.AA.V

STATE OF CALIFORNIA f.
mmpc mmn—l mnom >vmumo<>ml o mu DEPARTMENT. BOARD OR COMMISSION ) BILLING CODE
RECORDS RETENTION SCHEDULE CALIFORNIA DEPARTMENT OF CORRECTIONS 16866
570, 72{REV. 8/87) DIVISION. BURTAL OR GTHER UNIT CURIC FEET (Total Schedule}

ADMINISTRATIVE SERVICES A/00 o
ADDHRESS
1515 § STREET " SACRAMENTO

Submit three copies with three copies of
the Records Retention Schedule, STD. 73.

SCHECAILE NUMBER PAGE NUMBER(S) SCHEDULE DATE

1012 Lj=a2a | oﬁo?@\wi

{F THIS 1S A REVISION QF AN EXISTING SCHEDULE fincfuding addition or deletion of pages),
enter the following information from the EXISTING schedule:

TO: (1) DEPARTMENT OF GENERAL SERVICES
OFFICE OF RECORDS MANAGEMENT

SCHEDULE NUMBER PAGE NUMBER(S] SCHEDULE BATE
(2) CHIEF, STATE ARCHIVES . N \
1020 “0" Street, Room 130 1003 | =& _ 5/ AR 96
mmﬁﬂmamnﬂnu- CA 05814 APPROVAL NUMBER APPROVAL DATE )
4454293 or ATSS 485-4293 9p-079 * Ol \ j %(\ i

E Check this box to indicate ALL items in the scheduie have been reviewed, {A new approval number will be assigned.}

[] Check this box to indicate only certain items in this schedule have been reviewed for revision, addition, or deletion.
{The original approval number will remain in effect.)

PART | — AGENCY STATEMENTS

As the program manager directly responsible for the records listed on the attached schedule, { certify that have reviewed

the need for the records, that each retention period is necessary and correct as scheduled, and (for a revised schedule) -

that all items on the previous scheditle have been accounted for.

SIGNATURE~- jbﬁwh IRESTLY RESPONSIBLE FOR THE RECORDS THLE - DATE
3y a oy am P il s
Eﬁww Bofovel foawaie S ERICEY

in moooam:nm with Government Code 14785, approvai of the mzmmrma Records Retention Schedule by the Department of
General Services is heceby requested. Retention periods have been established by this agency after a careful evaluation
of all the factors listed in Section 1867 of the State Administrative Manuai.

I hereby certify that{ am authorized 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.)

SIGNATURE— ﬁOmGM MANAGEMENT COORDINATOR

s7AL a7

TITLE DATE m TELEPHONE
RECORDS MANAGEMENT COORDINATOR \\%\Q\ 3~4095

PART Il — DEPARTMENT QF GENERAL SERVICES APPROVAL (Per Government Code Section 14755}

The Department of General Services has no jurisdiction over entries made in Column 16 of STD. Form 73. Qur approval
covers Columns 1 — 15 and 17 only.
o

mﬁz.&dmm ] APPROVAL NUMBER

TN, Lo o~ 91-153

TITLE

r\@ﬁﬁf L/ 4

PART il — >mom_<>m; SELECTION (Per Government Code Section 14755)

| *\ Contains no material subject to further review by the California State Archives.

D Contains material subject ta arebival review. [tems stamped “Hold/Notify Archives” may not be destroyed without

X*wa:om Uﬁj@o&&i% mmmmm ﬁmﬂmﬁm \PQBE\.&Em gmnwmmozozﬂmgv
mﬁa%(,mn HIEF o%emm ‘ 2 \ xcz 18 1901
‘..m.. .‘ o . _..

I



STATE GF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT {1) SCHEDULE NUMBER {2) DATE (2
STO. 73 {REV. 5-88) CALIFORNIA DEPARTMENT OF CORRECTIONS 1o3] 2. 06/12/91
ORGANIZATIONAL UNIT : PAGE OF PAGES {4)
ADMINISTRATIVE SERVICES
See "nsrrucn.ons on reverse ADDRESS fapmber, street, i DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 1515 § STREET SACRAMENTO NGMBER (&)
fTEM. | CUBIC | CALIFORNIA oA
NUMBER| FEET |  STAE TITLE AND DESCRIPTION OF RECORDS =§ B RETENTION (Exempt) REMARKS
i};’;ﬁ::ﬁg;i) USE ONLY {Triple-space between ilems) s 5 | orricE DEPT. ] lf:'.\
{8} 7 (8) oyl | a2 (13) (16) (17)
ADM ADMINISTRATIVE SERVICES

DIVISION,

CUSTODIAN:| BUSINESS SERVICES BILLING CG

PROVIDES SUPPORT SERVICES [FOR CENTRAL OF}
PAROLES AND COMMUNITY SERVICES
THE ACQUISITION OF OFFICE [SITES; BUILDING
MATERIALS AND SUPPLIES; MATERIALS MANAGEN
RECORDS AND FORMS MANAGEMENT|; WAREHQUSE §
REPRODUCTION SERVICES, ETC.

