
       

   
 

  

 

           
       

    

            

      

 

        

        
          

 

  

  
 

 
         

  
  

            

          

          
       

Texas WIC 
Health and Human Services Commission 

Effect ve July 1, 2009 Pol cy No. GA:03.0 

Records Rete tio  

Purpose 

To ensure that full and complete records are ava lable to answer all 
quest ons related to the propr ety of program operat ons. 

Authority 

7 CFR Part 246.25 

Policy 

Pr or wr tten approval from the state agency (SA) shall be obta ned before 

any f nanc al or program records are destroyed. 

Procedures 

I. Once the SA  ssues an annual not f cat on  nd cat ng wh ch records may

be destroyed, the local agency (LA) may destroy records accord ngly.
Types of records that may be destroyed  nclude but are not l m ted to

the follow ng:

A. cert f cat on;
B. report of operat ons;

C. food  nstrument  nventory;
D. vendor  nformat on;

E. nutr t on educat on;
F. food  nstrument log (carbon copy of voucher w th s gnature) ;

G. part c pat on log; and
H. sample formula log.

II. The LA shall subm t to the SA a request for approval to destroy

program records that are not  ncluded  n the annual not f cat on. Th s

request shall  nclude a descr pt on of the records to be destroyed and
shall  nd cate the per od to wh ch such records perta n.
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III. The request shall be rev ewed based upon the follow ng cr ter a:

A. F nanc al records and documents shall be reta ned for a

m n mum of three years follow ng the date of subm ss on of the
f nal expend ture report for the per od to wh ch the reports

perta n, w th the follow ng qual f cat on:
1. The records shall be reta ned beyond the three-year per od

f aud t f nd ngs have not been resolved.
2. Records for nonexpendable property shall be reta ned for

three years after  ts f nal d spos t on.
B. All other records and documents shall be reta ned for three years

follow ng the date of subm ss on of the f nal expend ture report
for the per od to wh ch the reports perta n, unless aud t f nd ngs

rema n unresolved.

IV. The LA shall rece ve wr tten not f cat on of the SA's dec s on.

V. The LA shall have a wr tten plan on how records shall be d sposed.

The plan shall be kept on f le for aud t/rev ew.
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