STD.73 (REV. 9/2010)
RECORDS RETENTION SCHEDULE
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) STATE OF CALIFORNIA — DEPARTMENT OF GENERAL SERVICES

STATE RECORDS PROGRAM

(1) DEPARTMENT, BOARD OR COMMISSION
CA Department of Public Health

Ims
H-od

(2) AGENCY BILLING CODE
4265

{3)
PAGE 1 OF 10

PAGES

(4} DIVISION/ BRANCH/ SECTION
Administration/Financial Management/Accounting

{5} ADDRESS

1501 Capitol Avenue MS 1601 Sacramento CA 95814

CHECK THE APPROPRIATE BOX

() D New schedule of records that have never been scheduled. f[Complete boxes (9) — (12]]

") ):4' Revising a previous schedule. [Complete boxes (13) ~(16)] (A new approval number will be assigned.}

8) ]::I Amending some pages of a previous schedule. {Complete boxes (13) — (16)] (The original approval number will remain in effect.)

NEW SCHEDULE {9) SCHEDULE NUMBER {#0) SCHEDULE DATE (11} NUMBER OF PAGES {12) CUBIC FEET (Total Scheduie}
INFORMATION (If applicable) CDPH13-02 i1 919

PREVIOUS SCHEDULE {13) SCHEDULE NUMBER (14) APPROVAL NUMBER {15) APPROVAL DATE (S) {16) PAGE NUMBER(S) REVISED
INFORMATION (If applicable) CDPHO8-01 08 085 3i20/08 All

(17} MISSION/FUNCTIONAL STATEMENT :

The Financial Management Branch (FMB) is responsible for fiscal and b

udgetary control and reporting of the Department’s financial resources,

Through its Accounting Section, FMB maintains the fiscal records of the Department including payment of claims, coltection of certain obligation due fo the State, and prepares the Department's financial
statements refiecting the activities and status of the Department's fiscal affairs. This schedule covers the Accounting Section enly and contains no vital records. ‘

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on this records retention schedule, | certify that all records listed are necessary and that
each retention peticd is correct. For revisions, all ifems on the previous schedule are included or accounted for on the recapitulation. Vital records identified by this schedule are protected. If
prozty&i{n Is not currently provided buf plans are ti:}degvay, the details of such plans are shown in Column 45, Remarks,
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{19) HTLE p
&Z,LL/, bt s 4,

{20) PHONE NUMBER

Y5 563

(21) DATE SIGNE
5/20//3

7

In accordance with Government Code 14755, ap'prevai of this Records Retention Schedule by th
accordance with the criteria set forth by Section 1667 of the State Administrative Manual,

eé)fep!anment of General Services is gereby requested. Retention periods showr have been es{abl%sheé in

(23) CLASSIFICATION {

& 74

FINTE L

NAME (Printed or Typed)

L /?E:’/,‘/”

(25) PHONE NUMB[;‘«:R
U

le/s/5

(28} APPROVAL NUMBER

144

(29) DATE SIGNED

[-80/3

THE ATTACHED RECORDS RETENTION SCHEDULE:

31 D Contains ne material subject to further review by the California State Archives

(32) Contains material subject to archival review. Iterns stamped "NOTIFY ARCHIVES” may not be destroyed without ¢learance
by the California State Archives. (Per Secfion 1671 of the Stafe Administralive Manual.)

EN 246

(34) DATE SIGNED
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- Page 2 of [0
Mem | CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA
# | FEET* | ARCHIVES _ : =S (Exempl) REMARKS
USE ONLY {Double spaces belween ftems) D é OFFCE | DEPT. | SRC | TOTAL & .
' =215 IPA
(37} {38} (39) {40 M| “9 | (43 (44) | (48 (48) (47) ' (48}

Abbreviations: ' Retention Criteria: Retention criteria and lifg cycle of the records in this

PRA - Public Record Act (Government Cade 6254) schedule is determined and recommended by Section Chief as a policy,

IPA - tnformation Practices Act {Civit Code 1798.40) ) i ; .

