State of California—Health and Human Services Agency

RECORDS RETENTION SCHEDULE APPROVAL REQUEST

Submit three copies with three copies of the Records Retention Schedule, DHS/STD 73. (See reverse for additional Space.)
Division Branch(es)

Chronic Disease and Injury Control Cancer Control Branch
Section(s)/unit

Tobacco Control Section

Department of Heaith Services

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

1616 Capitol Avenue, Suite 74.516, MS 7206, Sacramento, CA 95814 83121 4506

TO: Department of General Services Check the appropriate box:
Procurement Division (2) D New schedule of records that have never been scheduled. (Complete boxes 5-8.)
State Records and Document Program

1500 Fifth Street Suite 101 3) X Revising a previous schedule. (Complete boxes 5-12.)

(A new approval number will be assigned.)
Sacramento, CA 95814  (IMS C-39) . ]
(4) ] 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) Number of pages (8) Cubic feet (Total schedule)
INFORMATION H05-01 5/1/2005 8 394
(If applicabie)
PREVIOUS SCHEDULE (9) Schedule number(s) (10) Approval number(s) (11) Approval date(s) (12) Page number(s) revised
INFORMATION H98-011 98-210 9/25/1998 9

(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, | 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—l\//l’anager directly respogfsile for the records (14) Title (15) Date signed

= L%ﬂl M el fpe— M/MI/ZWW/MK/%MI 57722

In accordance I/vith Government Code 14755, approval of the attached Relords ﬂetention Scheflule by the Department of
General Services is hereby requested. Retention periods have been established b 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 fo the retention and
disposal of records. (Per Section 1611 of the State Administrative Manual. )
(16) Signature—Records Management Analyst (17) Title

v Whge ) DHS Record i
P %% &M\.{‘({/ S Records Management Coordinator

(18) Name (printe¥ or tved)

(19) Telephone (20) Date signe
Jim Bi1Tings 650-0140 o 7 2 705
PART Il—DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755) ' A

(21) Signat S OConsultant( . (22) Approval number
Uz, cf 0s-tel
I P4 -

=
(23) gnz DS A GrAT {/{9 > 5 Umjm) Date signed

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

THE ATTACHED RECORDS RETENTION SCHEDULE:

(25) [1 Contains no material subject to further review by the California State Archives.

(26) mContains material subject to archival review. Iltems stamped “Hold/Notify Archives” may
not be destroyed without clearance by the Secretary of State. (Per Section 1671 of the
State Administrative Manual.)

(27) Signatur?—Chief of Archives ) a (28) Date signed
nals S s Unehesid ©/oc/
23 7] Mﬁ[/&) Q/’J%UQ/@% ‘ /M%M © L) 5
N T
DHS/STD 72 (1/61) (/ Page 1 of 2

