State of California—Health and Hurman Services Agency Depariment of Health Services

RECORDS RETENTION SCHEDULE APPROVAL REQUEST @% y
Submit three copies with three copies of the Records Retention Schedule, DHS/STD 73. (See reverse for additional space.) %
Division Branch(es)
Health Information & Strategic Planning Center for Health Statistics

Section(s)unit

Office of Vital Records, Office of Health Information & Research, Center Administration Support

Address (number, street, city) GS code(s) index(s)

1501 Capitol Ave., Sacramento, CA 95814 MS 5103 83240 4835

TO: Department of General Services Check the appropriate box:
Procurement Division (2) 1 New schedule of records that have never been scheduled. (Complete boxes 5-8.)
State Records and Document Program (3) X Revising a previous schedule (Complete boxes 5-12.)
1500 Fifth Street, Suite 101 gap . P :

(A new approval number will be assigned.)

Sacramento, CA 95814 Q_<_m O-mov 4) [l Amending some pages of a previous schedule. (Complete boxes 8-12.)

(916) 322-8705 (The original approval number will remain in effect.)
NEW SCHEDULE (5) Schedule number (6) Schedule date ) (7) Nurmber of pages (8) Cubic feet (Total schedule)
INFORMATION HO04-11 Nm\h\mooﬁ. 8 3,486
(If applicable) )
PREVIOUS SCHEDULE 9) Schedule number(s) (10) Approval number(s) (11) Approval date(s) (12) Page number(s) revised
INFORMATION H98-006 98-161 7/27/1998 ALL
(if applicable)

PART I—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-torrect as scheduled, and (for a revised
schedule) that all items on the previous schedule have been accounted for.

(13) Signature—Manager directly responsible for the records (14) Title (15) Date signed

= @Pﬁ%\;né Chief, Center Administration Support | . \\ \\ D5

In &dcordance 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.

| 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.)

(18) Signature—Records Management Analyst (17) Title
A M/W o
= [ g% DHS Records Management Coordinator
(18) Name (printed or typed) ” (19) Telephone (20) Date sigped
Jim Billings 650-0140 All/eT
T

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

(21) Signature—SRMO Consultant (22) Approval number
e (P,
: [~ " ——] (24) Date signed
(RECOorRDS M T CowstAInad

PART lIl—ARCHIVAL SELECTION (Per Government Code, Section 14755)

THE ATTACHED RECORDS RETENTION SCHEDULE:

(25) ] Contains no material subject to further review by the California State Archives.

(26) @n. Contains material subject to archival review. Items stamped “Hold/Notify Archives” may
’ ot be destroyed without clearance by the Secretary of State. (Per Section 1671 of the
State Administrative Manual.)

(28) Date signed

—

/ g /AR ) 7L
(Mol 205103

DHS/STD 72 (1/01) Page 1 of 2



- CALIFORNIA DEPARTMENT OF HEALTH SERVICES
HEALTH INFORMATION AND STRATEGIC PLANNING

LO5-024

/ !
/ oy

916-440-7350
FAX: 916-440-7357
DEPUTY DIRECTOR
71 6031 Gregory A. Franklin, M.H.A. MS 5000
|
916-552-8098 916-552-8000

FAX: 916-552-8110

CENTER FOR HEALTH STATISTICS
Michael L. Rodrian
Chief

71.1101 MS 5100

FAX: 916-552-8014

OFFICE OF COUNTY HEALTH SERVICES
{(Vacant)

71.5195 MS 5200

916-552-8102
FAX: 916-650-6889

OFFICE OF HEALTH INFORMATION &
RESEARCH
Michael Quinn
Chief

74.165 MS 5101

916-552-8129
FAX: 916-552-8110

CENTER ADMINISTRATIVE SUPPORT SECTION
Janet McKee

Chief
71.1101 MS 5102
916-552-8107
FAX: 916-552-8130
OFFICE OF VITAL RECORDS
Kristina Smith
Chief
711327 MS 5103

916-552-8111
FAX: 916-552-5201

INFORMATION TECHNOLOGY SERVICES
SECTION
Judy Barton

71.1301 Chief MS 5104

916-552-8020
FAX: 916-552-8014

LOCAL PUBLIC HEALTH SERVICES SECTION
Eduardo P. Schmidt, M.P.H.
Chief

71.5195 MS 5201

916-552-8016
FAX: 916-552-8024

MEDICALLY INDIGENT SERVICES SECTION

Nancy Hayward
Chief
715195 MS 5202
916-552-8010
FAX: 916-552-8038
PROGRAM SUPPORT SECTION
Robert Krause
Chief
71,5195 MS 5203