CO — Confidential Destreckion unles$ otherwise noted. For those records which have no governing

CALSTARS-California State Accounting Reporting iaw or authority for retention citec_i, the authority of the manager

System directly responsible for the records applies,

COPH - California Department of Public Heaalth '

R ~ Budget Ch Revisi . o o . . .

BC voget Lhange Revision Destruction Criteria:  All ltems are consigered Non-confidential and
recycled when retention period has expired, unless otherwise noted,
spetified and required as Confidential Destruction (CD).

Vital Records: This Record Retention Schedyle does not contain vital
records, . )

ADMINISTRATION RECORDS

Actlvity Reports. !

1 5 Arnnust = 2 2 Non-confidential gestruction after maximum
retention.
2 2 Monthly p 2 2
: |
3 1 Weekly F 2 2 :
i
4 5 Work Plans P 2 2 Non-confidential destruction after maximum
retention.
5 5 Caorrespondence - Chron P 2 2 Non-confidential destruction after maximum
' retention.
6 5 General (Fiscal Reports) P 2 2 Non-confidential destruction after maximum
retention.
: Equipment and Supplies
7 2 inventory P - Active Aclive Becomes inactivejwhen superseded.
8 6 " Purchase Requests R Aclive Active Becomes inactiveljwhen items are received.
Mon-confidential destruction after maximum
: ratention.
b ‘
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TEM | CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA
# FEET* | ARCHIVES g " , — {Exempt) REMARKS
USE ONLY (Double spates between items) W | £ | OFFICE ) OEFT. | SRC | TOTAL &
_ = | = IPA
47 28) {39) {40) ) | w2 | 43 (44} | {45) | (48) (47} (48)
g 10 Service Order Requesls P Active Active Becomes inaclive when work is complete.
‘ Non-confidential destruction after maximum
retention.
Financial .
10 8 Audits P 4 4 Xl PRAJIPAICD
;1 3 NOTIFY | General information (Letters, Memos to State P 4 4
. ARCBIVES | and Federal Agencies regarding Audits),
'| Legislative Analysis '
12 2 Litigation and Legat Qpinions P 1 1 Al PRA/NPAICD
i
- "} Organization i
( 13 3 NOTIFY Charts P Active Active Becomes Ena‘cﬁ\relz when superseded.
ARCHIVES
14 10 Delegation Orders p Active Active Becomes inactive when superseded.
) Non-confidential destruction after maximum’
retention.
( 15 5 NOTIFY | General information (Letiers and Memos P 2 2 Non-confidential destruction after maximum
ARCHIVES: | regarding Changes to Charts and Delegations) retention. :
. Perzsonnel . . ‘
16 2 Affirmative Action (Plans, Policy, General P Aclive Active Becomes inactive when superseded.
information, etc.)
17 Z Aittendance (Copies) P Active Active | XI PRAJIPA/CD
18 2 Duly Statements P Active Active Becomes inactive when changes occhr.
19 2 Supenvisor Employee Documents and Records | P 2 2 X PRA/IPA/CD
(Copies of Probation Reporis, IPA Reviews,
etc.) interview Docurnents {Applications, Scdre
Sheets, Ethnicily Reports)
|
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! - . Page 4 of {CA
ITEM cusic GA, STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA
# FEET* | ARCHIVES % - (Exempt) REMARKS
USE ONLY (Double spaces between items) @ | £ | OFFICE § DEPT. § SRC | TOTAL &
: =15 PA
&0 (38} (39} (40 @4 @] (43) {44) {45) {46) {47) (48)
20 9 Personnel Liaison General Correspondence P 1 1 Xi PRAAPAICD
{(Memos And Letters Regarding Posifion
Upgrades, Changes tn Unit, etc.)
21 i Employee Training P- 3 3 Xi PRAMPAJCD Inactive when action is
completed.
PROGRANM RECORDS
Claims Payments
Documents {Closed):
22 2 Board of Control P Active Active Xl PRASIPAICD Inactive when action is
camp_leied.
23 1 - Claims Filed (CD102) P -1 1 Xl PRAJIPA/CD
24 50 Coniracis P 1 2 3 Non-confidential déstruciion after maximum
’ retention.
25 10 Contract Delegations P 1 2 3 Non-confidentia) destruction after maximum
retention.
26 2 Purchase Estimates P 1 s 3
27 20 Purchase Orders P 1 2 3 Non-confidential destruction after m.aximum-
: retention. )
28 5 Services Authorizations P 1 2 3 Non-confidentia| destruction after maximum
retention,
29 15 Service Orders P 1 i 2 Non-confldential destruction afler maximum
: retention.
130 10 Sub-Purchase Orders P 1 2 3 Non-confidential destruction after maximum