\M ;
RVICES

NING
D Al
T; PI

IENT PROGRZ

I

AND CONSTRUCTION

,L CDC INSTITUTIONS IN
ROCUREMENT OF EQUIPMENT,
{VENTORY CONTROL PROGRAM;
5; AND SUPPLY, MAIL AND

P



STATE OF CALIFORNA

RECORDS RETENTION SCHEDULE

STEx 73 (REV. 5-85)

See instructions on reverse

DEPARTMENT

CALTFORNIA DEPARTMENT OF CORRECTIONS

SCHEDULE NUMBER (2} DATE {3}

10 06/12/91

EBHTIRYSTRATIVE SERVICES

PAGE OF PAGES (4)

DEPARTMENT OF GENERAL SERVICES APPROVAL

_and in SAM 1600 ARPETS ‘S STREET SAURAMENTO e RUMBER (8
ITEM | CUBIC | CALFORNIA oRA
NUMBER | FEET Akségﬁﬁs TITLE AND DESCRIFFION OF RECORDS 25 RETENTION {Exempt) ARKS
A - . [ &=
b(:&lﬁ::gg:_z) USE OMLY (Triple-space between items) 5| 5 | OFFiCE | DEPT. SRC TOTAL | F:glA REM
(&) {7} (8) 9 (00t (12 (13} (14} (15} (16} (17)
ADM [ ADMINISTRATIVE SERVICES CUSTODIAN:
) BUSINESS SERVICES
BUS-0025 0 PURCHASING P OiN  |As2Y 2y 2Y  |As4Y MAINTAINED BY PROCUREMENT

ORIGINAL RECORDS INCLUDE PURCHASE,
SUBPURCHASE AND SUPPLY ORDERS; PURCHASE
ESTIMATES, CONTRACT DELEGATIONS AND
PRINTING REQUISITIONS.

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE END
OF FISCAL YEAR. RETAIN A MINIMUM OF TWO YEARS
IN THE OFFICE, THEN TRANSFER TO LOCAL ARCHIVES
OR THE STATE RECORDS CENTER FOR STORAGE.
RETAIN UNTIL DGS AUDIT OR TWO ADDITIONAL YEARS
(FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORMIA

RECORDS RETENTION SCHEDULE

DEFARTMENT {1) BCHEDRULE NUMBER (2} DATE (3}

ST, 73 (REV, 5-85) CALIFORNIA DEPARTMENT OF CORRECTIONS 1012 06/12/91
CROMITYSTRATIVE SERVICES PASE o FAcEs @
See instructions on reverse . i CQ-' = s 5
and '_n SAM 1600 ATﬁ% fsm %TREET SA&RAMENTO city} R[EJ?I:“AERETRM(ESTT OF GENERAL SERVI APPROVAL
ITEM | CUBIC | CALFORNIA =
NUMBER | FEET A:gﬁaTvEEs TITLE AND DESCRIPTION OF RECORDS '—§ B RETENTION {Exempt}

éiélfp:ﬁfﬁ?&i) USE ONLY (Triple-space betwesn items) | 5| orrce | DEPT. | SRC | TOTAL | e . REMARKS

{6) 7) (8} (% o anl on {13} (14) (15 {16} (17}
ADM (Z) ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0050 0 LEASES, LEASE PURCHASING, ALTERATIONS PN a2y 2Y 2Y  jAvsY

MANDATED BY:
ORTGINAL RECORDS PERTAINING 7O LEASES, SAM 1671
LEASE PURCHASING, BY-STATE LEASES OR
ALTERATIONS TO OFFICE SITES.

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE
EXPIRATION OF THE LEASE. RETAIN A MINIMUM OF
TWO ADDITIONAL YEARS IN THE OFFICE, THEN
TRANSFER TQO LOCAL ARCRIVES OR THE STATE
RECORDS CENTER FOR STORAGE. RETAIN UNTIL DGS
AUDIT OR A MAXIMUM OF TWO ADDITIONAL YEARS
(FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 {REV. 5-85)

See instructions on reverse

DE{&ARTMENT

ALIFORNIA DEPARTMENT OF CORRECTIONS

DATE {3}

10 06/12/91

TRADMINTSTRATIVE SERVICES

PAGE OF PAGES (&)

and in SAM 1600 ADingEB {ganSTREET SAMENTO cify) RE;ABRETRM(ESE)\IT OF GENERAL SERVICES APPROVAL
[TEM | CUBIC | CALIFORNIA U ETENTION o
NUMBER| FEET |  STATE TITiE AND DESCRIPTION OF RECORDS F |5 (Exempt}
to . . [\TI

bg;g::g:;i) LSE ONLY (Triple-space between items) S| S| ormce DEPT. SRC TOTAL | ';g‘A REMARKS

(6) ) {8) {2 0 (1) (32 (13) (14) (15) {16) (17)
mM (3) ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0075 0 TELECOMMUNICATIONS AND TELEPHONES PN |as2y 2y 2 A2Y MAINTAIN BY PCD TELECOMMUNICATIONS UNIT

ORIGINAL RECORDS PERTAINING TG THE
PURCHASE/LEASE INSTALLATION OR
ALTERATIONS OF TELECOMMUNICATIONS,
TELEPHONES, RADIOS OR CELLULAR SYSTEMS 10
OFFICE OR CAR SITES.

