STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE
APPROVAL REQUEST

STD. 72 (REV . 2-96) (1) DEPARTMENT, BOARD OR COMMISSION
REHABILITATION

DIVISION, BUREAU OR OTHER UNIT

EMPLOYMENT PREPARATION SERVICES DIVISION-FIELD OFFICES
Submit three copies with three copies of the ADDRESS

Records Retention Schedule, STD. 73. SEE ATTACHED LISTING
. CHECK THE APPROPRIATE BOX:
TO: 85:?3?-(,\)/’; mlg;&fﬁngLEslgﬁglE%Es @ D New schedule of records that have never been scheduled. (Complete boxes 5 - 8.)
1500 Sth Street, Room 116 @) D Revising a previous schedule. (Complete boxes 5 - 12.)
Sacramento, CA 95814 (or IMS C-39) (A new approval number will be assigned.)
(4) Amending some pages of a previous schedule. (Complete boxes 8 - 12.)
(916) 445-2294 or CALNET 485-2294 D (The orig?nal approval number will remain in effect.)
NEW SCHEDULE (5) SCHEDULE NUMBER {6) SCHEDULE DATE {7) NUMBER OF PAGES (8) CUBIC FEET (Total Schedule)
INFORMATION A-1000 09/05/01 13 12,959.9
(If applicable) )
PREVIOUS SCHEDULE (9) SCHEDULE NUMBER(S) (10) APPROVAL NUMBER(S) {11) APPROVAL DATE(S) (12) PAGE NUMBER(S) REVISED
INFORMATION A-1000 96-082 8/27/96 ALL
(If applicable)

PART | -- 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, I certify that all records are listed, that | have reviewed the need for the records,(per Section 1611 of the
State Administrative Manual) that each retention period is necessary and correct as scheduled, and (for a revised schedule)
that all items on the previous schedule have been accounted for.

7

/&SI%NATURE—MA%CTLY RESPOW (14) TITLE (15) DATE IVD
/7//&f e, : J DEPUTY DIRECTORS-EPS / 7%

In m&/govemment Code 14755, approval of the attached Records Retention Schedule by the Department of

General Services k 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.

| 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 16117 of the State Administrative Manual.)

(16) SIGNATURE-RECORDS M CEMEN‘T\ANALYST (17) TITLE
P INGANC o) S\-x,\« N BUSINESS SERVICES ASSISTANT
(18) NAME (Prinled ar Typedj\) (19) TELEPHONE {20) DATE SIGNED
TRACY BREHM (916) 263-8713 C}\\\O‘\\\Q\

PART li - DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755)

{21} SiGNnTURE;——OlS CONSULTANT 7, (22) APPROVAL NUMBER
/W%/ ‘F}{l
s A G b |3 T
(23} TITLE ¢ 5] / {24) DATE SIGNED, . /", )
/'{L‘(J/)I; 5){‘3 Mrﬁ"/f ’674/3’4@1/‘ 'i/// <‘,:] {7 R s /’C’z /“»/«C}f
PART Ill - ARCHIVAL SELECTION (Per Government Code Section 14755) ARCHIVES USE ONLY

THE ATTACHED RECORDS RETENTION SCHEDULE:

{ Contains no material subject to further review by the California State
%, Archives

(255

Contains material subject to archival review. ltems stamped "TRANSFER
TO ARCHIVES" may not be destroyed without clearance by the Secretary
of State. (Per Section 1614 of the State Administrative Manual .)

(26)

ATURE CFy@F QF %»RCHN (28) DATE SlGNED

a ‘ N, s o o
G b @mﬁwﬁmﬁ CAsditonst | lofixiey




State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
: Department of Rehabilitation A-1000 09/05/01
Records Retention Schedule ORGANIZATIONAL UNIT . ] o . ' PAGE OF PAGES
STD. 73 (REV. 5-92) Employment Preparation Services Division-Field Offices 1 13
See Inslructions on reverse ADDRESS (Number Street City) DEPARTMENT OF GENERAL ngv;g)Es gPROVAL NUMBER (5)
and in SAM 1600 See Attached Listing “ ‘a - 78 g
item Cubc | CALIFORNIA M ]V PRA
bzgmt:er Feet* A SJQK/EES TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
riple ¢
Space USE ONLY (Triple space between ltems) ‘ EI) Z\ IP&A
Bﬁév,ffsn A | L | Office Dept. SRC  Total
(6) @ @) (10y | (1) | (12) (13) (14) (15) | (16)

Mission Statement:

The Department of Rehabilitation, as a recipient of federal and state funds, is covered by Section 504 of the Rehabilitation Act of 1964, California Administrative Code

Title 22, CGC Section 11135 et. seq., other federal and state laws, and Executive Orders which prohibit discrimination. Consumer services, as well as employment

practices and benefits of the Department of Rehabilitation are provided to qualified persons without regard to ethnic group indentification, race, color, national origin,

religion, sex, creed, age, sexual discrimination, physical or mental disability, medical condition, marital status, or ancestry.

The vocational rehabilitation (VR) services program is the primary service delivery program for which the Department is responsible. This organizational unit is the
largest in the Department, including over 800 vocational rehabilitation counselors (VRC) who maintain client caseloads averaging 100 individuals with disabilities.
VRC's stationed within 117 field office locations throughout the State work with applicants for services, evaluating their eligibility for VR services, jointly developing
individualized rehabilitation programs. VRC’s identify resources, training programs, and support services necessary to improve the individual's employability. This
includes assisting in securing job placement, job follow-up services, and working with employers to assure suitable and stable employment.

