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State of California

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

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

Department of Rehabilitation A-0039 8/20/02

ORGANIZATIONAL UNIT PAGE QF PAGES
Workforce Development 1 10

See Instructions on reverse ADDRESS (Number Streqt Cily} GEPARTMENT OF GENERAL, SERVICES APPROVAL RUMBER 5)
and in SAM 1600 2000 Evergreen Street  Sacramento CA 95815 0 ;a wn 3 @ @ jd
Ttem Cubic | CALIFORNIA MV PRA | ) ‘
Number | Feet’ STATE TITLE AND DESCRIPTION OF RECORDS E f RETENTION (Exempt) REMARKS
{Triple ARCHIVES (Triple space between llems) D T &
Space USE ONLY | A 1PA
Bstween
tems) A L Office Dept. SRC  Total
6) @ (8) (10) | (11) § (12) (13) (14) (18 [ (16)

Mission Statement:

» The mission of the Workforce Development Section is to assist Employment Preparations Services staff in the development and coordination of linkages with the
business community and the development of effective strategies and resources leading to meaninfgul employment of individuals with disabilities.
Note: Previously unit name was: Job Placement & Development.

* Provide totaf of office and departmental

X, 1

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 fo dala subject to LP.A. 1798.5

DESTRUCTION CRITERIA:
Confidential destruction



Stiate of California DEPARTMENT (1) SCHEDULE NUMBER (2} DATE (3}
Department of Rehabilitation A-0039 8/20/02
Records Retention SChedUIe ORGANIZATIONAL UNIT PAGE OF PAGES
STD. 73 (REV. 5.92) Workforce Development 2 10
See Instructions on reverse ADDRESS (Number Streat Cityy DEPARTMENT OF GENERAL SERVICES APTOVAL TRIWSER (5]
and in SAM 1600 2000 Evergreen Street  Sacramento CA 95815 0 2 - 3 0 @ ' §j
tem Cubic | CALIFORNIA M v PRA
Number Feel® STATE TITLE AND DESCRIPTION OF RECORDS E f RETENTION {Exempt) REMARKS
(Tripie ARCHIVES (Tripla space between ltems) DT &
Space LSE ONLY [ A IPA
Bﬁeﬂ‘“g“ A | L | Otfice Dept. SRC  Total
(6) @) () (9) (o) | iy | (12 {13) (14} 5) | (16)
ADMINISTRATIVE RECORDS
t 2 CHRONOLOGICAL FILE P 2 2 Retention Criteria: Program Administrator
decision
Destruction Criteria: Recycle
2 TRAVEL CLAIMS P 1 1 Xt Retention Criteria: Retain at least one year
from end of fiscal year. Office copies only,
RAM Chapter 20.
3 DRIVING RECORDS P Active Active [X, 1 Retention Criteria: SAM 1600 AT-1, Retain
- until superseded or canceled.

* Provide fotal of office and departméntal




State of California

Records Retention Schedule

STD. 73 (REV.5-92)

See Instructions on reverse

DEPARTMENT (1) SCHEDU{.E NUMBER (2) DATE {3)

Department of Rehabilitation A-0039 8/20/02

ORGANIZATIONAL UNIT PAGE OF PAGES
Workforce Development 3 10

ADDRESS (Number

Street

Cily}

DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)

and In SAM 1600 2000 Evergreen Street  Sacramento CA 95815 02 -3 @ 3
flern Cubic | CALIFORNIA M v PRA :
Number | Feel® STATE TITLE AND DESCRIPTION OF RECORDS E i RETENTION (Exempt) REMARKS
(Vripla ARCHIVES {Triple space between llems) D T &
Space . USE ONLY ; A PA
Bne mtwee)n A L Cffice Dept. SRC Total
(6) @) (8) {9} (o) | (1 | (12) (13) {14) {15) {(16)
4 ATTENDANCE RECORDS: P Active Active 1X,1 Previously RRS A-0039 ltem #3
» Individual Leave Statements Active: Until verified with Human Resources
 Individual Attendance Summary Section. :
Retention Criteria: RAM Chapter 20
5 1 | 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
*  Personnel & health benefits documents copies enly. Official Records in
e Duty statements, work schedules Department’s Human Resources Section.
¢ Emergency contact information
¢  Training Records
6 SUPERVISORY WORKING RECORDS: P Active Active | X, I Active: Length of employment, unless a
to include but not limited to: +1 +1 personne action is pending.
»  Documentation for performance 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.
e Other documents used by immediate
supervisor in carrying out management
responsibilities.

