STATE OF CALIFORNIA — DEPARTMENT OF GENERAL SERVICES
STATE RECORDS PROGRAM

STIS:?S (REV. 8/2002)
RECORDS RETENTION SCHEDULE

Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. 2™ FI, W. Sacramento, CA 95605.
A CalRIM Consultant may be reached by phone at {(916) 375-4404, by fax at (916) 375-4408 or by e-mail at CaiRiIM@dgs.ca.gov

(1} DEPARTMENT, BOARD OR COMMISSION (2) AGENCY BILLING CODE (@)

Department of Motor Vehicles ‘ 31805 PAGE b OF 2 PAGES
{4) DIVISION/ BRANCH/ SECTION ‘ {5) ADDRESS

ASD/Forms and Accountable ftems Section 2570 24th Street, M/S G202, Sacramento CA. 95818

CHECK THE APPROPRIATE BOX
{6) Niw schedule of records that have never been scheduled. [Complete boxes (9)-(12)]

) m Revising a previous schedule. [Complele boxes (13)~(16)] (A new approval number wilf be assigned. y

8 D Amending some pages of & previous scheduls. [Complete boxes (13)}-{16)] (The original approval number will remain in effect. )

NEW SCHEDULE (9) SCHEDULE NUMBER ’ {10) SCHEDULE DATE (11) NUMBER OF PAGES {12) CUBIC FEET (Tofal Scheduie)
INFORMATION (If applicable) = | DMV-ASD-003 08/10/2010 2 455.58
PREVIOUS SCHEDULE {13) SCHEDULE NUMBER (14) APPROVAL NUMBER (15} APPROVAL DATE(S) (18) PAGE NUMBER(S) REVISED
INFORMATION (if applicable) 012-DMV-ASD E02-133 #Flons 2

i

{17) MISSION/FUNCTIONAL STATEMENT
Forms and Accountable Items Section is responsible for forms management functions, such as the development and revision of DMV forms, procuring forms, license plates, disabled

person placards, validation stickers and related indicia, processing form orders for alcohol treatment programs.

As the program manager (or person authorized to sign for the program manager} directly responsible for the records listed on this records retention schedute, { certify that all records fisted are necessary and that

each retenlion period is correct. For revisions, all items on the previous schedule are included or accounted for on the recapitulation, Vital records identified by this schedule are protected. If

protecti}a‘i? not currently provided but plans are underway, the details of such plans are shown in Column 45, Remarks.
2.

{18} NATURE — MANAGER RESPONSIBLE FOR THE RECORDS (19) TITLE {2G) PHONE NUMBER £§1 ATE}SIGNERDR

e Staff Services Manager 11 657-9928 a2l D
In :accofdance with éﬁ'vemment Co%_ié 14755, approval of this Records Retention Schedule by the Department of General Services is hereby requested. Retention periods shown have,éeen e/stablished in
accordance with the criteria set forth by Section 1667 of the, State Administrative Manuat, QU s - F(E’P.‘%T 1{_},\3:5’ s 3Ty Cfggqg
{22) 5l R DS MGMT. ANALYST Py B o) CLASSIFICATION m \ (24) NAME {Printed or Typed) (25) PHONE NUMBER (28) DAFE SIGNED

y WP g, AGPA 55 Frank V. Stone Shave, Suev)u'llada 657-0792 &'57*'5&25’5%:
(WTURE %WULTANT (ZB)APPRPXA%NUMBER : (20) DATESIGNED (a% EXPIRATION DATE
& - » - - .
/ (Naguya Sennu Challanoua. 167 AR30-30/) Y

HE ATRACHED RECORDS RETENTION SCHEDULE:

(31) @ Contains no material subject {o further review by the California State Archives ' B4

@) D Contains material subject to archivat review. ltems stamped "NCTIFY ARCHIVES” may not be destroyed without clearance
by the California State Archives. (Per Section 1671 of the State Administrative Manual.)
Koy 205499

(33) sxcw{m& ﬂﬁmmjﬁﬁmmm REPRESENTATIVE (34 DATE SIGNEG
/,ws {.  Precdionsie ’ !t!/i‘;




STD.73 {REV. 6/2002) ~ STATE OF CALIFORNIA ~ DEPARTMENT OF GENERAL SERVICES
RECORDS RETENTION SCHEDULE X Jﬁ bj = ?ﬁ g ;? STATE RECORDS PROGRAM

Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. 2™ FL, W, Sacramento, CA 35605,
A CalRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-mail at CalRIM@dgs.ca.gov

(35) CaiRIM APPROVAL NUMBER (36} X
PAGE OF PAGES
TEM | CUBIC Ch. STATE TITLE AND DESCRIPTION OF RECORDS _ RETENTION PRA
# | FEET* | ARCHIVES : < {Exempt) REMARKS
" | USE ONLY (Double spaces between iterns) G | £ | OFFIcE | DEPT. | SRC | TOTAL &
4 = ' IPA
37) (38) . {33 (40) @y | @2 | (43 | {44} | (45 {46) 47 (48)
1 339.05 Form Files: P P current current Retention in office until superseded by newer
ADM, DMV, DL, EXECFO, INV, ISD, OL, . vergion.
REG ’ ‘
iIB il Accountable Forms Distribution P active active Destroy when signed receipt is rec'd.
2 22.73 Correspondence - License Plates/Stickers ¢ P 2-y1s 2-yrs Cut-off at the end of each calendar year then

hold for an additional two yrs or until purpose
has been served.

3 315 Informal Personnel Files -~ , P active : active Not Vital, kept for reference only. Destroy
after employee has been reassigned or retires.

4 8945 AJMS Unit Report__ _ P active active Up to management discretion. Destroy when
selke. Brems Sec. Eepser : purpose has been served. '
3 A Records Management P current current Retain as "current" until superseded. Although
Records Retention Schedule Approval revision is required every 5 yrs by DGS record
Request & Records Retention Schedule : retention schedules that are not revised remaixh
6 1 STD 70: Record Inventory Sheet P current current Retain as "current" until next inventory.

* Provide totai of office and departmental