* Provide total of office and deparimental




. State of California

Records Retention Schedule

STD. 73 (REV.5-92)

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Rehabilitation A-1000 09/05/01
ORGANIZATIONAL UNIT PAGE OF ) PAGES
Employment Preparation Services Division-Field Offices 2 - 13

See Instructions on reverse ADDRESS (Number Street City)

and in SAM 1600 See Attached Listing

DEPARTMENT OF GENERAL SE@X}CES)APPROVAL NUMBER (5)

Ut - <04

ltem
Number
(Triple
Space
Between
Items)

(6)

Cubic
Feet”

CALIFORNIA
STATE
ARCHIVES
USE ONLY

8)

TITLE AND DESCRIPTION OF RECORDS E
(Triple space between ltems) D

RETENTION

m> - <

A
9) (10) | ( (12) (13) (14)

-
-
—

Office  Dept. SRC Total

(19)

PRA
(Exempt)
&

IPA

(16)

REMARKS

* Provide total of office and departmental

SAM- State Administrative Manual
RAM- Rehabilitation Administrative Manual

Retention Criteria:

ADMINISTRATIVE REDORDS:
RAM Chapter 20, unless otherwise noted.

PROGRAM RECORDS:
Program Administrator decision, unless
otherwise noted.

EXEMPTION FROM DISCLOSURE:
Government Code Section 6254 ( ¢ )
Access to data subject to 1.LP.A. 1798.5

DESTRUCTION CRITERIA:
Confidential destruction



State of California

Records Retention Schedule

STD. 73 (REV.5-92)

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Rehabilitation A-1000 09/05/01
ORGANIZATIONAL UNIT PAGE OF PAGES
Employment Preparation Services Division-Field Offices 3 13

See Instructions on reverse ADDRESS {Number Street City) DEPARTMENT OF GENE}jAL SEBVICES APPROVAL NUMBER (5)
and in SAM 1600 See Attached Listing 1 -28 2
item Cubic [ CALIFORNIA M Y PRA V
hgmt?er Feet* A RSCTQITVEE S TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempt) REMARKS
riple :
Space USE ONLY (Triple space between Items) IID 1 [F(?A
Bﬁ;"rvne;;“ A | L | Office Dept. SRC  Total
(6) 7) (8) 9) (10) | (1) | (12) (13) (14) (15) (16)
ADMINISTRATIVE RECORDS
1 1460.77 CHRONOLOGICAL/CORRESPONDENCE P 2 2 Retention Criiteria: Program Administrator
FILE decision .
e General correspondence, chrons, Destruction Criteria: Recycle
memos, minutes, etc.
2 66.318 TRAVEL CLAIMS P 1 1 X, Retention Criteria: Retain at least one year
from end of fiscal year. Office copies only,
RAM Chapter 20.
3 20.7825 DRIVING RECORDS P Active Active | X, 1 Retention Criteria: SAM 1600 AT-1, Retain
until superseded or canceled.

* Provide total of office and departmental




State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Rehabilitation A-1000 09/05/01
RecordS Retention SCheduIe ORGANIZATIONAL UNIT . . o ) ) PAGE OF PAGES
STD. 73 (REV.5.92) Employment Preparation Services Division-Field Offices 4 13
See Instructions on reverse ADdRESS {Number Street City) DEPARTMENT OF GENERJ}L\SE}}){)I}CE%N.’PROVAL NUMBER (5}
and in SAM 1600 See Attached Listing , E} E = 4 O &
item Cubic | CALIFORNIA . M v PRA
f‘ﬁnﬁﬁer Feet* A SJQLEES TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
riple .
Space USE ONLY (Triple space between ltems) ? Z IgA
Bﬁé‘:'nese)” A L | Office Dept. SRC  Total
(6) (7) (8) (9) (10y | (11) | (12) (13) (14) (15) | (16)
4 101.95 ATTENDANCE RECORDS: P Active Active | X, | Active:: Until verified with Human Resources
o Individual Leave Statements ' Section. o
e Individual Attendance Summary Retention Criteria: RAM Chapter 20
5 218.471 PERSONNEL WORKING RECORDS: P Active Active | X, | Active: Length of employment
to include but not limited to: +2 +2 Retention Criteria: RAM Chapter 20. Office
e Personnel & health benefits documents copies only. Official Records in
e Duty statements, work schedules Department’s Human Resources Section.
e Emergency contact information
e Training Records
¢ Conflict of Interest
6 302.2023 SUPERVISORY WORKING RECORDS: P Active Active | X, | Active: Length of employment, unless a
to include but not limited to: +1 +1 personnel action is pending.
e Documentation for perfom]auce Retention Criteria: RAM Chapter 20,
appraisals, adverse actions, etc. documents of a negative nature should be
o Referrals to employee assistance destroyed after 3 years unless an adverse
programs. action is pending.
¢  Other documents used by immediate
supervisor in carrying out management
responsibilities.

* Provide total of office and departmental



State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Rehabilitation A-1000 09/05/01
ReCOI‘dS Retention Schedule ORGANIZATIONAL UNIT . . o . PAGE OF PAGES
STD.73 (REV. 5.62) Employment Preparation Services Division-Field Offices 5 13
See Instructions on reverse ADDRESS (Number Street City} DEPARTMENT Of GENERAL SER! ESE-%PPROVAL NUMBER (5)
and in SAM 1600 See Attached Listing - 4,
ltem Cubic | CALIFORNIA M v PRA '
f\égmﬁer Feel’ A sCTQLfEE S TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
riple "
Space USE ONLY (Triple space between ltems) ll) I\ 1F§A
Bg;‘:]":s“ A L | Office Dept. SRC Total
(6) 7) ®) (9) (10) | (11) | (12) (13) {14) (15) (16)
7 29.15 GRIEVANCES & EMPLOYEE COMPLAINTS | P - | Active Active | X, 1 Active: Until decision made
+3 +3 Retention Criteria: SAM 1600 AT-1; Three
years for reference and possible appeals. Do
not file in Personnel folder.
8 21.625 ORAL EXAM PANEL RECORDS P 1 1 X, 1 Retention Criteria: RAM Chapter 20
9 101.108 RECRUITMENT RECORDS: P Active +2 Active | X, | Active; Until interview process completed and
e Includes job applications, certification +2 hire made.
lists, etc. Retention Criteria: SAM 1600 AT-1 and
RAM Chapter 20 ,