H retention.
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MEM |-CUBIC | CA. STATE TITLE AND DESCRIPTION OF RECORDS i RETENTION
# | FEET* | ARCHIVES = (Exempt) REMARKS
USE ONLY (Double spaces between itams) @ | £ | OoFcE | DEFL SRC | TOTAL a
= | > IPA
37 (38} (39) (40) @nlda| 4y ;-4 (45) {46} (47) (48)
31 2 Relocation (Employee Moves) P 1 2 3 XI PRANPA/CD
32 15 Guuarterly Claims: Refunds, Adjustments and P 1 3 4 Xl PRAJIPAICD
‘ Misc. Correspondence :
33 500 Claims Schedules P Z 5 7 Xt PRAJNPAICD
All Types (i.e. Purchase Orders, Travei, :
Utilities, Leases, elc.)
34 4 Generai Services Transfers P 1 2 3 Nan-confidential destruction after maximum
Prison Industry Authority, OFf, State Printing, retention. ‘
General Services, Printing, Property Ledger
Transfers, efc. i
COPH Employee Pay Data . . . . '
35 4 Account Recejvable (A/R} Warrant Register P 1 3 4 Xl PRAAPAICD
To set up AIR's Closed AR's only |
36 3 Coliection Curraspoﬁdence {(Form 422) P 1 3 4 X} PRANPAICD
Reconciliations With Backup Salary Offset
Closed
37 3 Payroft Records: Salary Advance, Warrant P 1 3 4 X PRA/NIPAICD
Release, Overpayments and all files Closed
a8 2 Payroll Warrant Register aird Summary C 3 mo. 3mo. Xl PRANPA/CD
39 30 Calaters Transmiltal Sheets/Travel Advances P 1 3 4 ] Xl PRANPAICD
Closed . .
General Accounting
Cash Receipts : -
40 2 Airline Reconciiations P 1 2 2
e
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ITEM | CUBIC CA. STATE " TTLE AND DESCRIPTION OF RECORDS RETENTION - PRA
# FEET * | ARCHIVES . < (Exempt) REMARKS
USE ONLY (Double spaces belween items) [} ;i"f. OFFICE | DEPT. | SRC | TOTAL &
= | = ' PA
37) (38) (39} (40) @yl el @y ‘ {44) {45) ,{48) (47) {48)
44 2 Check Foils:Misc, Petty Cash, Salary & Travel | P 1 3 4 Xt PRAMPAICD
42 18 Dishonored Checks Closed P 2 2 4 Xl PRANPAICD
43 10 Phato Cop'ies of Checks {Received andfor P 2 4 6 Xi PRANPAICD
: Disbursed)
14 |3 "Report of Deposits, Cash P 2 4 6
45 |4 Revolving Fund Depasits P 2 4 6 i
- . - } 1
45 30 Controller Documents: Controller Balances, | P 1 3 4 Non»cdnﬁdenti‘él destruction after maximum.
Claims Filed, Journal Lelters, Register, retention. !
Controllers Remittance Transfers, Remittance |
Advices, Federal Grant and Associated -
" Paymenis ‘
Routine Accounting . :
47 5 Bank Recongiliations, R)eceip%s, Daily Depcsit | P 1 3 4 Non:confidential destruction afler maxdimum
togs retention.
48 10 Cancelied Checks {Disbursed) P 1 3 4 Xi PRAMPAICD
49 {2 Capital Outlay p 1 3 4 X PRANPACD |
- : . %
| 50 1 Check Disbursement Register/Summary p 1 1 j!
51 5 Closed Receivables P 1 3 "4 Non-confidentiat destruction after maximum
’ retantion.
57 5 Misc. Items; Cash Advices, Shipper Forms, P 2 4 G Non-confidential destruction afler maximum .
Receipts, State Register, Signature Authority retention. '
Log , : '
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ITEM CUBIC CA'STATE TITLE AND DESCRIPTION OF RECQRDS RETENTION PRA
# | FEET* | ARCHIVES <1 - {Exempt) REMARKS
USE ONLY (Double spaces between items) 0 £ | OFFICE | DEFT. | SRC | TOTAL &
. , : = IPA
37) {38) (39} {40) @yl 4y (44) | {45 (46) (473 (48)
53 5 Reimbursement Reports 4 2 2 4 Noa-confidential Hestruction after maximum
i retention. |
54 5 Remitian{:e to Treasurer P 1 3 4 Non-confidential destriction after maximum
. retention.
55 2 Stop Payments P 1 3 4
56 1 Unclaimed Trust P 1 3 4
57 10 Year-End Reports = 2 2 4 Norn-confidantial desﬁruation after maximum
’ : retention. !
I
i
Y s ’ Policy And Procedures ‘ .
58 2 NOTIFY 1 General Information (Memos to Unils, e *Active Active Becomes inactive when superseded.
ARCI{WES Supervisors, elc.)
(@ 5 , NOTIFY 1 Procedure Manuals, {Masters and P Active Aclive Becomes inactive whén superseded.
;| Background )
ARCHIVES| 22corovnd)
_ Accouniing Systems ok
80 5 Calstars Control Files G k| 1 Non-confidential destruction after maximum
retention.
61 |t | Calstars Labor Distribution Reports S 4 4 X PRAJIPAICD
{(Microfiche) Masters
62 3 Catstars Microfiche: (Daily Reports, Indexes, S 4 4 Ki PRAJNPS/ICD
and BCRs}
|63 2 Employee Roster Files {Hard Copy) C 1 1 Xl PRANPAICD
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Page 8 of 10

