$TL.73 (Fgﬁ\/. 9/2010) STATE OF CALIFORNIA ~ DEPARTMENT CF GENERAL SERVICES

RECORDS RETENTION SCHEDULE STATE RECORDS PRCOGRAM
(1) DEPARTMENT, BOARD OR COMMISSION {2) AGENCY BILLING CODE 3
DEPARTMENT OF MOTOR VEHICLES 51805 PAGE 1 OF 4
{4) DIVISION/ BRANCH/ SECTION {5y ADDRESS PAGES
Registration Operations Division/Reg Processing Unit L 2415 First Ave, MS C-169, Sacramento, CA 95818

CHECK THE APPROPRIATE BOX
(G} |:] New schedule of records that have never been scheduled, [Complete boxes (9)-(12)]

@ IE Revising a previous schedule. [Complete boxes ($)—(16)] (A new approval number will be assigned.)

(8 D Amending some pages of a previous schedule. [Complste boxes (13)—(16)] (The original approval number will remain in effect.}

NEW SCHEDULE (9) SCHEDULE NUMBER {10y SCHEDULE DATE (11} NUMBER OF PAGES {12} CUBIC FEET (Tofal Schedule)
INFORMATION (If applicable) DMV-ROD-183 03-28-2013 4 152 CF

PREVIOUS SCHEDULE (13} SCHEDULE NUMBER {14) APPROVAL NUMBER {15} APPROVAL DATE(S {16} PAGE NUMBER(S) REVISED
INFORMATION (if applicable) DMV-ROD-011 07-297 H-32- GL7

{17) MISSION/FUNCTIONAL STATEMENT

The function of the Registration Processing Unit [11 is to provide courteous customer service and deliver quality products to its customers. This includes processing and titling
applications referred by ficld offices, the public, dealers, and financiaf insfitutions. Staff also registers foreign vehicles and process complex and sensitive transactions.

As the program manager (or persdn authorized fo sign for the program manager) directly responsible for the records listed oh this records retention schedule, | certify that all records listed are necessary and that
each retention period Is correct. For revisions, all items on the previous schedule are included or accounted for on the recapitulation, Vital records identified by this schedule are protected. If
protection iffr}ot cuﬁrentyp rovided but plans are underway, the details of such plans are shown in Column 48, Remarks.

{18} SiGN, UW& ER f ONSIBLE FOR THE RECORDS (19) TITLE {20y PHONE NUMBER (21) DATE SIGNED
] \/( wg%\/—\ PROGRAM MANAGER . 916 657-8731 03-07-2013
in accordance with Government Code 14755, approyat of this Records Refention Schedule by the Department of General Services is hereby requested. Retention periods shown have been established in
accordance with the criteria set forth By-8agtion 1667)of the State Administrative Manual. '
(22) SYBTATURE ~ RECORDEMOMT /ANALY ST (23) CLASSIFICAT! (24) NAME (Pripted or Ty
(X AoPA wtr
N

{25) PHONE NUMBER

Cores

éi"\n(xd-’\g:&) AL (28) A'P??wf\lwgml 0 3

'Y

{28) DATE SIGNED : {am Fﬁf’IRAT ON DATE
200 )4 | L= -0(

THE ATTACHED RECORDS RETENTION SCHEDULE:

(31 IZ] Contains no material subject to further review by the California State Archives

(32) D Contains material subject fo archival review. items stamped "NOTIFY ARCHIVES” may not be destroyed without clearance
by the Caiifornia State Archives. (Per Section 1671 of the State Administrative Manual )
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(33} SJGN R HIEF OF AR £8 OR IGNATED REPRESENTATIVE {34) DAYTE SIGNED
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STD.73 {REV. 8/2010)

RECORDS RETENTION SCHEDULE

STATE OF CALIFORNIA ~ DEPARTMENT OF GENERAL SERVICES

STATE RECORDS PROGRAM

(35} CalRIM APPROVAL NUMBER

214 1g; | > .