* Provide total of office and departmental



State of California

Records Retention Schedule

STD.73 (REV.5-92)

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)

Department of Rehabilitation A-1000 09/05/01
ORGANIZATIONAL UNIT PAGE OF PAGES
Employment Preparation Services Division-Field Offices 6 13

See Instructions on reverse ADDRESS (Number Street City) DEPARTMENT OF GEh{EF?AL,ngv‘lti\Es APPROVAL NUMBER (5)
and in SAM 1600 See Attached Listing | % B - Zé @ &/
ltem Cubic | CALIFORNIA M v PRA
hﬁmﬁer Feet* A ggﬁlﬁs TITLE AND DESCRIPTION OF RECORDS E i RETENTION (Exempt) REMARKS
riple ;
Space USE ONLY (Triple space between ltems) (ID Z\ IgA
Bﬁéﬁ‘;ﬂ A | L | Office Dept. SRC  Total
(6) @) 8) (9) (10) | (1) | (12) (13) (14) (15) | (18
10 120.56 MEDICAL/PSYCHIATRIC CONSULTANT P Active Active | X1 Active: Life of contract
RECORDS Retention Criteria: Office copies only.
» Contract copies Official records in Department’s Contracts
« Invoices & Accounting Sections.
11 153.0223 "ACCOUNTING RECORDS: P Active Active Retention Criteria: Retain for one year from
to include but not limited to: +1 +1 end of fiscal year. Office copies only, RAM
e DRS8 Request for Postage Check and Chapter20
supporting documents. Destruction Criteria: Recycle
¢  Administrative imprest cash
o Telephone bills & Calling Cards
* General Services Charge Cards
12 114.2995 PROCUREMENT RECORDS: P Active Active Retention Criteria; Retain for one year from
to include but not limited to: +1 +1 end of fiscal year. Office copies only, RAM
e Requisitions ( Std. 5, 65, 66, 115 & 116) Chapter20
o  Stock Received Reports Destruction Criteria: Recycle
13 161.8284 PROCUREMENT AUDIT FILE: P 4 4 X, Retention Criteria: Per Departmental and
to include but not limited to: Federal requirements, to be retained until
e  Copies of all purchase orders & after State, Federal, & Departmental audits,
estimates, regardless of cost or four (4 ) years whichever occurs first.
e Price quotes/bids

* Provide total of office and departmental




State of California

Records Retention Schedule

STD.73 (REV.5-92)

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)

Department of Rehabilitation A-1000 09/05/01
ORGANIZATIONAL UNIT PAGE OF PAGES
Employment Preparation Services Division-Field Offices 7 13

See Instructions on reverse ADDRESS (Number Street City) DEPARTMENT OF GEN%R:AL S%RVICES APPROVAL NUMBER (5}
and in SAM 1600 See Attached Listing NG -282
item Cubic | CALIFORNIA M v PRA B
hgmbler Feel® N RSJGIT\/% S TITLE AND DESCRIPTION OF RECORDS E I RETENTION (Exempt) REMARKS
riple :
Space USE ONLY (Triple space between Items) [I) I\ lgA
Bﬁgn?in A L | Office Dept. SRC Total

(6) (7) @) (9) (10) | (11y | (12) (13) (14) (15) | (16)

14 2419 PROCUREMENT INCOMPATIBLE P Active Active Previously RRS A-1000 ltem #22
ACTIVITIES STATEMENTS Active: Length of employment

Retention Criteria: Title 9, California Code
of Regulations, Sections 7412-7413

15 59.57715 PROPERTY RECORDS; P Active Active Previously RRS A-1000 ltem #13
e Admin. Equipment Inventory Active: Until updated or deleted from property
e DR152 Property Survey Report inventory L
o DRI58 Property Transfer Report Destruction Criteria: Recycle

16 35.0624 STATE VEHICLE RECORDS: P Active Active Previously RRS A-1000 item #14
to include but not limited to: +1 +1 Retention Criteria: SAM 1600 AT-3 Retain at
e STD273 Monthly Travel Log least one year from end of fiscal year.
e STD271 Automotive Maintenance Destruction Criteria: Recycle

Record

s Billing Records

* Provide total of office and departmental




State of California

Records Retention Schedule

STD.73 (REV.5-92)

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)

Department of Rehabilitation A-1000 09/05/01
ORGANIZATIONAL UNIT PAGE OF PAGES
Employment Preparation Services Division-Field Offices 8 13

See Instructions on reverse ADDRESS (Number Streel City) DEPARTMENT OF GE:;IE.RA; 553‘('(’55 APPROVAL NUMBER {5)
! - Woa Py )
and in SAM 1600 See Attached Listing 01~ 2872
item Cubic | CALIFORNIA M v T PRA
hgmblw Feet® A sgm%s TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
riple .
Space USE ONLY (Triple space between ltems) [l) /1; 2
Bﬁ:nesn A | L | Office Dept. SRC  Total
) @ (8) (9 (10) | (1) | (12) (13) (14) (15) | (16)
17 51.34105 RECORD MANAGEMENT RECORDS: P Active Active Previously RRS A-1000 item #15
to include but not limited to: Active: Until revised or all records listed have
e Records Retention Schedule been destroyed. )
e STD71 Transfer Lists Retention Criteria: Office copies only.
Official Records in Department’s Business
Services Section.
Destruction Criteria: Recycle
18 286.02 RECORD MANAGEMENT RECORDS P Active Active Active; Retain as current until next inventory
e STD 70 Records Inventory Worksheet Destruction Criteria: Recycle

* Provide tota! of office and departmental




State of California

Records Retention Schedule
STD. 73 (REV.5-92)

DEPARTMENT (1)

SCHEDULE NUMBER (2) DATE (3)

Department of Rehabilitation A-1000 09/05/01
ORGANIZATIONAL UNIT PAGE OF PAGES
Employment Preparation Services Division-Field Offices 9 13

