SYATE OF CALIFORNIA

Wmocmm.q “0” >ﬁmmo<>w Om DEPARTMENT, BOARD OR COMMISSION BH.LING CODE
RECORDS RETENTION SCHEDULE } Health Services 82000

sTD. 72 (REV. 2-84) DIVISION, BUREAU OR OTHER UNIT Thyic Substances Control Program
Office of Procurements and Contracts

ADDRESS “ToTAL Cusie
400 P Street ite 3275 =T
Submit three copies with three copies of reet, Suite - A
the Records Retention Schedule, STD. 73. SCHEDULE NUMBER PAGE NUMBERIS) SCHEDULE DATE
* 183 _ | 8-21-89

T0- {1} DEPARTMENT OF GENERAL SERVICES IF THIS 1S A REVISION anbz EXISTING SCHEDULE (including addition or deletion of pages), enter the following
" information from the EXI G schedule:
OFFICE OF RECORDS MANAGEMENT |

ﬁMV nm_mm- md.}.m.m PWOI_<mm mnmmoc_lm NLUMEER PAGE NMUMBER(S) _mnxmucrm DATE
1020 O Sireet, Room 130 ew _
mcn...uudmn__.o. CA 95814 APPROVAL NUMBER APPROVAL DATE ’
445-4293 or ATSS 485-4293 |

PART E—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 and that each retention period is necessary and correct as scheduled.
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m,m2>ﬁcwmlvmx%wmn§mmo LE FOR THE RECORDS TITLE DATE i
L
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t

In accordance with Government Code 14755, approval of the attached 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. ,
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records. (Per Section 1611 of the State Administrative Manual.) -
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PART I'—DEPARTMENT OF GEMNERAL SERVICES APPROVAL (Per Government Code Section 14755)

The Department of General Services has no jurisdiction over entries made in Column 14 of STD. Form 73. Our approval covers
Columns 1-13 and 15 only.

SIGNATURE ® APPROVAL NUMBER

st 89-158

FITLE DATE

Cnd T (/2 /]

PART M—ARCHIVAL SELECTION (Per Government Code Section 14755)

THE ATTACHED RECORDS RETEMNTION SCHEDULE:

ﬁ Contains no material subject to further review by the California State Archives.

: Contains material subject fo archival review. ltems stamped “*Hold/Nofify Archives” may not
be destroyed without clearance by the Secretary of State. (State Adminisirative Manual Sec-
tion 1614)
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STATE OF CALIFORMIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1} SCHEDULE NUMBER (&) DATE {3}

STO. 73 IREV. 5-89) Health Services 183 g-19~89
DRGAN!_Z.&T]ONAL UNIT PAGE OF PAGES {4)
9f£1c§ of Proc remeﬂtﬁ and Contracts

See instructions on reverse oxic Substances Control Program 1 3
ADDRESS {rvmber, street, city) BEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 NUMBER {5)
400 P Street, Ste. 3275, Sacramento, CA 95814
TEM | CUBIC | CAUFORNIA PRA
NUMBER | FEET A:éﬁffﬁs TITLE AND DESCRIPTION OF RECORDS «'% % RETENTION fExempt)
Nt freme) USE ONLY (Friple-space between items) | > | ofmce | et | skC | TOTAL | e REMARKS
&) (7} 8) (9} o108 (03 (13) {14) {15} {16} {17)

Brief Description of Office

Office of Procurements and Contracts (OBC) ig a service-oriented office
functioning as both a consulting resourde as |well |as mdintaining a central
function for Divisional gontracts in order tg ensure all contracts are legally
sufficient and comply with State, Departimentdl, and if |federally funded,

federal policies, statutds pnd regylatidns. |OPC is theé repository of all fully
executed contracts within the |Program.

Retain criteria for all rdecprds listed is thed decision of the Unit Chief,
unless otherwise noted.




SIATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER (2) DATE (3}

DEPARTMEIL}T {1}
ST TR e Eee Health Services 183 9-19-89
ORGANI?ATIONAL LINIT PAGE QF PAGES (4}
Office of Procurementg and Contracts
See instructions on reverse Toxic Substances Coptrol Program 2 5
Gnd in SAM 1600 ADDRESS  f{number, streol, city) :EEJI;’“#;:‘!RET;W(ESI;IT OF GEMERAL SERVICES APPROVAL
400 P Street, Ste. 3275, Sacramento, CA 95814
ITEM | CUBIC | CALIFORNIA PRA
NUMBER | FEET Jrain TITLE AND DESCRIPTION OF RECORDS £ g RETENTION (Exempt)
b(:;\:a‘j::g::-ni) USE ONLY (Triple-space between Hems) 2|5 | orrice | oeer. | sre | totaL | REMARKS
(6) ) 8 o on[ a2 (13) (14) {15) (16) {17}
ADMINISTRATIVE RECORDS
CORRESPONDENCE
1 0.5 Contract Mailing List P |actiye active Becomes inactive when
updated.
2 2.0 General - Chron P 2 1 3
EQUIPMENT AND SUPPLIES
3 0.3 Requisitions Pl |active active Becomes inactive when
+6 mo. +6 moP. supplies are received.
4 0.5 Vehicle Mileage Logs P
(copies) 1 yr. 1 yr|2 yrs,
(Originals kept at DHS-
Business Services)
PERSONNEL
5 0.6 buty Statements P| active active Becomes inactive when
superseded.
6 1.5 Employee Records P| jactive active XI Becomes inactive when
{includes Probs, IDP's employee transfers or
attendance, training, terminates. PRA 6254;
travel.) IPA 1798.40.
7 0.6 General Correspondence | P 2 2




STATE OF CALFQRNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1) SCHEDULE NUMBER ) DATE 3)
STD. 73 {REV. 5-B5} .

