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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 31379

TITLE: Adoption Tax Credits eligibility and certifications
DATES: 2023-

ARRANGEMENT: Database.

DESCRIPTION:

This record documents applications for certification related to

the state adoption tax credit and contains all correspondence,
forms, tax certificates, and any other paperwork related to the
case. See Utah Code 35A-1-111 (2023). The records contain the
filing party's first and last name, SSN, birth date, home

address, home or mobile phone number, spouse's name, spouse's
SSN, spouse's birth date, adopted child's name, adopted child's
birth date and adopted child's SSN, along with a certified copy

of the adoption decree. Privacy annotation: List of personal

data included: first name, last name, middle name, maiden name,
social security number, date of birth, birth certificate, home
address, personal email address, home telephone number, mobile
phone number, decree of adoption. Purpose personal data is
collected, maintained, or used: To determine eligibility for the
adoption tax credit certificate. Legal authority for collecting,
keeping, or using personal data: Utah Code 35A-1-111 (2023) and
Utah Administrative Code, R982-111.

RETENTION:

Retain for 15 year(s)

DISPOSITION:
Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the Records
Management Committee.

APPROVED: 01/2026

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 15 years and then
delete.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 31379
TITLE: Adoption Tax Credits eligibility and certifications

(continued)
APPRAISAL:

These records have administrative, and/or fiscal value(s).

PRIMARY DESIGNATION:
Private Utah Code 63G-2-302(2)(b,d) (2025)
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Adjudication Division

84069
Civil and criminal litigation files

1963-

ARRANGEMENT: Alphabetical by appellant surname.

ANNUAL ACCUMULATION: 0.50 cubic feet.
DESCRIPTION:

This record documents collection cases in civil and criminal
litigation involving Employment Security. It contains all
correspondence, forms, findings of fact, preliminary and appeal
decisions, and any other forms pertaining to the case. This
record is used for reference on similar cases. Privacy
annotation: List of personal data included: first and last name,
address, email, phone number, Social Security Number, financial
records or information, and other personally identifiable
information. Purpose personal data is collected, maintained, or
used: This record documents collection cases in civil and
criminal litigation involving Employment Security. It contains

all correspondence, forms, findings of fact, preliminary and
appeal decisions, and any other forms pertaining to the case.
This record is used for reference on similar cases. Legal
authority for collecting, keeping, or using personal data: Utah
Code 63G-2-304(2008). These are files filed in Utah district and
appellate courts. Under the Utah courts' policies, Utah Rules of
Civil Procedure and the Rules of Appellate procedure, there may
be information regarding a person’'s hame, address, email, phone
number, and information about the claim for public assistance
benefits that was filed with the courts. See Utah Rules of Civil
Procedure 17, Utah Rules of Criminal Procedure 4, Utah Rules of
Appellate Procedure 3, and Article 2 of the Utah Code of Judicial
Administration. These files may also include a person's personal
data as required by unemployment compensation, eligibility
services, child care subsidies, Medicaid or job development which
may be in dispute.

RETENTION:

Retain for 10 year(s) after case is closed

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the State Records
Committee.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 84069
TITLE: Civil and criminal litigation files

(continued)

APPROVED: 07/2001

FORMAT MANAGEMENT:

Paper: For records beginning in 1963 and continuing to the
present. Retain in Office for 7 years after case is closed and
then transfer to State Records Center. Retain in State Records
Center for 3 years and then destroy.

Computer data files: For records beginning in 2015 and continuing
to the present. Retain in Office for 10 years or until

administrative need is met, whichever is greater, and then

delete.

APPRAISAL:

These records have administrative, and/or legal value(s).

PRIMARY DESIGNATION:
Public

SECONDARY DESIGNATION(S):

Private
Controlled. Utah Code 63G-2-304(2008).
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 31428

TITLE: Constituent Services complaint system
DATES: 2013-

ARRANGEMENT: Database.

DESCRIPTION:

This record documents constituent complaints about general
program, policy, customer service, and treatment issues that are

not based on discrimination. It contains all correspondence,
employees' notes, findings or decisions (if applicable), and any
other paperwork related to the complaint. See Utah Code 35A-1-111
(2023) and Utah Administrative Code R982-111 (2024). Privacy
annotation: This record may contain the following personally
identifiable information - first and last name,address, email and
phone number. The complainant may also remain anonymous so there
may not be PII collected. The complaint form also requests a case
number such as eRep, and may require information about the facts
that support the complaint. Purpose personal data is collected,
maintained, or used: Constituents may file complaints without

PIl, but it may be difficult to determine if there was an issue

or not if personal data or specific facts about the complaint are

not provided. Legal authority for collecting, keeping, or using
personal data: Utah Code 35A-1-111 (2023) and Utah Administrative
Code R982-111 (2024).

