STATE OF CALIFORNIA

REQUEST FOR APPROVAL OF

DEPARTMENT. BOARD OR COMMISSION BILLING CODE
RECORDS RETENTION SCHEDULE EMPLOYMENT DEVELOPMENT DEPARTMENT 23336
$TD. 72 (REV. 4-87) DIVISION. BUREAU OR OTHER UNIT Total Cobic Feaf
PERSONNEL PROGRAM DIVISION Qﬂbm\m P2

ADDRESS
. . . . 800 Capitol Mall, Sacramento
Sopmit three copies with three coples of I miee Nummem FAoE NUWEERS T SSHEDULE DATE
, 16 | 1-11 [12:25-88
TO: (1) DEPARTMENT OF GENERAL SERVICES ._—“ THIS _.m A REVISION OF AN mxum._.mwm_.nw SCHEDULE (including addition or delefion of pages), snter the followin.
OFFICE OF RECORDS MANAGEMENT L nformation from the EXISTING schedule:

SCHEDULE NUMBER PAGE NUMBERI(S) SCHEDULE DATE
*(2) CHIEF, STATE ARCHIVES
1020 O Street, Room 130 16 w 1 IMO _ 01-16-87
maﬂﬂﬂaﬂmﬁo. n> QUW._.& APPROVAL NUMBER APPROVAL DATE
445-4293 or ATSS 485-4293 87-15 ] 01-16-87

PART I—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, 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,

e
m.ﬂZ).ﬂCﬂmIS.mZanmm:@_ Nﬂjn,\wzm_mrm FOR THE RECORDS TITLE DATE

\\l
Y,\N\l RECORDS. MANAGEMENT ANALYST | 12.25-88

3 T 2T

E&in:nm with Government Code 14755, approval of the aftached Records Refention Schedule by the Department of
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 Administration Manual.

. 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.)

DATE
RECCRD GEMENT ANALYST 12-26-88
PART I—DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755) _ d 5

Pl
The Department of General Services has no jurisdiction over entries made in Column 16 of STD. mo_ﬁ\\uwm»,

Columns 1 -— 15 and 17 only. \« wman
SHGNATURE . APPROVAL NUMBER wm uw.-(r =
| 2 éﬁk&é%ﬂ%&\ w.@aQOﬂw Lo
TITLE DATE s

KA [1E-ET

PARY UI—ARCHIVAL SFIECTION {Per Government Code Section 14755)

BT o
THE ATTACHED RECORDS RETENTION SCHEDULE: Bervice Since 1850

m..l.._ Contains no material subject to further review by the California State Archives.

Contains material subject fo archival review. ltems stamped “Hold/Notify Archives” may not
e destroyed without clearance by the Secretary of State. (State Administrative Manual Sec-
tion 1614)

a&\i £
m_muL}d.Cmﬂm]:nT:mm AREHIVES

gy

DATE

FEB 15 1989




SYATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE -

5TD. 73 (REV. 5-85)

DEPARTMENT (1)

Employment Development Department

SCHEDULE NUMBER {2} DATE (3

December 25, 1988

ORGANIZATIONAL UNIT

PAGE OF PAGES (4)

] . Personnel Programs Division MIC 54 (ARU 302) 11
See ’ns'rt_’c"'ons on reverse ADDRESS {rumber, strasl, city) DEPARTMENT OF GENERAL SERVICES AFPPROVAL
and in SAM 1600 800 Capitol Mall Sacramento NUMBEF 9
TEM | CUBIC | CALIFORNIA PRA
NUMBER| FEET |  STATE TITIE AND DESCRIPHON OF RECORDS =§ 3 RETENTION {(Exompt)
JJLL"L'E:E:Z’:E) USE ONLY (Triple-space between iterns) 2| > | ommce | peer | sk | otAl | REMARKS
(6) ) (8} (%) qoian; 02 {13) {14) {5) (18) (7
1 4 Exam History P &4 yr hyr| X Exempt per Government Code
Section 18934.
2 4 | e 1Classification History P 10 10
3 1 £y SposeefDepartment Organization Changes|P 10 10
4 2 State Persomnel Board Calendars|P 2 2
5 2 Misc. Personnel Management
Services Filesg P
a) Out-of-class request 4 4
b} Salary Rate Memo 2 2
c} Board of Control
Recommendations 2 2
d) Overgrade SEE REMARKS Retain until all overgrade employees
have been reassigned or separated.
e) Red Circle 2 2
6 4 B iy reidBpecial Studies P 2-5 2-5
7 2 parlematily srasjCorrespondence  a) Personnel |P 2 2 XI | Contains names and home addresses.
b) Business 1 1 X1
8 2 Conflict of Interest Files P 7 7 XI | Retention of seven years, Government
Code Section 81009.
9 1 Division Training Files P SEE REMARKS Retain until employee leaves
Division.
10 1 Adverse Action P ACTIVE ACTIVE XI |Retain until employee separates from
State service. Retain according to
the type of separation.