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE
PURCHASE OR ALTERATION IS COMPLETED. RETAIN
TMC ADDITIONAL YEARS IN THE OFFICE, THEN
TRANSFER TO LOCAL ARCHIVES OR THE STATE
RECORDS CENTER FOR STORAGE. RETAIN UNTIL DGS
AUDIT OR TWO ADDITIONAL YEARS IF NG AUDIT
OCCURS (FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-85}

See instructions on reverse

DEPARTMENT

CALIFORNIA DEPARTMENT OF CORRECTIONS

SCHEDRDULE NUMBER (2} DATE

i 06/12/91

CRBMINIETRATIVE SERVICES

PAGE OF PAGES (4)

B

and ’,n SAM ]600 Ab'fgi?s (smbgTREET SA&RAMENTO city) RE;ABRET&M(%I;IT OF GENERAL SERVICES APPROVAL
ITEM CUBIC | CALIFORNIA oRA
NUMBER | FEET A;gg:\fﬁ TITLE AND DESCRIPTION OF RECORDS 2|3 RETENTION (Exempt) REMARKS
. . . . @ =

b(:;:’;;!:nsg;:;es) USE ONLY (Triple-space between items) s | > orrce DEPT. SrC TOTAL iP&A

(6) 7 8 (9} {30y (11 {32 (13) {14) (15) (16) (17)
ADM (%/) ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

8Us-0100 2 MERIT AWARD SUGGESTIONS APPROVED A+1Y G 2Y A+3Y

EMPLOYEE SUGGESTIONS APPROVED BY THE
DEPARTMENT TO IMPROVE STATE PROGRAMS OR
PROCEDURES.

MANDATED BY:
SAM SECTIONS 4720 AND 4740.1

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE
EMPLOYEE RECEIVES THE AWARD. RETAIN FOR ONE
ADDITIONAL YEAR. TRANSFER TO THE STATE RECORDS
CENTER FOR TWO ADDITIONAL YEARS STORAGE AND
THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

ST 73 (REV. 5-85}

See instructions on reverse

CERPARTMENT (1

CALIFORNIA DEPARTMENT OF CORRECTIONS

SCHEDULE MEER (@) DAYE (3)

NU
1012 06/12/91

CEPMYRISTRATIVE SERVICES

PAGE OF PAGES (4)

5

DEPARTMENT OF GENERAL SERVICES APPROVAL

and in SAM 1600 "PEBIS WSTREET  SAURAMENTO < RUMBER (5)
[TEM | CUBIC | CALFORRIA —
NUMBER | FEET Asgmés TITLE AND’ DESCRIPTION OF RECORDS 25 RETENTION (Exemnpf)
. . A ol £

ij:g‘;*::g:;‘;) USE ONLY (Triple-space between items) 5| 5| ofmice | DEPT. | SRC | TOTAL | n REMARKS

(8) (7) (8) t2] {10 {11 {12) (13) (14) {15) (16) (17)
wn (5) ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0125 2 MERIT AWARD SUGGESTIONS NOT APPROVED A+TY 0 2Y  |A+3Y

EMPLOYEE SUGGESTIONS NOT APPROVED BY THE
DEPARTMENT TO IMPROVE STATE PROGRAMS OR
PROCEDURES.

MANDATED BY:
SAM SECTIONS 4720 AND 4740.1

RETAIN IN THE OFFICE AS ACTIVE UNTIL
CONFIRMATION IS RECEIVED FROM THE DPA MERIT
AWARD BOARD. RETAIN IN THE OFFICE FOR ONE
ADDITIONAL YEAR FOR POSSIBLE APPEAL (SAM
4740.1) AND THEN TRANSFER TO THE STATE RECORDS
CENTER. STORE FOR TWO ADDITIONAL YEARS AND
THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5.85)

See insfructions on reverse

DEPARTMENT (1)

CALIFORNIA DEPARTMENT OF CORRECTIONS

SCHEDULE NUMBER (2) DATE {3

06/12/91

BOMINTETRATIVE SERVICES

FAGE OF PAGES (4)

G

DEPARTMENT OF GENERAL SERVICES APPROVAL

and in SAM 1600 “TEIS ESTREET  SAURAMENTO w NOMBER (o)
ITEM CUBIC | CALIFORNIA PRA
NUMBER| FEET |  STAIE TITLE AND DESCRIPTION OF RECORDS z% 5 RETENTION (Exempt)

l}j;f;f;:gg;; USE ONLY (Tiple-space befween items) | > | omice | Dt | ske | TOTAL | REMARKS

(6) {7) (8) (9 {1041 (01 (12) (13 {14) (15) (16} (17}
o () ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0150 0 PROPERTY/EQUIPMENT A+2Y 2y ¥ jas2y

ORIGINAL RECORDS PERTAINING TG THE
ACQUISITION, TRANSFER AND SURVEY OF
PROPERTY OR EQUIPMENT COSTING MORE THAN
$500 PER ITEM.

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE ITEMS
ARE SURVEYED. RETAIN A MINIMUM OF TWO
ADDITIONAL YEARS IN THE OFFICE, THEN TRANSFER
TG LOCAL ARCHIVES OR THE STATE RECORDS CENTER
FOR STORAGE. RETAIN UNTIL DGS AUDIT OR A
MAXIMUM OF TWO ADDITIONAL YEARS IF NO AUDIT
OCCURS (FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

BTR. 73 (REV. 5-85)

DEPARTMENTY (1)

CALIFORNIA DEPARTMENT OF CORRECTIONS

. SCHEDULE NUMBER (2)

DATE {3)
06/12/91

OAGANIZATIONAL UNIT

ADMINISTRATIVE SERVICES

PAGE OF PAGES {4)

7

see inSfrUCfions on reverse A b it DERPARTMENT OF GENERAL SERVICES ARPPROVAL
and in SAM 1600 THIS Y“STREET  SAUHAMENTO ) RUMBER (&
ITEM CUBIC | CALIFORNIA -
NUMBER | FEET Agga:\’fﬁs TALE AND DESCRIPTION OF RECORDS -§ 5 RETENTION (Exempt} EMARKS

h(l::sf::g:;i) USE ONLY (Triple-space between items) <! > | oFrice DEPT. SR TOTAL i F§A R

{6) 7 : (3_) a0y (12) (13 {14} . {15) (16) {17)
ADM (/7{) ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0200 ] INVENTORY CONTROL PN Ay 2Y 2Y  |asay

LESS THAN $500).

