STATE OF CALIFORNIA -
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Submit three copies with three coples of the ADDRESS "y _ v
Records Retention Schedule, STD. 73. 2570 24th Street, Sacramento, CA 95818

TO: DEPARTMENT OF GENERAL SERVICES | & = APPROPRIATE Box: o | ,
‘ @ : 5-8.
OFFICE OF INFORMATION SERVICES 1500 H|| New schedule of records that have never been scheduled. (Complete boxes Av
5th Street, Room 116

Em@mmgm
j = 1%
ot

(3) Mm Revising a previous schedule. (Complete boxes 5 - 12)
Sacramento, CA 95814 (or IMS C-39) (A new approval number will be assigned.)
(916) 445-2294 or CALNET 485-2294 (4) Amending some pages of a previous schedule. (Complete boxes
8-12.) (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 - DMV-LOD-006 1/27/2000 6 422
(If applicable) .
PREVIOUS SCHEDULE (9) SCHEDULE NUMBER(S) (10) APPROVAL NUMBER(S) . (11) APPROVAL DATE(S) } (12) PAGE NUMBER(S) REVISED

INFORMATION DMV 10C 88-497 12/8/1988 6
(If applicable)

PART 1 - AGENCY STATEMENTS

As the program manager (or person authorized fo 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 préyious schedule haveYeen accounted for.

. : |
(13) m_oz.ﬂ\cwm\xz>z mmfc_mmoj.,\ mmmﬁﬁm_mjvm FOR THE RECORDS (14) TITLE (15) DATE SIgNED |
a1 (Duan QS , Manager /@ﬁ Gu/,@
[ ) ,

In accordance with Government Code 14755, approval of the aftached Records Retention Schedule by the Department ok

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.

I hereby certify that | am authorized to act on behalf of the head o

f this agency in matters pertaining to the retention and disposal of
records. (Per Section 1611 of the State Administrative Manual. )

{18) m_OZ>._.Cx%»m\mm0WUm MANAGEMENT ANALYST (17) TITLE ~ . m
g ) 4 - 2 M v P .u.; oA - ¢ K ) X
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PART ii — DEPARTMENT OF GENERAL SERVICES APPROVAL (Per QovaSmi Code Section 14755)

(21) @ozg (22) APPROVAL NUMBER
et o
(23) E . [l )

(24) DATE SIGNED
D5 12 2 o S~ e HTy FE 209/
PART Iil - ARCHIVAL SELECTION (Per Government Code Section 14755) 4 .

THE ATTACHED RECORDS RETENTION SCHEDULE:

7

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

(25} _II Contains material subject to archival review. ltems stam ped “Hold/Notify
| Archives” may not be destroyed without clearance by the Secretary of State.
@\ Section 1614 of the State Administrative Manual. )
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State of California

Recérds Retentibn Schedule

STD. 73 (REV. 5-92)

See Instructions on reverse

RU235

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Motor Vehicles DMV-LOD-006 1/27/2000
ORGANIZATIONAL UNIT PAGE OoF PAGES
Licensing Operations Division 4
Driver Licensing Branch, Record Security & Identification Unit, 1 6

ADDRESS (Number Street Ci[y) DEPARTM@E}{I 0};GENERAE%ERV}{CESMAPPROVAL ltlUMBER (5)
in SAM 1600 i Uil -0nag
s 2570 24" Street Sacramento, CA 95818
Item Cubic CALIFORNIA M \Y) PRA
Number Feet STATE TITLE AND DESCRIPTION OF RECORDS E 1 RETENTION (Exempt) REMARKS
(Triple ARCHIVES (Triple space between items) D T &
Space USE ONLY i A IPA
B.?é‘,”nii” o L : A | L |Office Dept. SRC - Total :
© | o (9) (10) | (11) | (12) (13) (14) (15) | (¢18)

Mission Statemént:

In that the !evellof sélfyice our customers receive may be the principal basis b
most courteous, complete and prompt service we can offer. We recognize th

and assuring the integrity, accuracy and security of the DL database.

y which the Department is judged, our mission is to provide our diverse clientele with the
at this can and must be accomplished while fulfilling our goals of protection of the public

The Records S,ec»uri‘ty, and ldentification Unit was previously listed under Investigations & Occupational Licensing, Records Security Area.

"f‘

This schedule contains no vital records.

e F’;royide tdtal of office and departmental

NOTE:

(1) Where specific authorities are not
shown, program retention values are the
decision of the Program Manager or
Director,

Records destroyed as recycle unless
specified as confidential or witness
destruction;

Retention periods are shown as years
unless otherwise noted.