STATE OF CAUFORNIA

RECORDS RETENTION SCHEDULE

5TD. 73 {REV.

5-B5)

See instructions on reverse
and in SAM 1600

DEPARTMENT (1)

Employment Development Department

SCHEDULE NUMBER (2)

16

DATE 3

December 25, 1988

ORGANIZATIONAL UNIT

Personnel Programs Division MIC 54 (ARU 302)

PAGE OF PAGES {4)

2

ADRDDRESS fnumber,

strael,

800 Capitol Mall, Sacramento

city}

1
DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER (5)

ITEM | CUBIC | CALFORNIA PRA
NUMBER| FEET |  STAIE TITLE AND DESCRIPTION OF RECORDS 2B RETENTION (Exompt)
J::L’f::g;’;"s) USE ONLY (riple-space between items) 2|5 omee | oeer | sec | torar | & REMARKS
(6} ) {8) i} I L] (13) (14) {(15) (16) (a7
11 Form 100-836A Control Cards X Govermnment Code Section 19705,18934.
1 a) Active P 2 2 '
8 b) Inactive 2 2
12 7 Std. Form 664 - Certification [P 3 3 X
of Eligibles
13 10 Form 267A - Answer Sheets p 2 2 X
14 18 Std. Form 678 - Application P 3 3 XI | Three year statute for taking adverse
for examination action for fraud in securing
employment. Ref. EDD Legal Division
ruling.
15 1 Std. Form 678 - Ethnic Stubs P 1 1 X
16 7 Exam folders (QAP, Ethinc P 2 2 X
Census, etc.)
17 Fiaspv Ao S Correspondence P 2 2 X
18 4 Workers' Compensation Files P 4 4 X1
19 2 Attendance Records (ARU 302 P 5 5 XI |Retention of five years or after audit
ONLY) Std. Form 672, EDD maintains documents in ledger by
Attendance Report year, One ledger for each field
office. Due to large volume of
documents, entire ledgers are purged
every five (5) years in lieu of a
month - to - month purge.




STATE OF CAI.IFORNIA; o . : .
RECORDS RETENTION SCHEDULE

STD. 73 [REV. 5-85)

See instructions on reverse
and in SAM 1600

DEFPARTMENT (1) SCHEDULE NUMBER (2} DATE (3}
Employment Development Department 16 December 25, 1988
ORGANIZATIONAL UNIT PAGE OF PAGES (4)
Persomnel Programs Division MIC 54 (ARU 302) 3 11

ADORESS {rumber, streat,

800 Capitol Mall, Sacramento

<ity)

DEPARTMENT OF GENERAL SERVICES APPROVAL

NUMBER (5}

ITEM | CUBIC

CALIFORNIA o RETENTION PRA
NUMBER| FEET |  STATE TITLE AND DESCRIPTION OF RECORDS 5|8 (Exemp)
J::Ef::g:;:, USE ONLY (Triple-space between items) 2|5 omce | oerr | sec | oAl | S REMARKS
(6} 54 (8) QOO (03 (13) (4) (15} {16) (17}
DE 3809, Sign-in Sheet P 5 5 XI
Std. Form 603, Report of
Absence Without Pay. P
Std. Form 673, Report of Extra |P
Hours to be Paid.
Exception Listing P
Memos P
20 5 Employer-Employee Relations P 4 4 X1
Grievance Files P
Employee Assistance Program P 3 3
Strike Contingency Plans P 1 1
21 1 BE 3373, Training Attendance P 1 1
Record
22 3 DE 3555, Special Training P 3 3

