[image: logo for Texas Workforce Solutions-Vocational Rehabilitation Services]
PART E, CHAPTER 3.1:
CASE RECORD AND DOCUMENTATION
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…
Processing Closed Case Files
At the end of the fiscal year, closed paper case files from the previous fiscal year are boxed, sent, and stored at the Texas Workforce Commission Records Management Center (RMC) in accordance with procedures in the TWC Records and Information Management Manual, Records Storage.
Each office is responsible for completing an Inventory and Transmittal Spreadsheet. TWC-VR staff must request blank spreadsheets from Claimant Files (claimant.files@twc.texas.gov). TWC-VR staff must email the completed spreadsheets back to Claimant Files. TWC-VR staff must box and ship the closed paper case files to the RMC.
Pulling Closed Case Files for Storage: For each paper case file on the inventory sheet that is pulled for storage, TWC-VR staff should use the following process:
· Remove the sealed CCH report from the case file; write the customer's last name, first initial, and case ID on the confidential envelope. In addition, TWC-VR staff place the envelope in a separate box bound for RMC for storage.
· Print any necessary records stored on CD and file the copies in the paper case file, or upload into the electronic case file. Remove the CD from the case file and place it in the locked confidential shredding container.
· Secure any loose papers to the file prongs and remove staples, clips, and post-it notes from the entire file. Small sheets of paper must be copied to a standard 8 1/2 by 11-inch letter size paper.
· Remove documents in six-sided files and place into a regular two-sided file, using the organization instructions of the two-sided file.
· Envelopes, with the exclusion of the sealed CCH envelopes, must be opened and the documents removed from the envelope. If the documents are folded, they must lay flat in the file.
· Record on the tab label the customer's last name, first name, and case ID.
· Stamp "Confidential" on the front and back of each file.
· Using a black felt-tip marker, write the fiscal year in which the case was closed on the outside of the file jacket.
· Change the file location status in RHW to Records Center.
Adding Files to Boxes: When adding the closed paper case files to boxes to be shipped, TWC-VR staff must ensure that—
· Each box must contain only the closed paper case files from the previous fiscal year.
· There is approximately 2" of space in each box in case of interfiles (i.e., boxes are not over packed).
· Only standard records storage boxes (not copy paper boxes) are used (handholds on either end, with a removable lid, 10" x 12" x 15").
· Files are arranged within the box in alphabetical order by last name.
· Only 10 boxes are sent to RMC per shipment.
· Each box is labeled with "Box [number]" on the left side of the handhold. Underneath the "Box [number]" the label must contain the "Cost Center [number]" and "Location Code [number]." The box lid should not cover the box number.
Completing the Box Inventory Spreadsheet: All files in each box must be listed on the Box Inventory Spreadsheet. Ten boxes are sent per shipment to RMC. To complete a Box Inventory Spreadsheet, TWC-VR staff must update the fields "box_nbr" and "rhw_updated" for each file on listed on the TWC Inventory Spreadsheet as follows:
· For "box_nbr", number each box in the set as "[department cost center number]-001", "[department cost center number]-002", etc. (e.g., 4584-001).
· For "rhw_updated", add "Yes" after RHW has been updated to reflect the new location of that file.
· Once the inventory is complete, TWC-VR staff must filter the "box_nbr" field for each box and print the inventory sheet.
· TWC-VR staff must place a hard copy in front of the first file of the corresponding box and keep one for the unit reference.
Completing the Transmittal Spreadsheet: Once TWC-VR staff have completed the file inventory, a Transmittal Spreadsheet for all the files will need to be completed.
For each line of the transmittal, TWC-VR staff must list information about one box within the batch:
· Customer Box Number (4-digit cost center and box number);
· Major and Minor Description (e.g., Major Description - FY'20 closed customer case files); leave Minor description blank;
· Alpha FROM and TO (i.e., last name of the first customer in box and last name of the last customer in the box);
· Destruction Date (i.e., the close date of the fiscal year plus seven years). 
· Date FROM and TO (e.g., FROM date: Beginning of fiscal year. For FY'20, this would be 9/1/19. TO date: End of fiscal year. For FY'20, this would be 8/31/20.)
Preparing Computerized Criminal History in Closed Case Files: TWC-VR staff must store all CCH records from the previous fiscal year in a separate box.
· CCHs must be in a sealed confidential envelope;
· Envelopes are arranged within the box in alphabetical order by last name;
· A separate Box Inventory Spreadsheet and Transmittal Spreadsheet is completed.
TWC-VR staff should label each box with the Region number, Unit name, and "Confidential CCH Records" on the left side of the handhold and the top of the box.
Requesting Pickup: TWC-VR staff must email both the File Inventory and Transmittals worksheets in Excel format to claimant.files@twc.texas.gov for approval and upload.
TWC-VR staff must include the following information in the email:
· In the subject line: Cost Center number, FY 20__ Closed Customer Case, City of Field Office;
· Contact information (Contact Name and Phone number);
· Physical pickup location (street address, room or suite number, city, state, ZIP code);
· Special instructions for location access, if any; and
· Number of boxes to be picked up (no more than 10 per shipment).
TWC-VR staff must send a separate email for CCH records. The following information is included in the email message:
· In the subject line: CCH files;
· Contact information (Contact Name and Phone number);
· Physical pickup location (street address, room or suite number, city, state, ZIP code);
· Special instructions for location access, if any;
· Number of boxes to be picked up.
RMC staff will review the inventory and transmittals sheets for approval. Within five business days upon approval from the RMC, the local TWC-VR office will schedule the shipment of file boxes on the approved inventory worksheets to the address below:
Texas Workforce Commission
Records Management Center
101 E. 15th Street1411 Brazos Street, Rm. 0142
Austin, TX 78701
Once records are sent through FedEx, TWC-VR staff must email all FedEx tracking numbers to claimant.files@twc.texas.gov on the day the records are picked up by FedEx.
RMC staff will confirm the receipt of the records by notifying the TWC-VR staff member who submitted the tracking numbers once the shipment is received. If TWC-VR staff have not received the confirmation that the shipment has arrived to TWC RMC within three business days of the expected delivery date, TWC-VR staff must email claimant.files@twc.texas.gov to coordinate follow-up with FedEx.
TWC-VR staff must—
· Ensure personally identifiable information (PII) is not exposed;
· Ensure all boxes are double-taped (not covering the handholds) to ensure that no records will spill during transit; and
· Save file inventories in a secure place.
… 
REVIEW
The Policy Team, or designee, is responsible for reviewing this policy and these procedures and will update the Document History log if necessary.
	Date
	Type
	Change Description

	9/3/2024
	New
	VRSM Policy and Procedure Rewrite

	02/10/2025
	Revised
	Revised to align with signature policy updates. Revised to remove the requirement to complete the TWC EMA 65 Express Mail Authorization form.

	01/15/2026
	Revised
	Updated the address for the Records Management Center.

	01/16/2026
	Revised
	Updated the address for the Records Management Center due to discrepancy in the previous address provided.
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