ORIGINAL RECORDS INCLUDE NONEXPENDABLE
STOCK, DISPOSITION, AND TRANSFER RECORDS,
EXPENDABLE SUPPLY STOCK AND PHYSICAL
INVENTORY RECORDS AND DATA FOR CDC
INVENTORIES (INDIVIDUAL ITEMS COSTING

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACYIVE UNTIL THE END
OF THE FISCAL YEAR. RETAIN A MINIMUM OF TWO
ADDITIONAL YEARS IN THE OFFICE, THEN TRANSFER
TG THE LOCAL ARCHIVES OR STATE RECORDS CENTER
FOR STORAGE. RETAIN UNTIL DGS AUDIT OR A
MAXIMUM OF TWO ADDITIQNAL YEARS IF NO AUDIT
OCCURS (FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALFORMIA

ORIGINAL RECORDS RELATED TO EMPLOYEE
PARKING ASSIGNMENTS.

RECORDS RETENTION SCHEDULE
DEPARTMENT {1) SCHEDULE NUMBER (2) DATE (3)
$TD. 73 (REV. 5-85) CALIFORNIA DEPARTMENT OF CORRECTIONS 1012 06/12/91
ORGANIZATIONAL UNIT PAGE QO . FPAGES (4)
ADMINISTRATIVE SERVICES g
See in$frUCf"ons on reverse ADDRE i b DEP TMENT OF GENERAL SERVICES APPROV,
‘number, streel, AR F AL
and in SAM 1600 1515 Y™“STREET  SAERAMENTO NOMBER )
TEM T CUBIC | CALFORNIA -
NUMBER| FEET |  STATE TITLE AND DESCRIPTION OF RECORDS 2% RETENTION {Exempt}
o . s @ =
é:;ﬁ:nsg:;es) USE ONLY (Triple-spuce between items) = | > DEPT. SRC IlflA REMARKS
(6) {7} (8} (%} {10 (13 (14) {18) (17
aoM (%) ADMINISTRATIVE SERVICES CUSTODIAN:
BUSINESS SERVICES
BUS-0225 0 PARKING RECORDS 0 0

MANDATED BY:
ADMIN.POLICY

RETAIN IN THE OFFICE AS ACTIVE UNYIL WHEN THE
PARKING ASSIGNMENT IS CANCELLED. RETAIN ONE
ADDITIONAL YEAR, THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE QF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1 SCHEDULE NUMBER (2) DATE (3)
STD. 73 (REV. 5-85) CALIFORNIA DEPARTMENT OF CORRECTIONS 1012 06/ 12/91
ORGANIZATIONAL UNIT PAGE OF PAGES (4)
ADMINISTRATIVE SERVICES G
See instructions on reverse ADDRESS  (number, street, city} DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 1515 S STREET SACRAMENTO NUMBER (5)
ITEM CUBIC | CALIFORNIA
NUMBER | FEET Arzséﬁxfes TITLE AND DESCRIPTION OF RECORDS £ 5 RETENTION (E:jrspf)
b(:;:ﬁ::g::; USE ONLY (Triple-space between items) %’ S| ormce DEPT. srC TOTAL I?&A REMARKS
(6) %) {8) ] Qo] 0% (13) {14} (15) (18} {17)
ADH [/f) ADMINISTRATIVE SERVICES CUSTODIAN:
BUSINESS SERVICES
BUS-0250 0 PRINTING/REPRODUCTION REQUESTS P [N |A+2Y 2Y 2Y ALY MAINTAINED BY ALL CDC OFFICES
STD 51
MANDATED BY:
ORIGINAL RECORDS OF REQUESTS FOR PRINTING SAM 1671
(STD &67) OR REPRODUCTION (STD 51)
SERVICES. . RETAIN IN THE OFFICE AS ACTIVE UNTIL THE END

OF THE FISCAL YEAR. RETAIN A MIMIMUM OF TWO
ADDITIONAL YEARS IN THE OFFICE, THEN TRANSFER
TO LOCAL ARCHIVES OR THE STATE RECORDS CENTER
FOR STORAGE. RETAIN UNTIL DGS AUDIT OR A
MAXIMUM OF TWO ADDITIONAL YEARS IF NO AUDIT
OCCURS (FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

s

4, i

DE
STD. 78 @BV, 5-88) CATIFORNIA DEPARTMENT OF CORRECTIONS R 11} & T “06/12/91
TADMINISTRATIVE SERVICES AGE o oF PAGES @
See instructions on reverse
and ,'n SAM ]600 A%Ei% fSﬂbESTREET SAGRAMENTO cily) 355:‘:\3[’;25\!155?37 OF GENERAL SERVICES APPROVAL
ITEM | CUBIC | CALIFORNIA o RETENTION PRA
NUMBER | FEET Mfggﬁﬁs TITLE AND DESCRIPTION OF RECORDS 513 T (Exempt)
b(:':\:fpe!::ﬁ:;i) USE ONLY (Triple-space between items) 2 S o | oerr, sre oAl | S'A REMARKS
(6) (7) (8) (% Qo an (02 (13) {14) {15) {16) (17}
ADM (/ %) ADMINYSTRATIVE SERVICES CUSTODTAN:
g BUSINESS SERVICES
BUS-0275 0 SECURITY SYSTEM RECORDS Me [N [y 2Y 2y i3y X1

BUILDING SECURITY SYSTEM, MAGNETIC DISKS,
AND COMPUTER RECORDS DOCUMENTING STAFF
AND VISITORS ACCESS TQ THE OFFICE(S).