* Provide iotat of office and deparimenta!




State of California

Records Retention Schedule

STD. 73 (REV. 5-82)

See Instructions on reverse

DEPARTMENT (%} SCHEDULE NUMBER (2) DATE {3)

Depardment of Rehabilitation A-0038 8/20/02

CRGANIZATIONAL UNIT PAGE QF FAGES
Workforce Development 4 10

ADDRESS (Number

Strent

Clty)

DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER {5}

and in SAM 1600 2000 Evergreen Street  Sacramento CA 05815 a7 - Kt 0 @ o
ttem Cutic | CALIFORNIA M Y PRA
Number | Feet’ STATE TITLE AND DESCRIPTION OF RECORDS E ! RETENTION {Exempt) REMARKS
{Tripie ARCHIVES (Triple space between llems) D T &
Space USE ONLY ! A PA
B;m""f:)“ A | L | Office Dept. SRC  Total :
(6) ) (8) (9) (10 | an ] 02y (3) (14) (5 | (1)
7 2 GRIEVANCES & EMPLOYEE COMPLAINTS | P Active Active X, | 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 QRAL EXAM PANEL RECORDS P 1 1 X, 1 Retention Criteriz: RAM Chapter 20
9 RECRUITMENT RECORDS: P Aétive +2 Active | X, 1 Aclive: Until interview process completed and
» Includes job applications, certification +2 hire made.
lists, etc. Retention Criteria: SAM 1600 AT-1 and
RAM Chapter 20

* Provide totat of office and departimental




State of California DEPARTMENT (1} SCHEDULE NUMBER (2) DATE {3)
Department of Rehabilitation A-0039 8/20/02
Records Re’le!‘!ﬁon SChedUIe QRGANIZATIONAL UNIT PAGE OF PAGES -
STD. 73 (REV. 5.92) Workforce Development 5 10
See Instructions on reverse ADDRESS (Number Slreet City} DEPARTMENT OF GE ﬁﬂﬁ&“s K@& NUMBER {5}
and in SAM 1600 2000 Evergreen Street  Sacramento CA 95815 @ 2 e m
ltern Cubic | CALIFORNIA M \ PRA
Number Faol® STATE TITLE AND DESCRIPTION OF RECORDS E I RETENTION {Exempt) REMARKS
g’n;ﬂe ARCHIVES {Triple space between ltems) D T &
pace USE ONLY : A PA
Bgm‘“’;f;" : A | L | Office Dept SRC  Total
(5) 0 (8) {9 (10) | (19 | (12) (13) (14) (15} | (18)
10 285 ACCOUNTING RECORDS: P i Previously RRS A-0039 item #4
to include but not limited to: Retention Criteria: Retain for one year from
e DRS8 Request for Postage Check and é?\i &f !:szcgi year. Office copies only, RAM
- e
supporting documents. : N
Administrative imprest cash Destruction Criteria: Recycle
Telephone bills & Calling Cards
General Services Charge Cards
Lk PROCUREMENT RECORDS: P 1 Previously RRS A-0039 item #5
to include but not limited to: Retention Criteria; Retain for one year from
¢ Requisitions ( Std. 5, 65, 66, 115 & 116) ?;?,i gtfefr*szcoa‘ year. Office copies only, RAM
* Stock Received Report; Destruction Criteria; Recycle
}2 PROCUREMENT AUDIT FILE: P 4 4 XA Retention Criteria; Per Deparimental and
to include but not limited to: Federal requirements, to be retained until
 Copies of all purchase orders & after State, Federal, & Departmental audits,
estimates, regardless of cost or four (4 ) years whichever occurs first.
*  Price quotes/bids

