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. 1F THIS IS A REVISION OF AN EXISTING SCHEDULE (including addition or deletion of pages), enter the following
TO: (1) DEPARTMENT OF GENERAL SERVICES § 00 o o e ISTING schodule:

QFFICE OF RECORDS MANAGEMENT
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PART +—AGENCY STATEMENTS

As the person directly responsible for maintenance of the records listed on the attached schedule, | certify that | have reviewed the
need for the records and that each retention period is necessary and correct as scheduled.
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In onno&mmnm\i‘mwwo,«mﬁmama Code 14755, approval of the attached Records Retention Schedule by the Department of
General Services-isfereby requested. Retention periods have been established by this agency after a careful evaluation of all the

factors listed in Section 16467 of the State Administration Manual.

| hereby certify that | am outhorized to act for the head of this agency in matters pertaining to the retention and disposal of
records. (Per Section 1611 of the State Administrative Manual.)
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TITLE OATE TELEPHONE

RECORDS COORDINATOR N\\ %\QN. 3-4095

PART Il-DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 147535)

‘The Department of General Services has no jurisdiction over entries made in Column 14 of STD. Form 73. Our approval covers
Columns 1-13 and 15 only.
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PART llE—ARCHIVAL SELECTION (Per Government Code Section 14755)

THE ATTACHED RECORDS RETENTION SCHEDULE:
Contains no materici subject to further review by the California State Archives.

D Contains matericl subject to archival review. fizms stomped “Hold/Notify Archives” moy not
be destroyed without clearance by the Secretary of State. (State Administrative Manual Sec-
tion 1614)
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See instructions on reverse
and in SAM 1600

INSTITUTIONS

DEPARTMENT (1} SCHEDQULE NUMBER {2} DATE (3)
CALIFORNIA DEPARTMENT OF CORRECTIONS 1034 03/18/92
QRGANIZATIONAL UMNIT PAGE QOF PAGHES 14}
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ADDRESS fnumber,

DEPARTMENT CF GEMNERAL SERVICES APPROVAL
NUMBER (5)

1515 8 STRERT SACRAMENTO i
ITEM | CUBIC | CAUFORMIA

NUME&;RI FEET | STt TITLE AND DESCRIPTION OF RECORDS % 3 RETENTION
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(&) 7 (& 4] 10)| {1 (13 (i4) (37)
INS Z INSTITUTIONS CUSTODIAN:

CAPTAIN

CEN-0025 0 POST ORDERS 4 4 MAINTAINED AT ALL INSTITITIONS POSTS

STAFF INSTRUCTIONS OF DETAILING EACH
POSTED POSITIONS REQUIRED DUTIES AND

RESPONSIBILITIES. (EACH POST ORDER MUST

BE REVIEWED ANNUALLY.)

MANDATED BY:
ADMIN.BULLETIN

ORIGINAL: RETAIN SEVEN YEARS (THREE YEARS IN
THE OFFICE, FOUR IN THE LOCAL ARCHIVES DR
STATE RECORDS CENTER).

COPIES: RETAIN AS ACTIVE UNTIL SUPERSEDED,
THEN RETAIN ONE ADDITIGNAL YEAR.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY
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RECORDS RETENTION SCHEDULE

PDEPARTMENT (1} SCHEDW.E NUMBER (&) CATE {3
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ORGANIZATIONAL UNIT PAGE OF PAGESL (4
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MARDATED BY:

LOG OF ALL DISCIPLINARY ACTIONS LISTED IN ADMIN.POLICY, ADMINISTRATIVE BULLETIN 88/44
THE REGISTER OF INSTITUTION RULES |
VICLATEONS. RETAIN SEVEN YEARS (THREE YEARS [N THE OFFICE,

FOUR YEARS IN THE LOCAL ARCHIVES OR STATE
RECORDS CENTER).

EXEMPT FROM PUBLIC REVIEW PER PRA 4254,

DESTRUCTION:
CONFIDENTIAL SHRED