See Instructions on reverse ADDRESS (Number o Street City) DEPARTB\AE%NT‘ OF GBZNERN, SEIQIICE? APPROVAL NUMBER {5)
and in SAM 1600 See Attached Listing A
ftem Cubic | CALIFORNIA M v PRA =
N(#nﬁt;er Feet! A RSCTQ;(/% S TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
riple X
Space USE ONLY (Triple space between ltems) lID ; |§A
Bﬁé“r"ne:)" A | L | Office Dept. SRC  Total
(6) (7) (8) (10) | (11) | (12) (13) (14) (15) (16)
PROGRAM RECORDS
19 7659.284 CONSUMER CASE SERVICE RECORDS: P Active 4 Active | X1 Previously RRS A-1000 item #16
Includes: +1 +5 Active: Length of time necessary to fulfill

* Provide total of office and departmental

e Basic Document Folder - intake
documents, case memos, Individual
Written Rehabilitation Program (IWRP),
closure reports, statistical reporting
forms, etc.

e Medical & Psychological Folder - all
medical evaluations & tests including
psychological testing reports.

e  Miscellaneous Documents -
correspondence, authorizations for
services (non-medical), transcripts,
training reports, issuance & disposition
of equipment and/vehicles, etc.

obligation to Rehabilitation client and case is
closed.

Retention Criteria: It is departmental policy
per RAM Chapter 20 in conmunction with
the Information Practices Act of 1977 to
retain these records for a minimum of five
(5) years after case closure. If an active
State and/or Federal audit is in process;
records shall be retained until all audit
functions are completed.

Magnetic records maintained under A-008,
Items 3,5,&6 :




State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3}
Department of Rehabilitation A-1000 09/05/01
H ORGANIZATIONAL UNIT PAGE OF PAGES
Si?TeD§703r(€le[E§5e_§gntlon Schedule Employment Preparation Services Division-Field Offices 10 13
See Instructions on reverse ADDRESS (Number Street City) DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)
and in SAM 1600 See Attached Listing % ; 1 - ) 2*33 ?
ftem Cubic | CALIFORNIA ‘ MV PRA T —
N | T | arcrives TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempt) REMARKS
Space USE ONLY (Triple space between ltems) [l) ;{ ISA
Bﬁé‘fﬂﬁ;" A | L | Office Dept. SRC  Total
6) 7) @) (9) (10y | (1) | (12) (13) -~ (14 (18 | (1s)
20 483.4475 CASE SERVICE AUTHORIZATION P Active Active | X! Previously RRS A-1000 Item #17
RECORDS: Active: Until invoice paid '
Authorization copies (“pinks) to include but Retention Criteria: Working Copies until
not limited to; invoice paid; then maintained on magnetic
e DRSS Bank Draft Tickle Sheet : tape (see item # )
e DR90 Bank Draft Request
¢ DR202/250 Equipment Rental
Agreement & Exhibit A
e.  DR266 Purchase Estimate
e DR292 Fleet Van Requisition
e DR295M & T Record
e DR297B Authorization f/Services
e DR297C Medical Authorization
* DR297D Purchase Order
21 26.05 CASE SERVICE AUTHORIZATION M Active Active | X, | Previously RRS A-1000 ltem #18
RECORDS: +4 +4 Active: Until invoice paid
Authorization copies - see previous item Retention Criteria: Per Departmental and
Federal requirements, to be retained until
after State, Federal, & Departmental audits
or four (4) years, whichever occurs first.
Magnetic tapes are maintained by the Health
& Welfare Date center.

* Provide total of office and departmentalb



State of California DEPARTMENT (1)

Records Retention Schedule
STD. 73 (REV. 5-92)

SCHEDULE NUMBER (2) DATE (3)
Department of Rehabilitation A-1000 09/05/01
ORGANIZATIONAL UNIT PAGE OF PAGES
Employment Preparation Services Division-Field Offices 11 13

See Instructions on reverse ADDRESS (Number Street City) DEPARTMEI’:JT OF GENERAL :}ERV!CES APPROVAL NUMEER (5)
and in SAM 1600 See Attached Listing Ui =494
item Cubic | CALIFORNIA M v PRA
f‘#f{"b[ef Feel® ARSgQK/FE—:S TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempt) REMARKS
riple "
Space USE ONLY (Triple space between Items) Il) Z !S(A
Bﬁgfne;" A | Office Dept. SRC  Total
(6) 7) 8) (9) @0y | (11) | (12) (13) (14) {15) | (16)
22 486.3655 CASE SERVICE ACCOUNTING RECORDS: | P Active Active | X1 Previously RRS A-1000 Item #19
To include but not limited to: +1 +1 Retention Criteria: Retain for one year from
o DR253 M.& T Claim copies end of fiscal year. Office copies only, RAM
. . . Chapter 20.
e DR296 Client Services Claim
¢ DR297A Invoice
e DR297C Medical Invoice
» DR298 Invoice Coding Report
e Revolving Fund & Bank Draft
counterfoils
23 157.7003 CASE SERVICE ACCOUNTING RECORDS: P 2 2 4 X1 Previously RRS A-1000 Item #20

To include but not limited to:

o DR252 Imprest Cash

e DR272 Receipt Book

e DR281 Accounts Receivable

 DR293 Release of Accountability

e STD258 Ticket Orders

e STD441 Report of Deposits

o  STD8O05SA Request for Replacement
Check

e Miscellaneaus accounting records

* Provide total of office and departmental

Retention Criteria: Per Departmental and

.| Federal requirements, to be retained until

after State, Federal, & Departmental audits,
or four (4) years, whichever occurs first.



