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PURPOSE:

This policy establishes records retention requirements for sub-recipients of WIOA Title | funds
to ensure compliance with federal, state, and local guidelines, including the Oregon WIOA
Record Retention Schedule.

POLICY:
Northwest Oregon Works (NOW) and its WIOA Title | sub-recipients must maintain complete
and accurate records for required timeframes and ensure secure storage and appropriate
disposal in accordance with:

e Workforce Innovation and Opportunity Act (WIOA) Section 184

e 2 CFRPart 200 and 2 CFR Part 2900

e Oregon WIOA Record Retention Schedule

¢ NOW'’s monitoring and compliance expectations

REQUIREMENTS
Sub-recipients must implement systems and procedures to ensure the following:
1. General Records Retention
All WIOA-related records must be retained for a minimum of three (3) years from the
latest of the following:
o Final grant closeout date
o Final disposition of property
o End of the program year in which the record was created
o Date of resolution of any litigation, audit, or claim involving the records
2. Specific Record Types :
Sub-recipients must follow the retention periods by record type, including but not
limited to:
Participant Files (Youth, Adult, Dislocated Worker): 3 years from the end of the
program year of exit
Eligibility Documentation: 3 years from program year closure
Fiscal and Financial Records: 3 years from grant closeout
Contracts, MOUs, and Agreements: 3 years from expiration or termination
Property and Equipment Records: 3 years from final disposition
Grievances/Complaints: 3 years from date of resolution
OJT/IWT Contracts: 3 years from program year of contract completion
Procurement Documentation: 3 years from award or final payment



3.

5.

Indirect Cost Records
Retain indirect cost proposals, cost allocation plans, and supporting documentation for
three (3) years from the date the indirect cost rate is finalized.
Extended Retention Requirements
Records must be retained beyond the standard three years if any litigation, audit,
investigation, or claim involving those records is unresolved. Records must be kept until
all matters are fully resolved.
Access and Custody

o Sub-recipients must allow NOW staff access to all records upon request.

o Inthe event a sub-recipient is unable to maintain records, NOW will assume

custody and responsibility for maintenance and retention.

Disposal

Confidential records (e.g., participant files) must be shredded or otherwise securely
destroyed.

Non-confidential records may be recycled. No records may be destroyed without
written approval from NOW. Sub-recipients must submit a disposal request, and will
receive written authorization, approval, or rejection.

Compliance

Sub-recipients must describe their records retention and disposal procedures annually
in response to NOW’s monitoring guide.

NOW will conduct periodic reviews to ensure records are retained and disposed of
according to this policy and the state retention schedule.

Monitoring procedures will be confirmed by NOW’s annual sub-recipient risk
assessment.

REFERENCES

WIOA Sec. 116(i), Sec. 184
2 CFR 200.333

2 CFR Parts 200 and 2900



