STATE OF CALIFORNIA - SECRETARY OF STATE

RECORDS RETENTION SCHEDULE
STD.73 (REV. 2/2015)

STATE RECORDS PROGRAM

{1} DEPARTMENT*
Department of General Services

(2) AGENCY BILLING CODE

IMS CODE @)
030547 '

PAGE

|

OF &5 PAGES

{4} DAVISION / BRANCH / SECTION

Administration, Office of Business & Acquisition Services, Contrac-'i-c

(5} ADDRESS

707 3rd Street, 2nd Floor, West Sacramento, CA 95605

CHECK THE APPROPRIATE BOX

(G)E: New schedule of records that have never been scheduled. [Complete boxes (9)—(12)]
] EI Revising a previous schedule. [Complste boxes (3)~(16)] (A new approval number wiil be assigried.)

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

NEW SCHEDULE INFORMATION
{If applicable)

{9) SCHEDULE NUMBER

PES~0BASC -10V5

(10} SCHEDULE DATE
12/2/2015

{11} NUMBER OF PAGES

{12} CUBIC FEET (Total Schadile)

2 Y&y

PREVIOUS SCHEDULE INFORMATION | (131 SCHEDULE NUMBER

{If applicable)

(14} APPROVAL NUMBER

{15Y APPROVAL DATE(S)

{16} PAGE NUMBER(S) REVISED

{17} FUNCTIONAL STATEMENT

PART | = AGENCY STATEMENTS

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on this records retention schedule, 1 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 is not currently provided but plans are underway, the details of yuch plans are shown in Column 45, Remarks.

{18) SIGNATURE - MANAGER RESPONSIBLE FOR THE RECORDS

LSSMII

(18) TITLE

Brad Morgan

NAME - {Printed or Typed)

{20) PHONE NUMBER

(916) 376-5337

{211 DATE SIGNED
12/2/2015

dccorda e’@i%ﬁﬁﬂ%ment Code 12274, approval of this Records Retention Schedule by the Secretary of State is hereby requested. Retention periods shown have been established in

accordanie with the criteria set forth by Section 1667 of the State Administrative Manual,

{22) SIGNATURE - RECORDS MANAGEMENT ANALYST

Y A

{23) CLASSIFICATION

SSA Laura Clark

(24) NANE - (Printed ot Typed)

(25) PHONE NUMBER
{916) 376-5329

26) DATE SIGNED
12/2/2015

(PKﬁT Il A-=SECRETARY OF STATE APPROVAL (Per Government Code Secfign 12272}

{27) SIGNATURE - CalRiM CONSUIRTANT

~Ramwins

v

NAME - (Printed or Typed).

@amam a Gu"\ e LSC./? o/z

(28) APPROVAL NUMBER

2@?5“3@@

(29) APPROVAL DATE

PART I| B — ARCHIVAL SELECTION (Per Govég

ment Code Section 12223)

THE ATTACHED RECORDS RETENTICN SCHEDULE:

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

California State Archives. (Per Section 1671 of the State Administrative Manual.)

h44 e

(32D Containg material subject to archival review, ltems stamped “NOTIFY ARCHIVES" may not be destroyed W|6;out clearance by the

(33) SIGNATU RE - CHIEF OF ARCHIVEEOR DESIGNATED REPRESENTATIVE

NAME - {Pririted or Typed)

S B

afi)i5.

