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DLT9  Business Affairs Division 
 
DLT9.1 Federal Grant Financial Status Reports 
For all Federal grants it receives, the Department of Labor & Training’s Business Affairs 
Office prepares and submits quarterly and final reports of expenditures and revenues to the 
United States Department of Labor.  The reports are supported by financial data extracted 
from the agency’s internal Financial Accounting and Reporting System (FARS) and the 
State’s Accounting System, RIFANS, in addition to Excel spreadsheets of accrued 
expenditures, and other pertinent data.  Each quarterly report gives cumulative data as well 
as a list of expenditures for the quarter in question.  The reports list payments for various 
items including, but not limited to, supplies, communications, advertising, postage, travel, 
maintenance, training, and equipment.  Cash receipts, disbursements, and cash on hand are 
all noted.  The original reports are filed online with the federal entity.  Copies of the reports 
along with all supporting documentation must be retained for audit purposes.  The records 
may include, but are not limited to, copies of Excel spreadsheets (in FARS format), 
supporting financial information (some from FARS reports), accrual reports, copies of 
reports from online reporting systems, and grant closeout reports.   
 
Retention: Retain ten (10) years. 
 
DLT9.2 Federal Grants Information Schedule 
The state of Rhode Island requires that the Department of Labor & Training prepare a 
Federal Grants Information Schedule (FGIS).  This series documents the preparation of that 
schedule which includes grant titles, information about grant sources, grant schedules, 
expenditures, and reconciliation data.  The records may include, but are not limited to, 
copies of the prepared Federal Grants Information schedule, statements of free balance and 
cash resources reports, ledger expenditures lists, copies of submitted financial reports, 
internally prepared spreadsheets (illustrating reconciling items), and copies of transactions 
for reconciling items. 
 
Retention: Retain ten (10) years.  
 
DLT9.3 Child Support Payment Records 
The Unemployment Insurance and Temporary Disability Insurance programs pay child 
support for those participating in either program.  These records document those payments.  
The payments are made on a weekly basis and the records note the dates of payment and the 
amounts from each of the two programs, which are posted to the ledgers of the Department 
of Labor & Training.  The records may include, but are not limited to, child support 
intercept transmittals and communications of data to the Treasury for payment to Family 
Court. 
 
Retention: Retain ten (10) years. 
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DLT9.4 Monthly Reports from the U.S. Department of Labor 
The Department of Labor & Training maintains copies of monthly financial reports 
submitted to the U.S. Department of Labor.  These reports are required for audit purposes.  
The reports may include, but are not limited to, financial transactions of trust funds and 
benefit accounts, analyses of benefit payment accounts, analyses of clearance accounts, 
income/expense analyses of benefit payment checking accounts, income/expense analyses 
of clearance checking accounts, and quarterly statements of expenditures and financial 
adjustments of Federal funds for benefit accounts. 
 
Retention: Retain ten (10) years. 
 
DLT9.5 Payment Management System Inquiry Reports 
The Department of Labor & Training receives numerous Federal grants and is required to 
maintain records of drawdowns on the grants and amounts remaining in each fund.  This is 
done through Payment Management System inquiry reports.  In addition to the actual 
reports these records may include, but are not limited to, internally prepared drawdown logs 
and reconciliations between the inquiries and the logs. 
 
Retention: Retain ten (10) years from submission of closeout and final expenditure  

report or submission of annual financial status report for grants renewed  
annually. 

 
DLT9.6 Unemployment Insurance Monthly Billings 
Each month, the Department of Labor & Training prepares billings for unemployment 
compensation benefits paid to state employees.  These billings are sent to every state agency 
responsible for such payments and the Department retains copies of the billings.  The 
billings list claimants’ names, identification numbers, and time spans of benefits.  The 
billings note funds drawn from the general fund as well as special funds and they also 
include statements for each individual agency. 
 
Retention: Retain ten (10) years. 
 
DLT9.7 Reports Required by the State 
The Department of Labor & Training’s business office prepares synopses of annual financial 
data concerning state-level programs and also the Department’s interactions with Federal 
programs and agencies.  This data is consolidated from a wide variety of sources and though 
it exists in other locations, these reports serve as the most complete package.  Among the 
programs reported on are the Forging Industry Association and the Statistical Digest.  These 
can change over time.  The records may include, but are not limited to, copies of the 
prepared reports, accompanying questionnaires, expenditure reports, and documentation 
supporting the reports.   
 
Retention: Retain ten (10) years. 
 
NOTE:   The data in this series is also covered by series in the Labor Market Information Division records 
retention schedule (DLT7).  The reports in those DLT7 series are retained permanently. 
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DLT9.8 Treasury Vouchers: Benefit Payments 
The General Treasury prepares monthly benefit payment vouchers to document its 
reconciliation of benefit accounts with the Department of Labor & Training’s ledgers.  This 
reflects benefits made for all of Labor & Training’s programs.  The records may include, but 
are not limited to, the actual vouchers, journal entry requests for benefit payments, and any 
documentation that supports the voucher.   
 
Retention: Retain ten (10) years. 
 
DLT9.9 Combined Tax Worksheets 
Tax receipts from private companies are allocated among the various programs of the 
Department of Labor & Training.  These records document those allocations.  The items 
covered by these receipts include, but are not limited to, Employee Security Clearance, Job 
Definition Format Workforce, and Re-Employment.  The records may include, but are not 
limited to, Treasury reports, tax worksheets, and employer tax reports. 
 