RETENTION:

Retain for 3 year(s)

DISPOSITION:
Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule
Customer request or complaint records, GRS-1783.

AUTHORIZED: 08-24-2018

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 3 years and then
delete.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 31428
TITLE: Constituent Services complaint system

(continued)
APPRAISAL:

These records have administrative, and/or legal value(s).

PRIMARY DESIGNATION:
Private Utah Code 63G-2-302(2)(b,d) (2026)
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Adjudication Division

31429
Equal Opportunity complaint records

1998-

ARRANGEMENT: Database.
DESCRIPTION:

This record documents complaints alleging discrimination based on
one or more of the following protected classes: race; color;

religion; sex (including pregnancy, childbirth and related

medication conditions, sex stereotyping, transgender status, and
gender identity); national origin (including limited English
proficiency); age; disability; political affiliation and belief;

citizenship (if a beneficiary, applicant, or participant in WIOA
program or activity); participation in a WIOA (Workforce

Innovation and Opportunity Act) program or activity; and

retaliation for reporting discrimination, giving a statement or
otherwise involved with someone else's discrimination

complaint. See HR 803 Public Laws 188; 20 CFR 658.410. Privacy
annotation: This record may contain the following personally
identifiable information - first and last name, address, email,

phone number, eRep case number, PID, medical records, and may
require information about a specific employer and the specific

facts that support the complaint. Purpose personal data is
collected, maintained, or used: Persons may file equal

opportunity discrimination complaints with the Department about a
specific employer or against the Department, and this information
is needed to determine the specific legal issues in the complaint
and how to resolve the complaint. Legal authority for

collecting, keeping, or using personal data: Utah Code 35A-1-111
(2023) and Utah Administrative Code R982-111 (2024); also federal
law noted previously.

RETENTION:

Retain for 6 year(s) after resolution of issue

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 6 years after
resolution of complaint and then delete.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 31429
TITLE: Equal Opportunity complaint records

(continued)

APPRAISAL:

These records have administrative, and/or legal value(s).

PRIMARY DESIGNATION:
Private Utah Code 63G-2-302(2)(b,d) (2025)
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division
SERIES: 23149

TITLE: Fair hearing case files

DATES: 1995-

ARRANGEMENT.: Alphabetical by surname.

ANNUAL ACCUMULATION: 5.00 cubic feet.
DESCRIPTION:

These files document public entitlement hearings for cases such
as denial of welfare, reduction in benefits, possible fraud, and
other entitlement decisions. Information includes judgment by
default, notice of informal hearing, notice of support debt,
administrative hearing checklist, notice of hearing, notice of
appeal, subpoenas, stipulation and order, divorce decree, finding
of facts and decree, orders, assignment of collection of support,
written answer, attorney notes, correspondence, summons, proof of
payment, affidavits, transcripts, notice of settlement, and other
supporting documentation. Privacy annotation: List of personal
data included: First and last name, address, email, phone number,
Social Security Number, financial records or information, and
other personally identifiable information related to the

case. Purpose personal data is collected, maintained, or used:
These files document public entitlement hearings for cases such
as denial of welfare, reduction in benefits, possible fraud, and
other entitlement decisions. Information includes judgment by
default, notice of informal hearing, notice of support debt,
administrative hearing checklist, notice of hearing, notice of
appeal, subpoenas, stipulation and order, divorce decree, finding
of facts and decree, orders, assignment of collection of support,
written answer, attorney notes, correspondence, summons, proof of
payment, affidavits, transcripts, notice of settlement, and other
supporting documentation. Legal authority for collecting,

keeping, or using personal data: Because Fair Hearing covers
several types of cases, the law would vary. For unemployment, we
are permitted to keep records regarding wages and PIl. See Utah
Code 35A-4-312. For public assistance programs, employment
services, the Department is responsible for determining

eligibility, provide refugee services and child care assistance
which requires verification of identity and legal status, and

other personal information. Utah Code 35A-3-103. Fair Hearings
receives this information when a party appeals a decision made on
unemployment or other benefits. Also reference the Administrative
Procedures Act, Title 63G, Chapter 4, Part 2, Adjudicative
Proceedings.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 23149
TITLE: Fair hearing case files

(continued)

RETENTION:

Retain for 10 year(s) after case is closed or until administrative value met, whichever is
greater

DISPOSITION:
Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the State Records
Committee.