MANDATED BY:
ADMIN.POLICY

RETAIN IN THE OFFICE FOR ONE YEAR AND TRANSFER
TG LOCAL ARCHIVES OR THE STATE RECORDS CENTER
FOR TWO ADDITIONAL YEARS STORAGE, THEN RECYLLE
THE MEDIA FOR FURTHER USE.
* M: MAGNETIC OR ELECTRONIC DISKS

Xz VCR
EXEMPT FROM PUBLIC REVIEW PER PRA 6254.
SUBJECT INDIVIDUAL MAY REVIEW PER IPA 1798.34.

DPESTRUCTION:
CONFIDENTIAL SHRED




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1) SCHERULE NUMBER (& DATE (3)
ST 73 (REV. 5-85) CALIFORNIA DEPARTMENT OF CORRECTIONS 06/12/91
QR 1ZATIC LoLing| GES (4)
MINTSTRATIVE SERVICES FAcE T o st
See iﬂSfrUCﬁOﬂS on reverse Al b i DEPARTMENT OF GENERAL SERVICES AFPPROVAL
and in SAM 1600 1575 W"STREET  SACRAMENTO » NUMBER (5
ITEM CUBIC | CALIFORNIA PRA
NUMBER | FEET ASEQEES TI7LE AND DESCRIPTION OF RECORDS a§ 3 RETENTION (Exempt} .
tgf:f::::g:;i) USE ONLY (Tiple-space between iter) 2| > | orice | DEPT. | SRC | TOTAL | o REMARK
(8) &) (8) (9) oon;y (13 {13, {14) (15 (16) (17)
A (1) ADMINISTRATIVE SERVICES CUSTODIAN:
BUSINESS SERVICES
BUS-0300 0 RECORDS RETENTION SCHEDULES P* [N {A+2Y 0 0 |As2y

ORIGINAL OFFICE RECORDS RETENTION
SCHEDULES (RRS), MASTER RRS AND BACKUP
INFORMATION IDENTIFYING THE NECESSARY
RECORDS RETENTION.

MANDATED BY:
SAM 1673

RETAIN IN THE OFFICE AS ACTIVE UNTIL REVISED
OR OBSOLETE {5 YEARS), AND ALL RECORDS STORED
IN ARCHIVES OR STATE RECORDS CENTER ARE
DESTROYED OR ENCOMPASSED IN A MORE CURRENT
RRS. RETAIN TWO ADDITIONAL YEARS AND THEN
DESYROY.

P PAPER
M: ELECTRONIC DISK

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STAYE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

TR

DEPARTMENT (1) SCHEDULE NUMBER (2 DATE {3}
STD. 73 (REV. 5-85} CALIFORNIA DEPARTMENT OF CORRECTIONS 06/12/91
ORGANIZATI L. 17 AGE OF PAGES (4)
ADMINTSTRATIVE SERVICES ° I
See iﬂSff'UCﬁOﬂS on reverse - SERVISES AER ™
and in SAM 1800 APEIS WSTREET SAYRAMENTO g ELE}ZABRETRMETT OF GENERAL APPROVAL
ITEM CUBIC | CALIFORNIA .
NUMBER | FEET A:gﬁf\,EEs TITLE AND DESCRIPTION OF RECORDS £ B RETENTION (Exempt)
b{eT::fe:::g:;i) USE ONLY (Triple-space between ftems) 2| 5| orrice | perr. | sk | Tomat ~ REMARKS
) 7) @ ©) aolan| 02 (13) R ENE] (16) (17)
ADM {}ZJ) ADMINISTRATIVE SERVICES CUSTODIAN:
BUSINESS SERVICES
BUS-0325 0 RECORDS MANAGEMENT ANNUAL REPORTS p* iy ki 0 0 3y ’

ORIGINAL RECORDS OF ANNUAL RECORDS
MANAGEMENT REPORTS SUCH AS THE ANNUAL
RECORDS HOLDINGS AND DESTRUCTION, PUBLIC
USE FORMS AND INFORMATION PRACTICES ACT,
AND QUARTERLY RECORDS DESTRUCTION
REPORTS. THIS INCLUDES ALL RESPONSES
RECEIVED FROM CDC OFFICES AND THE CDC
SUMMARIZED REPORTS.

MANDATED BY:
DOM 14060.8.5 AND IPA 1798.9

RETAIN IN THE OFFICE FOR THREE YEARS AND THEN
DESTROY.

P:  PAPER
M: ELECTRONIC (PC)

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. B-885)

See instructions on reverse

DE(P:ARTMEN?

ALIFORNIA DEPARTMENT OF CORRECTTIONS

SCHEDULE NUMBER (2) DATE (3}

06/12/91

CEBRINISTRATIVE SERVICES

PAGE OF PAGES (4)

12

aﬂd fn SAM ]600 ADigi‘% {lgnbesTREET SASGRAMENTO city) ﬁs}iqABF;;M{%l)\iT OF GENERAL SERVICES APPROVAL
ITEM CUBIC | CAUFORNIA =
NUMBER | FEET AR%E::EES TITLE AND DESCRIPTION OF RECORDS ‘—?.E B RETENTION (Exempt) EMARKS
l}:-ms:ﬁ:;i} USE OMLY {Triple-space between items) <! 5| opmce | oeer SRE TOTAL | fA R
(6} 7 (8) ) (10N {(12) {13} (14) (15) (16 (7
ADM (/32} ADMINISTRATIVE SERVICES CUSTODIAN:
BUSINESS SERVICES
BUS-D350 0 RECORDS TRANSFER LISTS A3Y ] 0 A+3Y

ST 71

ORIGINAL RECORDS, INCLUDING BACKUP, FOR
ALL DEPARTMENTAL RECORDS TRANSFERRED TO
THE STATE RECORDS CENTER FOR STORAGE.

