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In that the level of service our customers receive may be the principal basis by
which the Department is judged, our mission is to provide our diverse clientele
with the most courteous, complete and prompt service we can offer. We
recognize that this can and must be accomplished while fulfilling our goals of

protection of the public and assuring the integrity, accuracy, and security of
the DL Database.
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STATE RECORDS PROGRAM

(35) APPROVAL NUMBER

(38}

SO [ 8 O Page Jo! gDages
TEM # | CUBIC TCA STATE TITLE AND DESGRIPTION OF RECGRPS MEDIA [VETAL RETENTION PRA REMARKS
FEET* | ARCHIVES OFFICE | DEFT.] SRC | TOTAL |&IPA
USE ONLY {Double spaces between items)
@7 (38) (29) {40) {41} {42} (43) {44) {45) (48) &7 (48)
Records Management . . S o _ _

1 Retention Schedule (STD 73) P Current Current _ |Retain as current until superseded. Although

revision i required every five years from the
~|date approved by DGS, BRS that are not

revised remain in effect but are considered non-
current,

2 STD 70 Records Inventory Worksheets P Current Current Retain as current until next inventory.

) _ Administrative Records e | o
8 12 Personnel Files ({informal) includes employees |P {Active Active X1 |Retain active for term of employes, When
memao reports, Travel expense claims employee leaves, file will be transferred to

employee's new unit or HRB. IPA 1768.3

4 12 Housekeeping Records -Includes Security and  |P Current Current Current until filing date. Hold for additonat four

Disclosure Statements +3 yrs +3 yrs years, then destroy.
8l 10 Statistical Files - Includes volume of record [P Current |Current+ | - |Gurrent until filing date. Hold for additonal four
[corrections; weekly, monthly reports for DL/ID +4 18 4 yrs years, then destroy.

corrections, employees temporary/overtime,

_|vacancy report, weskly phone report:
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RECORDS RETENTION SCHEDULE
STD, 73 (REV. 2/2015)

{35} APPROVAL NUMBER {36} P
Se-3Y40 Page i/of S°ages
ITEM # | GUBIG [CA. STATE TITLE AND DESCRIPTION GF RECORDS MEDIA VITAL BETENTION PRA REMARKS
FEET* | ARCHIVES OFFICE JDEPT.] SRC | TOTAL [&1PA
USE ONLY {Double spaces between items)
{37} (38) (39) {40} () | @) {43) a4) | (45 (a6} a7 {a8)
Program Files , :
6 3 Phone Report - Includes breakdown of unit and [P 1Current Current Current untit superseded. Hold for additonal
employes calls, hour phone is rtyr +1 yr one year, then confidential purge.

available/unavailable.

71 8 R.A.C.F Files ' o P ' Current ‘ Current |XI  |Current unti suparseded or canceled.
Confidential Destruction,

8 3 Correspondence - internal/External {records P 3 Yrs ’ 3 Yrs Destroy after three years or when no longer
that relate to the internal administration or _ needed, whichever comes first.
housekeeping activities of the office).

8| 86 New Number Assignement-Records with P Active . Active Active until canceled, then forward to
[previous numbers receiving a new number, _ _ Micrographics. Micrographics. Microfilm
cartridges are retained and under the control of
~ [the Communication Program Division,
information Services Branch.

10| 25 Overflows- Hard copy files of DL Records oo |P Active + Active + 5[XI  |Active for five yrs from date of last activity. Hold
large 1o be stored on the master database ) 5 Yrs _ o |Yrs for additional five yrs, then destroy. Records
are required to conduct day to day business.
Confldential Dastruction IPA 1798.3 GC 6254

{c)




STATE OF CALIFORNIA - SEGRETARY OF 8TATE STATE RECORDS PROGRAM

RECORDS BETENTION SCHEDULE
STD. 73 (REV. 2/2015)

{35) APPROVAL NUMBER ‘ {36) P
SO~ QL{ O Page $of 4 2ages
TTEM # | CUBIC | CA. STATE TITLE AND DESCRIPTION OF RECORDS MEDIA JVATAL RETENTION FRA REMARKS
FEET* [ ARCHIVES OFFIGE | DEPT.| SRGC | JOTAL |&IPA
USE ONLY {Double spaces betwesn items)
{37) {38) {39) {40) (a1} | 421 @3 {49 | (45) (46} {47) (48)

H 3| Dally Abstracts Deletion (report of deleted C Current | ~ {Current X1 |Hold for one year, then destroy. Confidential
abstract dismissals) . +1Yr o ptYr Destruction

12 8 Daily Extended Master File Correction Report  {C “|Current 1 |Current | [Hold for three years, then destroy. Confidential
{report of corrections updated in the Unit). +3 Yrs +3Yrs Destruction

13| 8B R-Codes - DL/ID records with same name and  |P  |Active Active +5 [XI  Active for five years from daie of Jast activity.
birth date {doubles) +5Yrs Yrs Hoid for additional five years, then destroy,

Records are required to conduct day to day
business, Confidential destruction [PA 1788.3
GC 6254 { ¢}, CVC 1808

14{ 25 ~ |Gender Fites Pl |cument| |15yrs|Cumrent+ |XI |Hold for 5 years, then transfer to State Records
+4 Yrg - |19 Yrs Center for an additonal 15 years. Confidential
Destruction.
TOTAL | 276
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