Retention: Retain ten (10) years. 
 
DLT9.10 Employment Security Trust Fund Reports 
The Employment Security Trust Fund is collected from the Employment Security Tax 
imposed on all employers that employ people in the state of Rhode Island.  The fund is 
maintained to pay benefits for workers during periods of unemployment.  These reports 
document the receipts and disbursements from this fund on a monthly basis.  They may 
include, but are not limited to, reports from the United States Treasury that list all receipts 
and disbursements from the fund.  They also include listings of receipts and payments from 
other states in and out of the fund as well as state withdrawals from the Automated Standard 
Application for Payments (ASAP) system. 
 
Retention: Retain ten (10) years. 
 
DLT9.11 Monthly Interest Earnings on Custodial Accounts 
The Department of Labor & Training earns interest on custodial accounts maintained for its 
various funds.  These records document that.  The records may include, but are not limited 
to, vouchers prepared by the Controller’s office that note the amount of interest earned by 
each account and any associated documentation. 
 
Retention: Retain ten (10) years. 
 
DLT9.12 TDI Transfer Vouchers 
The Temporary Disability Insurance Division maintains a reserve bank account.  
Periodically, it transfers funds from that account to the TDI Benefit bank in order to cover 
expenditures for that program.  This series documents that.  The records may include, but 
are not limited to, vouchers prepared by the Treasury and any backup documentation 
associated with the vouchers. 
 
Retention: Retain ten (10) years. 
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DLT9.13 Combined Wage Transactions 
Unemployment Insurance handles claims involving payments of unemployment benefits that 
cross state lines.  These involve workers who live in Rhode Island, but work in other states 
and also those that live in other states, but work in Rhode Island.  As an example, a worker 
who lives in Rhode Island but works in Massachusetts and is laid off from a job there, would 
file for unemployment benefits in Rhode Island.  Rhode Island would handle this person’s 
claim, but Massachusetts would be obligated to reimburse Rhode Island for the benefits 
paid.  The reverse is true for a person who lives in Massachusetts but is laid off from a job in 
Rhode Island.  These payments from state to state are handled through the Automated 
Standard Application for Payments (ASAP).  The claims filed by Rhode Island residents 
under this system produce forms maintained in Rhode Island, are referred to as Combined 
Wage Claims (CWC).  The claims filed by other states against Rhode Island on behalf of 
their residents generate Interstate Benefit (IB6) forms that are maintained in Rhode Island.  
The records in this series may include, but are not limited to, CWC forms, IB6 forms, ASAP 
notification reports (receipts), and ASAP transfer confirmations (payments). 
 
Retention: Retain ten (10) years. 
 
DLT9.14 Monthly Adjustment Vouchers 
The Department of Labor & Training issues vouchers for adjustments needed to correctly 
report payments to the monthly Unemployment Insurance Benefit Ledger.  These payments 
involve various programs.  For example, the State Employee Program involves State Benefit 
payments to employees that are documented in this ledger.  Also, State Employee Benefit 
Reimbursements made from the state’s Assessed Fringe Benefits Account to the Employee 
Security Clearance Account are noted here.  The ledger includes Federal programs as well in 
terms of their involvement with the state of Rhode Island.  Trade Readjustment Assistance, 
for example, is a Federal program that provides weekly benefits and training to recipients 
who have lost their jobs as a result of foreign competition.  The records may include, but are 
not limited to, summaries of employee benefit payment charges, adjustment records, and 
transfer vouchers. 
 
Retention: Retain ten (10) years. 
 
DLT9.15 Reports for Audit 
The Department of Labor & Training maintains reports on the financial activities of the 
Unemployment Insurance and Temporary Disability Insurance programs in order to satisfy 
audit requirements.  Among the Unemployment Insurance items documented are reports 
and reimbursements for electronic card payments and corrections and adjustments to the 
program and the related vouchers.  Among the Temporary Disability Insurance items 
documented are tax overpayment refunds that belong to Taxation, reports and 
reimbursements for electronic card payments, corrections and adjustments to the program 
and the related vouchers, reserve loans to the General Fund, and repayments of those loans.  
The files may include, but are not limited to, vouchers and backup documentation. 
 
Retention: Retain ten (10) years or until audit, whichever is sooner. 
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DLT9.16 Program Maintenance Files 
The Department of Labor & Training maintains records of balances in various funds it 
administers.  These include funds for Federal, state, and restricted programs.  At the Federal 
level, the funds are generally handled through the Federal Acquisition Regulation 
Supplement.  The records may include, but are not limited to, ledger reports, expenditure 
reports, journal entries for expenditures and revenues, transfers of revenue from other state 
agency accounts, and reconciliations of expenditures and receipts in the Federal Acquisition 
Regulation Supplement to the department’s internal ledgers. 
 
Retention: Retain ten (10) years. 
 
DLT9.17 Certificates of Record Destruction   
Certification of Records Destruction forms (PRA 003) signed by the authorized agency 
official and submitted to, and signed by, the State Archivist/Public Records Administrator.  
Certificates authorize the disposal of records listed in this and other applicable schedules. 
(§38-1-10, 38-3-6 (j), and 42-8.1-10).  
 
Retention: Permanent. 
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