NES




CALIFORNIA DEPARTMENT OF HEALTH SERVICES
PREVENTION SERVICES

DIVISION OF CHRONIC DISEASE AND INJURY CONTROL

916-449-5700
FAX: 916-449-5707
CHIEF
Donald O. Lyman, M.D.
74.660 MS 7200
916-449-5704
FAX: 916-449-5707| ]
ASSISTANT CHIEF 05 ~1 () fﬁ .
Jacquolyn M. Duerr, M.P.H. BB ]
74.660 MS 7201 .
| ' |
916-552-9877
916-449-5353 FAX: 916.552.0097 916-552-9800
FAX: 916-449-5355 FAX: 916-552-9810
[ DISE TRO
CANCER CONTROL BRANCH HRONIC BIRAQE;}E,; CON L EPIDEMIOLOGY & PREVENTION
Dileep G. Bal, M.D. Kathleen H. Acree, M.D..M.P.H..J.D. FOR INJURY CONTROL BRANCH
Chief Chief ' Alexander Kelter, M.D.
Chief
74,516 MS 7202 74.317 MS 7208 74.420 MS 7214
916-449-5300 916-779-0300 916-552-9960 916-552-9900 916-552-9800
hie FAX: -7794 ; -552- : -552-9911 FAX: 916-552-9810
FAX: 916.449.5310 916-779-0264 FAX: 916-552-9729 FAX: 916-552-991
CANCER SURVEILLANCE SECTION PREVENTION 2010 EPIDEMIOLOGY & HEALTH INJURY SURVEILLANCE &
CANCER DETECTION SECTION William Wright, Ph.D, Marcia Levy Rosenslein, M.P.H.MP.A, PROMOTION SECTION EPIDEMIOLOGY SECTION
Georjean SioggitéfM.D.. M.PH. Chief Chief Kathleen H. Acree, M.D.M.P.H., J.D. Roger B. Trent, Ph.D.
. Acti hi Chief
1700 Tribute Rd. MS 7205 74317 MS 7209 7a3t7  (ACMG ORIl ot °
74.421 MS 7203 Ste. 100, Sacramenlo 95815 74.420 MS 7215
916-449-5400 916-449-5500 916-552-9905 916-552-9935 916-552-9800
FAX: 916-449-5414 FAX: 916-449-5505 FAX: 916-552-9910 FAX: 916-552-9911 FAX: 916-552-9810
CANCER PREVENTION & TOBACCO CONTROL SECTION MEDICINE & PUBLIC HEALTH CHRONIC DISEASE EPIDEMIOLOGY] OFFICE ON DISABILITY & HEALTH
NUTRITION SECTION Dileep G. Bal, M.D. SECTION & CONTROL SECTION Roger B. Trent, Ph.D.
Susan B. Foerster, M.P.H.,R.D. (Acting) Chief Kathleen H. Acree, M.D.M.P.H., J.D. Kathleen H. Acree, M.D.M.P.H., J.D. (Acting) Chief
Chief 74516 MS 7206 (Acting) Chief {Acting) Chief
74.516 MS 7204 ' 74.317 MS 7210 74.317 MS 7212 74.420 MS 7216
916-552-9800
916-449-5550 916-552-9927 FAX: 916-552-9810
FAX: 916-449-5555 FAX: 916-552-9994
STATE & LOCAL INJURY
ICANCER PLANNING, RESEARCH, & PROGRAM DEVELOPMENT CONTROL SECTION
DISPARIT!ES SECTION SECTION Barbara Alberson, M.P.H.
Kurt Snipes, Ph.D. Frederick B. Hodges, M.D., M.P.H. Chief
74.420 MS 7217

74.421

MS 7207

74.317

MS 7213

November 2004



Division (1) Branch(es) DHS schedule number (2) Date (3)
RECORDS RETENTION SCHEDULE | Chronic Disease and Injury Control |Cancer Control H05-01 May 2005
Section(s) GS code Page of pages (4)
Tobacco Control 83121 1 of 8
Address (number, stresl, city) g approval number (5)
See instructions on reverse and in SAM 1600 1616 Capitol Avenue, 74.516. MS 7206, Sacramento, 95814 i @ 5- in1
CALIFORNIA PRA i e
ITEM cuslc STATE RETENTION (Exempt) i .
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) (9) (19) (11) (12) (13) l (14) l (15) (16) (a7

MISSION STATEMENT

The California Department of Health Services, Tobacco Control Section administers and oversees programs which constitute the position of
a statewide campaign to reduce the consumption of tobacco in California. The specific activities being undertaken by the Tobacco Control
Section include the conduct of a statewide tobacco education media campaign and a baseline survey of tobacco-related behaviors,
knowledge, and attitudes; the administration of a grant awards program and a mechanism to fund and provide technical assistance to local
lead agencies to develop community wide tobacco control programs; and an evaluation of state and local government efforts.

The records appearing on this schedule are only those records of this section.

This Records Retention Schedule contains no Vital Records.

*Provide total of office and departmental storage only.

