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: | SRGANIZATIONAL UNIT - PAGE OF PAGES (4)
See instructions on revérse . | PRISON INDUSTRY AUTHORITY/CIM 1 ~2.
= and in SAM 1600 . CEid ADDREss {rumbar, street, cityj 31EJF;ABRE'!’RM‘ESI;JT OF GENERAL SERVICES APPROVAL
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ITEM CUBIC |- CALIFORMIA ¢ ; i [ ’
NUMBER | FEET | . STATE =t i TITLE AND DESCRIPTION. OF RECORDS 5 B RETENTION (E:::pt}
b(lmﬁzﬂs:z::;) l §JSE ON.L‘l( (Trapfe-skéce beMgen items) § 5| orFice DEPT. SRe YOTAL H;&A REMARKS
“{6) o e o @ goianl 2 | oy | ooa | a5 | (8 )
ADMINISTRATIVE RECORDS
1. | 3.0 CORRESPONDENCE: { PERTAINING TO | P 1 3 4 RETENTION CRITERION-DECISION BY PRO-
TO: A. MEMOS SENT TO AND RE- DUCTION MANAGER IIT
CEIVED FROM HEADQUARTERS, SAC- : -
RAMENTO., - DESTRUCTTON CRITERION:NON-CONFIDENTIAL
B. LETTERS FROM VENDORS WASTEPAPER~RECYCLE
REGARDING ORDERED ITEMS, PUR-
CHASE ORDERS (VERIFICATION)
C. GENERAL SUBJECT SUCH
EQUIPMENT, . AUDITS, INTER-MEMOS "
2. | 2.5 STAFF PERSONNEL RECORDS - IN- | P| |ACTIVE ACTIVE XI | OFFICE COPIES ONLY - OFFICIAL I'ERSON-
S ' DIVIDUAL FILES ' NEL FOLDER AT PERSONNEL OFFICE - CA-
: LIFORNIA INSTITUTION FOR MEN.
ACTIVE UNTIL FMPLOYEE SEPARATES FROM
STATE AGENCY. '
RETENTION CRITERION — PRODUCTION MA-
NAGER III
ST i DESTRUCTION ~ CONFIDENTIAL DESTRUCTIO!
3L n PURCHASE ESTIMATES SERVICTS P 1 4 5 RETAIN AT LEAST TWO YEARS FROM END OF
. | AND EXPENSE~AND PURCHASE ORDER. FISCAL YEAR IN WHICH ENCUMBRANCE IS
"+ | RECORDS PERTAINING:-TO ACQUISI- LIQUIDATED, AFTER TWO YEARS DISTROY
.| TION OF NEEDED RAW MATERIALS, | AFTER AUDIT OR FOUR YEARS WHICHEVER.
OFFICE ‘FURNI'TURE ‘AND EQUIPMENTY, OCCURS FIRST.
OFFICE SUPPLIES, REPAIRS OF
EQUIPMENT,?VEHICLES, MACHINE- EXCEPTION: ANY CONTRACT OR INTER-
RIES AND TOOLS. AGENCY AGREFMENT WHICH IS EXEMPT FROM
: O REVIEW BY THIY DEPARTMENT OF GENERAL
SERVICES(SEE SAM SECTION 1206) SHALL
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'PRISON INDUSTRY AUTHORITY/CIM 2 : s

fnumber e

ADDRESS ;

DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER {5}

ITEM

ND ESCR?PTION OF RECORDS
cd befween |tems)

P.O 'BOX 1031/14901 CENTRAL AVENUE, CHINO, CA 91710

S Media -
Vital

Py

REMARKS
(17}

NUMBER TFEET
. {Triple-space”

‘ betweemtems)
R e B
3.0
4, 1 .5.0

s
6.

*‘ 7.0 1*5 .

19.0]

STAFF ATTENDANCE SHEETS -
PERTAINING:TO OVERTIME, COM-
PENSATING TIME OFF, SICK TIME
AND. VACATION TIME

lNMATE RECORDS - PERTAINING TO
“WORK- RECORD - -~
B. ' WORK:PAY CARDS

| C.. PAYROLL REPORTS

GTNTRAL RECORDS AND' REPORTS
STOCKS=REGEIVED REGISTER
STOCKS : ISSUED REGISTER
INVENTORY RECORDS
BUDGETREPORT - :
FINANCTAL STATEMFNTS
FINISHED GOODS ?RODUCTION RE-
GISTER

» 'SALES REGISTER- -
- INTERhINSTITUTIOﬂ TRANSFER

REQUEST

DISBURSEMENTS~

TRAVEL EXPENSE CLATM
PETTY CASH' DISBURSEMENT
o VOUCHERS

BE RETAINED FOR THREE YEARS OR UNTTL
AUDITED BY THE DEPARTMENT OF GENERAL
SERVICES, WHICHEVER OCCURS FIRST.

DESTRUCTION CRITERION-NON-CONFIDENTTAL
WASTEPAPER-RECYCLE

RETAIN FOR TWO YEARS FROM PAY PERIOD
INVOLVED, THEN RETURN TWO MORE YEARS
OR UNTIL AUDITED, WHICHEVER OCCURS
FIRST. (MAXIMUM OF FOUR YEARS).,

RETAIN FOR TWO YEARS FROM PAY PERIOD
INVOLVED. THEN RETURN ONE MORE YEAR
OR UNTIL INMATE LEAVES THE INSTITU-
TION. (MAXIMUM OF THREE YEARS)

RETAIN FOR AT LEAST TWO YEARS. AFTER
TWO YEARS DESTROY AFTER AUDIT OR FOUR
YEARS WHICHEVER OCCURS FIRST.

RETAIN FOR AT LEAST TWO YEARS FROM
END OF FISCAL YEAR IN WHICH CLAIM. IS
FILED. AFTER TWO YEARS DESTROY

AFTER AUDIT OR FOUR YEARS WHICHEVER
OCCURS FIRST.