State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Rehabilitation A-1000 09/05/01
Records Retention SChedUIe ORGANIZATIONAL UNIT . . o . ) PAGE OF PAGES
STD. 73 (REV.5.92) Employment Preparation Services Division-Field Offices 12 13
See Instructions on reverse ADDRESS (Number . Streel City)
and in SAM 1600 See Attached Listing
ltem Cubic | CALIFORNIA M Y, PRA
hgmt;er Feet® A RSCT}:\LE;ES TITLE AND DESCRIPTION OF RECORDS E ! RETENTION (Exempt)
riple "
Space USE ONLY (Triple space between ltems) [ID Z IéA
Bﬁé"r"n‘;‘;" A L | Office Dept. SRC  Total
(6) (7) @) (9) (10) | (1) | (12) (13) (14) (18) | (16)
24 93.69 CONSUMER PROCUREMENT AUDIT FILE: [P 4 4 Xt Previously RRS A-1000 ltem #21
To include but not limited to: Retention Criteria: Per Departmental and
Conies all client purchase orders & Federal requirements, to be retained until
¢ es(:ipnlmtes re ardpl):srs 0; cost g after State, Federal & Departmental audits or
. - 168 . s four (4) years, whichever occurs first.
* Price quotes/bids
25 68.88625 CASE SERVICE PROPERTY REPORTS: P 2 2 4 X, Previously RRS A-1000 item #23
To include but not limited to: Retention Criteria: Per Departmental and
DR232 Stockr Control Federal requirements, to be retained until
: DR280 Ttoc. oo;:n _on rot Control after State, Federal & Departmental audits or
raTnee qu¥pmen ontro four (4) years, whichever occurs first.
e DR285 Trainee Equipment Report -
o DR286 Personal Goal Report
26 79.8168 CASE SERVICE PROPERTY RECORDS: P Active +2 Active | X, Previously RRS A-1000 item #24
To include but not limited to: +2 +4 Active: Until deleted from inventory
e DR290 Issuance of Equipment Retention Criteria: Per Departmental and
e DR290A Issuance of Vehicle Federal requirements, to be retained until
STD152 P S R after State, Federal & Departmental audits or
¢ roperty survey Report four (4) years, whichever occurs first.
e STD158 Property Transfer

* Provide total of office and departmental

e IR



State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Rehabilitation ' A-1000 09/05/01
Records Retention SCheduIe ORGANIZATIONAL UNIT . . L ) PAGE oF PAGES
STD. 73 (REV. 5.92) Employment Preparation Services Division-Field Offices 13 13
See Instructions on reverse ADDRESS (Number Street City) DEPAREMENL OF GENEL}Q} sg:wg%s APPROVAL NUMBER (5)
and in SAM 1600 See Attached Listing Wil~=404
ltem Cubic | CALIFORNIA M v PRA — - -
hgm?ef Feel” A f;ScTﬁlTvEes TITLE AND DESCRIPTION OF RECORDS E ! RETENTION (Exempt) REMARKS
riple .
Space USE ONLY (Triple space between items) IID /T\ ”;&A
Bﬁ;‘:fs‘;“ A | | Office Dept. SRC  Total
(6) 7) (8) (9) (10) | (11) | (12) (13) (14) (15) | (16)
27 185.375 COMPUTER GENERATED REPORTS: P 1 1 X1 Previously RRS A-1000 item #25
To include but not limited to: Month Month Retention Criteria: RAM Chapter 20
e Encumbrance audit trails . Records now being generated on regular
e Unliquidation balances reports bond paper -
e Invoice audit trails
» . Cashed bank draft reports
e Case service contract audit trails
e Caseload printouts
e  District/Unit fiscal reports
e Monthly client data reports
28 245,162 PSYCHOLOGICAL TESTING REPORTS P Active Active | X1 Previously RRS A-1000 item #26
Active: Retain one (1) year from test date.
Retention Criteria: RAM Chapter 20
29 145.676 JOB CLUB REPORTS: P Active Active | X,1 Previously RRS A-1000 Item #27
To include but not limited to: Active: Current year.
e Client applications & Resumes Retention Criteria: RAM Chapter 20
¢ (lient correspondence
e Client reports
Total

Cubic Ft. 12,959.80

* Provide total of office and departmental



Department of Rehahilitation Address Listing - EPS Field

Gods Office Phone my FAX

78110 00 Santa Rosa District (707) 576-2233 (707) 576-2239
50 D St Rm 425 CALNET 590-2233 (707) 576-2709
Santa Rosa CA 95404-4764

78110 01 Ukiah Branch (707) 463-4791 (707) 463-5721
625 Kings Ct Ste A CALNET 553-4791
Ukiah CA 95482-5504

78110 02 Na ran (707) 253-4924 (707) 253-4948
1001 2nd St Ste 245 CALNET 528-4924
Napa CA 94558-3017

78110 03 Cr nt City Branch (707) 464-6129 (707) 464-3294
950 Front St CALNET
Crescent City CA 95531-4307

78110 04 San Rafael Branch (415) 454-7960 (415) 454-0185
3010 Kerner Bivd CALNET
San Rafael CA 94901-5470

78110 05 Eureka Branch (707) 445-6300 (707) 441-5833
310 Third St CALNET 538-6300
Eureka CA 95501-0428

78110 06 Lakeport Branch (707) 263-3797 (707) 263-3489 (707) 263-3488
55 First St Box B CALNET
Lakeport CA 95453-4801

78120 00 Chico District (530) 895-5507 (530) 345-3897 (530) 895-4012
470 Rio Lindo Ave Ste 4 CALNET 458-5507
Chico CA 95926-1899

78120 01 Woodland Branch (530) 668-6824 (530) 668-6829 (530) 661-6953
115 Main St CALNET
Woodland CA 95695-3125

78120 02 in nch (530) 224-4708 (530) 224-4727 (530) 224-4723
1900 Churn Creek Rd Ste 100 CALNET
Redding CA 96002-0292

78120 03 ¥Yr Branch (530) 842-1662 (530) 842-1662 (530) 842-1602
1288 S Main St CALNET
Yreka CA 96097-3439

78120 04 Yuba City Branch (530) 822-4591 (530) 822-4594 (530) 822-4571
1237-B Live Oak Blvd CALNET
Yuba City CA 95991-2998
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78120 05 Susanville Branch (530) 257-6073 (530) 257-6073 (530) 257-7063
170-B Russell Ave CALNET
Susanville CA 96130-4216