State of California—Heallh and Human Services Agency

DHS/STD 73 (1/99)

Department of Health Services



' Division (1) Branch(es) DHS schedule number (2) Date (3)
RECORDS RETENTION SCHEDULE |Chronic Disease and Injury Control  |[Cancer Control HO05-01 May 2005
Section(s) GS code Page of pages (4)
Tobacco Control 83121 20 8
Address (number, stn:eel, city) GS8 approval number (5)
See instructions on reverse and in SAM 1600 1616 Capitol Avenue, 74.516. MS 7206, Sacramento, 95814 g@ .. 101
CALIFORNIA PRA — ‘ > S
ITEM cusic STATE RETENTION (Exempt} -
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space between items) USE ONLY (Triple space belween tems) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL IPA REMARKS
(6) {7 (8) 9 : {10) (11) (12) (13) (14) (15) (16) (17)
ADMINISTRATION
1 §] Procedural Material P 2 2
/,/ ‘‘‘‘ QQ) NOTIFY
(2/ 6 ARCHIVES Correspondence (Internal/DHS) P 2 2
3 3 Associations P 2 2
4 4 Chronological Files — subject P 2 2
A
(5/ 4 NOTIFY |General Subiject Files P 2 2
. ARCHIVES
/6 / 3 NOTIFYQ Committees: Advisory/Review P 2 3 5 Findings/recommendation reviewed
<// ARCHIVES for precedent. Admin. Value
7 2 Staff Meetings P 2 2

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



Stale of California—Health 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} Date (3)
Chronic Disease and Injury Control |Cancer Control H05-01 May 2005
Section(s) GS code Page of pages (4)
Tobacco Control 83121 3of 8

Address (number, street, city)

1616 Capitol Avenue, 74.516. MS 7206, Sacramento, 95814

GS approval number (5)

LOS-T01,

CALIFORNIA PRA &,
ITEM cusic 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
7 (8) 9 (10) (11) (12) (13) (14) (15) (16} (17)
Contracts/Grants & Agreements
8 230 Includes: quarterly reports: site visit| P 1 8 9
Proaress reports; telephone logs:
Budget/budget changes: plans;
Contracts; and invoices
9 24 Inter-agency Adgreements P 2 3 5
10 8 Requests for Proposals P 2 3 5
11 55 Surveys & related Correspondence| P 2 3 5
12 22 Guidelines. P Active Active Active until superceded/updated
13 2 Correspondence — All other P 2 2
Equipment and Supplies

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



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

Division (1) Branch(es) DHS schedule number (2) Dale (3)
RECORDS RETENTION SCHEDULE |Chronic Disease and Injury Control  {Cancer Control H05-01 May 2005
Seclion(s) GS code Page of pages (4)
Tobacco Control 83121 4o 8
Address (number, streel, city) GS approval numbgr (5)
See instructions on reverse and in SAM 1600 1616 Capitol Avenue, 74.516. MS 7206, Sacramento, 95814 k05 -1 0 1
CALIFORNIA PRA -
ITEM cusic 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
(6) ) (8) (9) (10) (11} (12) (13) (14) (1%) (i6) (17)
14 1 Correspondence-Procurement P 1 1
Related
15 1 Master Service Agreements P A+2 A+2 Active until replaced/updated
16 Purchase & Service Orders P 2 2
17 Warranties P Active Active Active until warranty expires
Financial
18 2 Budgets/Budget Change Proposals| P 2 2
Legal
/“—"&;ﬂ
(19§ 2 NOTIFY |Legislative: Bill Analysis: Enrolled P 2 2
e ARCHIVES | Bill Report: testimonies: opinions:
Guidelines, instructions

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



State of California—Heallh and Human Services Agency

RECORDS RETENTION SCHEDULE

Departmenl of Health Services

Division (1) Branch(es) DHS schedule number (2) Date (3)
Chronic Disease and Injury Control |Cancer Control H05-01 May 2005
Section(s) GS code Page of pages (4)
Tobacco Control 83121 Sof 8

Address (number, street, cily)

GS approval number (5)

See instructions on reverse and in SAM 1600 1616 Capitol Avenue, 74.516. MS 7206, Sacramento, 95814 é}@ 5 -1n1
CALIFORNIA PRA T
ITEM cusic 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
:(ﬁkﬁ\\ 7) (8) 9) (10) (1 (12} (13) (14) (15) (16) (17}
{iof’ ! “  INOTIFY |Legislative Reports P 5 5
s \RCHIVES
Organization
CZ(:) 1 NOTIFY Charts P A+1 A+1 Active until superseded/updated
— ARCHIVES
P
e NOTIFY | | o
&22 1 |ARCHIVEY Mission/Goals/Function Statement | P A+1 A+1 Active until updated/program sunset
Personnel
23 2 Attendance Reports P 2 2 Xl |PRA 6254; IPA 1798.40
24 2 Correspondence/Personnel related| P 2 2 Xl |PRA 6254; IPA 1798.40
25 2 Employee Records (Copies) P Active Active| XI [PRA 6254: IPA 1798.40
Active until emplovee transfers
terminates, or retires.