916-552-8252
FAX: 916-5662-8260

REFUGEE HEALTH SECTION
Laura J. Hardcastle
Chief

71.5195 MS 5204

November 2004



Division (1) Branch(es) DHS schedule number (2) Date (3)
RECORDS RETENTION SCHEDULE Health Information & Strategic Planning |Center for Health Statistics HO04-11 12/04

Seclion(s) GS code Page of pages (4)

Office of Vital Records, Office of Health Information & Research, Center | 83240 1of8

IAdmin. Support Section

Address (number, street, cily)

1501 Capitol Ave. Sacramento, CA 95814 MS 1503

See instructions on reverse and in SAM 1600

YR

GS approval number (5)

2-024

CALIFORNIA PRA
ITEM cusic STATE RETENTION {Exempt) -
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Tripte space between items) USE ONLY (Triple space belween items) MEDIA [ VITAL | OFFICE DEPT. l SRC TOTAL IPA REMARKS
(8) | ) (8) . (9) (19) (1) 2) (13) (14) (15) (16) (7)

1'E3

Center for Health Statistics Branch (83240)

The Office of Vital Records Section (OVR) (83240) administers the vital statistics program for California.
OVR registers all births, deaths, fetal deaths, marriages, and divorces which occur in California

and maintains permanent files of these records. The Office provides copies which are required for a

wide range of legal, administrative and personal needs.

The Office of Health Information & Research Section (OHIR) (83240) maintains, enhances, and provides
broad based user access to California’s Vital Statistics data bases (Live Births, Deaths, Fetal Deaths,
Marriages, and Dissolutions); monitors changes in state fertility, mortality, and other demographic

trends for departmental management.

The Center Administration & Support Section (CASS) provides program support for the Center for Health Statistics,
and has the responsibility for fiscal operations, contract management, legislation, personnel, and forms
management for all forms used in vital event registration.

This schedule covers the Center for Health Statistics Branch and all subordinate sections/units.

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



Slale of California-~Health and Human Services Agency

Department of Health Services

Division (1) Branch(es) DHS schedule number (2) Dale (3)
RECORDS RETENTION SCHEDULE Health Information & Strategic Planning |Center for Health Statistics H04-11 12/04
Seclion(s) GS code Page of pages (4)
Office of Vital Records, Office of Health Information & Research, Center | 83240 20f8
Admin. Supnort Section
Address (number, streel, cily) GS,approval ;Lumber (5)
See instructions on reverse and in SAM 1600 1501 Capiwl Ave. Sacramento: CA 95814 MS 1503 ?és @ b - “3 i B
CALIFORNIA PRA = z‘z‘ -
ITEM cusic STATE RETENTION (Exempt)
NUMBER FEET" ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space belween items) USE ONLY (Triple space between items) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL IPA REMARKS
(8) ) 8) 9 1 | oy | @2 (13) (14) (15) (16) {17)
ADMINISTRATION
f D} 1 NOTIFY | Associations and Committees (includes P 2 2
g ARCHIVES correspondence and records of meetings)
38 NOTIFY |Correspondence, Chronological General P 2 2
ARCHIVES)| (relating to matters of Vital Statistics
Program). Miscellaneous, program
Meeting minutes, agendas, Master File
Documentation, Decennial Revisions.
3 1 Contracts; maintenance & service P 5 5
4 260 Fee Correspondence and Receipts P 6 mo 4dyrs | Syrs Destroyed after receiving audit clearance or
(includes all fee requests for Vital 6 mo 5 years, whichever occurs first.
Statistics records).
5 68 Transmittal Reports and Certificate P 5 0 5
Controls (includes record of fees collected
By County Offices and Control Cards for
vital records).
EQUIPMENT AND SUPPLIES
6 2 Inventory P Active 0 | Active Active until new inventory is complete.

T

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99}



Stale of California—Heallh and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Department of Heallh Services

Division (1) Branch{es) DHS schedule number (2} Dale (3}
Health Information & Strategic Planning |Center for Health Statistics HO04-11 12/04
Section(s) GS code Page of pages (4)
Office of Vital Records, Office of Health Information & Research, Center | 83240 3 0of 8
Admin. Subport Section

Address (number, street, city)

1501 Capitol Ave. Sacramento, CA 95814 MS 1503

GS approval number (5)

LO5-024 "

