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conjunction with reporting the receipt and distribution of 

Interim Assistance Reimbursement received from SSA. The 

Certificate shall be completed and processed as follows: 

1. The names, signatures and titles of the county/mu-

nicipal agency director and his or her designee(s) (if 
appropriate) are to be identified on the Certificate; 

2. Although the Certificate is to be addressed to the 

SSA, it is to be mailed to the DFD;  and 

3. Each new county/municipal director (temporary or 
full-time) shall complete and submit a Certificate of 

Authority. 

Amended by R.1998 d.42, effective January 20, 1998. 
See:  29 N.J.R. 3971(b), 30 N.J.R. 389(a). 

Inserted a new (g);  and recodified former (g) as (h). 
Amended by R.2003 d.226, effective June 16, 2003. 
See:  34 N.J.R. 2713(a), 35 N.J.R. 2670(a). 

In (c), deleted “in triplicate” preceding “and forwarded to the SSA” in 
the introductory paragraph;  in (e), deleted the second sentence in 2i(1) 
and deleted “/BBS” following “DFD” in 1iii(1) and 3;  in (g), deleted 
“/BBS” following “DFD” in 2. 
10:90-14.5 

10:90-14.6 Retention and destruction of case records 

(a) The agency director shall have the responsibility of 

determining which case records may be destroyed. In 

selecting these cases, he or she shall follow the procedures set 

forth in this section and shall not destroy or otherwise dispose 

of any case record before the expiration of the retention 
requirement as specified in (c) below. 

1. The agency shall institute a system, compatible with 

its internal administrative procedures, which will assure the 

identification of closed applications and cases, date of 

closing and status of reimbursement, if applicable. 

2. The file of closed cases shall be reviewed annually 

until the record retention period has expired. 

i. Cases which have been closed for a period 

exceeding that indicated in (c) below shall be removed 

and destroyed after authorization has been received from 

the Division of Archives and Records Management 

(DARM) (see (b) below). 

(b) Rules concerning request and authorization for records 

disposal are: 

1. Requests for destruction of case records shall be 

submitted on Form CR-AA-0005, Request and Authori-

zation for Records Disposal (formerly Form ED-6) to 

DARM. 

i. Supplies of the Request and Authorization for 

Records Disposal form may be obtained from DARM. 

All copies of the completed form shall be forwarded to 

the DARM for approval; 

ii. A follow-up copy will be returned to the 

county/municipal office by the DARM with recommen-

dation for suitable action. 

2. The agency shall not destroy any records until 

written approval has been received.  After records are 

destroyed, the agency will maintain a listing of names, as 

well as case numbers destroyed.  This list shall be made 
available for inspection by representatives of DARM upon 

request. 

(c) Cases shall be selected for destruction in accordance 

with the following schedule: 

Record Retention period 

Inactive case records 3 years 

Denied cases 10 years 

Copies of relief orders or vouchers 6 years 

Computer printout of WFNJ/GA 
medical service/product payments 

made by DMAHS fiscal agent 

6 years 

General correspondence not relating to 

policy or active cases 

3 years 

Form WFNJ/GA-6 Report of Assistance 

Commitments 

6 years 

Form 100, Original Invoice for 

Expenses 

6 years 

Form GA-12, Statement of Refunds  6 years 

Form WFNJ/GA-12, Statement of 

Refunds 

6 years 

Form WFNJ/GA-30, Authorization for 
Reimbursement of Initial 

Supplemental Security Income or 

Initial SSI Post Eligibility 

6 years 

Form WFNJ/GA-31, Repayment of 

Interim Assistance Authorization 

6 years 

The current year shall not be counted when determining the 
retention period. 

Recodified from N.J.A.C. 10:90-14.7 and amended by R.2003 d.226, 
effective June 16, 2003. 

See:  34 N.J.R. 2713(a), 35 N.J.R. 2670(a). 
Deleted Form GA-48 and Form WFNJ/GA-48 from the record retention 

schedule.  Former N.J.A.C. 10:90-14.6, Establishment of Petty Cash 
Fund Account for municipal agency, repealed. 

Amended by R.2006 d.103, effective March 20, 2006. 
See:  37 N.J.R. 4155(a), 38 N.J.R. 1456(a). 

In (c), decreased retention period for inactive case records from 6 
years to 3 years and deleted Form GA-6, Form GA-30 and Form GA-31 
from schedule. 

10:90-14.7 Computerized match reports 

(a) Agencies shall complete an investigation of the 

following computerized match reports and submit their 

findings, along with an indication as to the appropriate action 

undertaken, to DFD within 60 days of receipt: 

1. WFNJ/GA-Wage Match Report:  A match of the 

WFNJ/GA files with the Department of Labor’s wage files.  

The WFNJ/GA-Wage Match Reports are sent to all 

municipalities or counties, as appropriate, on a quarterly 

basis; 