Request




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1} SCHEDULE NUMBER (2) DATE (3}

STD. 73 (REV. 5-65) Employment Development Department 16 ‘ Decenber 25, 1988
. 0#GAN!2ATIONAL‘ UNIT PAGE aF PAGES (4}
) ) Personnel Programs Division MIC 54 (ARU 338) : 11
See instructions on reverse _
. ADDRESS fnumber, streot, city) DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 800 Capitol Mall, Sacramento NUMBER 18
ITEM | CUBIC | CALIFORNIA
NUMBER| FEET |  STAEE TITLE AND DESCRIPTION OF RECORDS % 3 RETENTION (E::r:pf) REMARKS
é:;;:!;sg:;es) USE ONLY (Triple-space between items) = | ~ | OFFCE DEPT. SRC TOTAL }F?lA MARK
(4) 7 (8) % gojon; 023 {13) {14} (15) (16) (17)
23 Std. 215 TAU Memorandum P 1 ] XL |1 calendar year
Std. Form 243 Designation of |P '
Persons Authorized to
Receive Warrants Current Current Current until superseded or cancelled.
Std. Form 407 Change in
Payroll Header P 4 4 Retain for two years from end of
' tiscal year involved. Then two more
fiscal years or until audited - which
ever occurs first. (Maximum of four
years) .
DE 601 Staff Action Request P pctive Active| Five years from date of separation
+5 +5 from State Service (Dept).
Std. Form 603 Report of P 5 5 Five calendar years or until audited
Absence Without Pay (Ref. justification for form CD37
et. al).
Std. Form 607 Change in P 4 4 Same as Std. Form 407
Established Positions. - '
23 1100 Personnel Payroll Records: p ACTIVE ACTIVE] XI | Retention of five years, or after
CD 37 Payroll Trans. Register +4 +4 audit. EDD maintains documents in
CD 38 Payroll Warrant Register * ledgers by year. One ledger for
CD 46 Shift Differential each office. Due to large volume
CD 66 Report of Exceptions of documents, Entire ledgers are
purged every five (5) years in lieu
of a month-to-month purge




STATE OF CALIFORMNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1} SCHERULE NUMBER 2) DATE (&)
STD. 73 MEV. £-85) Employment Development Department 16 December 25, 1988
. QRGANFZATIONAL UNIT PAGE O PAGES (4}
. . Personnel Programs Division, MIC 54 (ARU 338 & 11
See instructions on reverse ADDRESS {rmbar, g strest, : (:iry) ) DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 . NUMBER (S}
800 Capitol Mall Sacramento
ITEM | CUBIC | CALFORNIA PRA
NUMBER| FEET |  STATE TITIE AND DESCRIPTION OF RECORDS -'?% 3 RETENTION (Exempt) REMARKS
b{;’:ﬁ::ﬁ:;i) USE ONLY {Triple-space between items) > 5| orrice DEPT. SRC TOTAL : :A
(6) 7} 8 ® (T 10n; 02 (13) (14) {15) (1) 7
Std. Form 608 Established P | Current Current Retain as ''current' until record
Position Record (Permanent) +2 +2 (permanent) - position is abolished
or reclassified. Then retention for
two years from end of fiscal vyear
involved.
Std. Form 608A Established P | Current Current Retain as "current' until record
Position Record (Temporary) +2 +2 (temporary) position is abolished
or reclassified. Then retain for
two years from end of fiscal year
involved.
CD Form 609 (DE 8631) P | SEE REMARKS When denied, retain three salary
Certification of Salary adjustment years from date of
Adjustments and Controllers of denial. When approved, retain
Tabulating Listing of Salary one year from effective date.
Adjustments.
Std. Form 609A Certification |{P | SEE REMARKS Approved, retain for one year from
for Merit Salary Adjustment date of approval. Denied, retain
_ for three years from date of denial.
Std. Form 611 Employee Record [P ACTIVE ACTIVE Retain as "active' until emplovee
separates from State service. Then
retain according to the type of
separation.
Std. Form 612 Employee TransferP 5 > Five years from separation.
Data
Std. Form 614 Signature Card [P | ACTIVE ACTIVE Until superseded or when employee
separates.




SYATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT {1) SCHEDULE NUMBER (2) DATE {3}
STD. 78 REV. 5.85) . Employment Development Department 16 December 25, 1988
I ORGANIZATIONAL UNIT PAGE OF PAGES {4}
See instructions on reverse Personnel Programs Division, MIC 54 (ARU 338) 6 11
o in SAM 1800 ADDRESS {numlier. shrsof, ggt;gg;mgn OF GENERAL SERVICES APFROVAL
0 800 Captiol Mall Sacramento
ITEM CUBIC | CALIFORNIA PRA
NUMBER| FEET |  STEME TITLE AND DESCRIPTION OF RECORDS =§ B RETENTION {Exempt} EMARKS
b(;r‘:z!::g:;z) USE ONLY {Triple-space between itams}_ b = OFFICE DEPT, ii‘}A R
(6) ) (8) {9} (03 02 {13) (16) (17)
Std. Form 616 Standard 4 Retain for two years from end of
Clearance and Waiver Form fiscal year involved. Then
retention of two more years or until
audited, which ever comes first.
REASON: Payroll files the Std.
Form 616 with Std. Form 607 and
Std. Form 625. 'Therefore,
these documents must have the same
retention schedule.
Std. Form 625 Request for 4 Same as Std. 616
Certification
Std. Form 636 Report of $EE REMARKS Last three reports, combination of
Per formance for Std. 636 and 637. Retention
Probationary Employees provides a more comprehensive
picture of the employee when used for
employment congideration.
Std. Form 637 Individual $EE REMARKS See Std. 636.
Development Plan 1
Std. Form 639 Salary ACTIVE Retain as "active' until garnishment
Garnishment +4 is satisfied. Then retain for four
yvears from end of pay period involved
or until audit, whichever comes first.
PERS 155, Notice of Change/ CURRENT Retain as ''current'' until employee
Certification of Contribution separates from State service.
Rate




STATE OF CALFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1) SCHEDULE NUMBER (2} DATE 3}
ST 73 (REV. 8-85) Employment Development Department 16 TDecenber 25. 1988
ORGANIZATIONAL UNIT PAGE OF PAGES {4}
See instructions on reverse Personnel Programs Divison (ARU 338) ‘ 7 11
and "n SAM ’600 ADDRESS {number, ‘ street, city) ZF}?AABF:ELM(ES?? OF GENERAL SERVICES APPROVAL
800 Capitol Mall, Sacramento
ITEM | CUBIC | CALIFORNIA PRA
NUMBER| FEET |  STRIE TITLE AND DESCRIPTION OF RECORDS 2|5 RETENTION (Exempt)
é:ii'::ﬁi’;‘i; USE ONLY (Triple-space between item) 2| 5| orrice | oeer. | src | Tomat - REMARKS
(6) i 8 (%) o On; 02 (13) (14 (15} (18) {17)
PERS 823, Certification of P CURRENI C T Retain as "current'' until employee
Correction - member separates from State service, then
Contribution and Collection : retain according to type of
Due separation.
Std. Form 642 Employee Leave |P ACTIVE ACTIVH Five years after separation
Record +5 +5 disciplinary action/retirement age 75.
Std. Form 642A Employee Leave | P ACTIVE] ACTIVH Same as Std. 642.
Record (White) +5 +5
Std. Form 645 Employee P ACTIVE ACTIVH Retain for one year from date of
Suggestion Form +1 +1 final decision by the Merit Award
Board. :
Std. Form 664 Certification P 5 5 Five fiscal years.
of Eligibles
Std. Form 672 Attendance P 5 5 Five fiscal years or until audited.
Report ‘ (See justification for CD37).
i
Std. Form 673 Report of Extra |P 5 5 Five fiscal years or until audited.
Hours to be Paid (See justification for CD37).
Std. Form 674 Payroll P 5 5 Five fiscal years or until audited.
Adjustment Notice
Std. Form 680 Personnel C ACTIVE ACTIVE Retain for a pericd of no less than
Action Request +omo. tHomo. 6 months following the close of the
fiscal year in which the data was
key entered to SCO data base.




