STATE OF CALIFORNIA ~ DEPARTMENT OF GENERAL SERVICES

STD.73 EREV. 9/2010) .

RECURDS RETENTION SCHEDULE STATE RECORDS PROGRAM
{1) DEPARTMENT, BOARD OR COMMISSION (2) AGENCY BILLING CODE (3)
DEPARTMENT OF MOTOR VEHICLES 51805 pace | o 3
(4) DIVISION BRANGH/ SECTION (5) ADDRESS PAGES
Registration Operations Div/Regisiration Processing Unit If 2415 First Ave, MS C-272, Sacramento, CA 95818
CHECK THE APPROPRIATE BOX
G El New schedule of records that have never been scheduled, f[Complete boxes (9)-{12}]
(7 [B Revising a previous schedule. [Complete boxes (9)-(16)] (A new approval number will be assighed.;
(8) D Amending some pages of a previcus schedule. [Complefe boxes (13)-(16)] (The original approval number will remain in effect.)
NEW SCHEDULE {8} SCHEDULE NUMBER (10) SCHEDULE DATE (11} NUMBER OF PAGES . {12) CUBIC FEET (Total Schedule)
INFORMATION (If applicable) DMV-ROD-179 03.07-2013 3 75 CF
PREVIOUS SCHEDULE (13) SCHEDULE NUMBER (14} APPROVAL NUMBER {15) APPROVAL DATE(S) {18} PAGE NUMBER(S) REVISED
INFORMATION (If applicable) DMV-ROD-008 08-042 ~ =15 - 0¥

(17) MISSION/FUNCTIONAL STATEMENT
The function of the Registration Processing Unit IT is to provide courteous customer service and deliver quality products to its custoners. This includes processing vehicle registration
and titling applications referred by ficld offices, the public, dealers, and financial institutions. Staff also registers foreign vehicles and process complex and sensitive {ransactions.

A

As the program manager (or person authorized 1o sign for the program manager) directly responsibte for the records fisted on this records retention schedule, | cerify 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. Iif

protection is ngt curreptly provided but plans are underway, the details of such plans are shown in Column 48, Remarks.
. curmepty PRV i :
{20) PHONE NUMBER {21) DATE SIGNED

{18} S%Gw mj ER IBLE FOR THE RECORDS (1) TITLE
. ™ PROGRAM MANAGER 916 657-8751 03-28-2013

In accordance with Government Code 14758, appro this Records Retention Scheduie by the Depariment of General Services is hereby requested. Retention periods shown have been established in
accordance with the criteria set forth by Section 166 70f the State Administraiive Manual,

N | (23) c?yss_n:lcét)a%/

25) PHO

NE NUMBER (26) DATE SIGNED i

B AT

(24)&42!\&5 {Frinted ar Type

(28)APPROEL@€2M&ER 1 01

e ATTACHED RECORDS RETENTION SCHEDULE:

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

(32) D Contains material subject to archival review. ltems stamped “NOTIFY ARCHIVES” may not be destroyed without clearance
by the Caiifornia State Archives. (Per Section 1671 of the State Adminisirative Manual.)

o _ KEY 29403

JATE }
(F3) SHBGNA RE—CHE RCHIVESIOR DESIGNATED REPRESENTATIVE (34) DATE SIGNED .
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STD.73 (REV. 9/2010) STATE OF CALIFORNIA ~ DEPARTMENT OF GENERAL SERVICES

RECORDS RETENTION SCHEDULE STATE RECORDS PROGRAM
(35) CalRIM APPROVAL NUMBER (58) 3
: PAGE OF
MEM | CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA PAGES
FEET* | ARCHIVES < | (Exempt) REMARKS
# USE ONLY (Double spaces befween items) % g OFFICE | DEPT. | SRC | TOTAL &
> IPA
37 | (38 (39) A {40) @) ;63| 8 (44) | (48) (46) @n (48
i 11 ADM 311, Cashier's Transfer Receipt P -1 Active 4 X1 Active until revised/superseded. Protected by
+3 IPA 1798.34. Confid destruct per GC 6254 (¢}
2 i ADM 518, Notice of Transfer of Accountable | P Active 4 X-1 Active until revised/superseced. Protected by
or Coontrolled items 43 IPA 1798.34. Confid destruct per GC 6254 (¢)
3 1 Application Review List P 60 60 X-1 Active until revised/superseded. Protected by
days days [PA 1798.34. Confid destruct per GC 6254 (c)
4 4 ‘ Boat 120, Vessel Tax Disposition P 5 mos 5 mos X-1 Active unstl revised/superseded. Protected by
IPA 1798.34. Confid destruct per GC 6254 {¢)
5 10 Bundle Master File Receipts/Bundle p Active Active X1 Active until revised/superseded. Protected by
Reconciliation Reports +1 mo +1 mo IPA 1798.34. Confid destruct per GC 6254 (¢)
6 3 Office Collection Reports P 30 30 X-1 Active until revised/superseded. Protected by
days days IPA 1798.34. Confid destruct per GC 6254 ()
7 40 Physical Inventory P | Active Active X | Current until issues or expired. USC Title 18,
PT 1 CH 123, 2721 and PRA. Confid witness
distruction
8 * Physical Inventory/Discrepancy. Office P Active 4 years X Active until revised/superseded. Protected by
Report {datly) +3y1s IPA 1798.34, Confid destruct per GC 6254 (c)
9 * Run Log ‘P 14 i4 X Active until revised/superseded. Protected by
Days : Days IPA 1798.34. Confid destruct per GC 6254 (c)

* Provide total of office and departmental



STD.73 {REV. 9/2010) STATE OF CALIFORNIA — DEPARTMENT OF GENERAL SERVICES

RECOURDS RETENTION SCHEDULE STATE RECORDS PROGRAM
{35) CalRIM APPROVAL NUMBER (38} 5
PAGE OF
TEM | CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA ) PAGES
FEET* | ARCHIVES ‘ < (Exempt) REMARKS
# USE ONLY (Double spaces between items) G | & | OFFICE | DEPT. | SRC | TOTAL &
: =1 > iPA
@0 [ @8 (39) (40) : @) | @ (43) | {44) | 45 {46) {47) {48
10 * Vessel, Delinquent Tax Reports P Active Active X-1 Aclive until revised/superseded. Protected by

iPA 1798.34, Confid destruct per GC 6254 (¢).

Active until revised/superseded. Protected by

1l 5 - Administrative Files-Records accumulated P Active Active X-1
: IPA 1798.34. Confid destruct per GC 6254 (c).

related to the internal administration or
housekeeping activities of the office rather

than the function for which the office exists.

12 # Personnel Files and related documents Jig Active - Active X1 Active until employee separates, fransfers,
retires or until wnit disbands per IPA 1798.34

thereafter, conftdential destraction per GC
6254 (c)

13 Records Retention Schedules/Records M Active Active -1 Destroy when superseded
Inventory Worksheets

Total ; 75 CF

* Provide to] of office and departmental