CALIFORNIA PRA —
ITEM cuBIlC STATE RETENTION (Exempt)
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space between items) USE ONLY (Triple space between ilems) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL IPA REMARKS
) (1) (8) 9 o) | oy | g2 (13) (14) (15) (18) a7
7 Purchase Requests P Active 0 | Active Active until products are received.
+ 6 mo
8 Repairs and Service P Active 0 |Active Active until service has been completed
+ 6 mo
9 v Vendor/Equipment File P Active 0 | Active Active until equipment becomes outdated.
(Catalogs/Specifications) +6 mo
FINANCIAL
10 3 Accounting reports, daily fee reports, PC 4 0 4
Weekly transaction reports, monthly
Transaction and control reports,
Miscellaneous fee reports.
LEGAL
2
11 3 NOTIFY | Legislation, Bill Analysis and Legal P 3 0 3 X |PRA 6254; Confidential Destruction
\\ / ARCHIVES Opinions (includes only legislation
- that impact vital statistics)
PERSONNEL
12 12 Attendance Reports and Absense Request | P 1 0 1 X1 |PRA 6254;IPA 1798.40
Forms Confidential Destruction

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



State of California—Health and Human Services Agency Departmenl of Health Services

Division (1) Branch(es) DHS schedule number (2) Date (3)
RECORDS RETENTION SCHEDULE Health Information & Strategic Planning |Center for Health Statistics HO04-11 12/04
Section(s) GS code Page of pages (4)
Office of Vital Records, Office of Health Information & Research, Center | 83240 4 of 8
IAdmin. Subport Section
Address (number, streel, city) Gs‘fpgroval number (5)
See instructions on reverse and in SAM 1600 1501 Capitol Ave. Sacramento, CA 95814 MS 1503 éi @ S o 0 2 A&,
CALIFORNIA PRA _ ﬁ‘."
ITEM cuBliC STATE RETENTION {Exempt) :
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Tripte space between items) USE ONLY {Triple space between items) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL 1IPA REMARKS

©) @) (8) ©) o) | a1 | (2 (13) (14) (15) (16) (17)

13 Interview packets (includes interview P 2 0 2 X1 |Government Code 12946; PRA 6254;
applications, score sheets and ethnicity IPA 1798.40. Destroy after 2 years or
reports) when audited. Confidential Destruction

14 Personnel Records (confidential P Active Active| XI |Active until employee resigns,
Documents Copies) +2 +2 retires or transfers. PRA 6254

IPA 1798.40 Confidential Destruction

15 Training (employee) P 3 0 3 X1 |PRA 6254;IPA 1798.40
Confidential Destruction

16 v Travel P 2 0 2 X1 |PRA 6254;]PA 1798.40
Confidential Destruction

POLICY AND PROCEDURES

117 5 NOTIFY | General Infromation (Dept. Policy P Active Active Active until superseded
ARCHIVE§ Memos, All County Letters, and
Office Procedures)
18 Procedure Manuals P Active Active Active until superseded

RECORDS MANAGEMENT

19 2 Annual Report-IPA and Records Holdings| P 3 3

20 Quarterly Destruction Report P 4 4

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



Slale of California—Health and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Departmenl of Heallh Services

Division (1) Branch(es) DHS schedule number (2) Dale (3)
Health Information & Strategic Planning |Center for Health Statistics HO04-11 12/04
Section(s) GS code Page of pages (4)
Office of Vital Records, Office of Health Information & Research, Center | 83240 50f8
Admin. Support Section

Address (number, street, cily)

1501 Capitol Ave. Sacramento, CA 95814 MS 1503

GS approval number (5)

Z05-024

CALIFORNIA PRA
ITEM cuBlIC STATE RETENTION (Exempt)
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space between ilems) USE ONLY (Triple space between items) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL IPA REMARKS

®) ) ®) @) oy | gy | 2) (13) (14) (15) (16) )

21 Records Retention Schedule P Active Active Active until superceded or 5 years,
whichever occurs first.

22 Transfer Lists P Active Active Active until records are destroyed.
Transfer list is then to be attached to the
appropriate records destruction memo
in item #20

PROGRAM RECORDS NOTE: Items 23-27 active until all edits

s Office of State Registrar are completed.

/

/23/ 1,556 | NOTIFY | 5piginal Certificates (Births) P | X |Active Perm | Perm | XI |PRA 6254; IPA 1798.40. H&S Code

/ ARCHIVES Ch 14 Sec. 108525 & Ch. 3, Sec 102430
Medical and Health Data only. Secured file
room with FM-200 system. Confidential
Destruction

U NOTIFY | . . o~ . . ;

L 24 294 ARCHIVES Original Certificates (Deaths) P | X |Active Perm | Perm X |H&S Code 14, Sec. 103525 & Ch, 3, Sec.

