
SUN SYSTEM (U.S. DOL State Unemployment Insurance Data Base (UIDB) System) 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Tax 
Program: Administration 
 
Program Description 
The Unemployment Insurance (UI) Tax section registers employers, determines tax rates, 
assesses and collects taxes, maintains account resolution, captures report data, scans and indexes 
program records, participates in the hearings process, and audits employers to ensure compliance 
with Oregon UI tax laws (ORS 657.504 et seq.; OAR 471, Division 31).  
 
Oregon’s UI taxes are collected from employers to provide workers with UI benefits should they 
become unemployed through no fault of their own. The UI Tax Administration program creates 
tax records and tracks employer compliance via the Oregon Automated Tax System (OATS). 
 
The “core set” of  UI tax records are: Notice of Determination (NOD), Hearing Decision (HEAR 
DEC), Recording Information (RECORDING), Combined Employer’s Registration (REG), 
Supplemental Registration (REG MISC), Change in Status (STATUS CHG), Subjectivity Issue 
(SUBJECT), Distraint Warrant (WARRANT), and Warrant Release (WARRNT REL). 
 
Program Records 
037 Oregon Quarterly (OQ), Oregon Annual (OA), Schedule B, and Form 132 Reports 
 Retain 6 years, destroy 
038 Unemployment Insurance Tax Records 

(a) Retain Notice of Determination, Hearing Decision, Recording Information, Combined  
      Employer’s Registration, Supplemental Registration, Change in Status, Subjectivity  
      Issue, Distraint Warrant, and Warrant Release 6 years after account closed, destroy 
(b) Retain all other records 6 years, destroy 
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 Edition: November 2009     Expires: November 2014 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Personnel Records (OAR 166-300-0040) 
Recruitment and Selection Records 
 
Databases 
OASIS (OTTER and SETRON Information System) 
OATS (Oregon Automated Tax System) 
OAWS (Oregon Automated Wage System) 
OBIS (Oregon Benefits Insurance System) 
TAPS (Tax Audit Program System) 
TAX IDMS (Tax Identity Management System) 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Tax 
Program: Accounting 
 
Program Description 
The Unemployment Insurance (UI) Tax Accounting program adjusts employer-submitted 
changes to reports, and transfers funds to other accounts, reporting quarters, funding sources and 
agencies. The UI Tax Accounting program resolves accounting issues with employers, issues 
refunds, and processes penalty abatement requests. 
 
Program Records 
039 Abatement Request Records 
 Retain 6 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Financial Records (OAR 166-300-0025) 
Account Reconciliation Records 
Accounts Receivable Reports 
 
Databases 
OASIS (OTTER and SETRON Information System) 
OATS (Oregon Automated Tax System) 
OAWS (Oregon Automated Wage System) 
TAPS (Tax Audit Program System) 
TAX IDMS (Tax Identity Management System) 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Tax 
Program: Field Operations 
 
Program Description 
The Unemployment Insurance (UI) Tax Field Operations program audits Oregon employers to 
determine compliance with the UI tax laws (ORS 657.504 et seq.; OAR 471, Division 31). 
 
Program Records 
040 Employer Audit Records  

Retain 3 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Financial Records (OAR 166-300-0025) 
Accounts Receivable Reports 
 
Databases 
OATS (Oregon Automated Tax System) 
OAWS (Oregon Automated Wage System) 
OBIS (Oregon Benefits Insurance System) 
OASIS (OTTER and SETRON Information System) 
TAPS (Tax Audit Program System) 
TAX IDMS (Tax Identity Management System)
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OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Tax 
Program: Special Projects 
 
Program Description 
The Unemployment Insurance (UI) Tax Special Projects program prepares information for 
contested case hearings. Special Projects tracks developments in the employment and 
unemployment fields around the country, analyzes the information, and presents data to OED 
management for use in developing policy. The program prepares legislative concepts and 
develops implementation plans for new laws, processes and procedures. 
 
The Special Projects program conducts Tax Performance System (TPS) reviews and reporting in 
conjunction with the U.S. Department of Labor. TPS is designed to measure the quality of state 
UI tax operations, assist states in improving tax systems, and facilitate federal oversight and 
technical assistance (20 CFR 602). The program also develops and delivers training programs to 
section staff and Oregon employers; provides technical assistance to OED staff; conducts quality 
control and special projects and studies; designs UI tax system improvements; designs UI tax 
forms; and prepares and maintains UI Tax section procedural manuals. 
 