. PAGE QF
ITEM | CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA PAGES
FEET* | ARCHIVES < | ‘ (Exempt) REMARKS
# USE ONLY (Double spaces between items) % é OFFICE | DEPT. | SRC | TOTAL &
=5 iPA
G738 89 40) @)@z 3 (44) | (49) (46) 4N (48)
1 11 ADM 311, Cashier's Transfer Receipt P Active 4 X-1 Active unfil revised or superseded. Protected
+3 by IPA 1798.34 Confid destruct per GC 6254¢
2 2 ADM 518, Notice of Transfer of Accountable | P Active 4 X1 Active until revised or superseded. Recycled
or Controlled items +3
3 * Application Review List/Bundle Purge Report | P 60 60 X-1 Active until revised or superseded, Protected
days days by IPA 1798.34 Confid destruct per GC 6254¢
4 & Bundie Reconciliation Report P Active Active X-1 Active until revised or superseded. Protected
+1mo +1mo by IPA 1798.34 Confid destruct per GC 6254¢
145 # Cotrespondence, Involuntary Transfer Unit P 1yr Pyr X1 Deleted-Involuntary Transfer Unit reports to
{(VIN switches, Fraud, Forgery, Disputes ) Allied Processing Secticn
6 10 Electronic Lien & Transfer Program 7 P 1yr 1yr X-1 Deleted-Involuntary Transfer Unit reports to
Allied Processing Section
7 12 Enhanced Potential Records, Unclear (Type P 1yr Iyr X Active until revised or superseded. As
Transaction Code C19) report ' appropriate-Recyeled or confidentially
destroyed.
8 18 Miscelfaneous files, Control Cashier reports, | P Active 4 yr X-1 Active unti] revised or superseded. Protected
Discrepancy Employees Files, ID, keys + 3 yr by IPA 1798.34 Confid destruct per GC 6254c¢
9 3 Office Collections Reports P Active 4 yr X Active until revised or superseded. Protected
+3yr by IPA 1798.34 Confid destruct per GC 6254¢

* Provide total of office and departmental



STB.73 (REV. 9/2010) STATE OF CALIFDRNIA — DEPARTMENT OF GENERAL SERVICES

RECORDS RETENTION SCHEDULE STATE RECORDS PROGRAM
(35) CalRIM APPROVAL NUMBER {38) 3 4
: 2014 103 PAGE oF
TeM | CUBIC CA, STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA PAGES
FEET* | ARCHIVES < (Exempt) REMARKS
¥ USE ONLY (Double spaces between items) % 2 OFFICE | DEFT. | SRC | TOTAL &
> : IPA
G0 | (38) (3%} (40) @y | 4391 43 (44) | (45 (46) {47) (48)
10 4] Parking, Abstract of Coust Record, Parking P Active 3yr X-1 Deleted-Registration Abstract Seclion
Citations, Parking-Failure to Pay, +2 yr ransferred to Vehicle Insurance Program Unit
Reports/Statistics
13 40 Physical Inventory P/ Active : Active X Active unti! issued or expired. Confidential
M witness destruction.
12 7 Phiysical Inventory Discrepancy Report P Active 4yr X Active until revised or superseded. As
+3 appropriate-Recycled or confidentially
destroyed.
13 * Registration Release Adjudicetion P Active 3yr X-1 Active until revised or superseded. Protected
+2 by IPA 1798.34 Confid destruct per GC 6254¢
14 # Refund/Credit (P35) Report P & mo 6mo X Active until revised or superseded. Protected

by TPA 1798.34 Confid destruct per GC 6254¢

15 * Run Log P 14 14 X Active until revised or superseded. Protected
days days by IPA 1798.34 Confid destruct per GC 6254c

16 * Transaction Volume Report P 30 30 X Active until revised or superseded. Protected
days days by IPA 1798.34 Confid destruct per GC 6254¢

17 * Production Reports P 60 60 X Active until revised or superseded. Protscted
days days by IPA 1798.34 Confid destruct per GC 6254c

i8 35 Office Administrative Files/Budget P Active Active X Active until revised or superseded. Protected
Expenditures & related reports : by [PA 1798.34 Confid destruct per GC 6254¢

* Provide total of office and departmental




STL.73 {REV. 9/2010)

RECORDS RETENTION SCHEDULE

STATE OF CALIFORNiA — DEPARTMENT OF GENERAL SERVICES

STATE RECORDS PROGRAM

{35) CaiRIM APPROVAL NUMBER (36) 4
- 201 4 10z PAGE OF
TEM | CUBIC | CA.STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA PAGES
. FEET* | ARCHIVES < | {Exempt) REMARKS
USE ONLY (Double spaces betweern items) s é OFFICE § DEPT. | SRC | TOTAL &
I PA
&0 | (39 (39 (40 @n | @z 3 @4 | @49 (48) (47) (48)
19 5 Personnel Files and related documents P Active Active X-1 Active unti] the employee separates, transfer,
: retires or untif unit disbands per IPA 1798
Confidential destruction per GC 6254¢
20 * Procurement and Supply documents (Standard | P 7yt 7 yr X Active until revised or superseded. As
forems, standard agreements, space action appropriate-Recycled or confidentially
Tequests destroyed. '
21 # Records Retention Schedules/Records P Active Active X Active until revised or superseded. As
Inventory Worksheets-STD 70 appropriate-Recycled or confidentially
destroyed.
Total | 152 CF

* Provide totai of office and departmental



