.m..bﬁ.m OF CALFORNIA

REQUEST FOR APPROVAL OF
RECORDS RETENTION SCHEDULE

aTp. 72 (REV. 3-84)

Submit three copies with three copies of
the Records Retention Schedule, STD. 73.

BHLING CODE

85464

DEPARTMENT, BOARD OR COMMISSION

Health Services

DIVISION, BUREAL OR OTHER UNIT

Records Management and Administrative Support

VM|

ADDRESS

0&.%*..
744 P Street. Room 380

SCHEDULE NUMBER SCHEDULE DATE

165 | g | .

PAGE NUMBERS)

TO: (1) DEPARTMENT OF GENERAL SERVICES
OFFICE OF RECORDS MANAGEMENT

(2) CHIEF, STATE ARCHIVES
1020 O Street, Room 130
Sacramento, CA 95814
445-4293 or ATSS 485-4293

i THIS I5 A REVISION OF AN EXISTING SCHEDULE fincluding addition or delefion of pages), enfer the following
information from the EXISTING schedule:

SCHEDULE NUMBER PAGE MNUMBER(S) SCHEDULE DATE

APPROVAL DATE

|

APPROVAL MUMBER

PART l-—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.

SIBNATURE—RERSON _Ummmnu.ﬂ_:< RESPONS

|2 Aot d =

E #OR THE RECORDS

PP s Ao JI~

DATE

Nav.

TiITLE

Records Management &
Chief, Administrative Supbport

3,439

In accordance with Government Code 14755, approval of the attached Records Retention 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.

| 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.)

SIGNATUR ECORDS MANAGEMENT CCY u..wvuw.ﬂom N
| 2 Lt 0 Vi

THLE

Chief. Records Managemen

PART II—DEPARTMENT OF GENE

ind
ERVICE

&_Adm
m>_.w

S APPROVAL (Pe

TELEPHONE

2- LSBT

1989

004 oy £ ..w. 3
¢ Government Code Section 14755}

The Depariment 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.

# era., @

R, 7Y,

ABPROVAL NUMBER m@ @ e

TR A

DATE

U-22 -1

PART HE—ARCHIVAL SELECTION (Per Government Code Section 14753)

THE ATTACHED RECORDS RETENTION SCHEDULE:
ﬂnoanm:m no material subject to further review by the California State Archives. * - -

S .D:now#_m:m material subject fo-archival review. ltems stamped.*'Hold/Notify-Archives” may not
- ~! be destroyed without clearance by the Secretary of State. (State Administrative Manual Sec-
tion 1614) : RO

2 S

>= DEC 7 1988




SYATE OF CALFORNEA .

RECORDS RET;ENTION SCHEDULE

STR, 73 REV. 9-87)

See instructions on reverse
and in SAM 1600

DEPARTMENT (1}

HEALTH SERVICES

csf . 85464

SCHEDULE NUMBER (2} DATE (3

165

QRBAMNIZATIONAL UNIT

Records Management & Administrative Services

PAGE ToF o PAGES (4

ADDRESS fnumbar, streal,

cifty) .

DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER (5) .

744 P Street, Room 360 Sacramento
ITEM CUBIC | CALIFORNIA : RETENTION " PRA .
NUMBER| FEET |  STATE TITLE AND DESCRIPTION OF RECORDS (Exempt) REMARKS
{Triple-spoce CHIV \ . &
between ftems) | USEONLY {Triple-space between items) OFFICE | DEPT: SRC TOTAL | . jpa "
(6 ] (8} &) o) 1o () (12) {13} 14) - (19

The Records Management and Admin
is responsible for planning, org
the Department's records, forms,
programs, In addition, this Seetion 1
administering the oversight of departmental reorganlzatipn
implementation; development and

ment's Delegation Authority; mail
Administrative Manual; and reviey and
regarding Merit Award sugpgestiong affepting |[the Depart-
ment's responsibilities,

MISSION STATE

MENTE

istratjive Support Pectich
anizing, and| contrplling
and mtcrographic services

resppnsible for

naintenance pf the| Depari~-
htenante of [the Hepglth

recommendatipns




STATE OF CALIFORNIA.