Program Records 
041  Tax Performance System (TPS) Annual Reports 
 (a)  Retain final reports 10 years, destroy 
 (b)  Retain all other records 6 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Legislative Tracking Records 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Conference, Seminar, and Training Program Records 
Information and Record Management Records (OAR 166-300-0030) 
Forms Development Records 
 
Databases 
ED UNIVERSITY (Employment Department, internal training) 
OASIS (OTTER and SETRON Information System) 
OATS (Oregon Automated Tax System) 
OAWS (Oregon Automated Wage System) 
OBIS (Oregon Benefits Insurance System) 
TAPS (Tax Audit Program System) 
TAX IDMS (Tax Identity Management System)

 38



  
OREGON STATE ARCHIVES 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Tax 
Program: Status 
 
Program Description 
The Unemployment Insurance (UI) Tax Status program registers employers, establishes UI 
coverage financial responsibilities, and determines tax liability and status.  The UI Tax Status 
program processes Combined Employer’s Registration reports filed by all Oregon employers 
(see UI Tax Records, UI Tax Administration program), investigates missing and unusual data, 
assists employers with proper reporting, and responds to wage requests filed by UI claimants.  
The UI Tax Status program also compiles benefit charges and payroll data for use in Oregon’s 
annual adjustment of the employer UI tax rates (ORS 657.405 et seq.; OAR 471, Division 31). 
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
 
Databases 
OASIS (OTTER and SETRON Information System) 
OATS (Oregon Automated Tax System)  
OAWS (Oregon Automated Wage System) 
OBIS (Oregon Benefits Insurance System) 
TAPS (Tax Audit Program System) 
TAX IDMS (Tax Identity Management System) 
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Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Tax 
Program: Support Services 
 
Program Description 
The Unemployment Insurance (UI) Support Services program digitally scans and indexes UI Tax 
Records for use by entire the UI Tax section, and converts old “core set” microfilm records to 
digital images. Support Services also enters wage and tax data filed by Oregon employers into 
the Oregon Automated Tax System (OATS) and the Oregon Automated Wage System (OAWS); 
it enters the online portion of the UI compensation claim case files into the Oregon Benefits 
Insurance System (OBIS). 
 
Oregon employers submit their Oregon Quarterly/Annual Tax Reports (OQATR) to the Support 
Services program in paper format, or electronically with the Oregon Tax Employer Reporting 
(OTTER) software, the Secure Employer Tax Reporting On-line (SETRON) system, and the 
Interactive Voice Response (IVR) telephone system; all electronic data is processed into the 
agency’s OASIS (OTTER and SETRON Information System) database. All collected data 
becomes part of the UI Tax Records (see UI Tax Administration); paper formatted OQATR 
records are scanned and indexed by the UI Tax Support Services program for easy retrieval.   
 
The OQATRs are utilized by the taxing entities of a variety of Oregon public agencies, including 
the OED, the Oregon Department of Revenue, the Department of Consumer and Business 
Services, the Tri-County Metropolitan Transportation District, and the Lane Transit District. 
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Information and Records Management Records (OAR 166-300-0030) 
Information System Planning and Development Records 
Microfilm Quality Control Records 
 
Databases 
IVR (Interactive Voice Response) 
OASIS (OTTER and SETRON Information System) 
OATS (Oregon Automated Tax System) 
OAWS (Oregon Automated Wage System) 
OBIS (Oregon Benefits Insurance System) 
TAPS (Tax Audit Program System) 
TAX IDMS (Tax Identity Management System) 
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Unemployment Insurance (UI) 
Section: Tax 
Program: Tax Recovery 
 
Program Description 
The Unemployment Insurance (UI) Tax Recovery program monitors the tax liability of Oregon 
employers and encourages compliance with the UI tax laws (ORS 657.504 et seq.; OAR 471 
Division 31). Utilizing the Oregon Automated Tax System (OATS), the UI Tax Recovery 
program maintains employer records in support of the UI Trust Fund, and collects UI taxes from 
delinquent employers. In pursuit of delinquent accounts, the Tax Recovery program transmits 
automated billing statements, issues assessments and warrants, garnishes and seizes property, 
and engages in debt collection through the judicial system. The Tax Recovery program can 
assess penalties, interest and legal costs, and, in extreme cases, petition the courts to enjoin 
delinquent business operations. Information gathered in collection actions become part of the UI 
Tax Records (see UI Tax Administration). 
 