{30} EXPIRATION DATE

“;iuimnﬂmlﬂ

*Department Iefers toany AJency, Department, BanCommts;on, Office or Other
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STATE OF CALIFORNIA - SECRETARY OF STATE

RECORDS RETENTION SCHEDULE
STD. 73 (REV. 2/2015)

STATE RECORDS PROGRAM

(35) APPROVAL NUMBER . . {36)
2@?5“3@6 Page 2 of 3 Pages
ITEM #] GUBIC [CA. STATE TITLE AND DESCRIPTION OF RECORDS MEDIA[ VITAL RETENTION PRA ~ REMARKS
FEET" | ARCHIVES OFFICE |DEPT.] SRC | TOTAL | &
USE ONLY (Double spaces between ifems} IPA
(37) | (38) (39) (40) (41) | 2) (43) “44) | (45) {46) (47) (48)
1 10 | |Prospective Bidder's List (Plan Holders List) [P R O | Active applies to the duration of
|Records of contractors who request plans for (Active +7 Active +7 the bid process.
projects that are advertised for bid '
2 12 ] Preliminary & Final Bid Tabulations P Active +7 Active +7 |  |This list ranks bids received by
Currently keepmg 3 copies [low bid to high bid. This is the
document from which an official

~ |award of contract is made and is

filed in the contract folder.
3| ~ |Bidder's Proposal Packages P |Active+1 | |7y |Active+8 | lincluded in contract.
5 _ Orlglnal winning bld becomes part of the
- |official contract file
18 | Losing bids
4 | 23 [Public Works Contracts P |Active +1.5 |7y |Active +8 Contract file includes general
' correspondence original bid, surety
bonds, contract plan holders list,

‘ advertlsmg costs, financial matters
including invoices, subcontractor
lists, labor and wage rate d|sputes
and close-out material.

5 1 " |Addendum P |Active | |Active Active for the duration of bid
' ~ [process. Notlces of changes to
Plans and PI‘OJeCt Manual sent to

g _Contractors Copyfiles in Ofﬁce
Copy of Project Manual and retained
while Contract is active.

6 23 | ~ |Office Record of Contract P - Perm 1 |Perm ~ [Recap sheet of indispensable
| |cantract information. Provides

_ |research data for Ieg|slat|ve and
other offices.

ovexr




STATE OF CALIFORNIA - SECRETARY OF STATE ' STATE RECORDS PROGRAM

RECORDS RETENTION SCHEDULE
STD. 73 (REV. 2/2015)

(35) APPROVAL NUMBER 2 ﬁ i E o 3 0 & (36) -

_ . Page 3 of 3 Pages
ITEM #| CUBIC [CA. STATE TITLE AND DESCRIPTION, OF RECORDS MEDIA| VITAL ' . RETENTION PRA REMARKS
FEET* | ARCHIVES . QFFICE |DEPT.] SRC TOTAL &
USE ONLY {Double spaces befween items) IPA
@37 | (38) (39) (40) ' — | 41) | 42) (43) (44). .(45) C . g {47) {48)
7 72 Contract Sets - Plans and Project Manual P Active +7 ‘ Active +7 Provides essential information for
signed by Confractors litigation and architectural and
- engineering units, Stored in office
during active period.

8 45 Froject Manual - Office file copy P Active Active While contract is open these are
stored in Contfract File. After
contract is officially closed,
are destroyed.,

2] 23 Contractor Payrolls (Certified Payrolls) P Active +7 Active +7 While contract is open these are
Payroll records verify the contractor is complying , stored in the Contract File. After
with Federal and State regulations.. ' contract is officially destroyed per

' Title 8, Section 16403 CA Code of
Reguiations and Section 1776 of the
Labor Code.
10 3 Administrative Files P Active +7 Active +7 | Originally forwarded to DGS
: General Invoices Accounting and included in payment
Requests and billings for legal advertising schedule. Active until paid, then filed
in contract file.

11 | 220 A&E Contracts o P Active +1 7y |Active +8 The unit is resposible for fulfilling
awarded contracts. The unit prepares
contracts and monitors them through
completion/execution of the contract.

12| 5 Statement of Qualifications (A&E) P Active +6m 4y | Active +4.5 Primarily used for the qualification of

' contracts. Added to contract folder.
13 24 " |Censtruction Contracts P Active Active Life of building or 100 years, Min 35.
14 ' Architectural Plans & Drawings P Active Active Life of building or 100 years. Min 35.
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