ITEM CuUsIC CA, STATE TITLE AND DESCRIPTION OF RECORDS i RETENTION PRA

# FEET™ ARCHIVES ‘g = {Exempt) REMARKS
USE ONLY (Double spaces belween items) v é OFFICE | DEFT. | SRC | TOTAL 8
=13 IPA
@an {38) {39) {4€) “n | @3 | (43) {44 (45} (46) (47} {48}

64 4 Vendor Data Records, STD 204 (Required in- | P H 2 3 Xi PRANPAICD

lieu of RS W-9)

65 2z Period-eri Reports b 4 4 ‘

RECORDS MANAGEMENT !

!

66 1 State Records Center Reference Requests P Active Active "Active until recorlds returned to storage.

67 1 Quarterly Records Destruction P 4 4 Retain 2 years fiom destruction authorization,.
Then 2 more or until audited which ever comes
first.

68 1 Records Retention Schedule P Active Active Active until upddted, Required every 5 years.

69 1 Transfer Lists P Active Active Becomes inactive when records are desiroyed.
Transfer list is aﬁtached to the appropriate
records Destruction memo in fterm 67.

70 10 Federally Funded Monthly Reconciliations, P 3 5 8 Non-confidentialldestruction after maximum

Journal Entrées, Working Papers, Cash ratention.

Analysis, HB5, Year End Reporls

71 Electronic Mail (E-Mail)

A. E-mall Records “E-mail communications that have official record
slatus are subject to the records retention schedule
and must be refainged for the same perlod of time as

. the records series fhat most closely maiches the
subject matter of the e-mail communication in
guestion. If there is no entry that resembles or
matches the subjelt matter of the e-message, the
*record” should beladded o the records retention
schedile as a separate series of recards.
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ITEM CuBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA

# | FEET* | ARCHIVES <t 4 (Exenpt) REMARKS
USE ONLY (Double spaces between items) B | & | OFFICE [ DEFT. | SRC | TOTAL &
|k g
iPA
(30 (38) (39) {40) @) | @3 43 {44) ¢ {49 (48) {47) (48}

Total | 818

8. Transitory E-mail consists of glectionic messages
that are created primarity for the communication of
informal information as opposed to the perpetuation
or formatization of knowledge.

