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SUBJECT: Workforce Development Division Records Disposition Authority  

1.  Purpose. To provide the Workforce Development Division (WDD) and its subrecipients with 
guidance to determine the maintenance and disposition of all documentation, 
both paper and electronic, and how it will be kept and maintained statewide. 

2.  Discussion. A Records Disposition Authority (RDA) establishes procedures by which 
government agencies determine the length of time that records and 
documentation will be kept and maintained. The State Records Commission is 
charged with the responsibility of determining which state records shall be 
permanently preserved because of historical value and which state records may 
be destroyed or otherwise disposed of without microfilming under the authority 
granted by the Code of Alabama 1975, Sections 41-13-5 and 41-13-20 through 21. 
No state officer or agency head shall cause any state records to be destroyed or 
otherwise disposed of without first obtaining approval from the State Records 
Commission. 

The State Records Commission has approved this Records Disposition Authority 
(RDA) for the Workforce Development Division (WDD) of the Department of 
Commerce effective October 27, 2021, to determine which records shall be 
Permanent, and which records shall be Temporary. This RDA applies to all paper 
and electronic documents concerning WDD that are created or in use by its 
internal sections, Workforce Boards, Local Workforce Development Areas, 
Subrecipients, One-Stop-Operators, Contractors, and Program Providers that are 
evidence of the Divisions activities or has informational value.  
 
The attached document comprises the Records Disposition Authority for the 
Alabama Department of Commerce Workforce Development Division. It was 
compiled by the Archives Division, Alabama Department of Archives and History 
(ADAH), which serves as the State Records Commission’s staff, in cooperation 
with representatives of the Agency. It identifies records that must be maintained 
permanently and ultimately transferred to the ADAH, establishes retention 
periods for temporary records, and provides the legal authority for the Agency to 
implement the destruction of eligible records. 
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3.  Action. The Workforce Development Division will work with the Staff from the Alabama 

Department of Archives and History (ADAH) regarding the transfer of their 
permanent records to ADAH for preservation and access. This RDA identifies 
records created and maintained by WDD in carrying out its mandated functions 
and activities. It establishes minimum retention periods and disposition 
instructions for those records and provides the legal authority for the agency to 
implement records destruction. ADAH will collect and store all permanent 
records specifically for the internal sections of the Workforce Development 
Division on an annual basis. All Local Workforce Development Areas, 
Subrecipients, One-Stop-Operators, Contractors, and Program Providers that 
have documentation that is evidence of the Division’s activities or has 
informational value are required to maintain and destroy their own records 
according to the requirements outlined in this RDA. 
 
Technical assistance to facilitate statewide compliance with this RDA will follow. 
 

4.  Contact. Questions regarding the WDD Records Disposition Authority should be directed 
to Danny Cheek, Workforce Development Division at (334) 353-5163 or 
daniel.cheek@commerce.alabama.gov. 

 
Tammy Wilkinson, WD Division Director 
Alabama Department of Commerce

Attachments:  Workforce Development Division Records Disposition Authority (RDA) 

 


























