RECORDS RETENTION SCHEDULE

© STYD. 73 (REV. 5-85)

See instructions on reverse
and in SAM 1600

DEPARTMENT (1} SCHEDULE NUMBER (2
HEALTH SERVICES GS# "»."85464“ 165
ORGANIZATIONAL UNIT ) . PAGE
Records Management & Administrative Services 1

ADDRESS [number,

BEPARTMENT OF GENERAL SERVICES APPROVAL

NUMBER {5)

744 P Street, Room 360 Sacramento
ITEM | CUBIC | CALIFORNIA FRA
NUMBER| FEET |  STATE THLE AND DESCRIPTION Of RECORDS =§ b RETENTION (Exempt)
b(:&[;!:;‘sg:;i) USE ONLY {Friple-spoce between items} |5 DEPT. SRC . Hf‘A
{8) 4] {8 4] 10 M (13} (14) (16)
ADMINISTRATIVE RECORDS
1. {.25 Activity Reports
Monthly
Annual
Work Plans
2. Associations
3. Conferences, Commlttees
v and Meetings
Correspondence
4, .25 Chron
5. General A-Z, includes
subjects dealing with
forms and records
management




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

BTD, 73 {(REV, 5-88)

See instructions on reverse
and in SAM 1600

DEPARTMENT (1)

. . SCHEDULE NUMBER (2) DATE (3}
HEALTH SERVICES GS#- 85464 165 -
ORGANIZATIONAL UNIT _ PAGE OF PAGES {4)
Records Management & Administrative Services 2 9

ADDRESS {number, streed,

i)

DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER (5}

744 P Street, Room 350 Sacramento
ITEM | CUBIC | CALIFORMIA PRA
NUMBER | FEET Aasgﬁ:\fas TITLE AND DESCRIPTION OF RECORDS '-% B RETENTION {Exempt)
b(:l::f)e!::g:rc:s) USE ONLY (Triplerspace between tems) £ > | ommce | perr. | srC. | TOTAL | REMARKS
6} ] {8) aaion| 42 13 {14) (5 {16} 17
Equipment and Supplies
6. .25 Inventory P Active Active Recomes inactive after new .
3 inventory is completed,
7. Purchase Requigitions P Active Active Becomes inactive six months
+6 mog +6 mog, after requests are recelved,
8. N% Repairs and Service P Active Activd Becomes inactive six months
Orders +6 mog +6 mod. after requests are recelved.
Financial
9. .25 Audits P 2 2
10. Budgets ==~ BCPs P 2 2
1. Contracts {coples) P 2 2 Originals held by originating
unit,
General Services master
agreements, (Filling
N2 equipment, micrographics,
confidential destruction.)




STATE OF CALIFORNIA,

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-B5}

See instructions on reverse
and in SAM 1600

DEPARTMENT (1) ; . SCHERULE NUMBER (@) DATE (3}
HEALTH SERVICES GS# 85464 165 ' . .
ORGANIZATIONAL UNIT PAGE OF . PAGES 4)
Records Management & Administrative Services 4 9

ADDRESS (numiber,

streal,

<ity)

DEPARTMENY OF GENERAL SERVICES APPROVAL
NUMBER (8)

744 P Street, Room 360 Sacramento
TTEM | CUBIC | CALIFORNIA PRA
NUMBER | FEET Aﬁéaf\fﬁ TITLE AND DESCRIPTION OF RECORDS % B RETENTION (Exempt) REMARKS
bg::vpe;:;sﬁ::s) USE OMLY {Triple-space between Hems} = 5 OFFICE DEPT. SRC TOTAL IS‘A M
(6) @ (8) (9 Qo] (12 (13) {14 (15) {14) 17}
20. l, Ceneral Information —- i 2 2
supperting documents
regarding Department
reorganization
Personnel
21. .5 Affirmative Action P Activel Active Becomes inactive when supérseded.
(plans, policy, general
information, etc.)
22, Attendance Reports P Active Activd XTI Becomes inactive when superseded.
PRA 62543 TPA 1798,
23. Duty Statements P Active Activs Becomes inactive when superseded.
24, Employee Records |3 Active Active XTI Becomes inactive when employee
(Includes probs, transfers or terminates.
reviews, etc.) PRA 62543 IPA 1798.40.
25. General Correspondence P 2 2
Section correspondence
N requesting employee
action