102430. Secured file room with FM-200

System. Confidential Destruction

NOTIFY | . . " .

125 18 ARCHIVES Original Certificates (Fetal Deaths) P | X |Active Perm | Perm X |PRA 6254 H&S code Ch.14, Sec. 103525

: & Ch. 3, Sec. 102430. Confidentia]

Destruction

126, 210 | NOTIFY Original Certificates (Public Marriages) P | X |Active Perm | Perm Secured file room with Halon FM-200.

- ARCHIVES system.

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



Slale of California—Heallh and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Depariment of Health Serylces

Division (1) Branch(es) DHS schedule number (2) Dale (3)
Health Information & Strategic Planning |Center for Health Statistics HO04-11 12/04
Section(s) GS code Page of pages (4)
Office of Vital Records, Office of Health Information & Research, Center | 83240 6of 8
Admin. Support Section

Address (number, street, cily)

1501 Capitol Ave. Sacramento, CA 95814 MS 1503

GS approval number (5)

£05-02,

CALIFORNIA PRA
ITEM cuslC STATE RETENTION (Exempt)
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple-space between items) USE ONLY (Triple space between items) MEDIA| VITAL | OFFICE DEPT. SRC TOTAL IPA REMARKS
16 ) @) ®) 9 o) | an | 2) (13) (14) (15) (16) {17
27 115 | NOTIFY |Original Certificates (Marriage P | X |Active Perm | Perm | XI |PRA 6254; IPA 1798.40.
ARCHIVES Dissolutions and Confidential Marriages Confidential Destruction
28 2 Out of State Certificates (Births, Deaths P Active Active| XI |Active until microfiche index is received
Fetal Deaths) +2 +2 Confidential Destruction
29 59 Yearly Microfilm Correction P X 1 Perm [Perm XI |PRA 6254; IPA 1798.40. H&S Code Ch.
Accumulation Security File (YMCA SF), 14, Sec. 103525 & Ch. 3, Sec. 102430.
Certificates Medical & Health Data only. Vault
storage. Confidential Destructiion
30 53 Temporary Security Microfilm Births, S | X 0 Active|Active| XI |PRA 6254;TPA 1798.40. H&S Code Ch.
Deaths, Marriages current processing. 14, Sec. 103525 & Ch. 3, Sec. 102430.
Medical & Health Data only (Births &
Fetal Death). Stored in Vangard Vaults
Elk Grove, CA. Active until permanent
electronic copy is produced.
Confidential Destruction
31 49 Archival Security Film (Births, Deaths, S 0 Perm | Perm | XI [PRA 6254;IPA 1798.40. H&S Code Ch.
Fetal Deaths, Marriages, and Marriage 14, Sec. 103525 & Ch. 3, Sec. 102430.
Dissolutions, Sealed Records (Adopts/ Medical & Health Data only. Stored at
other), Yearly Microfilm Corrections Vanguard Vaults, Elk Grove, CA
Accumulation Security File). Confidential Destruction

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



Slale of California—Health and Human Services Agency

Depariment of Health Services
Division (1) Branch(es) DHS schedule number (2) Dale (3)
RECORDS RETENTION SCHEDULE Health Information & Strategic Planning |Center for Health Statistics H04-11 12/04
Seclion(s) GS code Page of pages (4)

Office of Vital Records, Office of Health Information & Research, Center | 83240 7 of 8
Admin. Sunport Section

Address (number, street, city) GS approval number (5)

See instructions on reverse and in SAM 1600 1501 Capitol Ave. Sacramento, CA 95814 MS 1503 X g 5 - O 3 f
CALIFORNIA PRA S S,
ITEM CcuBIiC STATE RETENTION (Exempt)
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple_ space between items) USE ONLY {Triple space between ilems) MEDIA|VITAL| OFFICE DEPT. SRC TOTAL iPA REMARKS
6) ) (8) ©) (o) L an | (12) (13) (14) (15) (16) (17)
///32;' 189 NOTIFY | Working Microfilm Record (Births, D Perm 0 Perm | XI |PRA 6254;1PA 1798.40. H&S Code Ch.
ARCHIVES§Deaths, Fetal Deaths, Marriages, and 14, Sec. 103525 & Ch. 3, Sec. 102430.
Marriage Dissolutions, Sealed Records Medical & Health Data only. In-house
(Adoption/other) copies for OVR use only.
Confidential Destruction
33 230 Ancillary Records: Sealed Records p Active Perm | Perm | XI |Active until processing is completed.
(Adoptions), Sealed Records (other than PRA 6254; TPA 1798.40. Health &
adoptions), Sealed Records (Court Safety Code Div. 9, Ch.5, Arts 1, 2.
Order Delayeds) Confidential Destruction
34 247 Slips and Cardex Prints - Indexes P Active 0 |Active Active until indexes are replaced with
(Marriages updated electronic/COLD indexes.
L) NOTIFY| o | | o |
(!35/ 7 | ARCHIVE$Microfiche indexes of Births, Deaths, SD Active 0 |Active Active until when an on-line

g Marriages, and Marriage Dissolutions index system is installed.