APPROVED: 05/2001

FORMAT MANAGEMENT:

Paper: Retain in Office for 1 year after case is closed and then
transfer to State Records Center. Retain in State Records Center
for 9 years and then destroy.

Computer data files: Retain in Office for 10 years after case is
closed or until administrative value is met, whichever is
greater.

APPRAISAL:

These records have administrative value(s).

PRIMARY DESIGNATION:
Private

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 12/2020.
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Adjudication Division

24239
Information release requests

2002-

ARRANGEMENT: Alphabetical by surname.

ANNUAL ACCUMULATION: 3.00 cubic feet.
DESCRIPTION:

This series contains GRAMA requests or other court ordered
requests for public assistance, unemployment insurance, wage, new
hire and other department information. Records include GRAMA or
other court ordered requests and department responses, copies of
released documents, and charges incurred and paid by the
requesting parties. Information may also include names,
employment histories, Social Security numbers, and other relevant
information. Privacy annotation: List of personal data

included: first and last name, address, email, and phone number,

as required under GRAMA, along with any other personally
identifiable information needed to locate the applicable

records. Purpose personal data is collected, maintained, or

used: This series contains GRAMA requests or other court ordered
requests for public assistance, unemployment insurance, wage, new
hire and other department information. Records include GRAMA or
other court ordered requests and department responses, copies of
released documents, and charges incurred and paid by the
requesting parties. Information may also include names,
employment histories, Social Security numbers, and other relevant
information. Legal authority for collecting, keeping, or using
personal data: These are generally GRAMA or data requests. GRAMA
requires that every GRAMA requester provide the person's name,
mailing address, email address, and daytime telephone number.
Utah Code 63G-2-204(1)(a)(i). Because many of our records are
"private,” "controlled,” or "protected" under GRAMA, the

Department is required to obtain evidence of the requester's

identity. Utah Code 63G-2-202(6).

RETENTION:

Retain for 2 year(s)

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule
Records access requests and appeals, GRS-1711.
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Utah State Archives
Page:
AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 24239
TITLE: Information release requests

(continued)

AUTHORIZED: 06-01-2014

FORMAT MANAGEMENT:

Paper: Retain in Office for 2 years and then destroy.

Computer data files: Retain in Office for 2 years or until
administrative need is met, whichever is greater, and then
delete.

APPRAISAL:

These records have administrative, and/or legal value(s).

These records have administrative value as they are used for
program management. They have legal value as they are required by
the Government Records Access and Management Act.

PRIMARY DESIGNATION:
Private Utah Code 63G-2-302(1)(a),(b), and (g); (2)(b) and (d) (2020)

SECONDARY DESIGNATION(S):

Controlled. Utah Code 63G-2-305 (2008)
Public
Protected. Utah Code 63G-2-305 (2020)

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 10/2020.
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Adjudication Division

31456
Privacy Office records

2025-

ARRANGEMENT: Chronological by date, thereunder alphabetical by name.
DESCRIPTION:

This record documents requests to the Privacy Office for access
to personal data retained by the Department and any requests to
amend or correct personal data received by the Department. It
contains all correspondence, forms, or any other paperwork
pertaining to the case. This also contains At-Risk Government
Employee Forms. This record may contain future Qualtrics form
information. This record may contain email or form requests to
access information and to amend/correct personal data maintained
by the Department; At-Risk Government Employee forms; and any
Qualtrics data in the future request system. See Utah Code
63A-19-403 (2024); 63G-2-303 (2025). Privacy Annotation: This
record may contain the following personally identifiable
information: requester's first and last name, address, email,

date of birth, case number, or phone number. It may also contain
specific facts about the request or amendment/correction. Purpose
personal data is collected, maintained, or used: In order to
determine the personal data the Department retains, the
Department may need personal data to verify their identity prior

to being able to retrieve the personal data. Legal authority for
collecting, keeping, or using personal data: 63A-19-403 (2024),
35A-1-104 (2020).

RETENTION:

Retain for 2 year(s) after final action

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 2 years after final
action and then delete.
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Utah State Archives
Page: 14

AGENCY: Department of Workforce Services. Adjudication Division

SERIES: 31456
TITLE: Privacy Office records

(continued)
APPRAISAL:

These records have legal value(s).
Utah Code 63A-19-403 (2024)

PRIMARY DESIGNATION:
Private Utah Code 63G-2-302(2)(d) and (1)(a,b) (2025)
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