Program Records 
None 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Litigation Records 
Financial Records (OAR 166-300-0025) 
Accounts Receivable Reports 
 
Databases 
OATS (Oregon Automated Tax System) 
OAWS (Oregon Automated Wage System) 
OASIS (OTTER and SETRON Information System) 
TAPS (Tax Audit Program System) 
TAX IDMS (Tax Identity Management System)
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 Edition: November 2009     Expires: November 2014 
 
Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Division: Workforce and Economic Research 
 
Program Description 
The Workforce and Economic Research Division coordinates the collection, analysis, and 
dissemination of labor market information and workforce data. The division conducts surveys of 
employers to gather data about economic conditions, demographics, and workforce projections.  
It coordinates with other public agencies and prepares special labor force materials to support 
activities of the state and regional Workforce Investment Boards. Reports include labor market 
statistics, employment hours and earning estimates, prevailing wage information, employment 
service potential, and unemployment figures. Workforce and Economic Research also develops 
special studies, databases, and other information needed to promote employer recruitment, 
retention, and the development of a highly skilled workforce. The Workforce Investment Act of 
1998 (P.L. 105–220) formalized the role of the national employment statistics system, required 
the designation of an Employment Statistics Agency for each state, and identified numerous 
responsibilities for the respective agencies. The Workforce and Economic Research Division 
represents Oregon in this national data system (29 U.S.C. 2801 et seq.; 20 CFR 652). 
 
Workforce and Economic Research prepares reports and analysis for the federal-state statistical 
effort coordinated by the federal Bureau of Labor Statistics; reports include Current Employment 
Statistics (CES), Quarterly Census of Employment and Wages (QCEW), Local Area 
Unemployment Statistics (LAUS), Mass Layoff Statistics (MLS), and Occupational Employment 
Statistics (OES). CES surveys firms and prepares industry employment, hours, and earnings 
estimates. QCEW provides covered employment and wage data by industry and location. LAUS 
estimates labor force employment and unemployment, estimates unemployment rates, both raw 
and seasonally adjusted, and provides a support system for regional economists. MLS collects 
reports on mass layoff actions that result in workers being separated from their jobs. OES 
surveys firms, and estimates the number of workers and wages in each occupation by industry. It 
administers the Occupational Program Planning System (OPPS), which matches annual average 
employment estimates with staffing patterns to identify developing trends. The division also 
publishes the annual Construction Industry Occupational Wage Survey Report, which 
summarizes OED survey data, and is utilized by the Bureau of Labor and Industries (BOLI) in its 
administration and enforcement of Oregon’s prevailing wage rate law (ORS 279C.800 et seq.).  
 
Workforce and Economic Research maintains the Shared Information System (SIS) and the 
Performance Reporting Information System (PRISM), automated systems that integrate 
information from several agencies about clients, program services, and labor market outcomes 
(ORS 657.730 - 657.736; OAR 471, Divisions 12 and 15). One of the uses of SIS and PRISM is 
to determine how the tasks of measuring performance, evaluation of programs, and planning 
across workforce and education training programs can be executed more effectively. Other state 
agencies participating in SIS and/or PRISM are the Governor’s Office, Workforce Investment 
Board, Department of Human Services, Department of Community Colleges and Workforce 
Development, Economic and Community Development Department, Department of Education, 
Department of Corrections, Bureau of Labor and Industries, and Oregon University System.  

 42



  
OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
Workforce and Economic Research maintains a workforce information website, known as the 
Oregon Labor Market Information System (OLMIS). It also publishes recurring employment 
publications and one-time special reports summarizing the state’s employment conditions. 
Recurring divisional publications include: Around the State (weekly), Business Employment 
Dynamics (quarterly), Employment Projections by Industry and Occupation (bi-annual), Fast 
Facts (monthly), Labor Force and Unemployment by Area (monthly), Local Labor Trends 
(monthly), Monthly Employment (monthly), Oregon Careers (annual), Oregon Labor Trends 
(monthly), Oregon Wage Information (annual), and Oregonians at Work (quarterly).  
 