78120 06 Grass Valley Branch (530) 477-2600 (530) 477-7048 (530) 273-1519
970 E Main St Ste 100 CALNET
Grass Valley CA 95945-5845

78120 07 Red.Bluff Branch (530) 529-4270 (530) 529-4270 {530) 529-3510
705 Pine St CALNET
Red Bluff CA 96080-3743

78120 08 Modoc Branch (530) 233-5730
802 North East Street #113 CALNET
Alturas CA 96101-4308

78130 00 Sacramento District (916) 322-8500 (91 6) 322-0922
2225 19th St CALNET 492-8500 {916) 322-0325
Sacramento CA 95818-1690 -

78130 01 §thh Lake Tahoe Branch (530) 541-3226 (530) 541-3226 {530) 541-3266
2489 Lake Tahoe Blvd Ste 4 CALNET
South Lake Tahoe CA 96150-7732

78130 02 Northeast Branch (916) 537-2640 (916) 537-2659 .{916) 537-2658
7840 Madison Ave Ste 160 CALNET
Fair Oaks. CA 95628-3589

78130 03 South Sacramento Branch (916) 262-1575 (916) 262-2061
7000 Franklin Bivd Ste 625 CALNET 469-1575
Sacramento CA 95823-1840

78130 05 Auburn Branch (530) 823-4040 (530) 823-4085
610 Auburn Ravine Rd Ste G CALNET
Auburn CA 95603-3930

78130 06 Placerville Branch (530) 626-0900 (530) 626-5414
1166 Broadway Ste S ‘CALNET
Placerville CA 95667-5745

78130 13 Roseville Branch (916) 774-4400 (916) 774-4416 (916) 774-4417
151 N Sunrise Ave Ste 601 CALNET
Roseville CA 95661-2900

78130 15 Elk Grove Branch (916) 686-8420 (916) 686-1095
8920 Emerald Park Dr Ste D CALNET
Elk Grove CA 95624-2380

78150 00 FEresno Disfrict (559) 445-6011 (559) 266-3373 (559) 445-6528
2550 Mariposa Mall Rm 2000 CALNET 421-6011 '
Fresno CA 93721-2270
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78150 01 Merced Branch (209) 726-6529 (209) 726-6529 (209) 726-6596
3335 M St CALNET
Merced CA 95348-2714

78150 04 Visalia Bran (559) 735-3838 (559) 735-3836 (559) 735-3837
4930 W Kaweah Ct Ste 100 CALNET
Visalia CA 093277-8317

78150 07 Bakersfield Southwest Branch (661) 395-2525 (661) 323-3909 (661) 334-3955
1405 Commercial Way Ste 120 CALNET 681-2525
Bakersfield CA 93309-0626

78150 08 (Central Bakersfield Branch (661) 335-7372 {661) 335-7374 (661) 335-7378
1800 30th St Ste 160 CALNET 681-7372
Bakersfield CA 93301-1919

78150 09 University/Clovis Branch (559) 244-4930 (559) 230-3195 (559) 230-3196
1625 E Shaw Ave Ste 146 CALNET
Fresno CA 93710-8100

78210 00 Mt Diablo Delta District (925) 602-3953 (925) 676-5623 (925) 689-1797
1485 Enea Court, Suite 1100 CALNET
Concord CA 94520-5228

78210 01 Antioch Branch (92.5) 754-7700 (925) 754-3297
3656 Delta Fair Blvd CALNET
Antioch CA 94508-4006

78210 02 Richmond Branch (510) 232-7062 (510) 231-8727
12810 San Pablo Ave CALNET
Richmond CA 94805-1356

78210 03 Fairfield Branch (707) 428-2080 (707) 428-2057
2750 N Texas St Ste 210 CALNET
Fairfield CA 94533-1290

78210 04 Vallejo Branch (707) 648-4010 (707) 648-4038
480 Redwood St Ste 40 CALNET 574-4010
Vallejo CA 94590-2958

78210 05 Stockton Branch (209) 948-7700 (209) 942-6156 (209) 957-1425
4555 Precissi Lane Ste 1 CALNET 423-7700
Stockton - CA 95207-6273

78210 06 Modesto Branch (209) 576-6220 (209) 576-6180 (209) 576-6116
1317 QOakdale Rd Ste 520 CALNET
Modesto CA 95355-3364

78210 07 Seonora Branch (209) 536-2988
19900 Cedar Road North CALNET
Sonora CA 95370-9231
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78220 00 kl istri (510) 622-2764 (610) 622-2796 (510) 622-2797
1515 Clay St Ste 119 CALNET 561-2764
Qakland CA 94612-1413

78220 01 FEr nt Branch (510) 794-2458 (510) 797-2493 (510) 794-2456
39155 Liberty St Ste F630 CALNET
Fremont CA 94538-1513

78220 02 Hayward Branch (510) 881-2404 (510) 881-3012 (510) 881-3084
1253 A St CALNET
Hayward CA 94541-2925

78220 03 Berkeley Branch (510) 883-6000 (510) 540-3680 (510) 704-8221
1936 University Ave Ste 150 CALNET
Berkeley CA 94704-1024

78220 04 Edgewater Branch (510) 577-6829 (510) 577-6833 (510) 577-6834
7700 Edgewater Dr Ste 120 CALNET
Ogakland CA 94621-3017

78230 00 San Francisco District (415) 904-7100 (415) 904-7100 {415) 904-5996
185 Berry St Lobby 7 Ste 180 CALNET 539-7100
San Francisco CA 94107-1737

78230 02 Menlo Park Branch (650) 688-6380 (650) 688-6304
800 Menlo Ave Ste 122 CALNET na
Menlo Park CA 94025-4784

78230 03 San Bruno Branch (650) 737-2606 (650) 737-2655
801 Traeger Ave Ste 120 CALNET
San Bruno CA 94066-3045