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1} SCHEDULE NUMBER (2) DATE (3}

STO. 73 (REV. 5-885) Employment Development Department ' 16 __December 25, 1988
‘ DRGANIZATIONAL UNIT PAGE OF PAGES {4}
See instructions on reverse Personnel Programs Division, MIC 54 (ARU 338) 8 11
an d in SAM 1600 ADDRESS {aumber, straad, city} SLE};:;\QRELM(ESTT QOF GENERAL SERVICES APPHOVAL
800 Capiteol Mall, Sacramento :
ITEM CUBIC | CALIFORNIA o PRA
NUMBER| FEET |  OTATE TITLE AND DESCRIPTION OF RECORDS 515 RETENTION (Exempt)
J.I,ii,"j:;,’f,’;‘:;, USE ONLY (Triple-space between items) 2| 5| orrice | oeer. sRc | TOTAL ,F‘?‘A REMARKS
(6 ) (8 {9} o9y a2 (13} {14) (15) (16} (7
Std. Form 680A Personnel P ACTIVE ACTIVE Same as Std. 680
Action Request (Padded ''PAR') -Homo . +6mo . :
Std. Form 686 Employee Action | P ACTIVE ACTIVH Same as Std. 680
Request H+Homo . +6mo .
Std. Form 689 Oath of P CURRENT CURRENT Same as PERS 823
Allegiance State Employees '
Std. Form 692 Dental i CURRENT CURRENT Retain as "current'' until superseded
Enrollment Authorization Plan : or cancelled.
Std. Form 696 Dental Plan P CURRENT CURRENT Same as Std. Form 692
Direct Pay Authorization
Std. Form 698 Life Insurance P CURRENT CURRENT Same as Std. Form 692
Enrollment authorization
Std. Form 100-678 Application | P CURRENT CURRENT Five (5) years from date of separation
+5 +5 from Department
Std. Form 700 Vision Plan. P CURRENT CURRENT Retain as current until superseded.
Enrollment
DE 1228 Application for P CURRENT CURRENT DE 1228 replaced with SPB Form 678
Fmployment +5 +5 effective 6/1975 retained five (5)
vears from date of separation
from Department.
HBD-12 Enrollment Form P CURRENT CURRENT Retain as "current'' until superseded
or cancelled.




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV, S5-85)

See instructions on reverse

DEPARTMENT (1)

SCHEDULE NUMBER (2) DATE {3)

Employment Development Department 16 Decenber 25, 1988
QRGANMIZATIONAL UNIT PAGE OF PAGES {4)
Personnel Programs Division MIC 54 (ARU 338) 11

and in SAM 1600 ADDRESS  {number, ity :EZJ’EESLM‘E&?IT OF GEMNERAL SERVICES APPROVAL
800 Capitol Mall, Sacramento
ITEM | CUBIC | CALIFORNIA o )
NUM?ER' FEET |  STATE TITLE AND DESCRIPTION OF RECORDS F| B RETENTION (Exempt)
b . P Q| &=
h(e:\:vi:nsg:::) USE ONLY {Triple-spoce between items) s| 5 DEPT. SRC TOTAL il;&ﬁ. REMARKS
&) {7} (8} ) agim K] (14) {15) (16) N

HBD-21 Request for Continual |P CURRENT Same as HBD-12

Coverage & Direct Payment '

Authorization

DE 2676 Request for Position 5

Action

DE 4589 Confirmation Notice 5 Five (5) fiscal years

Re, Eligibility for

Appointment

DE 8553 Revolving Fund- CURRENT Current year plus 1 year.

Salary +1

Notice of Personnel Action CURREN Retain as "ecurrent'' until superseded

(NOPA) or cancelled.

Revolving Fund Forms 5 Five (5) calendar years. Payroll
Unit retains same as the retention
on warrant registers and other
related documents.