Program Records  
042 Construction Industry Occupational Wage Survey Report Records 

(a) Retain annual summary reports 25 years, destroy  
(b) Retain all other records 3 years, destroy 

043 Current Employment Statistics Records, 1947 – [ongoing],              5 c.f. 
(a) Retain annual summary reports permanently, transfer to State Archives after 20 years 
(b) Retain all other records 4 years, destroy 

044 Employment Projection Records 
(a) Retain biennial summary reports 25 years, destroy 
(b) Retain all other records 2 years after completion of final report, destroy 

045 Job Openings Summary Report Records  
[Series formerly known as Employment Services Automated Reporting System Records]   

 (a) Retain final quarterly reports until superseded, destroy 
(b) Retain all other records until report supersession, destroy 

046 Local Area Unemployment Statistics Records, 1985 – [ongoing],         5 c.f. 
(a) Retain annual summary reports permanently, transfer to State Archives after 10 years 
(b) Retain all other records 4 years, destroy 

047 Mass Layoff Statistics Records 
 Retain 3 years, destroy 
048 Occupational Employment Statistics Data Records 

Retain 4 years, destroy 
049 Occupational Employment Statistics Summary Reports, 1974 – 1995,        4 c.f. 

Retain permanently, transfer to State Archives after 15 years 
050 Occupational Program Planning System Data Records 
 Retain 4 years, destroy  
051 Occupational Program Planning System Summary Reports, 1970 – 1996,     4 c.f. 

Retain permanently, transfer to State Archives after 15 years 
052 Performance Reporting Information System Records 

Retain 3 years, destroy 
053 Quarterly Census of Employment and Wages, 1946 - [ongoing],          5 c.f. 
 [Series known as Covered Employment and Wages Records, 1946 - 2002] 
 (a) Retain summary reports permanently, transfer to State Archives after 10 years 
 (b) Retain macro edit and refile forms 3 years, destroy 
 (c) Retain all other records 2 years, destroy 
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054 Shared Information System Records [ended 2005] 

Retain 2 years after superseded or obsolete, destroy 
055 Workforce and Economic Research Recurring Publication Records 
 (a) Retain completed publications 10 years, destroy 
 (b) Retain all other records 1 year after completion of final publication, destroy 
056 Workforce and Economic Research Special Report Records 
 (a) Retain final reports 10 years, destroy 
 (b) Retain all other records 1 year after completion of final report, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Contracts and Agreements 
Correspondence 
Publication Preparation Records 
Financial Records (166-300-0026) 
Budget Preparation Records 
 
Databases 
ALMIS (America’s Labor Market Information System) 
BUREAU OF LABOR AND INDUSTRIES (BOLI) WAGE SURVEY 
CES (Current Employment Statistics) 
EMPLOYMENT ESTIMATES AND PROJECTIONS BY INDUSTRY AND OCCUPATION 
LAUS (Local Area Unemployment Statistics) 
MLS (Mass Layoff Statistics) 
OES (Occupational Employment Statistics) 
OLMIS (Oregon Labor Market Information System) 
OREGON EMPLOYER SURVEYS 
PRISM (Performance Reporting Information System) 
QCEW (Quarterly Covered Employment and Wages) (aka ES-202) 
SIS (Shared Information System) 
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Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Program: Communications 
  
Program Description 
The Communications program is responsible for providing and enhancing internal 
communications and communication between the OED, other agencies and the general public. 
The program oversees and coordinates the agency’s marketing efforts to ensure that the content 
and appearance of OED products accurately reflect the desired image for the agency. The 
Communications program responds to most public information requests on behalf of the OED. 
 
The OED’s Communications program produces and distributes announcements and reports to the 
press, the public, and agency staff on subjects such as unemployment insurance rates, economic 
trends, labor market outlook, and employment statistics. Communications also oversees the 
OED’s Internet and intranet websites, and provides support for the WorkSource Oregon website. 
WorkSource Oregon is network of public and private entities working to stimulate job growth by 
connecting businesses and workers with resources needed to succeed. Through these avenues, 
the Communications program works to provide timely and accurate information to OED staff 
and the general public. The agency’s websites are used to post informational material, such as 
job openings, and to enable clients to transact business with the agency online. OED clients 
utilize agency websites to file for unemployment insurance benefits, file employer 
unemployment insurance taxes, and conduct related transactions electronically. All documents 
mounted on the agency’s websites are duplicates of record material held by other agency 
programs, and all web-enabled business transactions are recorded in electronic systems. 
 