MANDATED BY:
boM 14060.8.7

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE
RESPONSIBLE QFFICE MANAGER APPROVES THE
RECORDS FOR DESTRUCTION. FILE THE TRANSFER
LIST, BACKUP, AND DESTRUCTION AUTHORIZATION
WITH THE APPROPRIATE QUARTERLY DESTRUCTION
REPORT (SEE ITEM ADM-BUS-0325).

DESTRUCTION:
CONFIDENTIAL SHRED

5

P



STATE OF CALIFORNA

RECORDS RETENTION SCHEDULE

DEPARTMENT {1) SCHEDULE NUMBER (2 DATE (3}
STD. 73 (REV. 5.85) CALIFORNIA DEPARTMENT OF CORRECTIONS 1012 06/12/21
. " GES (4
“ROMINTYSTRATIVE SERVICES PAeE 14 o rasER
see insrrucrions of reverse Al {i by city} DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 515 W“STREET SACRAMENTO NUMBER (5)
ITEM_ | CUBIC | CALIFORNIA oA
NUMBER| FEET |  STATE TITLE AND DESCRIPTION OF RECORDS '—§ 3 RETENTION (Exempt)
tfzfr\:g::g::ni) USE ONLY (Triple-space between tems) 215 | omce | pepr. | skc | TOTAL | e REMARKS
(6} 7} (8) 7] o] 02 (13) (14) (15) (18) {17}
M () ADMINISTRATIVE SERVICES CUSTODIAN:
' BUSINESS SERVICES
BUS-0375 0 INFORMATION PRACTICES ACT CORRESPONDENCE [P IN |A+3Y 0 0 A+3Y X1

-

MANDATED BY:

ORIGINAL CDC RECORD OF INFORMATION CIVIL CODE 1798.34

PRACTICES ACT (IPA) REQUESTS RECEIVED * ALSC EXEMPT UNDER PENAL CODES 2081.5, 2085,
FROM SUBJECT INDIVIDUALS OR THE OFFICE OF 5057, AND 5068.

INFORMATION PRACTICES, INCLUDING THE

CORRESPONDENCE AND COORDINATED RESPONSE. RETAIN AS ACTIVE UNTIL RESOLVED. RETAIN THREE

ADDITIONAL YEARS, THEN DESTROY.

EXEMPT FROM PUBLIC REVIEW PER PRA 6254,

SUBJECT INDIVIDUAL MAY REVIEW PER IPA 1798.34.

DESTRUCTION:
CONFIDENTIAL SHRED




STATE OF CALIFORRMIA

RECORDS RETENTION SCHEDULE

ST, 73 {(REV. 5-B5)

See instructions on reverse

DEPARTMENT (1)

CALIFORNIA DEPARTMENT OF CORRECTIONS

SCHEDULE Nii\éﬁ&ﬂ =) DAYE (3}

06/12/91

TEBHYRVSTRATIVE SERVICES

PAGE OF PAGES (4)

15

and in SAM 1500 ADi%TS (.rsnbeSTREET SAMENTO city} 2{E)iHABRETr:2M(EéI)\IT OF GENERAL SERVICES APPROVAL
TITEM | CUBIC | CALIFSRRIA —
NUMBER | FEET AS(T:'Q,T\FES TITiE AND DESCRIPTION OF RECORDS % ] RETENTION {Exemp$)
ol : : @ | &
bg:ﬁ:;:g::i) USE ONLY (Telple-space between items) £ |5 ommce | e | SRC | TOTAL | REMARKS
(&) 7 (8) (%} (10)] (1 (12) {13} (14) (15} (16} (7
ADM (}é;j ADMINISTRATIVE SERVICES CUSTODIAN:
BUSINESS SERVICES
BUS-0400 0 MATERIALS MANAGEMENT INVENTORY CONTROL A+3Y 0 0 A+IY

DEPARTMENTAL RECORDS OF ANNUAL MATERIALS
MANAGEMENT INVENTORY REPORT AND ANALYSIS.
INCLUDES RECORDS RELATING TO THE
INVENTORY CONTROL OF ALL CDC ITEMS
COSTING LESS THAN $500.

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE END
OF FISCAL YEAR. RETAIN TWO YEARS IN THE OFFICE
AND TRANSFER TO LOCAL ARCHIVES OR THE STATE
RECORDS CENTER FOR STORAGE. RETAIN UNTIL DGS
AUDIT OR TWC ADDITICNAL YEARS IF NO AUDIT
OCCURS (FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY

TR



STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

ST 73 (REV. 5-88)

See instrucfions on reverse

DEPARTMENT {1

CALIFORNIA DEPARTMENT OF CORRECTIONS

SCHEDULE NUMBER (2)

DATE (3}
06/12/91

TADKINYSTRATIVE SERVICES

PAGE OF PAGES (4}

1o

and J'n SAM 1600 ADflgi% (gjbeSTREET SAMENTO zlEJF;dABF:I;?M:%“;;}? OF GENERAL SERVICES APPROVAL
ITEM | CUBIC | CALFORNIA —
NUMBER | FEET |  STATE TITLE AND DESCRIPTION OF RECORDS % 3 RETENTION {Exempt)

b(:ml::g:si} USE ONLY (Triple-space between items) 2|5 DEPT, SRC | S-A REMARKS

(6) # {8) (%) 10){ (11 (13) {14) (16) (17}
ADM (/gﬂ/} ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0425 0 FORMS MASTERS 0 0

CRIGINAL RECORDS OF ALL DEPARTMENTAL
FORMS, INCLUDING THE MASTER, NEGATIVE,
AND REQUESTS FOR REVISION OR PRINTING.