Health Services 183 . 9-19-89

ORGANIZATIONAL UNIT BAGE OF PAGES (4)
é%fice of Procurements and Contracts

See instructions on reverse Toxic Substances Control Program _ 3
d in SAM 1600 ADDRESS {nvomber, sreqt, city) SE!;ABRELM:E_’:}T OF GEMERAL SERVICES APPROVAIL
an

400 P Street, Ste. 3275, Sacramento, CA 95814

ITEM CUBIC | CALIFORNIA : PRA
NUMBER FEET Agg:xEES TITLE AND DESCRIPTION OF RECORDS =§ ke RETENTION {Exempt)
é.f&lf’!i:ﬁ:.i‘i) USE ONLY (Triple-space between items) 2| > omce | DT | SRC | TOTAL | o REMARKS
(6} @ {8 (%} 0 03 (13) (14) {13 {16} (a7
8 0.5 Interview Documents P 2 2 X1 Government Code 12946;
{Includes Apps, score PRA 6254; IPA 1798.40,
sheets, ethnicity
reports, etc.)
POLICY AND PROCEDURES
9 1.0 Contract Manual P active > |active Becomes inactive when up~
dated or superseded.

10 1.0 General Information P| |active active Becomes inactive when up-
(Contract Manual dated or superseded.
update)

RECORDS MANAGEMENT

11 .5 Annual Reports (i.e. r 2 2
Records Holding and
destruction, etc.)

12 1.0 Forms (does not include P active active Becomes inactive when

supply or stock) +2 +2 obsolete or superseded.




STATE OF CALFORMIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1) SCHEDULE NUMBER (2} BATE (3
STD. 73 (REV. 5-85) Health Services 183 9-19-89
O%ﬁff%gug?TProcurements and Contracts PAGE 4 o PAGES @
See instruchions on reverse Toxic Substances Control Program >
Oﬂd in SAM 1600 ADDRESS {number, Esmﬁ'ﬁ'gﬂfsl;ﬁ OF GENERAL SERVICES APPROVAL
400 P Street, Ste. 3275, Sacramento, CA 95814
ITEM CUBIC | CALIFORNIA PRA
NUMBER| FEET |  STATE TITIE AND DESCRIPTION OF RECORDS 213 RETENTION (Exempt)
btgrufz:g:;;) USE ONLEY (Triple-space between items) % Z DEPT. re E :A REMARKS
{6) 7 8) % (o)1 {13) (14) (18) (7)
13 0.5 Quarterly Records
Destruction
14 Records Retention re Becomes inactive when
Schedule superseded.
15 Transfer Lists re Becomes inactive when
records are destroyed.
Transfer list is attached
to the appropriate records
destruction memo in Item 13.
PROGRAM RECORDS
PROCUREMENTS
16 47.0 Invitation for Bid 8 e XTI Becomes inactive at end of
(IFB) /Request for contract term. PRA 6254;
Proposal (RFP) Pro- IPA 1798.40. Retention
curement packages period is based on Federal
Register Vol. 54, No. 17,
Section 35.6705 (attached.)




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT {1} SCHEDULE NUMBER (2) DATE (3)
ST 79 e Swe Health Services 183 9-19-89
ORGANIZATIONAL UNIT PAGE OF PAGES {4}
See instructions on reverse Toxic Substances Control Program 5 )
and in SAM 1600 ADDRESS  (hvmber, streef, city) EE%ABRE';M&?T OF GENERAL SERVICES APPROVAL
400 P Street, Ste. 3275, Sacramento, CA 95814
ITEM CUBIC | CALIFORMNIA o PRA
NUMBER| FEET |  STATE TITLE AND DESCRIPTION OF RECORDS 5| B RETENTION (Exempt)
éi&".fi:ﬁe“ﬁi) USE ONLY (Triple-space between items) 2| 5| ommice | oerr. | sk | TOTAL - REMARKS
) 7 ® ) polen] 02 (13) (14 (15) (16) 17
17 16.5 Financial Reports/ P active 3 jactive XI Becomes inactive at end of
Unopen Bids +2 +5 contract term. PRA 6254;
IPA 1798.40.
CONTRACTS
18 77.0 Contracts (originals) P active 8 lactive XI Becomes inactive at end of
+2 +10 contract term. PRA 6254;
IPA 1798.40. Retention
period is based on Federal
Register Vol. 54, No. 17
Section 35.6705 (attached.)
19 38.5 Task Orders P active 8 lactive XI Becomes inactive at end of
+2 +10 contract term. PRA 6254;
IPA 1798.40. Retention
period is based on Federal
Register Vol. 54, No. 17
Section 35.6705 (attached.)
20 2.0 Service Authorizations P active 8 lactive X Becomes inactive at end of
+2 +10 contract term. PRA 62547
IPA 1798.40. Retention
period is based on Federal
Register Vol. 54, No. 17
Section 35.6705 (attached.)
TOTAL| CUBIC FEET:
191.5
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