The Communications program additionally manages the OED’s Limited English Proficiency 
Program (LEP), which ensures that agency program information is conveyed in a manner that is 
easily understood by diverse audiences, including persons of limited English proficiency, those 
who have low literacy skills or are not literate, and individuals with disabilities. The OED 
Communications program also creates, produces and distributes multi-media programs, such as 
audio, video and computer animated productions for training and informational purposes. 
 
Program Records 
None 

 45



  
OREGON STATE ARCHIVES 
Records Retention Schedule 

 Edition: November 2009     Expires: November 2014 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Correspondence 
Press Releases 
Public Records Disclosure Request Records 
Publication Preparation Records 
 
Databases 
EDWEB (OED intranet) 
XPEDIO (Intranet Document Management System) 
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Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Program: Employment Appeals Board (EAB) 
 
Program Description 
The Employment Appeals Board (EAB) is a quasi-judicial agency of the OED. The EAB is 
composed of three governor-appointed board members and supported by a staff of six. The EAB 
works to ensure correct and consistent interpretation and application of OED policy and state and 
federal laws at all three levels of the Unemployment Insurance (UI) claim determination process. 
The EAB issues approximately 3,000 decisions per year. Appeals of EAB decisions are made to 
the Oregon Court of Appeals (ORS 657.685 - 657.690; OAR 471 Divisions 40 and 41). 
 
When a timely application for review of a hearing decision is filed, the Office of Administrative 
Hearings (see OAH program) transmits the printed record of its UI hearing to the EAB, and a 
digital recording of the hearing to a transcription service. When the complete record is ready for 
review, the assigned EAB panel reviews the record and votes. A draft EAB decision is then 
prepared for review. After deliberations, the draft decision is finalized and mailed to the parties. 
The record, along with a printed copy of EAB’s decision, is then transmitted to the OED’s UI 
Benefits section for imaging. An electronic copy of the Board’s decision is posted to the EAB’s 
public website, which is maintained by the OED’s Information Technology Services (see ITS 
program). The EAB also reviews proposed administrative rules (OARs) and legislation, and 
advises the Director of the OED as needed. NOTE: The EAB’s UI hearing and decision records 
are maintained by the UI Benefits section (see UI Benefits Administration program). 
 
Program Records 
057 Employment Appeals Board (EAB) Reports and Studies, 1959 – [ongoing],        1 c.f. 
 (a) Retain final product permanently, transfer to State Archives after 20 years  

(b) Retain background material 3 years after completion of final product, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Administrative Rule Preparation Records 
Correspondence 
Legislative Tracking Records 
Policy and Procedure Guidelines and Manuals 
 
Boards and Commissions General Records Retention Schedule Records 
Records include but are not limited to: 
Board and Commission Records (OAR 166-350-0010) 
Board and Commission Member Records  
 
Databases 
EABCTS (Employment Appeals Board Case Tracking System) 
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Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Program: Information Technology Services (ITS) 
 
Program Description 
Information Technology Services (ITS) is responsible for the development and maintenance of 
the OED’s technology infrastructure. This includes: mission critical legacy mainframe systems in 
a COBOL development environment; a complex suite of web services utilizing Internet/intranet 
environments; mission critical Interactive Voice Response (IVR) systems; imaging systems; 
telephone services; infrastructure support for approximately 50 central and distributed locations 
across the state, including personal computers and other devices; and Oracle solutions running on 
mid-range servers hosted at the State Data Center. ITS provides the OED with appropriate, 
sustainable, responsive, and adaptable information technology services and solutions; it also 
conducts agency-wide training in new technologies, analysis, and project management. 
 
ITS supports the Technology Governance Committee, a representative forum of agency leaders 
charged with understanding the OED’s technology initiatives, perceiving the demands of 
successful implementation, and advising the Executive Team on the best use of technological 
resources to support the mission of the agency. The Technology Governance Committee reviews 
all draft OED information technology policies and recommends changes as necessary. 
 