78230 04 San Mateo Branch (650) 358-4180 (650) 358-4171
1500 Fashion Island Blvd Ste 104 CALNET
San Mateo CA 94404-1576

78250 00 San Jose District (408) 277-1355 (408) 277-1375 (408) 277-1402
100 Paseo De San Antonio Rm 324 CALNET 522-1355 '
San Jose CA 95113-1479

78250 01 West San ran (408) 725-2911 (408) 725-2931 (408) 725-0301
1471 Saratoga Ave CALNET
San Jose CA 95129-4958

78250 03 Mountain View Branch (650) 949-2750 (650) 949-2347
2570 W El Camino Real Ste 202 CALNET
Mountain View CA 94040-1311

78250 04 Salinas Branch (831) 443-3100 (831) 443-3100 (831) 4244152
1000 S Main St Ste 205 CALNET
Salinas CA 93901-2353
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78250 05 Capitola Branch (831) 465-7100 (831) 465-7125 ° (831) 465-7126
1350 41st Ave Ste 101 CALNET
Capitola CA 95010-3908

78250 06 Monterey Branch (831) 649-2969 (831) 647-6224
437 Pierce St CALNET
Monterey CA 93940-2619

78250 09 Gilroy Branch (408) 848-1345 (408) 848-2316 (408) 848-8029
7872 Eigleberry St CALNET
Gilroy CA 95020-5127

78250 10 Piedmont Hills Branch - (408) 277-9011 (40_8) 277-9011 (408) 251-6472 -
1333 Piedmont Rd Ste 106 CALNET 522-8011
San Jose CA 95132-2478

78320 00 Santa Barbara District (805) 560-8130 (805) 560-8167 {805) 560-8162
509 E Montecito St Ste 101 CALNET
Santa Barbara CA 93103-3216

78320 01 Thousand Oaks Branch (805) 371-6279 (805) 371-6236
325 E Hilicrest Ste 140 CALNET
Thousand Oaks CA 91360-5828

78320 02 QOxnard Branch (805) 385-2400 (805) 385-2400 (805) 385-2426
1701 Pacific Ave Ste 120 CALNET
Oxnard CA 93033-1879

78320 03 Santa Maria Branch (805) 928-1891 (805) 346-2179
2236 S Broadway Ste E CALNET
Santa Maria CA 93454-7800

78320 04 San Lui i Branch {805) 549-3361 (805) 542-4682
3232 S Higuera St Ste 101 CALNET 629-3361
San Luis Obispo CA 93401-6925

78320 05 Ventura Br (805) 648-9921 (805) 648-9941 (805) 648-9939
1304 E Main St Ste A CALNET
Ventura CA 93001-3202

78330 00 n Bernarding Distri (909) 383-4401 (909) 885-0028 (909) 383-6880
464 W 4th St Ste 152 CALNET 670-4401 (909) 383-4406
San Bernardino CA 92401-1419 :

78330 01 Upland Branch v {(908) 931-1568 (909) 931-1568 (909) 931-1575
1126 W Foothill Blvd Ste 150 CALNET
Upland CA 91786-3768

78330 03 Victorville Branch (760) 243-0830 (760) 962-0036 (760) 243-0522
12421 Hesperia Rd Ste 10 CALNET ‘ '
Victorville CA 92392-5870
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78330 04 Eontan n (909) 357-0544 (909) 357-0544 (909) 357-2445
7965 Sierra Ave Ste J CALNET
Fontana CA 92336-3332

78330 08 Lan r Branch (661) 945-3502 (661) 945-2333 (661) 945-1514
43301 Division St Ste 204 CALNET
Lancaster CA 93535-4649

78330 09 LaVerne Branch (909) 596-1965 (909) 593-1868 (909) 392-0255
2117 Foothill Bivd Ste F CALNET
La Vermne CA 91750-2902

78330 10 Ridgecrest Branch (760) 446-2523 (760) 446-3941
540 Perdew Ste D CALNET
Ridgecrest CA 93555-2571

78340 00 Riverside District (909) 782-6650 (909) 782-6676
3130 Chicago Ave CALNET 632-6650
Riverside CA 92507-3445 ‘

78340 01 Corona Branch (909) 270-1455 (909) 734-7180 (908) 734-4467
802 Magnolia Ave Ste 104 CALNET
Corona CA 92879-3124

78340 02 Hemet Branch (909) 658-4441 (909) 765-5583
3329 W Florida Ave CALNET
Hemet ' CA 92543-3908

78340 03 ElCentro Branch (760) 353-1350 (760) 353-1876 (760) 353-7948
559 East Main St CALNET
El Centro CA 92243

78340 04 Palm Desert Branch (760) 674-0262 (760) 674-0266 (760) 674-0268
73-720 Fred Waring Dr Ste 102 CALNET
Palm Desert CA 92260-2564

78340 05 Bilythe Branch (760) 922-2118 (760) 922-8678
101 E Hobsonway Ste D CALNET
Blythe ' CA 92225-1728

78340 06 Yucca Valley Branch (760) 365-2989 (760) 365-6229
56244 Papago Trail Ste 5 CALNET
Yucca Valley CA 92284-3285

78350 00 n Di istri (619) 767-2100 (619) 767-2159 (619) 767-2156
7575 Metropolitan Dr Ste 107 CALNET
San Diego CA 92108-4402

78350 01 Downtown Branch (619) 525-4184 (619) 525-4903 (619) 5254740
1350 Front St Ste 1063 CALNET 625-4184
San Diego CA 92101-3608
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78350 02 Escendido Branch (760) 480-9692 (760) 480-0471 (760) 480-0749
1201 E Valley Parkway Ste B CALNET
Escondido CA 92027-2395
78350 03 rl ranch
temporarily closed CALNET
Carlsbad
78350 04 El Cajon Branch (619) 441-0611 (619) 441-8677
1068 Broadway Ste 120 CALNET
El Cajon CA 92021-4862

