STATE 75 CALIFORNIA

RECORDS RETENTION
SCHEDULE APPROVAL

STD. 72 (REV. 7-92) DMV EF

(1) DEPARTMENT, BOARD OR COMMISSION
Department of Motor Vehicles

DIVISION, BUREAU OR OTHER UNIT ¥l
Registration Operations Division, Registration Support Unit

Submit three copies with three copies of the Recordspsreas A
Retention Schedule, STD. 73. 2490 First Avenue, MS S338, Sacramento, CA 95818

CHECK THE APPROPRIATE BOX:
) VfA New schedule of records that have never been scheduled. (Complete boxes 5 - 8.)

TO: DEPARTMENT OF GENERAL SERVICES
OFFICE OF INFORMATION SERVICES

1500 5th Street, Room 116 (3 — Revising a previous schedule. (Complete boxes 5 -
Sacramento, CA 95814 (or IMS C-39) - 12) (A new approval number will be assigned.)
. ~ 4 — Amending some pages of a previous schedule. (Complete boxes
(916) 445-2294 or CALNET 485-2294 ___8-12.) (The original approval number will remain in effect.)
NEW SCHEDULE (5) SCHEDULE NUMBER (8) SCHEDULE DATE {7) NUMBER OF PAGES (8) CUBIC FEET (Total Schedule)
INFORMATION . 188-DMV-ROD 12/31/01 4 1010
(If applicable)
PREVIOUS SCHEDULE|® SCHEDULE NUMBER(S] (10) APPROVAL NUMBER(S) (17) APPROVAL DATE(S) (12) PAGE NUMBER(S) REVISED
INFORMATION
(If applicable)

PART 1 -- 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, (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.

{13) SIGNATURE-MANAGER DIREETLY RESPONSIBLE FOR THE RECORDS T (14) TITLE G5 DATESIGNED
“ 7 L Manager V 1/17/02
LA Nyl A s | g

7 7 g
In mooo&m:mm with Government Code 14755, approval of the attached Records Retention Schedule by the Department of
General Services 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.

I 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, )

(16) SIGNATURE-RECORDS MANAGEMENT ANALYST (17} TITLE

/ », v ; -
& (o Vo . e o "Wa o (o
{18) NAME Quz.imﬂ or Typed) | Qvl (19) TELEPHONE 4 {20) DATE SIGNED n
P. d. Valentine 657-5632 /

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

(32) ABPROVAL NUMBER A -
F 7 eaT T & g2~ | 6 M }
) S \ (24) DATE SIGNED ; S
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PART lil -- ARCHIVAL SELECTION (Per Government Code Section 14755)
THE ATTACHED RECORDS RETENTION SCHEDULE:
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¥_- Archives

Contains material subject to archival review. ltems stamped "Hold/Notify
(26) 7 Archives” may not be destroyed without clearance by the Secretary of
— State. (Per Section 1614 of the State Administrative Manual. )
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State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Motor Vehicles LGOS 188-DMV-ROD 12/31/01
Records Retention Schedule ORGANIZATIONALUNIT o o . OF  PAGES
STD. 73 (REV. 5-92) Registration Operations Division, Registration Support Unit 1 4
See Instructions on reverse ADDRESS (Number Streel City) DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)
and in SAM 1600 2490 First Ave, MS S338, Sacramento, CA 95818
Hem , M v PRA
N(;ﬂ,ﬂ?er IE:UthS CAngTiN'A TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
riple ee .
Space ARCHIVES (Triple space between Items) [l) Z |I§A
Between USE ONLY
ltems) A L | Office | Dept SRC Total
(6) (7 (8) (9) 10y | (1) | (12) (13) (14) (15) (16)

FUNCTION: The function of the Registration Support Unit is established by the class action suit Charles Patrick Woosley v. State of California, Case No. CA000499, which
resulted in the 1992 California Supreme Count Decision that held California discriminated against some out-of-state vehicles in the calculation of the annual Vehicle License
Fee. The unit processes related refund claims to vehicles previously registered outside of California purchased new prior to October 1, 1983, or used prior to August I, 1991.

o

w

696

91

Program Management

Claims Received Prior To June 16, 1999 (Current,
prior and original claims received requesting
refund of the Vehicle License Fee (VLF) paid as a
non-resident. These claims are numbered
beginning with the letter “W".)

Claims Received After June 16, 1999 (Current
claims received from custoner requesting refind
of the VLF paid as a non-resident. These claims
are numbered beginning with the letter "X"".)

Unclaimed (Blank claim forms and
acknowledgement letters mailed to claimant and
returned by the U.S. Postal Service due to
undeliverable address, moved and unknown
address, or addressee deceased)

Practice Claims (Claims used to test and refine
processing procedures and-the Woosley tracking
systen)

Completed Claims (Current, prior and original
claims completely processed, rated, reviewed,
audited and balanced)

D

(12)

Current

Current

Current

Current

Current

(15)

Current

Current

Current

Current

Current

Xi

Xi

Xl

X1

X1

All files are to be retained indefinitely. They will b
held in the Registration Support Unit until it
disbands, and, thereafter, offsite.

An indefinite retention is necessary in order to
respond to future court record rcc]ucsl‘s, to
demonstrate compliance to court orders, und to
provide documentation and background information
for any further court actions.

It will also aid the department when responding to
future inquiries from the Legislature and the
Governor’s Office.

Due to the confidential nature of the court process,
all records are protected by IPA 1798.34.