Destroy lransitory B-mait communications when thay

have served their purpose.

) > Provide total of office and departmenial




STATE OF CALIFORNIA - DEPARTMENT OF GENERAL SERVICES
RECORDS RETENTION SCHEDULE

STD.73 (REV. 4/2013)

STATE RECORDS PROGRAM

(35) APPROVAL NUMBER

(36}

| 5{_}}%/144«{\41 oF C/)(Maqﬂs 2013 144 Fage 10 of O
- RETENTION
ITEM# | CUBIC CA.STATE TITLE AND DESCRIPTION OF RECORDS | MEDIA | VITAL | OFEICE | DEPT. | SRC. | TOTAL | PRA& REMARKS
FEET* | ARCHIVES USE IPA
ONLY ' ‘
(37) (38) {39) 40 “4n | (42 (43} 44) | (45) (46) (47} (48)

NO Cﬁ\a;m =

* Provide total of office and departmental




California Department of Public Health

Operations
}( E!mﬁ\rmu e . - - !
PublicHaalth Financial Management Branch 2013 Ly4
Accounting Section
Section Chief )
Accounting Administrator il
580-110-4545-062
Annemarie Reno
{916) 445-5636
Effective: 01/16/2012
Payaples Unit Receivabies and Cash Unit Lentral Accounting Services Unit State and Federaf Reporting Unit
Unit Chief Unit Chief : {nit Chief Unit Chief
Accounting Administrater (I Accounting Administrator § Accourting Adrmirstrator 1l Accounting Administrator |l
[~ £80-110-4542-001 — 580-110-4542-008 580-110-4542-002 - £80.-110-4542-008 S
Vacant Narla Vallejo Vacant Jean Billington
018) 552-8493 (916) 32214086 {D16) 5526442 (318) 552-8473
Effective; 2152013 Effaclive: BM4/2012 Effectiver 112872012 Effective; 01/01/2008
Tile .
Contract and Invoice Tracking Unit ‘ Roceivables, Cash Mgmit. and Analysis Systems Unit F“"S 3“&“"‘"9 Unit
tnit Manager Unit Manager Unit Manager N it Aina_g_ert o]
L Accounting Administrator | Accounting Administrator £ Accounting Admiristrator § CC?»;ET?GA?JSE é ; oF
5B80-110-4549-804 o] 580-110-4549-003 580-110-4549.002 ) - 10 _—
Winnie Leung Litie Hughes Jenrifer Chian _ 155;:; 7
(916) 552-8418 (946) 372.8535 (916) 552.8505 Ef'(f r) e
Effective. 8042042 .. ] Effective: 11/01/20%1 Glfective: 2/01/2010 aciive:
Fravel/Retocation/Revolving Fund . ~ Federat Reporting Unit
Advances & Archiving Cash Reperting Unit Operations Support Unit Manager
Team Superviser Toam Supervisor Team Superviser AcGounting Administrator |
Accounting Administrator | Sr. Accounling Officer, Sup. Sr. Accounting Officer, Sup. 580-110-4549-004 e
) 880-110-4549-006 - 580-110-4569-002 580-110-4569-001 - Edgar Openianc
Makeda Blackwell ) Vacani . Mary Canates (916) 552-8414
(916) 5528448 (916) 3199331 (916) 552-8435 Effective; 12/8/2009
Effective; 4/19/2012 Effective: 12(16/2012 Effective; 11/21/2011
Tobacco Funds
Payments Team Associate Accounting Analysl.
Yeam Suparvisar 580-110-4568-018
Sr. Accounting Officer, Sup. (g;asr;asgﬁ;;m
L £80-110-4568-003
Pam Watkins Effective; SMTHZMZ
(918) 562-8519
Effective: 1240172014
Federal Cash Management
PMS —~ CatIA
Ascounting Administrator [, Spec,

580-110-4552-001 et
Irene Kwok
(916) 440-7811

i S . Effective: 05/09/06

Annemarie Reno
Chief, Accounting Section
March 1, 2013



