o eTDTS i"EI:V 9fen .0 STATE OF CALIFCRNIA — DEPARTMENT OF GEN=" AL SERVICES

RECQRDS RETENTION SCHEDULE STATE RECORD:  iOGRAM
(1) DEPARTMENT, BOARD CR COMMISSION . {2) AGENCY BILLING CODE (3)
DEPARTMENT OF MOTOR VEHICLES 51805 pace | oF ?
{4) DIVISION/ BRANGH! SECTION {5) ADDRESS PAGES
Registration Operations Division/Field Office Support Unit 2415 First Ave, MS C-250, Sacramento, CA 95818

CHECK THE APPRCOFRIATE BOX

(8) D New schedule of records that have never been scheduled. [Complete boxes (8)-{12)]
(M E Revising a previous schedule, [Compiefe boxes (9)-(16)] {A new approval number wiil be assigned.)
(8 D Amending some pages cf a previous schedule. [Complete boxes (13)—(16)] (The original approval number will remain in effeck.}

NEW SCHEDULE {9) SCHEDULE NUMBER (10} SCHEDULE DATE (11) NUMBER OF PAGES {12) CUBIC FEET {Total Schedule)
INFORMATION (If applicable) DMV-ROD-138 03-11-2013 2 96 C.F.

PREVIOUS SCHEDULE (13) SCHEDULE NUMBER {14) APPROVAL NUMBER (15) APPROVAL DATE(S) (18) PAGE NUMBER{S) REVISED
[NFORMATION (i applicable) DMV-ROD-005 07-212 %- 13~ Qeo’]

(17) MISSION/FUNCTIONAL STATEMENT

The function of Field Office Support Unit is to render quality service to the departiments field offices and the public by utilizing the latest telephone technotogy. Through the efforts of our
dedicated statf, we are commitied to providing our custemers with quality service in an efficient manner, Our customer goal is {o provide "One stop shopping" by offering quality service
in a prompt and courteous manner in a variety of languages. We endeavor to provide the most accurate information to callers from California and beyond.

"PART | = AGENCY STATEMENTS

As the program manager {or person authorized to sign for the program manager) dlrectly respon5|ble for the records listed on this recerds retention schedule, 1 certlfy that ali records iisted are necessary and that
each retention period is correct. For revisions, aif items on the previous schedule are included or accounted for on the recapitulation. Vital records identified by this schedule are profected. If
protection is nﬁt curren tly prowded but plans are underway, the defails of such plans are shown in Column 48, Remarks.

{18) SIGNATURE H MAN @R eo SiBLE FOR THE RECORDS (19) TITLE ) (20) PHONE NUMBER {21) DATE SIGNED
PROGRAM MANAGER. .| 916 657-8751 03-07-2013

In accordance with Government Code 14755, ap reval of this Records Retention Schedule by the Depariment of Generat Services is hereby requested. Retention perleds shown have been established in
accordance with the criteria set forth by Seetign 1657 & the State Acministrative Manual.

(22) SI@NATURE — RECO T. ANALYST (23} CLASSIFICATION (241 NAME (Printed ar Type " (25) PHONE NUMBER (26) DATE SIGNED
| }9 %N;ﬁ 7, ﬁﬁ | HxOPA - >nniler € ces U451 UUE | 2\
|4 DEPA ﬁTMENT QF GENQ&AL SERVICES APPROVAL {Per Government Code Section 14788) - 50005 <l » :

i L@"‘a 14

i é? .N;.ATURIé— aﬁlM NSULTANT 28) APPRb\I/A" L : _‘ e | . .3.0 DATE :
dullalenne JewyChokornova ™" AIRING & ' 7 o1 "B

IT. Il HRCHIVAL SELECTION.{Per Government Cofjé Saction 14755}

‘FQE ATTA’C(HED RECORDS RETENTION SGHEDULE:

K%gr %244

(32) D Coniains material subject to archival review. [tems stamped "NOTIFY ARCHIVES" may not be destroyed without clearance i
by the California State Archives. {Per Section 16771 of the State Administrative Manual.) '/

(310 @ Contains no rmaterial subject fo further review by the California State Archives

(33) SlGN RE CHIEF OF Al SIGNATED REPRE, TATIVE (341PATE SIGNED
[ Rl 2eyt!




; ‘STD.T"G—%REV. 9lau Oj . STATE OF CALIFORN!A — DEPARTMENT OF GEM™™ "L S8ERVICES

< RECORDS RETENTION SCHEDULE ' STATE RECORD TOGRAM
(35) CalRIM APPROVAL NUMBER 2 4 2 (36)
2 2
2 0 1 “ PAGE OF
{TEM | CUBIC CA, STATE TITLE AND DEECRIPTION OF RECORDS RETENTION PRA PAGES
FEET* | ARCHIVES < | {Exernpt) REMARKS
# USE ONLY {Double spaces between itsms) E é OFFICE | DEPT. | SRC | TOTAL &
215 PA
{387) (38) B9 | (40) C @D @2 @3 44) | (45) {46) 7 {48)
] 32 . 022 Cashed {296 transaction code) Suspense | I/ Aclive 4yrs X-1 Active until revised/superseded. USC Title 18,
or Report of Deposit of fees (live money) M +3 Pt 1, Ch.123,2721 and PRA GC 6250 ¢l seq;
exempt CVC 1800 et seq. Confidential dest
3'%3". ADM 311 Cashier's Transfer Receip,
ADM 518, Notice of Transfer of Accountable
or Conirelled items.
2 30 + | Correspondence files-Extermal Customer P Active Syrs X-1 o
Inguiries. Deposit Listings +4
3 - Headquarters Refund Listing C Active 4 yrs X-1 Deleted-working copies only
o 3
4 14 Physical Inventory Report/Discrepancy p Active 4 yrs X Current until revised or superseded. Recycle
Report /Oifice Inventory Report (Daily) +3
5 3 . | Administrative Management-Office P Active . Active Current until revised or superseded. Recycle
Administrative Files
6 2 - | Personnel! Files and Related documents P Aciive Active X-1 Agtive until employee separalces, transfers,
retires or until unit disbands per IPA 17981
and PRA GC 6230 et. seq;thereafier, ﬁ]es
7 1 Program Management-Office Collection P Active 13 X forwarded (o Administrative Services Division
Reports (effice collection, uncleared + 1 mo mos. or confidentially destroyed. " "
collection, Phase II clearance} :
3 14 Physical Inventory (metal license plates, jig Active Active X Active until issued or expired. Confidential
metal-backed registration stickers, plastic witness destruction.
disabled parking placards)
Total | 96 C.F.

* Provide total of office and departmental