* Provide b!al of office and departmentat




State of California

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

See Instructions on reverse

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

Department of Rehabilitation A-0039 B 8/20/02

ORGANEZATIONAL UNIT PAGE OF PAGES
Workforce Development 6 10

ADDRESS {Mumbes Strest Chy}

DEPARTMENT OF GENERAL SERVICES APP‘ROVENUMBER [E)

snd in SAM 1600 2000 Evergreen Street  Sacramento CA 95815 0 ? - E @ @
N::ember gubic CALIFORNIA M Y PRA -
m eet® STATE TITLE AND DESCRIPTION OF RECORDS E ! RETENTION {Exempt) REMARKS
; ARCHIVES
ﬁs riple AN (Triple space between llems) E') ; . i gA
m A | L | Office Dept. SRC  Total

&) 7) (8) {9 10y | (1) | (12) (13) (14) (15) (16)

13 PROCUREMENT INCOMPATIBLE p Active Active Active: Length of employment
ACTIVITIES STATEMENTS Retention Criteria: Title 9, California Code

of Regulations, Sections 7412-7413

14 PROPERTY RECORDS; P Active Active Previously RRS A-0039 Hem #6
+» Admin. Equipment Inventory Active; Until updated or deleted from property
» DR152 Property Survey Report inventory o
+ DRIS5S Property Transfer Report Destruction Criteria: Recycle

15 STATE VEHICLE RECORDS:; P 1 1 Retention Criteria; SAM 1600 AT-3 Retain at
to include but not limited to: teast one year from end of fiscal year.
s STD273 Monthly Travel Log Destruction Criteria: Recycle
« STD271 Automotive Maintenance ‘

Record

» Billing Records

-

. Prwide.total of office and departmental




State of California

Records Retention Schedule

STD. 73 (REV. 592)

DEPARTMENT (1) SCHEDEIJLE NUMBER (2} DATE (3

Department of Rehabiiitation A-0039 8/20/02

CORGANIZATIONAL UNIT PAGE OF PAGES
Workforce Development 7 10

See Instructions on reverse ADDRESS (Number Sireet City) DEPARTMENT OF GENERAL SERVICES ABFRUVAL NUMBER (5]
and in SAM 1600 2000 Evergreen Street  Sacramento CA 95815 0 ? - 3 @ ;@ é} '
ttem Cubic | CALIFORNIA M Y PRA -
Number | Feet! STATE TITLE AND DESCRIPTION OF RECORDS E i RETENTION (Exerapt) REMARKS
{Tripie ARCHIVES (Triple space between ltems) D T &
Space USE ONLY " A PA
m A | L | Ofice Dept. SRC  Total
{6) ) (®) (9) (o) | gy | 1A (19) (14) (51 (9
16 RECORD MANAGEMENT RECORDS: P Active Active Previously RRS A-0039 item #7
to include but not limited to: Active: Until revised or all records listed have
»  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
17 RECORD MANAGEMENT RECORDS =4 Active Active Active; Retain as current until next inventory
+ STD 70 Records Inventory Worksheet Destruction Criteria: Recycle
18 RECORD MANAGEMENT RECORDS: P 4 4 Retain for two years from date destruction is
¢  Authorization for Records Destruction authorized. Then retain two more years or
until audited, whichever occurs first
{maximum of four years).

* Provide iotal of office and deparimental




Stale of Califomnia

Records Retention Schedule

STD. 73 (REV. 5-92)

See Instructions on reverse
and in SAM 1600

DEPARTMENY {1) SCHEDULE NUMBER (2) DATE (3) )

Department of Rehabilitation: A-0039 B/20/02

ORGANIZATIONAL UNIT PAGE OF PAGES
Workforce Development

8 10

ADDRESS (Numbar

Street

2000 Evergreen Street

City)

Sacramento CA 95815

DEPARTMENT OF GENERAL SERVICES APPIIOVAL NUMBER (5]

