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7.5.25 Documentation Buyers Must Keep

Financial information generally must be kept for three years. For purchases, this includes invoices and all supporting documentation—justifications, bids or quotes, and ITVs. There are some exceptions, however, that are listed in the DARS Records Retention Schedule. Also, financial records kept in the consumer case file are retained with the case file for five years.
Record the document number (PO number) on the invoice and all supporting documentation so it matches the appropriate financial transaction. The document number is important for indexing and retrieving records.

Retrieving Paper Case Files from a Field Office

To retrieve paper case files from a field office, use this procedure.

Requester (Claims or BSS, for example)
1. provides the operations director for programs with a list of the invoices needed for an audit. 

Operations director for programs (or designee)
2. coordinates with the units and ensures that copies of the invoices are mailed or faxed to Central Office within three days of the request. 

Requester
3. sorts incoming copies by document number. 

Retrieving Closed Consumer Paper Case Files from DARS Records Center

Use this procedure to retrieve closed consumer paper case files from the DARS Records Center. 

Requester (Claimsor BSS, for example)

1. provides DARS Records Center with a list of consumer names and Social Security numbers for closed consumer case files that contain the invoices needed for an audit. 

DARS Records Center

2. retrieves and sends the case files to the requester. 

Requester

3. copies the required invoices and provides them to the auditors; and 

4. sends the closed consumer case files back to the DARS Records Center for storage. 

Auditors use the electronic case management system (read only) and hard copies of invoices to review transactions.