36 33 Sworn Statements P 1 1 XI |PRA 6354;IPA 1798.40. H & S Code
Ch.14, Sec 103526. One year in-house
storage  Confidential Destruction

PROGRAM RECORDS
. (Office of Health Information & Research)
‘ 374 29 NOTIFY q Vital Statistics Data and Specifications P Active 0 |Active Active until all data reports are outdated
S ARCHIYEL of Historic Values or are electronically available through a
relational data base.
3,486 Total Cubic Feet

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



Slale of California—~Heallh and Human Services Agency Department of Health Services

Division (1) Branch(es) DHS schedute number (2) Date (3)

RECORDS RETENTION SCHEDULE Health Information & Strategic Planning |Center for Health Statistics HO04-11 12/04
Seclion(s) GS code Page of pages (4)
Office of Vital Records, Office of Health Information & Research, Center 83240 g

. . of 8

Admin. Support Section ]
Address (number, .slreel, city) Gsfggp,r valir,\#mber (5)

See instructions on reverse and in SAM 1600 1501 Capitol Ave. Sacramento, CA 95814 MS 1503 (. @ o G 2 lg 3

CALIFORNIA PRA ’
ITEM cusic STATE RETENTION (Exempt)
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space belween ilerns}) USE ONLY (Triple space between ilems) MEDIA | VITAL | OFFICE DEPT. l SRC | TOTAL IPA REMARKS
(6) | @) (8) (9) (10) ] (1) (12) (13) (14} (15) (16) (17)
SUMMARY OF CHANGES

H98-006 NEW RRS H98-006 NEW RRS

| P 1 ) 20

2 2 22 21

. I 3 23 22

4o 4 24 23

S * 25 24

B 5 26 i 25

T 6 2T 26

P 7 28 27

O 8 29 28

10 9 30 29

I 10 31 30

12 11 3 31

13 12 3 32

14 13 34 33

1S 14 3 34

16 15 30 *E

17 16 3 35

18 17 38 ok

19 18 39 37

20 19

Indicates microfiche indexes of fee requests no longer used by program.

** Indicates index corrections cards no longer used by program.

*** Indicates infant death study file no longer needed by program.

#36 Indicates the addition of sworn statements to NEW RRS. (Added by Statutes 2002, Chapter 914.) (SB247)

DHS/STD 73 (1/99)



State of California Department of Health Services

Memorandum
Date: February 1, 2005

To: Javier Sanchez, Consultant
California Records and Information Management Program
Department of General Services
707 Third Street, Second Floor
P.0O. Box 989052
West mmoﬁmBam/:ﬁo- CA 95798-9052

s

A A L e
From: a Billings, DImﬁWmooam Coordinator
Documents, Records and Mail Services Unit
Administration
1501 Capitol Avenue, MS 1405 O
P.0. Box 997413 05-024.
Sacramento, CA 95899-7413
916-650-0140

LS

Subject: Transmittal of DHS Records Retention Schedule H04-011

Attached for your review and approval is Department of Health Services (DHS), Records
Retention Schedule (RRS) H04-11 for Health Information & Strategic Planning Division,
Center for Health Statistics, and subordinate offices which includes, Office of Health
Information and Research, Center Administrative Support Section, Office of Vital
Records, and Information Technology Services Section. This schedule updates
previous RRS 98-161, dated July 27, 1998.

In regards to those item numbers/records identified as “vital” records. These records
represent California’s most basic and trusted personal identification records. These
records are protected in various ways. Hard copy records held in office are protected by
the latest fire suppressant system technology. Copies of original records are backed-up
with a Silver Microfilm copy and data tapes. Silver Microfilm copies are stored offsite
with Department of General Services, Vanguard Vaults. Imaged backup copies on data
tapes-are also stored offsite at Vanguard Vaults. In addition to this, all California
counties maintain a copy of the same records. Therefore, there are several ways
available if the original copy must be replaced or reproduced.

If you have questions, please do not hesitate to contact me.

Thank you.

Attachments