STATE OF CALIFORNIA |

RECORDS RETENTION SCHEDULE

DEPARTMENT (1) L . . SCHEDMHLE NUMBER (2) DATE {3)
ST 73 (REV. 5851 HEALTH SERVICES ‘ GS# 85464 ‘165 1
ORGANIZATIONAL UNIT . 3 PAGE OF PAGES {4}
See instructions on reverse Records Management & Administrative Services - ® 3 ‘ 9
ADDRESS {number, stroef, city} DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 . , NUMBER (5)
744 P Street, Room 380 : Sacramento
ITEM. | CUBIC | CALFORNIA B PRA
NUMBER| FEET |  STEIE TITIE AND DESCRIPTION OF RECORDS 2 3 RETENTION (Exempt)
J:;?f::g:;i) USE ONLY (Triple-space befween ifems) £ 5 | ormce | peer. | sre | TOTAL | o REMARKS
(8) ] (8) %) Qo 02 (13 (4) {15) (1) (17)
Legal
12, | .25 Bill Analysis P 2 oz X | PRA 6254L.
13, Confidential P 2 2 X | PRA 6254,
Correspondence
14, J Legal Opinions P 2 2 X | PRA 62548,
Legislation
15, .25 : Federal P 2 2
16. State P 2 : 2 X | PRA 6254L.
17. Litigation p Active 5 7 X | Becomes inactive two years from
v +2 filing date and an additional
five years at State Records
Center (SRC)., PRA 6554B.
Organization
18. |.25 A Chart P Active Active Becomes {nactive when superseded .,
19, Work Plans P Active Active Becomes inactive when superseded,




STATE OF CALIFORNIA,

RECORDS RETENTION SCHEDULE

5TD. 78 (REV. 5-B5)

See instructions on reverse
and in SAM 1800

DEPARTMENT {1} S SCHEDULE NUMBER () DATE {3) .
HEALTH SERVICES GS# 85464 165 . ,
ORGANIZATICNAL UNIT PAGE . OF PAGES (4)
Records Management & Administrative Services 5 : 9

ADDRESS {numbar,

streot,

DEPARTMENT OF GENERAL SERVICES APPROVA
NUMBER (5)

744 P Street, Room 360 Sacramento
ITEM | CUBIC | CALIFORNIA
NUMBER| FEET A:éﬁf\fm TITLE AND DESCRIPTION OF RECORDS 2 B RETENTION
{Triple-space (Triple-space between items} L = REMARKS
; USE ONLY = OFFICE | DEPT. SRC
between items)
(6) N 8 ® aogim (12 (13) (14 (17}
26. Interview Documents P 2 Government Code 12946; PRA 6254;
{applications, score IPA 1798.,40,
sheets, ethnicity
reports, etc.)
27. Tralning, employee 2 PRA 62543 IPA 1798.40,
28, Travel 2 PRA 6254; IPA 1798.40.
24
Policy and Procedures
29. .25 General Information Active Becomes inactive two years when
(Includes section +2 superseded '
guldelines)
30. Labor Relations and Act ive Becomes Inactive when superseded,
Civil Rights material
31. Procedure Manual Active Becomes inactive for two years
+2 when superseded.
U




STATE OF CALIFORNIA,

RECORDS RETENTION SCHEDULE

DEPARTMENT (1} . SCHEDULE NUMBER (2} DATE (3)
STE. 78 (REV. 588 HEALTH SERVICES GS# 85464 165 .
ORGANIZATIONAL UNIT . PAGE. QF PAGES {4}
See instructions on reverse Records Management & Administrative Services 6 9

and in SAM 1600

ADDRESS {rumber,

streel,

REPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER (5)

744 P Street, Room 360 Sacramento
[TEM | CUBIC | CALIFORNIA PRA
NUMBER| FEET |  STAE TITE AND DESCRIPTION OF RECORDS -,§ ) RETENTION {Exempf)
él&‘l‘ifﬁ?&‘i) USE ONLY (riple-space between itoms) < | > | ofmcE | DEPT. - REMARKS
{6) ) {8) Ll aoionf 02 (13) {16) (an
Records Management
32. .25 : Annual Reports 2
{(Information Practices
Act and Department
Record Holdings)
33, Forms Active Becomes obsolete when superseded,
34, Quarterly Records 2
Destruction
35. Records Retention Schedule Active Becomes inactive when superseded
or five years, whichever occurs
first. :
36, Transfer Lists Active Becomes inactive when records
4 are destroyed., Transfer list
is attached to the appropriate
records destruction memo. .
Item 34.
Regulations
37. .25 , State Active X | Becomes inactive when revised.
+2 PRA 6254L,




