ECORDS RETENTON SLRELULE
SPROVAL REQUEST

; i2pEy rem ¢MC

Submit three coples with three coples of the
Records Retentlon Schedule, STD. 73.

H

{1} DEPAATMENT, BOARD OR COMMISSION v

Board of Eaualization

CIVISION, BUREAU QR OTHER UNIT . . .
Assistant Chief of Field

O: DEPARTMENT OF GENERAL SERVICES
OFFICE OF INFORMATION SERVICES
1500 5th Street, Room 116
Sacramento, CA 95814 (or IMS C-39)

{918) 445-2294 or CALNET 485-2294

Saleg & Use Tax Department-— (Oherations
ADDRESS A

450 N Street, Sacramento, CA 95814
CHECK THE APPHOPRIATE BOX:

@ D New schedule of records that have never been scheduled. (Completg boxas 5 - 8.}

E Q gwanmnioﬁmgacﬁ‘\oeé&mﬁgamm-__N»
{A new approval number will be assigned.)

3 D gﬂa_nngam%oqmggﬁmgac_m.soﬁ_im&uoxmmm-“mc
{The original approval number will remain in effect.)

| (8 SCHEDULE NUMBER 8 SCHEDULE DATE T NUMBER OF PAGES (& CUBIC FEET{Total Schedule)
NEW SCHEDULE
INFORMATION _
(If applicable) 10-E August 26, 1998 2 88. 31
REVIOUS SCHEDULE (9 SCHEDULE NUMBER(S} (10} APPROVAL NUMBER(S) (11) APPAOVAL DATE(S) 12 PAGE NUMBER(S) HEVISED
INFORMATICN
{if applicable} 10~-E 94-117 06/15/94 2

ART | -- AGENCY STATEMENTS

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on
the attached schedule, | certify that all records are listed, that | have reviewed the need for the records,(par Section 1611 of
the State Administrative Manual) that each retention period is necessary and correct as scheduled, and (for a revised

schedule} that all ite

the preyious schedule have been accounted for. .

7 SIGNATURE-MANAGER DIRELTLY, NSISLE FOR THE RECORDS (14 TME .y (15) DATE SIGNED
A 705 0D P50

In accordance with Government Code 14755, approval of the attached Records Retention Schedule by the Department of
General Servicas is hereby requested. Retention periods have been established by this agency after a careful evaluation of
all the factors listed in Section 1667 of the State Administrative Manual,

1 hereby certify that | am authorized to act on behalf of the head of this agency in matters pertaining to the retention and
disposal of records. (Per Section 1611 of the State Administrative Manual.)

o CGNATURE-RECORDS MANAGEMENT ANALYST AN THLE
3 NAME (Printed of Typed? § (19 TELEPHONE @20 DATE SIGNED
Nc%.s.f\ .ﬁs\ws&ﬁ hys 3593 Z\._q\“wM\
i [

ART Il .- DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755)

1} SIGNATURE—OIS CONSULTANT

{23 APPROVAL BE A

s Kamons M. g\‘,\ﬁ%

n TITLE

Records Imswsm3m=+ Consulfant

(24) OATE SIGNED

12]2g]8

YART Il -- ARCHIVAL SELECTION (Per Government Code Section 14755)

HE ATTACHED RECORDS RETENTION SCHEDULE:

QD Contains no material subject 8. further review by the California State

Archives

Contains materiai subject to archival raview. ltems stamped “Hold/Notity
& Archives” may not be destroyed without clearance by the Secretary of
State. (Per Section 1614 of the State Administrative Manual .}
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08/26/98

State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3}
Board of Equalization 10-E AUGUST 26, 1988
» ORGANIZATIONAL UNIT PAGE QF PAGES
Records Retention Sales & Use Tax Admin./Assistant Chief of Field Operations
Schedule 1 2
STD. 73 (REV.582)
See Instructions on reverse ADDRESS (Number City) DEPARTMENT OF GE| ERVIC?;ES
and in SAM 1600 450 Sacramento, CA 95814 APPROVAL NUMBER (57 7 Ags
ftem Cubic | CALIFORNIA M Vv PRA
Number | Feet® STATE TITLE AND DESCRIPTION OF RECORDS E | | RETENTION (Exempt) REMARKS
(Triple ARCHIVES {Tripte space between ltems) b T &
Space USE ONLY I A IPA
Betwaon AllL Dept. SRC  Total
Herns) (13) (14) (15)
(6) (7} {8} 9 10 11 ‘ (16)

Mission: The mission of the Sales and Use Tax Administration is to provide timely and informative services to taxpayers concerning the business tax
laws administered by the Board; and to provide fair, firm and uniform treatment of taxpayers in the administration and collection of business taxes; and to

perform these functions efficiently, effectively and with maximum quality.

)

32.3

20.0

23.0 ’?i}@gg} }&&;@m

6%y | Subject Files and Correspondence

1(‘& i}

Confidential Files -
{ LR ,Qg\!\k)iabﬁﬁ“w fAghe
..’?., ."‘.m E (gl: '"‘ .f.él; ‘M s;:»k /
Binders: CPPM BEAM, SAM,
Audit Manuals, etc.

Administrative Assistant to
Chief of Field Operations

3.0 District Requisitions
_ Technicial Advisor to Chief of
Field Operations
5.5 $obée™ | subject Files and Correspondence.

. * Provide total of office and deparimental

Assistant Chief of Field Operations

cin mwm_; ey

Subject Files and Correspondence

Cuvy
3t

Public Records Act.
Government Code 6254

These are not records. They are copies
Of manuals generated in other offices,

£ owveand wndl Qupzvse&a&.



08/26/98

State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE {3)
Board of Equalization 10-E AUGUST 26, 1998
= ORGANIZATIONAL UNIT PAGE QF PAGES
Records Retention Sales & Use Tax Admin./Assistant Chief of Field Operations
Schedule 2 2
STD.73 (REV.592) _ I :
See Instructions on reverse ADDRESS (Number Street City) DEFARTMENT OF GENERAL S&RVIGQSS\ £
and in SAM 1600 450 N Sacramento, CA 95814 APPROVALNUMBER (8) -/ ¢ o #' I~ i
item Cubic | CALIFORNIA M|V PRA
Number | Feat® STATE TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempt) REMARKS
{Triple ARCHIVES (Triple space between ems) D T &
Space - USE ONLY | A IPA
B;m" A | L | office Dept SRC  Total
(6) @ (8) 9 o) | | (12 {13) {14) (15) (16)
Staff Service Analyst
7. 3.0 Subject Files and Correspondence P 5 5
Secretary
8. 1.5 Confidential Files — Personnel P 5 5 Time and Attendance records —
confidential destruct. Purged after five
years,
9, .01 RECORDS MANAGEMENT P Curr. leur. | _ | Current until superseded.

Records retention schedule approval
request, records retention schedule
Std. 70 & Std. 73

Totai |88.3)
Cu. Ft.

Curr. = Current.

* Provide total of office and departmental retent2.ds