@

®)

LEGEND:
CVC - California Vehicle Code
DL - Driver License
DMV - Department of Motor Vehicles
EDP - Electronic Data Processing
GC - Government Code-
HRB - Human Resources Branch
ID-- Identification Card
IPA - Information Practices Act
‘R - Record
RACF - Records Access Control Files
[Security Database]



State of California

Records Retenfipn Schedule

STD.73 (REV.5.92)

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Motor Vehicles DMV-LOD-006 1/27/2000
ORGANIZATIONAL UNIT PAGE OF PAGES
Licensing Operations Division

Driver Licensing Branch, Record Security & Identification Unit, 2 6

. RU235
i See InSthCtIOhS on reverse ADDRESS {Number Street City} DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (8)
: nd in SAM 1600 A 3 )
.. f 2570 24" Street Sacramento, CA 95818 “" ‘
item Cubic [ .CALIFORNIA'|- M Y PRA
Number Feet" | STATE TITLE AND DESCRIPTION OF RECORDS E I RETENTION (Exempt) REMARKS
(Triple - ARCHIVES (Triple space between items) D T . : &
Space - USE ONLY [ A IPA
B,f;‘g’qi‘;" : : A | L |Office Dept. SRC  Total :
(6) ) ) (10) | (1) | (12) (13) (14) (18 1 (16)
Records Management
1 1 Records Retention Schedule Approval P Current Current Retain as current until superseded.
Request and Records Retention Schedules Although revision is required every five years
(Std. 72 and 73) from the date approved by DGS, RRS that
are not revised remain in effect but are
considered non-current.
2 I Std. 70 - Records [nventory Worksheet P Current Current Retain as current until next inventory.
: Administrative Records
] 3 6 Personnel Files (informal) Includes employee |P Active Active Xl Retain as active for term of employee.
| accident reports, travel expense claims, etc. When employee leaves, file will be
‘ transferred to employee’s new unit or HRB. -
‘ IPA 1798.3
Supersedes 88-490, item #17.

4
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' *kw_‘lji’rqyidq total of office and departmental




State of California

Records Retent}jon Schedule

STD.73 (REV.5-92)

Sk \
See Instructions on reverse

RU235

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Motor Vehicles DMV-LOD-006 1/27/2000
ORGANIZATIONAL UNIT PAGE OF PAGES
Licensing Operations Division

Driver Licensing Branch, Record Security & Identification Unit, 3 6

ADDRESS (Number

Street

City)

DEPARTMENT OF GENERAL SERVICES APPROV/‘)\L NUMBER (5)

and in SAM 1600 708
' 2570 24" Street Sacramento, CA 95818 C
item Cubic | CALIFORNIA M v ' PRA '
Number Feet* ~STATE TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempt) REMARKS
(Triple ARCHIVES (Triple space between Items) D T &
Space USE ONLY i A IPA
Between ' . A | L |Office Dept. SRC  Total :
ltems) 12 13 14 (15
6) 7) (®) (9) (10) | (11) | (12) (13) (14) ) (e)
4 1 Housekeeping Records - Includes Security & | P Current Current Current until superseded. Hold for additional
{ Disclosure Statements +3 +3 three years, then destroy. '
5 15 Statistical Files (includes volume of record P Current Current Current.until filing date. Hold for additional
corrections; weekly, monthly reports for DL/ID +4 +4 four years, then destroy.
corrections, employee temporary/overtime, Supersedes 88-490, item #18.
vacancy reports, and weekly phone report.)
6 4 EDP Requests (requests for changes to P Active Active Active untii program modified, then purge
DMV's software program) +3 +3 three years after implementation.
7 2 EDP Status Repoit P Current Current Current until superseded. Hold for additional
' +2 +2 two years, then destroy.
Program Files
8 2 Isotec Phone Reports (includes breakdown of |P Current Current Current until supérseded. Hold for additional
! unit and employee calls, hours phone is +6 +6 six months, then confidential purge.
available and unavailable) months months :