78350 05 Chula Vista Branch

678 Third Ave Ste 205

Chula Vista CA 81910-5785

78410 00 Van Nuys/Foothill District

5800 Sepulveda Blvd Ste 240
Van Nuys CA 91411-2511

78410 01 Canoga Park Branch

6800 Owensmouth Ave Ste 100
Canoga Park CA 91303-2098

78410 03 Burbank Branch

2501 W Burbank Blvd Ste 206
Burbank CA 91505-2347

78410 04 Glendale Branch

425 W Broadway Ste 200
Glendale CA $1204-1210

78410 05 Granada Hills Branch

10605 Baiboa Blvd Ste 300
Granada Hills CA 91344-6345

78410 07 Pasadena Branch
150 S Los Robles Ave Ste 300

Pasadena CA 91101-2437
78410 08 n larita Branch
23838 Valencia Blvd Ste 303
Santa Clarita CA 91355-5319
. 78440 00 Greater Los Angel istri
3251 W 6th St Ste 300
Los Angeles CA 90020-5017

78440 01 Hollywood Branch

6430 W Sunset Bivd Ste 504
Los Angeles CA 90028-7908

(619) 426-8720
CALNET

(818) 901-5024
CALNET

(818) 596-4302
CALNET

(818) 843-4810
CALNET

(818) 551-2141
CALNET

(818) 366-0533
CALNET

(626) 304-8300
CALNET

- (661)799-1020
CALNET

(213) 736-3904
CALNET |

(323) 468-6200
CALNET

(619) 426-8781

(818) 901-5086

(818) 596-0196

(818) 843-1165

(818) 366-7242

(626) 304-8324

(661) 799-1024

(213) 736-3960

(323) 468-6215

(619) 426-6752
(818) 901-5673
(818) 901-5689
(818) 596-4316
(818) 843-5807
(818) 551-2148
(818) 831-5881
(626) 304-7982
(661) 799-1023

(213) 736-3949

(323) 468-6217
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FAX

78440

78440

78440

78440

78440

78530

78530

78530

78530

78530

78530

- 78530

78530

02

03

04

05

06

00

01

02

03

06

09

10

11

Office

n i ranch

2730 Wilshire Blvd Ste 101

Santa Monica CA 90403-4743

lver City Branch

5161 Overland Ave

Culver City CA 902304997
W hester Branch

8929 S Sepulveda Blvd Ste 300

Los Angeles CA 90045-3659
City of Commerce Branch

5400 E Otympic Bivd Ste 200
City Of Commerce CA 90022-5147

East Los Angeles Branch

1640 Marengo St Ste 500
Los Angeles CA 90033-1036

Mid-Cities District
11130 S Western Ave

Los Angeles CA 900474896

South Bay Branch

15901 Hawthorne Blvd Ste 110
Lawndale CA 90260-2656

West Adams Branch

2771 S Western Ave
Los Angeles

CA S0018-3000

Gardena Branch

1045 Redondo Beach Ste 180
Gardena CA 90247-4163

Torrance School Prog Branch
2201 Plaza Del Amo

Torrance CA 90501-3418
Bell Branch

5130 Florence Ave

Bell CA 90201-3805
Carson Branch

649 E Albertoni St Ste 100

Carson CA 90746-1568
Compton Branch

322 W Compton Blvd Ste 101

Compton CA 90220-3175 -

(310) 582-8900
CALNET

(310) 559-6140
CALNET

(310) 348-0965
CALNET

(323) 720-4073

CALNET

(323) 223-2315
CALNET

(323) 241-1700
CALNET

(310) 793-1157
CALNET

(323) 766-2400
CALNET

(310) 715-3900
CALNET

(310) 782-6291
CALNET

(323) 771-0866
CALNET

(310) 516-3705
CALNET

(310) 637-1151
CALNET

(310) 641-3214

(323) 721-5142

(323) 224-6068

(310) 793-8610

(323) 731-1022

(310) 516-3735

(310) 637-6526

(310) 582-8925
(310) 558-5584
(310) 417-8326
(323) 720-4098
(323) 223-7828
(323) 779-1774
(310) 793-1240
(323) 731-4723
(310) 715-3915
(310) 782-6296
(323) 771-8685
(310) 516-3733

(310) 637-0415
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78540 00 thern tal Distri (562) 422-8325 (662) 422-9276 (562) 428-8565
4300 Long Beach Blvd Ste 200 CALNET
Long Beach CA 90807-2008

78540 04 Fountain Valley Branch (714) 593-5678 (714) 963-5910 (714) 963-6940
10540 Talbert Ave Ste 250 West Bldg CALNET
Fountain Valley CA 92708-6045

78540 07 Norwalk Branch (562) 864-8521 (562) 864-2776
12501 E Imperial Hwy Ste 140 CALNET
Norwalk CA 90650-8314

78540 09 Laguna Hills Branch (949) 598-7942 (949) 508-7965 (949) 598-7963
24012 Calle De La Plata Ste 220 CALNET
Laguna Hills CA 92653-3621

78550 00 Qrange/San riel District (714) 991-0800 (714) 991-0842 (714) 991-0843
222 S Harbor Blvd Ste 300 CALNET (914) 991-0844
Anaheim CA 92805-3701 '

78550 01 Santa Ana Branch (714) 662-6030 (714) 662-6057
1221 E Dyer Rd Ste 265 CALNET
Santa Ana CA 92705-5635

78550 07 ElMonte Branch (626) 572-6725 (626) 572-6740
3208 N Rosemead Blvd Ste 200 CALNET
E! Monte CA 91731-2807

78550 09 Whittier Branch (562) 698-8381 (562) 693-2964 (562) 698-2971
15141 Whittier Blvd Ste 210 CALNET
Whittier CA 90603-2172

78550 10 We vina Branch (626) 813-7662

1501 W Cameron Ave Ste 300
West Covina CA 91790-2724

CALNET

(626) 939-9122

(626) 939-0640
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