Program Records 
058 Technology Governance Committee Records 
 (a) Retain meeting agendas, meeting summaries, and committee reports 10 years, destroy 
 (b) Retain policies and procedures 6 years after superseded, destroy 
 (c) Retain all other records 6 years, destroy 
 
State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Work Orders (e.g. Form 1068) 
Information and Records Management Records (OAR 166-300-0030) 
Information System Planning and Development Records 
User Support Records 
 
Databases 
ACTIVE DIRECTORY (OED Directory) 
DPTS (Data Processing Tracking System) 
HEAT (Help Desk Expert Automation Tool) 
ISSUETRACKER (Issue/Bug Tracking System) 
NURF (Network User Request Form) 
RBOOK (Runbooks) 
RDPM (System Requirements Management) 
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Organizational Placement                         Schedule Number: 2008-0008 
Agency: Oregon Employment Department (OED) 
Program: Office of Administrative Hearings (OAH) 
 
Program Description 
The Office of Administrative Hearings (OAH) is an independent and impartial forum for citizens 
and businesses to dispute state agency action against them. OAH is a consolidation of hearing 
units transferred in 2000 from seven different agencies: Adult and Family Services, Construction 
Contractors Board, Oregon Liquor Control Commission, Water Resources Department, 
Department of Transportation, Department of Consumer and Business Services; and the hearings 
unit of the Employment Department itself. As a cost-savings measure, the OAH was placed in 
the OED rather than making it an independent agency; it was originally instituted as a pilot 
program called the Hearing Officer Panel (O.L. 1999, Ch. 849); its current name, structure and 
responsibilities were established four years later (O.L. 2003, Ch. 75). 
 
OAH hears the contested cases of approximately 70 state agencies, boards and commissions, 
handling more than 90 percent of Oregon’s contested administrative case orders. OAH hearings 
are conducted by administrative law judges (ALJs). Most OAH decisions are final orders, 
appealable only to the circuit or Court of Appeals. OAH is the court of first appeal for 
unemployment insurance (UI) claims denied by the OED; its UI decisions are appealable to the 
Employment Appeals Board (see EAB program), and incorporated into the UI Compensation 
Claim Case Files (see UI Benefits section). OAH decisions are based upon the record and 
testimony; most hearings are conducted by telephone (ORS 183.600 - 183.690).  
 
The official copy of OAH’s hearing files, including the signed order/decision, are returned to the 
agency, board or commission upon completion. Its decisions are posted to a public website, 
which is maintained by Information Technology Services (see ITS program). Its administrative 
rules are developed by the Attorney General (ORS 183.341; OAR 137-003-0501 to 137-003-
0700). OAH is overseen by the OAH Oversight Committee (see Legislative/Rules program). 
 
Program Records 
059 Office of Administrative Hearings (OAH) Case Files 
 Retain until administrative need ends, return to agency, board or commission 
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State Agency General Records Retention Schedule Records 
Records include but are not limited to: 
Administrative Records (OAR 166-300-0015) 
Calendar and Scheduling Records 
Contracts and Agreements 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Financial Records (OAR 166-300-0025) 
Accounts Receivable Reports 
Payroll Records (OAR 166-300-0035) 
Employee Time Records 
 
Databases 
ABC (Agencies, Boards and Commissions) 
APA-IC (Administrative Procedures Act – Implied Consent) 
CCB (Construction Contractors Board) 
DMV-CICS (Department of Motor Vehicles – Customer Information Control System) 
ETAL (Et Al, and others: OED, Department of Human Services, Water Resources Department) 
HRGS (Hearings, Child Support) 
HRGT (Hearings, UI Tax) 
HGRU (Hearings, UI Benefits) 
INS (Insurance Division, Department of Consumer and Business Services) 
LCB (Landscape Contractors Board) 
LEDS (Law Enforcement Data System) 
OLCC (Oregon Liquor Control Commission) 
PPDS (Portland Police Data System) 
SJ7F (Child Support Case Information; Oregon Department of Justice) 
SMU1 (Child Support Case Summary; Oregon Department of Justice) 
SUMX (Child Support Case Summary Cross Reference; Oregon Department of Justice) 
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