MANDATED BY:
SAM 1623

RETAIN IN THE OFFICE AS ACTIVE UNTIL OBSOLETE,
THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WRITE
PAPER ONLY

A



STATE OF CALFORNIA

RECORDS RETENTION SCHEDULE

ST 73 {REV. 5-BG)

See instructions on reverse

DEPARTMENT (1)

CALIFORNIA DEPARTMENT OF CORRECTIONS

SCHERDULE NUMBER {2)

DATE {3)
06/12/91

CEPMINTSTRATIVE SERVICES

PAGE ag PAGES {4}

17

and in SAM 1600 APPHIS §STREET SAURAMENTO ! novsER e
[TEM | CUBIC | CALFORNIA .
NUMBER | FEET |  >TATE TITLE AND DESCRIPTION OF RECORDS -§ 3 RETENTION {Exempt)

él&i'i.fﬁ?ﬂi) USE ONLY (Friple-space between tems) 21> | office | DEPT. | SRC | TOTAL | REMARKS

©) i G 9) ot (12 (13) (14) (13) (16) {7}
ADM ( 17) ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS- 0450 0 WAREHOUSE A+2Y 2¢ A+GY MAINTAINED BY WAREHOUSES

RECORDS INCLUDE FREIGHT BILLS, DELIVERY
RECEIPTS, STOCK RECEIVED/RETURNED
REPDRTS, ETC.

2y

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE END
OF THE FISCAL YEAR. RETAIN TWO ADDITIONAL
YEARS AND TRANSFER TO LOCAL STORAGE OR THE
STATE RECORDS CENTER FOR STORAGE. RETAIN UNTIL
DGS AUDIT OR THD ADDITIONAL YEARS IF NO AUDIT
CGCCURS {FOUR YEARS TOTAL).

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STy 73 REV, 5-85)

See instructions on reverse

cexs=i

DEPARTMENT {1)

CALIFORNIA DEPARTMENT OF CORRECTIONS

SCHEDULE NiJ'N:i?‘EER 2} DAYE (3}

06/12/91

EBMINYSTRATIVE SERVICES

FAGE OF PAGES {4}

(3

and in SAM 1600 AE}iFgﬁ'Ss (rg'lbaSTREEfr SNCRAMENTO cify} ELE}:']AERE?;;QM(EE.TT OF GENERAL SHERVICES APPROVAL
ITEM CUBIC | CALIFORNIA —
NUMBER | FEET |  STATE TITLE AND DESCRIPTION OF RECORDS -§ 3 RETENTION (Exempt)

b(:x::;siﬁ:::s ) USE ONLY (Triple-space between items) 2| 51 orrice | oept. SRC YOTAL ' S"&A REMARKS

(6} (7} (8) @ oy m (12 (13} {14} (15) (16} )
aoM (/) ADMINISTRATIVE SERVICES CUSTODIAN:

| BUSINESS SERVICES

BUS-0475 0 MOVERS SCHEDULE A+2Y 2v 2v a2y

RECORDS INCLUDE CONTRACT MOVER’S
SCHEDULED ASSIGNMENTS, TIME SHEETS,
INVOICES REVIEWED AND AUTHORIZED FOR
PAYMENT, ETC.

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE
CONTRACT IS TERMINATED. RETAIN TWO ADDITEONAL
YEARS AND TRANSFER TO LOCAL ARCHIVES OR THE
STATE RECORDS CENTER FOR STORAGE. RETAIN UNTIL
DGS AUDIT OR TWO ADDITIONAL YEARS IFf NO AUDIT
OCCURS (FOUR YEAR TOTAL).

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

5TD. 73 {REV. 5-88)

See instructions on reverse

b

DEPARTMENT {1}

CALIFORNIA DEPARTMENT OF CORRECTIONS

DATE (3)

06/12/91

SCHEDULE NUMBER {2)
12

CRPMIRYSTRATIVE SERVICES

PAGE OF

[

PAGES (4)

and in SAM 1600 ADi%iSS {gﬂbeSTREET . SASCRAMENTO <ity) X BlEJiAABR'ETRfW(ESI;iT OF GENERAL SERVICES APPROVAL
[TEM | CUBIC | CALIFORNIA =
NUMBER| FEET |  STATE TITLE AND DESCRIPTION OF RECORDS 4-% ke RETENTION {Exempf)

b(;:pefzr-‘sg:;‘i) USE ONLY (Triple-space between ifems) 2| 5| orrice | oerr. SRC TOTAL IlfA REMARKS

(&) & &) (o (| (2 03 (14 {15 {16) (17
ADM /) ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0500 0 VEHICLE REGISTRATION AND STORAGE P IN |As2Y 0 2Y | AshY

PERMIT); ETC.