State of California

Records Retention Schedule

STD.73 (REV. 5-92)

DEPARTMENT (1) o SCHEDULE NUMBER {2} DATE (3)
Motor Vehicles 45 (608 188-DMV-ROD 12/31/01
ORGANIZATIONAL UNIT OF PAGES
Registration Operations Division, Registration Support Unit 2 4

See Instructions on reverse ADDRESS (Numbar Sirest City) DEPARTMENT OF GENERAL SERVIGES APPROVAL NUMBER (5)
and in SAM 1600 2490 First Ave, MS 8338, Sacramento, CA 95818
Item M Y PRA
Number CALIFORNIA TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
(Triple Cubic STATE (Triple space between Items) D T &
Space Feet ARCHIVES | A Ofica Daot SRC Towl IPA
Between USE ONLY ~ P
Items) A L (12) (13) {14) (15)
(6) (7) (8) (9) (10) | (11 (16)
6 18 Duplicate Worksheets and Printouts (Copies of the P Current Current Xl
electronically issued Common Class Index
worksheets and R60 Segment 8 Printouts used 1o
process completed claims)
7 | Audit Errors (Copy of techuician errors identified P Current Current Xl
at the audit process step)
8 4 Audited Claims (Copy of claims audited by P Current Current X1
complainant, Patrick Woosley)
9 ! Smog Impact Refund Claims (Copies of claims P Current Current X1
Jrom customer requesting non-resident smog
impact fee refund. Original sent to the Smog
Impact Refund Unit, RU 192/193.)
10 15 Procedure Manuals and Related Documents p Current Current X1
(Procedures for Tracking 1, Proofiead, Burst &
Match I, Review [, Tracking 2, Review 2, Refund
Process, Tracking 3, Review 3, Audit, Control
Section, and any exception process. Includes
amendments, revisions and background papers.)
|1 29 Statistical Reports (Reports for daily and weekly P Current Current X1
office balance, Common Class Index electronic
refects, electronically selected denial codes A0 -
A05, A07, 412, BO1-B02, duplicate claims,
multiple claims, and other reports generated as
needed)




State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Motor Vehicles 518058 188-DMV-ROD 12131/01
) - OF PAGES
Records Retention Schedule ORGANIZATIONALUNIT . N .
tration Operations Division, Registration Support Unit 3 4
STD.73 (REV. 5-92) Registration Operatio i g pp
See Instructions on reverse ADDRESS (Number Streel City) DEFARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)
and in SAM 1600 2490 First Ave, MS $338, Sacramento, CA 95818
ltem M \% PRA
Number CALIFORNIA TITLE AND DESCRIPTION OF RECORDS E [ RETENTION (Exempt) REMARKS
(Triple Cubic STATE (Triple space between Items) D T &
Space Feet* ARCHIVES -
Between USE ONLY |1 A [ Office | Dept | SRC [ Total IPA
ltems) A L (12) (13)w« (14) {19)
(6) (7) (8) (9) (10) | (11) (16)
12 4 IT Programming Documents (Documentation of P Active Active X1
the Woosley Tracking System, Common Class
Index electronic file pass, Common Class Index,
and VLEF electronic comparison, new versions, and
related documents)
13 9 Common Class Index Table (4 table approved by P Current Current X1
the court to determine a common value of non-
resident vehicles with the same make and year
model of vehicles first sold in California.)
14 20 Project Documents (Documentation of the Woosley | P Current Current XI
project including charter, status, flow charts,
timelines, court appearances, declarations, tasks,
risks, meetings, business rules, and any other
related documents)
Administrative Management
15 * Budget Expenditures and Related Reports (Budget P Current Current Xl Current until superceded or canceled. Confidential
revisions, transfer of budget allotments, destruction per GC 6254 (C).
expenditure reports, financial activity reports)
1o * Office Administrative Files (Records accumulated P Active Active Xl Active until revised or superceded; protected per 194

related to the internal administration or
housekeeping activities of the office rather than the
Sinction for which the office exists)

1798.34; thereafier, confidential destruction per GC
6254 (Q).



State of California _ DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
- PO
Motor Vehicles o KOS 188-DMV-ROD 12/31/01
Records Retention Schedule ORGANIZATIONALUNT o N , OF  PAGES
STD.73 (REV. 5.92) Registration Operations Division, Registration Support Un‘If 4 4
See Instructions on reverse ADDRESS (Number Street City) DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)
and in SAM 1600 2490 First Ave, MS S338, Sacramento, CA 95818
ltem M \Y, PRA
“zgﬂﬁbler cubi CAgffTREN'A TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempt) REMARKS
riple ubic :
Space Feelt ARCHIVES (Triple space between Items) D T . ]};&A
Between USE ONLY ! A | Office | Dept SRC Total
ltems) A L (12) (13) (14) (15)
(6) (7) (8) 9 (10) | (11) (16)
17 I Personnel Files and Related Documents P Active Active X1 Active until employee separates, transfers, retires or
until unit disbands.per IPA 1798.34; thereafter,
confidential destruction per GC 6254 (C) .
18 * Procurement, Equipment and Supply Documents P Current Current Xl Current until revised or superceded; thereafier,
(Standard forms for leases, standard agreements, confidential destruction per GC 6254 (C) .
space action requests, purchase estimates or
orders)
Records Management
19 * Records Retention Schedules and Approvals p Current Current | Retain as current until revised.
(STD. 73, 72)
20 * Records [nventory Worksheets (STD. 70) P Current Current XI Retain as current until next inventory or when no
longer needed for reference or analysis, whichever is
later.

Total Cubic Ft.: 1010