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



Slate of California—Health and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Department of Health Services

Division (1) Branch{es) DHS schedule number (2) Dale (3)
Chronic Disease and Injury Control |Cancer Control HO5-01 May 2005
Section(s) GS code Page of pages (4)
Tobacco Control 83121 Bof 8

Address (number, streel, city)

1616 Capitol Avenue, 74.516. MS 7206, Sacramento, 95814

GS appraval number (5)

CALIFORNIA PRA
ITEM cuBIC 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
(6) {7} (8) (9) (19) (11) (12) (13) (14) (15) (18) (7)
Policies
26 1 External/Internal P A+2 A+2 Active until updated/superseded
Public Relations
N
A
{27 /| 2 |NOTIFY 'Newspaper Report/News Releases| P 2 2
M ARCHIVES
Records Management
28 1 . Records Retention Schedule P Active Active Active until updated — every 5 years
29 ' Holdings & Destruction Reports P 4 4
30 ‘ Polices and Procedures P Active Active Active until update/superseded
31 A\ 4 Transfer Lists P Active Active Active until records are disposed or
: transferred to State Archives

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



State of California—Health and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Department of Heallh Services

Division (1) Branch(es) OHS schedule number (2) Date (3)
Chronic Disease and Injury Control  |Cancer Control HO05-01 May 2005
Section(s} GS code Page of pages (4)
Tobacco Control 83121 7of 8

Address (number, street, city}

1616 Capitol Avenue, 74.516. MS 7206, Sacramento, 95814

GS approval number

g@gmggg

CALIFORNIA PRA
ITEM cusBic 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
(6) ) (8) 9 (10) (11) (12) (13) (i4) (15) {16) (i7)
Publications; Studies; Reports
32 1 Miscellaneous Studies: Reports P Active 5 A+5 Active until no longer relevant/need
394 TOTAL CUBIC FEET

*Provide total of office and departmental storage only.

DHS/STD 73 (1/99)



. Division (1) Branch(es) DHS schedule number (2) Date (3)

RECORDS RETENTION SCHEDULE Chronic Disease and Injury Conrol Cancer Control H05-01 May 2005
Section(s} GS code Page of pages (4)
Tobacco Control 83121 8of 8

| Address (number, streel, city) [ GS ;pprO{/aI number (5} .
Ses instructions on reverse and in SAM 1600 1616 Capitol Ave. 74.516, MS 7206, Sacramento, 95814 05 -1 0 I
CALIFORNIA PRA - - .
ITEM cusic STATE RETENTION {Exempt)
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space belween ilems) USE ONLY (Triple space between items) MEDIA | VITAL | OFFICE I DEPT. I SRC [ TOTAL 1PA REMARKS
(6) | (7) (8) () (10) (11) (12) (i3} (14) (15) (16) (a7)

Reconciliation of Previous RRS 98-210, dated September 25, 1998

98-210 New RRS 98-210 New RRS 98-210 New RRS
1 l 16 14 31 26
2% 2 17 15 32% 27
3 # 18 16 33* 27
4% # 19 17 34 28
5% 3 20 # 35 29
6 4 21 18 36 30
7* 6 22 18 37 31
8* 5 23* 19 38 32
9% 7 24* 20 '

10 8 25%* 21
11 9 26* 22
12* 10 27 23
13* 11 28 24
14* 12 29 25
15 13 30 26

# Item numbers 3, 4, and 20 are no longer maintained in current file system.

* Flagged be Secretary of State Archives

*Provide total of office and departmental storage only.

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

DHS/STD 73 (1/99)