Separation Records CURRENI  XI | Resignation without fault, voluntary

+5 retirement, rejection on probation

retained for three (3) years from
effective date of separation.
Layoff - five (5) years from
effective date of separation.
Disability retirement, termination
by disciplinary action, resignation
without fault, AWOL retained until
person reaches age 70.




STATE OF CALIFORNMIA

RECORDS RETENT.ON SCi’iEDUiE

SCHEDULE NUMBER {2) DATE (3)

DEPARTMENT (1)

STD, 73 (REV. 5-85)
Employment. Development Department 16 December 25, 1988
QRGANIZATIONAL UNIT PAGE OF PAGES (4}

See instructions on reverse Personnel Prgrams Division, MIC 54 (ARU 338) 10 11
and in SAM 1600 ADDRESS  (rumber, _ streat, city} ggr;ggm(esr;n OF GENERAL SERVICES APPROVAL
800 Capito) Mall, Sacramento
ITEM | CUBIC | CALIFORNIA -
NUMBER | FEET |  STATE TITLE AND DESCRIPTION OF RECORDS 3 T RETENTION (Exempt)
JLZL‘Z'E:!?Z';’Z} USE ONLY (Feiple-space between iterns) 2| % ofrice | oerr. ToTAL | o REMARKS
(6} 7 (8} &) aoan (03 {13) (15} (1) (17)

24 700 Official Personnel folders P| ACTIVE ACTIVE} XI |Retain as "'active" until employee
separates from State service. Then
retain according to type of
separation.

DE 7014 Employee Leave Record | P| ACTIVE \CTIVE Same as ""Official Persomnel Folder''.
Intermittent
DE 7014A Fmployee Leave Record| P| ACTIVE ACTIVE Same as ''Official Persomnel Folder'.
Part-Time
DE 7015 Employee Leave Record | P| ACTIVE ACTIVE Same as :0fficial Personnel Folder''.
Full-Time
25 129 Miscellaneous Records
DE 8610 Employers Report of P 5 5 XI | Retain five (5) calendar years if no
Industrial Illress/Injury benefits are paid. Retain
indefinately if benefits are paid.
NOTE: Closing a case does not
preclude recpening  there is
no statute to preclude
reopening.
DE 7013 Absence request P 5 5 Five (5) fiscal years or until audited
CAL-OSHA No. 200 log and Pl SEE REMARKS Retain to age 70 if separation or
Summary of Occupational retired.
Injuries & Illness
SCIF 3067 State Employee Reporty, 5 5
of Industrial Illness/Injury




STATE OF CALIFORMNIA

RECORDS RETENTION SCHEDULE

STD. 73 {REV. 5.-85)

REPARTMENT (1)

SCHEDULE NUMBER {2} DATE (3}

Employment Development Department 16 December 25, 1988
ORGANIZATIONAL UNIT PAGE oF PAGES {4)
See instructions o reverse Persomnel Programs Division MIC 54 (ARU_338) 11 11
and in S AM 1600 ADDRESS  {number, srael, city} ﬁifa’?a@"{ﬁs';” OF GENERAL SERVICES APPROVAL
800 Capitol Mall, Sacramento
FTEM | CUBIC | CALIFORNIA PRA
NUMBER | FEET |  STAIE TINE AND DESCRIPTION OF RECORDS =§ B RETENTION (Exempt)
zf:&'ﬂ::g:;i) USE ONLY (Triple-space between items) | > | orrce | oeeT. | sre | oAl | e REMARKS
{6) ) (8} goran] 0z (13 (14) (13) {16) (7
Merit Award Board P 5 5 Retain in Pérsomnel Folder.
Correspondence
Name Change File P 5 5
Std. Form 612 FEmployee ACTIVE ACTIVE Retain as "active'' until employee
Trasfer Data separates from State service, then
retain according to the type of
separation.
Correspondence (Related to a ACTIVE ACTIVE Retain letters of commendation and

specific enployee - Job SKE REMARKS

related)

correspondence related to job
related illpess or injury, until
employee separates from State
service, then according to the type
of separation. Retain all other
correspondence three (3) years

from the date of issue (Per EDD
Legal Staff).