al of office and departmental




State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Department of Motor Vehicles DMV-LOD-006 1/27/2000
ORGANIZATIONAL UNIT PAGE OF PAGES
S%Cgrc(lé\ﬁseggntlon SChedUIe Licensing Operations Division
Driver Licensing Branch, Record Security & Identification Unit, 4 6
. RU235
See /nstructiobs on reverse ADDRESS (Number Street City) DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)
and in SAM 1600 ‘ ’ !
o 2570 24" Street . Sacramento, CA 95818
Item Cubic | CALIFORNIA M v PRA
Number | Feet* |STATE TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempty REMARKS
g”p'e ARGCHIVES (Triple space between Items) D T &
pace USE ONLY
Between I A . IPA
Items) . ' A L | Office Dept. SRC Total :
(6) 7 " (8) ) (10) | (11) | (12) (13) (14) (15 1 (16)
9 1 ; R.A.C.F. Files P Current Current X Current until superseded or canceled.
+1 *+ Confidential destruction.
10 s Correspondence - Internal/External (records P 3 3 Destroy after three years, or when no longer
that relate to the internal administration or needed, whichever occurs first.
housekeeping activities of the office) Supersedes 88-497, pg. 6, ltems 38/40
5 Controlled Records
11 108 7 R-Code Records - DL/ID records with same P Active Active Xl Active for five years from date of last activity.
g . name and birth date (doubles). +5 +5 Hold for additional five years, then destroy.
Confidential destruction.
Records are required to conduct day-to-day
business.
Supersedes 88-497, pg. 6, ltem 37
IPA 1798.3, GC 6254(c), CVC 1808
.12 108 Investigation Package (ID 3) - records under | P Active Active X Active for three years or until case closed,
' 5 investigation. . whichever occcurs first.
Confidential destruction. GC 6254(c)

L ‘k{'?rovid,e total of office and departmental



[

State of California DEPARTMENT (1) SCHEDULE NUMBER (2) ] DATE (3)
Department of Motor Vehicles DMV-LOD-006 1/27/2000
* ORGANIZATIONAL UNIT PAGE OF PAGES
grgcgr?;fgg%"f!“ SChedUIe Licensing Operations Division
' ‘ : Driver Licensing Branch, Record Security & ldentification Unit, 5 6
¢ RU235
See /nstrUCt/‘OhS on reverse ADDRESS (Number Street City) DEPARTMENT OF GENE?ALEERVICES APP&%{AL NUMBER (5)
and in SAM 1600 ‘ - {11 ¢!
s 2570 24" Street Sacramento, CA 95818
Item Cubic | CALIFORNIA M V PRA
Number Feet STATE TITLE AND DESCRIPTION OF RECORDS E I RETENTION (Exempt) REMARKS
(ST”p'e ARCHIVES (Triple space between Items) D T &
pace USE ONLY | A IPA
Blfé‘:’ni‘jn : , A | L |office Dept. SRC  Total

(6) 7 @) (9) (0 [ (1) [ (12 (13) (14) {18 1 (16)

13 108 New Number Assignment - records with P Active Active Active until canceled, then forward to
previous humbers receiving a new number. Micrographics. Microfilm cartridges are

’ retained and under the control of the
Communication Programs Division,
Information Services Branch.

14 63 Can't Identify Records (CIW) - “X” number P Active Active Xl Active until canceled. Hold for additional two
files that can not be identified to permanent +2 +2 years, then destroy. Confidential destruction.
DUID numbers. ’ IPA 1798.3, GC 6254(C).

15 6 Overflows - Hard copy files of DL records too | P Active Active Xl Active for five years from date of last activity.
large to be stored on the master file data ’ +5 +5 Hold for additional five years, then destroy.
base. years years Records are required to conduct day-to-day

' 1 business. Confidential destruction.
IPA 1798.3, GC 6254(c)
16 2 Daily Abstract Deletion Report (report of C Current Current X Current until superseded. Hold for one year,
: deleted abstract dismissals) +1 +1 then destroy. Confidential destruction.

* Provide total of office and departmental




State of California DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
_ Department of Motor Vehicles DMV-LOD-006 1/27/2000
. ORGANIZATIONAL UNIT PAGE OF PAGES
Srgcgr?é\ﬁgggnypn Schedule Licensing Operations Division
’ ' Driver Licensing Branch, Record Security & Identification Unit, 6 6
= RU235
See Instructions on reverse ADDRESS (Number Street City) DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)
and in SAM 1600 . ‘ A 1 .
2570 24" Street Sacramento, CA 95818 U :
Item Cubic | CALIFORNIA M Vv PRA
Number Feet* STATE . TITLE AND DESCRIPTION OF RECORDS E | RETENTION (Exempt) REMARKS
(Triple ARCHIVES (Triple space between Items) D T &
Space i USE ONLY [ A IPA
Blf;‘:]’f:;“ E , A | L [Office Dept. SRC  Total
(6) 7 @ 9) (10) | (1) | (12 (13) (14) (18) 1 (16)
17 2 Daily Extended Masterfile Correction Report C Current Current X Current until superseded, hold for two years,
(report of corrections updated in unit) +2 +2 then destroy. Confidential destruction.
Total

Cubic Ft. 422

Discontinued Items from 88-497, page 6, Items 36 - 40

Item #36 - Control Cards - process eliminated due to automation.
ltem #40 - Reg. Appl. - process currently in Investigations and Audits Division, Confidential Records.

I

' * Provide total of office and departmental

3