02-300 3

ftlem Cubic ] CALIFORNIA M|V J PRA
N{m Feel® Nfg:}:;EES TITLE AND DESCRIPTION OF RECORDS E i RETENTION {Exempt) REMARKS
Space USE ONLY {Triple space between lems) [? ; l gA
m A | L | Office Dept. SRC  Tolal
{6). @) {8) {9} (10) | (1) | (12) (13) (14) {15) {186)
PROGRAM RECORDS
@ B NOTIFY | EMPLOYMENT QUTCOMES COMMITTEE P 3 3 Previously RRS A-Q039 ltem #8
{ARCHIVES} SRC Destruction Criteria: Recycle
+  Self Employment Records
Projects, Workgroup minutes, regluations,
training and reference materials
=  Employer Marketing Program Records
Projects, Workgroup minutes, marketing,
training, and resource materials
e Business Leasership Network Records
.| Letters, correspondence, resource materials
»  Grant Development records
Copies of Grant applications,
correspondence, reference materials
NOTIFY | cOICC RECORDS: P 3 3 Previously RRS A-0039 item #9
ARCHIVES e - Correspondence & Minutes Destruction Criteria; Recycle

* Provide total of office and departmental




State of Califormia

Records Retention Schedule

STD.73 (REV.592)

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

Department of Rehabilitatior A-0039 N 8/20/02

ORGANIZATIONAL UNIT PAGE OF PAGES
Workforce Development 9 10

See Instructions on reverse ADDRESS {Number Siregt City) OEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5}
and in SAM 1600 2000 Evergreen Street  Sacramento CA 95815 ﬂ ? - 3 ﬁ U =2
Hem Cubic | CALIFORNIA M| Vv PRA
Number | Feer STATE
i et AaBTE TITLE ?#igigsgitlzggg Sﬁeﬁi?oms g ; RETENTION (Exe&mpu REMARKS
Space USE ONLY | A PA
Bgm Al L Office Dept. SRC  Total
m (&) ) (10y | ¢sy | (12) {13) (14) (15) | (16)
E§1 ) 4 NOTIEY EDD GOVERNOR'S COMMITTEE FOR THE |P 3 3 Proviously RRS A-0039 item #10
EMPLOYMENT OF PERSONS WITH Destruction Criteria: Recycle
ARCHIVES | pISABILITIES RECORDS:
. Correspondence & Minutes
. 1]y gggg}}i JOB PLACEMENT & DEVELOPMENT P 3 3 Previously RRS A-0039 Hem #11
A SRECORDS: : Destruction Criteria: Recycle
* Correspondence, Reference & Training
Materials :
1 NOTIFY | EMPLOYER COMMUNITY RECORDS: P 3 3 Previously RRS A-0039 item #12
, ARCHIVES| o Correspondence, Reference, & Training Destruction Criteria: Recycle
Materials
‘ 24 1 SELF EMPLOYMENT P 3 3 Destruction Criteria; Recycle
25 EMPLOYER MARKETING P 3 3 Destruction Criteria: Recycle

* Provide total of office and departmental




State of Califomia DEPARTMENT (1) : SCHEDULE NUMBER (2) DATE (3)
: - Depariment of Rehabilitation ' A-0039 8/20/02
Recofds Retention schedule ORGANIRATIONAL UNIT PAGE OF PAGES
STD.73 (REV. 5.92) Workforce Development 10 10
See Insltructions on reverse ADDRESS (Number Streal City) BEPARTMENT OF GENERAL SERVICES APPROVAL NUMIER {5)
and In SAM 1600 2000 Evergreen Street  Sacramento CA 95815 0 2 - 3 @ @ @
Tiern Cublc [ CALIFORNIA MOV PRA ' )
Number Feel® STATE TITLE AND DESCRIPTION OF RECORDS E i RETENTION {Exempt) REMARKS
(TE riple ﬁgg"gﬁﬁ . (Ttiple space between ltems) EIJ ; ‘ S‘A
m A | L | Office Dept. SRC  Total
(6) 0 (8) @) (10y | (11y | (12) (13) (14) (15) | (18)
' 26 BUSINESS LEADERSHIP NETWORK P 3 3 Destruction Criteria; Recycle
27 1 GRANTS P 3 3 Destruction Criteria: Recycle
Total

Cubic FL. 12.50

~

* Provide total of office and departrmental



