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    The State Records Management Act (Government Code Sections 12270-12279) directs California's Secretary of State to establish and administer a records management program that applies efficient and economical management methods to the creation, utilization, maintenance, retention, preservation, and disposal of State records.


The Records Management and Appraisal (RMA) unit within the California State Archives is responsible for the development and implementation of the State’s records management program.  RMA is made up of the California Records and Information Management (CalRIM) program and the State Records Appraisal Program (SRAP).


CalRIM reviews State entity Records Retention Schedules; establishes guidelines, including those for the management of electronic records; provides consultation; evaluates the effectiveness of existing records management programs; and assists in the establishment of new records programs. SRAP reviews Records Retention Schedules for records valuable to the history of California; appraises records sent to the State Archives; and maintains all State entity Records Retention Schedules.


We are currently updating our resources and information. Email the CalRIM team at CalRIM@sos.ca.gov with any questions.







    




    


    
        
            
                
                    
                        
                            
                                
                                    

    
    Records Retention Schedule Forms

    
        	Records Inventory Worksheet (STD. 70)
	Records Retention Schedule (STD. 73) Cover Page
	STD 73 Page 2 & Summary of Changes


    






    
    Other Records Management Forms

    
        	Records Management Coordinator (RMC) Designation Form [Agency-Wide]
	Records Management Assistant Coordinator (RMAC) Contact Form [Division/Unit level]
	Agency Records Destruction Form [Template]
	Lost or Accidentally Destroyed Records Documentation Template
	Notification Form: Digitization or Third-Party Storage


    






    
    Training and Office Hours

    
        	Sign up for RMA 101: Introduction to Records Management via CalLearns 
	Sign up for RMA 102: State Records Center Introduction via Eventbrite/Zoom
	Sign up for RMA 103: Conducting an Inventory of Records via CalLearns
	Sign up for RMA 104: Developing a Records Retention Schedule via CalLearns
	Sign up for RMA 105: Essential Records 
	Sign up for RMA 106: Electronic Records and Digitization Projects 
	Sign up for RMA 107: Transferring Records to the California State Archives
	Sign up for RMA 201: Records Management Coordinator Orientation via CalLearns
	Join drop-in Office Hours, the first Wednesday of every month, 1:30-2:30pm


    






    
    Other Resources

    
        	State Administrative Manual (SAM) Chapter 1600
	Guide for Computation of Record Volume
	State Records Special Authorization (DGS SRC 50)
	DGS’ SRC Records Transfer List (STD. 71)
	Sample Certificate for Micrographic Reproduction
	Electronic Records Handbook
	Video: Basic Records Management for Government Employee


    






    
    


                                

                            

                        

                        
                            
                                
                                                                    

                            

                        

                        
                            
                                
                                                                    

                            

                        

                    

                    
                        

    
    Athena Records Retention Schedules

    
        [image: Athena Records Retention Schedules logo]

Athena contains scanned records retention schedules for state agencies.
        	
                    Search Athena


    	

    




    
About RMA



	Contact Us
	About SRAP
	Who is my CalRIM Analyst?
	Who is my SRAP Archivist?
	The Art of Appraisal
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    Shirley N. Weber, Ph.D., California Secretary of State
    1500 11th Street
    Sacramento,
    California 
    95814
    
        Office:
        (916) 653-6814
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