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

]
gy

It

DEFARTMENT (1} . SCHEDULE NUMBER (2) DATE (3)
ST, 73 {REV. -85 HEALTH SERVICES GS# 85464 1165 '
ORGANIZATIONAL UNIT PAGE QF PAGES {4)
See i L Records Management & Administrative Services 7 9
ee Instructions on reverse
d fn SAM ]600 ADDRESS {number, streot, . SEE%RI;RM{ESI;ZT OF GENERAL SERVICES APPROVAL
an 744 P Street, Room 360 Sacramento
ITEM | CUBIC | CALIFORNIA
NUMBER| FEEY A;éﬁffﬁs TITLE AND DESCRIPTION OF RECORDS 5 3 RETENTION
b(:':"lf::'-’sg:;es) USE ONLY (Triple-space between items) %’ S| ormice | oeet, SR .REMARKS
{6) %) ) (o0 (12) {13) (14) (7
Reports and Studies
37. .25 > Surveys 2
39, Feasibility, automation Activd Recomes inactive two years after
of forms, records, +2 study has been completed.
micrographics
PROGRAM RECORDS
40, 1.0 Administrative Manual Activd Working papers become inactive
working papers and +2 two years after masters are
masters printed, Masters become
obsolete when superseded.
41, D Reorganization, past Active Becomes inactive two yearé when
’ and present, pending +2 superseded,
of entire Department
42, Merit Award Suggestioms Active Becomes iInactive two years after
+2 suggestion analysis completed,
43. . Sustained Superior 2
V Accomplishment Award




STATE OF CALFORNIA

RECORDS RETENTION SCHEDULE

P

DEFARTMENT (1) . SCHEDULE NUMBER (2 DATE (3)
STR. 78 (REV. 589 HEALTH SERVICES Gs# - 85464 165 - .
ORGANIZATIONAL UNIT PAGE OF X PAGES {4)
See instructions on reverse Records Management & Administrative Sgrvices 8 : 9
. ADDRESS fnumber, streot, city) DERPARTMENT OF GENERAL SERVICES APPROVA
and in SAM 1600 NUMBER (5} .
744 P Street, Room 350 Sacramento
ITEM | CUBIC | CALIFORNIA . oRA
NUMBER| FEET |  STAIE TITLE AND DESCRIPTION OF RECORDS 2|3 RETENTION {Exempt)
élifffﬁ;‘??;‘i) USE ONLY (Tripte-space between items) 25 [ ormice | peer. | sec | ToTAL | REMARKS
{6) ] 8 9 00 0n) (13 (13 {14} (15 {16} (17)
44, 1.0 Delegation Orders p Active Active Becomes inactive when superseded.
{Includes memo +2 +2
requesting action)
Forms and Records Management
45, 15.25 Current -~ form masters P Activel Active Becomes obsolete when master
and related processing revised,
records
46. Obsolete -~ form masters P 2 2
and related processing '
records
v
47. ] Index forms, card file P Active Active Becomes obsolete when declared
current with review (about every two
vears). :
48. Tndex forms, card file p 2 2
obsolete
49, Transport requests, P 2 2
to ship records for
storage/destruction
A\

Il



STAYE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-85)

See instructions on reverse

and in SAM 1600

DESARTMENT (1)

SCHEDULE NUMBER (2)

o DATE (3}
HEALTH SERVICES cs#. 85464 165 _ \
CRGANIZATIONAL UNIT ) PAGE OF PAGES {4)
Records Management & Administrative Services 9 -9

ADDRESS {rumber,

streel,

DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER {5

744 P Street, Room 360 Sacramento
ITEM | CUBIC | CALIFORNIA PRA
NUMBER| FEET A;’éﬁ{fﬁs TITLE AND DESCRIPTION OF RECORDS '-g' 3 RETENTION (Exermpt)
b{:;:ﬁ::g:;z) USE ONLY (Triple-space between Hems) S| 5| ofrice | et SRC | ::A REMARKS
{6) {7) {8) (%) (t0) ] (1 (t2) {13} {14} (16} (17}
50. 5 Confidential Destruction P 2
redquest )
51, Information Practice Act _
Annual report "3
Organizational Files
R2. | 2.5 Records Retention Activd Retain only as long as useful.
Schedules -~ copies Purge when reorganization
‘ occurs.,
53. Equipment requests - Active Retain only as long as useful.
filing, micrographic, Purge when reorganization
| N shredding occurs,
54, i 1,5 Record Transfer lists —- Activg Becomes inactive when records
entire Department copiles are destroyed., Transfer list
is attached to the appropriate
records destruction memo.
Item 34, Originals held by SRC.
55. | .25 Records Destruction 3
Report; quarterly
Vendor
56. .25 Equipment brochures, “iActlve Destroy when information is
gpecification A~Z by superseded/updated,
company name
Total .
cu. ft§ 26,51