RECORDS INCLUDE ALL CDC VEHICLE PINK
SLIPS; REQUESTS AND AUTHORIZED PERMIT TO
STORE VEHICLES AT RESIDENCY; REQUESTS FOR
NON-EXEMPT LICENSE PLATES (UNDERCOVER

MANDATED B8Y:
ADMIN.POLICY

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE
VEHICLE 15 SURVEYED OR THE PERMIT IS
SUPERSEDED. RETAIN TWO ADDITIONAL YEARS IN THE
OFFICE AND TRANSFER TO THE STATE RECORDS
CENTER FOR STORAGE. RETAIN UNTIL AUDITED BY
DGS OR TWO ADDITIONAL YEARS IF NO AUDIYT OCCURS
(FOUR YEARS TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALFCRNEA

RECORDS RETENTION SCHEDULE

ST 73 (REV. 5-85)

See instructions on reverse

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3}
CALIFORNIA DEPARTMENT OF CORRECTIONS 06/12/91
CRIHYRYSTRATIVE SERVICES PAGE 20 o paces @

and in SAM ]600 ADi%i?s {anboSTREET SASGRAMENTO city} REF;&ABRETRM‘%TT OF GENERAL SERVICES APPROVAL,
[TEM | CUBIC | CALIFORNIA —
NUMBER| FEET |  STATE TITLE AND DESCRIPTION OF RECORDS =§ B RETENTION (Exempt) REMARKS
b{l::\ﬂ:;sg:r:} USE ONLY (Triple-spoce between items) £ | > | oerice DEPT. sRC TOTAL I!f‘A K
6 N & (%) aoian; a3 (13) {4} {(15) {16} {7
M (20) ADMINISTRATIVE SERVICES CUSTODIAN:
BUSINESS SERVICES
BUS~0525 0 GAS CREDIT CARDS PN [AsRY 2y 2r | Av4Y

RECORDS INCLUDE GAS CREDIY CARD REQUEST,
COPIES OF VENDOR BILLINGS REVIEWED AND
AUTHORIZED FOR PAYMENT, ETC.

MANDATED BY:
SAM 1671

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE END
OF FISCAL YEAR, RETAIN TWO ADDITIONAL YEARS
AND TRANSFER TO LOCAL ARCHIVES OR STATE
RECORDS CENTER FOR STORAGE. RETAIN UNTIL DGS
AUDIT OR TWO ADDITIONAL YEARS IF NO AUDIT
OCCURS (FOUR YEAR TOTAL), THEN DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




StATE OF CALFORNIA

RECORDS RETENTION SCHEDULE

ST 73 {REV. 5-85)

See instructions on reverse

DEPARTMENT {1 SCHEDULE NUMBER (2} DATE (3}
CALIFORNIA DEPARTMENT OF CORRECTIONS 012 06/12/91
EBRTNYSTRATIVE SERVICES PAGE 2 oF PacES @

and in SAM 1600 Aaiﬁﬁ’ss (JgnbESTREET SAMENTO city] zSiABz;METT OF GEMNERAL SERVICES APPROVAL
ITEM CUBIC | CALIFORNIA oo
NUMBER| FEET |  STATE THTLE AND DESCRIPTION OF RECORDS 2|3 RETENTION (Exempf)

h{gm::f;::ni) USE ONLY (Triple-space between items) § S| orfice | et SRC TOTAL i F%A REMARKS

o) 7 & ooy 02 {13) 04 (15) {16) (7
ADM (tzij ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS- 0550 0 GENERAL SERVICES CHARGE CARDS P* [N A+YY 0 0 A+1Y

FILE.

RECORDS INCLUDE GENERAL SERVICES CARDS,
EMPLOYEE REQUESTS, AND INDEX CARD OR DATA

MANDATED BY:
ADMIN.POLICY

RETAIN THE EMPLOYEE REQUEST IN THE OFFICE FOR
ONE YEAR AND THEN DESTROY,

RETAIN THE CARD OR DATA FILE AS ACTIVE UNTIL
THE EMPLOYEE GENERAL SERVICES CARD IS
RETURNED. RETAIN ONE ADDITIONAL YEAR AND THEN
DESTROY.

*P:  PAPER
M: ELECTRONIC
PLASTIC

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY




STATE OF CALIFORNA

RECORDS RETENTION SCHEDULE

DEPARTMENT {1 ECHEDULE NUMBER (2) DATE (3]
STD. 73 (REV. 5-85) CALIFOhNIA DEPARTMENT OF CORRECTIONS 1012 06/12/91
CEDWINYSTRATIVE SERVICES PAcE 24, o PAGES @
see insrruc'ions on reverse ALH { ber 5| city} DEPARTMENT GF GENERAL SERVICES APPROVAL
and in SAM 1600 1575 “@*STREET SECRAMENTO NUMBER (5)
ITEM CUBIC | CALFORNIA -
NUMBER | FEET Aggﬁf\?ﬁs TTLE AND DESCRIPTION OF RECORDS £ 5 RETENTION (Exempt}

b(:&[.zlg;sg:;i) USE ONLY {Friple-space between items) g S | osfice DEPT. sre TOTAL “’&A REMARKS

(5) ) (8) (%} ooy 02 (13 {34) (15 (16) (17)
ADM (fZi%; ADMINISTRATIVE SERVICES CUSTODIAN:

BUSINESS SERVICES

BUS-0575 t] MAILROOM SHIPPING/FREIGHT LDG P | N |A+6M 4] 0 A+6M

RECORDS INCLUDE SHIPPING/FREIGHT LOG USED
TO TRACK MAIL ITEMS.

MAINTAINED BY MAILROOM

MANDATED BY:
ABMIN.POLICY

RETAIN IN THE OFFICE AS ACTIVE UNTIL THE LOG
BOOK IS FILLED OR COMPLETE. RETAIN AN
ADDITIONAL SIX MONTHS AND DESTROY.

DESTRUCTION:
NON-CONFIDENTIAL
RECYCLE WHITE
PAPER ONLY

st g i



